
MODERN DCPDS PERSONNEL ACTION PROCESSING AID

APPOINTMENT ACTIONS (NOACs 170B/171D)

Local National, Army, Korea
Purpose:  This aid covers the following nature of actions:

	170B Exc Appt

	171D Exc Appt NTE


Before you Begin:

You must have an applicant record built in modern DCPDS and "accepted" before you can process an appointment action for that person.  The applicant record can be built using the applicant build process, or can come from RESUMIX.

You must have a vacant position record available in the system to which the new employee is being assigned.  Contact the classification specialist if the position record is not shown on page 2 of the RPA.

Note:  If this action is being taken as a result of a Recruit/Fill RPA, you must change the family on the RPA.  Be careful when changing families on a recruit/fill RPA.  The process of changing families will delete any "Remarks by Requesting Office" on page 4 of the RPA, so you need to check page 4 first.

If you receive an error message when processing the action, correct the error condition that caused the error message, and still receive the same error message, this may indicate that the RPA is corrupt, requiring creating a new RPA.

Basic Steps

	Step 
	Action 

	1 
	Change the "Recruit/Fill" RPA family to the appropriate type of appointment action.

	2 
	Check and complete data on the RPA.

	3
	Complete any required extra information.

	4
	Add any required productivity event codes and dates; process the action into the database; print and distribute the NPA and check the database record.


Change RPA Family:  Most appointment actions are received as "recruit/fill" actions.  Once staffing activity has been completed and a selection to fill the job has been made, the recruit/fill RPA needs to be changed to reflect the type of action that is actually being used to fill the job.  This could be an Appointment, but it could also be a Promotion, CTLG, Reassignment, or other type of action.  Follow these steps to change the NOA family:

	Step
	Action

	1
	On page 4, part D of the RPA, check the "Remarks by Requesting Office" section.  If there are any remarks there, they will be deleted when you change the NOA family so you need to save them first as follows:
a.  Highlight all the remarks by dragging your cursor over the text while holding down the right mouse button.  Copy the selected text to your clipboard using Ctrl-C (or Edit-Copy from the menu).

b.  After changing the NOA family, click in the remarks area on page 4 and paste the remarks back using Ctrl-V (or Edit-Paste from the menu). 

	2
	Click the <Change Family> button at the top of page 1 of the RPA.

	3
	Click <Yes> on the warning notice about changing the family.

	4
	Select "LN Appointment (Korea)" from the list of NOA families that displays, then click <OK>. The "Action requested" block at the top of the RPA will change to "Appointment."

	[image: image1]5
	If you copied remarks from page 4 of the RPA (step 1 above), move to page 4 of the RPA and paste the copied remarks back into part D.


Check and Complete the RPA

Check the RPA to make sure that all required information that you need has been included on the RPA.  You must also complete other data fields on the RPA as shown on the tables below. 

RPA page 1

	Item
	Description
	Contents

	None
	Notepad
	Check any notes that may accompany the action.

	4
	Proposed effective date (or ASAP)
	Completed by manager.

	5
	Action requested by
	Completed by manger.

	6
	Action authorized by
	Completed by manager.

	B4
	Effective date
	Must be completed.  Enter the effective date of the appointment.

	B1
	Employee name
	Must be completed.  The new employee must have a record in the system as an "accepted applicant" prior to the effective date of the appointment.  Type in the part of the employee's last name (e.g.:  KIM%) and push [Tab] to display a list of matching names.  Choose the correct name and press "enter".

	B2
	SSN
	Auto populates when the name is entered, if available on RESUMIX or Applicant records.

	B3
	DOB
	Auto populates when the name is entered.

	B5-A
	Code (NOA)
	Use LOV to select "170B" (Exc Appt) or "171D" (Exc Appt NTE).  Enter NTE date for a NOAC 171D, Temporary Appointment.

	B5-C
	Authority code
	Use LOV to select "BPM”
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RPA page 2

	15
	Position title
	Must be completed the classification specialist.
Contact the classification specialist if the position is not shown on the RPA.

The position record will control the following: pay plan, occupational code (series), grade, pay basis, and location of position.

	19
	Step or Rate
	Enter the correct step (two digits).


RPA page 3

	24
	Tenure
	Must be completed, use LOV.

"1" (Permanent-Completed Trial Period), "2" (Permanent-Under Trial Period) or "3" (Temporary)

	29
	Pay Rate Determinant
	Must be completed.  “0” (Regular Pay) or “4” (Saved Rate)


RPA page 4, Remarks

Complete the Remarks for SF50 section on page 4 of the RPA as follows:

- To enter the remarks, place the cursor in the column titled "Code".

