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1. INTRODUCTION TO EMILPO

The Army Human Resource System (AHRS) Electronic Military Personnel Office (eMILPO)
application is a Web-based, multi-tiered application, using an industry standard second-
generation Java enterprise edition (J2EE) platform. eMILPO is implemented on the Department
of Defense (DoD) Non-Secure Internet Protocol Routing Network (NIPRNet) and accessed via
the AHRS Web Portal hyperlink from the Army Knowledge Online (AKO) portal.

eMILPO consolidates the 43 PERSINS (Personnel Information System) Processing Activity
(PPA) database environments, previously deployed as a part of the Super Server/AHRS V1
project, into one physical database environment. It will rehost the U.S. Code Title 10
functionality, previously contained in the Super Server application software, in preparation for
the migration to the Defense Integrated Military Human Resources System (DIMHRS). The
application is an interim field echelon personnel support system used for the total Army.

eMILPO provides the U.S. Army with a reliable, timely, and efficient mechanism for performing
Army personnel actions and managing strength accountability. The application provides
visibility of the location, status, and skills of soldiers both from a high level (top of the system)
and a unit level (bottom of the system). This visibility is vital in determining the strength and
capability of the Army and subordinate commands within the Army. eMILPO allows unit users,
personnel managers, and commanders visibility to the following main categories of services:

Personnel Services
Personnel Accounting
Reassignments
Promotion

Readiness

Workflow

System Services
PERSTEMPO

DTAS
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2. MISSION

The eMILPO project is a managed work effort planned and executed by EDS for the U.S Army.
The goal of the eMILPO project is to provide the Army with a reliable, timely, and efficient
mechanism for managing strength accountability and performing personnel actions. The system
will provide visibility of the location, status, and skills of soldiers both from a high level and a
unit level. This visibility is crucial to determining the war fighting capability of the Army and its
subordinate commands.
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3.

SYSTEM ENHANCEMENTS

The eMILPO application offers the following enhancements in the areas of personnel strength
accountability and management:

“Behind-The-Scenes” Transaction Processing—eMILPO is a function-based system,
unlike its predecessor, which is transaction-based.

Data Entry Detection—eMILPO detects data entry on the Web pages that permit data
entry and prompts you to save or discard the data before exiting the page without saving.

Error Detection and Identification—eMILPO decreases the chance of “human error”
before saving information to the database by providing validations of data entry and
business logic on the Web page. You can make corrections in real time, without waiting
to receive a report notifying you of a mistake days later.

“Sign-of-Life”—A soldier can be arrived to a unit, if there by proper authority,
regardless of previous record status: that is, even if they have not been departed from the
previous unit.

Slotting—eMILPO provides the capability to slot soldiers by comparing the soldier’s
qualifications with the requirements of the document.

Automatic Departures—The system will automatically calculate the soldier’s Date of
Loss (DLOS) from the soldier’s Number of TDY Days and the Number of Leave Days.
The soldier’s record will automatically be removed from the losing unit on the DLOS
date, unless you intervene to stop the soldier’s departure.

Unit Readiness—eMILPO offers the flexibility of unit readiness reporting, online, via
the Personnel Asset Visibility Report (PAVR). eMILPO is designed to provide unit
commanders with the ability to update and/or change their readiness status in real time.

Workflow—eMILPO produces task notifications via workflow processing. Workflow
provides authorized users with automatic notification of task actions, which are actions
that you need to perform for soldiers within your unit.
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4.

SYSTEM REQUIREMENTS

The following requirements detail the minimum equipment and resources necessary to use
eMILPO:

Internet Access—eMILPO is a Web-based application and uses an Internet browser.
You must have Internet access to enter the application. If Internet access is not available,
you can request assistance from your communications support element. You must follow
local procedures to ensure you are properly registered with your designated user
administrators.

Minimum Internet Requirements—eMILPO operates in Microsoft Internet Explorer
Version 5.5 and higher. Ensure that you enable pop-ups for the AHRS Web sites; if you
do not have access to change you pop-up blocking setting, please see your local system
administrator.

Recommended System Configuration—eMILPO is best viewed using a Pentium-class
processor at 1024 pixels by 768 pixels screen resolution running MS Internet Explorer
Version 4.0 or above.

AKO Access—You must be a registered user of the Army Knowledge Online (AKO)
portal. To register with AKO, click on this link: www.us.army.mil.

System Responsiveness—Please note that some of you may experience delays
depending on your local area network (LAN) installation and configuration.

Printer Setting—Some reports may require the landscape setting versus the portrait
setting. You will be prompted to change your page orientation accordingly. Please check
your printer’s manual for the proper procedure for changing page orientation.
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5. SYSTEM ENVIRONMENT

5.1 Communications Environment

eMILPO is implemented on the Department of Defense (DoD) Non-Secure Internet Protocol
Routing Network (NIPRNet) and is accessed via the AHRS Web Portal hyperlink from the Army
Knowledge Online (AKO) portal.

5.2 Hardware

The Web servers and application servers are Dell servers running Microsoft (MS) Windows
2000 Advanced Server or MS Windows 2003 Enterprise Server. The database servers are Sun
servers running Solaris 8.

53 Software

The eMILPO application uses BEA WebLogic on the application servers. Cognos is used for the
reporting and ad hoc query capability, and Oracle is used as the database.
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6. SYSTEM CONVENTIONS

eMILPO is committed to following the standards:

e DoD Information Infrastructure Common Operating Environment (DIl COE) in
establishing a common reusable application

e Section 508 (29 U.S.C. *794d) of the Rehabilitation Act for Web accessibility to
facilitate access. eMILPO endorses the use of alternative text for the identification of
graphics and format devices. Please see Section 6.1.3, ALT Tags (Tool Tips), for more
details.

e Common Web design standards in establishing the concepts of usability, simplicity,
consistency, and user-friendliness throughout the application

6.1 User Interface Standards

eMILPO uses a simple and consistent user interface. Figure 6-1, Page Terminology, illustrates
the user interface components, utility icons, and command buttons that are standard throughout
the application. You can click on any of the data elements on an eMILPO page to access the
glossary definition for that data element.

Page Title

Individual Awards - Soldier Data

Weng, el Pring xir

Utility Icons ‘:i 2 a l,::

Page Banner

This page allows the user to add an individual award for the selected soldier. Please enter or select the
requested data. (*) denotes a required field.

+ Click "Save" to save the current record. Click "Next" to proceed without saving.
s Click "Reset" to clear the fields. Click "Close" to exit the page and terminate the working session.

Uszer Instructions

Soldier Position/
Soldier Information Soldier Count

SPC MATTHEW GALVIN SSN: UIC: WDLLBD  Action: Add | 1 of 1 |

*Award Category: | Select One « || Picklist

Data Element Award Type: Select One =

Basic Marksman Qualification
Badge:

|*Award Effective Date: | Data Entry Field

Order Number:

Checkbox naragual Awar
[ Add Individual Award |

Save | Reset | Next | Close | Command Buttons

Figure 6-1: Page Terminology
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Table 6-1, Page Inputs, describes the different user input types:

Input Type Description

Picklist Picklists provide an efficient way for you to choose a value from a list of valid values.
Picklists consist of a label describing the content and a list box containing the values.
Picklists appear in three formats in eMILPO:

e A rregular picklist that stores multiple values and allows you to select one
value at a time. To select a value from this type of picklist, click on the down
arrow to expand the picklist and select the value of choice.

e A multiple-value picklist that allows you to select a single value or multiple
values. This type of picklist has a scrollbar and allows you to see a range of
values. Use the procedure described in the previous bullet to select a single
value. To select multiple values in succession of each other, select the first
one, then simultaneously hold down the Shift key and select one or more next
to the first value. Alternatively, you may select the first value, simultaneously
hold down the Shift key and select the last value in the range. To select
multiple values not in succession of each other, click on the first value, hold
down the Ctrl key and click on the next value.

e A read-only picklist displays multiple values as read-only and may have a
scrollbar. You may scroll up or down to view all values but cannot select a
value.

Checkbox Checkboxes usually appear in groups. The grouping of checkboxes is only visual, not
logical. More than one checkbox of a group can be selected at a time. A checkbox
consists of a square-shaped indicator to the left of a label describing the state being
set. You select a corresponding value by clicking on the square-shaped indicator.
Radio button | Radio buttons provide a mutually exclusive selection value. While radio buttons are
displayed in a group, only one may be selected at one time. You select a
corresponding value by clicking on the radio button. Selecting an alternate button in a
radio button group will automatically remove the previous selection.

Text-entry Text-entry fields or text boxes are used to enter text. There are two types of text-entry
field fields: a single-line text entry box and a multiline text entry box. The multiline text-
entry field has scroll bars that automatically turn on and off depending on the amount
of text present. Both types of text boxes support simple text-editing functionality,
such as backspace, copy, cut, paste, etc.

List-to-List The list-to-list transfer method is used to enable you to move objects from one
Transfer collection to another. The display table contains list boxes that also have commands
for transferring items between the collections, usually by adding or removing from
collections.

Table 6-1: Page Inputs

6.1.1 eMILPO Toolbar

eMILPO does not use the standard Internet browser toolbar. eMILPO’s standard utility icons
and command buttons are available on every parent browser window to navigate the Web pages,
interact with the system, and perform all necessary tasks. The system displays the standard
browser toolbar on every minor or child window to facilitate navigation.
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6.1.2 Page Banner

Each eMILPO page has a banner displaying the AHRS logo with the current page title and
standard utility icons. The page title reflects the functionality and content of the page and allows
you to identify the page. The utility icons provide basic navigation, online help, printing
capability for the current page, and exit from the application.

Individual Awards - Soldier Data
Weng, el Pring iy
006G

Figure 6-2: Sample Page Banner

6.1.3 ALT Tags (Tool Tips)

In accordance with Section 508 of the Rehabilitation Act, user tool tips in the form of HTML
ALT tags are available to provide helpful information on links, buttons, and graphic objects. To
access the tool tip, hold the cursor over an object, and the tool tip will appear.

ave I Next Close
Tool —@ | |
Tip—-- Save the current record,

Figure 6-3: Tool Tip

6.1.4 Mouseover

The eMILPO application uses the Javascript mouseover effect on navigational and command
buttons to provide dynamic access to information about those buttons. When you scroll your
cursor over the button or hyperlink, eMILPO displays information about that button or link.

6.1.5 Required Fields
eMILPO designates required data entry fields on the Web pages that with an asterisk (*). All
required fields on a Web page must be completed before being accepted by the system.

6.1.6 Online Help

eMILPO offers online help on every Web page. Clicking the Help utility icon in the upper right-
hand corner of the page activates online help, as illustrated in Figure 6—4, Online Help. Online
help offers step-by-step and detailed instructions to assist you with the operation of the current

page.
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‘2 Help - Main Menu - Microsoft Internet Explorer provide... E]@E|

5 = s x|
- s |ﬂ @ i /I'-I g '?1 E [—"--'1‘]T @
A
eMILPO Help
s To find help organized alphabetically, click on this Index Page
hyperlink.
+ Tofind help organized by subject, click on this Subject Page
hyperlink.
+ Forterms and definitions associated with eMILPO, please go
to the eMILPO Terms page.
Main Menu
The eMILPO Main Menu provides access to the following main
categories of functionality and functional areas within the application.
Each functional area is a hyperlink. The user can click on the
hyperlink to access the area. A grayed-out link indicates that the
user is not authorized to access the functional area. Click on the
hyperlinks below to view a description of the functions.
F Personnel Services
r Emergency Motification
F Personal
F Senvice/Miscellaneous Dates
r Military Spouse (MACP)
¥ Family Member
F Individual Awards -

Figure 6-4: Online Help

6.1.7 Glossary

eMILPO offers a definition for data elements used on every Web page. Clicking on a data
element (which appears in blue type onscreen) will activate a minor window that displays the
definition of the data element. The Glossary window will time out in 5 minutes. Figure 6-5,
Glossary Function, provides an example of the Glossary window for the Search Criteria data
element. The Glossary function provides a clear interpretation of the name of the data element
as recorded in the eMILPO data dictionary and other Army resources.
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2 eMILPO Terms Index - Microsoft Interne... g|ﬁ|@

Name The designation for a specific
person or institution. The system
displays last name first, followed
by first name or an institution
name.

Figure 6-5: Glossary Function

6.1.8 Batch Mode Processing

To ensure efficiency in system performance as well as user time online, eMILPO implements
batch-mode processing where possible. In the majority of the functional areas, you have the
option to build a working list of soldiers for processing. You will also be able to perform
multiple functions at one time for a selected soldier (that is, adding new data, viewing, updating,
or revoking/removing current data). The system will loop through all selections for all selected
soldiers.

6.1.9 Notification of Lengthy Loading Actions

eMILPO will notify you of a lengthy loading action via a status bar. The status bar will be in
motion while the page loads.

6.1.10  Printing in eMILPO

eMILPO assists you with printing the Web pages and reports in eMILPO in several ways. It is
assumed that your printer is already installed and configured as outlined by the manufacturer.
You may click the Print icon (shown in Section 6.1.11, Utility Icons) to print the current Web
page.
e Some pages may require printing in landscape. eMILPO will prompt you to change the
page orientation on your printer to landscape before proceeding. You will need to return
the print setting to the default setting after printing.

e |If a.PDF version of a report is available, the .PDF utility icon will be enabled to allow
you to generate a .PDF version of the report. Click on the .PDF utility icon to enable
Adobe Acrobat Reader. You will be able to view, print, or save the report to a media of
your choosing within the Adobe Acrobat Reader application.
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6.1.11  Utility Icons

Utility icons provide navigational, help, and printing functions in eMILPO. Table 6-2, Utility
Icons, describes the utility icons available on the page banner.

Icon l Location l Description
wen,, All The system will display the Main Menu. The system will detect
@E data on the page and prompt you to save or discard the data before
: displaying the Main Menu.
el All The system will display online Help for the current page.
ES
ering All The system will display the Windows Print dialog box.
@ Note: For pages that are displayed in landscape, the system will
prompt you to change the page orientation.
HRAR, The system will create a version of the current document in Adobe
PDF Promotion Acrobat .PDF format. You have the option to view, print, and/or
ﬂg Reports save to a choice of medium within the Adobe Acrobat Reader
application. The .PDF icon is available only in selected reports
within eMILPO.
Bxif All The system will display the Logout confirmation page. The
\(_"'" system will detect data on the current page and prompt you to save
o~ or discard the data before exiting the application.

6.1.12 Command Buttons

Table 6-2: Utility Icons

Command buttons allow you to interact with the system. Command buttons appear on the
bottom of each page following the display tables. Table 6—-3, Command Buttons, describes the
standard command buttons used in eMILPO.

Button ‘ Location ‘ Description
Soldier The system adds the selected item from one collection to
ADD Selection another. For example, in the Soldier Selection process, the
system adds the selected criterion/value combination to the
Selection Criteria text area.
PR Soldier The system interrupts a search request and returns the location
Selection cursor to the text-entry field below the Search Criteria picklist.
e Soldier The system clears all data rows in the soldier listing.
Selection
All The system closes the current page and displays the Main
i Menu or the next appropriate page. If the current page
permits user entry, the system will detect data entry and
prompt you to save or discard the data.
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Button ‘ Location Description
Soldier The system removes a highlighted criterion/value combination
= Selection from a criteria text area.
Note: The system will notify you if DEL was clicked before
a value is highlighted (optional if time permits).
it Logout The system terminates your session and exits the eMILPO
Confirmation Logout Confirmation screen.
Load Mobilization The system displays the SSN File Load to allow you to load a
text file of Social Security numbers (SSNs).
All The system navigates to the next page without saving. If the
Mext current page permits user entry, the system will detect data
entry and prompt you to save or discard the data.
e All The system v_alidates your actions or requests and displays the
next appropriate page.
Soldier The system navigates to the previously viewed page.
Previous Selection Note: The system will disable the button if there is not a
previously viewed page.
All The system clears all text-entry fields and returns the location
Resat cursor to the first text-entry field and resets all other form
elements to their default values.
All The system validates your entries and notifies you of any
Save discrepancies. The system then saves the record and moves to
the next item on the list, if any exist.
S Soldier The system validates your search criteria and displays the
Selection records matching the search criteria.
Listing The system validates your selection and displays the soldier
— Pages/Slotting | data page for the first selected action. In Slotting, the system
will display the Slotting—Summary page if there are no
discrepancies in the slotting actions.
Table 6-3: Command Buttons
6.1.13 Action Links

Action Links behave similarly to command buttons. One such action link is Calculate. Clicking
Calculate tells eMILPO to perform a calculation to populate a field using data you entered.
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1. USER REGISTRATION

The eMILPO Web site is a secure site. Commanders at all echelons are responsible for
designating individuals under their command who may be granted access to the eMILPO
application. The AKO Web site will be the portal to the eMILPO application. All users
requesting access to eMILPO must have an AKO user ID and password.

7.1 AKO User Registration
You may obtain access to the AKO portal as follows:

1. To apply for an AKO User ID and Password, navigate to the AKO Web site at
Www.us.army.mil.

2. Select the “I’m a New User” link, answer the appropriate security notices, and follow the
onscreen instructions to fill out and submit a User Registration request.

3. Once the registration form and password have been submitted, AKO will inform you via e-
mail when the account has been approved and activated.

7.2 eMILPO User Registration

You may obtain access to the eMILPO application as follows:

1. Use your AKO ID and password to navigate to the AKO Home Page.
2. Click on the AHRS Portal link from the AKO Home Page.

3. Click on you Registration link from the AHRS Web Portal page to access the
eMILPO User Registration page, shown in Figure 7-1, User Registration Page.

User Registration

welp

o

Please select the document format for downloading the Access Request form. The Access Request Form needs
to be approved by the Leader/Supenisor/Manager before submitting to the Unit Administrator or System
Administrator for your unit. Click "Help" to view the business rules pertaining to user registration.

Adobe Acrobat Reader® can be downloaded by clicking on this link: 5}!'39' m’“

MS Word Format

Adobe Acrobat Format

Close

Figure 7-1: User Registration Page
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If you are a first-time eMILPO user, please complete the eMILPO Access Request form and
obtain the signature of your leader, manager, or supervisor before submitting the form to the
System Administrator (SA) for your unit. The System Administrator will approve or deny
access based on eMILPO security requirements. Only those users with the appropriate command
authorizations, based on job and mission requirements with a need-to-know, will be given
access.

721 Business Rules for User Registration
The following business rules apply to user registration:

e You need to be a registered AKO user and have a valid AKO user ID to request access to
the eMILPO application.

e You need to be associated with a Unit Identification Code (UIC) to be granted access.
e A user may be associated with up to 15 UICs.

e A duplicate user account cannot be created for the eMILPO application if your ID already
exists in the eMILPO database.

e AneMILPO user account cannot be modified or removed if your user ID does not exist
in the eMILPO database.

e A new eMILPO Access Request form will need to be filled out, approved, and
resubmitted to request modifications to or removal of your unit information or access
control privileges.
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8.

AHRS WEB PORTAL PAGE

The AHRS Web Portal Page—shown in Figure 8-1, AHRS Web Portal Page—Ilists and provides
access to the AHRS’ family of applications. The following applications and options are
available on this page:

eMILPO—Provides management capability to personnel data, readiness, strength
accounting, and multi-component reports at all levels. To access eMILPO on the portal
page, click on the link.

— User Registration allows you to view and download the eMILPO Access Request
form in MS Word or Adobe Acrobat .PDF format. Click on the link on the portal
page to access the User Registration page.

— Release Notes introduces you to the eMILPO application. This option also outlines
the application’s features and enhancements, tips for navigation, user registration, and
help desk information.

— Web-Based Training is a guide through the eMILPO application. Click on the link to
access the eMILPO Web-Based Training.

— Frequently Asked Questions—clarifies issues specific to common and technical areas
throughout the application.

AHRS Enterprise Datastore—Provides an enterprise view of Army Personnel assets
and skills across and within PPAs. Click on the link to access the AHRS Enterprise
Datastore application.

— Web-Based Training—Guides you through the Enterprise Datastore application.
Click on the link to access the AHRS Enterprise Datastore Web-Based Training.

OMPF Online—If authorized, allows you to review your Official Military Personnel
File online. Click on the link to access OMPF Online.

DEERS—If authorized, allows you to change your address and your authorized
dependents’ addresses in the Department of Defense Enrollment Eligibility Reporting
System (DEERS).

Promotion to 1LT/CW2—The Junior Office Promotions Web site allows you to process
the promotion to the ranks of 1LT and CW2.

Promotion Worksheet—Allows you to access the Enlisted Records Center automated
promotion worksheet.

eMILPO Reports—Allows you to generate the following reports:

— AAA-069, EDAS Letter of Special Instruction

— AAA-095, Suspension of Favorable Personnel Actions Management Report
— AAA-160, Report of AWOLS

— AAA-162, Unit Personnel Accountability Report

— AAA-165, Unit Personnel Accountability Notices

— AAA-199, Good Conduct Medal Roster

— AAA-234, EDAS Individual Losing Assignment

— Enlisted Record Brief (ERB)
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Applications
* eMILPO
° Reports
2 Web-Based Training
2 User Registration
o Functional Guidance/FAQs
° Release MNotes Position the mouse cursor over the hyperlinks
o about eMILPO for a description of the applications.
* AHRS Enterprise Datastore
2 Web-Based Training
* OMPF Online
* DEERS
* Promotion to 1LT/CW2
* Promotion Worksheet

Figure 8-1: AHRS Web Portal Page

Hover over the hyperlinks to view a description of the application. Click on the hyperlink to
launch the application.
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9. LOGIN AND LOGOUT

9.1 eMILPO Login Authentication

Authentication for eMILPO occurs through the AKO logon process. With single sign-on, you
log on through AKO and are authenticated for those systems to which you have access. Once
authenticated and granted access to AKO, you can launch eMILPO via the AKO Portal and
access the system without having to reenter your ID and password.

9.1.1 Business Rules
Please note the following business rules prior to login:

e You must be a registered AKO user.

e Your eMILPO user ID and password will be the same as your AKO user ID and
password.

e If you, as an already authenticated user, attempt to log in to the eMILPO application a
second time during the same session, the system will lock your account and exit the
application. You must wait 15 minutes becore the system will allow you to log in again.

e The session will be suspended after 15 minutes of inactivity and will require you to log
back in to the eMILPO application.

e If your eMILPO unit profiles have expired (that is, the requested end date has passed),
the system will display the message: “You are trying to access the system outside of the
authorization window specified by your administrator. Click “OK” to return to the
AHRS Web Portal.”

e If your eMILPO account has been assigned to more than one unit profile (or Associated
UIC), the system will prompt you to select the desired UIC in which you want to work
prior to gaining access to the eMILPO Main Menu.

e eMILPO accounts are locked if more than one login is attempted using the same user ID
and password. You must wait 15 minutes before the system will allow you to log in
again.

9.2 Department of Defense Security Statement

Upon clicking the eMILPO hyperlink on the AHRS Web Portal page, you will be prompted to
view a standard DoD Security Statement acknowledging the level of security involved in
accessing a DoD application. The security statement is shown in Figure 9-1, DoD Security
Statement.
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23 DoD Security Statement - Web Page Dialog

“ou are decessing a U5, Government (USE) information system (15) that is prowided for USG- authorized use
on by,

By uzing this 15, you consent to the follmwing conditions:

= The USG routinely monitors communications accuriing on this 15, and any device attached to this 15, for
purpozes including, but not limited to, penetration testing, COMSEC monitoring, netword: defense, quality
control, and employee misconduct, law enforcement, and counterintelligence imestigations.

= At any time, the USG may inspect andfor seize data stored on thiz 15 and any device attached to this |5,

= Communications oceuriing on or data stored on thiz [5, or any device attached to this 1S, are not private. They
are zubject to routine monitoring and search.

= Any communications acourting on or data stored on this 1S, or any device attached to this 1S, may be disclozed
or used for any USG-authorized purpose.

= Security protections may be utilized on thiz 15 to protect cetain interests that are important to the USG. For
example, pasanards, access cards, encryption or biometric access controls provide security for the benefit of the
USG, Theze protections are not prowided for vour benefit ar privacy and mavbe modified ar eliminated at the
USG's discretion.

Accapt Decline

Figure 9-1: DoD Security Statement

To complete the security statement, perform the following steps:
1. Click Accept to proceed to the eMILPO login authentication.

2. Click Decline if you do not wish to acknowledge the security statement. The system returns
you to the AHRS Web Portal page.

9.3 Associated UIC Selection

Upon a successful login authentication from eMILPO, you will either be directed to the Main
Menu or the Associated UIC Selection page if you are associated with more than one UIC. The
Associated UIC Selection page allows you to select a UIC for the working session; the selection
page is shown in Figure 9-2, Associated UIC Selection Page. eMILPO will associate users with
up to 15 UICs.

Associated UIC Selection

Based on your Login ID you are associated with the following UICs. Please select a UIC to begin this
session. Click "OK" to proceed. Click "Close” to exit the page.

Associated UIC: | SelectOne +

GelactOne.
GOARMY

Figure 9-2: Associated UIC Selection Page
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To complete the Associated UIC Selection Page, perform the following steps:
1. Expand the Associated UIC picklist and select a UIC to begin the session.
2. Click OK to proceed. The system will associate you and display the Main Menu.
3. Click Cancel to exit. You will be returned to the AHRS Web Portal page.

9.4 Logout

You may choose to exit the application on any parent browser window or any main page by
clicking on the Exit icon, located in the upper right corner of every page banner. Refer to
Section 6.1.11, Utility Icons, and Figure 6-2, Sample Page Banner, for further details.

Thank you for using eMILPO.

Exit

Figure 9-3: Logout Confirmation Page

To log out of eMILPO, perform the following steps:
1. The system will display the Logout Confirmation page.
2. Click Exit to close the page and exit the application.

941 Business Rule for Logout

You must properly exit the application by clicking on the Exit utility icon. EXiting the
application using any other means, such as clicking the X icon of the browser window, will
prematurely terminate the working session and result in locking your user account. If your
account is locked, you will be required to wait 15 minutes before logging in again.
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10. MAIN MENU

The eMILPO Main Menu provides access to the functionality available within the application.
The system also tracks your last successful login and displays the corresponding date and time.
Each eMILPO functional area is a hyperlink on the Main Menu, as shown in Figure 10-1, Main
Menu. You can only access functionality that you are authorized to access. Click the
appropriate link to access the functional areas. The functional areas available on the eMILPO

Main Menu are discussed in the subsequent sections.

¢MILPO Main Menu

[ Use Single 8N

Personnel Services
Emergency Motification
Personal
Service/Miscellaneous Dates
Military Spouse (MACF)
Family Member
Suspension of Favorable Perzonnel Actions
Individual Awards
Servicemen’s Group Life Inzurance
Education
Lost Time
Field Determined Security Status
Citizenship
Certification
I Bill
Assignment Considerations
Tests
Military Sccupational Specialty
Readinesz

Cwerseas Azsignment Data

10.1

Personnel Accounting

Arrival

Attachment

Slotting

Cuty Status

Soldier Patient History
Azsignment History
Reserve Component Accounting
DFR/DFS
Transition/Loss

PCS Departure

R& Strength

Caszualty Affairs

Readiness

Personnel Asset Wisibility Report (PAVE]
Human Resource Authorizations Report (UME])
Individual Mon-Available Deployment Tracking

Mazs Maon-fAvailable Deployment Tracking

DTAS

DTAS Soldier Record
TRHM Upload

welo  exir
"4.’ fi'

Last Successful Logon: 20071010@23:11

Reassignments
Schedule Briefing
Briefing Attendance
HQDA Reassignments

PERSTEMPO
Unazzociated Soldier Events
Individual Event
Maszs Event
Cutprocessing Report
Threshold Management
Pay Management
Workflow
Inbox
Cutbox
Delegate Raole

Figure 10-1: Main Menu

Personnel Services

Promotions
Enlizted Reduction
Lateral Appointment
Prarmaotion
Ceny Promotion
Ceny Promotion List Auto Integration
Special Category Pramotion
Restore/Revoke Previous Rank
Correct Date Of Rank
Rank History
Enlisted Advancement Report (AAA-117)
Enlisted Promotion Repart (AA&-294]

System Services
System Administration

User Docurnentation

The functional category of Personnel Services provides functions for maintaining the soldier’s
personal, family, emergency notification, education, awards, and miscellaneous data.

Table 10-1, Personnel Services Functions, lists the functions available under Personnel Services
and provides a brief description.

Function
Emergency Notification

Lists the selected soldier’s current emergency notification data and allows
you to add, update, or remove one or more existing emergency notification
data. The emergency notification data include family member and/or
beneficiary data, location of will, and commercial and SGLI life insurance
data. You have the option to update or remove an existing notification
data. You also have the option to print Record of Emergency Data DD
Form 93 following a completed emergency notification action.

