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                                 Overview

     AFCOS was designed for the Army National Guard to automate the order

     publishing cycle.  It also allows the user at the unit level to submit 

     Inactive Duty Training (IDT) performance to the USPFO for processing.

     The system allows users to prepare various type of orders, ensure

     requests are passed through the appropriate approval levels, 

     provides fund control, and allows for electronic distribution of orders

     and management reports.  AFCOS interfaces with the State Accounting 

     Budget Expenditure Reporting System (SABERS) for funds reservations, 

     obligations, disbursements, and adjustments.  AFCOS extracts personnel

     information from the Standard Installation Division Personnel reporting

     System (SIDPERS).  AFCOS also sets up a suspense in the Military Pay

     system for processing active duty orders and rescheduled inactive duty

     training.  The suspense also ensures travel vouchers are being filed

     timely.

     The AFCOS RFO/IDT PC module currently allows for eight types of requests. 

     They are active duty with pay and allowances (formats 282, 296, 290),

     military travel (format 400), civilian travel (format 400), medical

     travel (format 445), amendments (format 700), revocations (format 705),

     active duty without pay (format 292), and active duty without pay and

     allowances (format 292).  RFOs should be uploaded to the Unisys 5000

     at the USPFO or to the next higher PC each day.  Although there are many

     edits on the AFCOS RFO PC module, final editing is done on AFCOS.  Any RFO

     with error must be corrected on the Unisys 5000 by the individual that

     has final approval authority.  Additional functionality available on the

     AFCOS RFP PC module is described below:

     ---  There are five different Validation Tables in the AFCOS RFO/IDT PC 

     module which are downloaded from the Unisys 5000.  These tables are used

     to reduce the amount of input required on the RFO and reduce the 

     possibility of user error.  The validation tables are copies of the 

     validation tables used in the online AFCOS version.  

     ---  The module has the capability to import RFOs that were sent from 

     another PC for approval.  RFOs are imported daily, approved or

     disapproved and then forwarded to the next higher command.

     ---  The USPFO Military Pay Office Travel Section provides a database 

     which identifies frequently traveled locations in the user's state.

     ---  A complete history of RFOs/IDT performance is maintained on the PC.

     The history is used for user research or to resubmit a RFO/IDT

     performance that was inadvertently destroyed or lost.

                                   Chapter 1

                      How to Operate the AFCOS PC Module

1-1. How to Start the AFCOS PC Module

     ================================

     To start the AFCOS PC module simply change to the \request directory and

     then enter  rfo   <return>.

1-2. How to Navigate through the Menus

     =================================

     The AFCOS - RFO/IDT PC module organizes its functions on menus.  When you

     want to accomplish a task, you select the corresponding item from a

     menu.  Depending upon your selection, you will either execute the

     choice immediately, or you will be presented with another menu for

     further selection.  Moving backwards through menu levels is

     accomplished by pressing the ESC key.

1-3. Selecting a Menu Item

     =====================

     There are two ways to select an item from a menu.  One way is

     to type the number that corresponds to the item name.  You may also

     select an item by highlighting your selection and pressing the ENTER

     Key.

1-4. Hot Key Menu Selection

     ======================

     There are five selections that have HOT Keys assigned to them.  Press the

     HOT KEY at any time and you will immediately move to that selection.  The

     HOT KEYS that have been assigned are as follows:

     HOT KEYS    -     F2  -  Military Personnel List

                       F3  -  Active Duty Request For Orders

                       F4  -  Civilian Personnel List

                       F8  -  Travel RATES

                       F9  -  TDC / PM Compatibility List

                       F10 -  DA Form 1379 Format Options
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1-5. Browse Screen

     =============

     The first screen you will normally see after making a selection is the

     Browse Screen.  A Browse Screen will show your records on the screen

     horizontally if there has been data previously entered.  You can browse

     the records in the file by pressing the Pg Up, Pg Dn, Up Arrow, or Dn

     Arrow.  The record can also be shifted to the right and left by pressing

     the Left Arrow and Right Arrow.

1-6. Adding a Record to RFO/IDT

     ==========================

     To add a record to RFO/IDT, press the Ins key at the browse screen.  An

     Input Screen will appear and allow you to enter data.  If there was no

     previous data entered into the file, the Browse Screen will flash on

     the screen and then an Input Screen will automatically appear and allow

     you to enter data.  After entering the last field on the screen you

     will receive a prompt to accept your data.

1-7. Deleting a Record

     =================

     To delete a record, highlight the record you want to delete in the Browse

     Window.  Press the Del key.  You will be asked to confirm the delete.

1-8. Updating / Changing a Record

     ============================

     To Update / Change a record, highlight the record in the Browse Window

     and press RETURN.  An input screen will appear with the data from the

     record you selected.  Move the cursor to the field you want to change by 

     pressing the Return Key, enter the corrected data, press RETURN until

     you receive the accept prompt.
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1-9. Page Down Key Trick

     ===================

     Many times you will make input for several soldiers attending the

     same type of duty at the same time.  There is a little trick you can 

     use to make your input quicker.  The best way to explain the Trick is by

     using a scenario. 

     Scenario --

        You have 15 soldiers that will be attending year around AT at Camp

        Atterbury on 15 - 29 June 1995.

        Enter the first RFO into the module and accept your input.

        Another input screen will appear.  The information you entered

        for the first soldier will appear on the screen as default

        information for your next RFO.  Press the ENTER key until the cursor

        is in the SSN field.

        Enter the new SSN.

        Press the Page Down key.  You will immediately be prompted to accept

        your input.
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                                   Chapter 2

                            Request for Order Input

     AFCOS - RFO/IDT allows for eight types of requests which are: active duty

     with pay and allowances (formats 282, 296, 290), military travel (format

     400), civilian travel (format 400), medical travel (format 445),

     amendments (format 700), revocations (format 705), active duty without

     pay (format 292), and active duty without pay and allowances (format 292).

     The Request for Orders Input is selection 1 on the AFCOS main menu.

     Choose selection one at the RFO/IDT Input menu.  Another menu

     will appear giving you the five RFO selections.

2-1. Active Duty Order Request

     =========================

     The Active Duty Order Request module is used to request orders for a

     soldier performing annual training, active duty special work, or active

     duty for training.  Travel requests can not be input on this screen.

     Travel has its own separate input screen.  The Active Duty Order Request

     screen along with field definitions is described below:

                        Active Duty Order Request Screen

  ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

  ³  Date þþþþþþþþ      Active Duty Request For TDY Orders       Level þ     ³

  ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

  ³  SSN .......: þþþþþþþþþþþ                  Daily PD Rate ..: þþþþþþ      ³

  ³  Name ......: þþþþþþþþþþþþþþþþþþþþþþþþþþþ  GTS Fare .......: þþþþþþþ     ³

  ³  Grade .....: þþþþ         UIC .: þþþþþ    Other Tvl Costs : þþþþþþ      ³

  ³  Start Date : þþþþþþþþ     TDC .: þþþ      Rnd Trip Miles .: þþþþ        ³

  ³  End Date ..: þþþþþþþþ      PM .: þþþ      COLA Location ..: þþþ         ³

  ³  Travel EOR : þ                            Rations Avl ....: þ  Qtrs : þ ³

  ³  Auth Code .: þþþþþþþþ                     Distribution ...: þþ          ³

  ³                                            Misc EOR .......: þþþþ        ³

  ³  Event Ref ..: þþþþþþþþþþþþþþ              Misc Amount ....: þþþþþþþ     ³

  ³  Addl Instrs : þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ                       ³

  ³  Purpose ....: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Report To ..: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Report Time : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Addl 1 Liner: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Addl 2 Liner: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Comments ...: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ
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          Appvl Level

          ___________

          Enter your approval level.  Valid approval levels are 1 -4.  Do not

          exceed your approved level.  To disapprove a RFO, enter an approval 

          level 7 and then enter the reason for the disapproval in the 

          comments area.

          NOTE:  If you disapprove a RFO you will be immediately sent to the 

          comment area where you will enter the reason for disapproval.  What

          appears in the comment area will appear on the disapproval 

          memorandum.

          NOTE:  The highest approval level for a PC user is level 5.  However,

          when your RFO is sent to AFCOS, AFCOS will validate your approval

          level.  If you send in a RFO at level 4 and you are a valid level 5

          user, AFCOS will attempt to change your level 4 to a level 5 if your

          level 4 passes all the AFCOS edits.

          SSN

          ___

          Enter the soldier's Social Security Account Number (SSN).  SSN is

          nine (9) digits.  No characters and NO special characters.  Dashes

          will automatically appear in there appropriate places.

          If you are not sure what the soldier's SSN is, leave the SSN blank 

          and press return. This will immediately take you to the personnel

          database browse screen.  Once at the browse screen, press F10 and

          choose the name selection to look at the database in name sequence.

          In the lower left corner of the browse screen there is a search

          pattern field.  Enter as much of the last name as you know in the

          search pattern field and press return.  You will immediately move to

          that name on the database.  Locate the soldier by using the Pg Up,

          Pg Dn, and arrow keys.  Once you locate the soldier, highlight the

          record and press RETURN.  You will automatically be returned to the

          original input screen.  The SSN you selected will appear in the SSN

          field.

          If the SSN you enter is not present in your personnel database, you

          will be asked if you want to add the soldier.  If you enter YES, the

          personnel input screen will automatically appear.

             WARNING - WARNING -  Be very careful when adding a SSN to the

             personnel database.  If a SSN is not on file it's probably because

             the SSN was entered wrong.  SSN should be triple checked to ensure

             the SSN is correct.  Adding an erroneous SSN to your database will

             guarantee order and payment delays.
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          Name, Grade, UIC

          ________________

          The NAME, GRADE, and UIC will automatically be extracted from the

          personnel database after the SSN is entered.

          Start Date

          __________

          Enter the Start Date of the duty in mm/dd/yy format.  Start date

          can not be older than 30 days from the current date.

          End Date

          ________

          Enter the end date of the duty in mm/dd/yy format.  End date must

          be equal or greater than the start date.  An edit will be

          performed to ensure you do not have overlapping or duplicate

          RFO's.  The edit will also check to ensure you do not have a

          travel and a active duty request with overlapping or duplicate

          dates.

          Type Duty Code     PGM MGR

          ______________     _______

          The Type Duty Code (TDC) describes the type of duty the soldier

          will be performing.  The TDC generates the order format as well

          as the accounting classification.  The TDC is just as important as

          the SSN.  Each TDC must have a compatible Program Manager Code.

          The Program Manager Code describes the person that is responsible

          for the funds.  It is the person that will be charged for the

          order.

          If you would like to browse the valid type duty codes along with

          the compatible program manager codes, simply press the F9 key.

          The type duty code / program manager validation screen will 

          appear.  Browse the file by using the Pg Up and Pg Dn keys until

          you find the proper codes.  Once you have found the code, press the

          ESC key to return to your input screen.  Enter the TDC code.

          You will not be allowed to make an incompatible selection.  When

          you attempt to move the cursor past the Program Manager field on

          the screen, there is one last check made.  If the TDC and Program

          Manager are not compatible according to the validation tables,

          you will receive an error and you will not be allowed to continue

          until the error has been corrected.
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          EOR

          ___

          The Element of Resource is not used anymore due to the use of

          only one EOR for travel.  Enter a 'C' for the EOR.

          Authority

          _________

          Enter the Type Authority for this Request.  Press RETURN without

          entering a code and you will receive the Authority Code Validation

          table.  Highlight the correct Authority Code and press RETURN.  You

          will be returned to your input screen with your selection pre-entered

          on the screen.

          Dly PD    GTS Fare   Other Tvl Cost

          ______    ________   ______________

          There are several money fields that are used to compute the cost

          of travel.  You should be furnished with a complete table of all

          frequently traveled locations for your site.  Press the F8 key to

          immediately review the list or use the validation selection from

          the main menu to view the rates.  The air fare rates are a best

          case rate.  It is the latest information that was available at

          the time these rates were furnished.  If you know the rate is

          different from the validation table, change the table and enter

          the correct information on the screen.

          All amounts should be entered in whole dollars.  The Daily PD

          Rate is the daily rate the soldier will receive for hotel and

          meals each day.  The total cost will be computed by AFCOS when

          the number of days are computed.  The daily rates for locations

          around the world vary from location to location
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          Rnd Trip Mileage

          ________________

          Enter the number of miles the individual will travel in one round

          trip.

          COLA Loc

          ________

          This identifies the Cost of Living Allowance location code.  Enter

          the COLA location code if you are in HI, PR, GU, AK, or VI.  Enter

          000 if you are not in an OCONUS site.

          Rations Avl

          ___________

          Enter Y if rations are available else enter N if not available.

          Quarters Avl

          ____________

          Enter Y if quarters are available else enter N if not available.

          Distribution

          ____________

          Enter the two character order Distribution Code.  Press return

          without entering a code and the Distribution Validation table will

          automatically appear.  Highlight the correct distribution code and

          press RETURN.  You will immediately be returned to your input screen.

          The Distribution code will automatically be selected from the

          validation table you selected.

          Misc EOR      Misc Amount

          ________      ___________

          This field is used to identify an additional entitlement other   

          than pay, allowances, or travel.  It would normally be used to   

          identify a registration fee where the Element of Resource (EOR)  

          is not 1198, 1199, 1210, 1250, or 21*.                           

          The miscellaneous amount field is used to identify the cost of   

          this additional expense.  If you enter an EOR you must enter an  

          amount.                                                          
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          Event Ref

          _________

          Enter the Event Reference Number if these orders are to be posted to 

          an Event.  Event Reference Numbers can only be used when an event 

          was previously established in AFCOS on the Unisys 5000.  Normally,

          program managers will tell units when they need to enter an Event

          Reference Number.

          Addl 1 - 12

          ___________

          Enter the Additional Instruction Code that identifies the instruction

          you want to place on the order.  Press return without entering a code

          and the Additional Instruction Validation table will automatically

          appear.  Highlight the correct additional instruction code and press

          RETURN.  You will immediately be returned to your input screen.  The

          additional instruction code will automatically be selected from the

          validation table you selected.

          Each time you press RETURN from an additional instruction code field

          you will receive the Additional Instruction Validation Table.  If you

          have entered your last code, press ESC when the validation table

          appears.  This will return you to your input screen and move you to

          the next field on the screen.

          Purpose

          _______

          This is an optional field.  The system will automatically use the

          Type Duty Code description if you leave this field blank.  You

          should not enter a Purpose if the type duty code description

          explains the purpose in enough detail.  For example,  On a TDC

          111 the default purpose will print "Year Around Annual Training".

          If that explains the purpose, do not enter a purpose.

          Report To

          _________

          Enter the location where the soldier is to report.  Use UPPER and

          lower case when entering the location.

          Example -  Bldg 1, DFAS-IN
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          Report Time

          ___________

          Enter the date and time the soldier must report to the duty location.

          You could also add a "Not earlier than" statement.

          Addl 1 Liner  -  Addl 2 Liner

          _____________________________

          Comments entered into this area appear under the additional

          instruction lead line as an additional instruction.  Use upper and

          lower case to enter the instruction remark.

          Comments

          ________

          The comment area has two meanings.  When requesting orders you 

          would enter any comments that you might think the next higher

          approval level might want to know.  For example --

             Sgt Joe, this request is in reference to our conv this

             morning.  CW5 James is the right person for the job.

             Sgt Joe,  reference the programming job to develop local

             programs for the POTO shop.  This is the guy we need.

             I was told by COL James to make this input.  He said you knew

             about it.

          Another use of the comment area is to enter the reason a request 

          is being disapproved.  Approval Level 7 is defined as a disapproval.

          As soon as you enter Level 7 in the Approval Level field you will

          immediately be moved to the comment area where you should enter the

          reason for the disapproval.  This will normally require you to type

          over and remove any existing notes that were previously entered in

          the comment area.  What appears in the comment area will be printed

          on a Discrepancy Memorandum produced by AFCOS.

    Accepting Your Input

    ====================

    After you have completed entering the last field on the input screen you

    will be prompted to accept your input.  Press A to accept your input, Press

    C to cancel your input screen, or Press R to Retry.  Pressing C will

    disregard your input and R will return to the first field on the screen so

    you can make additional changes.
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2-2. Military Travel request

     =======================

     The Military Travel Order Request module is used to request orders for a

     soldier performing military travel.  Active Duty requests can not be input

     on this screen.  Active Duty has its own separate input screen.  The

     Military Travel Order Request screen along with field definitions is

     described below:

                      Military Travel Order Request Screen

  ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

  ³  Date þþþþþþþþ      Military Travel Request For Order     Level þ        ³

  ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

  ³  SSN .......: þþþþþþþþþþþ                  Travel EOR ......: þ          ³

  ³  Name ......: þþþþþþþþþþþþþþþþþþþþþþþþþþþ  Daily PD Rate ...: þþþþþþ     ³

  ³  Grade .....: þþþþ         UIC : þþþþþ     GTS Fare ........: þþþþþþþ    ³

  ³  Start Date : þþþþþþþþ                     Other Tvl Costs .: þþþþþþ     ³

  ³  End Date ..: þþþþþþþþ                     Round Trip Miles : þþþþ       ³

  ³  TDC .......: þþþ  PGM Mgr ...: þþþ        Distribution ....: þþ         ³

  ³                                            Misc EOR ........: þþþþ       ³

  ³  Event Ref ..: þþþþþþþþþþþþþþ              Misc Amount .....: þþþþþþþ    ³

  ³                                                                          ³

  ³  Addl Instrs : þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ                       ³

  ³  Duty At ....: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Purpose ....: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Report Time : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Addl 1 Liner: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Addl 2 Liner: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Comments ...: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                   Figure 2-2
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          Appvl Level

          ___________

          Enter your approval level.  Valid approval levels are 1 -4.  Do not

          exceed your approved level.  To disapprove a RFO, enter an approval 

          level 7 and then enter the reason for the disapproval in the 

          comments area.

          NOTE:  If you disapprove a RFO you will be immediately sent to the 

          comment area where you will enter the reason for disapproval.  What

          appears in the comment area will appear on the disapproval 

          memorandum.

          NOTE:  The highest approval level for a PC user is level 5.  However,

          when your RFO is sent to AFCOS, AFCOS will validate your approval

          level.  If you send in a RFO at level 4 and you are a valid level 5

          user, AFCOS will attempt to change your level 4 to a level 5 if your

          level 4 passes all the AFCOS edits.

          SSN

          ___

          Enter the soldier's Social Security Account Number (SSN).  SSN is

          nine (9) digits.  No characters and NO special characters.  Dashes

          will automatically appear in there appropriate places.  If the SSN is

          not present in your personnel database, you will be asked if you want

          to add the soldier.  If you enter YES, the personnel input screen

          will automatically appear.

             WARNING - WARNING -  Be very careful when adding a SSN to the

             personnel database.  If a SSN is not on file it's probably because

             the SSN was entered wrong.  SSN should be triple checked to ensure

             the SSN is correct.  Adding an erroneous SSN to your database will

             guarantee order and payment delays.

          Name, Grade, UIC

          ________________

          The NAME, GRADE, and UIC will automatically be extracted from the

          personnel database after the SSN is entered.
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          Start Date

          __________

          Enter the Start Date of the duty in mm/dd/yy format.  Start date

          can not be older than 30 days from the current date.

          End Date

          ________

          Enter the end date of the duty in mm/dd/yy format.  End date must

          be equal to or greater than the start date.  An edit will be

          performed to ensure you do not have overlapping or duplicate

          RFO's.  The edit will also check to ensure you do not have a

          travel and a active duty request with overlapping or duplicate

          dates.

          Type Duty Code     PGM MGR

          ______________     _______

          The Type Duty Code (TDC) describes the type of duty the soldier

          will be performing.  The TDC generates the order format as well

          as the accounting classification.  The TDC is just as important as

          the SSN.  Each TDC must have a compatible Program Manager Code.

          The Program Manager Code describes the person that is responsible

          for the funds.  It is the person that will be charged for the

          order.

          If you would like to browse the valid type duty codes along with

          the compatible program manager codes, simply press the F9 key.

          The type duty code / program manager validation screen will 

          appear.  Browse the file by using the Pg Up and Pg Dn keys until

          you find the proper codes.  Once you have found the code, press the

          ESC key to return to your input screen.  Enter the TDC code.

          You will not be allowed to make an incompatible selection.  When

          you attempt to move the cursor past the Program Manager field on

          the screen, there is one last check made.  If the TDC and Program

          Manager are not compatible according to the validation tables,

          you will receive an error and you will not be allowed to continue

          until the error has been corrected.
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          EOR

          ___

          The Element of Resource is not used anymore due to the use of

          only one EOR for travel.  Enter a 'C' for the EOR.

          Dly PD    GTS Fare   Other Tvl Cost

          ______    ________   ______________

          There are several money fields that are used to compute the cost

          of travel.  You should be furnished with a complete table of all

          frequently traveled locations for your site.  Press the F8 key to

          immediately review the list or use the validation selection from

          the main menu to view the rates.  The air fare rates are a best

          case rate.  It is the latest information that was available at

          the time these rates were furnished.  If you know the rate is

          different from the validation table, change the table and enter

          the correct information on the screen.

