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MODERN DCPDS PERSONNEL ACTION PROCESSING AID

POSITION BUILD - Local National, Army, Korea
	Obtaining position information
	To determine how best to obtain position information from management for new positions.  Some position information may be included on the RPA itself (usually on page 3), other information may be provided on a note or in a document attached to the RPA.

Note:  if position data is included on page 3 of the RPA, be sure to record this information (and use it when building the position) before entering the new position record on the RPA.  Once you enter a position record on the RPA, any position data that was provided on page 3 of the RPA will be over-written by data from the new position record.


	Caution: geographical location
	The geographic location code of a position may not be loading properly onto the RPA (system may not be pulling from the position record, or may be pulling from the employee record if and when an employee name is entered on the RPA).  Be sure to check the Duty Station in items 38-39 of the RPA after loading a position record on an RPA and correct if necessary to avoid possible remote area allowance pay problems.  Also Staffing needs to check after entering an employee name on the RPA (existing employee record).


Position Window:  Follow these steps to begin the position build process:

	Step
	Action

	1
	Using the LN CLASSIFIER responsibility:

· Select Work Structures ( Position ( Description from the Navigation list, or

· The position screen can also be accessed from an RPA (by clicking the <Position> button at the bottom of the RPA), but this method should not be used to build or change a position.  As a general rule, use the Position screen as accessed from the navigator, not from the RPA.

· Note:  The <Position> button on the RPA should only be used to look up information about a position, not to build or change a position.

	2
	The Position Window displays (see below).  The Position Window can be used to build or query a position.  
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	3
	Change the “From” date if you need to establish this position on an earlier date.  To do this you need to use the “Alter Effective Date” icon on the toolbar.

	4
	Change the “To” date if you need to “end-date” this position (e.g., if it is a temporary position and you will no longer need it after a specified date).  Do not end date the position if there is a chance that you will use it again (e.g.:  A re-appointed retiree position that might be used).

	5
	Click Name.  The Position flexfield Window displays (see below).

CAUTION:  Position names (the combination of all the data elements on the position flexfield) are case sensitive.  Be sure to use all UPPER CASE when entering position name fields.
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	Position flexfield
	Fill out the entries on the Position flexfield as follows.  Use [Tab] to move between data fields and use the LOV as indicated.  Click the <OK> button when you’re done with the position flexfield.


	Data element
	Description/Instructions

	Position description number
	5 digit number assigned by the PM&C.

	Title
	The official classification title of the position (all UPPERCASE).

	Sequence number
	System generated.  You should keep track of the sequence number if this position is going to be entered on an RPA (it is the easiest way to identify the position record).

	Agency group
	Component and major command code.  Use the LOV.  e.g.:  "ARP8" (Eighth U.S. Army) 

	Position type
	Type "LN" (Local National).  It’s faster to just type this in than to use the LOV. Click <OK>.


	Position window, continued
	Continue filling out the other entries on the position window as follows:


	1
	Click the Organization field.  This is the organization name, followed by the component, command code, and UIC, not the specific org code below the UIC level.  Push [F9] or use the LOV, and enter reduction criteria when prompted.  Reduce the choices by entering the UIC, surrounded by “%” (e.g.:  %WDCS99%).  Select the correct organization, then push <OK>.

	2
	In the Job field, enter the four digits of the occupational series.  (e.g.:  2005, etc.) or use the LOV and enter reduction criteria (e.g.: %SUPPLY%).

	3
	The location (GSA location) is automatically populated from the organization selected – it’s linked with the duty station of the UIC code.  It prints in Block 38 on the NPA.

· If the actual duty location is different from the organization location, you can override it with the correct duty location by using the LOV or typing part of the location (KS%) followed by [Tab].

· If this position is being built for use with an RPA, be sure to check the duty station code on page 3 of the RPA after loading the position.

	4
	Click the Global Descriptive Flexfield “[  ]” (after the Status Box) to add additional position details.  See below.


	Global descriptive flexfield
	Complete the data elements in the global descriptive flexfield as follows (illustration follows).  Click <OK> to close this window when done.