- Click the LOV button on the toolbar or press "F9".

- Only remarks that are appropriate for the NOA that you are processing will appear.

- Choose the appropriate remark and press the OK button.

- If the remark requires additional information, an information insertion box will appear where the information will be entered. 

- Repeat the above steps, until all the required and desired remarks have been selected.  If you need more lines than are showing, put your cursor in the bottom line, and push the down arrow key on your keyboard or press the Green Cross on the tool bar.

NOTE:  Use remark code "ZZZ" for additional local remark.  This code can be used repeatedly if you have more than one local remark that needs to be added.[image: image3.png]'R Privacy Act of 1974 =1alx]
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Complete Extra Information
Complete the extra information needed to document the appointment.  Click on the "Extra Information" button at the bottom of the RPA screen.  For each type of extra information that you need to access, click on the name line at the top of the screen to select that type, then click in the "Details" area at the bottom of the screen.  This will bring up the window where the data needs to be entered.  After entering the data, click <OK> to close the window, and click the Save icon on the toolbar.  (* denotes Required Input)

Local National Unique Data DDF

	Data Element
	Notes
	Legacy DIN

	*Employee ID Number
	Enter Employee’s SSAN
	BAA

	Report Name(Japan)
	N/A for LN, Army, Korea
	

	NOA Cleartext
	N/A for LN, Army, Korea
	

	PPCF(UK)
	N/A for LN, Army, Korea
	

	Type of Employment From (Japan)
	N/A for LN, Army, Korea
	

	Type of Employment From (Japan)
	N/A for LN, Army, Korea
	


US Gov Payroll Type DDF

	Data Element
	Notes
	Legacy DIN

	Payroll Type
	Use LOV to select "Monthly"
	 


Additional Information - Korea DDF

	Data Element
	Notes
	Legacy DIN

	*Korea Pay Group Number
	Enter the Payroll No.
	XDB

	*Employee ID
	Enter the ROK ID No(Except DOB).
	XDC

	*KSC Serial Number
	For KSC only
	Y40

	Payment-in-Kind
	Generated by System
	

	Consolidated Allowance Payment
	Generated by System
	

	Benefits Allowance
	Generated by System
	


LN AF Unique Information DDF:  N/A for LN, Army, Korea
LN Army Unique Information DDF

	Data Element
	Notes
	Legacy DIN

	Employee Name
	Leave blank.
	N/A

	Pay Protection
	N/A for LN, Army, Korea
	

	Martial Status
	Single/Married
	XGK

	Tax Account Number
	N/A for LN, Army, Korea
	

	*Sponsor Type
	Use LOV, Family Member (FM) only.
	XGA

	Contract Number
	N/A for LN, Army, Korea
	

	Family Member Status
	Enter number of Family, FM only.
	XDG

	SPEP Category
	N/A for LN, Army, Korea
	

	*Date Appraisal Due
	Enter Performance appraisal Due date
	XDI

	Date NBC Equipment Issued
	Enter the date, if applicable
	XGP


LN Education Information for 1/5/7/9 DDF

	Data Element
	Notes
	Legacy DIN

	Education Level
	 
	ECB/EDB

	Credit Hours GH
	N/A for LN, Army, Korea
	ECE/EDE

	Credit Type
	 
	ECF/EDF

	Type of School
	 
	ECG/EDG

	College-Major-Minor
	 
	ECH/EDH

	Academic Institution Name
	 
	ECJ/EDJ

	Instruction Program
	
	ECC/EDC

	Year Degree/Cert Attained
	
	ECI/EDI

	Year Bachelor Degree Attained
	
	

	Education Level (Ger/Italy)
	N/A for LN, Army, Korea
	


LN Global Information DDF

	Data Element
	Notes
	Legacy DIN

	*Employee Type
	Use LOV to select "A" (APF), "C" (NAF) or "4" (KSC)
	9VA

	*Appointment Type
	Use LOV to select "3C" (NTE Appt) or "4C" (Indefinite)
	S1A/AMS

	*Type of Employment
	Use LOV to select "1" (Full time), "2" (Part time) or "4" (Intermittent)
	SBA/ARC