          All amounts should be entered in whole dollars.  The Daily PD

          Rate is the daily rate the soldier will receive for hotel and

          meals each day.  The total cost will be computed by AFCOS when

          the number of days are computed.  The daily rates for locations

          around the world vary from location to location

          Rnd Trip Mileage

          ________________

          Enter the mileage for a one round trip to the TDY site and return.

          Distribution

          ____________

          Enter the two character order Distribution Code.  Press return

          without entering a code and the Distribution Validation table will

          automatically appear.  Highlight the correct distribution code and

          press RETURN.  You will immediately be returned to your input screen.

          The Distribution code will automatically be selected from the

          validation table you selected.
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          Misc EOR      Misc Amount

          ________      ___________

          This field is used to identify an additional entitlement other   

          than pay, allowances, or travel.  It would normally be used to   

          identify a registration fee where the Element of Resource (EOR)  

          is not 1198, 1199, 1210, 1250, or 21*.                           

          The miscellaneous amount field is used to identify the cost of   

          this additional expense.  If you enter an EOR you must enter an  

          amount.                                                          

          Event Ref

          _________

          Enter the Event Reference Number if these orders are to be posted to 

          an Event.  Event Reference Numbers can only be used when an event 

          was previously established in AFCOS on the Unisys 5000.  Normally,

          program managers will tell units when they need to enter an Event

          Reference Number.

          Addl 1 - 12

          ___________

          Enter the Additional Instruction Code that identifies the instruction

          you want to place on the order.  Press return without entering a code

          and the Additional Instruction Validation table will automatically

          appear.  Highlight the correct additional instruction code and press

          RETURN.  You will immediately be returned to your input screen.  The

          additional instruction code will automatically be selected from the

          validation table you selected.

          Each time you press RETURN from an additional instruction code field

          you will receive the Additional Instruction Validation Table.  If you

          have entered your last code, press ESC when the validation table

          appears.  This will return you to your input screen and move you to

          the next field on the screen.

          Duty AT

          _______

          Enter the location where the duty will be performed.  Use upper

          and lower case when entering the location.  We want the order to

          look good.
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          Purpose

          _______

          This is an optional field.  The system will automatically use the

          Type Duty Code description if you leave this field blank.  You

          should not enter a Purpose if the type duty code description

          explains the purpose in enough detail.  For example,  On a TDC

          111 the default purpose will print "Year Around Annual Training".

          If that explains the purpose, do not enter a purpose.

          Report Time

          ___________

          Enter the date and time the soldier must report to the duty location.

          You could also add a "Not earlier than" statement.

          Addl 1 Liner  -  Addl 2 Liner

          _____________________________

          Comments entered into this area appear under the additional

          instruction lead line as an additional instruction.  Use upper and

          lower case to enter the instruction remark.

          Comments

          ________

          The comment area has two meanings.  When requesting orders you 

          would enter any comments that you might think the next higher

          approval level might want to know.  For example --

             Sgt Joe, this request is in reference to our conv this

             morning.  CW5 James is the right person for the job.

             Sgt Joe,  reference the programming job to develop local

             programs for the POTO shop.  This is the guy we need.

             I was told by COL James to make this input.  He said you knew

             about it.

          Another use of the comment area is to enter the reason a request 

          is being disapproved.  Approval Level 7 is defined as a disapproval.

          As soon as you enter Level 7 in the Approval Level field you will

          immediately be moved to the comment area where you should enter the

          reason for the disapproval.  This will normally require you to type

          over and remove any existing notes that were previously entered in

          the comment area.  What appears in the comment area will be printed

          on a Discrepancy Memorandum produced by AFCOS.
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    Accepting Your Input

    ====================

    After you have completed entering the last field on the input screen you

    will be prompted to accept your input.  Press A to accept your input, Press

    C to cancel your input screen, or Press R to Retry.  Pressing C will

    disregard your input and R will return to the first field on the screen so

    you can make additional changes.
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2-3. Tour Date Amendment Request

     ===========================

     The Tour Date Amendment Request selection is used to request amendments

     on previously published orders.  The only time you should use this 

     selection is when you are requesting the tour dates be changed.  See 

     paragraph 2-4 below for all other type of amendment requests.  This

     selection is used only to amend tour dates on a previously published

     order.  You must have the original order in front of you to ensure

     proper input.  Guessing or saying "I'm Sure" will guarantee the

     payment will be delayed.  This screen has two pages.  Both pages of the 

     Tour Date Amendment Request screens along with field definitions are

     described below:

                Tour Date Amendment Request Screen  Page 1

  ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

  ³  Date þþþþþþþþ   Request for Tour Date Amendment - Page 1    Level þ     ³

  ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

  ³  SSN þþþþþþþþþþþ Name þþþþþþþþþþþþþþþþþþþþþþþþþþþ  Grade þþþþ  UIC þþþþþ ³

  ³                                                                          ³

  ³  New Start Date : þþþþþþþþ  TDC .: þþþ  PGM Mgr : þþþ  Order Nr : þþþþþþ ³

  ³  New End Date ..: þþþþþþþþ                             Type ....: þ      ³

  ³  Misc EOR ......: þþþþ       Misc Amount ...: þþþþþþþ                    ³

  ³  Trvl EOR ......: þ          GTS Fare ..... : þþþþþþþ  Rations Avl .: þ  ³

  ³  Auth Code .....: þþþþþþþþ   Oth Tvl Costs  : þþþþþþ   Qtrs Avl ....: þ  ³

  ³  Daily PD Rate .: þþþþþþ     Rnd Trip Miles : þþþþ     Distribution : þþ ³

  ³                                                                          ³

  ³  As Reads ...: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  How Changed : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                   Figure 2-3

                Tour Date Amendment Request Screen  Page 1

         ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

         ³          Request for Tour Date Amendment - Page 2         ³

         ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

         ³                                                           ³

         ³                       Comments                            ³

         ³                                                           ³

         ³     þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ    ³

         ³     þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ    ³

         ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                               Figure 2-3a
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          Appvl Level

          ___________

          Enter your approval level.  Valid approval levels are 1 -4.  Do not

          exceed your approved level.  To disapprove a RFO, enter an approval 

          level 7 and then enter the reason for the disapproval in the 

          comments area.

          NOTE:  If you disapprove a RFO you will be immediately sent to the 

          comment area where you will enter the reason for disapproval.  What

          appears in the comment area will appear on the disapproval 

          memorandum.

          NOTE:  The highest approval level for a PC user is level 5.  However,

          when your RFO is sent to AFCOS, AFCOS will validate your approval

          level.  If you send in a RFO at level 4 and you are a valid level 5

          user, AFCOS will attempt to change your level 4 to a level 5 if your

          level 4 passes all the AFCOS edits.

          SSN

          ___

          Enter the soldier's Social Security Account Number (SSN).  SSN is

          nine (9) digits.  No characters and NO special characters.  Dashes

          will automatically appear in there appropriate places.  If the SSN is

          not present in your personnel database, you will be asked if you want

          to add the soldier.  If you enter YES, the personnel input screen

          will automatically appear.

             WARNING - WARNING -  Be very careful when adding a SSN to the

             personnel database.  If a SSN is not on file it's probably because

             the SSN was entered wrong.  SSN should be triple checked to ensure

             the SSN is correct.  Adding an erroneous SSN to your database will

             guarantee order and payment delays.

          Name, Grade, UIC

          ________________

          The NAME, GRADE, and UIC will automatically be extracted from the

          personnel database after the SSN is entered.
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          Start Date

          __________

          Enter the Start Date of the duty in mm/dd/yy format.  Start date 

          can not be older than 30 days from the current date.             

          End Date

          ________

          Enter the end date of the duty in mm/dd/yy format.  End date must

          be equal or greater than the start date.  An edit will be        

          performed to ensure you do not have overlapping or duplicate     

          RFO's.  The edit will also check to ensure you do not have a     

          travel and a active duty request with overlapping or duplicate   

          dates.                                                           

          Type Duty Code     PGM MGR

          ______________     _______

          The Type Duty Code (TDC) describes the type of duty the soldier

          will be performing.  The TDC generates the order format as well

          as the accounting classification.  The TDC just as important as

          the SSN.  Each TDC must have a compatible Program Manager Code.

          The Program Manager Code describes the person that is responsible

          for the funds.  It is the person that will be charged for the

          order.

          If you would like to browse the valid type duty codes along with

          the compatible program manager codes, simply press the F9 key.

          The type duty code / program manager validation screen will 

          appear.  Browse the file by using the Pg Up and Pg Dn keys until

          you find the proper codes.  Once you have found the code, press the

          ESC key to return to your input screen.  Enter the TDC code.

          You will not be allowed to make an incompatible selection.  When

          you attempt to move the cursor past the Program Manager field on

          the screen, there is one last check made.  If the TDC and Program

          Manager are not compatible according to the validation tables,

          you will receive an error and you will not be allowed to continue

          until the error has been corrected.
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          EOR

          ___

          The Element of Resource is not used anymore due to the use of

          only one EOR for travel.  Enter a 'C' for the EOR.

          Order Nbr

          _________

          Enter the order number you want to amend.

          Type Amendment

          ______________

          This is a very important field.  This field identifies the type  

          of amendment. Valid entries are as follows:                      

               1  =  ADSW

               2  =  ADT

               3  =  AT

               4  =  Travel

          WARNING -- Indicating the amendment is for a travel order (4)    

          when the amendment should be for an active duty order (1,2,3)    

          will delay payment to the soldier.                               

          Misc EOR

          ________

          This field is used to identify an additional entitlement other   

          than pay, allowances, or travel.  It would normally be used to   

          identify a registration fee where the Element of Resource (EOR)  

          is not 1198, 1199, 1210, 1250, or 21*.                           

          The miscellaneous amount field is used to identify the cost of   

          this additional expense.  If you enter an EOR you must enter an  

          amount.                                                          
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          Misc Amount

          ___________

          This field is used to identify an additional entitlement other   

          than pay, allowances, or travel.  It would normally be used to   

          identify a registration fee where the Element of Resource (EOR)  

          is not 1198, 1199, 1210, 1250, or 21*.                           

          The miscellaneous amount field is used to identify the cost of   

          this additional expense.  If you enter an EOR you must enter an  

          amount.                                                          

          EOR

          ___

          The Element of Resource is not used anymore due to the use of

          only one EOR for travel.  Enter a 'C' for the EOR.

          Authority

          _________

          Enter the Type Authority for this Request.  Press RETURN while

          the Authority Code is blank and you will automatically receive 

          Help.
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          Dly PD    GTS Fare   Other Tvl Cost

          ______    ________   ______________

          There are several money fields that are used to compute the cost

          of travel.  You should be furnished with a complete table of all

          frequently traveled locations for your site.  Press the F8 key to

          immediately review the list or use the validation selection from

          the main menu to view the rates.  The air fare rates are a best

          case rate.  It is the latest information that was available at

          the time these rates were furnished.  If you know the rate is

          different from the validation table, change the table and enter

          the correct information on the screen.

          All amounts should be entered in whole dollars.  The Daily PD

          Rate is the daily rate the soldier will receive for hotel and

          meals each day.  The total cost will be computed by AFCOS when

          the number of days are computed.  The daily rates for locations

          around the world vary from location to location

          Rnd Trip Mileage

          ________________

          Enter the mileage for a one round trip to the TDY site and return.

          Rations Avl

          ___________

          Enter Y if rations are available else enter N if not available.  

          Quarters Avl

          ____________

          Enter Y if quarters are available else enter N if not available. 
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          Distribution

          ____________

          Enter the two character Distribution Code. 

          As Reads Line 1 - 4

          ___________________

          Enter the text from the original order you want changed.

          As Chged Line 1 - 4

          ___________________

          Enter the text that should replace the text in the "As Reads" 

          above.

          Comments

          ________

          The comment area has two meanings.  When requesting orders you 

          would enter any comments that you might think the next higher

          approval level might want to know.  For example --

             Sgt Joe, this request is in reference to our conv this

             morning.  CW5 James is the right person for the job.

             Sgt Joe,  reference the programming job to develop local

             programs for the POTO shop.  This is the guy we need.

             I was told by COL James to make this input.  He said you knew

             about it.

          Another use of the comment area is to enter the reason a request 

          is being disapproved.  Approval Level 7 is defined as a disapproval.

          As soon as you enter Level 7 in the Approval Level field you will

          immediately be moved to the comment area where you should enter the

          reason for the disapproval.  This will normally require you to type

          over and remove any existing notes that were previously entered in

          the comment area.  What appears in the comment area will be printed

          on a Discrepancy Memorandum produced by AFCOS.
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2-4. Other Amendment Request

     =======================

     The Other Amendment Request selection is used to request amendments

     on previously published orders.  This selection should not be used

     to amend the tour dates of an order.  See paragraph 2-3 above to amend

     the tour dates on an order.  This selection is used only to amend

     information other than tour dates on a previously published order.

     You must have the original order in front of you to ensure

     proper input.  Guessing on the contents of the original order will

     guarantee the payment will be delayed.  The Other Amendment Request

     screen along with field definitions is described below:

                      Other Amendment Request Screen

  ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

  ³  Date þþþþþþþþ       Request for Other Type Amendment        Level þ     ³

  ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

  ³  SSN þþþþþþþþþþþ Name þþþþþþþþþþþþþþþþþþþþþþþþþþþ   Grade þþþ UIC þþþþþ  ³

  ³                                                                          ³

  ³  TDC .....: þþþ        Order Nr : þþþþþþ       Auth Code ....: þþþþþþþþ  ³

  ³  PGM Mgr .: þþþ        Type Amendment: þ       Distribution .: þþ        ³

  ³                                                                          ³

  ³  As Reads ...: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                                                                          ³

  ³  How Changed : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                                                                          ³

  ³  Comments ...: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                  Figure 2-4
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          Appvl Level

          ___________

          Enter your approval level.  Valid approval levels are 1 -4.  Do not

          exceed your approved level.  To disapprove a RFO, enter an approval 

          level 7 and then enter the reason for the disapproval in the 

          comments area.

          NOTE:  If you disapprove a RFO you will be immediately sent to the 

          comment area where you will enter the reason for disapproval.  What

          appears in the comment area will appear on the disapproval 

          memorandum.

          NOTE:  The highest approval level for a PC user is level 5.  However,

          when your RFO is sent to AFCOS, AFCOS will validate your approval

          level.  If you send in a RFO at level 4 and you are a valid level 5

          user, AFCOS will attempt to change your level 4 to a level 5 if your

          level 4 passes all the AFCOS edits.

          SSN

          ___

          Enter the soldier's Social Security Account Number (SSN).  SSN is

          nine (9) digits.  No characters and NO special characters.  Dashes

          will automatically appear in there appropriate places.  If the SSN is

          not present in your personnel database, you will be asked if you want

          to add the soldier.  If you enter YES, the personnel input screen

          will automatically appear.

             WARNING - WARNING -  Be very careful when adding a SSN to the

             personnel database.  If a SSN is not on file it's probably because

             the SSN was entered wrong.  SSN should be triple checked to ensure

             the SSN is correct.  Adding an erroneous SSN to your database will

             guarantee order and payment delays.

          Name, Grade, UIC

          ________________

          The NAME, GRADE, and UIC will automatically be extracted from the

          personnel database after the SSN is entered.
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          Type Duty Code     PGM MGR

          ______________     _______

          The Type Duty Code (TDC) describes the type of duty the soldier

          will be performing.  The TDC generates the order format as well

          as the accounting classification.  The TDC just as important as

          the SSN.  Each TDC must have a compatible Program manager Code.

          The Program Manager Code describes the person that is responsible

          for the funds.  It is the person that will be charged for the

          order.

          If you would like to browse the valid type duty codes along with

          the compatible program manager codes, simply press the F9 key.

          The type duty code / program manager validation screen will 

          appear.  Browse the file by using the Pg Up and Pg Dn keys until

          you find the proper codes.  Once you have found the code, press the

          ESC key to return to your input screen.  Enter the TDC code.

          You will not be allowed to make an incompatible selection.  When

          you attempt to move the cursor past the Program Manager field on

          the screen, there is one last check made.  If the TDC and Program

          Manager are not compatible according to the validation tables,

          you will receive an error and you will not be allowed to continue

          until the error has been corrected.

          Order Nbr

          _________

          Enter the order number you want to amend. 

          Type Amendment

          ______________

          This is a very important field.  This field identifies the type  

          of amendment. Valid entries are as follows:                      

               1  =  ADSW

               2  =  ADT

               3  =  AT

               4  =  Travel

          WARNING -- Indicating the amendment is for a travel order (4)    

          when the amendment should be for an active duty order (1,2,3)    

          will delay payment to the soldier.                               
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          Authority

          _________

          Enter the Type Authority for this Request. 

          Distribution

          ____________

          Enter the two character Distribution Code. 

          As Reads Line 1 - 4

          ___________________

          Enter the text from the original order you want changed.

          As Chged Line 1 - 4

          ___________________

          Enter the text that should replace the text in the "As Reads" 

          above.

          Comments

          ________

          The comment area has two meanings.  When requesting orders you 

          would enter any comments that you might think the next higher

          approval level might want to know.  For example --

             Sgt Joe, this request is in reference to our conv this

             morning.  CW5 James is the right person for the job.

             Sgt Joe,  reference the programming job to develop local

             programs for the POTO shop.  This is the guy we need.

             I was told by COL James to make this input.  He said you knew

             about it.

          Another use of the comment area is to enter the reason a request 

          is being disapproved.  Approval Level 7 is defined as a disapproval.

          As soon as you enter Level 7 in the Approval Level field you will

          immediately be moved to the comment area where you should enter the

          reason for the disapproval.  This will normally require you to type

          over and remove any existing notes that were previously entered in

          the comment area.  What appears in the comment area will be printed

          on a Discrepancy Memorandum produced by AFCOS.
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2-5. Revocations Requests       

     ====================

     This selection is used to request revocation of an order.  Revocations

     are very important.  Each time an order is published, the cost of the

     order is estimated and funds are reserved for the order.  If the

     individual does not perform the order, the funds that were reserved

     for that order cannot be used again until the order is revoked.  The

     Revocation Request screen is described below:

                      Revocation Request Input Screen

  ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

  ³  Date þþþþþþþþ         Requests for Revocations              Level þ     ³

  ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

  ³                                                                          ³

  ³               SSN .............: þþþþþþþþþþþ                             ³

  ³               Name ............: þþþþþþþþþþþþþþþþþþþþþþþþþþþ             ³

  ³               Grade ...........: þþþ                                     ³

  ³               UIC .............: þþþþþ                                   ³

  ³               Order Nr ........: þþþþþþ                                  ³

  ³               Start Date ......: þþþþþþþþ                                ³

  ³               End Date ........: þþþþþþþþ                                ³

  ³               TDC .............: þþþ                                     ³

  ³               PGM Mgr .........: þþþ                                     ³

  ³               Type Work .......: þ                                       ³

  ³               Authority Code ..: þþþþþþþþ                                ³

  ³               Distribution ....: þþ                                      ³

  ³                                                                          ³

  ³  Comments ...: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                 Figure 2-5
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          Appvl Level

          ___________

          Enter your approval level.  Valid approval levels are 1 -4.  Do not

          exceed your approved level.  To disapprove a RFO, enter an approval 

          level 7 and then enter the reason for the disapproval in the 

          comments area.

          NOTE:  If you disapprove a RFO you will be immediately sent to the 

          comment area where you will enter the reason for disapproval.  What

          appears in the comment area will appear on the disapproval 

          memorandum.

          NOTE:  The highest approval level for a PC user is level 5.  However,

          when your RFO is sent to AFCOS, AFCOS will validate your approval

          level.  If you send in a RFO at level 4 and you are a valid level 5

          user, AFCOS will attempt to change your level 4 to a level 5 if your

          level 4 passes all the AFCOS edits.

          SSN

          ___

          Enter the soldier's Social Security Account Number (SSN).  SSN is

          nine (9) digits.  No characters and NO special characters.  Dashes

          will automatically appear in there appropriate places.  If the SSN is

          not present in your personnel database, you will be asked if you want

          to add the soldier.  If you enter YES, the personnel input screen

          will automatically appear.

             WARNING - WARNING -  Be very careful when adding a SSN to the

             personnel database.  If a SSN is not on file it's probably because

             the SSN was entered wrong.  SSN should be triple checked to ensure

             the SSN is correct.  Adding an erroneous SSN to your database will

             guarantee order and payment delays.

          Name, Grade, UIC

          ________________

          The NAME, GRADE, and UIC will automatically be extracted from the

          personnel database after the SSN is entered.
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          Order Nbr

          _________

          Enter the order number you want revoked. 

          Start Date

          __________

          Enter the Start Date of the duty in mm/dd/yy format.  Start date 

          can not be older than 30 days from the current date.             

          End Date

          ________

          Enter the end date of the duty in mm/dd/yy format.  End date must

          be equal or greater than the start date.  An edit will be        

          performed to ensure you do not have overlapping or duplicate     

          RFO's.  The edit will also check to ensure you do not have a     

          travel and a active duty request with overlapping or duplicate   

          dates.                                                           

          Type Duty Code     PGM MGR

          ______________     _______

          The Type Duty Code (TDC) describes the type of duty the soldier

          will be performing.  The TDC generates the order format as well

          as the accounting classification.  The TDC just as important as

          the SSN.  Each TDC must have a compatible Program manager Code.