	Data Field
	Description/Action
	Legacy DIN

	Servicing Office ID
	CPO ID (EZ, FD, FK, FZ, FX, or FY)
	BCB

	Servicing Agency
	"AR" (Army)
	JPV

	Region
	"ARKR" (Army Korea Region)
	JNF

	Unit ID code
	Type 6 digit UIC code
	JES

	PAS code
	N/A for LN, Army, Korea.
	

	Mobilization Indicator
	Use LOV.  Must be “A” if no other values apply.
	JCF

	Remarks
	(Optional – enter freeform text)
	

	Vacancy Indicator
	Use LOV.  "0" (Vacancy)
	JVX

	Payroll System (DCPS)
	"0" (Not Applicable)
	JYK

	Product Distr Instructions
	Auto populates.
	BDA

	Report Distr Instructions
	Auto populates.
	BDA
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Additional Position Details Screen

	Preliminary save
	Click the Save icon on the toolbar before proceeding.

· The Status field shows “Invalid” at this point.  The position will remain invalid until all required information is entered and all business rules are met.  

· The message line at the bottom indicates: “Transaction complete: 1 record applied and saved.”


Position Flexfields

	Completing the position flexfields
	To continue the position build, you must complete the “position flexfields.” 
To do this, click the <Others> button at the bottom right hand side of the position window.   


	Step
	Action

	1
	After you’ve selected the <OTHERS> button, you will see the Navigation Options Window display.  Select the agency and position type (Army Local National):
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	2
	Click OK.  You are now at the Extra Position Information.  Each main category displayed has data fields required for position builds.  In order to get into the fields, highlight the category, then click with your mouse in the block on the bottom of the screen labeled “Details.”
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	Acquisition Program Information:
	Only fill out this section for acquisition positions.


	Data Field
	Description/Action
	Legacy DIN

	Career Level
	Use LOV.
	JYL

	Job Site
	Use LOV.
	JYM

	Critical Position 
	Use LOV.
	JYN

	Job Specialty 1
	Use LOV.
	JYP

	Job Specialty 2
	Use LOV.
	JYQ

	Career Category
	Use LOV.
	JYR

	Program Type
	Use LOV.
	JYS

	Special Assignment
	Use LOV.
	JYT

	SAVE
	Click the Save icon.
	


	Army Appropriated/Local National (LN):
	Complete as follows:


	Data Field 
	Description/Action
	Legacy DIN

	TDA Line Number
	3 digits – provided by management.
	X1M

	TDA PARA Number
	4 digits – provided by management.
	X1N

	Fill Priority
	(Emergency Essential) – must be filled in, use the LOV (3=other)
	

	Mobilization Crosswalk
	Position ident during mobilization, otherwise blank.  Use LOV
	X1S

	Mobilization Position Fill
	Use LOV.  e.g.: "2" (Local Employment Sources)
	X1R

	Workcenter Code
	For AMC depots, otherwise blank.
	X1T

	Account Process Code (APC)
	Provided by management if used.
	XFV

	AMS Code
	11 characters, provided by management.  This will automatically populate into Appropriation Code 1 on the US Government Position Group 2 flexfield when you validate the position.
	X1B

	Functional Designator
	Used by Corps of Engineers, auto populates "1" (Military Functions).
	X1E

	ART ID (Army Reserve)
	N/A for LN, Army, Korea
	

	AMSC/SSC Reqmt
	N/A for LN, Army, Korea  
	

	Position Mgt Review Status
	Use LOV
	JNE

	German State (LN)
	N/A for LN, Army, Korea
	

	LN Acct Class
	N/A for LN, Army, Korea
	

	English Requirement (BE)
	N/A for LN, Army, Korea
	

	Psn Cat Prohibit Strike (ROK)
	Korea only, use "P" if striking prohibited, otherwise blank.
	Y26

	Commander’s Decision (ROK)
	Pertains to job classification decision, Korea only, use LOV.
	Y53

	Mob TDA UIC (ROK)
	Emergency essential UIC, Korea only.
	Y38

	EE Mob TDA PARA (ROK)
	Emergency essential TDA paragraph, Korea only.
	Y94

	EE Mob TDA Line (ROK)
	Emergency essential TDA line number, Korea only.
	Y95

	Dt EE Duty on PD (ROK)
	Date emergency essential added to position, Korea only.
	Y96

	INAIL Coverage (IT)
	N/A for LN, Army, Korea
	

	LN Position Title
	N/A for LN, Army, Korea
	

	Wartime Pay Plan
	KSC Only.  Use LOV
	Y05

	Wartime Position
	KSC Only.  Use LOV
	Y06

	Wartime Spt Unit
	KSC Only.  Use LOV
	Y07

	Wartime KSC Co
	KSC Only.  Use LOV
	Y08

	Wartime Grade
	KSC Only.
	Y09

	SAVE
	Click the Save icon.
	