Description
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Function ‘ Description
Personal Consists of the following functionality:

e Address—Lists all current addresses for the selected soldier and
allows you to add a new address, update, or remove one or more
existing address data for the soldier.

¢ Name Change—Allows you to change the name of the soldier in
the system

e Personal Data—Allows you to update the selected soldier’s
personal data, including birth date, sex, ethnic origin, religious
affiliation, and citizenship data

e Phone Number—L.ists all phone numbers in the system for the
selected soldier and allows you to add, update, or remove one or
more existing numbers

e SSN Correction—Allows you to correct the soldier’s Social
Security number (SSN) in the system

Service/Miscellaneous Lists the relevant service-related dates pertaining to the Army career of the
Dates selected soldier. You have the option to edit only the following service-
related dates: Basic Enlisted Service Date, Individual Personnel Data
Verification Date, Delay in Separation Reason, DEROS Date, MMRB
Meeting Date, and Determination.

Military Spouse (MACP) | Allows you to add military spouse data for the selected soldier or to update
or remove current spouse data. You also have the option to enroll the
spouse into the Married Army Couples Program (MACP) if the military
spouse is a soldier in the Regular Army and has not yet enrolled.
Conversely, you can disenroll the military spouse, if desired, if the spouse
is already enrolled.

Family Members Lists all the family members currently recorded in the database for the
selected soldier. The system allows you to add, update, or remove marital
status and dependent data for one or more soldiers. This module does not
enter the family member into DEERS.

Suspension of Favorable | Maintains a record of personnel flagged for suspension of favorable
Personnel Actions personnel actions. You have the option to initiate new flag or to update
and finalize or remove an existing flag, if allowed, as directed by a
commander or HQDA.

Individual Awards Lists the soldier’s good conduct medal awards, if any exist, as well as any
other individual awards that the soldier has achieved throughout his or her
Army career. You have the option to update or remove one or more
existing awards as well as adding new awards. You also have the option to
update the soldier’s good conduct medal eligibility date.

Education Consists of the following functionality:

e Civilian Education—Captures the soldier’s completed civilian
education level and lists the civilian courses and corresponding
data that the soldier has completed. You have the option to update
or remove any existing civilian education data and add new data
for the soldier.

e Civilian Degree—L.ists the soldier’s civilian degrees and
corresponding data, including year awarded and corresponding
majors. You have the option to update or remove any existing
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Function ‘ Description
civilian degrees and to add new degrees for the soldier.

¢ Military Education—Notes the completed correspondence course
hours and lists the military courses the soldier has taken throughout
his or her Army career. You have the option to update or remove
any existing military education data and to add new data for the

soldier.
Service Member’s Group | Lists the selected soldier’s current SGLI election and allows you to add a
Life Insurance new beneficiary, and to update or remove one or more existing
beneficiaries.
Lost Time Lists all the lost time data for the soldier. Lost time is an unexcused

absence, such as AWOL. You have the option to add lost time as well as to
update or remove existing lost time data for the soldier.

Field Determined Allows you to add, update, and remove the soldier’s security clearance as

Security Status well as the assignment and qualification status in the Personal Reliability
Program.

Citizenship Consists of the following functionality:

¢ Naturalization—Allows you to add naturalization data for one or
more soldiers who became U.S. citizens through the process of
naturalization. You also have the option to update or remove
existing naturalization data for the soldiers.

e Non-U.S. Citizen—Allows you to add pertinent data for one or
more soldiers who are not citizens of the United States but who
qualify as legal aliens. You also have the option to update or
remove existing non-U.S. citizen data for the soldiers.

Certification Consists of the following functionality:

e Professional Certification—Lists the professional certifications
recorded in the database for the selected soldier and allows you to
add new certifications, or to update and remove existing
certifications.

e Technical Certification—Lists all technical certifications and
corresponding data recorded in the database for the soldiers. The
technical certifications may range from technical, medical,
financial, and other professional fields. You have the option to add
new certifications and update and/or remove one or more existing
certifications.

Gl Bill Allows you to record the soldier’s Montgomery Gl bill eligibility status,
including the college fund and Vietnam era Gl bill programs. You have the
option to update or remove existing Gl bill eligibility data.

Assignment Consists of the following functionality:

Considerations e Assignment Considerations—Allows you to record and maintain
the assignment data considered during the reassignment processing
for one or more soldiers. This module also maintains both CONUS
and OCONUS assignment preferences and restrictions for enlisted
soldiers.

o AEA—AIlows you to add, update, or remove AEA data for a
selected soldier
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Function ‘ Description
Tests Consists of the following functionality:

e Army Physical Fitness Test—Allows you to record the detail of the
soldier’s current physical fitness test result and weight control data
obtained at the semiannual APFT/weigh-in. You may record
whether the soldier passes or fails his or her APFT.

e Personnel Management Tests—L.ists the details of the Personnel
Management-sponsored tests that are administered by the Armed
Forces to determine an individual’s potential to perform skills in
certain job classifications. You have the option to add, update, or
remove personnel management test data.

e ASVAB/AFCT Scores—L.ists the more specialized Armed
Services Vocational Aptitude Battery and Armed Forces
Classification Test data. You have the option to add, update, or
remove personnel management test data.

e Weapons Qualification—Allows you to record the soldier’s
qualified weapon type, qualification date, total number of hits for
the weapon and the basic marksman qualification badge. You have
the option to add, update, or remove weapons qualification data.

Military Occupational Records the ranges of primary, secondary, and additional military
Specialty occupational specialties (MOS) as well as additional skill identifiers (ASI),
skill qualification indicators (SQI), and language skills possessed by the
selected soldier. With the exception of primary MOS, you have the option
to add new MOS designations or to update and remove existing
designations for enlisted soldiers from ranks E1 to E6. You have the
option to view MOS designations for soldiers from E7 and above.
Readiness Displays the data pertaining to the soldier’s physical readiness for duty or
deployment. Readiness data include physical profile factors (PULHES) as
well as the date of the last physical exam and last HIV test.

Overseas Assignment Allows you to update overseas assignment information for a selected

Data soldier.

Table 10-1: Personnel Services Functions
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10.2 Personnel Accounting

The functional category of Personnel Accounting provides functions for strength accounting,
strength balancing, mobilization, loss, transition, changes in duty status, and assignment.

Function | Description
Arrival Consists of the following functionality:

e Soldier Arrival—allows you to arrive one or more soldiers to their
units. eMILPO supports the sign-of-life concept that dictates that
if a soldier arrives on site, the system can arrive the soldier
without requiring the soldier to be properly departed from the
losing unit. Soldier Arrival allows the assignment types of
CONUS, Local CONUS, and Local OCONUS.

e OCONUS Arrival—allows you to arrive one or more soldiers to
OCONUS units and assignments

e Arrival Date Correction—allows you to correct the arrival date
and time for one or more soldiers

e Mass Arrival—eMILPO will notify you that soldiers must be
properly departed in the system or have assignment instructions
prior to processing a mass arrival. This module allows you to
arrive a group of soldiers to a unit.

e Revoke Arrival—allows you to process a revocation of a previous
arrival for one or more soldiers.

Attachment Consists of the following functionality

e Attach Soldier—lists all current and open attachments for the
selected soldier and allows you to add a new attachment. You
have the option to further attach the soldiers without terminating
the previous attachments. This module will also allow you to
process a release from attachment for the selected soldier.

e Mass Attachment—allows you to process an attachment for a
group of soldiers.

Slotting Consists of the following functionality:

Slotting — Authorized Documents—This allows you to slot one or more
soldiers by comparing the soldiers’ qualifications with the requirements of
the authorization document. You have the option to slot, unslot, and
reslot individual soldiers or a group of soldiers in batch-mode. This also
supports the slotting of overstrength soldiers to the paragraph level of
detail.

Slotting — No Authorized Documents—This allows you to add or update
slotting type information, such as duty title, for a 999* series soldier for
whom there are no TAADS authorization documents.

Duty Status This lists the 12 most current military duty statuses recorded for the
soldiers, including their effective date and time. You have the option to
remove one or more existing statuses as well as add new statuses. The
system will prompt you to confirm before changing a soldier’s military
duty status.

Soldier Patient History This allows you to view the patient tracking history for soldiers within
your UIC who are hospitalized.
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Function
Assignment History

Consists of the following functionality:

Description

Assignment/Duty History—Ilists the current and previous military
assignments, both CONUS and OCONUS, for the selected
soldier. The system also displays duty assignments during
periods that the soldier was attached. You have the option to add,
update, or remove one or more assignment history data. If the
soldier’s record shows an overlap of dates between assignments,
you will need to update an existing assignment to correct the dates
accordingly.

Tour Credits—allows you to update overseas assignment
information for a selected soldier. You have the ability to add,
update, or remove overseas tour data.

Reserve Component
Accounting

Allows you, if authorized, to mobilize members of the Guard and Reserve
Component to active duty in the event of war, national emergency, or at
the command of the President of the United States. Mobilization consists
of the following functionality:

Soldier Mobilization—allows you to mobilize one or more
Reserve Component soldiers ordered to active duty from the
Individual Ready Reserve (IRR), Individual Mobilization
Augmentees (IMA), and Troop Program Units (TPU) on a one-
by-one basis.

Soldier Demobilization—allows you to return the previously
mobilized soldiers to their components.

Unit Mobilization—allows you to mobilize a unit of the Guard or
Reserve Component in the event of war or national emergency.

Unit Demobilization—allows you to return the previously
mobilized units to their components.

Attach RC Soldiers/Operational Support (ADOS)—allows you to
attach a member of the Reserve Component to an active Regular
Army unit or an activated Guard or Reserve unit and to account
for RC soldiers serving on active duty for operational support.

DFR/DFS

This consists of the following functionality:

Drop from Rolls or Strength—allows you to drop one or more
soldiers from strength accountability of the Army for a variety of
reasons. You also have the option to update the current drop from
rolls or strength data for the selected soldier. The system shall
restrict the ability to execute a Drop from Rolls or Strength to an
authorized user.

Return from DFR/DFS—allows you to return one or more
soldiers to the administrative control of the Army following a
DFR/DFS action. The system will automatically update the
soldier’s service dates based on the amount of lost time entered.

Revoke DFR/DFS—allows you to remove a previous DFR/DFS
action if the soldier was erroneously DFR’d. When you remove a
DFR/DFS action for a soldier, the soldier’s record is returned to
its pre-DFR/DFS state.
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Function | Description
Transition/Loss This module consists of the following functionality:

e Soldier Transition/Loss to the Army—allows you to transition
enlisted soldiers to commissioned officers, warrant officers, or to
the Reserves or National Guard components of the Army.
Soldiers may also be transitioned into a transfer or retirement
status. Soldiers who leave the Active component of the Army
without transitioning to either the Reserves or National Guard
components, for a variety of reasons, are processed as a loss to the
Army’s strength. You also have the option to remove existing
transition/loss data.

e Mass Transition—allows you to transition a group of enlisted
soldiers who qualify for duty as commissioned or warrant

officers.
PCS Departure This module allows you to manually depart a soldier from your unit and to
revoke an erroneous departure for soliders in your unit.
RA Strength The RA Strength component allows you to enlist a previously mobilized

soldier in to the regular Army, to recall a retiree to active duty, and to
transition a soldier to extended active duty. The RA Strength component
allows you to perform the following functions:

e Recall Retiree
e Sanctuary/UCMJ
e Enlistment Into RA

Casualty Affairs The Casualty Affairs function allows you to process a loss event for a
soldier.

Table 10-2: Personnel Accounting Functions

10.3 Reassignments

The functional category of Reassignments provides functions for processing soldier
reassignments, including the scheduling and tracking of reassignment briefings.

e Schedule Briefing—allows you to assign reassignment briefing dates for a group of
soldiers.

e Briefing Attendance—allows you to record whether the soldiers scheduled for
reassignment briefings attended the briefings. You have the option to reschedule the
reassignment briefings to another date if the soldiers fail to attend.

e HQDA Reassignments—allows you to process the reassignment from one installation to
another for one or more soldiers. The system will calculate the soldiers’ departure date
based on the entered data.
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10.4 Promotions

The functional category of Promotions provides functions for advancement/reduction/correction
actions and lateral appointments according to Military Personnel Classification (MPC).

Function Description

Enlisted Reduction

This allows you to process a reduction in rank of one or more
enlisted soldiers at the rank of E2 to E9.

Lateral Appointment

This allows you to process the grade change of one or more
enlisted soldiers who have an approved lateral appointment
action.

Promotion

This module allows you to process the promotion of E1 to E4
soldiers based on Time in Grade (TIG) and Time in Service
(TIS).

Deny Promotion

This allows you to record the commander’s decision to block
an automatic promotion to PV2, PFC, and SPC.

Deny Promotion List Auto
Integration

This allows you to process the denial of automatic integration
to the promotion list for the selected enlisted soldier. You
have the option to deny promotion list automatic integration
for E4 soldiers who meet the minimum time in service and
time in grade requirements to be promoted to E5.

Special Category Promotion

This allows you to process the promotion of one or more
enlisted soldiers who fall into the category of “Special”. This
category includes soldiers who attended Ranger training or
other special schools. The soldiers belonging to this category
will not follow the same criteria for promotion eligibility as
the majority of the active enlisted soldiers.

Restore/Revoke Previous Rank

This allows you to process the restoration to the previous rank
of a reduction only and the revocation of an erroneous data
entry, promotion, or reduction.

Correct Date of Rank

This module allows you to correct the soldier’s current Date
of Rank and Effective Date of Rank in the system.

Rank History

This lists all ranks recorded in the database for the selected
soldiers along with their Dates of Rank and Effective Dates of
Rank. You have the option to add, update, or remove a rank
history.

Enlisted Advancement Report
(AAA-117)

This lists the soldiers at the company level from E1 to E2 and
E2 to E3 who are fully eligible for promotion, eligible for
promotion with waiver, and not eligible for promotion.

Enlisted Promotion Report
(AAA-294)

This lists the soldiers at the battalion level from E4 to E5 and
ES5 to E6 who are fully eligible for promotion, eligible for
promotion with waiver, and not eligible for promotion.

Table 10-3: Promotions Functions
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10.5 Readiness

The functional category of Readiness provides an aggregate view of a unit’s personnel, strength,
and readiness status.

e Personnel Asset Visibility Report (PAVR)—provides information related to a unit’s
readiness for deployment. The PAVR is the personnel portion of the USR. The report
includes availability data for soldiers assigned to the unit.

e Human Resource Authorizations Report (HRAR)—displays the associations between
authorizations and soldiers within the unit. The UMR includes sections for slotted
soldiers and their authorizations, slotted overstrength soldiers, unslotted soldiers, unfilled
positions, changed authorizations, and total soldiers. The UMR also provides a
cumulative total of one or more UICs.

e Individual Non-Available Deployment Tracking—tracks soldiers who are unavailable for
deployment. Non-Available Deployment Tracking includes the capability to add, update,
and remove non-availability deployment data for a soldier.

e Mass Non-Available Deployment Tracking—allows you to process non-availability
indicator details for selected soldiers.

10.6 Workflow

The functional category of Workflow provides automatic notification to the units and authorized
personnel of task actions they need to perform for soldiers within the units under their authority.
Workflow will also provide information relating to tasks and will allow the authorized user to
view or forward tasks to other users as necessary.

Function \ ‘ Description

Inbox This lists tasks assigned to you and allows you to perform the
following functions: delete task, forward task, open/view
task, return task, and view audit log.

Delete Task You have the option to delete a task that is currently assigned
to you.

Forward Task You have the option to forward a task that is currently
assigned to you.

Open/View Task You have the option to either open or view a task that is
currently assigned to you.

Return Task You have the option to return a task that was previously
forwarded to you.

View Audit Log You have the option to view the history of a specific workflow
subject.

Outbox This lists all workflow tasks that were originally assigned to
you and have since been deleted, forwarded, or returned.

Delegate Role This allows you, if authorized, to assign a workflow-related
role from one user to another within your unit boundaries.

Table 10—4: Workflow Functions
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10.7 System Services

The category of System Services provides user management capabilities for authorized users and
allows access to related eMILPO documentation. The following options are available to you in
the System Services module:

e System Administration—provides user and account management functions for authorized
User Administrators.

e User Documentation—displays all user-related documentation for the eMILPO
application, including:
— Introduction to the eMILPO Application
— System Requirements
— Business Rules
— eMILPO Terms
— User Manual
— Frequently Asked Questions

10.8 DTAS

The category of DTAS provides you with the ability to generate an DTAS Soldier Record data
file in Extensible Markup Language (XML) format and to upload data from a Tactical Personnel
System (TPS) TRN file.

10.9 PERSTEMPO

The PERSTEMPO category provides the ability to perform Congressionally-mandated tracking
of soldiers’ deployed time away from home. The following options are available to you in the
PERSTEMPO module:

e PERSTEMPO Unassociated Soldier Events—allows you to update or remove an
unassociated event for a selected soldier

e Individual Event—allows you to add, update, or remove an event for a selected soldier.

e Mass Event—Mass Event consists of Mass Add, Mass Update, and Mass Removal. Mass
Event functions allow you to work with multiple events at once. For instance, you can
select several soldiers and define an event to be created with the same parameters for all
those soldiers. Likewise, you can select several existing events and update them with
common data changes, such as a change to their end dates. Finally, you can select
several events and remove (cancel) them all at once.

e Outprocessing Report—The Outprocessing Report allows you to review and print a
complete PERSTEMPO record for a selected soldier.

e Threshold Management (which is not currently enabled)
e Pay Management (which is not currently enabled)
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11. SEARCH PROCESSES

The eMILPO application provides two methods to initiate a function: the Soldier Selection Page
and Search by Single SSN. The Soldier Selection Page allows you to search for one soldier or
more than one soldier for whom to perform the selected function. The Search by Single SSN
method allows you to access the records for a particular soldier and to perform multiple
functions for that soldier.

11.1 Building a Soldier List

The Soldier Selection page allows you to query the database and build a list of soldiers for the
working session. In most functional areas, you can search for soldiers using one or more of the
following criteria: SSN, Last Name, and UIC. Please refer to Section 11.1.2, Soldier Selection
Process Variations, for information which functional areas use different search criteria.

The Soldier Selection page (shown in Figure 11-1, Soldier Selection [which shows the Soldier
Selection page for the Emergency Notification function]) allows you to build a list of soldiers for
the working session. You can search for soldiers using one or more of the following criteria:

SSN—search by all nine digits of the SSN

Last Name—search by the soldier’s last name
UlC—search by the soldier’s UIC

Assigned Soldiers—search for assigned soldiers
Attached Soldiers—search for attached soldiers
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Emergency Notification
Soldier Selection

wheng, velp pring exif

G @ O G

This page allows the user to build a soldier list for the working session. Please select a search criterion and
enter a corresponding value, Use "ADD™ and "DEL" to add and delete criteria then click "Search™ to begin.
Click "Reset™ to clear the fields. Click "Cancel™ to interrupt a search.

Search Criteria: | S8l2ct One Selected Criteria:

DEL

Assigned Soldiers &  Attached Soldiers O

Search Reset Cancel |

Select soldiers by clicking on the corresponding checkboxes in the Select Deselect column. Click "Select™ to
select all soldiers. Click "Deselect™ to deselect all soldiers.

¢ Click "OK" to proceed. Click "Clear™ to clear the saoldier list. Click "Close™ to exit the page.
s [fthe search returns multiple pages, "Next” and "Previous™ will be available to navigate the pages.

Page 1 of 1

Select

Deselect Rank Name SSN

Previous | Mext | oK | Clear | Close

Figure 11-1: Soldier Selection

Complete the following steps to build a soldier list:

1. Expand the Search Criteria picklist and select a search criterion. You can select from the
following choices: SSN (using all nine digits), Last Name, or UIC.

2. Enter a value for the selected criteria in the text-entry field below the Search Criteria picklist.
The system permits wild card searches for Last Name only and accepts both uppercase or
lowercase letters.

3. Click ADD to add the selected search criteria/value combination to the Selected Criteria text
area. You may submit only one search criterion at a time.

4. When building the search criteria, you can select between “Assigned Soldiers” or “Attached
Soldiers” to narrow the search results. The system defaults to “Assigned Soldiers”.
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10.

11.

12.

13.
14.
15.

You can remove the displayed search criteria/value combinations by highlighting the
combination in the Selected Criteria text area and clicking DEL.

During the search criteria selection process, the system will validate the data entry and notify
you of any of the following discrepancies:

e ADD was clicked with no search criteria selected and/or no values entered in the text-
entry field.

e DEL was clicked with no selected criteria highlighted in the Selected Criteria text area.

e The value for a search criterion entered was in an invalid format. For example, the UIC
value entered was not the standard alphanumeric six-digit UIC format.

e The search produced too many results. You are directed to refine the search by entering
additional search criteria.

Alternatively, you can perform the following:

e Click Reset to clear the text-entry field and the Selected Criteria text area. The system
returns the location cursor to the text-entry field below the Search Criteria picklist.

e Click Cancel to interrupt a lengthy or incorrect search request. The system retains the
selected search criteria/value combinations and return the location of the cursor to the
text-entry field below the Search Criteria picklist.

When all search criteria have been entered, click Search to begin the search process. The
system will validate the data entry and notify you of any discrepancies, such as the following:

e |f Search was clicked with no criteria entered in the Selected Criteria text-entry field

e If any entered values are invalid or do not exist in the database and, therefore, no soldiers
were found that match the selected criteria/value combinations, the system will display a
message notifying you that invalid criteria were entered.

If there are no discrepancies in the search process, the system will list soldiers that match the
criteria in a table at the bottom of the page sorted by name. If no soldiers match the criteria,
the system will display a message in the first data row of the soldier list table notifying you
that no soldiers were found.

If you choose to conduct an additional search using new search criteria, the system will add
the soldiers resulting from the search to the existing list and re-sort the soldier list by name.

Select soldiers by checking one or more corresponding checkboxes in the Select Deselect
column. Click Select to select all soldiers. Click Deselect to deselect all soldiers.

Click OK to proceed. The system will display the Emergency Notification Listing page for
the first soldier on the list.

Click Clear to remove all soldiers from the soldier list and restart the search process.
Click Close to exit the page without processing. The system will display the Main Menu.

If the search results return more than one page, you can navigate the pages by clicking Next
or Previous where available.

11.1.1  System Validations
The system will validate data entry to ensure that it meets the following constraints:

e The system shall ensure that dates are entered in yyymmdd format.
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e The system shall ensure that the UIC is a six-character alphanumeric code, that it is a
valid UIC, and that it is within the user’s hierarchy.

e The system shall ensure that SSNs are numeric and consist of nine numerals.
e The system will limit the return of a Last Name search to 400 soldiers.

11.1.2 Soldier Selection Process Variations

The subsequent sections outline the functional areas that deviate from the standard search criteria
used.

11.1.21 SEARCH CRITERIA PICKLIST
The following variations to the Search Criteria picklist are applicable:

e For Soldier Arrival, OCONUS Arrival, Revoke Arrival, and Attach Soldier, the available
search criteria are SSN, Gaining UIC, and Report Date.

e For Arrival, Attachment, Reserve Component Accounting, DFR/DFS, Transition/Loss,
and Reassignments, you cannot select between Assigned Soldiers and Attached Soldiers
when building the search criteria.

e For Mass Arrival, the available search criteria are Gaining UIC and Report Date.
e For Mass Attachment and Mass Transition/Loss, the available search criterion is UIC.

e For Slotting No Authorized Documents, you may only select one soldier for whom to
update data.

e For Soldier Patient History, the available search criteria are SSN, UIC (returns a list of
soliders from that UIC who are in the hospital only), Hospital, and Hospital Code.

e For HQDA Reassignments, the available search criteria are SSN, Last Name, UIC,
Gaining UIC, Report Date, Requisition Month, EDAS Cycle, Personnel Service Center
(PSC), and Military Personnel Classification (MPC).

e For Unassociated Soldier Events, the available search criteria are SSN and Last Name.

e For Individual Event, Mass Add, and the Outprocessing Report in the PERSTEMPO
module, the available search criteria are SSN, UIC, and Last Name.

11.1.2.2 WILDCARD SEARCHES

The system will not permit wildcard searches in all Arrival, Attachment, and Mass
Transition/Loss functions.

11.1.2.3 AcTION TYPE COLUMN
The following variations to the Action Type column are applicable:

e The Action Type column will not be available in all functional areas where the system
generates a listing page.

e Inareas that do not have an Action type column, Update and Remove actions will only be
available if the soldiers have an existing record in the system.

e In Restore/Revoke Previous Rank, the available actions will be Restore and/or Revoke.

e In OCONUS Arrival and Drop from Rolls or Strength, the available actions will be Add
and/or Update.
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11.1.2.4

SELECT SOLDIERS

For Assignment History, you may only select one soldier at a time.

11.1.2.5

UIC SELECTION

For the Threshold Management function, you may select one or more UICs from your logon UIC

hierarchy.

11.1.2.6

EVENT SELECTION

For the Mass Add and Mass Removal functions in the PERSTEMPO module, you may build a

list of events to process.

11.2

Search by Single SSN

The Use Single SSN search option is available on the Main Menu. This function allows you to
enter an SSN for a soldier and perform eMILPO functions without building a soldier list. You
can perform multiple functions for the entered SSN without having to build a soldier list for each
function. To use the Use Single SSN search function, perform the following steps:

1. Check the Use Single SSN checkbox displayed on the Main Menu. Figure 11-2, Main
Menu—Use Single SSN, shows the position of the check box.

¢MILPO Main Menu

[ Use Single 8N

Personnel Services
Emergency Motification
Personal
Service/Miscellaneous Dates
Military Spouse (MACF)
Family Member
Suspension of Favorable Perzonnel Actions
Individual Awards
Servicemen’s Group Life Inzurance
Education
Lost Time
Field Determined Security Status
Citizenship
Certification
I Bill
Assignment Considerations
Tests
Military Sccupational Specialty
Readinesz

Cwerseas Azsignment Data

Personnel Accounting
Arrival
Attachment
Slotting
Cuty Status
Soldier Patient History
Azsignment History
Reserve Component Accounting
DFR/DFS
Transition/Loss
PCS Departure
R& Strength
Casualty Affairs
Readiness
Personnel Azszet Visibility Report (PAVE]

Human Resource Authorizations Report (LIME])

Individual Hon-Awvailable Deployment Tracking

Mazs Mon-Available Deployment Tracking
DTAS

DTAS Soldier Record

TRHM Upload

vielp eXir
a2

v
ES -

Last Successful Logon: 20071011 @15:21

Reassignments
Schedule Briefing
Briefing Attendance
HQD#A Reassignments

PERSTEMPO
Unazzociated Soldier Events
Individual Event
Mass Event
Cutprocessing Report
Threshold Management
Pay Management
Workflow
Inbox
Cutbox

Delegate Role

Promotions
Enlizted Reduction
Lateral Appointment
Prarmaotion
Ceny Promotion
Ceny Promotion List Auto Integration
Special Category Pramotion
Restore/Revoke Previous Rank
Correct Date Of Rank
Rank History
Enlisted Advancement Report (AAA-117)
Enlisted Promotion Repart (AA&-294]

System Services
System Administration

User Docurnentation

Figure 11-2: Main Menu—Use Single SSN

2. The system displays the Enter SSN text-entry field (shown in Figure 11-3, SSN Field).

Enter the soldier’s SSN.
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¢MILPO Main Menu

Enter SSM:

Personnel Services
Emergency Motification
Perzanal
Service/Miscellaneous Dates
Military Spouse (MACF)
Family Member
Suspension of Favaorable Personnel Actions
Individual Awards
Servicemen’s Group Life Insurance
Education
Lost Time
Field Determined Security Status
Citizenship
Certification
GI Bill
Assignment Considerations
Tests
Military Occupational Spacialty
Readiness

Gwerseas Assignment Data

Set

Personnel Accounting
Arrival
Attachment
Slotting
Dty Status
Soldier Patient History
Azsignment History
Reserve Component Accounting
DFR/DFS
Transition/Laoss
PGS Departure
RA Strength
Cazualty Affairs
Readiness
Parsonnal Aszet Wisibility Report (PAVR)
Human Resource Authorizations Report (LIMR)
Individusl Mon-Available Deployment Tracking
Mass Mon-Available Deployment Tracking
DTAS
DTAS Soldier Record
TRM Upload

vel  gxir
2 O

7 .4

Last Successful Logon: 2007101101521
Reassignments Promotions
Schedule Briefing
Briefing Attendance

Enlisted Reduction
Lateral Appointment
HQDA Reassignments Prometion
Deny Promotion

PERSTEMPO

Unassociated Soldier Events

Deny Promotion List Auto Integration

Special Categary Promotion
Individual Event Restore/Reuvoke Pravious Rank
Mass Event Correct Date Of Rank
Qutprocessing Report Rank History
Enlisted Advancement Repart (AAd4-117)

Enlisted Promotion Report (AAA-2594)

Threshold Management

Pay Management

Workflow System Services
Inbox System Administration
Cuthon User Docurmentation

Delegate Role

Figure 11-3: SSN Field

3. Click on the Set link to the right of the text-entry field. The screen will redisplay the Main
Menu with the soldier’s SSN—as shown in Figure 11-4, Single SSN Mode. You can now on
the link to the function you wish to perform.