          The Program Manager Code describes the person that is responsible

          for the funds.  It is the person that will be charged for the

          order.

          If you would like to browse the valid type duty codes along with

          the compatible program manager codes, simply press the F9 key.

          The type duty code / program manager validation screen will 

          appear.  Browse the file by using the Pg Up and Pg Dn keys until

          you find the proper codes.  Once you have found the code, press the

          ESC key to return to your input screen.  Enter the TDC code.

          You will not be allowed to make an incompatible selection.  When

          you attempt to move the cursor past the Program Manager field on

          the screen, there is one last check made.  If the TDC and Program

          Manager are not compatible according to the validation tables,

          you will receive an error and you will not be allowed to continue

          until the error has been corrected.
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          Type Work

          _________

          Values are 1 = ADSW, 2 = ADT, 3 = AT, and 4 = Travel. 

          Authority

          _________

          Enter the Type Authority for this Request. 

          Distribution

          ____________

          Enter the two character Distribution Code. 

          Comments

          ________

          The comment area has two meanings.  When requesting orders you 

          would enter any comments that you might think the next higher

          approval level might want to know.  For example --

             Sgt Joe, this request is in reference to our conv this

             morning.  CW5 James is the right person for the job.

             Sgt Joe,  reference the programming job to develop local

             programs for the POTO shop.  This is the guy we need.

             I was told by COL James to make this input.  He said you knew

             about it.

          Another use of the comment area is to enter the reason a request 

          is being disapproved.  Approval Level 7 is defined as a disapproval.

          As soon as you enter Level 7 in the Approval Level field you will

          immediately be moved to the comment area where you should enter the

          reason for the disapproval.  This will normally require you to type

          over and remove any existing notes that were previously entered in

          the comment area.  What appears in the comment area will be printed

          on a Discrepancy Memorandum produced by AFCOS.
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2-6. Civilian Travel Request    

     =======================

     This module is used to request travel orders for a civilian performing

     TDY travel.  Military Travel requests cannot be input on this screen.      

     The Civilian Travel Request screen along with field definitions is

     described below:

  ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

  ³  Date þþþþþþþþ        Civilian Travel Request For Order        Level þ   ³

  ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

  ³  SSN .......: þþþþþþþþþþþ                  Travel EOR ......: þ          ³

  ³  Name ......: þþþþþþþþþþþþþþþþþþþþþþþþþþþ  Daily PD Rate ...: þþþþþþ     ³

  ³  UIC .......: þþþþþ                        GTS Fare ........: þþþþþþþ    ³

  ³  Start Date : þþþþþþþþ                     Other Tvl Costs .: þþþþþþ     ³

  ³  End Date ..: þþþþþþþþ                     Round Trip Miles : þþþþ       ³

  ³  TDC .......: þþþ   PGM Mgr ...: þþþ       Distribution ....: þþ         ³

  ³                                            Misc EOR ........: þþþþ       ³

  ³  Event Ref ..: þþþþþþþþþþþþþþ              Misc Amount .....: þþþþþþþ    ³

  ³  Addl Instrs : þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ                       ³

  ³  Duty At ....: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Purpose ....: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Report Time : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Addl 1 Liner: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Addl 2 Liner: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Comments ...: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                Figure 2-6

          Appvl Level

          ___________

          Enter your approval level.  Valid approval levels are 1 -4.  Do not

          exceed your approved level.  To disapprove a RFO, enter an approval 

          level 7 and then enter the reason for the disapproval in the 

          comments area.

          NOTE:  If you disapprove a RFO you will be immediately sent to the 

          comment area where you will enter the reason for disapproval.  What

          appears in the comment area will appear on the disapproval 

          memorandum.

          NOTE:  The highest approval level for a PC user is level 5.  However,

          when your RFO is sent to AFCOS, AFCOS will validate your approval

          level.  If you send in a RFO at level 4 and you are a valid level 5

          user, AFCOS will attempt to change your level 4 to a level 5 if your

          level 4 passes all the AFCOS edits.
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          SSN

          ___

          Enter the individual's Social Security Account Number (SSN).  SSN is

          nine (9) digits.  No characters and NO special characters.  Dashes

          will automatically appear in there appropriate places.  If the SSN is

          not present in your civilian database, you will be asked if you want

          to add the individual.  If you enter YES, the civilian input screen

          will automatically appear.

             WARNING - WARNING -  Be very careful when adding a SSN to the

             civilian database.  If a SSN is not on file it's probably because

             the SSN was entered wrong.  SSN should be triple checked to ensure

             the SSN is correct.  Adding an erroneous SSN to your database will

             guarantee order and payment delays.

          Start Date

          __________

          Enter the Start Date of the duty in mm/dd/yy format.  Start date 

          can not be older than 30 days from the current date.             

          End Date

          ________

          Enter the end date of the duty in mm/dd/yy format.  End date must

          be equal or greater than the start date.  An edit will be        

          performed to ensure you do not have overlapping or duplicate     

          RFO's.  The edit will also check to ensure you do not have a     

          travel and a active duty request with overlapping or duplicate   

          dates.                                                           
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          Type Duty Code     PGM MGR

          ______________     _______

          The Type Duty Code (TDC) describes the type of duty the soldier

          will be performing.  The TDC generates the order format as well

          as the accounting classification.  The TDC just as important as

          the SSN.  Each TDC must have a compatible Program manager Code.

          The Program Manager Code describes the person that is responsible

          for the funds.  It is the person that will be charged for the

          order.

          If you would like to browse the valid type duty codes along with

          the compatible program manager codes, simply press the F9 key.

          The type duty code / program manager validation screen will 

          appear.  Browse the file by using the Pg Up and Pg Dn keys until

          you find the proper codes.  Once you have found the code, press the

          ESC key to return to your input screen.  Enter the TDC code.

          You will not be allowed to make an incompatible selection.  When

          you attempt to move the cursor past the Program Manager field on

          the screen, there is one last check made.  If the TDC and Program

          Manager are not compatible according to the validation tables,

          you will receive an error and you will not be allowed to continue

          until the error has been corrected.

          EOR

          ___

          The Element of Resource is not used anymore due to the use of

          only one EOR for travel.  Enter a 'C' for the EOR.
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          Dly PD    GTS Fare   Other Tvl Cost

          ______    ________   ______________

          There are several money fields that are used to compute the cost

          of travel.  You should be furnished with a complete table of all

          frequently traveled locations for your site.  Press the F8 key to

          immediately review the list or use the validation selection from

          the main menu to view the rates.  The air fare rates are a best

          case rate.  It is the latest information that was available at

          the time these rates were furnished.  If you know the rate is

          different from the validation table, change the table and enter

          the correct information on the screen.

          All amounts should be entered in whole dollars.  The Daily PD

          Rate is the daily rate the soldier will receive for hotel and

          meals each day.  The total cost will be computed by AFCOS when

          the number of days are computed.  The daily rates for locations

          around the world vary from location to location

          Rnd Trip Mileage

          ________________

          Enter the mileage for a one round trip to the TDY site and return.

          Distribution

          ____________

          Enter the two character Distribution Code. 

          Misc EOR      Misc Amount

          ________      ___________

          This field is used to identify an additional entitlement other   

          than pay, allowances, or travel.  It would normally be used to   

          identify a registration fee where the Element of Resource (EOR)  

          is not 1198, 1199, 1210, 1250, or 21*.                           

          The miscellaneous amount field is used to identify the cost of   

          this additional expense.  If you enter an EOR you must enter an  

          amount.                                                          

                                      2-33

          Event Ref

          _________

          Enter the Event Reference Number if these orders are to be posted to 

          an Event.  Event Reference Numbers can only be used when an event 

          was previously established in AFCOS on the Unisys 5000.  Normally,

          program managers will tell units when they need to enter an Event

          Reference Number.

          Addl 1 - 12

          ___________

          Enter the Additional Instruction Code that identifies the instruction

          you want to place on the order.  Press return without entering a code

          and the Additional Instruction Validation table will automatically

          appear.  Highlight the correct additional instruction code and press

          RETURN.  You will immediately be returned to your input screen.  The

          additional instruction code will automatically be selected from the

          validation table you selected.

          Each time you press RETURN from an additional instruction code field

          you will receive the Additional Instruction Validation Table.  If you

          have entered your last code, press ESC when the validation table

          appears.  This will return you to your input screen and move you to

          the next field on the screen.

          Duty At

          _______

          Enter the location where the duty will be performed.  Use upper

          and lower case when entering the location.  We want the order to 

          look good.                                                       

          Purpose

          _______

          This is an optional field.  The system will automatically use the

          Type Duty Code description if you leave this field blank.  You   

          should not enter a Purpose if the type duty code description     

          explains the purpose in enough detail.  For example,  On a TDC   

          111 the default purpose will print "Year Around Annual Training".

          If that explains the purpose, do not enter a purpose.           
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          Report Time

          ___________

          Enter the date and time the soldier must report to duty location.

          You could also add a "Not earlier than 0700 931201 and NLT 0700 

          931201.                                                          

          Addl 1 Liner  -  Addl 2 Liner

          _____________________________

          Comments entered into this area appear under the additional

          instruction lead line as an additional instruction.  Use upper and

          lower case to enter the instruction remark.

          Comment 1 - 3

          _____________

          The comment area has two meanings.  When requesting orders you 

          would enter any comments that you might think the next higher

          approval level might want to know.  For example --

             Sgt Joe, this request is in reference to our conv this

             morning.  CW5 James is the right person for the job.

             Sgt Joe,  reference the programming job to develop local

             programs for the POTO shop.  This is the guy we need.

             I was told by COL James to make this input.  He said you knew

             about it.

          Another use of the comment area is to enter the reason a request 

          is being disapproved.  Approval Level 7 is defined as a disapproval.

          As soon as you enter Level 7 in the Approval Level field you will

          immediately be moved to the comment area where you should enter the

          reason for the disapproval.  This will normally require you to type

          over and remove any existing notes that were previously entered in

          the comment area.  What appears in the comment area will be printed

          on a Discrepancy Memorandum produced by AFCOS.
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2-7. Medical Travel Request

     ======================

     The Medical Travel Order Request module is used to request orders for a

     soldier when they are required to travel to a military medical facility

     out of the local area or out of state.  The Medical Travel Order Request

     screen along with field definitions is described below:

                      Medical Travel Order Request Screen

  ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

  ³  Date þþþþþþþþ       Medical Travel Request For Order     Level þ        ³

  ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

  ³  SSN .......: þþþþþþþþþþþ                  Travel EOR ......: þ          ³

  ³  Name ......: þþþþþþþþþþþþþþþþþþþþþþþþþþþ  Daily PD Rate ...: þþþþþþ     ³

  ³  Grade .....: þþþþ         UIC : þþþþþ     GTS Fare ........: þþþþþþþ    ³

  ³  Start Date : þþþþþþþþ     TDC : þþþ       Other Tvl Costs .: þþþþþþ     ³

  ³  End Date ..: þþþþþþþþ     PM .: þþþ       Round Trip Miles : þþþþ       ³

  ³                                            Distribution ....: þþ         ³

  ³  Event Ref ..: þþþþþþþþþþþþþþ              Misc EOR ........: þþþþ       ³

  ³                                            Misc Amount .....: þþþþþþþ    ³

  ³  Eff Date Hospitialized : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ                 ³

  ³  Addl Instrs : þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ                       ³

  ³  Attached To : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Purpose ....: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Report Date : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Addl 1 Liner: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Addl 2 Liner: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Comments ...: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                   Figure 2-7
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          Appvl Level

          ___________

          Enter your approval level.  Valid approval levels are 1 -4.  Do not

          exceed your approved level.  To disapprove a RFO, enter an approval 

          level 7 and then enter the reason for the disapproval in the 

          comments area.

          NOTE:  If you disapprove a RFO you will be immediately sent to the 

          comment area where you will enter the reason for disapproval.  What

          appears in the comment area will appear on the disapproval 

          memorandum.

          NOTE:  The highest approval level for a PC user is level 5.  However,

          when your RFO is sent to AFCOS, AFCOS will validate your approval

          level.  If you send in a RFO at level 4 and you are a valid level 5

          user, AFCOS will attempt to change your level 4 to a level 5 if your

          level 4 passes all the AFCOS edits.

          SSN

          ___

          Enter the soldier's Social Security Account Number (SSN).  SSN is

          nine (9) digits.  No characters and NO special characters.  Dashes

          will automatically appear in there appropriate places.  If the SSN is

          not present in your personnel database, you will be asked if you want

          to add the soldier.  If you enter YES, the personnel input screen

          will automatically appear.

             WARNING - WARNING -  Be very careful when adding a SSN to the

             personnel database.  If a SSN is not on file it's probably because

             the SSN was entered wrong.  SSN should be triple checked to ensure

             the SSN is correct.  Adding an erroneous SSN to your database will

             guarantee order and payment delays.

          Name, Grade, UIC

          ________________

          The NAME, GRADE, and UIC will automatically be extracted from the

          personnel database after the SSN is entered.
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          Start Date

          __________

          Enter the Start Date of the duty in mm/dd/yy format.  Start date

          can not be older than 30 days from the current date.

          End Date

          ________

          Enter the end date of the duty in mm/dd/yy format.  End date must

          be equal or greater than the start date.  An edit will be

          performed to ensure you do not have overlapping or duplicate

          RFO's.  The edit will also check to ensure you do not have a

          travel and a active duty request with overlapping or duplicate

          dates.

          Type Duty Code     PGM MGR

          ______________     _______

          The Type Duty Code (TDC) describes the type of duty the soldier

          will be performing.  The TDC generates the order format as well

          as the accounting classification.  The TDC just as important as

          the SSN.  Each TDC must have a compatible Program manager Code.

          The Program Manager Code describes the person that is responsible

          for the funds.  It is the person that will be charged for the

          order.

          If you would like to browse the valid type duty codes along with

          the compatible program manager codes, simply press the F9 key.

          The type duty code / program manager validation screen will 

          appear.  Browse the file by using the Pg Up and Pg Dn keys until

          you find the proper codes.  Once you have found the code, press the

          ESC key to return to your input screen.  Enter the TDC code.

          You will not be allowed to make an incompatible selection.  When

          you attempt to move the cursor past the Program Manager field on

          the screen, there is one last check made.  If the TDC and Program

          Manager are not compatible according to the validation tables,

          you will receive an error and you will not be allowed to continue

          until the error has been corrected.
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          EOR

          ___

          The Element of Resource is not used anymore due to the use of

          only one EOR for travel.  Enter a 'C' for the EOR.

          Dly PD    GTS Fare   Other Tvl Cost

          ______    ________   ______________

          There are several money fields that are used to compute the cost

          of travel.  You should be furnished with a complete table of all

          frequently traveled locations for your site.  Press the F8 key to

          immediately review the list or use the validation selection from

          the main menu to view the rates.  The air fare rates are a best

          case rate.  It is the latest information that was available at

          the time these rates were furnished.  If you know the rate is

          different from the validation table, change the table and enter

          the correct information on the screen.

          All amounts should be entered in whole dollars.  The Daily PD

          Rate is the daily rate the soldier will receive for hotel and

          meals each day.  The total cost will be computed by AFCOS when

          the number of days are computed.  The daily rates for locations

          around the world vary from location to location

          Rnd Trip Mileage

          ________________

          Enter the mileage for a one round trip to the TDY site and return.

          Distribution

          ____________

          Enter the two character order Distribution Code.  Press return

          without entering a code and the Distribution Validation table will

          automatically appear.  Highlight the correct distribution code and

          press RETURN.  You will immediately be returned to your input screen.

          The Distribution code will automatically be selected from the

          validation table you selected.
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          Misc EOR      Misc Amount

          ________      ___________

          This field is used to identify an additional entitlement other   

          than pay, allowances, or travel.  It would normally be used to   

          identify a registration fee where the Element of Resource (EOR)  

          is not 1198, 1199, 1210, 1250, or 21*.                           

          The miscellaneous amount field is used to identify the cost of   

          this additional expense.  If you enter an EOR you must enter an  

          amount.                                                          

          Event Ref

          _________

          Enter the Event Reference Number if these orders are to be posted to 

          an Event.  Event Reference Numbers can only be used when an event 

          was previously established in AFCOS on the Unisys 5000.  Normally,

          program managers will tell units when they need to enter an Event

          Reference Number.

          Eff Date Hospitalized

          _____________________

          Enter the effective date the soldier will be hospitalized.  If the 

          soldier is not being hospitalized, enter "Not Applicable".

          Addl 1 - 12

          ___________

          Enter the Additional Instruction Code that identifies the instruction

          you want to place on the order.  Press return without entering a code

          and the Additional Instruction Validation table will automatically

          appear.  Highlight the correct additional instruction code and press

          RETURN.  You will immediately be returned to your input screen.  The

          additional instruction code will automatically be selected from the

          validation table you selected.

          Each time you press RETURN from an additional instruction code field

          you will receive the Additional Instruction Validation Table.  If you

          have entered your last code, press ESC when the validation table

          appears.  This will return you to your input screen and move you to

          the next field on the screen.
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          Duty AT

          _______

          Enter the location where the duty will be performed.  Use upper

          and lower case when entering the location.  We want the order to

          look good.

          Purpose

          _______

          This is an optional field.  The system will automatically use the

          Type Duty Code description if you leave this field blank.  You

          should not enter a Purpose if the type duty code description

          explains the purpose in enough detail.  For example,  On a TDC

          111 the default purpose will print "Year Around Annual Training".

          If that explains the purpose, do not enter a purpose.

          Report Time

          ___________

          Enter the date and time the soldier must report to the duty location.

          You could also add a "Not earlier than" statement.

          Addl 1 Liner  -  Addl 2 Liner

          _____________________________

          Comments entered into this area appear under the additional

          instruction lead line as an additional instruction.  Use upper and

          lower case to enter the instruction remark.
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          Comments

          ________

          The comment area has two meanings.  When requesting orders you 

          would enter any comments that you might think the next higher

          approval level might want to know.  For example --

             Sgt Joe, this request is in reference to our conv this

             morning.  CW5 James is the right person for the job.

             Sgt Joe,  reference the programming job to develop local

             programs for the POTO shop.  This is the guy we need.

             I was told by COL James to make this input.  He said you knew

             about it.

          Another use of the comment area is to enter the reason a request 

          is being disapproved.  Approval Level 7 is defined as a disapproval.

          As soon as you enter Level 7 in the Approval Level field you will

          immediately be moved to the comment area where you should enter the

          reason for the disapproval.  This will normally require you to type

          over and remove any existing notes that were previously entered in

          the comment area.  What appears in the comment area will be printed

          on a Discrepancy Memorandum produced by AFCOS.

    Accepting Your Input

    ====================

    After you have completed entering the last field on the input screen you

    will be prompted to accept your input.  Press A to accept your input, Press

    C to cancel your input screen, or Press R to Retry.  Pressing C will

    disregard your input and R will return to the first field on the screen so

    you can make additional changes.
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2-8. Active Duty Order Request NO PAY

     ================================

     The Active Duty Order Request NO PAY module is used to request orders for

     a soldier performing active duty special work or active duty for

     training in a NO PAY status.  The Active Duty Order Request NO PAY 

     screen along with field definitions is described below:

                  Active Duty Order Request NO PAY Screen

  ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

  ³ Date þþþþþþþþ          Active Duty RFO for No Pay               Level þ  ³

  ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

  ³  SSN .......: þþþþþþþþþþþ                  Daily PD Rate ..: þþþþþþ      ³

  ³  Name ......: þþþþþþþþþþþþþþþþþþþþþþþþþþþ  GTS Fare .......: þþþþþþþ     ³

  ³  Grade .....: þþþþ         UIC .: þþþþþ    Other Tvl Costs : þþþþþþ      ³

  ³  Start Date : þþþþþþþþ     TDC .: þþþ      Rnd Trip Miles .: þþþþ        ³

  ³  End Date ..: þþþþþþþþ      PM .: þþþ      COLA Location ..: þþþ         ³

  ³  Travel EOR : þ                            Rations Avl ....: þ  Qtrs : þ ³

  ³  Auth Code .: þþþþþþþþ                     Distribution ...: þþ          ³

  ³                                            Misc EOR .......: þþþþ        ³

  ³  Event Ref ..: þþþþþþþþþþþþþþ              Misc Amount ....: þþþþþþþ     ³

  ³  Addl Instrs : þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ                       ³

  ³  Purpose ....: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Report To ..: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Report Time : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Addl 1 Liner: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Addl 2 Liner: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Comments ...: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³
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          Appvl Level

          ___________

          Enter your approval level.  Valid approval levels are 1 -4.  Do not

          exceed your approved level.  To disapprove a RFO, enter an approval 

          level 7 and then enter the reason for the disapproval in the 

          comments area.

          NOTE:  If you disapprove a RFO you will be immediately sent to the 

          comment area where you will enter the reason for disapproval.  What

          appears in the comment area will appear on the disapproval 

          memorandum.