	Career Program:
	Complete as follows, if necessary:


	Data Field
	Description/Action
	Legacy DIN

	Career Program (AF)
	N/A for LN, Army, Korea
	

	Career Program Type (AF)
	N/A for LN, Army, Korea
	

	Change Reasons (AF)
	N/A for LN, Army, Korea
	

	Career Field (AR)
	Required.  Enter Career Field (e.g.: 13 for Supply Management). Usually autopopulates based on job series, override if incorrect.
	X1K

	Career Program Code (AR)
	Enter Career Program Code if posn is part of a career program, otherwise enter “00” (N/A).
	X1J

	ACTEDS Key Position (AR)
	If applicable, enter ACTEDS key position.  Use the LOV.
	X1V

	SAVE
	Click the Save icon.
	


	Multiple Agency Information:
	Complete as follows:


	Data Field
	Description/Action
	Legacy DIN

	Psn Mgt Review Status
	Use LOV, code 2 if no other code applies.
	JNE

	Status
	Auto populates with 1 (confirmed posn) – override if incorrect.
	JGA

	Payroll Cost Code
	N/A for LN, Army, Korea
	

	Payroll Org Code
	N/A for LN, Army, Korea
	

	Funct Acct & Shred
	N/A for LN, Army, Korea
	

	Program Element
	SKIP.  For Navy use only.
	JEL

	Mobility Reason
	Auto populates with N/A – override if incorrect.
	JCA

	Responsibility Level
	Use LOV.  "2" (Supervisor or Manager), "6" (Leader), or "8" (non-supervisor), etc.
	JNB

	Gun-Ammo Access ID
	N/A for LN, Army, Korea
	

	Position Nationality
	“N” for not U.S.
	

	SAVE
	Click the Save icon.
	


	US Government Position Group 1:
	Complete as follows:


	Data Field
	Description/Action
	Legacy DIN

	Personnel Office ID
	4-char POID, e.g., 4335 for CPOC, 8009 for DHLor 8010 for KSC.  Use LOV.
	JAL

	Office Symbol
	Leave Blank.  Only for DHL
	JPH

	Organization Structure ID
	ORG CODE.  Must match org code in the “Position Organization” data element at the end of this section. Note:  this is ONLY the org code segment of the organization identifier (used to be DIN JEJ). Do NOT include the command code, UIC, etc.
	JEJ

	Occupation Category Code
	(Also known as PATCOB.)  Leave blank, do not code.  It will update automatically based on occ series when the position is validated.
	JQX

	FLSA Category
	"E" for Exempt.
	JQW

	Bargaining Unit Status
	Enter "7777"
	JNT

	Competitive Level
	Complete per CPOC procedures.
	JQT

	Competitive Area
	Complete per CPOC procedures.
	X1C

	Work Schedule
	Auto populates (F-full time) – override if incorrect.  Use LOV
	JZX

	Part Time Hours Biweekly
	Complete if this is a part-time position, can use 2 decimal places.
	

	Functional Class
	Use LOV.  "00" for Not Applicable.
	JPD

	Position Working Title
	N/A for LN, Army, Korea
	

	Position Sensitivity
	Auto populates (1-nonsens) – override if incorrect.
	JPQ

	Security Access
	Use LOV.
	JPP

	PRP/SCI
	N/A for LN, Army, Korea
	

	Supervisory Status
	Use LOV.  "2" (Supervisor or Manager), "6" (Leader), or "8" (non-supervisor), etc.
	JNB

	Type Employee Supervised
	Auto populates (99-N/A for Leader and non-supervisor positions) – Must override for Supervisor or Manager positions.
	JZA

	Supervisory Diff Eligibility
	Complete (1) if eligible, otherwise blank.
	JBD

	Payroll Office ID
	"00" (Not Applicable)
	JAP

	Timekeeper
	(To be deleted.)  SKIP.
	