4. To cancel the Use Single SSN session, click the Clear Single SSN checkbox to the left of the
soldier’s SSN. The SSN is cleared, and you are returned to the Main Menu.

¢MILPO Main Menu

[ clear Single S8M:

® indicates single SSM function

Personnel Services
* Emergency Motification
* Personal
* Service/Miscellaneous Dates
Military Spouse (MACE)
* Family Member
* Suspension of Favorable Personnel Actions
* Individual Awards
* Servicemen’s Group Life Insurance
* Education
* Lost Time
Field Determined Security Status
Citizenship
Certification
ST Bill
* mssignment Considerations
* Tests
* Military Occupational Specialty
Readiness

* Cuerseas Assignment Data

Personnel Accounting
* Arrival
* Attachment
* Slotting
* Duty Status
Soldier Patient History
* Assignmment Histary
Reserve Component Accounting
DFR/DFS
TransitionfLoss
* PCS Departure
R A Strength
Casualty Affairs
Readiness
Personnel Aizset Visibility Report (PAWR)
Hurnan Resource Authorizations Report (LIME)
* Individual Mon-Available Deployment Tracking
Mass Mon-Available Deployment Tracking
DTAS
DTAS Soldier Record
TRH Upload

velo  exir
D G

Last Successful Logon: 20071010&223:11
Reassignments Promaotions
* schedule Briefing
* Briefing Attendance

* Enlisted Reduction
* Lateral Appointment
HODA Reassignments * Dromation
* Deny Promotion

PERSTEMPO

Unassociated Soldier Events

* Deny Promotion List Auto Integration
* gSpecial Category Promotion

* Individual Event Restore/Revoke Previous Rank
Mass Event * Correct Date Of Rank
* Rank History

Enlisted Aduvancement Report [AAA-117)

Enlisted Promotion Report (A4 A-294)

* Qutprocessing Report
Threshold Management

Pay Managamant

Workflow System Services
Inbax System Administration
Cuthox User Documentation

Delegate Rale

Figure 11-4: Single SSN Mode
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12.

PERSONNEL SERVICES

Personnel Services offers the following functional areas within eMILPO:

Emergency Notification

Personal—This includes the following:
— Address

Name Change

Personal Data

Phone Number

— SSN Correction
Service/Miscellaneous Dates

Military Spouse (MACP)

Family Member

Suspension of Favorable Personnel Actions
Individual Awards

Servicemen’s Group Life Insurance
Education—This includes the following:
— Civilian Education

— Civilian Degree

— Military Education

Lost Time

Field Determined Security Status
Citizenship—This includes the following:
— Naturalization

— Non-US Citizen

Certification—This includes the following:
— Professional Certification

— Technical Certification

Gl Bill

Assignment Considerations—This includes the following:

— Assignment Considerations

- AEA

Tests—This includes the following:
Army Physical Fitness Test (APFT)
Personnel Management Tests
ASVAB/AFCT Scores

Weapons Qualification

Military Occupational Specialty
Readiness

Overseas Assignment Data
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Figure 12-1, Personnel Services Processes, provides a visual mapping of the processes

associated with Personnel Services.

C Main Menu >

< Personnel Services >

Emergency )
Notification Lost Time
Personal Field Determined
Security Status

Address Citizenship

Name Change

Personal Data
Phone Number

SSN Correction Naturalization
Non-U.S. Citizen

Service/Miscellaneous
Dates

Certification

Military Spouse . -
(MACP) Professional Certification

Technical Certification

Family Member Gl Bill

Suspension of
Favorable Personnel
Actions

Assignment
Considerations

Individual Awards
AEA

Servicemen's Group
Life Insurance

Education

Civilian Education
Civilian Degree
Military Education

Tests

Army Physical Fitness Test (APFT)

Personnel Management Tests

ASVAB/AFCT Scores

Weapons Qualification

Military Occupational
Specialty

Readiness

Overseas Assignment
Data

Assignment Considerations

Figure 12-1: Personnel Services Processes
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12.1 Emergency Notification

The Emergency Notification module allows you to add emergency notification or contact data
for one or more soldiers. The emergency notification data include family member and/or
beneficiary data, location of will, commercial, and SGLI life insurance data. You have the
option to update or remove one or more existing notification data. You also have the option to
print Record of Emergency Data DD Form 93 for all successfully saved emergency notification
entries. Figure 12-2, Emergency Notification Processes, illustrates the processes in the
Emergency Notification module.

O vanwen

[ Emergency Notification ]

Soldier Selection Listing Soldier Data

(5 Add New Data
% *  Update Existing Data

: * Remove Existing Data

Print DD Form 93

Figure 12-2: Emergency Notification Processes

To initiate the process of adding, updating, or removing Emergency Notification information,
you must first build a soldier list. (This process is detailed in Section 11.1, Soldier Selection
Process). Once you have built a soldier list and selected the soldiers for whom you wish to make
changes, the system will display the Emergency Notification Listing page.

Note: The Emergency Notification soldier selection process includes not only the soldiers who
have records on eMILPO, but also other soldiers with records on ITAPDB. Therefore, it is
possible that the Emergency Notification Listing Page will list soldiers who will not be listed
elsewhere in eMILPO. The soldier selection process will search for soldiers who match your
search criteria, including those soldiers who have not been mobilized, RC Attached, or otherwise
imported into eMILPO. This provides you with the ability to process an action for a National
Guard or Reserve soldier.

12.1.1  Emergency Notification Listing

The Emergency Notification Listing page—shown in Figure 12—-3, Emergency Notification
Listing—displays the selected soldier’s Rank, Name, SSN, and UIC as read-only data along with
the soldier’s position in the soldier list and the total number of soldiers from the list. The system
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also displays all current emergency contact data for the selected soldier. You can select to add,
update, or remove emergency contact data.

Emergency Notification Listing

S @ @ G

This page allows the user to process emergency notification data for the selected saldier. The Status column
will display the user's completed actions. Update or remove emergency notification data by selecting the Action
in the corresponding picklist. Select an Ermergency Motification Category to add notification data.

& Click "Submit™ to proceed. Click "Next™ to proceed without saving.

& Click "Close™ to exit the page and terminate the working session.

& Click™iew/Print DD FORM 937 to view ar print the DD FORM 93, Please note that all data must be
valid before the form can be displayed or printed.

« [f DEERS dependant information is not accurate, please go to the Personnel Services/Family Member
function and use the DEERS Refresh button to atternpt to resaolve this issue.

View/Print DD FORM 93 View/Print DD FORM 93 with Directions
Date Prepared: [20060523 Date Verified: 20060523
2LT MATTHEW GALVIN SSHN: UIC: WDLLBD 20f2
Action Status Category Name B
Share
CLAIRE E
SelectOne # SPOUSE GALVIN
THERESA i
SelectOne CHILDREM GALVIN
SelectOne v CHILDREM AMNA M GALVIN
SelectOne CHILDREM JULIA M GALVIN
WALTER M
SelectCne » FATHER GALVIN
BARBARA A
SelectCne » WCOTHER GALVIN
SelectOne ADDITIONAL EMERGENCY INFORMATION AL,
Select One ¥ BENEFICIARIES FOR DEATH GRATUITY | W2rTER N 100
BEMEFICIARIES FOR UNPAID CLAIRE E
select One 4 PAY/ALLOWANCES GALVIN 100
ALLOTMENT DESIGNEE/PERCENTAGE IF CLAIRE E
Seloct Ono MISSING GALVIN 100
Add Emergency Notification Category: | Select One v
Submit | Next | Close |

Figure 12-3: Emergency Notification Listing

You can perform the following from this screen:

e You have the option to change the Date Prepared and Date Verified fields. Enter the
Date Prepared in the standard yyyymmdd format. Enter the Date Verified in the standard
yyyymmdd format.
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You have the option to click the View/Print DD Form 93 hyperlink to view or print all
existing emergency contact data for the soldier; this option displays and prints the form
without the associated directions. You can click the View/Print DD Form 93 with
Directions hyperlink to view and print the form with directions.

The system displays all emergency notification or contact data in the database for the
selected soldier.

The Action column displays the available actions.

The Status column is populated after you have completed all actions. The Status column
will show your completed actions.

The Category column indicates the type of emergency contact.

The remaining columns: Name and Beneficiary Share reflect the details of the contact
data.

12.1.1.1 UPDATE OR REMOVE EXISTING EMERGENCY NOTIFICATION DATA

Expand the corresponding picklist in the Action column and select an action of choice. You can
select to update or remove one or more listed notification data.

12.1.1.2 ADD NEW EMERGENCY NOTIFICATION DATA
To add new emergency notification data, perform the following steps:

1. From the Listing page, expand the Add Emergency Notification category picklist and select a
category of choice. You can choose from the available categories:

e Spouse

e Children

e Father

e Mother

e Do Not Notify

e Beneficiaries for Death Gratuity

e Beneficiaries for Unpaid Pay/Allowances

e Allotment Designee/Percentage

e Insurance

e Additional Emergency Information

2. After the selection has been made click Submit to proceed. The system will display the

Emergency Notification—Soldier Data page for the selected action and will loop through all

selected actions. The system returns you to the Listing page after all selected actions are

completed and will update the Status column, listing all completed actions and add any new
notification data for the selected soldier.
3. Alternatively, you can perform the following:

e Click Next to proceed without saving. The system will detect data selected on the page
and prompt you to save or discard the data. The system will then advance to the next
soldier selected from the Soldier Selection page, if any exist. If the current soldier is the
last soldier on the soldier list, the system will notify you that there are no more soldiers to
be processed and will return you to the Main Menu.
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e Click Close to terminate the working session. The system will detect data selection on
the page and prompt you to save or discard the data. The system also prompts you to
confirm that you wish to terminate the working session. The system then returns you to
the Main Menu.

12.1.2  Emergency Notification—Soldier Data

This page allows you to add emergency notification data in one or more categories for the
selected soldier. The system displays the selected soldier’s rank, name, SSN, UIC, and selected
Action as read-only.

12.1.2.1 SPOUSE CATEGORY—ADD MODE

In the Spouse category, you can designate the current spouse or other types of spouse
information as notification data for the selected soldier. Figure 12—-4, Emergency Notification—
Soldier Data (Spouse), shows the fields for entering spouse information.
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Emergency Notification - Soldier Data

wen,  welp Qi X

S @ O© G

This page allows the user to add emergency notification data for the selected soldier. Please enter or select the
requested data. (*) denotes a required field.

o Click "Save” to save the current record. Click "Mext™ to proceed without sawing.
s Click "Reset” to clear the fields. Click "Close™ to exit the page and terminate the working session.

SGT CHRISTOPHER GALVIN SSN: UIC: WSNGAA  Action: Add 10f2
Category: Spouse
‘Dependant Indicator: |NOTAUTHDEPM +
‘Family Member Status: | SelectOne  #
lMaiden Name:
‘Name:
‘Relationship: | SelectOne v
Civilian Title: Military Grade: |SelectOne v
*Country: | SelectOne hd

APO FPO Mote: If selecting APQ or FPO, Country
must be United States.

“*Street Address:
“City:
State:

Zip Code: _ Phone Number:

Foreign Postal #:

Add Emergency Notification Category: | Select One v

Save | Resat | Mext | Close |

Figure 12—-4: Emergency Notification—Soldier Data (Spouse)

You can complete the following steps to add new notification data in the Spouse category:

1. The system defaults the Dependent Indicator to NOT AUTH DEPN to indicate that the
spouse is not authorized for military entitlements. Please note that the system will only
permit the addition of NOT AUTH DEPN (Not Authorized Dependents) emergency contacts.
The AUTH DEPN (Authorized Dependents) contacts are provided to eMILPO by the
DEERS interface. This is a required field.

2. Expand the required Family Member Status picklist and select an appropriate value. Table
12-1, Family Member Status Codes and Abbreviations, lists the values available for
selection.
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10.

11.

12.

13.
14.

Codes ‘ Abbreviations
D DECEASED
L LIVING
Z UNKNOWN

Table 12-1: Family Member Status Codes and Abbreviations

Enter the Maiden Name, if available, and the required full Name of the spouse in the
provided text-entry fields.

Expand the required Relationship picklist and select the appropriate value for the spouse.
Table 12-2, Spouse Relationship Codes and Abbreviations, lists the values available from the
picklist.

Codes ‘ Abbreviations
01 Wife
02 Husband

Table 12-2: Spouse Relationship Codes and Abbreviations

If the spouse is a civilian, provide a Civilian Title in the text-entry field, if the data are
available.

If the spouse is a member of the armed forces, provide a Military Grade from the
corresponding picklist, if the data are available.

Select a value from the Country picklist. Select United States for APO and FPO addresses.
This is a required field. Note: Required fields for data entry will vary depending on whether
the address is a U.S., APO/FPO, or foreign address. Required fields are denoted with an
asterisk.

If applicable, select either the APO or FPO checkbox.
Enter the Street Address and City.

Enter the State (for U.S. addresses only), ZIP Code, Foreign Postal #, and Phone Number if
the data are available.

You can select another category from the Add Emergency Notification category picklist to
add more contact data.

Click Save to save the current record. The system will validate any discrepancies on the
page and forward you to next action selected from the Soldier Listing page, if one exists. If
the current page is the last or only action, the system returns you to the Soldier Listing page
and update the Status column to show all completed actions.

Click Reset to clear all text-entry fields and return the other field elements to their defaults.

Click Next to proceed to the next action selected from the Soldier Listing page, if any exist.
The system detects data entry on the page and prompts you to save or discard the data. If the
current page is the last or only action, the system returns you to the Soldier Listing page and
update the Status column to show all completed actions.
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15. Click Close to exit the page and terminate the working session. The system detects data
entry on the page and prompts you to save or discard the data. The system also prompts you
to confirm that you wish to terminate the working session. The system then returns you to
the Main Menu.

12.1.2.2 SPOUSE CATEGORY—UPDATE MODE

In the Update mode of an existing spouse record, the system displays the current values in the
database for the selected soldier. You can edit those values and click Save. The system will
validate your data entry and update the soldier’s record. Alternatively, you can click Next or
Close as outlined above.

12.1.2.3 SPOUSE CATEGORY—REMOVE MODE

In the Remove mode of an existing spouse record, the system displays the current values in the
database for the selected soldier as read-only. You can click Save to remove the record from the
database. The system will prompt you to confirm that the record is being removed from the
database. If you answer Yes, the system will remove the record and forward you to the next
action selected from the Listing page, if any exist. If the current action is the last or only action
selected, the system returns you to the Listing page and update the Status column to show the
completed action. If you answer No, the system returns you to the current page for further
processing. You have the option to click Next or Close as outlined above.

12.1.2.4 CHILDREN CATEGORY—ADD MODE

The Children category allows you to process notification data for a child for the selected soldier.
Figure 12-5, Emergency Notification Soldier Data (Children), shows the Soldier Data screen
layout for the Children category.
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Emergency Notification - Soldier Data
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This page allows the user to add emergency notification data for the selected soldier. Please enter or select the
requested data. (*) denotes a required field.

+ Click "Save" to save the current record. Click "Next" to proceed without saving.
+ Click "Reset" to clear the fields. Click "Close" to exit the page and terminate the working session.

SGT CHRISTOPHER GALVIN S5N: UIC: WSHNGAA  Action: Add 1 of 26
Category: Children
*Dependant Indicator: |NOT AUTHDEPN

*Family Member Status: | SelectOne

*Name:
*Relationship: | Select One v
Civilian Title: Military Grade: |SelectOne %
Date of Birth:
Street Address:
City:
State: | SelectOne ~
Zip Code: . Phone Number:
Country: |SelectOne w
Gateway APO/FPO: |SelectOne w
Gateway Area: |SelectOne v Foreign Postal #:
Add Emergency Notification Category: | Select One 3
Save | Reset | Next | Close |

Figure 12-5: Emergency Notification Soldier Data (Children)

You can complete the following steps to add new notification data in the Child category:

1. The system defaults the Dependent Indicator to NOT AUTH DEPN to indicate that the child
is not authorized for military entitlements. Please note that the system will only permit the
addition of NOT AUTH DEPN (Not Authorized Dependents) emergency contacts. The
AUTH DEPN (Authorized Dependents) contacts are provided to eMILPO by the DEERS
interface. This is a required field.
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10.
11.

12.

13.

14.
15.

16.

Expand the Family Member Status picklist and select an appropriate value. This is a required
field. Refer to Table 12-1, Family Member Status Codes and Abbreviations, for more
details.

Enter the required Name in the provided text-entry field.

Expand the required Relationship picklist and select the appropriate value for the child.
Table 12-3, Children Relationship Codes and Abbreviations, provides a list of the available
values for this field.

Codes ‘ Abbreviations
03 SON
04 DAUGHTER
13 STEPSON
14 STEPDAUGHTER
33 ADPTD-DAUGHTER
34 ADPTD-SON

Table 12-3: Children Relationship Codes and Abbreviations

Provide a Civilian Title in the text-entry field for the child, if the data are available.

If the child is a member of the armed forces, provide a Military Grade from the
corresponding picklist, if the data are available.

Enter the Date of Birth in the provided text-entry field.

Select a value from the Country picklist. Select United States for APO and FPO addresses.
This is a required field. Note: Required fields for data entry will vary depending on whether

the address is a U.S., APO/FPO, or foreign address. Required fields are denoted with an
asterisk.

If applicable, select either the APO or FPO checkbox.
Enter the Street Address and City.

Enter the State (for U.S. addresses only), ZIP Code, Foreign Postal #, and Phone Number if
the data are available.

You can select another category from the Add Emergency Notification category picklist to
add more contact data.

Click Save to save the current record. The system will validate any discrepancies on the
page and forward you to the next action selected from the Listing page, if one exists. If the
current page is the last or only action, the system returns you to the Listing page and update
the Status column to show all completed actions.

Click Reset to clear all text-entry fields and return the other field elements to their defaults.

Click Next to proceed to the next action selected from the Listing page, if any exist. The
system detects data entry on the page and prompts you to save or discard the data. If the
current page is the last or only action, the system returns you to the Listing page and update
the Status column to show all completed actions.

Click Close to exit the page and terminate the working session. The system detects data
entry on the page and prompts you to save or discard the data. The system also prompts you
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to confirm that you wish to terminate the working session. The system then returns you to
the Main Menu.

12.1.2.5 CHILDREN CATEGORY—UPDATE MODE

In the Update mode of an existing Children notification record, the system displays the current
values in the database for the selected soldier. You can edit those values and click Save. The
system will validate your data entry and update the soldier’s record. Alternatively, you can click
Next or Close as outlined above.

12.1.2.6 CHILDREN CATEGORY—REMOVE MODE

In the Remove mode of an existing Children notification record, the system displays the current
values in the database for the selected soldier as read-only. To remove a record, perform the
following steps:

1. Click Save to remove the record from the database.

2. The system will prompt you to confirm that the record is being removed from the database.
If you answer Yes, the system will remove the record and forward you to the next action
selected from the Listing page, if any exist.

3. If the current action is the last or only action selected, the system returns you to the Listing

page and update the Status column to show the completed action. If you answer No, the
system returns you to the current page for further processing.

4. You have the option to click Next or Close as outlined above.

12.1.2.7 FATHER CATEGORY—ADD MODE

In the Father category, you can designate or process notification data for a father or stepfather for
the selected soldier. Figure 12-6, Emergency Notification—Soldier Data (Father), shows the
Soldier Data screen for the Father category.

You can complete the following steps to add new notification data in the Father category:

1. The system defaults the Dependent Indicator to NOT AUTH DEPN to indicate that the father
is not authorized for military entitlements. Please note that the system will only permit the
addition of NOT AUTH DEPN (Not Authorized Dependents) emergency contacts. The
AUTH DEPN (Authorized Dependents) contacts are provided to eMILPO by the DEERS
interface. This is a required field.

2. Expand the Family Member Status picklist and select an appropriate value. This is a required
field. Refer to Table 12-1, Family Member Status Codes and Abbreviations, for more
details.

3. Enter the required Name in the provided text-entry field.

4. Expand the required Relationship picklist and select the appropriate value for the father.
Table 12-4, Father Relationship Codes and Abbreviations, lists the available codes for this
field.
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Codes ‘ Abbreviations
06 FATHER
12 STEPFATHER

Table 12—-4: Father Relationship Codes and Abbreviations

Emergency Notification - Soldier Data
wheng, el pring eXif

6 @ @ G

This page allows the user to add emergency notification data for the selected soldier. Please enter or select the
requested data. (*) denotes a required field.

o Click "Save" to save the current record. Click "Next" to proceed without saving.
+ Click "Reset” to clear the fields. Click "Close" to exit the page and terminate the working session.

SGT CHRISTOPHER GALVIN 55N: UIC: WSNGAA  Action: Add 1 of 26
Category: Father
“Dependant Indicator: |NOT AUTH DEPN +

*Family Member Status: | SelectOne +

*Name:
*Relationship: | Select One hd
Civilian Title: Military Grade: |SelectOne ¥
Street Address:
City:
State: |SelectCOne b
Zip Code: - Phone Number:
Country: | SelectOne w
Gateway APO/FPO: | Select One v
Gateway Area: |SelectOne v Foreign Postal #:
Add Emergency Notification Category: | Select One b
Save | Reset | Next | Close |

Figure 12—-6: Emergency Notification—Soldier Data (Father)

5. Enter or edit the Civilian Title of the father, if the data are available.
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6. If the father is a member of the armed forces, expand the Military Grade picklist and select
the appropriate value, if the data are available. Table 12-5, Military Grade & Rank Codes
and Abbreviations, provides a list of available values for this picklist.

Codes | Rank ‘ Abbreviations
B5 GA GENERAL OF THE ARMY
C5 GEN GENERAL
D5 LTG LIEUTENANT GENERAL
E5 MG MAJOR GENERAL
F5 BG BRIGADIER GENERAL
G5 COL COLONEL
H5 LTC LIEUTENANT COLONEL
15 MAJ MAJOR
J5 CPT CAPTAIN
K5 1LT FIRST LIEUTENANT
L5 2LT SECOND LIEUTENANT
H1 CW5 | CHIEF WARRANT OFFICER FIVE
H5 CW4 | CHIEF WARRANT OFFICER FOUR
N5 CW3 | CHIEF WARRANT OFFICER THREE
05 CW2 | CHIEF WARRANT OFFICER TWO
P5 W01 WARRANT OFFICER ONE
R1 SMA | SERGEANT MAJOR OF THE ARMY
R3 CSM | COMMAND SERGEANT MAJOR
R5 SGM | SERGEANT MAJOR
S5 1SG FIRST SERGEANT
S6 MSG | MASTER SERGEANT
T6 PSG PLATOON SERGEANT
T7 SFC SERGEANT FIRST CLASS
U5 SSG STAFF SERGEANT
V5 SGT SERGEANT
W5 CPL CORPORAL
W6 SPC SPECIALIST
X5 PFC PRIVATE FIRST CLASS
Y5 PV2 PRIVATE, TWO
Z5 PV1 PRIVATE, ONE
Table 12-5: Military Grade & Rank Codes and Abbreviations

7. Select a value from the Country picklist. Select United States for APO and FPO addresses.
This is a required field. Note: Required fields for data entry will vary depending on whether
the address is a U.S., APO/FPO, or foreign address. Required fields are denoted with an

asterisk.

8. If applicable, select either the APO or FPO checkbox.
9. Enter the Street Address and City.
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10. Enter the State (for U.S. addresses only), ZIP Code, Foreign Postal #, and Phone Number if
the data are available.

11. You can select another category from the Add Emergency Notification category picklist to
add more contact data.

12. Click Save to save the current record. The system will validate any discrepancies on the
page and forward you to next action selected from the Listing page, if one exists. If the
current page is the last or only action, the system returns you to the Listing page, updating
the Status column to show all completed actions.

13. Click Reset to clear all text-entry fields and return the other field elements to their defaults.

14. Click Next to proceed to the next action selected from the Listing page, if any exist. The
system detects data entry on the page and prompts you to save or discard the data. If the
current page is the last or only action, the system returns you to the Listing page, updating
the Status column to show all completed actions.

15. Click Close to exit the page and terminate the working session. The system detects data
entry on the page and prompts you to save or discard the data. The system also prompts you
to confirm that you wish to terminate the working session. The system then returns you to
the Main Menu.

12.1.2.8 FATHER CATEGORY—UPDATE MODE

In the Update mode of an existing father notification record, the system displays the current
values in the database for the selected soldier. You can edit those values and click Save. The
system will validate your data entry and update the soldier’s record. Alternatively, you can click
Next, or Close as outlined above.

12.1.2.9 FATHER CATEGORY—REMOVE MODE

In the Remove mode of an existing father notification record, the system displays the current

values in the database for the selected soldier as read-only. To remove a record, perform the

following steps:

1. Click Save to remove the record from the database.

2. The system will prompt you to confirm that the record is being removed from the database.
If you answer Yes, the system will remove the record and forward you to the next action
selected from the Listing page, if any exist. If the current action is the last or only action
selected, the system returns you to the Listing page and update the Status column to show the
completed action. If you answer No, the system returns you to the current page for further
processing.

3. You have the option to click Next or Close.

12.1.2.10 MoOTHER CATEGORY—ADD MODE

In the Mother category, you can designate or process notification data for a mother or stepmother
for the selected soldier. Figure 12—7, Emergency Notification—Soldier Data (Mother), shows
the Soldier Data screen for the Mother category.

You can complete the following steps to add new notification data in the Mother category:
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1. The system defaults the Dependent Indicator to NOT AUTH DEPN to indicate that the
mother is not authorized for military entitlements. Please note that the system will only
permit the addition of NOT AUTH DEPN (Not Authorized Dependents) emergency contacts.
The AUTH DEPN (Authorized Dependents) contacts are provided to eMILPO by the
DEERS interface. This is a required field.

Emergency Notification - Soldier Data

Weng, i, Qrimg exip
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This page allows the user to add emergency notification data for the selected soldier. Please enter or select the
requested data. (*) denotes a required field.

« Click "Save" to save the current record. Click "Next" to proceed without saving.
+ Click "Reset" to clear the fields. Click "Close" to exit the page and terminate the working session.

SGT CHRISTOFPHER GALVIN  S5N: UIC: WSNGAA Action: Add 1 of 26
Category: Mother
*Dependant Indicator: | NOT AUTH DEPN +
*Family Member Status: | SelectOne

Maiden Name:

*Name:
*Relationship: | SelectOne e
Civilian Title: Military Grade: |SelectOne v
Street Address:
City:
State: | SelectOne b
Zip Code: . Phone Number:
Country: |SelectOne A
Gateway APO/FPO: | Select One A
Gateway Area: |SelectOne ¥ Foreign Postal #:
Add Emergency Motification Category: | Select One w
Save | Reset | Mext | Close |

Figure 12-7: Emergency Notification—Soldier Data (Mother)
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10.

11.

12.

13.
14.

15.

Expand the Family Member Status picklist and select an appropriate value. This is a required
field. Refer to Table 12-1, Family Member Status Codes and Abbreviations, for more
details.

Enter the required name in the provided text-entry field.

Expand the required Relationship picklist and select the appropriate value for the mother.
Table 12-6, Mother Relationship Codes and Abbreviations, provides the available values for
this picklist.

Codes ‘ Abbreviations
05 MOTHER
11 STEPMOTHER

Table 12—-6: Mother Relationship Codes and Abbreviations

Enter or edit the Civilian Title of the mother if the data are available.

If the mother is a member of the armed forces, expand the Military Grade picklist and select
the appropriate value if the data are available. Refer to Table 12-7, Military Grades & Ranks
Codes and Abbreviations, for more details.

Select a value from the Country picklist. Select United States for APO and FPO addresses.
This is a required field. Note: Required fields for data entry will vary depending on whether
the address is a U.S., APO/FPO, or foreign address. Required fields are denoted with an
asterisk.

If applicable, select either the APO or FPO checkbox.
Enter the Street Address and City.

Enter the State (for U.S. addresses only), ZIP Code, Foreign Postal #, and Phone Number if
the data are available.

You can select another category from the Add Emergency Notification category picklist to
add more contact data.

Click Save to save the current record. The system will validate any discrepancies on the
page and forward you to the next action selected from the Listing page, if one exists. If the
current page is the last or only action, the system returns you to the Listing page and update
the Status column to show all completed actions.

Click Reset to clear all text-entry fields and return the other field elements to their defaults.

Click Next to proceed to the next action selected from the Listing page, if any exist. The
system detects data entry on the page and prompts you to save or discard the data. If the
current page is the last or only action, the system returns you to the Listing page and update
the Status column to show all completed actions.