          NOTE:  The highest approval level for a PC user is level 5.  However,

          when your RFO is sent to AFCOS, AFCOS will validate your approval

          level.  If you send in a RFO at level 4 and you are a valid level 5

          user, AFCOS will attempt to change your level 4 to a level 5 if your

          level 4 passes all the AFCOS edits.

          SSN

          ___

          Enter the soldier's Social Security Account Number (SSN).  SSN is

          nine (9) digits.  No characters and NO special characters.  Dashes

          will automatically appear in there appropriate places.

          If you are not sure what the soldier's SSN is, Press F2.  This will

          immediate take you to the personnel database browse screen.  Once at

          the browse screen, press F10 and choose the name selection to look at

          the database in name sequence.  In the lower left corner of the

          screen is a search pattern field.  Enter as much of the last name as

          you know and press return.  You will immediately move to that name on

          the database.  Find the soldier by using the Pg Up, Pg Dn, and arrow

          keys.  Make note of the SSN and press escape to get back to the input

          screen.

          If the SSN you enter is not present in your personnel database, you

          will be asked if you want to add the soldier.  If you enter YES, the

          personnel input screen will automatically appear.

             WARNING - WARNING -  Be very careful when adding a SSN to the

             personnel database.  If a SSN is not on file it's probably because

             the SSN was entered wrong.  SSN should be triple checked to ensure

             the SSN is correct.  Adding an erroneous SSN to your database will

             guarantee order and payment delays.
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          Name, Grade, UIC

          ________________

          The NAME, GRADE, and UIC will automatically be extracted from the

          personnel database after the SSN is entered.

          Start Date

          __________

          Enter the Start Date of the duty in mm/dd/yy format.  Start date

          can not be older than 30 days from the current date.

          End Date

          ________

          Enter the end date of the duty in mm/dd/yy format.  End date must

          be equal or greater than the start date.  An edit will be

          performed to ensure you do not have overlapping or duplicate

          RFO's.  The edit will also check to ensure you do not have a

          travel and a active duty request with overlapping or duplicate

          dates.

          Type Duty Code     PGM MGR

          ______________     _______

          The Type Duty Code (TDC) describes the type of duty the soldier

          will be performing.  The TDC generates the order format as well

          as the accounting classification.  The TDC just as important as

          the SSN.  Each TDC must have a compatible Program manager Code.

          The Program Manager Code describes the person that is responsible

          for the funds.  It is the person that will be charged for the

          order.

          If you would like to browse the valid type duty codes along with

          the compatible program manager codes, simply press the F9 key.

          The type duty code / program manager validation screen will 

          appear.  Browse the file by using the Pg Up and Pg Dn keys until

          you find the proper codes.  Once you have found the code, press the

          ESC key to return to your input screen.  Enter the TDC code.

          You will not be allowed to make an incompatible selection.  When

          you attempt to move the cursor past the Program Manager field on

          the screen, there is one last check made.  If the TDC and Program

          Manager are not compatible according to the validation tables,

          you will receive an error and you will not be allowed to continue

          until the error has been corrected.
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          EOR

          ___

          The Element of Resource is not used anymore due to the use of

          only one EOR for travel.  Enter a 'C' for the EOR.

          Authority

          _________

          Enter the Type Authority for this Request.  Press RETURN without

          entering a code and you will receive the Authority Code Validation

          table.  Highlight the correct Authority Code and press RETURN.  You

          will be returned to your input screen with your selection pre-entered

          on the screen.

          Dly PD    GTS Fare   Other Tvl Cost

          ______    ________   ______________

          There are several money fields that are used to compute the cost

          of travel.  You should be furnished with a complete table of all

          frequently traveled locations for your site.  Press the F8 key to

          immediately review the list or use the validation selection from

          the main menu to view the rates.  The air fare rates are a best

          case rate.  It is the latest information that was available at

          the time these rates were furnished.  If you know the rate is

          different from the validation table, change the table and enter

          the correct information on the screen.

          All amounts should be entered in whole dollars.  The Daily PD

          Rate is the daily rate the soldier will receive for hotel and

          meals each day.  The total cost will be computed by AFCOS when

          the number of days are computed.  The daily rates for locations

          around the world vary from location to location
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          Rnd Trip Mileage

          ________________

          Enter the number of miles the individual will travel in one round

          trip.

          COLA Loc

          ________

          This identifies the Cost of Living Allowance location code.  Enter

          the COLA location code if you are in HI, PR, GU, AK, or VI.  Enter

          000 if you are not in a OCONUS site.

          Rations Avl

          ___________

          Enter Y if rations are available else enter N if not available.

          Quarters Avl

          ____________

          Enter Y if quarters are available else enter N if not available.

          Distribution

          ____________

          Enter the two character order Distribution Code.  Press return

          without entering a code and the Distribution Validation table will

          automatically appear.  Highlight the correct distribution code and

          press RETURN.  You will immediately be returned to your input screen.

          The Distribution code will automatically be selected from the

          validation table you selected.

          Misc EOR      Misc Amount

          ________      ___________

          This field is used to identify an additional entitlement other   

          than pay, allowances, or travel.  It would normally be used to   

          identify a registration fee where the Element of Resource (EOR)  

          is not 1198, 1199, 1210, 1250, or 21*.                           

          The miscellaneous amount field is used to identify the cost of   

          this additional expense.  If you enter an EOR you must enter an  

          amount.                                                          
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          Event Ref

          _________

          Enter the Event Reference Number if these orders are to be posted to 

          an Event.  Event Reference Numbers can only be used when an event 

          was previously established in AFCOS on the Unisys 5000.  Normally,

          program managers will tell units when they need to enter an Event

          Reference Number.

          Addl 1 - 12

          ___________

          Enter the Additional Instruction Code that identifies the instruction

          you want to place on the order.  Press return without entering a code

          and the Additional Instruction Validation table will automatically

          appear.  Highlight the correct additional instruction code and press

          RETURN.  You will immediately be returned to your input screen.  The

          additional instruction code will automatically be selected from the

          validation table you selected.

          Each time you press RETURN from an additional instruction code field

          you will receive the Additional Instruction Validation Table.  If you

          have entered your last code, press ESC when the validation table

          appears.  This will return you to your input screen and move you to

          the next field on the screen.

          Purpose

          _______

          This is an optional field.  The system will automatically use the

          Type Duty Code description if you leave this field blank.  You

          should not enter a Purpose if the type duty code description

          explains the purpose in enough detail.  For example,  On a TDC

          111 the default purpose will print "Year Around Annual Training".

          If that explains the purpose, do not enter a purpose.
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          Report To

          _________

          Enter the location where the soldier is to report.  Use UPPER and

          lower case when entering the location.

          Example -  Bldg 1, DFAS-IN

          Report Time

          ___________

          Enter the date and time the soldier must report to the duty location.

          You could also add a "Not earlier than" statement.

          Addl 1 Liner  -  Addl 2 Liner

          _____________________________

          Comments entered into this area appear under the additional

          instruction lead line as an additional instruction.  Use upper and

          lower case to enter the instruction remark.

          Comment 1 - 3

          _____________

          The comment area has two meanings.  When requesting orders you 

          would enter any comments that you might think the next higher

          approval level might want to know.  For example --

             Sgt Joe, this request is in reference to our conv this

             morning.  CW5 James is the right person for the job.

             Sgt Joe,  reference the programming job to develop local

             programs for the POTO shop.  This is the guy we need.

             I was told by COL James to make this input.  He said you knew

             about it.

          Another use of the comment area is to enter the reason a request 

          is being disapproved.  Approval Level 7 is defined as a disapproval.

          As soon as you enter Level 7 in the Approval Level field you will

          immediately be moved to the comment area where you should enter the

          reason for the disapproval.  This will normally require you to type

          over and remove any existing notes that were previously entered in

          the comment area.  What appears in the comment area will be printed

          on a Discrepancy Memorandum produced by AFCOS.

                                      2-49

    Accepting Your Input

    ====================

    After you have completed entering the last field on the input screen you

    will be prompted to accept your input.  Press A to accept your input, Press

    C to cancel your input screen, or Press R to Retry.  Pressing C will

    disregard your input and R will return to the first field on the screen so

    you can make additional changes.
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2-9. Active Duty Order Request NO PAY and ALLOWANCE

     ==============================================

     The Active Duty Order Request NO PAY and ALLOWANCE module is used to

     request orders for a soldier performing active duty special work or

     active duty for training in a NO PAY and ALLOWANCE status.  The Active

     Duty Order Request NO PAY and ALLOWANCE screen along with field

     definitions is described below:

                  Active Duty Order Request NO PAY Screen

  ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

  ³ Date þþþþþþþþ     Active Duty RFO for No Pay and Allowances     Level þ  ³

  ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

  ³ SSN .: þþþþþþþþþþþ  Name .: þþþþþþþþþþþþþþþþþþþþþþþþþþþ  Grade .: þþþþ   ³

  ³                                                                          ³

  ³      UIC .......: þþþþþ                            TDC .: þþþ            ³

  ³                                                     PM .: þþþ            ³

  ³      Start Date : þþþþþþþþ                   Auth Code .: þþþþþþþþ       ³

  ³      End Date ..: þþþþþþþþ                Distribution .: þþ             ³

  ³                                                                          ³

  ³  Event Ref ..: þþþþþþþþþþþþþþ                                            ³

  ³  Addl Instrs : þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ                       ³

  ³  Purpose ....: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Report To ..: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Report Time : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Addl 1 Liner: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Addl 2 Liner: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Comments ...: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³                                                                          ³

  ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                  Figure 2-9
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          Appvl Level

          ___________

          Enter your approval level.  Valid approval levels are 1 -4.  Do not

          exceed your approved level.  To disapprove a RFO, enter an approval 

          level 7 and then enter the reason for the disapproval in the 

          comments area.

          NOTE:  If you disapprove a RFO you will be immediately sent to the 

          comment area where you will enter the reason for disapproval.  What

          appears in the comment area will appear on the disapproval 

          memorandum.

          NOTE:  The highest approval level for a PC user is level 5.  However,

          when your RFO is sent to AFCOS, AFCOS will validate your approval

          level.  If you send in a RFO at level 4 and you are a valid level 5

          user, AFCOS will attempt to change your level 4 to a level 5 if your

          level 4 passes all the AFCOS edits.

          SSN

          ___

          Enter the soldier's Social Security Account Number (SSN).  SSN is

          nine (9) digits.  No characters and NO special characters.  Dashes

          will automatically appear in there appropriate places.

          If you are not sure what the soldier's SSN is, Press F2.  This will

          immediate take you to the personnel database browse screen.  Once at

          the browse screen, press F10 and choose the name selection to look at

          the database in name sequence.  In the lower left corner of the

          screen is a search pattern field.  Enter as much of the last name as

          you know and press return.  You will immediately move to that name on

          the database.  Find the soldier by using the Pg Up, Pg Dn, and arrow

          keys.  Make note of the SSN and press escape to get back to the input

          screen.

          If the SSN you enter is not present in your personnel database, you

          will be asked if you want to add the soldier.  If you enter YES, the

          personnel input screen will automatically appear.

             WARNING - WARNING -  Be very careful when adding a SSN to the

             personnel database.  If a SSN is not on file it's probably because

             the SSN was entered wrong.  SSN should be triple checked to ensure

             the SSN is correct.  Adding an erroneous SSN to your database will

             guarantee order and payment delays.
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          Name, Grade, UIC

          ________________

          The NAME, GRADE, and UIC will automatically be extracted from the

          personnel database after the SSN is entered.

          Start Date

          __________

          Enter the Start Date of the duty in mm/dd/yy format.  Start date

          can not be older than 30 days from the current date.

          End Date

          ________

          Enter the end date of the duty in mm/dd/yy format.  End date must

          be equal or greater than the start date.  An edit will be

          performed to ensure you do not have overlapping or duplicate

          RFO's.  The edit will also check to ensure you do not have a

          travel and a active duty request with overlapping or duplicate

          dates.

          Type Duty Code     PGM MGR

          ______________     _______

          The Type Duty Code (TDC) describes the type of duty the soldier

          will be performing.  The TDC generates the order format as well

          as the accounting classification.  The TDC just as important as

          the SSN.  Each TDC must have a compatible Program manager Code.

          The Program Manager Code describes the person that is responsible

          for the funds.  It is the person that will be charged for the

          order.

          If you would like to browse the valid type duty codes along with

          the compatible program manager codes, simply press the F9 key.

          The type duty code / program manager validation screen will 

          appear.  Browse the file by using the Pg Up and Pg Dn keys until

          you find the proper codes.  Once you have found the code, press the

          ESC key to return to your input screen.  Enter the TDC code.

          You will not be allowed to make an incompatible selection.  When

          you attempt to move the cursor past the Program Manager field on

          the screen, there is one last check made.  If the TDC and Program

          Manager are not compatible according to the validation tables,

          you will receive an error and you will not be allowed to continue

          until the error has been corrected.
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          EOR

          ___

          The Element of Resource is not used anymore due to the use of

          only one EOR for travel.  Enter a 'C' for the EOR.

          Authority

          _________

          Enter the Type Authority for this Request.  Press RETURN without

          entering a code and you will receive the Authority Code Validation

          table.  Highlight the correct Authority Code and press RETURN.  You

          will be returned to your input screen with your selection pre-entered

          on the screen.

          Dly PD    GTS Fare   Other Tvl Cost

          ______    ________   ______________

          There are several money fields that are used to compute the cost

          of travel.  You should be furnished with a complete table of all

          frequently traveled locations for your site.  Press the F8 key to

          immediately review the list or use the validation selection from

          the main menu to view the rates.  The air fare rates are a best

          case rate.  It is the latest information that was available at

          the time these rates were furnished.  If you know the rate is

          different from the validation table, change the table and enter

          the correct information on the screen.

          All amounts should be entered in whole dollars.  The Daily PD

          Rate is the daily rate the soldier will receive for hotel and

          meals each day.  The total cost will be computed by AFCOS when

          the number of days are computed.  The daily rates for locations

          around the world vary from location to location
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          Rnd Trip Mileage

          ________________

          Enter the number of miles the individual will travel in one round

          trip.

          COLA Loc

          ________

          This identifies the Cost of Living Allowance location code.  Enter

          the COLA location code if you are in HI, PR, GU, AK, or VI.  Enter

          000 if you are not in a OCONUS site.

          Rations Avl

          ___________

          Enter Y if rations are available else enter N if not available.

          Quarters Avl

          ____________

          Enter Y if quarters are available else enter N if not available.

          Distribution

          ____________

          Enter the two character order Distribution Code.  Press return

          without entering a code and the Distribution Validation table will

          automatically appear.  Highlight the correct distribution code and

          press RETURN.  You will immediately be returned to your input screen.

          The Distribution code will automatically be selected from the

          validation table you selected.

          Misc EOR      Misc Amount

          ________      ___________

          This field is used to identify an additional entitlement other   

          than pay, allowances, or travel.  It would normally be used to   

          identify a registration fee where the Element of Resource (EOR)  

          is not 1198, 1199, 1210, 1250, or 21*.                           

          The miscellaneous amount field is used to identify the cost of   

          this additional expense.  If you enter an EOR you must enter an  

          amount.                                                          

                                      2-55

          Event Ref

          _________

          Enter the Event Reference Number if these orders are to be posted to 

          an Event.  Event Reference Numbers can only be used when an event 

          was previously established in AFCOS on the Unisys 5000.  Normally,

          program managers will tell units when they need to enter an Event

          Reference Number.

          Addl 1 - 12

          ___________

          Enter the Additional Instruction Code that identifies the instruction

          you want to place on the order.  Press return without entering a code

          and the Additional Instruction Validation table will automatically

          appear.  Highlight the correct additional instruction code and press

          RETURN.  You will immediately be returned to your input screen.  The

          additional instruction code will automatically be selected from the

          validation table you selected.

          Each time you press RETURN from an additional instruction code field

          you will receive the Additional Instruction Validation Table.  If you

          have entered your last code, press ESC when the validation table

          appears.  This will return you to your input screen and move you to

          the next field on the screen.

          Purpose

          _______

          This is an optional field.  The system will automatically use the

          Type Duty Code description if you leave this field blank.  You

          should not enter a Purpose if the type duty code description

          explains the purpose in enough detail.  For example,  On a TDC

          111 the default purpose will print "Year Around Annual Training".

          If that explains the purpose, do not enter a purpose.

          Report To

          _________

          Enter the location where the soldier is to report.  Use UPPER and

          lower case when entering the location.

          Example -  Bldg 1, DFAS-IN
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          Report Time

          ___________

          Enter the date and time the soldier must report to the duty location.

          You could also add a "Not earlier than" statement.

          Addl 1 Liner  -  Addl 2 Liner

          _____________________________

          Comments entered into this area appear under the additional

          instruction lead line as an additional instruction.  Use upper and

          lower case to enter the instruction remark.

          Comment 1 - 3

          _____________

          The comment area has two meanings.  When requesting orders you 

          would enter any comments that you might think the next higher

          approval level might want to know.  For example --

             Sgt Joe, this request is in reference to our conv this

             morning.  CW5 James is the right person for the job.

             Sgt Joe,  reference the programming job to develop local

             programs for the POTO shop.  This is the guy we need.

             I was told by COL James to make this input.  He said you knew

             about it.

          Another use of the comment area is to enter the reason a request 

          is being disapproved.  Approval Level 7 is defined as a disapproval.

          As soon as you enter Level 7 in the Approval Level field you will

          immediately be moved to the comment area where you should enter the

          reason for the disapproval.  This will normally require you to type

          over and remove any existing notes that were previously entered in

          the comment area.  What appears in the comment area will be printed

          on a Discrepancy Memorandum produced by AFCOS.

    Accepting Your Input

    ====================

    After you have completed entering the last field on the input screen you

    will be prompted to accept your input.  Press A to accept your input, Press

    C to cancel your input screen, or Press R to Retry.  Pressing C will

    disregard your input and R will return to the first field on the screen so

    you can make additional changes.
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                                   Chapter 3

                        Inactive Duty Performance Input

3-1. IDT Performance

     ===============

     IDT performance allows the Unit to enter AFTPs, RMAs, Split Unit   

     Training Assembly (SUTA) before the Drill, SUTA after the Drill, and 

     unit performance (automated DA Form 1379).

     The IDT Performance Input is selection 1 on the AFCOS - RFO/IDT main

     menu.  Next select the IDT Performance Input by entering 2.  Another

     menu will appear giving you the eight IDT selections.

3-2. NON-1379 Input

     ==============

     There are basically four different procedures that should be followed

     in the IDT module.  The four procedures are:  RMA/AFTP, Paying 

     Rescheduled Drills before the unit drill, Certifying and paying

     rescheduled drills after the unit drill, and the DA FM 1379 input.

     The procedures below are a step-by-step process on non-1379 input.

     DA FM 1379 is covered later in this chapter under paragraph

     "DA FM 1379 Input". 

        Procedure #1 below will identify the AFTP and RMA process.  

        ---------------------------------------------------------

        The procedure below will start with the Authorization process

        of a RMA/AFTP.

        STEP  1: Commander plans a RMA/AFTP and identifies the soldiers 

                 that will participate in the RMA/AFTP.

        STEP  2: Authorizations are entered into the RFO/IDT module.  

                 (Selection 1-2-3 RMA, selection 1-2-1 AFTP)

        STEP  3: An Authorization Certificate is produced.  (Selection 1-2-7)

        STEP  4: Commander signs the Authorization Certificate.

        STEP  5: RMA/AFTP is performed.

        STEP  6: Log in a "J" TL.  As soon as you enter the Unit and

                 indicate it is not a 1379, the module will enter the

                 next TL on the screen.  Accept your input.

                 (Selection 1-2-8)
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        STEP  7: Go to the RMA/AFTP input screen and retrieve the

                 Authorization.  Change the "A" to a "C" and then enter the

                 TL number.  Perform this step on all soldiers performing the

                 RMA/AFTP.  Delete any soldiers that did not perform. 

                 (Selection 1-2-3 RMA and selection 1-2-1 AFTP)

        STEP  8: After all RMA/AFTPs have been entered, go back and check your

                 work.  You can do this by either reviewing the RMA/AFTPs

                 on the screen or you can print a TL (selection 1-2-7) and

                 compare the TL with your original attendance roster.

        STEP  9: Close the TL by selecting option 1-2-8 (TL Authorization/

                 Control).  Locate the TL in the browse screen and close the 

                 TL by entering a "Y" in TL Closed field.

                 NOTE: When you close the TL, a Certificate will be produced

                 that must be signed and filed.  Failure to properly retain

                 this certificate could result in a collection action on all

                 soldiers on the TL.

        STEP 10: If you will not be adding additional IDT performance,

                 prepare the performance for upload by selecting option 2

                 (Prepare RFO/IDT for Upload) from the Main Menu.

        STEP 11: Transmit the performance to USPFO, DPI.

        Procedure #2 below will identify the SUTA performance prior to the

        unit drill.  The State has the option to pay soldiers when the soldier

        performs the drill or with the automated DA Form 1379.  

        ------------------------------------------------------------------

        The procedure below will start with the Authorization process

        of the SUTA BEFORE the drill.

        STEP  1: Commander approves the rescheduled drill.

        STEP  2: Authorizations are entered into the RFO/IDT module.  