	Agency Code Transfer
	Use LOV, if applicable
	J6Q/ARZ

	*Date Arrived Personnel Office
	Enter the date
	R2B

	SCD Civilian
	N/A for LN, Army, Korea
	

	*SCD RIF
	Enter the SCD RIF
	S1D/ARG

	Country World Citizenship
	N/A for LN, Army, Korea
	

	Family Member Employment Pref
	N/A for LN, Army, Korea
	PAC

	*Key Emer Essential Employee
	Use LOV to select "A" (Yes/Signed), "B" "Yes/Not-signed" or "C" (Non EE)
	PGF

	*Handicap Code
	Use LOV.
	IB1

	*Race or National Origin
	Use LOV.  "M" -Korean"
	PA2

	Special Program Indicator
	N/A for LN, Army, Korea
	

	Creditable Military Service
	N/A for LN, Army, Korea
	

	*Preference-LN
	Use LOV.  "H" (Disabled Veteran), "E" (Wartime Veteran), "K" (Disabled by Job-Related Injury), "D" (Peace Time Veteran", or "B" (Non Veteran)
	SCA/ACE

	*Date Assigned Current Agency
	Enter the date
	R2A


LN Optional Information DDF

	Data Element
	Notes
	Legacy DIN

	*Rating of Record
	Use LOV
	QBC/QXC

	Date Prob/Trial Period Begins
	Enter the date
	J5F/ANC

	*Date Prob/Trial Period Ends
	Enter the date
	J5G/AAE

	Spvr/Mgr Prob Completion
	Enter the date, if applicable
	J5I/ARW

	*Date Spvr/Mgr Prob Ends
	Enter the date, if applicable
	J5H/ARX

	Dt Trainee Promotion Expected
	Leave blank
	GA5

	Date Suspension Over 30 Days
	Leave blank
	VIE

	Date Suspension Under 30 Days
	Leave blank
	VIF

	Consent ID
	N/A for LN, Army, Korea
	 

	Trainee Program ID
	Use LOV, if applicable
	GA3

	*Citizenship
	Use LOV. "5" (LN)
	PA3/ARD

	Veterans Preference
	N/A for LN, Army, Korea
	S0A

	Veterans Preference for RIF
	N/A for LN, Army, Korea
	S02

	Veterans Status
	N/A for LN, Army, Korea
	S2G

	SCD Leave
	Enter if applicable
	S1C


LN Other Information DDF

	Data Element
	Notes
	Legacy DIN

	Place of Birth
	Enter if applicable
	SP1

	Maiden Name
	N/A for LN, Army, Korea
	 

	Date of Sponsor Departs
	Enter the date, Family Member only.
	XFZ

	INAL number-IT
	N/A for LN, Army, Korea
	 


LN Pay and Hours Information DDF

	Data Element
	Notes
	Legacy DIN

	*Date WGI Due
	Enter the date.
	M0O/ALL

	*Dt Last Equivalent Increase
	Enter the date.
	S1F/ALK

	Premium Pay Indicator
	N/A for LN, Army, Korea
	JQU

	Part-Time Indicator
	N/A for LN, Army, Korea
	J4D

	*Weekly Hours
	Enter the number of hours per week
	J4B/AMH

	Tariff Hours
	N/A for LN, Army, Korea
	 

	Hours Worked Monthly
	N/A for LN, Army, Korea
	SP8

	Salary Left To Earn
	N/A for LN, Army, Korea
	M0H

	*LN Payroll Number New
	Enter the Payroll Number.
	SP6

	LN Payroll Number Old
	N/A for LN, Army, Korea
	SP7


LN Security Information DDF

	Data Element
	Notes
	Legacy DIN

	*Sec Investigation Basis
	Use LOV, if applicable
	AEB/ANM

	*Date Sec Invest Completed
	Enter the date, if applicable
	AEC/ANL

	Citizenship Basis(Navy)
	N/A for LN, Army, Korea
	 

	Subject Category(Navy)
	N/A for LN, Army, Korea
	 

	JACS Indicator
	N/A for LN, Army, Korea
	 


LN Supplemental Pay DDF:  N/A for LN, Army, Korea
Process and Complete the Action

Productivity events and edits

- Appointment actions have to have certain productivity event codes associated with the RPA and they cannot be processed until this requirement is met. 

- Appropriate event codes and associated dates are provided by the Staffing Specialist. 

- To access the productivity event codes (for checking and/or updating), click the <Others> button at the bottom of the RPA, then select "Event History".

	Process the action:
	Follow your local procedures for final processing of the RPA.
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