Click Close to exit the page and terminate the working session. The system detects data
entry on the page and prompts you to save or discard the data. The system also prompts you
to confirm that you wish to terminate the working session. The system then returns you to
the Main Menu.
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12.1.2.11 MOTHER CATEGORY—UPDATE MODE

In the Update mode of an existing mother notification record, the system displays the current
values in the database for the selected soldier. You can edit those values and click Save. The
system will validate your data entry and update the soldier’s record. Alternatively, you can click
Next, or Close as outlined above.

12.1.2.12 MOTHER CATEGORY—REMOVE MODE

In the Remove mode of an existing mother notification record, the system displays the current
values in the database for the selected soldier as read-only. To remove a record, perform the
following steps:

1. You can click Save to remove the record from the database.
2. The system will prompt you to confirm that the record is being removed from the database.

3. If you answer Yes, the system will remove the record and forward you to the next action
selected from the Listing page, if any exist. If the current action is the last or only action
selected, the system returns you to the Listing page and update the Status column to show the
completed action. If you answer No, the system returns you to the current page for further
processing.

4. You have the option to click Next or Close as outlined above.

12.1.2.13 Do NoT NoTIry CATEGORY—ADD MODE

In the Do Not Notify category, you can designate a family member to notify instead of the family
member previously designated for emergency notification. Figure 12—-8, Emergency
Notification—Soldier Data (Do Not Notify), shows the Soldier Data screen for the Do Not
Notify category.

You can complete the following steps to add new notification data in the Do Not Notify

category:

1. The system stores the family member’s record in the database for the soldier in the Notify
Instead category. Select a family member category to designate as Notify Instead in the
event of emergency. This is a required field.

2. The system will populate the fields with the available data for that family member and will
allow you to edit these data.

3. Enter or edit the required Name for the family member as necessary.

4. You can accept the value for the Relationship displayed or expand the picklist to choose an
alternative relationship type. This is a required field. Table 12-7, Do Not Notify
Relationship Codes and Abbreviations, provides a list of the available values for this picklist.
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Codes ‘ Abbreviations
FMLY MEMBER
NEIGHBOR

FRIEND

INSTITUTION

TRUSTEE

CUSTODIAN

OO WIN|F

Table 12—-7: Do Not Notify Relationship Codes and Abbreviations

5. Select a value from the Country picklist. Select United States for APO and FPO addresses.
This is a required field. Note: Required fields for data entry will vary depending on whether
the address is a U.S., APO/FPO, or foreign address. Required fields are denoted with an
asterisk.

6. If applicable, select either the APO or FPO checkbox.

7. Enter the Street Address and City.

8. Enter the State (for U.S. addresses only), ZIP Code, Foreign Postal #, and Phone Number if
the data are available.
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Emergency Notification - Soldier Data
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This page allows the user to add emergency notification data for the selected soldier. Please enter or select the
requested data. (*) denotes a required field.

+ Click "Save" to save the current record. Click "Mext" to proceed without saving.
+ Click "Reset" to clear the fields. Click "Close" to exit the page and terminate the working session.

SGT CHRISTOPHER GALVIN  SSN: UIC: WSNGAA  Action: Add 1 of 26
Category: Do Not Notify/Notify Instead

*Do Mot Notify: | SelectOne “
-Choose-
Notify Instead: | SelectOne w
-Or Enter-
*Name:
“Relationship: | Select One A
Street Address:
City:
State: | SelectOne A
Zip Code: - Phone Number:
Country: | Select One w
Gateway APO/FPO: | Select One hd
Gateway Area: | SelectOne + Foreign Postal #:
Add Emergency Motification Category: | Select One w
Save | Reset | Next | Close |

Figure 12-8: Emergency Notification—Soldier Data (Do Not Notify)

9. You can select another category from the Add Emergency Notification category to add more
contact data.

10. Click Save to save the current record. The system will validate any discrepancies on the
page and forward you to next action selected from the Listing page, if one exists. If the
current page is the last or only action, the system returns you to the Listing page and update
the Status column to show all completed actions.

11. Click Reset to clear all text-entry fields and return the other field elements to their defaults.
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12. Click Next to proceed to the next action selected from the Listing page, if any exist. The
system detects data entry on the page and prompts you to save or discard the data. If the
current page is the last or only action, the system returns you to the Listing page and update
the Status column to show all completed actions.

13. Click Close to exit the page and terminate the working session. The system detects data
entry on the page and prompts you to save or discard the data. The system also prompts you
to confirm that you wish to terminate the working session. The system then returns you to
the Main Menu.

12.1.2.14 Do NoT NoTIFy CATEGORY—UPDATE MODE

In the Update mode of an existing Do Not Notify category notification record, the system
displays the current values in the database for the selected soldier. You can edit those values and
click Save. The system will validate your data entry and update the soldier’s record.
Alternatively, you can click Next or Close as outlined in the previous section.

12.1.2.15 Do NoT NoTIFy CATEGORY—REMOVE MODE

In the Remove mode of an existing Do Not Notify category notification record, the system

displays the current values in the database for the selected soldier as read-only. To remove a

record, perform the following steps:

1. Click Save to remove the record from the database.

2. The system will prompt you to confirm that the record is being removed from the database.
If you answer Yes, the system will remove the record and forward you to the next action
selected from the Listing page, if any exist. If the current action is the last or only action
selected, the system returns you to the Listing page and update the Status column to show the
completed action. If you answer No, the system returns you to the current page for further
processing.

3. You have the option to click Next or Close.

12.1.2.15.1 System Validations

The individuals designated as “Do Not Notify” and “Notify Instead” must be two different
persons.

12.1.2.16 BENEFICIARY
The Emergency Notification category of Beneficiary covers the following options:

e Beneficiaries for Death Gratuity
e Beneficiaries for Unpaid Pay/Allowances
e Allotment Designee/Percentage If Missing category

12.1.2.17 BENEFICIARY CATEGORY—ADD MODE

The category of Beneficiary allows you to assign gratuity percentages to one or more
beneficiaries in the event of the selected soldier’s death. Figure 12-9, Emergency Notification—
Soldier Data (Beneficiaries), shows the Soldier Data screen for the Beneficiary category.
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Emergency Notification - Soldier Data
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This page allows the user to add emergency notification data for the selected soldier. Please enter or select the
requested data. (*) denotes a required field.

+ Click "Save™ to save the current record. Click "Next” to proceed without saving.
+ Click "Reset” to clear the fields. Click "Close™ to exit the page and terminate the working session.

SGT CHRISTOPHER GALVIN SSN: UIC: WSNGAA  ACTION: Add 10of1
Category:
-Or Enter-
‘Relationship: | SelectOne w
‘Name:
“Percentage: Date of Birth:
“Country: | SelectOne hd

APO FPO Mote: If selecting APO or FPO, Country
must be United States.

“Street Address:
“City:

State:
Zip Code: - Phone Number:
Foreign Postal #:

Add Emergency Motification Category: | Select One hd

Save | Reset | Next | Close |

Figure 12-9: Emergency Notification—Soldier Data (Beneficiaries)

You can complete the following steps to add new notification data in the Beneficiary category:

1. The system stores all family member data currently recorded in the database for the soldier in
the Choose Family Member picklist. Expand the picklist and select the appropriate family
member. Alternatively, you may provide the requested information for the family member.

2. The system will populate the fields with the available data for that family member and allow
you to edit the fields.

3. You can accept the value for Relationship displayed or expand the picklist to choose an
alternative relationship type. This is a required field.
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10.

11.

12.

13.
14.

15.

Enter or edit the required Name of the family member.

Enter a number representing the percentage received by the beneficiary in the Percentage
field. This is a required data.

Enter the Date of Birth in the provided text-entry field.

Select a value from the Country picklist. Select United States for APO and FPO addresses.
This is a required field. Note: Required fields for data entry will vary depending on whether
the address is a U.S., APO/FPO, or foreign address. Required fields are denoted with an
asterisk.

If applicable, select either the APO or FPO checkbox.
Enter the Street Address and City.

Enter the State (for U.S. addresses only), ZIP Code, Foreign Postal #, and Phone Number if
the data are available.

You can add another beneficiary or another emergency notification by selecting a category
from the corresponding picklist.

Click Save to save the current record. The system will validate any discrepancies on the
page and forward you to next action selected from the Listing page, if one exists. If the
current page is the last or only action, the system returns you to the Listing page and update
the Status column to show all completed actions.

Click Reset to clear all text-entry fields and return the other field elements to their defaults.

Click Next to proceed to the next action selected from the Listing page, if any exist. The
system detects data entry on the page and prompts you to save or discard the data. If the
current page is the last or only action, the system returns you to the Listing page and update
the Status column to show all completed actions.

Click Close to exit the page and terminate the working session. The system detects data
entry on the page and prompts you to save or discard the data. The system also prompts you
to confirm that you wish to terminate the working session. The system then returns you to
the Main Menu.

12.1.2.17.1 System Validations
The following system validations exist for this function:

e If the soldier designates two or more beneficiaries, the sum of the beneficiaries’
percentages must equal 100 percent. The system will prompt you in this event.

e If you select a Relationship other than mother, father, brother, sister, half-brother, or half-
sister, the system will produce a message notifying you that only the above may be
designated as beneficiaries.

e Inthe designation of an Allotment Designee/Percentage if Missing beneficiary, if the
soldier designated two or more beneficiaries, the sum of the designees’ percentage does
not need to equal 100 percent, but must not exceed 100 percent.

e Inthe designation of an Allotment Designee/Percentage if Missing beneficiary, if you
enter a person that is a non-dependent, the system will notify you that only dependents
may be designated.
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e Emergency notification data cannot be added if the relationship of the individual to the
soldier is “FMLY MEMBER,” unless that family member’s data exist in the database.

12.1.2.18 BENEFICIARY CATEGORY—UPDATE MODE

In the Update mode of an existing Beneficiary category record, the system displays the current
values in the database for the selected soldier. You can edit those values and click Save. The
system will validate your data entry and update the soldier’s record. Alternatively, you can click
Next or Close.

12.1.2.19 BENEFICIARY—REMOVE MODE

In the Remove mode of an existing Beneficiary category notification record, the system displays
the current values in the database for the selected soldier as read-only.

To remove a record, perform the following steps:
1. Click Save to remove the record from the database.

2. The system will prompt you to confirm that the record is being removed from the database.
If you answer Yes, the system will remove the record and forward you to the next action
selected from the Listing page, if any exist. If the current action is the last or only action
selected, the system returns you to the Listing page and update the Status column to show the
completed action. If you answer No, the system returns you to the current page for further
processing.

3. You have the option to click Next or Close.

12.1.2.20 INSURANCE—ADD MODE

In the Insurance category, the system displays the SGLI insurance amount for the selected
soldier as read-only. You can designate an insurance company as emergency notification data
for the soldier. Figure 12-10, Emergency Notification—Soldier Data (Insurance), shows the
Soldier Data screen for the Insurance category.

You can complete the following steps to add new notification data in the Insurance category:

1. The system displays the soldier’s selected SGLI Insurance Amount as read-only.

2. Enter the Insurance Company Name to be notified in the provided text-entry field as
required.

3. Enter the policy number with the above company in the Policy Number text-entry field as
required.

4. You can select another category from the Add Emergency Notification category picklist to
add more contact data.

5. Click Save to save the current record. The system will validate any discrepancies on the
page and forward you to next action selected from the Listing page, if one exists. If the
current page is the last or only action, the system returns you to the Listing page and update
the Status column to show all completed actions.

6. Click Reset to clear all text-entry fields and return the other field elements to their defaults.

7. Click Next to proceed to the next action selected from the Listing page, if any exist. The
system detects data entry on the page and prompts you to save or discard the data. If the
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current page is the last or only action, the system returns you to the Listing page and update
the Status column to show all completed actions.

8. Click Close to exit the page and terminate the working session. The system detects data
entry on the page and prompts you to save or discard the data. The system also prompts you
to confirm that you wish to terminate the working session. The system then returns you to
the Main Menu.

Emergency Notification - Soldier Data
wen, velp  ering  gxir

O @ © G

This page allows the user to add emergency notification data for the selected soldier. Please enter or select the
requested data. (") denotes a required field.

s Click "Save" to save the current record. Click "Next" to proceed without saving.
+ Click "Reset” to clear the fields. Click "Close" to exit the page and terminate the working session.

SGT CHRISTOPHER GALVIN  SSN: UIC: WSNGAA  Action: Add 1 of 26

Category: Insurance
SGLI Insurance Amount: $400,000

*Insurance Company Name:

*Policy Number:

Add Emergency Notification Category: | SelectOne hd

Save | Reset | Mext | Close |

Figure 12-10: Emergency Notification—Soldier Data (Insurance)

12.1.2.21 INSURANCE CATEGORY—UPDATE MODE

In the Update mode of an existing Insurance record, the system displays the current values in the
database for the selected soldier. You can edit those values and click Save. The system will
validate your data entry and update the soldier’s record. You may click Next or Close.

12.1.2.22 INSURANCE CATEGORY—REMOVE MODE

In the Remove mode of an existing Insurance record, the system displays the current values in

the database for the selected soldier as read-only. To remove a record, perform the following

steps:

1. You can click Save to remove the record from the database.

2. The system will prompt you to confirm that the record is being removed from the database.
If you answer Yes, the system will remove the record and forward you to the next action
selected from the Listing page, if any exist. If the current action is the last or only action
selected, the system returns you to the Listing page, updating the Status column to show the
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completed action. If you answer No, the system returns you to the current page for further
processing.

3. You have the option to click Next or Close.

12.1.2.23 ADDITIONAL EMERGENCY NOTIFICATION CATEGORY—ADD MODE

The Additional Emergency Notification category allows you to process data related to the
selected soldier’s personal affairs in the event of death. Figure 12-11, Emergency
Notification—Soldier Data (Additional Emergency Information), shows the Soldier Data screen
for the Additional Emergency Notification category.

Emergency Notification - Soldier Data

hen,, el pring Exip

ﬁm&@

This page allows the user to add emergency notification data for the selected saoldier. Please enter ar select the
requested data. (%) denotes a required field.

s Click "Sawve™ to save the current record. Click "Mext” to proceed withaut saving.
e Click "Reset” to clear the fields, Click "Close™ to exit the page and terminate the working session.

SGT CHRISTOPHER GALVIN SSN: UIC: WSNGAA  Action: Add 1of1

Category: Additional Emergency Notification Data

“Individual Authorized
to Direct Dispostion of Soldier's | SelectOne b
Remains:

Location of Will/
Valuable Papers:

General Remarks:

Add Emergency Motification Category: | Select One w

Save | Reset ‘ Mext | Close |

Figure 12-11: Emergency Notification—Soldier Data (Additional Emergency
Information)
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You can complete the following steps to add new notification data in the Additional Emergency
Notification category:

1. Select an Individual Authorized to Direct Disposition of Soldier’s Remains from the
corresponding picklist. This is a required field.

2. 'You have the option of entering the Location of Will/Valuable Papers in free-form text.
3. Enter any pertinent General Remarks in free-form text.

4. You can add another emergency notification by selecting a category from the corresponding
picklist.

5. Click Save to save the current record. The system will validate any discrepancies on the
page and forward you to next action selected from the Listing page, if one exists. If the
current page is the last or only action, the system returns you to the Listing page and update
the Status column to show all completed actions.

6. Click Reset to clear all text-entry fields and return the other field elements to their defaults.

7. Click Next to proceed to the next action selected from the Listing page, if any exist. The
system detects data entry on the page and prompts you to save or discard the data. If the
current page is the last or only action, the system returns you to the Listing page and update
the Status column to show all completed actions.

8. Click Close to exit the page and terminate the working session. The system detects data
entry on the page and prompts you to save or discard the data. The system also prompts you
to confirm that you wish to terminate the working session. The system then returns you to
the Main Menu.

12.1.2.24 ADDITIONAL EMERGENCY NOTIFICATION CATEGORY—UPDATE MODE

In the Update mode of an existing Additional Emergency Information, the system displays the
current values in the database for the selected soldier. You can edit those values and click Save.
The system will validate your data entry and update the soldier’s record. Alternatively, you can
click Next or Close.

12.1.2.25 ADDITIONAL EMERGENCY NOTIFICATION CATEGORY—REMOVE MODE

In the Remove mode of an existing Additional Emergency Information, the system displays the
current values in the database for the selected soldier as read-only. To remove a record, perform
the following steps:

1. You can click Save to remove the record from the database.

2. The system will prompt you to confirm that the record is being removed from the database.

If you answer Yes, the system will remove the record and forward you to the next action
selected from the Listing page, as outlined in Add mode.

3. You have the option to click Next or Close.
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12.2 Personal
The category of Personal in Personnel Services offers the following functions:

e Address

Name Change
Personal Data
Phone Number
SSN Correction

Figure 12-12, Personal Processes, illustrates the processes in the Personal functional category.

[ Main Menu j

[ Personal ]

Address

Name Change

Personal Data

Phone Number

SSN Correction

Figure 12-12: Personal Processes

12.2.1  Address

The Address module lists the available addresses recorded in the database for the selected
soldier. The types of addresses a soldier may have include permanent residence as well as in-
transit, post separation, next of kin, and many others. You have the option to add a new address,
or update and remove one or more addresses. Figure 12-13, Address Processes, illustrates the
processes in the Address module.
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[ Main Menu

[ Personal
[ Address

Soldier Selection Listing Soldier Data

N N N

¢ Add New Data
e Update Existing Data
* Remove Existing Data

Figure 12-13: Address Processes

To initiate the process of adding, updating, or removing Address information, you must first
build a soldier list. (This process is detailed in Section 11.1, Soldier Selection Process). Once
you have built a soldier list and selected the soldiers for whom you wish to make changes, the
system will display the Address Listing page.

12.2.1.1 ADDRESS LISTING

The Address Listing page—shown in Figure 12-14, Address Listing—displays all addresses that
exist in the database for the selected soldier. The system displays the selected soldier’s Rank,
Name, SSN, UIC as read-only as well as the soldier’s position on the soldier list and the total
number of soldiers from the list. The system then lists all address types currently recorded in the
database for the soldier.

e The Action column displays the available actions.

e The Status column is populated after you have completed all actions. The Status column
will show your completed actions.

e The Address Type column identifies the type of address for each address. An example of
a type of address would be “Permanent Residence” or “Current Mailing.” Please note
that if the Address Type is “ENTERED ACTIVE DUTY OF HOME RECORD” or
“HOME RECORD,” the only available action will be View.

e The Effective Date column indicates the calendar date that the listed address became
effective.
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Address Listing

weny, el ering xip
6 @ @ G

This page displays all the current addresses for the selected soldier. The Status column will display the user's
completed actions. Update or remove an address by selecting the Action in the corresponding picklist. Click on
the checkbox to add.

e Click "Submit™ to proceed. Click "Next™ to proceed without saving.

s Click "Close™ to exit the page and terminate the warking session.

2LT MATTHEW GALVIN SSN: UIC: WDLLBD 1 of1
Action Status Address Type Effective Date
Seloct One ¥ ENTEREDO,?CJIIE\EEOELSTY HOME
Select One w CURRENT MAILING 20040804
Select One » CURRENT HOME OF RECORD
Select One » PERMANENT RESIDENCE
Select One » POST SEFARATION 20060726

[ Add Address

Submit | Next | Close |

Figure 12-14: Address Listing

12.2.1.1.1 Update or Remove Addresses

You can update or remove one or more addresses on the Listing page by selecting the
corresponding action type from the Action picklist. Follow the steps described in Section
12.2.1.1.2, Add Address, to complete the process.

12.2.1.1.2 Add Address
Complete the following steps to add a new address:
1. Click the Add Address checkbox to add a new address.

2. Click Submit to proceed. The system will display the Address—Soldier Data page for the
first selected action from the Listing page. The system returns you to the Listing page after
all selected actions are completed and will update the Status column, listing all completed
actions and adding any new address data for the selected soldier.

3. Alternatively, you can do the following:

e Click Next to proceed without saving. The system will detect data selection on the page
and prompt you to save or discard the data. The system will advance to the next soldier
selected from the Soldier Selection page, if any exist. If the current soldier is the last
soldier on the soldier list, the system will notify you that there are no more soldiers to be
processed and will return you to the Main Menu.
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e Click Close to terminate the working session. The system will detect data selection on
the page and prompt you to save or discard the data. The system also prompts you to
confirm that you wish to terminate the working session. The system then returns you to
the Main Menu.

12.2.1.2 ADDRESS—SOLDIER DATA, ADD MODE

This page allows you to add a new address for a soldier selected from the Address—Soldier
Selection page. Figure 12-15, Address—Soldier Data, Add Mode, provides a sample of page.
The system displays the soldier’s Rank, Name, SSN, UIC, and Action as read-only. The system
also displays the soldier’s position on the soldier list along with the total number of soldiers from
the list.

Address - Soldier Data

wheny, welp P rify exit

S & 6 C

This page allows the user to add address data for a soldier. (%) denotes required fields.

o Click "Save” to save the current recard. Click "Reset” to clear the fields.
e Click "Next” to proceed without saving. Click "Close™ ta exit the page.

2LT MATTHEW GALVIN SSN: UIC: WDLLBD ACTION: Add 3 of 4
“Address Type: | Select One b
Effective Date:

“Country: | Select One b

APO FPO Maote: If selecting APD ar FPO, Cauntry
must be United States.

“Street Address:
“City:

State:

Zip Code:

Foreign Postal #:

[] Enter Additional Addresses

Save ‘ Reset | Next | Close |

Figure 12-15: Address—Soldier Data, Add Mode
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To add a new address for a selected soldier, perform the following steps:

1. Expand the Address type picklist and select a value of choice. Table 12-8, Address Types
Codes and Abbreviations, provides a list of the available values for this picklist. This is a
required field.

Codes ‘ Abbreviations
NK NEXT OF KIN
EN EMERGENCY NOTIFICATION
AD ENTERED ACTIVE DUTY HOME OF RECORD
BF BENEFICIARY
CE CIVILIAN EMPLOYER
CM CURRENT MAILING
CR CURRENT RESIDENCE
DY DUTY
FM FAMILY MEMBER
LV LEAVE
PM PERMANENT MAILING

Table 12-8: Address Types Codes and Abbreviations

2. Enter the Effective Date of the address in the provided text-entry field.

3. Select a value from the Country picklist. Select United States for APO and FPO addresses.
This is a required field. Note: Required fields for data entry will vary depending on whether
the address is a U.S., APO/FPO, or foreign address. Required fields are denoted with an
asterisk.

4. If applicable, select either the APO or FPO checkbox.
Enter the Street Address and City.

6. Enter the State (for U.S. addresses only), ZIP Code, Foreign Postal #, and Phone Number if
the data are available.

7. You have the option to click the Enter Additional Addresses checkbox if there is more than
one address to add.

8. Click Save to save the current record. The system will validate any discrepancies on the
page and forward you to next action selected from the Listing page, if one exists. If the
current page is the last or only action, the system returns you to the Listing page and update
the Status column to show all completed actions.

9. Click Reset to clear all text-entry fields and return the other field elements to their defaults.

10. Click Next to proceed to the next action selected from the Listing page, if any exist. The
system detects data entry on the page and prompts you to save or discard the data. If the
current page is the last or only action, the system returns you to the Listing page and update
the Status column to show all completed actions.

11. Click Close to exit the page and terminate the working session. The system detects data
entry on the page and prompts you to save or discard the data. The system also prompts you
to confirm that you wish to terminate the working session. The system then returns you to
the Main Menu.

o
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12.2.1.2.1 System Validations

The system performs the following validations for this function:
e The Address Type, Country, and Street Address are required fields.
e The City is required if the selected Country is other than the United States.
e The Country must be the United States if APO or FPO is selected.

e The City, State, and ZIP Code are required fields if the selected Country is the United
States and APO or FPO is deselected.

e The Foreign Postal # is disabled if the selected Country is the United States.

e The State and ZIP Code are required fields if the selected Country is the United States.
e The City and Foreign Postal # are disabled if the selected Country is the United States.
e A street address must be provided for the Current Mailing address type.

e The address effective date for a family member, SGLI beneficiary, or emergency
notification contact will not be displayed and will not be editable.

12.2.1.2.2 TAPDB Transaction

If the selected address type is Personal Mailing, the system sends transaction 4445: Personal
Military Address to the Total Army Personnel Data Base (TAPDB).

12.2.1.3 ADDRESS—UPDATE MODE

In the Update mode of an existing address record, the system displays the current values in the
database for the selected soldier. You can edit those values and click Save. The system will
validate and update your data entry as outlined in Add mode. The system will send a transaction
to TAPDB as outlined in Add mode.

12.2.1.3.1 System Validations
The system will not permit the revision of the Home of Record and Entered Active Duty address
types.

12.2.1.4 ADDRESS—REMOVE MODE

In the Remove mode of an existing address record, the system displays the current values in the
database for the selected soldier as read-only. To remove an address for a soldier, perform the
following steps:

1. You can view the record and click Save to remove the record from the database.
2. The system will prompt you to confirm that the record is being removed from the database.

3. If you answer Yes, the system will remove the record and forward you to the next selected
action from the Address Listing page, if any exist. If the current action is the last or only
action selected, the system returns you to the Listing page and update the Status column to
show the completed action.

4. 1f you answer No, the system returns you to the current page for further processing.
5. You have the option to click Next or Close.
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6. The system will send a transaction to TAPDB as outlined in Section 12.2.1.2.2, TAPDB
Transaction.

12.2.1.41  System Validations
The system will not permit the removal of the Home of Record and Entered Active Duty address
types.

1222  Name Change

The Name Change module allows you to change one or more soldiers’ names in the database.
Figure 12-16, Name Change Processes, illustrates the processes in Name Change.

[ wanwen

[ Personal ]

[ Name Change )
Soldier Selection Soldier Data i Summary L

4{ Change Data ’—

Figure 12-16: Name Change Processes

To initiate the process of adding, updating, or removing Name Change information, you must
first build a soldier list. (This process is detailed in Section 11.1, Soldier Selection Process).
Once you have built a soldier list and selected the soldiers for whom you wish to make changes,
the system will display the Name Change—Soldier Data page.

12.2.2.1 NAME CHANGE—SOLDIER DATA

The Name Change—Soldier Data page (shown in Figure 12-17, Name Change—Soldier Data)
displays the data currently in the database for the selected soldier and allows you to change the
soldier’s name. The system displays the selected soldier’s Rank, Name, SSN, and UIC along
with the soldier’s position on the soldier’s list and the total number of soldiers from the list.

Complete the following steps to process a name change for the selected soldier:

1. The system prepopulates the fields with the current data that exist in the database for the
selected soldier. You can edit the First Name, Middle Name, and Last Name as necessary.

2. Enter a Suffix in the provided text-entry field if available.

3. Expand the Name Change Reason and select a value from “CORRECTION” or “LEGAL” to
indicate the basis for the change.

4. Click Save to save the record. The system will update the soldier’s record and advance to the
next soldier, if any exist. If the current soldier is the only or last soldier from the soldier list,
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the system generates the Name Change—Summary page, shown in Figure 12-18, Name
Change—Summary.

Name Change - Soldier Data
wen,  welo  ering  gxir
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This page allows the user to change the selected soldier's name. Please enter or select the requested data. (%)
denotes a required field.

+ Click "Save" to save the current record. Click "Next" to proceed without saving.

o Click "Close" to exit the page and terminate the working session.

SGT CHRISTOPHER GALVIN SSN: UIC: WSNGAA 1 of1
*First N\ame: |CHRISTOPHER Middle Name: |ANDREW
*Last Name: |GALVIN Suffix:
*Name Change Reason: |SelectOne v
Save | Next | Close |

Figure 12-17: Name Change—Soldier Data

5. Alternatively, you can perform the following:

e Click Next to proceed without saving. The system detects data entry on the page and
prompts you to save or discard the data. The system will then advance to the next soldier
selected from the Soldier Selection page, if any exist. If the current soldier is the last
soldier on the soldier list, the system will notify you that there are no more soldiers to be
processed and return you to the Main Menu.

e Click Close to terminate the working session. The system detects data entry on the page
and prompts you to save or discard the data. The system also prompts you to confirm
that you wish to terminate the working session. The system then returns you to the Main
Menu.

12.2.2.1.1 TAPDB Transactions
The system sends Transaction 4999: Name Change.

12.2.2.2 NAME CHANGE—SUMMARY

The system displays all soldiers successfully processed in the working session and their
corresponding data (Rank, Name, SSN, UIC, and Name Change Reason). The summary page is
shown in Figure 12-18, Name Change—Summary. You can view and/or print this page.
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Name Ghange - Summary
wheng, el P ring iy
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This page displays the soldier(s) processed in this session. Click "Close" to exit the page.
Rank Name SSN uic Name Change Reason

GALVIN, CHRISTOPHER

SGT  \\ICHAEL

WSNGAA CORRECTION

Close

Figure 12-18: Name Change—Summary
Click Close to exit the page. The system returns you to the Main Menu.