                 (Selection 1-2-4)

        STEP  3: An Authorization Certificate is produced. 

                 (Selection 1-2-7)

        STEP  4: Commander signs the Authorization Certificate.

        STEP  5: The SUTA is performed. Go to DA Form 1379 Input STEP 4

                 if the soldier is to be paid with the DA Form 1379. 
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        STEP  6: Log in a "J" TL.  As soon as you enter the Unit and

                 indicate it is not a 1379, the module will enter the

                 next TL on the screen.  Accept your input.

                 (Selection 1-2-8)

        STEP  7: Go to the Rescheduled Training before the drill input

                 screen and retrieve the Authorization.  Change the "A"

                 to a "C" and then enter the TL.  Perform this step on all

                 soldiers performing the rescheduled drill.  Delete any

                 soldiers that did not perform.  (Selection 1-2-4)

        STEP  8: After all SUTAs have been entered, go back and check

                 your work.  You can do this by either reviewing

                 the performance on the screen or you can print a TL

                 (selection 1-2-7) and compare the TL with your original 

                 attendance roster.

        STEP  9: Close the TL by selecting option 1-2-8 (TL Authorization/

                 Control).  Locate the TL in the browse screen and close the 

                 TL by entering a "Y" in TL Closed field.

                 NOTE: When you close the TL, a Certificate will be produced

                 that must be signed and filed.  Failure to properly retain

                 this certificate could result in a collection action on all

                 soldiers on the TL.

        STEP 10: If you will not be adding additional IDT performance,

                 prepare the performance for upload by selecting option 2

                 (Prepare RFO/IDT for Upload) from the Main Menu.

        STEP 11: Transmit the performance to USPFO, DPI.

        Procedure #3 below will identify the certification process of the

        SUTA after the unit drill. 

        -----------------------------------------------------------------

        The following STEPS assume the soldiers were coded "K" on the

        original DA FM 1379.

        STEP  1: SUTA is scheduled, but may or may not have been performed .

        STEP  2: Log in a "J" TL.  As soon as you enter the Unit and

                 indicate it is not a 1379, the module will enter the

                 next TL on the screen.  Accept your input. 

                 (Selection 1-2-8)
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        STEP  3: Go to the Rescheduled Training AFTER the drill input screen

                 and retrieve the Authorization.  Change the "A" to a "C" and

                 then enter the TL.  Enter the date of performance and 

                 attendance code.  Perform this step on all soldiers

                 performing the SUTA or soldiers who will not perform.

                (Selection 1-2-2)

        STEP  4: After all rescheduled drills have been entered, go back

                 and check your work.  You can do this by either reviewing

                 the performance on the screen or you can print a TL

                 (selection 1-2-7) and compare the TL with your original 

                 attendance roster.

        STEP  5: Close the TL by selecting option 1-2-8 (TL Authorization/

                 Control).  Locate the TL in the browse screen and close the 

                 TL by entering a "Y" in TL Closed field.

                 NOTE: When you close the TL, a Certificate will be produced

                 that must be signed and filed.  Failure to properly retain

                 this certificate could result in a collection action on all

                 soldiers on the TL.

        STEP  6: If you will not be adding additional IDT performance,

                 prepare the performance for upload by selecting option 2

                 (Prepare RFO/IDT for Upload) from the Main Menu.

        STEP  7: Transmit the performance to USPFO, DPI.
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3-3. AFTP Performance

     ================

     Selecting this option will allow the suspension, authorization, or    

     certification of Additional Training Assembly Code 31 (AFTP).  The IDT

     module does not edit for incentive codes so input of a non-aviator for

     an AFTP is possible.  However, submission of an AFTP for a non-aviator

     will not pass the edits at the USPFO and will be rejected.  Up to six

     AFTPs can be placed on one input screen for each soldier.  

                AFTP Performance Input TIN B10 Input Screen

   ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

   ³                  AFTP Performance Input TIN B10                        ³

   ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

   ³              Susp/Auth/Cert          Date Entered                      ³

   ³                     þ                  þþþþþþþþ                        ³

   ³      TL                                               Pay     PAS      ³

   ³    Number      SSN              Name                 Grade  SID UPC    ³

   ³    þþþþþ   þþþþþþþþþþþ  þþþþþþþþþþþþþþþþþþþþþþþþþþþ  þþþþ   þþ-þþþþþ   ³

   ³                                                                        ³

   ³                                                                        ³

   ³           Date AFTP Performed .: þþþþþþþþ    Period ..: þ              ³

   ³           Date AFTP Performed .: þþþþþþþþ    Period ..: þ              ³

   ³           Date AFTP Performed .: þþþþþþþþ    Period ..: þ              ³

   ³           Date AFTP Performed .: þþþþþþþþ    Period ..: þ              ³

   ³           Date AFTP Performed .: þþþþþþþþ    Period ..: þ              ³

   ³           Date AFTP Performed .: þþþþþþþþ    Period ..: þ              ³

   ³                                                                        ³

   ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                Figure 3-1

          S/A/C

          -----

          Values are S = Suspense, A = Authorization, and C = Certification.

          Use an 'S' to create a record for the anticipated performance of

          an IDT period.  Use an 'A' when the commander has authorized the

          performance of an IDT period.  Use a 'C' when the IDT period has

          been performed.  Certifying IDT performance will create a pay

          transaction when the TL Number is closed.
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          TL Number

          ---------

          Enter the TL number assigned to the authorization document.  TLs

          for AFTPs must begin with a 'J'.  The next character is the last

          digit of the CY.  The last three characters is the sequence number.

          Before using a TL it must be logged into the automated TL log.

          Also, once a TL has been closed, you can longer add to the TL.

          SSN

          ---

          Enter the SSN of the soldier performing the AFTP.  The system

          will enter NAME, PAY GRADE, and UPC directly on the input screen.

          If the SSN is not in the Personnel File List, a screen will

          appear allowing the soldier to be added.  Be very careful when 

          entering a SSN that is not in the Personnel Master List.  A SSN 

          that is not in the Personnel Master List will most likely not be 

          in the Pay System.  A SSN that is not in the Pay System cannot be 

          paid and will reject at the USPFO.

          If you are not sure what the SSN of the soldier is, leave the SSN

          blank and press ENTER.  This will automatically take you to the 

          Personnel Master List where you can browse the list by Name until

          you find the soldier.  Once found, simply press ENTER.  The SSN 

          will be selected and entered on your AFTP input screen.  Another

          way to select the SSN is by pressing the Hot-Key 'F2' to access

          the Personnel File List.

          AFTP Date

          ---------

          Enter the period of the AFTP.  An AFTP cannot be submitted for

          pay on the same day as the duty was performed.  The date format

          is mm/dd/yy.
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          Period

          ------

          Enter the period of the AFTP.

          1 = Morning

          2 = Afternoon

          A soldier can never be paid for more than two periods in one day.

          If the IDT performance began in the afternoon and ended in the

          evening, the earliest period would be coded '1' even though '1' is

          normally associated with "Morning".

          NOTE:  Up to six AFTPs can be placed on one screen per soldier.

3-4. Rescheduled Performance After the Drill

     =======================================

     Selection of this option will allow the suspension, authorization, or

     certification of IDT performance after the scheduled drill.  In the

     process of reporting attendance for a unit drill,  all attendance

     code 'K's are captured and placed in suspense.  When a soldier performs

     the rescheduled drill (Attendance code "K"), use this screen to pull

     the rescheduled drill from suspense and report the proper attendance

     code in the field provided.

       After the Drill Rescheduled Training Input TIN B11 Input Screen

   ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

   ³        After the Drill Rescheduled Performance Input TIN B11           ³

   ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

   ³           Susp/Auth/Cert     Date Entered     1379 TL Nr               ³

   ³                  þ             þþþþþþþþ         þþþþþ                  ³

   ³                                                                        ³

   ³    TL                                                 Pay      PAS     ³

   ³  Number      SSN               Name                  Grade   SID UPC   ³

   ³  þþþþþ   þþþþþþþþþþþ    þþþþþþþþþþþþþþþþþþþþþþþþþþþ  þþþþ    þþ-þþþþþ  ³

   ³                                                                        ³

   ³                                                                        ³

   ³  Unit Assembly þþþþþþþþ    Period of Unit Assembly þ     Reported þ    ³

   ³     Date                      being Rescheduled          Atd Code      ³

   ³                                                                        ³

   ³                                                                        ³

   ³ Date Performed þþþþþþþþ           Period Performed þ     Atd Code þ    ³

   ³                                                                        ³

   ³                                                                        ³

   ³    Remark : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ         ³

   ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                  Figure 3-2
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          NOTE:  Inserts/Adds are not allowed on this screen.  A soldier

          cannot perform a SUTA if the soldier was not originally authorized

          split-training on the automated DA Form 1379.  If a soldier was

          suppose to be authorized to reschedule the training, but instead

          was coded absent, you must contact SIDPERS to correct the

          attendance code.  Then manually prepare a TL for Military Pay

          to document the change in attendance codes for any pay due.

          S/A/C

          -----

          Values are S = Suspense, A = Authorization, and C =  Certification.

          Use an 'S' to create a record for the anticipated performance of

          an IDT period.  The DA Form 1379 creates the authorization when

          the DA Form 1379 is transmitted. Use a 'C' when the IDT period has

          been performed.  Certifying IDT performance will create a pay

          transaction when the TL Number is closed.

          TL Number

          ---------

          Enter the TL number assigned to the authorization document.  TLs

          for SUTAs must begin with a 'J'.  The next character is the last

          digit of the CY.  The last three characters is the sequence number.

          Before using a TL it must be logged into the automated TL log.

          Also, once a TL has been closed, you can longer add to the TL.

          SSN, Name, Grade, SID, UPC, Unit Assembly, and Period of Unit Assembly

          ----------------------------------------------------------------------

          These fields are automatically entered based on the information

          contained in the Personnal Master List.

          Date of Performance

          -------------------

          Enter the date the soldier performed the SUTA.  If the soldier

          did not perform the duty, the date performed will be the original

          drill dates.  If the attendance code is 'W' (SUTA), the date

          may be prior to, equal to, or greater than the unit drill date. 

          If the attendance code is 'Y' (ET), the date must be equal to

          or greater than the unit IDT date.  The date format is mm/dd/yy.
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          Period Performed

          ----------------

          Enter the period of the drill (1 = Morning 2 = Afternoon)

          A soldier can never be paid for more than two periods in one day

          regardless of the type of IDT performed.  If the IDT performance

          began in the afternoon and ended in the evening, the earliest

          period would be coded '1' even though '1' is normally associated

          with "Morning".

          Attendance code

          ---------------

          Enter the attendance code for the SUTA.  Enter 'W' for SUTA

          performance or 'Y' for ET performance. If the unit commander

          certifies that the soldier did not perform the duty, change the

          attendance code to 'A' (absent leave) or 'U' (unsatisfactory

          participation) and enter the original drill dates in the date

          performed. 

3-5  RMA/ATA Performance

     ===================

     Selecting this option will allow the suspension, authorization, or

     certification of Additional Training Assemblies (ATA) or Readiness

     Management Assemblies (RMA).  Valid codes are 41, 42, 51, 61, 71, 81

     82, and 91.

                RMA Performance Input TIN B11 Input Screen

   ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

   ³                    RMA Performance Input TIN B11                       ³

   ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

   ³                Susp/Auth/Cert         Date Entered                     ³

   ³                     þ                   þþþþþþþþ                       ³

   ³    TL                                                 Pay      PAS     ³

   ³  Number      SSN               Name                  Grade   SID UPC   ³

   ³  þþþþþ   þþþþþþþþþþþ   þþþþþþþþþþþþþþþþþþþþþþþþþþþ   þþþþ    þþ-þþþþþ  ³

   ³                                                                        ³

   ³                                                                        ³

   ³                     Period ..............: þ                           ³

   ³                     Type RMA/ATA ........: þþ                          ³

   ³                     Date RMA Performed ..: þþþþþþþþ                    ³

   ³                                                                        ³

   ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                  Figure 3-3
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          S/A/C

          -----

          Values are S = Suspense, A = Authorization, and C = Certification.

          Use an 'S' to create a record for the anticipated performance of

          an IDT period.  Use an 'A' when the commander has authorized

          the performance of an IDT period.  Use a 'C' when the IDT period

          has been performed.  Certifying IDT performance will create a pay

          transaction when the TL Number is closed.

          TL Number

          ---------

          Enter the TL number assigned to the authorization document.  TLs

          for RMAs/ATAs must begin with a 'J'.  The next character is the last

          digit of the CY.  The last three characters is the sequence number.

          Before using a TL it must be logged into the automated TL log.

          Also, once a TL has been closed, you can longer add to the TL.

          SSN

          ---

          Enter the SSN of the soldier performing the ATA/RMA.  The system

          will enter the NAME, PAY GRADE, and UPC.

          To access the Military Personnel List, press ENTER.  Scroll to

          the soldier's ssn and hit ENTER.  The system will enter the SSN,

          NAME, PAY GRADE, and UPC.  Another way to access the Military

          Personnel List is to press 'F2' which will also allow scrolling to

          a soldier's SSN. 

          If the SSN is not in the Personnel File List, a screen will

          appear allowing the soldier to be added.  Be very careful when 

          entering a SSN that is not in the Personnel Master List.  A SSN 

          that is not in the Personnel Master List will most likely not be 

          in the Pay System.  A SSN that is not in the Pay System cannot be 

          paid and will reject at the USPFO.
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          Period

          ------

          Enter the period of the RMA/ATA.

          1 = Morning,  2 = Afternoon

          A soldier can never be paid for more than two periods in one day 

          regardless of the type of IDT performed.  If the IDT performance 

          began in the afternoon and ended in the evening, the earliest

          period would be coded '1' eventhough '1' is normally used for

          "Morning". 

          Type RMA/ATA

          ------------

          Enter the Additional Training Assembly (ATA) or Readiness

          Management Assembly (RMA) code.  Authorized codes are:

              41 - Additional Unit Training Assembly

              42 - Unit Training Assembly for Jump Proficiency

              51 - Junior Leader/Civil Disturbance Leadership Training

              61 - Nuclear Weapons Surety/Readiness Proficiency

              71 - RMA - Training Support

              81 - AUTA (Entire Unit) - Other Supplemental IDT

              82 - Mobile Conduct of Fire Training (MCOFT)

              91 - RMA - Management Support

          Date of RMA/ATA

          ---------------

          Enter the date of performance.  IDT performance cannot be

          submitted on the same day it is performed and only one RMA can be

          performed in one day.  The date format is mm/dd/yy.

3-6. Rescheduled Performance Before the Drill

     ========================================

     Selecting this option will allow the suspension, authorization, or

     certification of IDT performance before the drill.  The unit drill

     must be in the drill calendar before performance can be suspended,

     authorized, or certified.  

     NOTE: The State has the option to pay the soldier after duty is

     performed or with the DA Form 1379
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      Before the Drill Rescheduled Performance Input TIN B11 Input Screen

   ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

   ³       Before the Drill Rescheduled Performance Input TIN B11           ³

   ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

   ³                Susp/Auth/Cert         Date Entered                     ³

   ³                       þ                 þþþþþþþþ                       ³

   ³                                                                        ³

   ³    TL                                                 Pay      PAS     ³

   ³  Number      SSN               Name                  Grade   SID UPC   ³

   ³  þþþþþ   þþþþþþþþþþþ    þþþþþþþþþþþþþþþþþþþþþþþþþþþ  þþþþ    þþ-þþþþþ  ³

   ³                                                                        ³

   ³                                                                        ³

   ³  Drill Type þþ    Unit Assembly þþþþþþþþ    Period of Unit Assembly þ  ³

   ³                      Date                      being Rescheduled       ³

   ³                                                                        ³

   ³                                                                        ³

   ³         Date Performed þþþþþþþþ           Period Performed þ           ³

   ³                                                                        ³

   ³                                                                        ³

   ³    Remark : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ         ³

   ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                 Figure 3-4

          S/A/C

          -----

          Values are S = Suspense, A = Authorization, and C =  Certification.

          Use an 'S' to create a record for the anticipated performance of an

          IDT period.  Use an 'A' when the commander has authorized the

          performance of an IDT period.  Use a 'C' when the IDT period has

          been performed.  Certifying IDT performance will create a pay

          transaction when the TL Number is closed.

          TL Number

          ---------

          Enter the TL number assigned to the authorization document.  TLs

          for SUTAs must begin with a 'J'.  The next character is the last

          digit of the CY.  The last three characters is the sequence number.

          Before using a TL it must be logged into the automated TL log.

          Also, once a TL has been closed, you can longer add to the TL.
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          SSN

          ---

          Enter the SSN of the soldier performing the SUTA.  The system

          will enter the NAME, PAY GRADE, and UPC. 

          To access the Military Personnel List, press ENTER.  Scroll to

          the soldier's ssn and hit ENTER.  The system will enter the SSN,

          NAME, PAY GRADE, and UPC.  Another way to access the Military

          Personnel List is to press 'F2' which will also allow you to

          scroll to a soldier's SSN for input. 

          If the SSN is not in the Personnel File List, a screen will

          appear allowing the soldier to be added.  Be very careful when 

          entering a SSN that is not in the Personnel Master List.  A SSN 

          that is not in the Personnel Master List will most likely not be 

          in the Pay System.  A SSN that is not in the Pay System cannot be 

          paid and will reject at the USPFO.

          Drill Type

          ----------

          Drill Type should be '11'.  Drill Type '11' is UTA/MUTA/SUTA.

          Unit Assembly Date

          ------------------

          Enter the date of the scheduled unit drill that the SUTA is for.  

          The Unit Assembly Date must be in the unit's drill calendar before

          SUTA before the drill can occur.  The date format is mm/dd/yy.  

          Period of Duty Being Split-trained

          ----------------------------------

          Enter the period of the drill.

          1 = Morning

          2 = Afternoon

          A soldier can never be paid for more than two periods in one day

          regardless of the type of IDT performed.  If the IDT performance

          began in the afternoon and ended in the evening, the earliest

          period would be coded '1'.

                                      3-13

          Date Performed

          --------------

          Enter the date of the SUTA performance.  Date must be less than

          the unit drill.  The date format is mm/dd/yy.

          Period Performed

          ----------------

          Enter the period of the drill.

          1 = Morning

          2 = Afternoon

          A soldier can never be paid for more than two periods in one day

          regardless of the type of IDT performed.  If the IDT performance

          began in the afternoon and ended in the evening, the earliest

          period would be coded '1'.

3-7  Unit Performance

     ================

     Selecting this menu option will open another menu containing five 

     selections.  Those selections are: DA Form 1379 Input, Unit Remarks,

     Unit Drill Calendar, Load DA Form 1379, and Destroy a DA Form 1379.

     Each of these selections are explained below.

     Selecting this option will allow the input of attendance codes to a DA

     Form 1379, the input of reverse side entry remarks, or the creation of

     the unit's drill calendar, the creation and deletion of a DA Form 1379. 

3-14 DA 1379 Input

     =============

     Selecting this option will allow the input of attendance codes to an  

     automated DA Form 1379 or creation of a "No UTA" DA Form 1379.

     The following steps describe the process:

        STEP 1: Before processing can begin you must assign the unit 

                performance a TL.  Select option 1-2-8 from the main menu.

                Enter the required information for a Unit Assembly "K" TL.

                NOTE:  This step assumes you have previously loaded the 

                unit calendar.

        STEP 2: Load the personnel data by selecting 1-2-5-4 from the Main

                Menu.  When you select this option a different view of the

                unit calendar will appear.  Choose each UTA you want loaded.

                If a "NO UTA" DA Form 1379, go to STEP 6 after STEP 3.
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        STEP 3: Create your Unit Attendance Roster by selecting option

                1-2-7 (Create TL Report) from the Main Menu.  After the 

                roster is created, you will have the opportunity to send the

                roster to your printer.

        STEP 4: Record your attendance by selecting options 1-2-5-1 from the

                Main Menu.  Input screen is described below.

        STEP 5: After all attendance codes have been entered, go back and 

                check your work.  You can do this by either reviewing the 

                codes on the screen or you can print another attendance work

                copy to compare with the  original attendance roster.

        STEP 6: Close the TL by selecting option 1-2-8 (TL Authorization/

                Control).  Locate the TL in the browse screen and close the 

                TL by entering a "Y" in TL Closed field.

        STEP 7: Prepare the performance for upload by selecting option 2

                (Prepare RFO/IDT for Upload) from the Main Menu.

        STEP 8: Transmit the DA Form 1379 to USPFO, DPI.

              Unit Assembly Performance Input TIN B11 Input Screen

  ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

  ³                          Unit Assembly Input                            ³

  ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

  ³    TL                                                 Pay       PAS     ³

  ³  Number      SSN                Name                 Grade    SID  UPC  ³

  ³  þþþþþ   þþþþþþþþþþþ   þþþþþþþþþþþþþþþþþþþþþþþþþþþ   þþþþ     þþ  þþþþþ ³

  ³                                                                         ³

  ³                    Unit Assembly Date .: þþþþþþþþ                       ³

  ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÂÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

  ³     Period 1 (Morning)            ³       Period 2 (Afternoon)          ³

  ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÅÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

  ³     Type Assembly .: þþ           ³       Type Assembly .: þþ           ³

  ³     Atd Code ......: þ            ³       Atd Code ......: þ            ³

  ³                                   ³                                     ³

  ³     -- Rescheduled --             ³       -- Rescheduled --             ³

  ³     Period ........: þ            ³       Period ........: þ            ³

  ³     Date ..........: þþþþþþþþ     ³       Date ..........: þþþþþþþþ     ³

  ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÁÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

  ³        Remark: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ       ³

  ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                  Figure 3-5
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          TL Number

          ---------

          TL Number is entered on the screen.  This is the TL that was used

          when you loaded the automated DA Form 1379. 

