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MODERN DCPDS PERSONNEL ACTION PROCESSING AID

DIRECT DATA ELEMENT UPDATES

Local National, Army, Korea

	Purpose
	This processing aid covers updates to data elements listed below that can be changed in modern DCPDS without producing a Notification of Personnel Action (SF50).  This process is called “Direct Data Element Updating.”


	Data Element
	Data Location

	Appraisal
	Person/Special Information/LN Appraisal Information

	Awards - Honorary
	Enter and Maintain ( Assignment ( Element Entries

	Detail
	Person/Special Info ( Detail Information

	Education
	Person/Special Info ( LN Education

	File ID Flag (V9A)
	Person/Assignment ( Others ( Extra Information ( File ID Flag

	Key Emergency Essential Employee
	Person/Assignment ( Others ( Extra Information ( LN Assignment Non SF52

	Language
	Person/Special Info ( LN Language Information

	Local Suspense Codes
	Person/Extra Info ( Personnel Contingency Area

	License Information (Occupational Certificate)
	Person/Special Info ( LN Conditions of Employment

	Physical Examination
	Person/Special Info ( LN Condition of Employment

	Probation for Supv/Mgr
	Person/Extra Info ( LN Probations

	Probationary/Trial Period
	Person/Extra Info ( LN Probations

	Race or National Origin
	Person/Extra Info ( LN Person Group 1

	Reprimand
	Person/Special Info ( LN Adverse Action Info

	Security Clearance
	Person/Extra Info ( US Government Security

	Training, Completed
	Person/Special Info ( Completed Training

	Training, Required
	Person/Special Info ( Required Training

	Within Grade Increase
	Enter and Maintain ( Assignment ( Element Entries

	Y-DIN - Position
	Position/Main Screen ( Others ( Army Appropriated/Local National

	Y-DIN - Person
	Person/Extra Information ( Korea Additional Info - Army

	Y-DIN - Person
	Person/Extra Information ( Korea Emergency Essential Info

	Y-DIN - KSC
	Person/Extra Information ( Army KSC Information

	Y-DIN - KSC
	Position/Extra Information ( Army KSC Skill Information


	Three update processes
	Direct data element updates are updates within the employee record that do not require or produce an NPA. They can be divided into three basic types, each with its own method of updating:

· Element entries are usually payroll-affecting data elements that are updated from the assignment area of the employee record.

· Special Information entries are updates to employee records that can contain multiple entries of the same type and do not normally affect pay. 

· Extra Information updates are normally corrections to non-pay items in the database or updates to information that does not require or produce an NPA.


Updating Element Entries

	Element updating steps
	These are the basic steps you need to follow to make changes to element entries (details for each step follow):


	Retrieve employee record
	· From the Navigator screen, select People ( Enter and Maintain.

· On the “Find Person” screen, enter some or all of the employee’s last name and push [Enter] (or <Find> or [Tab]).  If a list of matching names displays, select the correct employee from the list and push <OK> (if there are no other matching names, the employee record will display automatically.)


	Date track
	Most element entries need to be effected on a specific date.  Unless you are making the change on the effective date, you need to date track to the correct effective date for the change, as follows:

· Click the “Alter Effective Date” icon on the toolbar (calendar with “31” on it).

· Type in the correct effective date in the From block (or use the LOV and select the correct date).

· Click <OK>.  The date-tracked date will display in the blue title bar at the top of the People screen.  This is your reminder that you are date tracked.


	Navigate to Element Entries screen
	· From the People screen, click the <Assignment> button. 

· Click the <Entries> button at the bottom of the Assignment screen.  The list of elements will display (it takes a moment).


	Make the change
	Click on the line containing the entry that you want to change (scroll down the list if necessary), and then click the <Entry Values> button at the bottom of the window.  

· If the type of entry is not on the list, see “Adding a New Element,” below.

· To delete, end, or cancel an entry, see “Deleting an Element,” below.

· On the “Entry Values” window, change any data elements that need to be changed; using the LOV where available.


	Save the change
	Save your work by clicking the “Save” icon.  When prompted, select <Update> on the window asking if you want to update or correct.  Note: if you are actually correcting data that has been wrong since the employee was hired, you may need to select “Correct”.

· Close the “Entry Values” window.

· Close the “Element Entries” window to return to the People screen, or to return to the “Assignment” screen (rather than the People screen), click the <Assignment> button.


	Reset date track
	Before exiting the “People” screen, click the “Alter Effective Date” icon again.  On the “Alter Effective Date” window, click the <Reset> button to restore the current date, then click <OK>.  The date that was displayed on the blue title line of the People screen will disappear.