1223  Personal Data

The Personal Data module allows you to update the selected soldier’s personal data, including
birth date, sex, ethnicity, religious-affiliation, and citizenship data. Figure 12-19, Personal Data
Processes, illustrates the processes in Personal Data.

[ wanwen

[ Personal ]

[ Personal Data ]

Soldier Selection Soldier Data Summary

Figure 12-19: Personal Data Processes

To initiate the process of adding, updating, or removing a soldier’s personal data, you must first
build a soldier list. (This process is detailed in Section 11.1, Soldier Selection Process). Once
you have built a soldier list and selected the soldiers for whom you wish to make changes, the
system will display the Personal Data—Soldier Data page.
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12.2.3.1 PERSONAL DATA—SOLDIER DATA

The Personal Data—Soldier Data page—shown in Figure 12-20, Personal Data—Soldier Data—
allows you to update the current personal data for the selected soldier. The system displays the
soldier’s Rank, Name, SSN, and current UIC as read-only along with the soldier’s position on
the soldier list and the total number of soldiers from the list. The system populates the data
elements with the values existing in the database for the selected soldier. You have the option to
accept the values or revise them as necessary.

Personal Data - Soldier Data
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This page allows the user to add and/or update a soldier's personal data. (*) denotes required fields.

s Click "Save" to save the current record. Click "Next" to proceed without saving.
+ Click "Close" to exit the page and terminate the working session.

SGT CHRISTOPHER GALVIN SSN: UIC: WSNGAA ACTION: Update 1 of 1
*Birth Date: |19311016 *Sex: |MALE w
*Race: |CAUCAS v *Ethnic Group: |OTHER A
Religion: |NO REL PREF hd
*Country of Citizenship: | SelectOne hd
*Origin of Citizenship: |NTV-BORN A
“Country of Birth: | UNITED STATES b
State of Birth: | CALIFORNIA A

City of Birth: |WALNUT CREEK

County of Birth: | SelectOne hd
E-mail Address: MNone
Disputed Privacy Act Amendment Decision: |SelectOne hd
Save | Next | Close |

Figure 12-20: Personal Data—Soldier Data
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To change the personal data for a soldier, perform the following steps:

1. Please note that Birth Date, Sex, Race, Country of Citizenship, and Country of Birth are
required fields.

2. Expand the Disputed Privacy Act Amendment Decision and select DISAGREEMENT NO
LONGER APPLIES or DISAGREEMENT SUBMITTED. This is to indicate whether the
soldier has submitted a statement disputing the Army’s decision not to amend his or her
automated personnel record or the disagreement no longer exists.

3. Click Save to save any changes to the database. The system will update the soldier’s record
and advance to the next soldier from the soldier list, if any exist. If the current page is the
only or last soldier from the list, the system generates the Personal Data—Summary page
(shown in Figure 12-21, Personal Data—Summary) listing all completed actions.
Alternatively, you can perform the following:

e Click Next to skip this soldier. The system will advance to the next soldier from the
soldier list, if any exist. If you have performed any data entry on the page, the system
will ask you to confirm that you do not want to save the data. If you answer Yes, the
system will advance to the next soldier. If you answer No, the system returns you to the
current page for further processing.

e Click Close to exit the page and terminate the working session. The system detects data
entry on the page and prompts you to save or discard the data. The system also prompts
you to confirm that you wish to terminate the working session. The system then returns
you to the Main Menu.

12.2.3.1.1  System Validations

The system shall ensure the minimum age for a soldier shall be 17 years of age and the
maximum age for a soldier shall be 60 years of age.

12.2.3.1.2 TAPDB Transactions
The system sends Transaction 4330: Miscellaneous Personal Data to TAPDB.

12.2.3.2 PERSONAL DATA—SUMMARY

This page displays a list of the soldiers successfully processed in Personal Data and the
corresponding soldier data (Rank, Name, SSN, Birth Date, and Race). You have the option to
view and/or print this page.
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Personal Data - Summary
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This page displays the soldier(s) processed in this session. Click "Close” to exit the page.

Status Rank Name SSN Birth Date Race

GALVIN, CHRISTOPHER

Updated| SGT ANDREW 19811016 CAUCAS

Close

Figure 12-21: Personal Data—Summary
Click Close to exit the page. The system returns you to the Main Menu.

1224 Phone Number

The Phone Number module lists the available phone numbers recorded in the database for the
selected soldier. The types of phone numbers a soldier may have include Duty, Permanent
Mailing, Emergency, and Home. You have the option to add a new phone number, or update
and remove one or more existing phone numbers. Figure 12-22, Phone Number Processes,
illustrates the processes in the Phone Number module.

[ e \M —

( Personal )

[ Phone Number

Soldier Selection Soldier Data

e Add New Data
e Update Existing Data
¢ Remove Existing Data

Figure 12-22: Phone Number Processes
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To initiate the process of adding, updating, or removing phone number information for a soldier,
you must first build a soldier list. (This process is detailed in Section 11.1, Soldier Selection
Process). Once you have built a soldier list and selected the soldiers for whom you wish to make
changes, the system will display the Phone Number—Soldier Data page.

12241 PHONE NUMBER—SOLDIER DATA

The Phone Number—Soldier Data page (shown in Figure 12—23, Phone Number—Soldier Data)
lists all phone numbers that exist in the database for the selected soldier. The system displays the
selected soldier’s Rank, Name, SSN, and UIC as read-only. The system also displays the
soldier’s position on the soldier list as well as the total number of soldiers from the list.

Phone Number - Soldier Data

wheng, el Qring Baip
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This page allows the user to add, update, or remove the soldier's phone number(s). (*) denotes required fields.

+ Click "Save" to save the current record. Click "Next" to proceed without saving.
+ Click "Close" to exit the page and terminate the working session.

SGT CHRISTOPHER GALVIN S35N: UIC: WSNGAA 1of1

Current Phone Numbers
Phone Number

Action Type Phone System Phone Number Phone Extension
SelectOne HOME COMMERCIAL 7196870934
Add Phone Numbers
*Phone Number Type *Phone System *Phone Number Phone Extension

Select One hd Select One hd

Select One hd Select One hd

Select One hd Select One hd

Select One hd Select One hd

Save | Next | Close |

Figure 12-23: Phone Number—Soldier Data

12.2.4.1.1 Updating Current Phone Numbers

Under the heading of Current Phone Numbers, the system displays the available phone numbers
in the database for the selected soldier. The following fields and columns are available when
updating a soldier’s phone numbers:

1. The Action column displays the available actions.
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2. The Phone Number Type column identifies the types of phone numbers for each phone
number listing. Phone Number Types include: Duty, Permanent Mailing, Emergency, and
Home.

3. The Phone System column identifies whether the listed phone number is Commercial,
Federal Communications Systems (FCS), or Defense Switched Network (DSN).

4. The Phone Number and Phone Extension columns display the details of the phone numbers.

5. You can expand the corresponding Action picklist to select Update and edit the displayed
values for one or more phone numbers as necessary. Follow the steps described in Section
12.2.4.1.3, Add New Phone Numbers, to complete the process.

12.2.41.2 Removing Current Phone Numbers

You can expand the corresponding Action picklist and select Remove to remove one or more
current phone numbers. Follow the steps described in Section 12.2.4.1.3, Add New Phone
Numbers, to complete the process. The system will prompt you to confirm that the phone
numbers are being removed from the soldier’s record. If you answer Yes, the system will
remove the phone number and update the soldier’s record accordingly. If you answer No, the
system returns you to the Listing page for further processing.

12.2.41.3 Add New Phone Numbers

You can complete the following steps to add a new phone number:

1. Under the heading of Add Phone Numbers, expand the Phone Number Type and select the
appropriate value as required. Table 12-9, Phone Number Types Codes and Abbreviations,
provides a list of the available values for this picklist.

Codes ‘ Abbreviations
D DUTY
E EMERGENCY
P PERMANENT MAILING
H HOME

Table 12-9: Phone Number Types Codes and Abbreviations

2. Expand the Phone System picklist and select the appropriate values for a new phone number
as required. Table 12-10, Phone System Codes and Abbreviations, provides a list of the
available values for this picklist.

Codes ‘ Abbreviations
C COMMERCIAL
D DEFENSE SWITCHED NETWORK (DSN)
F FEDERAL COMMUNICATIONS SYSTEM
(FCS)

Table 12-10: Phone System Codes and Abbreviations
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3. Enter the required phone number and, optionally, a phone extension in the provided text-
entry fields.

4. Click Submit to proceed. The system will save the data and update the soldier’s record.
5. Alternatively, you can perform the following:

e Click Next to proceed without saving. The system will detect data selection on the page
and prompt you to save or discard the data. The system will then advance to the next
soldier selected from the Soldier Selection page, if any exist. If the current soldier is the
last soldier on the soldier list, the system will notify you that there are no more soldiers to
be processed and return you to the Main Menu.

e Click Close to terminate the working session. The system will detect data selection on
the page and prompt you to save or discard the data. The system also prompts you to
confirm that you wish to terminate the working session. The system then returns you to
the Main Menu.

12.2.4.1.4 System Validations
The system performs the following validations for this function:
e The system will not allow duplicative phone number types for the soldier.

e The system will ensure that phone numbers and phone number extensions contain only
numeric characters.

12.2.4.1.5 Transactions to TAPDB

The system sends Transaction 4450: Telephone Number Data to TAPDB for Home Phone
(Commercial) and Duty Phone (Commercial and DSN) for Enlisted, Commissioned Officers,
and Warrant Officers.

1225  SSN Correction

The SSN Correction module allows you to correct one or more soldiers’ SSN in the system.
Figure 12-24, SSN Correction Processes, illustrates the processes in the SSN Correction module.

[ Main Menu ]

[ Personal ]

[ SSN Correction ]

Soldier Selection Soldier Data W
\—{ Add Data

Figure 12—-24: SSN Correction Processes

To initiate the process of correcting SSN information for a soldier, you must first build a soldier
list. (This process is detailed in Section 11.1, Soldier Selection Process). Once you have built a

November 16, 2007 Page 77 Version 4.6 (Draft)
For Official Use Only



User Manual for eMILPO CM No. eMILPO-UMEO00-046-20071116

soldier list and selected the soldiers for whom you wish to make changes, the system will display
the Social Security Number Correction—Soldier Data page.

12.25.1 SOCIAL SECURITY NUMBER CORRECTION—SOLDIER DATA

The Social Security Number Correction—Soldier Data page (shown in Figure 12-25, Social
Security Number Correction—Soldier Data) allows you to correct the selected soldier’s SSN in
the system. The system displays the selected soldier’s Rank, Name, SSN, UIC, and Action as
read-only. The system also displays the soldier’s position on the soldier list as well as the total
number of soldiers from the list.

Social Security Number Gorrection
Soldier Data

wheng, welp Rring xir

56 @

-

This page allows the user to correct the selected soldier's SSN. (*) denotes required fields.

o Click "Save" to save the current record. Click "Next" to proceed without saving.
o Click "Close” to exit the page and terminate the working session

SGT CHRISTOPHER GALVIN SSN: UIC: WSNGAA ACTION: Update 1of1

*S5N:

Save | Reset | Next | Cloze |

Figure 12-25: Social Security Number Correction—Soldier Data

To correct a soldier’s SSN, perform the following steps:
1. Enter a corrected SSN in the provided text-entry field. This is a required field.

2. Click Save to save the correction to the database. The system will update the soldier’s record
and advance to the next soldier from the soldier list, if any exist. If the current page is the
only or last soldier from the list, the system generates the SSN Correction—Summary page
(shown in Figure 12-26, Social Security Number Correction—Summary) listing all
completed actions.

3. Click Reset to clear the text-entry field and start over.

4. Click Next to proceed without saving. The system detects data entry on the page and
prompts you to save or discard the data. The system will then advance to the next soldier
selected from the Soldier Selection page, if any exist. If the current soldier is the last soldier
on the soldier list, the system will notify you that there are no more soldiers to be processed
and return you to the Main Menu.

5. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. The system also prompts you to confirm that you
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wish to terminate the working session. If you have saved any previous data, the system
generates the SSN Correction—Summary page listing all completed actions. The system
then returns you to the Main Menu.

12.2.5.1.1 System Validations
The system will validate that the SSN entered is not another soldier’s SSN.

12.2.5.1.2 TAPDB Transactions
The system sends Transaction 5500: Social Security Number.

12.2.5.2 SocIAL SECURITY NUMBER CORRECTION—SUMMARY

This page displays a list of the soldiers successfully processed and the corresponding soldier data
(Status, Rank, Name, Old SSN, and New SSN). You have the option to view and/or print this

page.

Social Security Number Gorrection
Summary

wheng, welp Qring it
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This page displays the soldier(s) processed in this session. Click "Close” to exit the page.

Status Rank Name Old S5N New SSN
Updated | SGT GALVIN, CHRISTOPHER ANDREW

Close

Figure 12-26: Social Security Number Correction—Summary
Click Close to exit the page. The system returns you to the Main Menu.

12.3 Service/Miscellaneous Dates

The Service Miscellaneous Dates module lists the relevant service-related dates pertaining to the
Army career of the selected soldier. Figure 12-27, Service/Miscellaneous Dates Processes,
illustrates the processes in the Service/Miscellaneous Dates module.
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[ wanwew

Service/Miscellaneous
Dates

Soldier Selection Soldier Data @

4{ Update Data }7

Figure 12-27: Service/Miscellaneous Dates Processes

To initiate the process of updating service/miscellaneous dates for a soldier, you must first build
a soldier list. (This process is detailed in Section 11.1, Soldier Selection Process). Once you
have built a soldier list and selected the soldiers for whom you wish to make changes, the system
will display the Service/Miscellaneous Dates—Soldier Data page.

12.3.1  Service/Miscellaneous Dates—Soldier Data

The Service/Miscellaneous Dates—Soldier Data page (shown in Figure 12-28,
Service/Miscellaneous Dates—Soldier Data) displays the pertinent dates in the Army career of
the selected soldier. The system displays the selected soldier’s Rank, Name, SSN, UIC, and
Action as well as the soldier’s position on the soldier list and the total number of soldiers from
the list.

Complete the following steps to process Service/Miscellaneous Dates:

1. Please note that some of the data are top-fed and will be displayed as read-only. You will not
be permitted to edit these fields.

2. The system displays the Date Initial Entry Military Service (DIEMS) as read-only. These
data are top-fed and are not editable.

3. The system displays the Basic Enlisted Service Date (BESD) for enlisted soldiers and allows
you to edit the date. The system will display the BESD as read-only for warrant officers and
commissioned officers.

4. The system displays the Individual Personnel Data Verification Date if the data are available.
Accept or edit the data as necessary.

5. The system displays the DROS date or None in the Date Returned from Overseas (DROS)
field. You may enter a DROS for the soldier’s current or most recent overseas assignment or
you may edit the DROS displayed. Note: The date entered for DROS cannot be more than
30 days greater or more than 30 days less than the date of the soldier’s most current
assignment departure date, where the assignment is OCONUS.
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Service/Miscellaneous Dates

Soldier Data
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This page allows the user to add or modify service/miscellaneous dates for the selected soldier. Please enter or

select the requested data. (*) denotes required fields.

o Click "Save" to save the current record. Click "Next” to proceed without saving.
o Click "Close" to exit the page and terminate the working session.

SGT CHRISTOPHER GALVIN SSN:

Date Initial Entry Military Service (DIEMS):
*Basic Enlisted Service Date (BESD):
Basic Active Service Date (BASD):

Pay Entry Base Date (PEBD):

UIC:WSNGAA Action:Update 1of1

20000201

20000601
20000218

Evaluation Period End Date: MNone

Year/Month Last Official Photo: Mone

Individual Personnel Data Verification Date:

Date of Last PC5: Mone

Expiration Term-Service Date (ETS): MNone

Date Returned from Overseas (DROS): MNone

Delay in Separation Reason: |SelectOne w

MMRB Meeting Date:

MMRB Determination: | Select One v

Save | Mext | Close |

Figure 12-28: Service/Miscellaneous Dates—Soldier Data

6. Expand the Delay in Separation Reason picklist and select a value of choice. Table 12-11,
Delay in Separation Reason Codes and Abbreviations, provides a list of the available values
for this picklist. Note: You cannot initially specify, change to, or change from a STOP
LOSS value as the delay in separation reason; this is top down only.
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7.
8.

10.
11.

12.

Abbreviations I

ADMINISTRATIVE REASON
CONFINEMENT

MEDICAL REASON

OTHER

SFPA

STOP-LOSS

Table 12-11: Delay in Separation Reason Codes and Abbreviations

Enter the MMRB Meeting Date in the provided text-entry field.

Expand the MMRB Determination picklist and select a value of choice. Table 12-12,
MMRB Determination Codes and Abbreviations, provides a list of the available values for
this picklist.

Abbreviations I

RETAIN IN PMOS

RECOMMENDED RECLASSIFICATION
PROBATIONARY STATUS NTE 6 MONTHS
REFER TO PHYSICAL DISABILITY SYSTEM

0w >

Table 12-12: MMRB Determination Codes and Abbreviations

Click Save to save the correction to the database. The system will update the soldier’s record
and advance to the next soldier from the soldier list, if any exist. If the current page is the
only or last soldier from the list, the system generates the Service/Miscellaneous Dates—
Summary page (shown in Figure 12-29, Service/Miscellaneous Dates—Summary) listing all
completed actions.

Click Reset to clear the text-entry field and start over.

Click Next to proceed without saving. The system detects data entry on the page and
prompts you to save or discard the data. The system will then advance to the next soldier
selected from the Soldier Selection page, if any exist. If the current soldier is the last soldier
on the soldier list, the system will notify you that there are no more soldiers to be processed
and return you to the Main Menu.

Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. The system also prompts you to confirm that you
wish to terminate the working session. If you have saved any previous data, the system
generates the Service/Miscellaneous Dates—Summary page listing all completed actions.
The system then returns you to the Main Menu.
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12.3.1.1 SYSTEM VALIDATIONS
The system performs the following validations for this function:

e The system shall ensure that the Basic Enlisted Service Date does not precede the
soldier’s Birth Date plus 17 years.

e The system shall ensure that the Individual Personnel Data Verification Date does not
precede the Date Initial Entry Military Service Date.

e The system shall ensure that the MMRB Meeting Date does not precede the Date Initial
Entry Military Service Date.

e The system will not allow you to initially specify, change to, or change from a STOP
LOSS value as the delay in separation reason; this is top down only.

e The DROS date entered must be in YYYYMMDD format and cannot be a future date.

12.3.1.2 TRANSACTION TO TAPDB

The system sends the following transactions to TAPDB:
e Transaction 4369: Date Returned from Overseas (DROS)
e Transaction 4251: MOS Medical Retention Board Data

12.3.2  Service/Miscellaneous Dates—Summary

This page displays a list of the soldiers successfully processed in the working session and the
corresponding soldier data (Status, Rank, Name, SSN, UIC, DIEMS, BESD, and DROS [Date
Returned from Overseas]). You have the option to view and/or print this page.

Service/Miscellaneous Dates - Summary
wen,  welo  ering  exir
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This page displays the soldier(s) processed in this session. Click "Close" to exit the page.

Status Rank Name SSN uic DIEM S BESD DROS

GALVIN, CHRISTOPHER

Updated | SGT ANDREW WSNGAA 20000201 120000201 | Mone

Close

Figure 12-29: Service/Miscellaneous Dates—Summary

Click Close to exit the page. The system returns you to the Main Menu.
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12.4 Military Spouse (MACP)

The Military Spouse (MACP) module allows you to add military spouse data for the selected
soldier, or update and/or remove current spouse data. You also have the option to enroll the
spouse into the MACP if the military spouse is a soldier in the Regular Army and has not yet
enrolled. Conversely, you can disenroll the military spouse if the spouse is already enrolled.
Figure 12-30, Military Spouse (MACP) Processes, illustrates the processes in the Military
Spouse (MACP) module.

( ain Menu )

[Military Spouse (MACP)]

Soldier Selection Soldier Data Summary

Add Data
Update Existing Data
Remove Existing Data

Figure 12-30: Military Spouse (MACP) Processes

To initiate the process of adding, updating, or removing military spouse (MACP) data for a
soldier, you must first build a soldier list. (This process is detailed in Section 11.1, Soldier
Selection Process). Once you have built a soldier list and selected the soldiers for whom you
wish to make changes, you have the capability to select Add, Update, or Remove from the
Action Type picklist. The system defaults the picklist to Add. If the soldier has an existing
record, you will have the option to Update or Remove the current record. After you have made
your selections, the system will display the Military Spouse (MACP)—Soldier Data page. If the
soldier’s Marital Status is Single, the system will prevent you from processing the soldier.

12.4.1  Military Spouse (MACP)—Soldier Data—Add Mode

The Military Spouse (MACP)—Soldier Data page (shown allows you to add new data for the
selected soldier’s spouse who is a member of the Armed Forces. If the military spouse is a
soldier in the Regular Army and is already enrolled in the Married Army Couples’ Program
(MACP), you have the option to disenroll the spouse as necessary. If the military spouse has not
enrolled, you can enroll the spouse.

The system displays the selected soldier’s Rank, Name, SSN, UIC, and Action as well as the
soldier’s position on the soldier list and the total number of soldiers from the list.
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Military Spouse [(MACP) - Soldier Data
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This page allows the user to add military spouse data for the selected soldier. Please enter or select the
requested data. (*) denotes required fields.

+ Click "Save” to save the current record. Click "Reset” to clear the fields.
+ Click "Next" to proceed without saving. Click "Close" to exit the page.

LTC LOUIS BELLO SSN: UIC: W43Q2X ACTION: Add 1 of 1

*Spouse SSHN:

*Spouse Branch of Service: | Select One A
*Spouse Service Component: | Select One b
*Spouse Military Personnel Classification (MPC): | Select One “

Married Army Couples Program (MACP) N/A
Enrollment Date (Reqular Army Spouse Only):

[1 Enrall in MACP

Save | Reset | MNext | Close |

Figure 12-31: Military Spouse (MACP)—Soldier Data—Add Mode

Complete the following steps to add military spouse data for the selected soldier:
1. The spouse’s SSN is displayed as read-only in the Spouse SSN field. This is a required field.

2. Select the Spouse’s Branch of Service from the corresponding picklist. The available values
for this picklist are shown in Table 12-13, Branch of Service Status Codes and
Abbreviations. This is a required field.

Codes ‘ Abbreviations
DEPARTMENT OF THE AIR FORCE
DEPARTMENT OF THE ARMY
DEPARTMENT OF THE NAVY
UNITED STATES COAST GUARD
UNITED STATES MARINE CORPS

Z|o|Z|>m

Table 12—-13: Branch of Service Status Codes and Abbreviations

3. Select the Spouse’s Service Component from the corresponding picklist. The available
values for this picklist are shown in Table 12-14, Service Component Codes and
Abbreviations. This is a required field.
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4.

10.

Codes ‘ Abbreviations
G NATIONAL GUARD
R REGULAR
T TEMPORARY
V RESERVE
Y UNKNOWN

Table 12-14: Service Component Codes and Abbreviations

Select the Spouse’s Military Personnel Classification from the corresponding picklist. The
available values for this picklist are shown in Table 12-15, MPC Codes and Abbreviations.
This is a required field.

Codes ‘ Abbreviations
C ACADEMY CADET
o) COMMISSIONED OFFICER
E ENLISTED
W WARRANT OFFICER

Table 12—-15: MPC Codes and Abbreviations

If the military spouse is a soldier in the Regular Army and is already enrolled in the MACP,
the system will display the enroliment date in the Married Army Couples Program (MACP)
Enrollment Date field. In this event, you have the option to disenroll the spouse by clicking
Disenroll in the MACP checkbox.

If the military spouse has not been enrolled in MACP, the system will display “N/A” in the
Married Army Couples Program (MACP) Enrollment Date field. In this event, you have the
option to enroll the spouse by clicking the corresponding checkbox.

Click Save to save the correction to the database. The system will update the soldier’s record
and advance to the next soldier from the soldier list, if any exist. If the current page is the
only or last soldier from the list, the system generates the Military Spouse (MACP)—
Summary page—shown in Figure 12-32, Military Spouse (MACP)—Summary—which lists
all completed actions.

Click Reset to clear the text-entry field and start over.

Click Next to proceed without saving. The system will detect data entry on the page and will
prompt you to save or discard the data. The system will then advance to the next soldier
selected from the Soldier Selection page, if any exist. If the current soldier is the last soldier
on the soldier list, the system will notify you that there are no more soldiers to be processed
and return you to the Main Menu.

Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. The system also prompts you to confirm that you
wish to terminate the working session. If you have saved any previous data, the system
generates the Military Spouse (MACP)—Summary page listing all completed actions. The
system then returns you to the Main Menu.
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12.4.1.1 SYSTEM VALIDATIONS

The system will validate the spouse’s data to ensure that the spouse’s branch is “Department of
the Army” and that the service component is “Regular” before enrolling the soldier in the
MACP. The spouse cannot be enrolled in MACP if he or she has not already been identified as a
“FMLY MEMBER?” in the database.

12.4.1.2 TRANSACTION TO TAPDB
The system sends Transaction 4395: Military Spouse Data to TAPDB.

12.4.2  Military Spouse (MACP)—Soldier Data—Update Mode

In the Update mode of an existing military spouse record, the system displays the current values
in the database for the selected soldier. You can edit those values and click Save. The system
will validate and update your data entry as outlined in Add mode. The system will send
transactions to TAPDB as outlined in Add mode. Alternatively, you can click Next or Close.

12.4.3  Military Spouse (MACP)—Soldier Data—Remove Mode

In the Remove mode of an existing military spouse record, the system displays the current values
in the database for the selected soldier as read-only. You can view the record and click Save to
remove the record from the database.

1. The system will prompt you to confirm that the record is being removed from the database.

2. If you answer Yes, the system will remove the record and advance you to the next soldier, if
any exist. If the current soldier is the last or only soldier, the system generates the Military
Spouse (MACP)—Summary page to display all soldiers successfully processed in the
working session.

3. If you answer No, the system returns you to the current page for further processing.

4. You have the option to click Next or Close.

5. The system will send transactions to TAPDB as outlined in Add mode.

1244  Military Spouse (MACP)—Summary

This page displays a list of the soldiers successfully processed in the working session and the
corresponding soldier data (Status, Rank, Name, SSN, UIC, Spouse’s SSN, MACP). You have
the option to view and/or print this page.
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Military Spouse (MAGP] - Summary
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This page displays the soldier(s) processed in this session. Click "Close" to exit the page.

Status Rank Name SSN uIic Spouse's SSN MACP
Added | LTC | BELLO, LOUIS JUDE W43Q2x MNIA
Close

Figure 12-32: Military Spouse (MACP)—Summary
Click Close to exit the page. The system returns you to the Main Menu.

12.5 Family Member

The Family Member module allows you to add, update, or remove marital status and dependents
data for one or more soldiers. Figure 12-33, Family Member Processes, illustrates the processes
in the Family Member module.

O wenvens |

[ Family Member j

Soldier Selection Listing

Soldier Data
\

Add New Data
Update Existing Data
Remove Existing Data

Figure 12-33: Family Member Processes

To initiate the process of adding, updating, or removing family member data for a soldier, you
must first build a soldier list. (This process is detailed in Section 11.1, Soldier Selection
Process). Once you have built a soldier list and selected the soldiers for whom you wish to make
changes, the system will display the Family Member Listing page.
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Note: The Family Member soldier selection process includes not only the soldiers who have
records on eMILPO, but also other soldiers with records on ITAPDB. Therefore, it is possible
that the Family Member Listing Page will list soldiers who will not be listed elsewhere in
eMILPO. The soldier selection process will search for soldiers who match your search criteria,
including those soldiers who have not been mobilized, RC Attached, or otherwise imported into
eMILPO. This provides you with the ability to process an action for a National Guard or
Reserve soldier.

12.5.1  Family Member—Listing

The Family Member Listing page—which is shown in Figure 12-34, Family Member—
Listing—Tlists all family member data that exist in the database for the selected soldier. The
system displays the soldier’s Rank, Name, SSN, and UIC as read-only data along with the
soldier’s position in the soldier list and the total number of soldiers on the list.

Family Member - Listing
wen, el erin,  exit

S G O G

This page displays all family members on record for the selected soldier. The Status column will display the
user's completed actions. Update or remove a family member by selecting the Action in the corresponding
picklist. Click on the checkbox to add.
s Click "Submit” to proceed. Click "Next" to proceed without saving.
¢ Click "Close" to exit the page and terminate the working session.
+ Click "Refresh” to update the DEERS dependent information. The DEERS information is reflected in the
Dependent Ind column within the family listing table.