          SSN

          ---

          SSN is entered on the screen.  If the SSN was in the Personnel

          Master List when the unit Assembly was prepared, it will appear 

          on this form.

          Drill Date

          ----------

          Drill Date is entered on the screen.  This was the date that was

          loaded in the calendar and then subsequently loaded.

          Type Drill

          ----------

          Type Drill is entered on the screen.  This was the type drill

          that was loaded in the calendar and then subsequently loaded.

          Attendance Code

          ---------------

          Enter the Attendance code from the work-copy of the DA Fm 1379.  

          Authorized attendance codes are:

          CODE     DESCRIPTION

           A       Excused Absence

           B       Attached to Another Unit

           C       Constructive Attendance

           E       RST Before the Unit's Drill

           H       Hospitalized/Incapacitated in Line of Duty

           K       Absence Authorized to Perform RST

           M       Under Arrest by Civil Authorities

           N       Present for Retirement Points Only

           P       Present

           S       Equivalent Training

           T       On Initial Active duty Training

           U       Unexcused Absence or Unsatisfactory Performance

           X       Not Assigned nor Attached to the Unit/ ING
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          Rescheduled Period

          ------------------

          You will only be allowed to enter this field if the attendance 

          code is "E".  Enter the period of duty the soldier performed the

          rescheduled drill for the period being rescheduled.  For example,

          the morning assembly on 30 June 96 could be rescheduled for the

          afternoon.

           CODE     DESCRIPTION 

            1       Morning     

            2       Afternoon   

          Rescheduled Date

          ----------------

          Enter the date of performance of the SUTA.  The date must be prior

          to or on the day of the unit's scheduled assembly.  Certification

          of performance has been received before the automated DA Form 1379

          is signed.

          REPEAT THE ABOVE INPUT FOR THE SECOND PERIOD.

     NOTE: Soldiers separated during the inclusive dates of the current

     DA Form 1379 must be accounted for on the DA Form 1379.  Add the

     soldier to the DA Form 1379 and code him/her  with an attendance

     code of 'X'.  Place a remark on the DA Form 1379 IAW NGR(AR) 680-1

     Appendix E. 

3-9  Unit Remarks

     ============

     Selection of this option will allow 16 lines of input for the unit    

     administrative remarks.  These lines will appear at the end of the 

     form.  See NGR (AR) 680-1 Appendix L.    
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                          Unit Remarks Input Screen

  ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

  ³                 Unit Remarks to appear on the Final 1379                 ³

  ³                                                                          ³

  ³                      UPC .: þþþþþ     YYMM.: þþþþ                        ³

  ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

  ³ þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ ³

  ³ þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ ³

  ³ þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ ³

  ³ þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ ³

  ³ þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ ³

  ³ þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ ³

  ³ þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ ³

  ³ þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ ³

  ³ þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ ³

  ³ þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ ³

  ³ þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ ³

  ³ þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ ³

  ³ þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ ³

  ³ þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ ³

  ³ þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ ³

  ³ þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ ³

  ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                 Figure 3-6

          UPC

          ---

          Enter the UPC of the automated DA Form 1379 you want these remarks

          to appear on. 

          YYMM

          ----

          Enter the YYMM of the automated DA Form 1379 you want these remarks

          to appear on.

          Remark

          ------

          Enter up to 16 lines of text which will appear at the end of the

          automated DA Form 1379.

                                      3-18

3-10 Unit Drill Calendar

     ===================

     Selecting this option will allow the input of the unit's drill        

     calendar.  The unit's drill date must be entered before a DA Form 1379 

     is created or Rescheduled Training before the drill can occur.        

                       Unit Drill Calendar Input Screen

                  ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

                  ³          Unit Drill Calendar             ³

                  ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

                  ³                                          ³

                  ³      UPC        Date of Unit Assembly    ³

                  ³     þþþþþ             þþþþþþþþ           ³

                  ³                                          ³

                  ³   Period 1 (Y,N) ................: þ     ³

                  ³   Type of Assembly for Period 1 .: þþ    ³

                  ³                                          ³

                  ³   Period 2 (Y,N) ................: þ     ³

                  ³   Type of Assembly for Period 2 .: þþ    ³

                  ³                                          ³

                  ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                 Figure 3-7

          UPC

          ---

          Enter the Unit Processing Code (UPC) 

          Drill Date

          ----------

          Enter the date of the scheduled unit assembly.  The date format  

          is mm/dd/yy.                                                     

          NOTE:  If you are creating a "NO UTA" for a month, the 'Date of

          Unit Assembly' will be the first (1) of the month.  Enter 'Y' for 

          Period 1.  In 'Type of Assembly for Period 1' enter 'ND' (No Drill).

          For Period 2 enter 'N' and then accept the input.  The inclusive

          dates for a "No UTA" is the first day after the final drill of the

          previous month through the 15th of the current month.
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          Period 1

          --------

          Enter whether duty will be performed this period.  The valid codes

          are: 

          CODE      DESCRIPTION

           Y        The unit will be performing a drill this period

           N        The unit will not be performing a drill this period

          Type of Assembly Period 1

          -------------------------

          Enter the type of assembly the unit will be performing.  The 

          valid codes are:

          DRILL TYPE         CODE

              11              Unit Training Assembly 

              41              Additional Unit Training Assembly (AUTA) 

              42              Unit Training Assembly for Jump Proficiency 

              81              AUTA (Entire Unit) - Other Supplemental IDT

          NOTE: A MUTA-5 WOULD HAVE PERIOD 1 = 'N' and PERIOD 2 = 'Y'  

          REPEAT THE ABOVE FOR PERIOD TWO.

3-11. Load a Drill  

      ============

      This selection will allow you to load the drill dates for the creation

      of an automated DA Form 1379.  Scroll to the date you wish to load and

      press ENTER.  Once the screen below appears complete the 'Load this

      Date' field and 'TL Number' field.

                  ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

                  ³       Load a Drill Date for Input        ³

                  ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

                  ³                                          ³

                  ³      UPC     Date of Unit Assembly       ³

                  ³     þþþþþ          þþþþþþþþ              ³

                  ³                                          ³

                  ³   Period 1 (Y,N) ................: þ     ³

                  ³   Type of Assembly for Period 1 .: þþ    ³

                  ³                                          ³

                  ³   Period 2 (Y,N) ................: þ     ³

                  ³   Type of Assembly for Period 2 .: þþ    ³

                  ³                                          ³

                  ³   Load this Date (Y,N) ..........: þ     ³

                  ³   Transmittal Number ............: þþþþþ ³

                  ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                 Figure 3-8
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          Load This Date

          --------------

          Enter a 'Y' or 'N'.  Enter 'Y' if this is the date of the

          scheduled drill you are preparing an automated DA Form 1379 for. 

          TL Number

          ---------

          Enter the TL number you assigned for this automated DA Form 1379.

          The TL must begin with a 'K'.

3-12. Destroy a 1379             

      ==============

     Selecting this option will allow a DA Form 1379 to be destroyed.  If a

     DA Form 1379 was erroneously created, destroy the DA Form 1379 and    

     produce another DA Form 1379 using the same TL number.  You will be   

     given the option to delete a single UPC DA Form 1379 or ALL DA Form   

     1379s.                                                                

3.12 Send Message to the MPS

     =======================

     Selecting this option will allow the unit to enter a message/question 

     and then have that message forwarded to the USPFO, Military Pay Section.

     Use this option to make pay and pay-related inquiries.  The response from

     the MPS will be in the form of a memorandum that will be received along

     with the unit orders when they are downloaded.
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               Remarks from the Unit to the MPS Input Screen 

   ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

   ³                 Remarks from the Unit to the MPS                       ³

   ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

   ³                Susp/Auth/Cert        Date Entered                      ³

   ³                      þ                 þþþþþþþþ                        ³

   ³      TL                                               Pay     PAS      ³

   ³    Number      SSN              Name                 Grade  SID UPC    ³

   ³    þþþþþ   þþþþþþþþþþþ  þþþþþþþþþþþþþþþþþþþþþþþþþþþ  þþþþ   þþ-þþþþþ   ³

   ³                                                                        ³

   ³                                                                        ³

   ³                        Message for the MPS                             ³

   ³                                                                        ³

   ³          þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ            ³

   ³          þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ            ³

   ³          þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ            ³

   ³          þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ            ³

   ³          þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ            ³

   ³                                                                        ³

   ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                               Figure 3-8

          S/A/C

          -----

          Values are S = Suspense, A = Authorization, and C = Certification. 

          Use an 'S' to create a message that you will send to Military Pay

          later.  Do not use an 'A' when creating a message. Use a 'C' when

          the message is ready to be sent to Military Pay. 

          TL Number

          ---------

          Enter the TL number assigned to the message.  TL for messages

          must begin with a 'J'.

          Before using a TL it must be logged into the automated TL log.   

          Also, once a TL has been closed, you can longer add to the TL.   

          SSN

          ---

          Enter the soldier's SSN or enter your own if the message does not 

          relate to a particular SM.  The system will enter the NAME, PAY    

          GRADE, and UPC.

          If the SSN is not in the Personnel File List, a screen will

          appear to allowing you to update the Personnel File List.

          To select an SSN from the Military Personnel List, press 'F2'.

          Scroll to the soldier and press ENTER.  The system will enter the

          SSN, NAME, PAY GRADE, and UPC.
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          Message for the MPS

          -------------------

          Enter any pay related question or comment that you want directed

          at the Military Pay Section.  Up to 5 lines can be used.

3-14 Create TL Report   

     ===================

     Selecting this option will allow the creation of a work-copy of the DA

     Form 1379 and a listing of outstanding pay transactions. Use the      

     listings to authorize and certify pay transactions. 

     The listings can be printed, transferred to disk, or displayed on the 

     screen.

                     IDT TL Report Options Input screen

          ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

          ³                IDT TL Report Options                     ³

          ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

          ³                                                          ³

          ³   Report Type .................................: þþ      ³

          ³                                                          ³

          ³          Reports --------------                          ³

          ³                                                          ³

          ³          Unit Work Report .: 02                          ³

          ³          Authorization ....: 03 (Regardless of TL)       ³

          ³          Suspense .........: 04 (Regardless of TL)       ³

          ³          All Transactions    05 (Regardless of TL)       ³

          ³          1379 Authorizations 06 (TL Required)            ³

          ³   TL Number ...................................: þþþþþ   ³

          ³                                                          ³

          ³   UPC .........................................: þþþþþ   ³

          ³                                                          ³

          ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                   Figure 3-9
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          Report Type

          -----------

          Enter the number for the Report Type requested.  Valid numbers   

          are:  

         CODE    DESCRIPTION                                              

          02      Work Copy of the DA Form 1379                            

          03      Listing of IDT Periods that are Authorized.

          04      Listing of IDT Periods that are Suspended.

          05      Listing of all IDT Periods Outstanding

          06      Listing of all SUTAs after the Drill

          Use codes 03, 04, and 05 to manage your unit's IDT performance.  

          Use code 03 to authorize IDT performance.  Once the authorized   

          periods are certified as performed, assign a TL number and input 

          certification for pay.  Use code 4 as a list of suspended IDT    

          periods to schedule performance.  Use code 5 to view all         

          transactions that are in the system.  Printing code 5 will allow 

          you to see if any IDT performance has been certified but not     

          sent,or if any IDT performance has been authorized but not       

          performed.  Use Code 6 to print authorization certificates for

          soldiers who will perform an RST after the drill and the TL of the

          DA Form 1379 is open. 

          TL Number

          ---------

          Enter the TL Number of the DA Form 1379.  The TL Number should   

          begin with a 'K'.                                                

          UPC to List

          -----------

          Enter the Unit Processing Code (UPC) of the unit that you are

          requesting the work copy for.                                    
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3-15 TL Authorization/Control   

     ===========================

     Selecting this option allows units to add, delete, or edit TL Numbers.

     A TL must be created before loading a DA Form 1379 or certifying IDT  

     performance. 

                        IDT TL Control Log Input Screen  

            ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

            ³                IDT TL Control Log                   ³

            ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

            ³    UPC .......................: þþþþþ               ³

            ³    Date TL Logged in .........: þþþþþþþþ            ³

            ³                                                     ³

            ³    Is this a 1379? ...........: þ                   ³

            ³       YYMM ...................: þþþþ                ³

            ³       Final ..................: þ                   ³

            ³       Addl Tls to include ....: þþþþþ   þþþþþ       ³

            ³                               : þþþþþ   þþþþþ       ³

            ³       Inclusive Dates ........: þþþþþþþþ  þþþþþþþþ  ³

            |                                                     |

            |    Certification Signature....:                     |

            ³    TL Number .................: þþþþþ               ³

            ³    TL Closed (Y,N) ...........: þ                   ³

            ³    Signed and Filed (Y,N) ....: þ                   ³

            ³    Date Authorization Signed .: þþþþþþþþ            ³

            ³    Date TL Released to USPFO .: þþþþþþþþ            ³

            ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                   Figure 3-10

          UPC

          ---

          Enter the Unit Processing Code (UPC). 
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          TL Date

          -------

          Enter the date of the TL.  The system will default to the current

          date. The date format is mm/dd/yy. 

          Is this a DA Form 1379

          ----------------------

          Enter a 'Y' or 'N'.  Use a 'Y' if the unit's DA Form 1379 is     

          being created for an IDT assembly.  Use a 'N' if the TL is for   

          IDT performance other than a scheduled drill.                    

          YYMM

          ----

          Enter the year and month of the scheduled drill.  The format is  

          YYMM.                                                            

          Final 1379

          ----------

          Enter a 'Y' or 'N'.  Use a 'Y' if the unit will not be performing

          another unit drill this month.  A 'Y' will cause remarks to be   

          printed on the DA Form 1379.  Use a 'N' if the unit will perform 

          another unit drill this month.  Printing a copy of the DA Form   

          1379 for SIDPERS will not be necessary if a 'N' is used.  Use a  

          'N' to create pay transactions only.                             

          Additional TLs to Include 

          --------------------------

          Enter the TL number of the previous drill this month.  This      

          option allows the system to capture drill information from a     

          previous drill this month.  If the unit is only drilling once    

          this month or no additional TLs are to be added, hit ENTER.      

          Inclusive Date - Start

          ----------------------

          Enter the day after the last unit drill performed that a DA Form 

          1379 was produced for SIDPERS.  This date will be used to create 

          remarks for the DA Form 1379 of IDT performance from the last    

          unit drill.                                                      
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          Inclusive Date - End

          --------------------

          Enter the date of the last day of drill for this month.  NGR(AR) 

          680-1 states accountability ends 2400 of the day on which the    

          last scheduled UTA of the current month is performed.            

          Certification Signature

          -----------------------

          Displays the name that will print on the DA Form 1379.  The

          name can be changed to the individual signing the DA Form 1379. 

          TL Number

          ---------

          If you are inserting a new TL, the next unused TL number will 

          appear for that unit.  TLs for RMAs, AFTPs, and Rescheduled

          drills must begin with a 'J' and Unit 1379 performance must start

          with a 'K'.

          Before using a TL it must be logged into the automated TL log.   

          Also, once a TL has been closed, you can longer add to the TL.   

          TL Closed

          ---------

          Enter a 'Y' or 'N'.  Use a 'Y' to close the TL and no additional 

          input can be done.  A TL must be closed before it is transmitted 

          to USPFO, DPI.  Use a 'N' to keep the TL open so transactions can

          be input against the TL.                                         

          TL Signed

          ---------

          Enter a 'Y' or a 'N'.  Use a 'Y' when the documentation of IDT   

          performance has been certified as completed.  Use a 'N' if the   

          documentation of IDT performance has not been certified as       

          completed.                                                       

          Date Signed

          -----------

          Enter the date the authorization document was signed.  If there  

          is not an authorization document, use the date that performance  

          was certified.  The date format is mm/dd/yy.                     
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                                   Chapter 4

                            Prepare RFO's for Upload

4-1. Prepare RFOs and IDT Performance for Upload

     ===========================================

     This module creates the file that will be uploaded to the UNISYS 5000

     at the United States Property and Fiscal Office. All RFO/IDT performance

     will be placed in a ASCII text file.  The file name generated will be

     your Unit Identification Code (UIC) with file extension .txt.  All of

     your RFOs/IDT performance files will be emptied at the completion of this

     process.  There is an edit to determine if your last Upload file is still

     present.  If the export modules finds your last Upload file, you will be

     asked if it had been previously sent to the next higher command.  If

     your answer is "Y", your last Upload file will be overwritten.  If your

     answer is "N", your last Upload file will be appended to the new file.

     You should export RFOs/IDT performance and send them to the UNISYS 5000.

     If the export has IDT performance, the IDT performance will be sent to

     the Military Pay Section for transmission to DFAS-DE.  If the export has

     RFOs, AFCOS will edit the request and forward it to the next higher PC. 

     The requests should be sent early enough for the Program Manager to

     approve your requests.  Normally, requests uploaded before 1430 Hrs

     will be approved/disapproved that day.  Requests received after 1530

     have a very small chance of being approved that day.  The earlier the

     request is received the better the chances of it being approved or

     disapproved that day.

     Follow local procedures to move your ASCII files to the UNISYS 5000 or

     the next higher PC.
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                                   Chapter 5

                               Validation Tables

5-1. Validation Tables

     =================

     There are five different validation tables in the AFCOS - RFO/IDT PC

     module.  They are Additional Instruction Codes, Unit Literals,

     Authority Codes, Distribution Codes, and Type Duty Code / Program

     Manager Code Compatibility Codes.  These tables are used to reduce the

     amount of input required to make the information on the RFO more

     accurate.  This module will allow you to view the codes and

     descriptions in the Validation Tables.  You are not allowed to

     change their values or add new codes.  Validation tables are

     established by downloading and then importing the appropriate file 

     into the AFCOS - RFO/IDT PC module.  See your AFCOS System Administrator 

     for more details on importing Validation Tables.

5-2. Unit Unique Literals

     ====================

     This selection will establish who you are and where you are located.

     There is only one screen that contains all the system literals.  Below

     is the Site Unique Literal Input screen along with field descriptions

     and definitions:

                      Site Unique Literals Input Screen

       ÕÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍ¸

       ³                   Site  Unique  Literals                       ³

       ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

       ³                                                                ³

       ³   Owner ID ................: þþþþþ                             ³

       ³   Name ....................: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ    ³

       ³   Phone Number ............: þþþþþþþþþþþþþþþ                   ³

       ³   UIC .....................: þþþþþ                             ³

       ³   Highest Approval Level ..: þ                                 ³

       ³   Site ID .................: þþ                                ³

       ³   Floppy Drive for Backup .: þ                                 ³

       ³                                                                ³

       ³              Default Report Time                               ³

       ³   þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ           ³

       ³                                                                ³

       ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                Figure 5-1
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          Owner ID

          ________

          Enter your Owner ID assigned by the AFCOS System Administrator.  Your

          AFCOS System Administrator is ______________________________________

          User Name

          _________

          Enter the your rank and name.

          Phone #

          _______

          Enter the your phone number.

          UIC

          ___

          Enter your Unit Identification Code (UIC) without the first W.

          Approval Level

          ______________

          Enter your highest approval level.  Must be 1 - 4.

          Site ID

          _______

          Enter the Site ID for your state.  Contact your AFCOS Administrator

          if you are unsure of your Site ID. 

          Floppy Drive for Backup

          _______________________

          Enter the letter that identifies the floppy diskette drive you

          want to use to back up your performance being sent forward.

          Report Time Default

          ___________________

          Enter the Default Time you want to appear on the request input

          screen.

                                      5-02

5-3. Additional Instructions

     =======================

     This selection contains the additional instruction codes.  You are

     allowed to view the codes and descriptions, but you are not allowed to

     change or delete their values.  Additional Instruction Codes explains

     the soldiers entitlements.  Below is the Additional Instruction Code Input

     Screen along with the field definitions:

                    Additional Instruction Code Input Screen

 ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

 ³                     Additional Instruction Codes                           ³

 ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

 ³                                Code þþ                                     ³

 ³                                                                            ³

 ³                              Description                                   ³

 ³                                                                            ³

 ³ þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

 ³ þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

 ³ þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

 ³ þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

 ³ þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

 ³ þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

 ³                                                                            ³

 ³                                                                            ³

 ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                   Figure 5-2

          Addl Code

          _________

          Additional Instruction Codes are assigned to an instruction.  This

          allows us to enter the code instead of typing the full narrative each

          time an order is to be published.

          Line 1 - 6

          __________

          This is the narrative of the instruction that will appear on the

          order when the above code is selected.
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5-4. Type Duty / Pgm Mgr Codes

     =========================

     The Type Duty Code / Program Manager can be viewed in this selection.