	Adding a new element
	When you need to add an element that does not already exist, follow the instructions below:

· If there is a blank line available on the “Element Entries” screen, click on that line.  If not, scroll to the bottom of the list of elements, then arrow down to get a new blank line, OR click on any entry line and click the “Add Record” button on the toolbar (big green plus sign) to get a blank record.

· Click the LOV button and select the element to be added.

· Complete the data fields using the LOV.

· Save the new record.


	Deleting an element
	When deleting an element, you need to determine whether the element is to be deleted (removed because it was entered in error), or ended because the entry is no longer appropriate, e.g., the entitlement is to be terminated.

· To delete an entry, click on that entry and click the Delete Record icon on the toolbar (the big red X).  When prompted whether to <End Date> or <Purge>, select <Purge>.  This totally removes the entry from the record.

· To terminate (end date) an entry that was appropriate but has been discontinued, click on that entry and click the Delete Record icon on the toolbar (the big red X).  When prompted whether to <End Date> or <Purge>, select <End Date>.  This ends the entry, but does not remove it from the record.


Updating Special Information Types (SIT)

	Basic SIT steps
	These are the basic steps you need to follow to make changes to special information (details for each step follow):


	Step
	Action

	1
	Retrieve the employee record to be updated.

	2
	Click on the Special Information button.

	3
	Locate the SIT to be updated (query using F7 & F8).

	4
	Make the change:  click on a blank line to open a new entry or locate and select an existing entry to change it.

	5
	Enter the new information and save.


	Retrieve employee record
	· From the Navigator screen, select People ( Enter and Maintain.

· On the “Find Person” screen, enter some or all of the employee’s last name and push [Enter] (or <Find> or [Tab]).  If a list of matching names displays, select the correct employee from the list and push <OK> (if there are no other matching names, the employee record will display automatically.)


	Date track
	Many special information types of entries need to be effected on a specific date.  Although you can enter the effective date on the SIT window itself, it is usually preferable to date track to the appropriate date before retrieving the SIT window.  So, unless you are making the change on the effective date, date track to the correct effective date for the change as follows:

· Click the “Alter Effective Date” icon on the toolbar (calendar with “31” on it).

· Type in the correct effective date in the From block (or use the LOV and select the correct date).

· Click <OK>.  The date-tracked date will display in the blue title bar at the top of the People screen.  This is your reminder that you are date tracked.


	Access the SIT screen
	Click on the <Special Info> button at the bottom of the People screen.  The Special Information window will display:


	Locating the special info type
	Once the special information window is displayed, you need to locate the SIT to be updated, as follows:

· Scroll through the list of special information types until you find the one you want, and click on that line (this can be slow), or
· If you know the name, or part of the name, of the SIT, it is usually faster to run a query:

· Push [F7] to start a query.  This clears the top part of the Special Information window.  

· Type in part or all of the SIT you are looking for, surrounded by %, e.g., %Training% will display any SITs containing the word “Training”.  Note:  this query is case sensitive and must exactly match the SIT.

· Push [F8] to run the query.


	Adding a SIT entry
	To add a new entry to this special information type, click in the “Start Date” column on the first available line in the “Details” area of the window.  If there are no blank lines, click on any line and click the “Add Record” icon on the toolbar (big green plus sign) to create a new record.  The “From Date” will automatically display the current (or date tracked) date.


	Completing the flexfield
	Click in the “Detail” area of the new record to display the flexfield, and complete the appropriate data elements on the flexfield using the LOV when available (use the LOV on the small window, not the one on the toolbar).


	Saving the entry
	Once you have completed the SIT entry:

· Click the <OK> button to close the window.  

· Click the Save icon on the toolbar.  The status line at the bottom of the screen will indicate “Transaction complete” if there are no errors (if there are errors, re-open the new entry and make any necessary corrections).

· Close the Special Information window to return to the People screen.


	Changing a SIT entry
	To change or delete a SIT entry, locate the SIT as described above (“Locating the special info type”).  Click in the start date column of the first line in the “Details” area of the window to retrieve the pertinent records.  Scroll through the entries until you have located the entry to be changed or deleted.

· To change the entry, click in the “Detail” part of the line to display the flexfield and make the change(s).  Save the entry as described above.

· To delete an entry, click on the entry, then click the “Delete Record” icon on the toolbar (the big red X).  Click <Yes> on the decision block to confirm that you want to delete the entry.  Save the entry as described above.


	Reset date track
	Before exiting the “People” screen, click the “Alter Effective Date” icon if you had date tracked earlier .  On the “Alter Effective Date” window, click the <Reset> button to restore the current date, then click <OK>.  The date that was displayed on the blue title line of the People screen will disappear.