SPC MATTHEW GALVIN SSN: UIC: WDLLBD 20f2
Soldier Marital Data
Marital Status: | MARRIED b
Number of Adult Dependents: 1 Number of Child Dependents: 3
Family Member Data
Action Status Family Member Name Relationship Dependent Ind
SelectOne v THERESA M GALVIN DAUGHTER AUTH DEPN
SelectOne v ANNA M GALVIN DAUGHTER AUTH DEPN
SelectOne ¥ JULIA M GALVIN DAUGHTER AUTH DEPN
SelectOne v CLAIRE E GALVIN WIFE AUTH DEPN
SelectOne v BARBARA A GALVIN MOTHER NOT AUTH DEPN
SelectOne ¥ WALTER N GALVIN FATHER NOT AUTH DEPN
SelectOne v CLAIRE E GALVIN OTHER NOT AUTH DEPN

[ Add Family Member

Refresh

Submit | Mext | Close |

Figure 12-34: Family Member—Listing
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Under the heading of Soldier Marital Data, the system displays the soldier’s current marital
status, if the information is available, in the corresponding picklist and allows you to select an
alternative value. The values available for the picklist are shown in Table 12-16, Marital Status
Codes and Abbreviations. The system also displays the number of adult dependents and the
number of child dependents as read-only, if the data are available.

Codes ‘ Abbreviations
ANNULLED

DIVORCED
INTERLOCUTORY DECREE
LEGALLY SEPARATED
MARRIED

SINGLE

WIDOWED

UNKNOWN

N|S|»|Z|r|—|o|>

Table 12-16: Marital Status Codes and Abbreviations

Under the heading of Family Member Data, the system displays the following:
e The Action column indicates the valid actions.
e The Status column will show your completed actions.

e The Family Member Name and Relationship columns display corresponding details of
the family member.

e The Dependent Indicator column indicates whether the individual is an Authorized
dependent within DEERS or was created via eMILPO as a Non-Authorized dependent.

12.5.1.1 UPDATE OR REMOVE EXISTING FAMILY MEMBER DATA

To update or remove existing family member data, expand the corresponding Action picklist and
select the action type of choice. Note: If you chose to remove a family member who is
designated as an alternate POC, the system displays a message informing you that the person
must first be removed as an alternate designee under Do Not Notify. Note: The system does not
allow you to remove a family member who is designated as Individual Authorized to Direct
Disposition of Soldier’s Remains. You must first remove the family member from the DD93
form.

12.5.1.2 ADD NEW FAMILY MEMBER DATA

To add new family member data, click on the Add Family Member checkbox. After all actions

have been selected, perform the following steps:

1. Click Submit. The system will display the Family Member—Soldier Data page for the first
selected action.

2. Click Next to skip this soldier. The system will advance to the next soldier on the soldier list,
if any exist.

3. Click Close to terminate the working session and return to the Main Menu.
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12.5.1.3 REFRESH FAMILY MEMBER DATA

If family member and dependent data are missing, you can attempt to retrieve the data from
DEERS using the Refresh button. To refresh family member and dependent data, perform the
following steps:

1. From the Family Member Listing page, click the Refresh button.
2. The system displays a screen informing you that the process may take a minute to complete.

3. The screen prompts you to confirm that you want to continue. Click Yes to continue
processing. Click No to return to the Family Member Listing page without refreshing the
data.

4. After processing, eMILPO returns you to the Family Member Listing page and the current
family member information as a result of the DEERS refresh. Any new family members
retrieved from DEERS as a result of the refresh will appear on the updated Family Member
Listing page. If a previously Authorized family member is not received from the DEERS
refresh, then that family member will be shown as Not Authorized on the updated Family
Member Listing page.

12.5.1.4 SYSTEM VALIDATIONS
The system performs the following validations:

e The system shall ensure that the Marital Status field can only be changed from Single to
Divorced, Interlocutory Decree, Legally Separated, or Widowed.

e The system shall ensure that the Marital Status field is not changed from Annulled,
Divorced, Married, Interlocutory Decree, Legally Separated, or Widowed to Single.

12.5.1.5 SYSTEM UPDATES

If the soldier’s marital status changes to Divorced, Widowed, Annulled, Interlocutory Decree, or
Legally Separated and the soldier is enrolled in MACP, the system disenrolls the soldier and the
soldier’s spouse from the program.

12.5.1.6 TRANSACTIONS TO TAPDB
The system sends the following transactions to TAPDB:

e |f the soldier’s Marital Status is changed to Divorced, Widowed, Annulled, Interlocutory
Decree, or Legally Separated, the system updates the spouse’s Marital Status to Divorced
and sends Transaction 4320: Status, Spouse, and Dependent Data.

e |f the soldier’s Marital Status is changed to Divorced, Widowed, Annulled, Interlocutory
Decree, or Legally Separated and the soldier is enrolled in MACP, the system sends
Transaction 4395 to remove the spouse’s information from the database.

e If the soldier’s Marital Status is changed to Divorced, Widowed, Annulled, Interlocutory
Decree, or Legally Separated and the soldier and spouse have the assignment
consideration of “C8,” the system sends Transaction 4765: Assignment Considerations to
remove the assignment consideration for both soldiers.

e The system sends Transaction 4320: Martial Status, Spouse, and Dependent Data
whenever a soldier’s martial status is updated.

November 16, 2007 Page 91 Version 4.6 (Draft)
For Official Use Only



User Manual for eMILPO CM No. eMILPO-UMEO00-046-20071116

12.5.2  Family Member—Soldier Data—Add Mode
This page allows you to designate a family member for the selected soldier. The system displays

the soldier’s Rank, Name, SSN, UIC, and the selected Action type as read-only data along with
the soldier’s position in the soldier list and the total number of soldiers on the list. Figure 12-35,
Family Member—Soldier Data, Add Mode, provides an example of the Soldier Data—Add

Mode screen for this category.

Family Member - Soldier Data

wen, el ering
=
v W @
This page allows the user to add family member data for the selected soldier. Please enter or select the
requested data.
e Click "Save” to save the current record. Click "Next™ to proceed without saving.
s Click "Reset™ to clear the fields. Click "Close™ to exit the page and terminate the working session.
SGT CHRISTOPHER GALVIN SSN: UIC: WSNGAA  Action: Add 10f3

‘Dependent Indicator:
*Relationship:

‘Name:

Maiden Name:

SSN:

Date of Birth:
Country of Birth:

City of Birth:

State of Birth:

County of Birth:

“Country:

*Street Address:
*City:
State:

Zip Code:

Foreign Postal #:

Save |

Family Member Data

NOT AUTHDEPN »

SelectOne v
“Status: | SelectOne  «
Loco Parentis (Y/N):
Select One A
Select One A4
Select One

Family Member Address/Phone
SelectOne b

APO FFO Mate: If selecting APO or FPO, Country

rust be United States.

Phone Number:

[ Enter Additional Family Members

Reset | Next | Cloze |

Figure 12-35: Family Member—Soldier Data, Add Mode
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In the Family Member Data section, perform the following:

1. The system defaults the Dependent Indicator to NOT AUTH DEPN to indicate that the
family member is not authorized for military entitlements. Please note that the system will
only permit the addition of NOT AUTH DEPN (Not Authorized Dependents) emergency
contacts. The AUTH DEPN (Authorized Dependents) contacts are provided to eMILPO by
the DEERS interface. This is a required field.

2. Identify the relationship type from the Relationship picklist. The available values for this
picklist are shown in Table 12-17, Relationship Codes and Abbreviations. This is a required
field.

Codes ‘ Abbreviations Abbreviations
01 WIFE 02 HUSBAND

03 SON 04 DAUGHTER

05 MOTHER 06 FATHER

07 BROTHER 08 SISTER

09 MOTHER-IN-LAW 10 FATHER-IN-LAW
11 STEPMOTHER 12 STEPFATHER

13 STEPSON 14 STEPDAUGHTER
15 STEPBROTHER 16 STEPSISTER

17 HALFSISTER 18 HALFBROTHER

19 NEPHEW 20 NIECE

21 UNCLE 22 AUNT

23 GRANDMOTHER 24 GRANDFATHER

25 GRANDSON 26 GRANDDAUGHTER
27 GRT-GRNDMOTHER 28 GRT-GRNDFATHER
29 BROTHER-IN-LAW 30 SISTER-IN-LAW

31 DAU-IN-LAW 32 SON-IN-LAW

33 ADPTD-DAUGHTER 34 ADPTD-SON

35 COUSIN 36 FOSTER MOTHER
37 FOSTER FATHER 38 FOSTER DAUGHTR
39 FOSTER SON 40 GRT-GRDDAUGHTR
41 GRT-GRANDSON 42 GUARDIAN

88 OTHER

Table 12-17: Relationship Codes and Abbreviations

3. Enter the Name for the family member in the provided text-entry field as required.
4. Provide the Maiden Name and SSN of the family member, if available.

5. Expand the required Status picklist and identify whether the family member’s status is
DECEASED, LIVING, or UNKNOWN.

6. Provide the Date of Birth, Country, City, State, and County of Birth if the data are available.

7. Enter “Y” or “N” in the optional Loco Parentis field to indicate whether there is a
representative who acted in place of the soldier’s parents for a period of not less than 1 year
at any time before the soldier entered active duty.

8. In the Family Member Address/Phone section, complete the following:
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9. Select a value from the Country picklist. Select United States for APO and FPO addresses.
This is a required field. Note: Required fields for data entry will vary depending on whether
the address is a U.S., APO/FPO, or foreign address. Required fields are denoted with an
asterisk.

10. If applicable, select either the APO or FPO checkbox.

11. Enter the Street Address and City.

12. Enter the State (for U.S. addresses only), ZIP Code, Foreign Postal #, and Phone Number if
the data are available.

13. You can check the corresponding checkbox to add additional family members for the soldier.
14. Click Save to save the correction to the database. The system will update the soldier’s record
and advance to the next selected action, if any exist. If the current page is the only or last
action, the system returns you to the Listing page and update the Status column to show all

completed actions.

15. Click Reset to clear the text-entry field and start over.

16. Click Next to proceed without saving. The system detects data entry on the page and
prompts you to save or discard the data. The system will then forward to the next action

selected from the Listing page, if any exist. If the current page is the last action, the system
returns you to the Listing page and update the Status column to show all completed actions.

17. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. The system also prompts you to confirm that you
wish to terminate the working session. The system then returns you to the Main Menu.

12.5.2.1 SYSTEM VALIDATIONS
The system will perform the following validations on the data entry:

e The system shall ensure that Authorized Dependents are not added. These family
members are provided to eMILPO from the DEERS interface only.

e The system shall ensure that duplicate entries for Spouse do not exist and that a Spouse is
not added if the soldier’s Marital Status is Single.
e The system shall ensure that the entry for Loco Parentis is either “Y”” or “N.”

e The system shall ensure that the SSN of the family member is not the same as the
soldier’s SSN when adding family member information.

12.5.2.2 TRANSACTIONS TO TAPDB
The system sends transaction 4320: Marital Status, Spouse, and Dependent Data to TAPDB.

12.5.3  Family Member—Soldier Data—Update Mode

This page allows you to update family member data for a family member that was previously
designated as an AUTH DEPN (Authorized Dependent) or NOT AUTH DEPN (Not Authorized
Dependent) for the selected soldier. The system displays the soldier’s Rank, Name, SSN, UIC,
and the selected Action type as read-only data along with the soldier’s position in the soldier list
and the total number of soldiers on the list. To update a record, perform the following steps:

1. The system also displays the values that currently exist in the database for the family member
and allows you to edit those values.

November 16, 2007 Page 94 Version 4.6 (Draft)
For Official Use Only



User Manual for eMILPO CM No. eMILPO-UMEO00-046-20071116

2. Click Save to save any changes. The system will validate and update your data entry. The
system will send transactions to TAPDB. Alternatively, you can click Next or Close.

12.54  Family Member—Soldier Data—Remove Mode

This page allows you to remove a family member record for the selected soldier. The system
displays the soldier’s Rank, Name, SSN, UIC, and selected Action type as read-only data along
with the soldier’s position in the soldier list and the total number of soldiers on the list. The
system also displays the current values in the database as read-only. To remove a record,
perform the following steps:

1. Click Save to remove the record from the database.

2. The system will prompt you to confirm that the record is being removed from the database.

3. If you answer Yes, the system will remove the record and advance to the next selected action
from the Listing page, if any exist. Otherwise, the system returns you to the Listing page and
update the Status column to show all completed actions.

4. If you answer No, the system returns you to the current page for further processing.

5. You have the option to click Next or Close.

12541 SYSTEM VALIDATIONS
The system performs the following validations on the data entry:

e The system shall ensure that a Spouse (Husband or Wife) family member is not removed
if they are designated as a military spouse. You will be instructed to navigate to the
Military Spouse (MACP) module to remove the military spouse designation before
removing the family member.

e The system shall ensure that only NOT AUTH DEPN (non-dependent) members may be
removed as a family member in eMILPO. AUTH DEPN (authorized dependent) family
members may not be removed from eMILPO because of the DEERS interface.

e The system will not permit the removal of any family member who is a beneficiary
associated with Emergency Notification or who is an SGLI beneficiary.

e The system will not permit the removal of any family member who is designated as “Do
Not Notify” for Emergency Notification.

e The system shall ensure that the SSN of the family member is not the same as the
soldier’s SSN when updating family member information.

12.5.4.2 TRANSACTIONS TO TAPDB
eMILPO sends the following transactions to TAPDB for the processing of Family Member data:

e If the soldier’s Marital Status is changed to Divorced, Widowed, Annulled, Interlocutory
Decree, or Legally Separated, the system updates the spouse’s Marital Status and sends
Transaction 4320: Status, Spouse, and Dependent Data.

e |f the soldier’s Marital Status is changed to Divorced, Widowed, Annulled, Interlocutory
Decree, or Legally Separated and the soldier is enrolled in MACP, the system sends
Transaction 4395 to remove the spouse’s information from the database and change the
spouse’s Marital Status.
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e |f the soldier’s Marital Status is changed to Divorced, Widowed, Annulled, Interlocutory
Decree, or Legally Separated and the soldier and spouse have the assignment
consideration of “C8,” the system sends Transaction 4765: Assignment Considerations to
remove the assignment consideration for both soldiers.

e Otherwise, the system sends Transaction 4320: Marital Status, Spouse, and Dependent
Data to TAPDB.

12.6 Suspension of Favorable Personnel Actions (SFPA)

The SFPA module maintains a record of personnel flagged for suspension of favorable personnel
action. You have the option to initiate a new flag, update, and/or finalize or remove an existing
flag as directed by the commander or HQDA. Figure 12-36, SFPA Processes, illustrates the
processes in SFPA.

O wanwen

Suspension of Favorable
Personnel Actions

Soldier Selection Listing Soldier Data

(@ e Add New Data
< - * Update Existing Data
/ * Remove Existing Data

Print DA Form 268

Figure 12-36: SFPA Processes

To initiate the process of initiating a new flag, or updating, finalizing, or removing an existing
flag for a soldier, you must first build a soldier list. (This process is detailed in Section 11.1,
Soldier Selection Process). Once you have built a soldier list and selected the soldiers for whom
you wish to make changes, the system will display the Suspension of Favorable Personnel
Actions Listing page.

12.6.1  Suspension of Favorable Personnel Actions Listing

The Suspension of Favorable Personnel Actions Listing page lists all the SFPA flags that
currently exist in the database for the selected soldier. The system displays the selected soldier’s
Rank, Name, SSN, and UIC as well as the soldier’s position on the soldier list and the total
number of soldiers from the list. Figure 12—-37, Suspension of Favorable Personnel Actions
Listing, provides a sample listing page.
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sSuspension of Favorable Personnel Actions
Listing
6 @06 G

o

This page allows the user to initiate, update or remove/finalize one or multiple SFPA flags. The Status column
will display the user's completed actions. Select from the corresponding picklist to update or removeffinalize
existing flags. Click on the checkbox to initiate a new flag.
¢ Click "Submit” to proceed. Click "Next” to proceed without saving. Click "Clese"” to exit the page and
terminate the working session.

SGT CHRISTOPHER GALVIN SSHN: UIC: WSNGAA 10f3
. Effective | Expiration
Action Status Flag Type Reason Date Date Report
REMOVAL FROM
Select One | |Added R'E'FT,B%T SELECTION LIST - FIELD | 20060710 DAQEEF”‘
INITIATED

[ Initiate SFPA Flag

Submit | Next | Close |

Figure 12-37: Suspension of Favorable Personnel Actions Listing

The listing page contains the following fields:
e The Action column displays the available actions: Update and Remove/Finalize.

e The Status column is populated after you have completed all actions. The Status column
will show your completed actions.

e The Flag Type, Reason, Effective Date, and Expiration Date provide the details of each
flag.

e After every successful action, the Report column will provide a hyperlink for you to click
to view and/or print

12.6.1.1 UPDATE OR REMOVE/FINALIZE CURRENT SFPA FLAGS

You can update or remove/finalize one or more current SFPA flags on the Listing page by
selecting the corresponding action type from the Action picklist. Follow the steps described in
Initiate SFPA Flags to complete the process.

12.6.1.2 INITIATE SFPA FLAGS
Complete the following steps to initiate a new SFPA flag:
1. Click the Initiate SFPA Flag checkbox.

2. Click Submit to proceed. The system will display the SFPA—Soldier Data page for the first
selected action from the Listing page. The system returns you to the Listing page after all
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selected actions are completed and update the Status column, listing all completed actions
and adding any new data for the selected soldier.

3. Alternatively, you can perform the following:

e Click Next to proceed to the next soldier on the list, if any exist. The system will detect
data selection on the page and prompt you to save or discard the data. If the current page
is the last or only soldier from the soldier list, the system returns you to the Main Menu.

e Click Close to terminate the working session. The system will detect data selection on
the page and prompt you to save or discard the data. The system also prompts you to
confirm that the working session is being terminated and will return you to the Main
Menu.

12.6.2 Suspension of Favorable Personnel Actions—Soldier Data—Add Mode
The Suspension of Favorable Personnel Actions—Soldier Data page allows you to initiate a new
SFPA flag for the selected soldier. The system displays the selected soldier’s Rank, Name, SSN,
UIC, and Action as well as the soldier’s position on the soldier list and the total number of
soldiers from the list. Figure 12-38, Suspension of Favorable Personnel Actions—Soldier
Data—Add Mode, provides a sample of the Soldier Data page for this function.

suspension of Favorable Personnel

Actions - Soldier Data
6 6 6 6

This page allows the user to initiate SFPA flags for the selected soldier. Please enter or select the requested
data. (*) denotes a required field.

o Click "Save" to save the current record. Click "Mext” to proceed without saving.
o Click "Reset” to clear the fields. Click "Close" to exit the page and terminate the working session.

SGT CHRISTOPHER GALVIN  SSN: UIC: WSNGAA  Action: Add 10f3
*Flag Reason: | SelectOne hd
“Effective Date:

Expiration Date:

Remarks:

[] Initiate Additional SFPA Flags

Save | Reset | Next | Close |

Figure 12-38: Suspension of Favorable Personnel Actions—Soldier Data—Add
Mode
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Complete the following steps to initiate a SFPA flag for the selected soldier:

1. Expand the Flag Reason picklist and select the appropriate choice to indicate the basis for the
suspension. Table 12-18, SFPA Reason Codes and Abbreviations, lists the available values
for this picklist. This is a required field.

Codes Abbreviations

ADVERSE-ACTION

ELIMINATION-FIELD INITIATED

REMOVAL FROM SELECTION LIST—FIELD INITIATED
REFERRED—OFFICER EVALUATION REPORT
SECURITY—VIOLATION

REMOVAL FROM SELECTION LIST—HEADQUARTERS
DA INITIATED

ARMY PHYSICAL FITNESS TEST FAILURE

ENTRY INTO WEIGHT-CONTROL-PROGRAM

HQDA DIRECT REASSIGNMENT (ADVERSE ACTION)
PUNISHMENT PHASE (ADVERSE ACTION)

OTHER

CDR DECISION TO BLOCK AUTOMATIC PROMOTION
TO PV2, PFC & SPC

mimoo0|m| >

TIX|I|O|X|<

Table 12-18: SFPA Reason Codes and Abbreviations

Provide the Effective Date (a required field) and Expiration Date for the flag.
Provide any pertinent remarks for the flag in the Remarks text area.
To initiate an additional flag, check the Initiate Additional SFPA Flag checkbox.

Click Save to save the current record. The system will validate your data entry and update

the database. The system will then forward you to the next selected action from the Listing

page, if one exists. If the current page is the only or last selected action, the system returns
you to the Listing page and update the Status column to show all successful actions.

6. Click Reset to clear the fields and reset the selections to their original values.

7. Click Next to skip this action and proceed to the next selected action from the Listing page, if
one exists. The system detects data entry on the page and prompts you to save or discard the
data.

8. Click Close to terminate the working session. The system detects data entry on the page and

prompts you to save or discard the data. Otherwise, the system returns you to the Main

Menu.

S e

12.6.2.1 SYSTEM VALIDATIONS
The system performs the following validations on the data entry:

e The system shall ensure that the Expiration Date does not precede the soldier’s Basic
Active Service Date or the Effective Date.

e The system shall ensure that the Effective Date cannot be after the current date.
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e The system shall not allow an SFPA reason code of “F” (REMOVAL FROM
SELECTION LIST—HEADQUARTERS DA INITIATED). This flag is processed
and/or submitted by the Top of the System (TOS) only.

e The system shall allow an SFPA reason code of “P” (CDR DECISION TO BLOCK
AUTOMATIC PROMOTION TO PV2, PFC & SPC) to be processed for soldiers with a
current rank of PV1, PV2, or PFC only.

e The system shall allow an SFPA reason code of “D” (REFERRED OFFICER
EVALUATION REPORT) to be processed for enlisted soldiers only.

12.6.2.2 SYSTEM UPDATES

For the first SFPA flag initiated for a soldier, the system shall add an assignment consideration
of “P1 (SUSPENSION OF FAVORABLE PERSONNEL ACTIONS [FLAGGED])” for the
soldier.

12.6.2.3 TRANSACTIONS TO TAPDB
The system sends the following transactions depending on the nature of the SFPA flags:

e Transaction 4215: Suspension of Favorable Personnel Actions Data for all reason codes
except “F” (REMOVAL FROM SELECTION LIST—HEADQUARTERS DA
INITIATED)

e Transaction 4365: Immediate Reenlistment Prohibition Data
e Transaction 4375: Assignment Eligibility and Availability Data
e Transaction 4765: Assignment Considerations

12.6.3  Suspension of Favorable Personnel Actions—Soldier Data—Update
Mode

This page allows you to update a current SFPA flag for the selected soldier. The system displays

the selected soldier’s Rank, Name, SSN, UIC, and Action as well as the soldier’s position on the

soldier list and the total number of soldiers from the list.

1. The system displays the Flag Reason and Effective Date for the selected SFPA as read-only.
You may not edit these fields.

2. The system defaults the Expiration Date and Remarks to the current values in the database
for the soldier. You may accept or modify these fields as necessary.

3. You may select to initiate an SFPA flag by checking the corresponding checkbox as
necessary.

4. Click Save to save the current record. The system will validate your data entry and update
the database. The system will then forward you to the next selected action from the Listing
page, if one exists. If the current page is the only or last selected action, the system returns
you to the Listing page and update the Status column to show all successful actions.

5. Click Next to skip this action and proceed to the next selected action from the Listing page, if
one exists. The system detects data entry on the page and prompts you to either save or
discard the data.
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6. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to either save or discard the data. Otherwise, the system returns you to the Main
Menu.

7. The system sends transactions to TAPDB as outlined in Add mode.

12.6.3.1 SYSTEM UPDATES

The system shall not send a 4215 transaction to TAPDB when updating an SFPA flag. Process
type “3” (change) does not apply. If the date, reason, or type of report is erroneously reported,
the erroneous information must be deleted and the correct data submitted.

12.6.4  Suspension of Favorable Personnel Actions—Soldier Data—
Remove/Finalize Mode

This page allows you to remove/finalize a current SFPA flag for the selected soldier. The system

displays the selected soldier’s Rank, Name, SSN, UIC, and Action as well as the soldier’s

position on the soldier list and the total number of soldiers from the list. Figure 12-39,

Suspension of Favorable Personnel Actions—Soldier Data Remove Mode, provides a sample of

the Soldier Data page for the remove/finalize action.

suspension of Favorable Personnel

Actions - Soldier Data
\Eigu \k:}n ?ga ;ir

This page allows the user to removeffinalize SFPA flags for the selected soldier. Please enter or select the
requested data. (*) denotes a required field.

s Click "Save" to removeffinalize the current record. Click "Mext” to proceed without saving.
o Click "Close" to exit the page and return to the Listing page.

SGT CHRISTOPHER GALVIN  SSN: UIC: WSNGAA Action:

RemovelFinalize 1of3

*Flag Type: |SelectOne hd
Flag Reason: REMOVAL FROM SELECTION LIST - FIELD INITIATED

*Effective Date:

Remarks:

Save | MNext | Close |

Figure 12-39: Suspension of Favorable Personnel Actions—Soldier Data Remove
Mode
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To remove/finalalize an SFPA flag for a soldier, perform the following steps:

1. Select a Flag Type from the corresponding picklist indicating the type of finalization for the
flag. Table 12-19, SFPA Flag Type Codes and Abbreviations, provides a list of available
values for this picklist. This is a required field.

Abbreviations

FINAL—FAVORABLE REPORT
FINAL—UNFAVORABLE REPORT
FINAL—OTHER REPORT
DELETE—ERRONEOUS FLAG

N|mg|O

Table 12-19: SFPA Flag Type Codes and Abbreviations

The system displays the Flag Reason as read-only.
Enter an Effective Date for the flag. This is a required field.
Enter any pertinent Remarks in the provided text area.

Click Save to remove the current record. The system will validate your data entry and update
the database. The system will then forward you to the next selected action from the Listing
page, if one exists. If the current page is the only or last selected action, the system returns
you to the Listing page and update the Status column to show all successful actions.

6. Click Next to skip this action and proceed to the next selected action from the Listing page, if
one exists. The system detects data entry on the page and prompts you to save or discard the
data.

7. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. Otherwise, the system returns you to the Main
Menu.

The system will send transactions to TAPDB as outlined in Add mode.

o s~ wD

12.6.4.1 SYSTEM VALIDATIONS

The system shall delete all finalized/removed SFPA flags from the database except those for
report type “E” (FINAL—OTHER REPORT) and reason code “K” (ENTRY INTO WEIGHT-
CONTROL-PROGRAM). These flags shall be updated with the finalized information and
stored in the database for 3 years from the date the flag was finalized.

12.6.4.2 SYSTEM UPDATES

Upon removal of the last SFPA flag for a soldier, the system shall delete the assignment
consideration of “P1” (SUSPENSION OF FAVORABLE PERSONNEL ACTIONS
[FLAGGED]) associated with the soldier. For each SFPA flag finalized/removed, the system
will not send a 4215 (SFPA) transaction to TAPDB for reason code “F” (REMOVAL FROM
SELECTION LIST—HEADQUARTERS DA INITIATED).
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12.6.4.3 TRANSACTION TO TAPDB

Upon removal of the last SFPA flag finalized/removed for a soldier, the system shall send a 4765
(Assignment Consideration) transaction to TAPDB. The assignment consideration code for the
transaction will be “P1” (SUSPENSION OF FAVORABLE PERSONNEL ACTIONS
[FLAGGED]).

12.7 Individual Awards

The Individual Awards module lists the military decorations that the soldier has received in his
or her Army career. These may include awards and decorations associated with battles and
expeditionary campaigns in which the soldier participated. You have the option to add new
awards, or update and/or remove existing awards. Figure 12-40, Individual Awards Processes,
illustrates the processes in Individual Awards.

[ Main Menu ]
[ Individual Awards ]
Soldier Selection Listing Soldier Data

* Add New Data
Update Existing Data
* Remove Existing Data

Figure 12-40: Individual Awards Processes

To initiate the process of adding, updating, or removing individual awards for a soldier, you must
first build a soldier list. (This process is detailed in Section 11.1, Soldier Selection Process).
Once you have built a soldier list and selected the soldiers for whom you wish to make changes,
the system will display the Individual Awards—L.isting page.

12.7.1  Individual Awards—Listing

The Individual Awards—L.isting page (shown in Figure 12-41, Individual Awards—L.isting)
lists all military awards recorded in the database for the selected soldier. The system displays the
soldier’s Rank, Name, SSN, and UIC as read-only data along with the soldier’s position in the
soldier list and the total number of soldiers on the list.
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Individual Awards - Listing

wheny, elp Pring exir
= C -
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This page displays the individual awards recorded for the selected soldier. The user can update ar remave an
existing award by selecting the Action in the corresponding picklist. Check the corresponding checkbox to add
an award or to update medal eligibility dates.

e Click "Submit” to proceed. Click "Next™ to proceed without saving. Click "Close™ to exit the page and
terminate the warking session.