     Each Type Duty Code must have a compatible Program Manager.  The

     validation table is to ensure the correct program manager gets charged

     for the funds.  The TDC generates the accounting classification and the

     order format.  Below is the Type Duty Code / Program Manager Code

     Compatibility Screen.

           Type Duty Code / Program Manager Code Compatibility Screen

    ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

    ³         Type Duty Code / Program Manager Code Compatibility          ³

    ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

    ³                                                                      ³

    ³   PM .........: þþþ                                                  ³

    ³   TDC ........: þþþ                                                  ³

    ³   Description : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ   ³

    ³   Grade Cat ..: þ                                                    ³

    ³   Eff Start ..: þþþþþþþþ                                             ³

    ³   Eff End ....: þþþþþþþþ                                             ³

    ³                                                                      ³

    ³                                                                      ³

    ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                   Figure 5-3

          PM

          __

          Program Manager Code describes the person that is paying for the

          orders.

          TDC

          ___

          Type Duty Code describes the type of duty and purpose.  The TDC also

          generates the order format and the accounting classification.

                                      5-04

          Description

          ___________

          Type Duty Code description.  It is sometimes used as the purpose on

          the order.

          Grade Cat

          _________

          Grade Category (E = Enlisted, W = Warrant Officer, O = Officer)

          Eff Start

          _________

          Effective date of the TDC.

          Eff End

          _______

          Last day the TDC can be used.
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5-5. Authority Codes

     ===============

     Authority describes the authority the soldier is being called to active

     duty.  Below is the Authority Code Master List screen along with its field

     descriptions and definitions:

                       Authority Code Master List Screen

ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

³                         Authority Code Master List                          ³

ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

³                               Authority Code                                ³

³                                  þþþþþþþþ                                   ³

³                                                                             ³

³                                 Description                                 ³

³                                                                             ³

³       þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ      ³

³ þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ ³

³ þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ ³

³                                                                             ³

ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                   Figure 5-4

     Authority Code

     ______________

     Authority Codes are codes that are assigned to a type of authority.  Using

     codes saves us from typing the complete narrative of the authority each

     time an authority is entered on the order.

     Description

     ___________

     The description describes the authority the soldier is being called to

     active duty. Authority Codes can be viewed in this module.  The Authority

     is printed on the order under the Lead Line - Authority.
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5-6. Distribution Codes

     ==================

     Distribution Codes along with their narrative can be viewed in this

     selection.  Distribution codes are established for each type of

     distribution you have established.  The distribution narrative is

     printed in the lower left corner of the order under the Lead Line -

     Distribution.  Below is the Distribution Code Master List along with

     field descriptions and definitions:

                      Distribution Code Master List Screen

               ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

               ³         Distribution Code Master List          ³

               ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

               ³                                                ³

               ³               Distribution Code                ³

               ³                     þþ                         ³

               ³                                                ³

               ³                  Description                   ³

               ³                                                ³

               ³         þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ         ³

               ³         þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ         ³

               ³         þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ         ³

               ³         þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ         ³

               ³                                                ³

               ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                   Figure 5-5

     Distribution Code

     _________________

     Distribution Codes are codes that are assigned to an order distribution.

     Using codes saves us from typing the complete narrative of the description

     each time a description is entered on the order.

     Description

     ___________

     The description describes the distribution of the order.

     Distribution Codes can be viewed in this module.  The Distribution is

     printed on the order under the Lead Line - Distribution.
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5-7. Unit Unique Literals

     ====================

     This selection allows the user to enter unique information about a UIC.      

                          Unit  Unique  Literals

          ÕÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍ¸

          ³                Unit  Unique  Literals                   ³

          ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

          ³                                                         ³

          ³   UIC .............: þþþþþ                              ³

          ³                                                         ³

          ³   Commander's Name : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ     ³

          ³                                                         ³

          ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                   Figure 5-6

          UIC

          ---

          Enter your Unit Identification Code (UIC).                       

          Commander's Name

          ----------------

          Enter the Commander's Name for the unit.  The Commander's Name

          is used on IDT Certificates of Performance.  Pre-printing of the 

          Commander's Name does not relieve the commander of signing the

          certification. 
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                                   Chapter 6

                           Import Request for Orders

6-1. Import Request For Orders

     =========================

     The Import Request For Orders is selection 4 on the AFCOS Main Menu. This

     selection allows you to import RFO's that were sent to you from another

     personal computer for your approval. Normally, you will import your RFO's

     daily and approve or disapprove and then forward to the next command

     daily.

     Not all users will have RFO's to input.  The concept is that the unit will

     enter the original RFO on this system.  They will then send the RFO using

     local procedures to the next higher command.  That command would then

     import the RFO's into their PC.

     When this selection is chosen from the Main Menu the screen at Figure 4.1

     will appear.  You must enter the file name where the RFO's reside.  If the

     file is in the \request directory, enter only the file name with the

     extension if it has a file extension.  Below are a few examples of what

     could be entered:

                                 8avaa.txt

                                 a:8avaa.txt

                                 c:\tmp\8avaa.txt

                                 8AVAA.txt

          Import Request For Orders into AFCOS - RFO PC Version Screen

         ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

         ³  Import Request For Orders into AFCOS - RFO PC Version    ³

         ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

         ³                                                           ³

         ³       File Name to Import þþþþþþþþþþþþþþþþþþþþþþþþþ       ³

         ³                                                           ³

         ³                                                           ³

         ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                   Figure 6-1
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                                   Chapter 7

                            Import Validation Files

7-1. Import Validation Files

     =======================

     Import Validation Files is selection 5 on the AFCOS Main Menu.  This

     selection allows you to update your validation master files with

     data files downloaded from the UNISYS 5000 located at the USPFO.

     Initially, your system will be furnished with all the validation files.

     It will be necessary to update these files from time to time.  You will be

     notified of the procedure and when to download an updated file from the

     USPFO when it becomes necessary.

     There are five  different validation master files that must be

     updated.  They are the Personnel Master File, Type Duty Code / Program

     Manager Compatibility File,  Additional Instruction Codes with

     Descriptions, Distribution Codes with Descriptions, and Authority Codes

     with Descriptions.  The frequency of downloads from the UNISYS 5000

     varies from file to file.  Below is the recommended frequency of

     download:

         Personnel Master File    -  Weekly

         TDC / PM                 -  When Notified (Frequently in SEP, OCT,

                                     NOV)

         Additional Instructions  -  When Notified (Rarely Change)

         Distribution Codes       -  When Notified (Rarely Change)

         Authority Codes          -  When Notified (Rarely Change)

     This selection requires the downloaded files be placed in the c:\request

     directory.  File Names are as Follows:

         Personnel Master File    -  (UIC).uic

         TDC / PM                 -  tdc.pc

         Additional Instruction   -  addl.pc

         Distribution Codes       -  dist.pc

         Authority Codes          -  auth.pc

     See Chapter 5 for a complete explanation of validation files  TDC / PM,

     Additional Instruction, Distribution Codes, and Authority Codes.

     See Chapter 8 for a complete explanation of validation file Personnel

     Master File.
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                                   Chapter 8

                           Personnel Information List

     This module allows you to view both the Military and Civilian Master  

     personnel files.  If you are entering a RFO for Military Active Duty 

     or Military Travel, the SSN on the RFO must be present in the Military

     Personnel File.  If you are entering a RFO for Civilian Travel, the SSN

     must be present in the Civilian Master list.  If you are entering IDT

     performance, the SSN must be present in the Military Personnel File.  

     WARNING --  This module will allow you to update and add individuals to 

     the personnel file lists.  Establishing an erroneous SSN will generate

     a problem that can only be corrected by Program Manager intervention.

8-1. Military Personnel List

     =======================

     (This procedure may be accessed by pressing hotkey F2.)

     This selection is used to view personnel records for your unit.  This

     information is normally updated once each week through an automatic

     interface with SIDPERS.  The soldiers listed in this file are the only

     soldiers you should use.  If you enter a SSN on the RFO or IDT screen

     and the SSN is not loaded in this file, you will receive message "SSN is

     not loaded - Do you want to load it?".  Be very careful here.  The

     personnel master file is an extract of SIDPERS.  If the SSN is not loaded

     in SIDPERS then it must mean the soldier has just enlisted in the ARNG.

     Below is the Personnel File List Screen along with field descriptions and

     definitions:

                           Personnel File List Screen

        ÕÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍ¸

        ³                   Personnel File List                        ³

        ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

        ³                                                              ³

        ³         Date Loaded ....: þþþþþþþþ                           ³

        ³                                                              ³

        ³         SSN ............: þþþþþþþþþþþ                        ³

        ³         Name ...........: þþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

        ³         UIC ............: þþþþþ                              ³

        ³         Pay Grade ......: þþþþ                               ³

        ³         AGR ............: þ                                  ³

        ³                                                              ³

        ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                   Figure 8-1
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          Date Loaded

          ___________

          This is the as-of-date of the personnel file.  It is the date the

          data was extracted from the SIDPERS database.  This date should never

          be older than 10 days.

          SSN

          ___

          Soldier's Social Security Number (SSN).  SSN is nine (9) digits.  No

          characters and NO special characters.  Dashes are not to be entered.

          Name

          ____

          Soldier's name in 'last first MI' format.  Do not enter periods or

          commas and leave one space between the last, first and MI.  If

          name is larger than the space provided then enter as much as the

          name as you possible.

          Be very careful when adding or changing a name in the personnel

          database. This name is used in all reports.

          UIC

          ___

          Soldier's Unit Identification Code

          OWE

          ___

          Pay category identifies the soldiers pay grade.

                O   =   Commissioned Officers (e.g., 2LT, 1LT, CPT, ..,MG)

                W   =   Warrant Officer (e.g., W01, CW2, CW3, CW4, CW5)

                E   =   Enlisted (e.g., PV1, PV2, PFC, . . . ., CSM)
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          Pay Grade

          _________

          Numeric code that corresponds to the soldiers rank

             ENLISTED                WARRANT               OFFICER

           RANK  -  CODE          RANK     CODE         RANK     CODE

           PV1   =   01           WO1   =   01          2LT   =   01

           PV2   =   02           CW2   =   02          2LTE  =   01E

           PFC   =   03           CW3   =   03          1LT   =   02

           CPL   =   04           CW4   =   04          1LTE  =   02E

           SGT   =   05           MCW   =   05          CPT   =   03

           SSG   =   06                                 CPTE  =   03E

           SFC   =   07                                 MAJ   =   04

           1SG   =   08                                 LTC   =   05

           MSG   =   08                                 COL   =   06

           SGM   =   09                                  BG   =   07

           CSM   =   09                                  MG   =   08

          AGR

          ___

          The most common codes are: A - Full-Time Manning

                                     Y - Not on AD for more than 30 Days

          For additional codes, reference C1, NGB Pam (AR) 25-10. 
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8-2. Civilian Master Table

     =====================

     This selection is used to maintain a civilian master database.  The

     information in this file is basically designed to validate RFO for

     civilian personnel assigned to your unit/organization.

     A Civilian RFO will not be allowed until information about the

     civilian has been loaded into this table.  When you attempt to enter a

     Civilian RFO, the SSN entered on the input screen is validated with

     this file.  If the SSN is present, you will be allowed to continue.

     If the SSN is not present, you will prompted by the system to

     determine if you want to load the SSN.  Entering YES will immediately 

     transfer you to this table.

     It is recommended that you preload all your civilians using this      

     module.  This will ensure you do not make a mistake when entering a   

     SSN.

     Below is the Civilian Master Table along with its field definitions

     and descriptions:

         ÕÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍ»

         ³                 Civilian Master Table                      º

         ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¶

         ³                                                            º

         ³       Date Loaded ....: þþþþþþþþ                           º

         ³                                                            º

         ³       SSN ............: þþþþþþþþþþþ                        º

         ³       Name ...........: þþþþþþþþþþþþþþþþþþþþþþþþþþþ        º

         ³       UIC ............: þþþþþ                              º

         ³                                                            º

         ³                                                            º

         ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ½

                                Figure 8-2

          Load Date

          _________

          Enter the date this record is being added or updated. 
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          SSN

          ___

          Enter the civilian's Social Security Account Number (SSN).  SSN  

          is nine (9) digits.  No characters and NO special characters.

          Dashes are not to be entered. 

          Be very careful when adding a SSN to the civilian personnel      

          database.  If a SSN is not on file it may be because the SSN was 

          entered wrong.

          Name

          ____

          Enter the individual's name in 'last first MI format'.  Do not

          enter periods or commas and leave one space between the last,

          first and MI.  If name is larger than the space provied then enter

          as much as the name as you can. 

          UIC

          ___

          Enter the individual's Unit Identification Code or Organization

          code.
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                                   Chapter 9

                        Request for Order/ IDT History

     A copy of each RFO that is forwarded to the next level and IDT

     performance submission is stored in the History Databases.  The History

     Database has two primary functions.  One function allows you to browse

     the RFOs/IDT that you have previously submitted.  At some time you may

     question whether or not you previously submitted a RFO/IDT.  A quick

     look in the History Database will give you your answer.  Another

     function of the History Database is to allow you to resubmit a

     previously forwarded RFO or IDT performance certificate. 

9-1. Resubmitting RFOs or IDT performance

     ====================================

     Resubmitting a previously forwarded RFO/IDT is a very simple process.

     The procedure below describes the steps necessary to resubmit:

     Step 1 -  The next higher level requests that you send a RFO a second

               time due to an error at higher headquarters or Military Pay 

               Section requests that you re-send an IDT performance

               certificate due to a rejected transaction.

     Step 2 -  Determine the type of RFO or IDT and select that type from

               the History Selection on the main menu.

     Step 3 -  Highlight the RFO/IDT in the browse window and then press

               RETURN to place the entire RFO on a screen where it can be

               updated.

     Step 4 -  Enter Y in the Resubmit field.

     Step 5 -  Press the Page Down key.

     Step 6 -  Accept your input.
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9-2. History Database Screens

     ========================

     The History Database Input is selection 7 on the AFCOS-RFO/IDT Main Menu.

     Another menu will appear allowing you access to the RFO or IDT histories.

     There is nine RFO history selections and six IDT history selections. 

     The screens that display the History Databases and the fields on the

     screens are exact duplicates of their original input screens in

     Selection 1 on the Main Menu with one exception.  At the top of each

     screen there will be a "Resubmit" field.  The "Resubmit" field will be

     blank and to resubmit a RFO, simply enter a 'Y' into this field and the

     press Page Down to accept your input.  Pictured below are History

     Database screens.  The only field definition that is being included

     is the "Resubmit" field.  All other field definitions are exact

     duplicates of their original RFOs.  See Chapter 1 for field definitions.

9-3. Active Duty RFO History

     =======================

  ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

  ³  Date þþþþþþþþ      Active Duty RFO History    Resubmit : þ  Level þ     ³

  ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

  ³  SSN .......: þþþþþþþþþþþ                  Daily PD Rate ..: þþþþþþ      ³

  ³  Name ......: þþþþþþþþþþþþþþþþþþþþþþþþþþþ  GTS Fare .......: þþþþþþþ     ³

  ³  Grade .....: þþþþ         UIC .: þþþþþ    Other Tvl Costs : þþþþþþ      ³

  ³  Start Date : þþþþþþþþ     TDC .: þþþ      Rnd Trip Miles .: þþþþ        ³

  ³  End Date ..: þþþþþþþþ      PM .: þþþ      COLA Location ..: þþþ         ³

  ³  Travel EOR : þ                            Rations Avl ....: þ  Qtrs : þ ³

  ³  Auth Code .: þþþþþþþþ                     Distribution ...: þþ          ³

  ³                                            Misc EOR .......: þþþþ        ³

  ³  Event Ref ..: þþþþþþþþþþþþþþ              Misc Amount ....: þþþþþþþ     ³

  ³  Addl Instrs : þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ                       ³

  ³  Purpose ....: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Report To ..: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Report Time : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Addl 1 Liner: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Addl 2 Liner: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Comments ...: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                               Figure 9-1

          Resubmit

          ________

          Enter a Y into this field if you want it submitted again.  It will

          be processed as if you entered it on the regular input screen.
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9-4. Military Travel RFO History

     ===========================

  ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

  ³  Date þþþþþþþþ     Military Travel RFO History     Resubmit þ   Level þ  ³

  ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

  ³  SSN .......: þþþþþþþþþþþ                  Travel EOR ......: þ          ³

  ³  Name ......: þþþþþþþþþþþþþþþþþþþþþþþþþþþ  Daily PD Rate ...: þþþþþþ     ³

  ³  Grade .....: þþþþ         UIC : þþþþþ     GTS Fare ........: þþþþþþþ    ³

  ³  Start Date : þþþþþþþþ                     Other Tvl Costs .: þþþþþþ     ³

  ³  End Date ..: þþþþþþþþ                     Round Trip Miles : þþþþ       ³

  ³  TDC .......: þþþ  PGM Mgr ...: þþþ        Distribution ....: þþ         ³

  ³                                            Misc EOR ........: þþþþ       ³

  ³  Event Ref ..: þþþþþþþþþþþþþþ              Misc Amount .....: þþþþþþþ    ³

  ³                                                                          ³

  ³  Addl Instrs : þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ                       ³

  ³  Duty At ....: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Purpose ....: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Report Time : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Addl 1 Liner: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Addl 2 Liner: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Comments ...: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                               Figure 9-2

          Resubmit

          ________

          Enter a Y into this field if you want it submitted again.  It will

          be processed as if you entered it on the regular input screen.
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9-5. Amendment Date RFO History

     ==========================

  ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

  ³  Date þþþþþþþþ     Amendment Date RFO History      Resubmit þ   Level þ  ³

  ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

  ³  SSN þþþþþþþþþþþ Name þþþþþþþþþþþþþþþþþþþþþþþþþþþ   Grade þþþþUIC þþþþþ  ³

  ³                                                                          ³

  ³  New Start Date : þþþþþþþþ  TDC .: þþþ  PGM Mgr : þþþ  Order Nr : þþþþþþ ³

  ³  New End Date ..: þþþþþþþþ                             Type ....: þ      ³

  ³  Misc EOR ......: þþþþ       Misc Amount ...: þþþþþþþ                    ³

  ³  Trvl EOR ......: þ          GTS Fare ..... : þþþþþþþ  Rations Avl .: þ  ³

  ³  Auth Code .....: þþþþþþþþ   Oth Tvl Costs  : þþþþþþ   Qtrs Avl ....: þ  ³

  ³  Daily PD Rate .: þþþþþþ     Rnd Trip Miles : þþþþ     Distribution : þþ ³

  ³                                                                          ³

  ³  As Reads ...: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  How Changed : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                               Figure 9-3

          Resubmit

          ________

          Enter a Y into this field if you want it submitted again.  It will

          be processed as if you entered it on the regular input screen.
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9-6. Other Amendment RFO History

     ===========================

  ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

  ³  Date þþþþþþþþ      Other Amendment RFO History     Resubmit þ  Level þ  ³

  ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

  ³  SSN þþþþþþþþþþþ Name þþþþþþþþþþþþþþþþþþþþþþþþþþþ   Grade þþþ UIC þþþþþ  ³

  ³                                                                          ³

  ³  TDC .....: þþþ       Order Nr : þþþþþþ       Auth Code ....: þþþþþþþþ   ³

  ³  PGM Mgr .: þþþ       Type Amendment: þ       Distribution .: þþ         ³

  ³                                                                          ³

  ³  As Reads ...: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                                                                          ³

  ³  How Changed : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                                                                          ³

  ³  Comments ...: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                               Figure 9-4

          Resubmit

          ________

          Enter a Y into this field if you want it submitted again.  It will

          be processed as if you entered it on the regular input screen.
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9-7. Revocations RFO History

     =======================

  ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

  ³  Date þþþþþþþþ        Revocation RFO History       Resubmit þ   Level þ  ³

  ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

  ³                                                                          ³

  ³               SSN .............: þþþþþþþþþþþ                             ³

  ³               Name ............: þþþþþþþþþþþþþþþþþþþþþþþþþþþ             ³

  ³               Grade ...........: þþþ                                     ³

  ³               UIC .............: þþþþþ                                   ³

  ³               Order Nr ........: þþþþþþ                                  ³

  ³               Start Date ......: þþþþþþþþ                                ³

  ³               End Date ........: þþþþþþþþ                                ³

  ³               TDC .............: þþþ                                     ³

  ³               PGM Mgr .........: þþþ                                     ³

  ³               Type Work .......: þ                                       ³

  ³               Authority Code ..: þþþþþþþþ                                ³

  ³               Distribution ....: þþ                                      ³

  ³                                                                          ³

  ³  Comments ...: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                               Figure 9-5

          Resubmit

          ________

          Enter a Y into this field if you want it submitted again.  It will

          be processed as if you entered it on the regular input screen.