Updating Extra Information

	Basic Extra Info steps
	These are the basic steps you need to follow to make changes to extra information (details for each step follow):


	Step
	Action

	1
	Retrieve the employee record to be updated.

	2
	Click on the Extra Information button.

	3
	Locate the Extra Information window to be updated (query using F7 & F8).

	4
	Make the change to the extra information window selected.

	5
	Save the change.


	Retrieve employee record
	· From the Navigator screen, select People ( Enter and Maintain.

· On the “Find Person” screen, enter some or all of the employee’s last name and push [Enter] (or <Find> or [Tab]).  If a list of matching names displays, select the correct employee from the list and push <OK> (if there are no other matching names, the employee record will display automatically.)


	Date track
	Most extra information entries need to be effected on a specific date.  Unless you are making the change on the effective date, you need to date track to the correct effective date for the change, as follows:

· Click the “Alter Effective Date” icon on the toolbar (calendar with “31” on it).

· Type in the correct effective date in the From block (or use the LOV and select the correct date).

· Click <OK>.  The date-tracked date will display in the blue title bar at the top of the People screen.  This is your reminder that you are date tracked.


	Access the extra information screen
	Click on the <Extra Information> button at the bottom of the People screen.  The Extra Information window will display:


	Locating the extra info flexfield
	Once the extra information window is displayed, you need to locate the specific flexfield containing the data to be changed, as follows:

· Scroll through the list of extra information flexfields until you find the one you want, and click on that line (this can be slow), or
· If you know the name, or part of the name, of the flexfield, it is usually faster to run a query:

· Push [F7] to start a query.  This clears the top part of the Extra Information window.  

· Type in part or all of the flexfield you are looking for, surrounded by %, e.g., %Acquisition% will display any flexfields containing the word “Acquisition”.  Note:  this query is case sensitive and must exactly match the flexfield name.

· Push [F8] to run the query.


	Changing the data element(s) 
	Once you have located and selected (clicked on) the flexfield containing the data element(s) to be changed, click on the “Details” line at the bottom of the window to open the corresponding flexfield.  Make the necessary changes, using the LOV button (on the small window, not the one on the toolbar).


	Saving the entry
	Once you have completed the changes:

· Click the <OK> button to close the window.  

· Click the Save icon on the toolbar.  The status line at the bottom of the screen will indicate “Transaction complete” if there are no errors (if there are errors, re-open the new entry and make any necessary corrections).

· Close the Extra Information window to return to the People screen.


	Reset date track
	Before exiting the “People” screen, click the “Alter Effective Date” icon if you had date tracked earlier.  On the “Alter Effective Date” window, click the <Reset> button to restore the current date, then click <OK>.  The date that was displayed on the blue title line of the People screen will disappear.


Y-DIN, CPO Unique DIN
Position/Main Screen/Others/Army Appropriated/Local National

Y26
Posn Cat Prohibit Strike (ROK)


Y38
Mob TDA UIC (ROK)

Y53
Commander's Decision (ROK)
Y94
EE Mob TDA Para (ROK)

Y95
EE Mob TDA Line (ROK)

Y96
Dt EE Duty on PD (ROK)

Person/Extra Information/Korea Additional Info - Army

Y21
Decal Registration Type


Y22
Variant Position
Not available

Y23
Physical Exam X-Ray Cycle

Y25
Union Article-11C

Y27
Decal Registration Date

Y29
Decal Registration Type

Y30
Dt Tuition Certificate Received

Y32
Derogatory Information

Y36
Geneva ID

Y37
ID Expiration Date (Geneva ID)

Y98
Geneva Card Date

Person/Korea Emergency Essential Info

Y33
Alternate SSAN


Y34
EE Training Type

Y35
Date EE Training

Y97
Date EE Agreement Signed

Y99
D Pass Date (USFK ID)

Y-DIN, CPO Unique DIN (For KSC only)
Position/Main Screen/Others/Army Appropriated/Local National

Y05
Wartime Position

Y06
Wartime Support Unit

Y07
Wartime KSC Company

Y08
Wartime Pay Plan
Y09
Wartime Grade

Person/Extra Information/Army KSC Information
Y12
Home Phone Area Code


Y13
Local Address Province

Y40
Serial Number

Position/Extra Information/Army KSC Skill Information

Y41
Skill 1


Y42
Skill 2

Y43
Skill 3

Y44
Skill 4

Y45
Skill 5

Y46
Skill 6

Y47
Skill 7

Y48
Skill 8
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