SPC CHRISTOPHER BOBO SSN: UIC: WHLBAA 1 of 1

Action Status Award Type Effective Date
SelectOne ¥ NATIONAL DEF SV MEDAL 20040413
SelectOne ¥ COMBAT ACTION BADGE 20051103
SelectOne ¥ US ARMY COMMENDATION MEDAL 20050721
SelectOne v DEPT OF STATE SUPER HOM AWWD 20061017

[ Add Individual Award [ Update Medal Eligibility Dates

Submit | Next | Close |

Figure 12—-41: Individual Awards—Listing

The following fields are available on the page:
e The Action column indicates the valid actions.
e The Status column will show your completed actions.
e The Award Type and Effective Date columns provide the details of the awards.

12.7.1.1 UPDATE OR REMOVE EXISTING AWARD DATA

To update or remove one or more existing awards, expand the corresponding Action picklist and
select the action type of choice.

12.7.1.2 ADD NEw AWARD DATA

To add new award data, perform the following steps:

1. Check the corresponding checkboxes to add an Individual Award or to Update Medal
Eligibility Dates.

2. Click Submit. The system displays the Individual Awards—Soldier Data page for the first
selected action.

3. Click Next to proceed without saving. The system advances to the next soldier on the soldier
list, if any exist.

4. Click Close to terminate the working session and return to the Main Menu.
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1272 Individual Awards—Soldier Data—Individual Awards—Add Mode

This page allows you to add an individual award for the selected soldier. The Soldier Data
screen for this function is shown in Figure 12-42, Individual Awards—Soldier Data—Individual
Award. The system displays the soldier’s Rank, Name, SSN, UIC, and Action as read-only data
along with the soldier’s position in the soldier list and the total number of soldiers on the list.

Individual Awards - Soldier Data

S @& 06 C

This page allows the userto add an individual award for the selected soldier. Please enter or select the
requested data. (%) denotes a required field.

s Click "Save™ to save the current record. Click "Next™ to proceed without saving.
e Click "Reset” to clear the fields. Click "Close™ to exit the page and terminate the working session.

SPC CHRISTOPHER BOBO  SSHN: UIC: WHLBAA  Action: Add 10f1
“Award Category: | SelectOne b
“Award Type: |SelectOne b
Basic Marksman Qualification
Badge:

“Award Effective Date:

Order Number:

[ Add Individual Aweard

Save | Reset ‘ Next | Close |

Figure 12—-42: Individual Awards—Soldier Data—Individual Award

To add an individual award for a soldier, perform the following steps:

1. Expand the required Award category picklist and select an appropriate choice. Table 12-20,
Award Category Codes and Abbreviations, provides a list of the available values for this
picklist. Note: Some award categories, such as Identification Badge, have limits on the
number of such awards that may be entered. If you enter a new award that exceeds the limit,
eMILPO displays an error message.
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10.

Codes Abbreviations

CASAWD | CAMPAIGN AND SERVICE AWARD
CBTSPB | COMBAT AND SPECIAL SKILL BADGE
FORNAW | FOREIGN AWARD

IDETBD IDENTIFICATION BADGE

MILDEC | MILITARY DECORATION

NMLDCN | NONMILITARY DECORATION
UNTAWD | UNIT AWARD

Table 12-20: Award Category Codes and Abbreviations

Expand the required Award Type picklist and select an appropriate choice.

Select the appropriate value from the Basic Marksmanship Qualification Badge picklist.
This field is required when the Combat and Special Skill Award category and the Basic
Marks Qual Badge type are selected for Award Types: CBTSPBQA through CBTSPBQR,
CBTSPBQS through SBTSPBQZ, CBTSPBUZ, CBTSPBRA, CBTSPBRB. Note: If the
soldier already has a Basic Marksmanship Qualification for the same weapon type, eMILPO
displays a message informing you that adding the new badge will remove the existing badge.
Click Yes to continue and overwrite the existing badge.

Enter an Award Effective Date in the provided text-entry field. This is a required field.
Provide a corresponding Order Number, if the information is available.
Check the Add Individual Award checkbox to add another award as needed.

Click Save to save the current record. The system will validate your data entry and update
the database. The system will then forward you to the next selected action from the Listing
page, if one exists. If the current page is the only or last selected action, the system returns
you to the Listing page and update the Status column to show all successful actions.

Click Reset to clear the fields and reset the selections to their original values.

Click Next to skip this action and proceed to the next selected action from the Listing page, if
one exists. The system detects data entry on the page and prompts you to save or discard the
data.

Click Close to terminate the working session. The system detects data entry on the page and
prompts you to either save or discard the data. Otherwise, the system returns you to the Main
Menu.

12.7.2.1 TRANSACTION TO TAPDB
The system sends the following transactions to TAPDB, depending on the kind of award entered:

e Transaction 4431: Military Decoration Data
Transaction 4432: Campaign and Service Award Data
Transaction 4434: ldentification Badge Data
Transaction 4435: Foreign Military Award Data
Transaction 4437: Nonmilitary Decoration Data
Transaction 4433: Combat and Special Skills
Transaction 4436: Unit Award
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12.7.3  Individual Awards—Soldier Data—Update Mode

This page allows you to update a current good conduct medal or other individual awards for the
selected soldier. The system displays the selected soldier’s Rank, Name, SSN, UIC, and Action
as well as the soldier’s position on the soldier list and the total number of soldiers from the list.
The system also displays the heading of Individual Awards for the purpose of verification. To
update individual awards data for a soldier, perform the following steps:

1. The system displays the current award data and allows you to edit the data as necessary.

2. Click Save to save the current record. The system will validate your data entry and update
the database. The system then forwards you to the next action selected from the Listing
page, if any exist. Otherwise, the system returns you to the Listing page and update the
Status column to show all completed actions.

3. Click Next to skip this action and proceed to the next selected action from the Listing page, if
one exists. The system detects data entry on the page and prompts you to save or discard the
data.

4. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. Otherwise, the system returns you to the Main
Menu.

The system sends transactions to TAPDB as outlined in Section 12.7.2.1, Transaction to
TAPDB.

12.7.4  Individual Awards—Soldier Data—Remove Mode

This page allows you to remove an existing individual award for the selected soldier. The
system displays the selected soldier’s Rank, Name, SSN, UIC, and Action as well as the soldier’s
position on the soldier list and the total number of soldiers from the list. The system also
displays the heading of Individual Awards for the purpose of verification. To remove individual
awards data for a soldier, perform the following steps:

1. The system displays the current award data as read-only.

2. Click Save to remove the current record. The system will prompt you to confirm that you
wish to remove the data from the soldier’s record. The system then forwards you to the next
action selected from the Listing page, if any exist. Otherwise, the system returns you to the
Listing page and update the Status column to show all completed actions.

3. Click Next to skip this action and proceed to the next selected action from the Listing page, if
one exists. The system detects data entry on the page and prompts you to save or discard the
data.

4. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to either save or discard the data. Otherwise, the system returns you to the Main
Menu.

The system sends transactions to TAPDB as outlined in Section 12.7.2.1, Transaction to
TAPDB.

12.7.5 Individual Awards—Soldier Data—Update Medal Eligibility Dates

This page allows you to update the good conduct medal eligibility date and the Armed Forces
Reserve medal date for the selected soldier. Figure 12-43, Individual Awards—Soldier Data—
Update Medal Eligibility Dates, provides a sample Soldier Data page for this screen. The system
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displays the soldier’s Rank, Name, SSN, and UIC as read-only data along with the soldier’s
position in the soldier list and the total number of soldiers on the list. The system displays the
heading of Update Medal Eligibility Dates for verification purposes.

Individual Awards - Soldier Data
6 0 © 6

This page allows the user to update medal award eligibility dates for the selected soldier. Flease enter or select
the requested data.

e Click "Submit™ to save the current record. Click "Next™ ta skip this soldier.
+ Click "Close™ to exit the page and return to the Listing page.

SPC CHRISTOPHER BOBO SSN: UIC: WHLBAA  Action: Update 10of1
Update Medal Eligibility Dates

Basic Active Service Date: 20040413
Last Good Conduct Medal Award Date:

Good Conduct Medal Eligibility Date:

Armed Forces Reserve Medal Eligibility Yr/Mo:

Save | Next | Close |

Figure 12-43: Individual Awards—Soldier Data—Update Medal Eligibility Dates

To update medal eligibility dates for a soldier, perform the following steps:

1.

The system displays the soldier’s Basic Enlisted Service Date and the soldier’s Last Good
Conduct Medal Award Date as read-only, if the information is available.

You may update the Good Conduct Medal Award Date in the provided text-entry field as
necessary.

You may also provide the Armed Forces Reserve Medal Eligibility Yr/Mo date in yyyymm
format in the provided text-entry field.

Click Save to save the current record. The system will validate your data entry and update
the database. The system will then forward you to the next selected action from the Listing
page, if one exists. If the current page is the only or last selected action, the system returns
you to the Listing page and update the Status column to show all successful actions.

Click Next to skip this action and proceed to the next selected action from the Listing page, if
one exists. The system detects data entry on the page and prompts you to save or discard the
data.

Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. Otherwise, the system returns you to the Main
Menu.

November 16, 2007 Page 108 Version 4.6 (Draft)

For Official Use Only



User Manual for eMILPO CM No. eMILPO-UMEO00-046-20071116

12.7.5.1 SYSTEM VALIDATIONS
The system performs the following validations on the data entry:

e The Award Date cannot be before the Date Initial Entry Into Military Service (DIEMS).

e The system will automatically calculate a soldier's eligibility date to receive an individual
award as 3 years from the Last Good Conduct Medal Award Date.

e The Good Conduct Medal Eligibility Date is applicable for enlisted soldiers only.

e The Good Conduct Medal Eligibility Date can be no more than 3 years from the current
system date.

e The Armed Forces Reserve Medal Eligibility Yr/Mo can be no more than 10 years from
the current system date.

12.8 Servicemen’s Group Life Insurance

The Servicemen’s Group Life Insurance (SGLI) module allows you to process SGLI coverage
and election for one or more soldiers. The SGLI is in effect throughout the period of full-time
active duty or active duty for training. Coverage continues for 120 days following the soldier’s
separation or release from the Army. Figure 12—-44, SGLI Processes, illustrates the processes in
the SGLI module.

[ Main Menu ]7

Servicemen's Group Life
Insurance

Soldier Selection Listing Soldier Data

T
|
|
|
(Q * Add New Data
" .

<> Update Existing Data
* Remove Existing Data

Print SGLV Form 8286

Figure 12—-44: SGLI Processes

To initiate processing SGLI coverage and election for a soldier, you must first build a soldier list.
(This process is detailed in Section 11.1, Soldier Selection Process). Once you have built a
soldier list and selected the soldiers for whom you wish to make changes, the system will display
the Servicemen’s Group Life Insurance Listing page.

Note: The Servicemen’s Group Life Insurance soldier selection process includes not only the
soldiers who have records on eMILPO, but also other soldiers with records on ITAPDB.
Therefore, it is possible that the Servicemen’s Group Life Insurance Listing page will list
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soldiers who will not be listed elsewhere in eMILPO. The soldier selection process will search
for soldiers who match your search criteria, including those soldiers who have not been
mobilized, RC Attached, or otherwise imported into eMILPO. This provides you with the ability
to process an action for a National Guard or Reserve soldier.

12.8.1  Servicemen’s Group Life Insurance Listing

The Servicemen’s Group Life Insurance Listing page (shown in Figure 12—45, Servicemen’s
Group Life Insurance Listing) displays the selected soldier’s current SGLI Coverage and
Election data and the beneficiary data currently recorded in the database for the soldier. You
will be able to add, update, and remove SGLI coverage and beneficiary data for the soldier. The
system displays the soldier’s Rank, Name, SSN, and UIC as read-only data along with the
soldier’s position in the soldier list and the total number of soldiers on the list.

sServicemen's Group Life Insurance
Listing

heng, wel Pring iy

6 6 & &

>

This page allows the user to add new or update/remove current SGLI insurance data and beneficiary(ies). A designation or change of
beneficiary will not be effective unless the FORM SGLV 8286 is printed, signed by the senvicemember, and placed in the senvicemembers
personnel file. A copy of the original FORM SGLV 8286 should also be given to the servicemember. The Status column will display the
user's completed actions. Select the action to perform from the picklist. Click the checkbox to add. (*) denotes a required field.

» Click "Submit” to proceed. Click "Next” to proceed without saving.

» Click "Close™ to exit the page and terminate the working session.

» Click"View/Print Form SGLV 8286" to view or print the Form SGLV §286. Please note that all data must be valid before the form
can be displayed or printed. Click on the corresponding link to view or print out directions for SGLV 8286.

+ Click"Generate/Print Spouse Notification Letter” to generate and print the Spouse Motification Letter. Please note that this
letter is only required if the soldier has a spouse and is declining SGLI coverage, reducing the maximurn SGLI coverage to a lesser
amount, or has selected a beneficiary other than current lawful spouse or child.

SPC MATTHEW GALVIN SSN: UIC: WDLLBD 10f1
SGLI Insurance Data
*SGLI Coverage: |$400,000 |+

SGLI Election/Recertification Date: |20060523 SGLI Counseling Date (if required):

Beneficiary Data

Action Status | Beneficiary Type | Beneficiary Share Relationship Name
SelectOne + PRINCIPAL 100% WIFE CLAIRE E GALVIN
SelectOne v CONTINGENT 100% FATHER WALTER N GALVIN

[ Add Beneficiaries

View/Print Form SGLV 8286 View/Print Form SGLV 8286 With Directions Generate/Print Spouse Notification Letter

Submit | Next | Close |

Figure 12-45: Servicemen’s Group Life Insurance Listing
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Under the heading of SGLI Insurance Data, the system populates the SGLI Coverage (required),
SGLI Election/Recertification Date, and SGLI Counseling Date (if required) in the available
text-entry fields, if the information is available. You can edit these values if necessary. If the
selected soldier does not have any insurance data, the system will display the text-entry fields as
blank, and you can enter the data.

Under the heading of Beneficiary Data, the system displays all recorded beneficiary data for the
soldier. The following fields are available on this page:

e The Action column displays the available actions.
e The Status column will be populated after you have completed all actions.

e The Beneficiary Type, Beneficiary Share, Relationship, and Name columns provide the
details of each beneficiary.

12.8.1.1 ENTER OR UPDATE SGLI INSURANCE DATA

If SGLI Insurance data currently exist in the database for the selected soldier, the system
populates the SGLI Coverage, SGLI Election/Recertification Date, and SGLI Counseling Date in
the available text-entry fields. You can edit these values if necessary. When you change the
SGLI Coverage, the SGLI Election/Recertification Date will automatically default to the current
local system date. However, the value can be edited. If the selected soldier does not have any
insurance data, the system will display the text-entry fields as blank, and you can enter the data.

If the selected soldier has chosen to decline coverage, you can select NO COVG from the SGLI
Coverage picklist. If the soldier has chosen to decline coverage, you must generate and print the
spouse notification letter. See Section 12.8.1.5, Generate/Print Spouse Notification Letter for
procedures on how to print the letter. To generate the spouse notification letter, click the
Generate/Print Spouse Notification Letter hyperlink. The system opens the letter in a separate
window; click the print icon in the new window to print the letter.

12.8.1.2 UPDATE OR REMOVE EXISTING BENEFICIARY DATA

You can update or remove one or more beneficiary listings by selecting the corresponding action
type from the Action picklist.

12.8.1.3 ADD NEW BENEFICIARY DATA
To add new beneficiary data, perform the following steps:
1. From the Listing page, check the Add Beneficiaries checkbox.

2. Click Submit to proceed. The system will display the Servicemen’s Group Life Insurance—
Soldier Data page for the first selected action from the Listing page. The system returns you
to the Listing page after all selected actions are completed and will update the Status column,
listing all completed actions and adding any new address data for the soldier.

3. Click Next to proceed to the next soldier on the list without saving. The system will detect
data selection/entry on the page and prompt you to save or discard the data. If the current
page is the last or only soldier from the soldier list, the system returns you to the Main Menu.

4. Click Close to terminate the working session. The system will detect data selection/entry on
the page and prompt you to save or discard the data. The system also prompts you to
confirm that the working session is being terminated and will return you to the Main Menu.
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12.8.1.4 VIEW/PRINT SGLV FOrRM 8286

You can select to view and or print SGLV Form 8286 by clicking on the corresponding
hyperlink. Please note that all required fields must be populated before generating the form.

12.8.1.5 GENERATE/PRINT SPOUSE NOTIFICATION LETTER

If the soldier has chosen to decline coverage or has named a beneficiary other than his or her
spouse or children, you must generate and print the spouse notification letter. To generate the
spouse notification letter, click the Generate/Print Spouse Notification Letter hyperlink. The
system opens the letter in a separate window; click the print icon in the new window to print the
letter. Note: If there is no current address for the spouse in eMILPO, the system generates a
message notifying you that you must enter an address for the spouse using the Family Member
function.

12.8.2  Service Members’ Group Life Insurance—Soldier Data—Add Mode

The Service Member’s Group Life Insurance—Soldier data page (shown in Figure 12-46,
Servicemen’s Group Life Insurance—Soldier Data—Add Mode) allows you to add a new SGLI
beneficiary for the selected soldier. You can complete the following steps to add new SGLI
beneficiary data:

1. The system will store all family members currently recorded in the database in the Choose
Family Member picklist in the format of relationship type followed by name. You can
expand the picklist and select a family member. The system will populate the remaining
fields with the family member’s data, if available. The Relationship and Name fields will be
populated as read-only.

2. Per AR 600-8-1 Paragraph 11-29, you may also designate a beneficiary of children by
expanding the Choose Designation by Relationship and selecting an appropriate choice of
MY CHILD(REN), MY CHILDREN, OR MY CHILDREN FROM MY MARRIAGE TO...

e If you select any of the choices, the system will default the Name field to “SEE
BENEFICIARY TEXT.” The system will also disable the Name, Relationship,
Beneficiary SSN, Street Address, City, State, ZIP Code, Phone Number, Country,
Gateway APO/FPO, Gateway Area, and Foreign Postal # fields.

e If you select “MY CHILDREN FROM MY MARRIAGE TO...” choice, you are
required to complete the phrase by adding the name of the spouse in the Beneficiary Text
field.

e Provide or edit the name of the family member. This is a required field.

e You can accept the displayed data or expand the required Beneficiary Type picklist and
select Contingent or Principal.

e Enter or edit the Beneficiary SSN in the provided text-entry field.
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servicemen's Group Life Insurance
Soldier Data
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This page allows the user to add SGLI data for the selected soldier. Please enter or select the requested data.

s Click "Save™ to save the current record. Click "Next™ to proceed without saving.
+ Click "Reset” to clear the fields. Click "Close™ to exit the page and terminate the working session.

2LT MATTHEW GALVIN SSN: UIC: WDLLBD ACTION: Add 2 of4
Choose Family Member: | Select One ~
Choose Designation by Relationship: | Select Ona b

‘Relationship: | SelectOne hd

*‘Name:
‘Beneficiary Type: |SelectOne b Beneficiary SSN:
‘Beneficiary Share: |SelectOne “‘Payment Option: | SelectOne v
“Country: | SelectOne b

AFO FPO Mote: If selecting APO or FPO, Country
must be United States.

“Street Address:
“City:
State:

Zip Code: L Phone Number:
Foreign Postal #:

Beneficiary Text:
Dezigrate 2 hemeficiany
by elationshio ortext.

[ Add Additional Beneficiaries

Save ‘ Reset ‘ Next | Close ‘

Figure 12—-46: Servicemen’s Group Life Insurance—Soldier Data—Add Mode

3. Expand the required Beneficiary Share picklist to select from $ for Dollar Amount, % for
Percent, or #/# for Fraction. Enter the corresponding share value for the beneficiary in the
provided text-entry field.

4. Expand the Payment Option picklist and select Lump Sum or 36 Months.
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5. Select a value from the Country picklist. Select United States for APO and FPO addresses.
This is a required field. Note: Required fields for data entry will vary depending on whether
the address is a U.S., APO/FPO, or foreign address. Required fields are denoted with an
asterisk.

6. If applicable, select either the APO or FPO checkbox.
7. Enter the Street Address and City.

8. Enter the State (for U.S. addresses only), ZIP Code, Foreign Postal #, and Phone Number if
the data are available.

9. Inthe Beneficiary Text you can provide a beneficiary designee in free-form text. The text
can include the beneficiary’s name, address, shared percentage, and any other relevant
remarks.

10. You can add another beneficiary by clicking the Add Beneficiary checkbox.

11. Click Save to save the current record. The system will validate data entry on the page and
forward you to the next selected action, if any exist. If the current page is the last or only
action selected from the Listing page, the system returns you to the Listing page and update
the Status column to show all completed actions.

12. Alternatively, you can perform the following:

e Click Next to skip this action and proceed to the next action on the list, if any more exist.
The system detects data entry on the page and prompts you to save or discard the data. If
the current page is the last or only action selected from the Listing page, the system
returns you to the Listing page and update the Status column to show all completed
actions.

e Click Close to exit the page and terminate the working session. If the current page is the
last or only action selected from the Listing page, the system returns you to the Listing
page and update the Status column to show all completed actions. The system also
prompts you to confirm that you wish to terminate the working session. The system then
returns you to the Main Menu.

12.8.2.1 SYSTEM VALIDATIONS
The system performs the following validations on data entry:

e The system shall ensure that no beneficiaries are entered if a soldier elects not to enroll in
SGLI coverage.

e The system shall ensure that duplicate entries of the same family member as beneficiary
are not permitted.

e If asoldier, who is likely to be survived by dependents, parents, or other next of kin,
selects an unusual beneficiary, the system will prompt the soldier for counseling. The
SGLI Counseling Date will be a required entry in this event.

e The system shall ensure that the counseling date does not precede the SGLI
Election/Recertification Date.

e Only family members that currently exist in the database can be selected as beneficiaries.
If the family member is not in the database, he or she must first be added.
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e The system shall ensure that the sum of the shares to each beneficiary (primary and
contingent) equals the SGLI coverage amount to ensure that 100% of the amount is
accounted for.

e The system shall ensure that the Beneficiary Share does not exceed $400,000 for dollar
amount, 100 for percentage, or 1 for fraction.

e The system shall validate that the Print link was selected prior to selecting Next or Close.
If the Print link was not selected, the system displays an error message prompting you to
either save or discard your changes.

e The system shall ensure that the Beneficiary SSN does not match the soldier’s SSN.

12.8.3 Servicemen’s Group Life Insurance—Soldier Data—Update Mode

The Update mode of Servicemen’s Group Life Insurance—Soldier Data allows you to update the
existing beneficiary data for the selected soldier. The system displays the soldier’s Rank, Name,
SSN, UIC, and selected Action type as read-only. The system also displays the soldier’s position
on the soldier list in addition to the total number of soldiers on the list. To update beneficiary
data for a soldier, perform the following steps:

1. The system populates the fields with the current data that exist in the database for the
beneficiary. You may modify the editable data as necessary.

2. Click Save to save the current record. The system will check for any discrepancies on the
page and forward you to the next selected action, if any exist. If the current page is the last
or only action selected from the Listing page, the system returns you to the Listing page and
update the Status column to show all completed actions.

3. Alternatively, you can perform the following:

e Click Next to skip this action and proceed to the next action on the list, if any more exist.
The system detects data entry on the page and prompts you to save or discard the data. If
the current page is the last or only action selected from the Listing page, the system
returns you to the Listing page and update the Status column to show all completed
actions.

e Click Close to exit the page and terminate the working session. If the current page is the
last or only action selected from the Listing page, the system returns you to the Listing
page and update the Status column to show all completed actions. The system also
prompts you to confirm that you wish to terminate the working session. The system then
returns you to the Main Menu.

12.84  Servicemen’s Group Life Insurance—Soldier Data—Remove Mode
In the Remove mode of a beneficiary record, the system displays the current values in the

database for the selected soldier as read-only. To remove a beneficiary for a soldier, perform the
following steps:

1. You can click Save to remove the record from the database.

2. The system will prompt you to confirm that the record is being removed from the database.
If you answer Yes, the system will remove the record and forward you to the next action
selected from the Listing page, if any exist. If the current action is the last or only action
selected, the system returns you to the Listing page and update the Status column to show the
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completed action. If you answer No, the system returns you to the current page for further
processing.

3. You have the option to click Next or Close.

12.9 Education
The category of Education in Personnel Services offers the following functions:

e Civilian Degree
e Civilian Education
e Military Education

Figure 12-47, Education Processes, illustrates the processes in the functional category of

Education.
[ Main Menu )

[ Education ]

Civilian Degree

Civilian Education

Military Education

Figure 12-47: Education Processes

12.9.1  Civilian Degree

The Civilian Degree module logs the civilian degrees and corresponding data, including
education major and awarded years, in the database for the selected soldier. You have the option
to add new civilian degrees, or update and/or remove existing degrees. Figure 12-48:, Civilian
Degree Processes, illustrates the processes in Civilian Degree.

November 16, 2007 Page 116 Version 4.6 (Draft)
For Official Use Only



User Manual for eMILPO CM No. eMILPO-UMEO00-046-20071116

[ Main Menu }7

( Education ]

|

[ Civilian Degree ]

Soldier Selection Listing Soldier Data

Add New Data
Update Existing Data
Remove Existing Data

Figure 12-48: Civilian Degree Processes

To initiate the process of adding, updating removing civilian degree for a soldier, you must first
build a soldier list. (This process is detailed in Section 11.1, Soldier Selection Process). Once
you have built a soldier list and selected the soldiers for whom you wish to make changes, the
system will display the Civilian Degree—L.isting page.

129.1.1 CIVILIAN DEGREE LISTING

The Civilian Degree—L.isting page displays the civilian degrees recorded in the database for the
selected soldier. A sample of the listing page is shown in Figure 12-49, Civilian Degree—
Soldier Selection. The system displays the soldier’s Rank, Name, SSN, and UIC as well as the
soldier’s position on the soldier list and the total number of soldiers from the list.

The following fields are available on this page:

e The Action column indicates the valid actions.

e The Status column will show your completed actions.

e The Education Major, Degree, and Year Awarded columns provide the details of the
degrees.
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Givilian Degree - Listing
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This page displays civilian degree(s) recorded for the selected soldier. Update or remove an existing degree by
selecting the Action in the corresponding picklist. Click on the corresponding checkbox to add.

o Click "Submit” to save the current record. Click "Next" to proceed without saving.

o Click "Close" to exit the page and terminate the working session.

SPC MATTHEW GALVIN  SSN: UIC: WDLLBD 1of1

c . . Year
Action Status Education Major Degree Awarded

SelectOne ¥ GEMNERAL STUDIES BACHELOR OF ARTS 1994

SelectOne ¥ EDUCATION-TEACHING ADM BACHELOR OF SCIENCE 2004

[ Add Civilian Degree

Submit | Next | Close |

Figure 12—-49: Civilian Degree—Listing

12.9.1.1.1 Update or Remove Existing Civilian Degree Data

To update or remove one or more existing civilian degree data, expand the corresponding Action
picklist and select the action type of choice.

12.9.1.1.2 Add New Civilian Degree Data

To add new civilian degree data, perform the following steps:

1. Check the corresponding checkbox to add new Civilian Degree data.

2. Click Submit. The system will display the Civilian Degree—Soldier Data page for the first
selected action.

3. Click Next to proceed without saving. The system will detect data selection on the page and
prompt you to save or discard the data. The system will advance to the next soldier on the
soldier list, if any exist. If the current page is the last or only soldier from the soldier list, the
system returns you to the Main Menu.

4. Click Close to terminate the working session and return to the Main Menu. The system will
detect data selection on the page and prompt you to save or discard the data.

12.9.1.2 CIVILIAN DEGREE—SOLDIER DATA—ADD MODE

This page (shown in Figure 12-50, Civilian Degree—Soldier Data) allows you to add civilian
degree data for the selected soldier. The system displays the soldier’s Rank, Name, SSN, and
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UIC as read-only data along with the soldier’s position in the soldier list and the total number of
soldiers on the list.

Civilian Degree - Soldier Data
wen,  veln  ering  exip

O @0 &

This page allows the user to add a civilian degree for the soldier. Please enter or select the requested data. (%)
denotes a required field.

e Click "Save" to save the current record. Click "Reset” to clear the fields.

o Click "Next" to proceed without saving. Click "Close"” to exit the page and terminate the session.

SPC MATTHEW GALVIN  SSN: UIC: WDLLBD ACTION: Add 1 of1
*Education Major: Select One A
“Degree: Select One A
*Institute Attended: Select One w

Year Awarded:

Funding Source: Select One w

[l Enter Additional Civilian Degree

Save | Reset | Next | Close |

Figure 12-50: Civilian Degree—Soldier Data

To add civilian degree data for a soldier, perform the following steps:

1. Expand the Education Major picklist and select an appropriate choice, indicating the primary
field of study, as required.