                                      9-06

9-8. Civilian Travel RFO History

     ===========================

  ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

  ³  Date þþþþþþþþ      Civilian Travel RFO History    Resubmit þ   Level þ  ³

  ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

  ³  SSN .......: þþþþþþþþþþþ                  Travel EOR ......: þ          ³

  ³  Name ......: þþþþþþþþþþþþþþþþþþþþþþþþþþþ  Daily PD Rate ...: þþþþþþ     ³

  ³  UIC .......: þþþþþ                        GTS Fare ........: þþþþþþþ    ³

  ³  Start Date : þþþþþþþþ                     Other Tvl Costs .: þþþþþþ     ³

  ³  End Date ..: þþþþþþþþ                     Round Trip Miles : þþþþ       ³

  ³  TDC .......: þþþ   PGM Mgr ...: þþþ       Distribution ....: þþ         ³

  ³                                            Misc EOR ........: þþþþ       ³

  ³  Event Ref ..: þþþþþþþþþþþþþþ              Misc Amount .....: þþþþþþþ    ³

  ³  Addl Instrs : þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ                       ³

  ³  Duty At ....: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Purpose ....: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Report Time : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Addl 1 Liner: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Addl 2 Liner: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Comments ...: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                               Figure 9-6

          Resubmit

          ________

          Enter a Y into this field if you want it submitted again.  It will

          be processed as if you entered it on the regular input screen.
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9-9. Medical Travel RFO History

     ==========================

  ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

  ³  Date þþþþþþþþ      Medical Travel RFO History     Resubmit þ   Level þ  ³

  ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

  ³  SSN .......: þþþþþþþþþþþ                  Travel EOR ......: þ          ³

  ³  Name ......: þþþþþþþþþþþþþþþþþþþþþþþþþþþ  Daily PD Rate ...: þþþþþþ     ³

  ³  Grade .....: þþþþ         UIC : þþþþþ     GTS Fare ........: þþþþþþþ    ³

  ³  Start Date : þþþþþþþþ     TDC : þþþ       Other Tvl Costs .: þþþþþþ     ³

  ³  End Date ..: þþþþþþþþ     PM .: þþþ       Round Trip Miles : þþþþ       ³

  ³                                            Distribution ....: þþ         ³

  ³  Event Ref ..: þþþþþþþþþþþþþþ              Misc EOR ........: þþþþ       ³

  ³                                            Misc Amount .....: þþþþþþþ    ³

  ³  Eff Date Hospitialized : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ                 ³

  ³  Addl Instrs : þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ                       ³

  ³  Attached To : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Purpose ....: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Report Date : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Addl 1 Liner: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Addl 2 Liner: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Comments ...: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                               Figure 9-7

          Resubmit

          ________

          Enter a Y into this field if you want it submitted again.  It will

          be processed as if you entered it on the regular input screen.
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9-10. AD RFO History No Pay

      =====================

  ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

  ³ Date þþþþþþþþ        AD RFO History for No Pay       Resubmit þ  Level þ ³

  ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

  ³  SSN .......: þþþþþþþþþþþ                  Daily PD Rate ..: þþþþþþ      ³

  ³  Name ......: þþþþþþþþþþþþþþþþþþþþþþþþþþþ  GTS Fare .......: þþþþþþþ     ³

  ³  Grade .....: þþþþ         UIC .: þþþþþ    Other Tvl Costs : þþþþþþ      ³

  ³  Start Date : þþþþþþþþ     TDC .: þþþ      Rnd Trip Miles .: þþþþ        ³

  ³  End Date ..: þþþþþþþþ      PM .: þþþ      COLA Location ..: þþþ         ³

  ³  Travel EOR : þ                            Rations Avl ....: þ  Qtrs : þ ³

  ³  Auth Code .: þþþþþþþþ    Type .:          Distribution ...: þþ          ³

  ³                                            Misc EOR .......: þþþþ        ³

  ³  Event Ref ..: þþþþþþþþþþþþþþ              Misc Amount ....: þþþþþþþ     ³

  ³  Addl Instrs : þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ                       ³

  ³  Purpose ....: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Report To ..: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Report Time : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Addl 1 Liner: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Addl 2 Liner: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Comments ...: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                               Figure 9-8

          Resubmit

          ________

          Enter a Y into this field if you want it submitted again.  It will

          be processed as if you entered it on the regular input screen.

                                      9-09

9-11. AD RFO History No Pay Alw

      =========================

  ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

  ³ Date þþþþþþþþ     AD RFO History for No Pay / ALW    Resubmit þ Level þ  ³

  ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

  ³ SSN .: þþþþþþþþþþþ  Name .: þþþþþþþþþþþþþþþþþþþþþþþþþþþ  Grade .: þþþþ   ³

  ³                                                                          ³

  ³      UIC .......: þþþþþ                            TDC .: þþþ            ³

  ³                                                     PM .: þþþ            ³

  ³      Start Date : þþþþþþþþ                   Auth Code .: þþþþþþþþ       ³

  ³      End Date ..: þþþþþþþþ                Distribution .: þþ             ³

  ³                                                                          ³

  ³  Event Ref ..: þþþþþþþþþþþþþþ                                            ³

  ³  Addl Instrs : þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ þþ                       ³

  ³  Purpose ....: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Report To ..: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Report Time : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³  Addl 1 Liner: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Addl 2 Liner: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ³

  ³  Comments ...: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³                þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ        ³

  ³                                                                          ³

  ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                               Figure 9-9

          Resubmit

          ________

          Enter a Y into this field if you want it submitted again.  It will

          be processed as if you entered it on the regular input screen.

                                      9-10

9-12. AFTP Performance History   

      ===========================

   ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

   ³                  AFTP Performance TIN B10 History                      ³

   ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

   ³                   Resubmit         Date Entered                        ³

   ³                      þ               þþþþþþþþ                          ³

   ³      TL                                               Pay     PAS      ³

   ³    Number      SSN              Name                 Grade  SID UIC    ³

   ³    þþþþþ   þþþþþþþþþþþ  þþþþþþþþþþþþþþþþþþþþþþþþþþþ  þþþþ   þþ-þþþþþ   ³

   ³                                                                        ³

   ³                                                                        ³

   ³           Date AFTP Performed .: þþþþþþþþ    Period ..: þ              ³

   ³           Date AFTP Performed .: þþþþþþþþ    Period ..: þ              ³

   ³           Date AFTP Performed .: þþþþþþþþ    Period ..: þ              ³

   ³           Date AFTP Performed .: þþþþþþþþ    Period ..: þ              ³

   ³           Date AFTP Performed .: þþþþþþþþ    Period ..: þ              ³

   ³           Date AFTP Performed .: þþþþþþþþ    Period ..: þ              ³

   ³                                                                        ³

   ³      Remarks : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ      ³

   ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                 Figure 9-10

          Again

          -----

          Enter a Y into this field if you want it submitted again.  It will be 

          processed as if you entered it on the regular input screen.           

                                    9-11 

9-13. Rsch Perf Aft Drill History

      ===========================

   ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

   ³        After the Drill Rescheduled Performance TIN B11 History         ³

   ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

   ³              Resubmit      Date Entered      1379 TL Nr                ³

   ³                 þ            þþþþþþþþ          þþþþþ                   ³

   ³                                                                        ³

   ³    TL                                                 Pay      PAS     ³

   ³  Number      SSN               Name                  Grade   SID UIC   ³

   ³  þþþþþ   þþþþþþþþþþþ    þþþþþþþþþþþþþþþþþþþþþþþþþþþ  þþþþ    þþ-þþþþþ  ³

   ³                                                                        ³

   ³                                                                        ³

   ³  Unit Assembly þþþþþþþþ    Period of Unit Assembly þ     Reported þ    ³

   ³     Date                      being Rescheduled          Atd Code      ³

   ³                                                                        ³

   ³                                                                        ³

   ³ Date Performed þþþþþþþþ           Period Performed þ     Atd Code þ    ³

   ³                                                                        ³

   ³                                                                        ³

   ³    Remark : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ         ³

   ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                               Figure 9-11

          Again

          -----

          Enter a Y into this field if you want it submitted again.  It will be 

          processed as if you entered it on the regular input screen.           

                                     9-12

9-14. RMA Performance History

      =======================

   ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

   ³                    RMA Performance TIN B10 History                     ³

   ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

   ³                      Resubmit       Date Entered                       ³

   ³                         þ             þþþþþþþþ                         ³

   ³    TL                                                 Pay      PAS     ³

   ³  Number      SSN               Name                  Grade   SID UIC   ³

   ³  þþþþþ   þþþþþþþþþþþ   þþþþþþþþþþþþþþþþþþþþþþþþþþþ   þþþþ    þþ-þþþþþ  ³

   ³                                                                        ³

   ³                                                                        ³

   ³                     Period ..............: þ                           ³

   ³                     Type RMA (71,91) ....: þþ                          ³

   ³                     Date RMA Performed ..: þþþþþþþþ                    ³

   ³                                                                        ³

   ³                                                                        ³

   ³       Remark: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ       ³

   ³                                                                        ³

   ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                  Figure 9-12

          Again

          -----

          Enter a Y into this field if you want it submitted again.  It will be 

          processed as if you entered it on the regular input screen.           

                                        9-13

9-15. Rsch Perf Bfe Drill History

      ===========================

   ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

   ³       Before the Drill Rescheduled Performance TIN B11 History         ³

   ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

   ³                  Resubmit         Date Entered                         ³

   ³                     þ               þþþþþþþþ                           ³

   ³                                                                        ³

   ³    TL                                                 Pay      PAS     ³

   ³  Number      SSN               Name                  Grade   SID UIC   ³

   ³  þþþþþ   þþþþþþþþþþþ    þþþþþþþþþþþþþþþþþþþþþþþþþþþ  þþþþ    þþ-þþþþþ  ³

   ³                                                                        ³

   ³                                                                        ³

   ³  Drill Type þþ    Unit Assembly þþþþþþþþ    Period of Unit Assembly þ  ³

   ³                      Date                      being Rescheduled       ³

   ³                                                                        ³

   ³                                                                        ³

   ³         Date Performed þþþþþþþþ           Period Performed þ           ³

   ³                                                                        ³

   ³                                                                        ³

   ³    Remark : þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ         ³

   ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                Figure 9-13

          Again

          -----

          Enter a Y into this field if you want it submitted again.  It will be 

          processed as if you entered it on the regular input screen.           

                                      9-14

9-16. DA 1379 History

      ===============

  ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

  ³  Resubmit þ          Unit Assembly Input History                        ³

  ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

  ³    TL                                                 Pay       PAS     ³

  ³  Number      SSN                Name                 Grade    SID  UIC  ³

  ³  þþþþþ   þþþþþþþþþþþ   þþþþþþþþþþþþþþþþþþþþþþþþþþþ   þþþþ     þþ  þþþþþ ³

  ³                                                                         ³

  ³           Incentive .: þ     Unit Assembly Date .: þþþþþþþþ             ³

  ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÂÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

  ³            Period 1               ³              Period 2               ³

  ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÅÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

  ³     Type Assembly .: þþ           ³       Type Assembly .: þþ           ³

  ³     Atd Code ......: þ            ³       Atd Code ......: þ            ³

  ³                                   ³                                     ³

  ³     -- Rescheduled --             ³       -- Rescheduled --             ³

  ³     Period ........: þ            ³       Period ........: þ            ³

  ³     Date ..........: þþþþþþþþ     ³       Date ..........: þþþþþþþþ     ³

  ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÁÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

  ³        Remark: þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ       ³

  ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                    Figure 9-14

          Again

          -----

          Enter a Y into this field if you want it submitted again.  It will be 

          processed as if you entered it on the regular input screen.

                                      9-15 

9-17. Message History

      ===============

   ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

   ³                  Message to the USPFO MPS History                      ³

   ÆÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍÍµ

   ³           Resubmit    Susp/Auth/Cert     Date Entered                  ³

   ³              þ              þ              þþþþþþþþ                    ³

   ³      TL                                               Pay     PAS      ³

   ³    Number      SSN              Name                 Grade  SID UIC    ³

   ³    þþþþþ   þþþþþþþþþþþ  þþþþþþþþþþþþþþþþþþþþþþþþþþþ  þþþþ   þþ-þþþþþ   ³

   ³                                                                        ³

   ³                     Incentive Type ......: þ                           ³

   ³                                                                        ³

   ³                          Message for the MPS                           ³

   ³                                                                        ³

   ³            þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ          ³

   ³            þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ          ³

   ³            þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ          ³

   ³            þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ          ³

   ³            þþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþþ          ³

   ³                                                                        ³

   ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                  Figure 9-15

          Again

          -----

          Enter a Y into this field if you want it submitted again.  It will be 

          processed as if you entered it on the regular input screen.           
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9-18. History Days Retention 

      ======================

         ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

         ³          Establish Retention Days for History             ³

         ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

         ³           RFOs                              IDT           ³

         ³                                                           ³

         ³ Active duty ...........: þþþ          AFTP ........: þþþ  ³

         ³ Mil Travel ............: þþþ          RMA .........: þþþ  ³

         ³ Amendments ............: þþþ          Rsch After ..: þþþ  ³

         ³ Oth Amendments ........: þþþ          Rsch Before .: þþþ  ³

         ³ Revocations ...........: þþþ          Unit 1379 ...: þþþ  ³

         ³ Medical Travel ........: þþþ          MPS Remarks .: þþþ  ³

         ³ Civilian Travel .......: þþþ                              ³

         ³ Active Duty No Pay ....: þþþ                              ³

         ³ Active Duty No Pay Alw : þþþ                              ³

         ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                  Figure 9-16

     Enter the number of days retention you want to keep on each History

     Table.  Number of retention days must be greater than zero.  The

     recommended retention period is 365 days.

          Duty Days

          ---------

          Enter the number of days retention you want to keep on each History   

          Table.  Number of retention days must be greater than zero.           
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     4. Purge the History Tables   

     ===========================

     This selection is used to purge the RFO and IDT Performance History.

     RFO and IDT Performance History records are purged based on the record

     retention set in the previous section.  You should purge your history

     files once a month.  For example:  The record retention is 365 days.  

     If you purged your history files on 1 Oct 96, the system will go back

     and purge all files that have a date less than 1 Oct 95. 
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                                   Chapter 10

                            File Maintenance/Utility

10-1. File Maintenance/Utility

      ========================

     This selection contains the File maintenance and Utility functions. 

     There are six selections.  They are Pack/Reindex Files, Load an

     automated DA Form 1379, Backup, Set Color, Print a Spool File, and

     Destroy an Automated DA Form 1379. Each selection is described in

     detail below.

10-2. Pack / Reindex Files

      ====================

     This menu option packs and re-indexes all files in the AFCOS - RFO/ IDT

     system.  This option should be processed weekly.  Indexes get corrupted

     frequently.  When indexes are corrupted it will appear data is missing.

     If you are having any strange problems, pack and reindex your files

     before calling for help.

10-3. Set Color

      =========

     If you are using a color monitor, this utility will let you change the

     color settings for the screens. Regardless of the type of monitor you

     have, this utility also lets you select between exploding/imploding

     and fixed windows.

     In the process of changing colors, if you just can't get it right and want

     to reestablish the defaults, escape to the DOS prompt and copy file

     color.cnf as reqaap.cnf.  Your colors will return to the default.

     Example - c:>copy \request\color.cnf \request\reqaap.cnf
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10-4. Backup

      ======

     This selection is the Backup feature.  It is very important to back

     up your data.  It does not matter what type of back up system you use.

     The important thing is that you do a complete backup each day.

     PKZIP is used to make the backup.  The file it will create is named

     rfobu.zip.  PKUNZIP should be used to restore the files if needed.  

     The following procedures should be followed when you need to use 

     another PC, besides your own, due to hardware problems:

     STEP 1  Contact the closest Unit in your vincity to receive permission

             to use their PC.

     STEP 2  Perform a complete backup on the PC you will be working on 

             (8-3-2 or 8-3-4).

     STEP 3  After the backup is complete escape to the DOS prompt and

             do a DIR on the diskette to ensure the PC will read the 

             backup that was made.

     STEP 4  Protect this diskette.

     STEP 5  Place the diskette from the BAD pc into the A or B drive

             and enter the following commands:

             cd \request

             pkunzip -d -Jhrs a:rfobu 

     STEP 6  Process as normal.

     STEP 7  When completed, backup only the database files (8-3-1 or 8-3-3).

             Hold this diskette until your PC becomes operational again.

             When your PC does become operational, use the following 

             command to restore the files:

             cd \request

             pkunzip -d -Jhrs a:rfobu 

     STEP 8  Restore the backup that was created in STEP 2 by placing the

             diskette in the drive and entering the following command:

             cd \request

             pkunzip -d -Jhrs a:rfobu 

     NOTE - The following zip command is being used to backup up your files:

             pkzip -& -rP -whs -Jhrs a:rfobu *.*

             (The above command assumes you chose all files to the A drive)
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     NOTE - The following command should be used to restore files created

            in this procedure:

            pkunzip -d -Jhrs a:rfobu

            (The above command assumes the diskette is in the A drive)

     NOTE -  After restoring files with PKUNZIP, ALWAYS ALWAYS ALWAYS

     repack your database using menu selection (8 - 1).

10-5. Print a Spool File

      ==================

      This selection will allow you to print a file to the local printer.

      Selecting this option will open a screen with a list of print files.

      Scroll to the print file you want and press ENTER.  
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                                   Chapter 11

                                  Travel Rates

11-1. Travel Costs

      ============

      The USPFO Military Pay Office Travel Section will provide a database that

      will identify all the frequently traveled locations in your state.  HOT

      KEY F8 has been assigned to this feature.  When you are completing a RFO

      and you are not sure on the travel costs, press F8 and browse the rates.

      If the location you are looking for is not in the table, you will to

      provide the costs yourself.  The same is true if you know the cost that is

      in the database is wrong.  The bottomline is if you know the air fare from

      Indpls, IN to Camp Robinson, AR is $345.00, then enter $345.00 into the

      GTS fare field on the RFO input screen. The air fare rates are a best case

      rate.  It is the latest information that was available at the time these

      rates were furnished.  If you know the rate is different from the

      validation table, change the table and enter the correct information on

      the screen.  Below is the Travel Cost Screen along with field descriptions

      and definitions:

                              Travel Costs Screen

                ÚÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ¿

                ³                Travel Costs                  ³

                ÃÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄ´

                ³                                              ³

                ³ From .......: þþþþþþþþþþþþþþþþþþþþþþþþþ þþ   ³

                ³                                              ³

                ³ To .........: þþþþþþþþþþþþþþþþþþþþþþþþþ þþ   ³

                ³                                              ³

                ³ Daily PD ...: þþþþþþ                         ³

                ³                                              ³

                ³ Air Cost ...: þþþþþþþ                        ³

                ÀÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÄÙ

                                 Figure 11-1

     (This procedure may be accessed by pressing hotkey F8.)

          From

          _____

          There are two separate fields here.  They are the City and State

          where the travel begins.
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          To

          __

          There are two separate fields here.  They are the City and State

          of the TDY site.

          Daily PD

          ________

          Enter the Daily Perdiem rate in whole dollars for the TDY site.

          Air Fare

          ________

          Enter the latest information available on the Air Fare cost to the

          TDY site.
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                                   Chapter 12

                      Hardware / Software Requirements

12-1.  PC Requirements

       ===============

       IBM Compatible

       Processor: 80286 or higher

       MS DOS 3.3+ or higher

       AFCOS PC System Software

       640k Minimum

       20 MB unused hard disk space

       Modem: 2400 Baud or faster

       Data Comm Software - Blast or Kermit 

12-2.  Configuration

       =============

       The Files= parameter in the config.sys file should be set to a 

       minimum of 70 files (Files=70).

       All programs and data files must be loaded to the \request directory

       on the PC.
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                                  Appendix A

                            Loading the Software

A-1.  Loading the Software the First Time

      ===================================

      Step 1  -  AFCOS PC Module software must reside in the \request

                 directory.  Make directory request.

                 cd \

                 mkdir request

      Step 2  -  Load the software from the diskette to the \request

                 directory.

                 cd \request

                 copy a:*.*

      Step 3. -  Start the program by entering  reqaap <return>.

                 NOTE: After receiving the Welcome Screen, you will

                 receive a message indicating that a new release was

                 found and that the program is going to rebuild and sort

                 your database.

      Step 4.  From the main menu choose selections 3 - 1 (Site Unique

               Literals).

      Step 5.  Complete the input screen.  

               NOTE: 

                  Site ID: (Contact the MPS for the Site ID.  Example, 

                           Indiana = B7

                  Floppy Drive for Backup: Enter the Drive Number (A or B)

                                           for your 3 1/2 Floppy Drive.

      Step 6.  Accept your input.

      Step 7.  From the main menu choose selection 3 - 6 (Unit Unique Literals)

      Step 8.  Enter your UIC along with the Commander's Name.  Commander's

               Name should be entered the way you want it to appear on the

               Certification Forms.  

               NOTE: If you have multiple units, enter a record for each unit.
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      Step 9.  Accept your input.

      Step 10. From the main menu choose selection 5 - 2 (Pers Master File

               Import).

               NOTE:  This step assumes you have downloaded all Unisys 5000

               validation files to the PC.

A-2.  Loading Software Upgrades

      =========================

      Step 1  -  Load the software from the diskette to the \request

                 directory.

                 cd \request

                 copy a:*.*

      NOTE:  The next time you start the AFCOS PC module the program

      will automatically go into a sort-update-reindex mode.  You will 

      see messages displaying at the bottom of the screen letting you know

      what is taking place.  As soon as the process is completed you 

      will receive the AFCOS PC Module Main Menu.
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