	Position’s Organization
	Combination of CPO ID + Command Code + UIC + Org Code, e.g.:  EZP8WDCS99ABC.  Must match with Organization Structure ID above and organization identified on Position window.
	JBM

	SAVE
	Click the Save icon.
	


	US Government Position Group 2:
	Complete as follows:


	Data Field
	Description/Action
	Legacy DIN

	Position Type
	Auto populates (APPR – appropriated) – Override "LN" (Local Natiojnal).
	

	Position Occupied
	"2" for Excepted Service
	JPR

	Organization Function Code
	N/A for LN, Army, Korea
	

	Date Position Classified
	DD-Mon-YYYY.
	JBN

	Date Last Position Audit
	Complete if applicable.
	JPM

	Classification Official
	Use LOV.
	

	Language Required
	Use LOV if applicable.
	JEX

	 Drug Test
	Required (1-not required).
	JGP

	Financial Statement
	Auto populates (0-N/A)
	J1A

	Training program ID
	Auto populates (YY-N/A)
	JPJ

	Key Emergency Essential
	Auto populates (N-not EE) – Override "L" (EE Position) or "Y" (non-EE Position)
	JGE

	Appropriation Code 1
	This will populate from the AMS Code entered in the Army Appropriated/ Local National flexfield when you validate the position.
	X1B

	Appropriation Code 2
	SKIP.  To be deleted.
	

	Intelligence Position Ind
	Auto populates (1-non CIPMS) – override if incorrect.
	JBX

	LEO Position Indicator
	N/A for LN, Army, Korea
	

	SAVE
	Click the Save icon.
	


	US Government Valid Grade Information:
	Complete as shown below.


	Data Field
	Description/Action
	Legacy DIN

	Valid Grade
	Type in pay plan and grade of position, e.g.:  IG-05.  Do not use the LOV (takes too long).
	JA0

	Target Grade
	Same format as above.
	JQH

	Pay Table ID
	"LKIG" for KGS or "LKIW" for KWB or "ZZZZ" for Saved Rate positions
	JQN

	Pay Basis
	"PH" (per hour)
	JQL

	Employment Category Group
	Use LOV.  "3" for Director Hire (all except KSC) or "4" for Indirect Hire (KSC only)
	JET

	SAVE
	Click the Save icon.
	


Validating the Position

	Validation
	The final step in the position build process is validating the position. The <Validate> button is found at the bottom of either the Extra Position Information window, or the Position window. 

· If you are creating the position from the RPA, use the <Validate> button on the Extra Position Information window.  If you close this window, you will be returned to the RPA without having validated your position.

· If you validate from the Extra Information window, and the validation is successful, you will see a “No changes to save” message.  Close the Extra Information window to return to the position window (or to the RPA).

· If the position validates successfully, the “Invalid” status on the position window will change to “Valid.”  Close the position window to return to the navigator.


	Invalid positions
	If the position does not validate, you will see an error message showing what data fields need to be corrected.  

· Navigate to the appropriate flexfield(s) and make the corrections.

· After correcting, click <Validate>} on the Extra Information Flexfield to simultaneously save your changes and validate the data.  Repeat until the Position Window displays “VALID” in the Status Box.


	Entering position data on the RPA
	Once you have built a new position record, you will normally need to enter the position information onto an RPA.  This is done in the “Position Title” block (item 15) on page 2 of the RPA.  

· Open (respond to) the appropriate RPA from the Civilian Inbox, and go to page 2.

· Note:  don’t forget that any position information that was already provided on the RPA (page 3) will be over-written once you retrieve the new position record, so you should check page 3 to make sure that there is no position data, or that you have used the data there when you created the position.

· Click in the Position Title block and enter part or all of the position title, all uppercase, then push [Tab], or click the LOV and enter all or part of the title when prompted for reduction criteria.  

· On the list of matching positions, select the correct position.  You can filter this list by entering additional identifying information in the “Find” box at the top of the list, e.g., add the sequence number and % after the position title and % that is already there, then push [Enter] or <Find>.
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