Expand the Degree picklist and provide the degree. This is a required field.
Expand the Institute Attended and select the institution that granted the degree as required.
Enter the Year Awarded in the provided text-entry field, if the information is available.

Expand the Funding Source picklist and select the source or organization that funded the
degree. This is a required field

6. Click Save to save the current record. The system will validate your data entry and update
the database. The system will then forward you to the next selected action from the Listing
page, if one exists. If the current page is the only or last selected action, the system returns
you to the Listing page and update the Status column to show all successful actions.

7. Click Reset to clear the fields and reset the selections to their original values.

o ks wn
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8. Click Next to skip this action and proceed to the next selected action from the Listing page, if
one exists. The system detects data entry on the page and prompts you to save or discard the
data.

9. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. Otherwise, the system returns you to the Main
Menu.

12.9.1.2.1 Transaction to TAPDB
The system sends Transaction 4300: Civilian Education Course/Degree Data.

12.9.1.3 CIVILIAN DEGREE—SOLDIER DATA—UPDATE MODE

This page allows you to revise existing civilian degree data for the selected soldier. The system
displays the soldier’s Rank, Name, SSN, and UIC as read-only data along with the soldier’s
position in the soldier list and the total number of soldiers on the list. To update civilian degree
data for a soldier, perform the following steps:

1. The system displays the current values for the selected civilian degree data and allows you to
revise the data as necessary. Please note that Education Major and Degree are not editable
fields.

2. Click Save to save the current record. The system will validate your data entry and update
the database. The system will then forward you to the next action selected from the Listing
page, if any exist. Otherwise, the system returns you to the Listing page and update the
Status column to show all completed actions.

3. Click Next to skip this action and proceed to the next selected action from the Listing page, if
one exists. The system detects data entry on the page and prompts you to save or discard the
data.

4. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. Otherwise, the system returns you to the Main
Menu.

The system sends transactions to TAPDB as outlined in Section 12.9.1.2.1, Transaction to
TAPDB.

12.9.2  Civilian Degree—Soldier Data—Remove Mode

This page allows you to remove existing civilian degree data for the selected soldier. The system
displays the selected soldier’s Rank, Name, SSN, UIC, and Action as well as the soldier’s
position on the soldier list and the total number of soldiers from the list. To remove civilian
degree data for a soldier, perform the following steps:

1. The system displays the current award data as read-only.

2. Click Save to remove the current record. The system will prompt you to confirm that you
wish to remove the data from the soldier’s record. The system then forwards you to the next
action selected from the Listing page, if any exist. Otherwise, the system returns you to the
Listing page, updating the Status column to show all completed actions.

3. Click Next to skip this action and proceed to the next selected action from the Listing page, if

one exists. The system detects data entry on the page and prompts you to either save or
discard the data.
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4. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to either save or discard the data. Otherwise, the system returns you to the Main
Menu.

The system sends transactions to TAPDB as outlined Section 12.9.1.2.1, Transaction to TAPDB.

12.9.3  Civilian Education

The Civilian Education module lists the selected soldier’s completed civilian education level and
corresponding data, including completed education level and the year and type of education
certification received. The system also displays the civilian courses and corresponding data
completed by the soldier. Figure 12-51, Civilian Education Processes, illustrates the processes in
Civilian Education.

[ Main Menu )7

Education

|

Civilian Education

|

Soldier Selection Listing Soldier Data

Add New Data
Update Existing Data
Remove Existing Data

Figure 12-51: Civilian Education Processes

To initiate the process of adding, updating, or removing civilian education data for a soldier, you
must first build a soldier list. (This process is detailed in Section 11.1, Soldier Selection
Process). Once you have built a soldier list and selected the soldiers for whom you wish to make
changes, the system will display the Civilian Education—L.isting page.

129.3.1 CIVILIAN EDUCATION—LISTING

The Civilian Education Listing page (shown in Figure 12-52, Civilian Education Listing)
displays the civilian, formal, or professional education recorded in the database for the selected
soldier. The system displays the soldier’s Rank, Name, SSN, and UIC as well as the soldier’s
position on the soldier list and the total number of soldiers from the list.
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Givilian Education - Listing
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This page displays the current civilian education data for the selected soldier. The Status column will display
the user's completed actions. Update or remove a course by selecting the Action in the corresponding picklist.
Click on the checkbox to add.

+ Click "Submit” to proceed. Click "Next" to proceed without saving.
+ Click "Close" to exit the page and terminate the working session.

SPC MATTHEW GALVIN  SSN: uiC: WDLLBD 1of1

Civilian Education Level

Civilian Education Level
Completed:

Education Level Certificate: |BACCALAUREATE DEGREE v

4¥YR COLL W

Certification Year: |1994

Civilian Education Course Data

Action Status Education Major Semester
Hours
Select One EDUCATION-TEACHING ADM 60

[1 Add Civilian Education Course Data

Submit | Next | Close |

Figure 12-52: Civilian Education Listing

Under the subheading of Civilian Education Level, the system displays the Civilian Education
Level Completed (the available codes for this field are shown in Table 12-21, Civilian Education
Level Completed Codes and Abbreviations) as well as the Education Level Certificate and
Certification Year (the codes for this field are shown in Table 12-22, Education Level Certificate
Codes and Abbreviations), if the data are available. You have the option to revise the data as
necessary.

Under the subheading of Civilian Education Course Data, the system logs the civilian courses
recorded in the database for the soldier. The following fields are available on this page:

e The Action column indicates the valid actions.
e The Status column will show your completed actions.
e The Education Major and Semester Hours columns provide the details of the courses.
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Code Abbreviations Code Abbreviations
D 1 YR COLL 5 5™ GRADE
N 10 YR COLL J 6 YR COLL
P 11 YR COLL 6 6™ GRADE
1 1°" GARDE K 7 YR COLL
E 2 YR COLL 7 7™M GRADE
A 2 YRS HS L 8 YR COLL
2 2"° GRADE 8 8™ GRADE
F 3Y RCOLL M 9 YR COLL
B 3 YRS HS 9 9™ GRADE
3 3"P GRADE 0 KINDRGARTN
G 4 YR COLL Y NONE
C 4 YRS HS W PRESCHOOL
4 4™ GRADE z UNKNOWN
H 5YR COLL

Table 12-21: Civilian Education Level Completed Codes and Abbreviations

Code Abbreviations

60 OR MORE SEM HRS COL CRED

ADULT EDUCATION DIPLOMA

ASSOCIATE DEGREE

BACCALAUREATE DEGREE

COMPL HS/DIDN’T PASS EXIT EXM

COMPL ONE SEMESTER COLLEGE

CORRESPNDNCE SCHOOL DIPLOMA

CURRENTLY IN HIGH SCHOOL

DOCTORATE DEGREE

ENRL O/T SR PGM; HSDG W/I 365

FIRST PROFESSIONAL DEGREE

GED (NG YOUTH CHALLENGE)

HIGH SCHOOL DIPLOMA

HIGH SCHOOL SENIOR

HOME STUDY DIPLOMA

HS CERTIFICATE OF ATTENDANCE

LESS THAN HS DIPLOMA

MASTERS DEGREE

OCCUPATIONAL PROGRAM CERT

OVERSEAS GED (HS LEVEL)

POST DOCTORATE DEGREE

POST MASTERS DEGREE

PROFESSIONAL NURSING DIPLOMA

TEST-BASED EQUIV DIPLOMA

NIM®O DL HOIZIP|<|T|0r XS Z|C|e|N®T|X |0 W >

UNKNOWN

Table 12—22: Education Level Certificate Codes and Abbreviations
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12.9.3.1.1 Update or Remove Existing Civilian Education Data

To update or remove one or more existing civilian education course, expand the corresponding
Action picklist and select the action type of choice.

12.9.3.1.2 Add New Civilian Education Data
To add new civilian education data, perform the following steps:
1. Check the corresponding checkbox to add new civilian education course data.

2. Click Submit. The system will display the Civilian Education—Soldier Data page for the
first selected action.

3. Click Next to proceed without saving. The system will detect data selection on the page and
prompt you to save or discard the data. The system will advance to the next soldier on the
soldier list, if any exist. If the current page is the last or only soldier from the soldier list, the
system returns you to the Main Menu.

4. Click Close to terminate the working session and return to the Main Menu. The system will
detect data selection on the page and prompt you to save or discard the data.

12.9.3.2 CIVILIAN EDUCATION—SOLDIER DATA—ADD MODE

This page allows you to add new civilian education data for the selected soldier. Figure 12-53,
Civilian Education—Soldier Data, provides a sample of this page. The system displays the
soldier’s Rank, Name, SSN, UIC, and Action as read-only data along with the soldier’s position
in the soldier list and the total number of soldiers on the list.

Givilian Education - Soldier Data
Weng, el fring wxir

0 @ 0 G

This page allows the user to add civlian education data for the selected soldier. Please enter or select the
requested data. (*) denotes a required field.

s Click "Save" to save the current record. Click "Reset” to clear the fields.
o Click "Next" to skip this action. Click "Close" to exit the page and terminate the session.

SPC MATTHEW GALVIN S5N: UIC: WDLLBD ACTION: Add 1 of 1
*Education Major: | Select One A
*Institute Attended: | SelectOne b

Semester Hours:

Funding Source: |SelectOne hd

[] Enter Additional Civilian Education Course Data

Save | Resat | Next | Close |

Figure 12-53: Civilian Education—Soldier Data
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1.

2.

Expand the Education Major picklist and select an appropriate choice, indicating the primary
field of study, as required.

Expand the Institute Attended picklist and select the institution where the education was
offered as required.

Provide the Semester Hours indicating the number of hours needed to complete the
education, if the information is available.

Optionally, you may expand the Funding Source picklist and select the source or
organization that funded the education. Table 12-23, Funding Source Codes and
Abbreviations, lists the available values for the Funding Source picklist.

Code Abbreviations

FULLY FUNDED FEDERAL PROGRAM
DEGREE COMPLETION PROGRAM

ADV DEGREE PROGRAM FOR ROTC INSTR DUTY
COOPERATIVE DEGREE PROGRAM
OFF-DUTY EDUCATION PROGRAM

ROTC DELAYED ENTRY PROGRAM

FULLY FUNDED STATE PROGRAM
PARTIALLY FUNDED STATE PROGRAM
EXCESS LEAVE PROGRAM

OTHER GOVERNMENT FUNDING

ARMY SCHOLARSHIP PROGRAM

ARMY TUITION ASST. PROG, AD SVC OBLIG
ARMY UNIVERSITY ACCESS ON-LINE

ZIZr X< T|ommo0|m| >

Table 12-23: Funding Source Codes and Abbreviations

You may check on the corresponding checkbox to add more civilian education course data.

Click Save to save the current record. The system will validate your data entry and update
the database. The system will then forward you to the next selected action from the Listing
page, if one exists. If the current page is the only or last selected action, the system returns
you to the Listing page and update the Status column to show all successful actions.

Click Reset to clear the fields and reset the selections to their original values.

Click Next to skip this action and proceed to the next selected action from the Listing page, if
one exists. The system detects data entry on the page and prompts you to save or discard the
data.

Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. Otherwise, the system returns you to the Main
Menu.

12.9.3.2.1 Transaction to TAPDB
The system sends the following transaction to TAPDB:

e Transaction 4300: Civilian Education Course/Degree Data.
e Transaction 4305: Civilian Education Data
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12.9.3.3 CIVILIAN EDUCATION—SOLDIER DATA—UPDATE MODE

This page allows you to modify existing civilian education soldier data for the selected soldier.
The system displays the soldier’s Rank, Name, SSN, UIC, and Action as read-only data along
with the soldier’s position in the soldier list and the total number of soldiers on the list.

1. The system displays the current values for the selected Civilian Education Data and allows
you to revise the data as necessary. Please note that Education Major and Institute Attended
are not editable fields.

2. Click Save to save the current record. The system will validate your data entry and update
the database. The system then forwards you to the next action selected from the Listing
page, if any exist. Otherwise, the system returns you to the Listing page and update the
Status column to show all completed actions.

3. Click Next to skip this action and proceed to the next selected action from the Listing page, if
one exists. The system detects data entry on the page and prompts you to save or discard the
data.

4. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. Otherwise, the system returns you to the Main
Menu.

The system sends transactions to TAPDB as outlined in Section 12.9.3.2.1, Transaction to
TAPDB.

12.94  Civilian Education—Soldier Data—Remove Mode

This page allows you to remove existing civilian education soldier data for the selected soldier.
The system displays the selected soldier’s Rank, Name, SSN, UIC, and Action as well as the
soldier’s position on the soldier list and the total number of soldiers from the list. To remove
civilian education data for a soldier, perform the following steps:

1. The system displays the current civilian education data as read-only.

2. Click Save to remove the current record. The system will prompt you to confirm that you
wish to remove the data from the soldier’s record. The system then forwards you to the next
action selected from the Listing page, if any exist. Otherwise, the system returns you to the
Listing page and update the Status column to show all completed actions.

3. Click Next to skip this action and proceed to the next selected action from the Listing page, if
one exists. The system detects data entry on the page and prompts you to save or discard the
data.

4. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. Otherwise, the system returns you to the Main
Menu.

The system sends transactions to TAPDB as outlined in Section 12.9.3.2.1, Transaction to
TAPDB.
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12.9.5  Military Education

The Military Education module tracks the soldier’s completed corresponding course hours and
lists all military-related courses taken by the soldier throughout his or her Army career. You
have the option to add new data or update and/or remove one or more existing military education
data. Figure 12-54, Military Education Processes, illustrates the processes in Military

Education.
[ Main Menu ]7

Education

|

[ Military Education

Soldier Selection Listing Soldier Data

Add New Data
Update Existing Data
Remove Existing Data

Figure 12-54: Military Education Processes

To initiate the process of adding, updating, or removing military education data for a soldier, you
must first build a soldier list. (This process is detailed in Section 11.1, Soldier Selection
Process). Once you have built a soldier list and selected the soldiers for whom you wish to make
changes, the system will display the Military Education—Listing page.

12.95.1 MILITARY EDUCATION—LISTING

The Military Education—L.isting page (shown in Figure 12-55, Military Education—L.isting)
displays the military education level completed and corresponding course data for the selected
soldier. The system displays the soldier’s Rank, Name, SSN, and UIC as well as the soldier’s
position on the soldier list and the total number of soldiers from the list.

November 16, 2007 Page 127 Version 4.6 (Draft)
For Official Use Only



User Manual for eMILPO CM No. eMILPO-UMEO00-046-20071116

Military Education - Listing
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This page displays all military courses for the selected soldier. The Status column will display the user's
completed actions. Update or remove a course by selecting the Action in the corresponding picklist. Click on
the checkbox to add.

o Click "Submit” to proceed. Click "Next" to proceed without saving.
o Click "Close” to exit the page and terminate the working session.

SPC MATTHEW GALVIN 55N: UlC: WDLLBD 1 of 1
Correspondence Course Credit Hours Complete: |0
Military Education Level: NONE
Military Education Status: NONE

Military Education Course Data
Action Status Course Name Completion Date

SelectOne DLI SPANISH-AMERICAN 20050609

[ Add Military Education Data

Submit | Next | Close |

Figure 12-55: Military Education—Listing

The system displays the completed Correspondence Course Credit Hours, Military Education
Level, and Military Education Status for the soldier, if the data are available. You have the
option to revise the Correspondence Course Credit Hours Completed as necessary.

Under the subheading of Military Education Course Data, the system logs the military courses
taken by the soldier and recorded in the database. The following fields are available on this
screen:

e The Action column indicates the valid actions.
e The Status column will show your completed actions.
e The Course Name and Completion Date columns provide the details of the courses.

12.9.5.1.1 Update or Remove Existing Military Education Data

To update or remove one or more existing military education data, expand the corresponding
Action picklist and select the action type of choice.
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12.9.5.1.2 Add New Military Education Data

To add new military education data for a soldier, perform the following steps:

1. Check the corresponding checkbox to add new Military Education data.

2. Click Submit. The system will display the Military Education—Soldier Data page for the
first selected action.

3. Click Next to proceed without saving. The system will detect data selection on the page and
prompt you to save or discard the data. The system will advance to the next soldier on the
soldier list, if any exist. If the current page is the last or only soldier from the soldier list, the
system returns you to the Main Menu.

4. Click Close to terminate the working session and return to the Main Menu. The system will
detect data selection on the page and prompt you to save or discard the data.

12.9.5.2 MILITARY EDUCATION—SOLDIER DATA—ADD MODE

This page allows you to add new military education data for the selected soldier. Figure 12-56,
Military Education—Soldier Data, provides a sample of the Soldier Data page for this function.
The system displays the soldier’s Rank, Name, SSN, UIC, and Action as read-only data along
with the soldier’s position in the soldier list and the total number of soldiers on the list.

Military Education - Soldier Data
wen, el erin,  exip

G 6 @ G

This page allows the user to enter a new or modify an existing military education course data for the selected
soldier. (*) denotes a required field.

* Military Education Course Codes can be found in the eMILFO Functional Guidance.

¢ Please note that Completion Date is required for the Course Status of "GRADUATED",
"CONSTRUCTIVE CREDIT", "NON-GRAD", or "WITHDRAWMN".

* Course Length is required for enlisted soldiers.

+ Click "Save" to save the current record. Click "Reset” to clear the fields.

o Click "Next" to proceed without saving. Click "Close™ to exit the page and terminate the session.

SPC MATTHEW GALVIN SSN: UIC: WDLLBD ACTION: Add

*Course Code: Course Number:
Course Name:

*Course Status: | Select One v

Completion Date: Course Length: Weeks

[] Enter Additional Military Education Course Data

Save | Reset | Next | Close |

Figure 12-56: Military Education—Soldier Data
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To add military education data for a soldier, perform the following steps:

1.

Enter the Course Code in the provided text-entry field as required. The system will populate
the description of the course in the Course Name field. If you enter an invalid course code,
eMILPO displays the following error message: “Please note that the entered Course Code
XXX is not a valid code.” (Note: The error message displays the Course Code in place of
XXX.) Click OK to return to the Military Education—Soldier Data page to correct the code.

Provide the Course Number if the information is available.

Expand the Course Status picklist and select a value indicating the completion status of the
entered course. Table 12-24, Course Status Codes and Abbreviations, lists the available
values for this picklist.

Code Abbreviations

GRADUATED

CONSTRUCTIVE CREDIT

ENROLLED

DEFERRED

DECLINED

SELECTED (EXTENSION NOT NEEDED)
NONGRADUATE (OTHER THAN WITHDRAWN)
WITHDRAWN

NONE

DENIED ENROLLMENT

SELECTED (EXTENSION GRANTED)

W|>|©o|o|~No|o|s|w N

Table 12—24: Course Status Codes and Abbreviations

Provide the Completion Date (in yyyymmdd format) indicating the calendar date on which
the course was completed, if the information is available.

Enter the Course Length in weeks if the information is available.
Check the Enter Additional Military Education Data checkbox to enter more military courses
for the soldier.

Click Save to save the current record. The system will validate your data entry and update
the database. The system will then forward you to the next selected action from the Listing
page, if one exists. If the current page is the only or last selected action, the system returns
you to the Listing page and update the Status column to show all successful actions.

8. Click Reset to clear the fields and reset the selections to their original values.

9. Click Next to skip this action and proceed to the next selected action from the Listing page, if
one exists. The system detects data entry on the page and prompts you to save or discard the
data.

10. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. Otherwise, the system returns you to the Main
Menu.
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12.9.5.2.1 System Validations
The system performs the following validations for this function:

e The system ensures that the Course Code entered is a valid value.

e The system ensures that the Course Code and Course Number entered are a valid
combination.

e The system ensures that Completion Date is completed if the Course Status selected is
“GRADUATED,” “CONSTRUCTIVE CREDIT,” “NON-GRAD,” or “WITHDRAWN.”

e The system ensures that Completion Date is not a future date and that it does not precede
the soldier’s Date Initial Entry Into Military Service (DIEMS).

e The system shall not allow duplicate records with a status of Graduated.
e The system ensures that Course Length is completed for enlisted soldiers.

12.9.5.2.2 Transaction to TAPDB
The system sends Transaction 4295: Military Education Data to TAPDB.

12.9.5.3 MILITARY EDUCATION—SOLDIER DATA—UPDATE MODE

This page allows you to modify the existing Military Education Soldier Data for the selected
soldier. The system displays the soldier’s Rank, Name, SSN, and UIC as read-only data along
with the soldier’s position in the soldier list and the total number of soldiers on the list.

1. The system displays the current values for the selected military education data and allows
you to revise the data as necessary. Please note that Course Code and Course Name are not
editable fields.

2. Click Save to save the current record. The system will validate your data entry and update
the database. The system then forwards you to the next action selected from the Listing
page, if any exist. Otherwise, the system returns you to the Listing page and update the
Status column to show all completed actions.

3. Click Next to skip this action and proceed to the next selected action from the Listing page, if
one exists. The system detects data entry on the page and prompts you to save or discard the
data.

4. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. Otherwise, the system returns you to the Main
Menu.

The system sends transactions to TAPDB as outlined in Section 12.9.5.2.2, Transaction to
TAPDB.

12954 MILITARY EDUCATION—SOLDIER DATA—REMOVE MODE

This page allows you to remove existing military education soldier data for the selected soldier.
The system displays the selected soldier’s Rank, Name, SSN, UIC, and Action as well as the
soldier’s position on the soldier list and the total number of soldiers from the list. To remove
military education data for a soldier, perform the following steps:

1. The system displays the current military education data as read-only.
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2. Click Save to remove the current record. The system will prompt you to confirm that you
wish to remove the data from the soldier’s record. The system then forwards you to the next
action selected from the Listing page, if any exist. Otherwise, the system returns you to the
Listing page, updating the Status column to show all completed actions.

3. Click Next to skip this action and proceed to the next selected action from the Listing page, if
one exists. The system detects data entry on the page and prompts you to save or discard the
data.

4. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. Otherwise, the system returns you to the Main
Menu.

The system sends transactions to TAPDB as outlined in Section 12.9.5.2.2, Transaction to
TAPDB.

12.10 Lost Time

The Lost Time module allows you to record lost time data for one or more soldiers. Lost time is
an unexcused absence, such as AWOL. You have the option to add lost time as well as update
and/or remove existing lost time data for the soldier. Figure 12-57, Lost Time Processes,
illustrates the Lost Time Processes.

[ Main Menu )7

[ Lost Time ]

Soldier Selection Listing Soldier Data

Add New Data
Update Existing Data
Remove Existing Data

Figure 12-57: Lost Time Processes

To initiate the process of adding, updating, or removing lost time data for a soldier, you must
first build a soldier list. (This process is detailed in Section 11.1, Soldier Selection Process).
Once you have built a soldier list and selected the soldiers for whom you wish to make changes,
the system will display the Lost Time Listing page.

12.10.1 Lost Time Listing

The Lost Time Listing page (shown in Figure 12-58, Lost Time Listing) logs the periods of lost
time, or unexcused absences, that the selected soldier accumulated during his or her career in the
Army. The system displays the soldier’s Rank, Name, SSN, and UIC as well as the soldier’s
position on the soldier list and the total number of soldiers from the list.

November 16, 2007 Page 132 Version 4.6 (Draft)
For Official Use Only



User Manual for eMILPO CM No. eMILPO-UMEO00-046-20071116

Lost Time Listing
6 @& 6

This page allows the user to add, update or remove one or multiple lost time data. Select from the
corresponding picklist to update or remove current data. Click on the checkbox to add lost time data.

o Click "Submit” to proceed. Click "Next” to proceed without saving. Click "Close" to exit the page and
terminate the working session.

SPC MATTHEW GALVIN S5N: UlC: WDLLBD 1 of1
Action Status Start Date End Date DILTD | BUSERE Reason
Lost Date
SelectOne v| | Added 20050915 20051101 s
[] Add Lost Time
Submit | Next | Closs |

Figure 12-58: Lost Time Listing

The following fields are available on the Lost Time Listing page:
e The Action column displays the available actions.
e The Status column is populated after you have completed all actions. The Status column
will show your completed actions.

e The Start Date, End Date, # Days Lost, Effective Date, and Reason provide the details for
the listed lost time data.

12.10.1.1 UPDATE OR REMOVE EXISTING LOST TIME DATA

You can update or remove one or more Lost Time data on the listing page by selecting the
corresponding action type from the Action picklist. Follow the steps described in Section
11.10.2.2, Add Lost Time, to complete the process.

12.10.1.2 ADD LoST TIME DATA
Complete the following steps to Add Lost Time data:
1. Click on the Add Lost Time checkbox.

2. Click Submit to proceed. The system will display the Lost Time—Soldier Data page for the
first selected action from the Listing page. The system returns you to the Listing page after
all selected actions are completed and update the Status column, listing all completed actions
and adding any new data for the selected soldier.

3. Alternatively, you can perform the following:
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Click Next to proceed to the next soldier on the list, if any exist. The system will detect data
selection on the page and prompt you to save or discard the data. If the current soldier is the
last or only soldier from the list, the system returns you to the Main Menu.

Click Close to terminate the working session. The system will detect data selection on the
page and prompt you to save or discard the data. The system also prompts you to confirm
that the working session is being terminated. The system then returns you to the Main Menu.

12.10.2 Lost Time—Soldier Data—Add Mode

The Lost Time—Soldier Data page (shown in Figure 12-59, Lost Time—Soldier Data—Add
Mode) allows you to enter new Lost Time Data for the selected soldier. The system displays the
selected soldier’s Rank, Name, SSN, UIC, and Action as well as the soldier’s position on the
soldier list and the total number of soldiers from the list.

Lost Time - Soldier Data
6 0 @ 6

This page allows the user to add lost time data for a soldier. (*) denotes required fields.

s Click "Save" to save the current record. Click "Reset” to clear the fields.
o Click "Next" to proceed without saving. Click "Close" to exit the page.

SPC MATTHEW GALVIN SSN: UIC: WDLLBD ACTION: Add 1 of 1
*Lost Time Start Date: *Lost Time End Date:
# Days Lost Time: Effective Date Lost Time:
*Reason Lost Time: | SelectOne b
Date of Rank: 20040514 Basic Active Service Date: 20040514
Pay Entry Base Date: 20040514 Expiration Term of Service: 20090513
DEROS Date:

[] Add Lost Time

Save | Reset | Next | Close |

Figure 12-59: Lost Time—Soldier Data—Add Mode

Complete the following steps to enter lost time data for the selected soldier:

1.

Enter the Lost Time Start Date indicating the calendar date when Lost Time becomes
effective in the provided text-entry field. This is a required field.

Enter the Lost Time End Date indicating the calendar date when Lost Time ends, if the
information is available.

Enter the # Days Lost Time and Effective Date Lost Time in the provided text-entry field.
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4. Select a Reason Lost Time from the corresponding picklist. This is a required field. Table
12-25, Lost Time Reason Codes and Abbreviations, provides a list of the available values for
this picklist.

Code Abbreviations

DESERTION

ABSENT WITHOUT PROPER AUTHORITY (AWOL)
MILITARY CONFINEMENT

PRETRIAL CNFMNT

ABUSE OF DRUG OR ALCOHOL

DIS/INJY-LOD NO

CIVIL CONFINEMENT

QMmO ||m| >

Table 12-25: Lost Time Reason Codes and Abbreviations

5. The system displays the Date of Rank, Basic Active Service Date, Pay Entry Base Date,
Expiration Term of Service, and DEROS Date, if available, as read-only.

6. Click Save to save the current record. The system will validate your data entry and update
the database. The system will then forward you to the next selected action from the Listing
page, if one exists. If the current page is the only or last selected action, the system returns
you to the Listing page and update the Status column to show all successful actions.

7. Click Reset to clear the fields and reset the selections to their original values.

8. Click Next to skip this action and proceed to the next selected action from the Listing page, if
one exists. The system detects data entry on the page and prompts you to save or discard the
data.

9. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. Otherwise, the system returns you to the Main
Menu.

12.10.2.1 SYSTEM VALIDATIONS

The system shall ensure that the Lost Time End Date is greater than the Lost Time Start Date.
The system shall not allow duplicate entries containing the same data for the soldier.

12.10.2.2  TRANSACTIONS TO TAPDB
The system sends Transaction 4145: Lost Time to TAPDB.

12.10.3 Lost Time—Soldier Data—Update Mode

This page allows you to update existing Lost Time data for the selected soldier. The system
displays the current values in the database for the selected soldier. You can edit those values and
click Save. The system will validate and update your data entry. The system will send
transactions to TAPDB as outlined in Section 12.10.2.2, Transactions to TAPDB. Alternatively,
you can click Next or Close.
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12.10.4 Lost Time—Soldier Data—Remove Mode

This page allows you to remove Lost Time data for the selected soldier. The system displays the
current values in the database for the selected soldier as read-only. To remove data for a soldier,
perform the following steps:

1. You can view the record and click Save to remove the record from the database.
2. The system will prompt you to confirm that the data are being removed from the database.

3. If you answer Yes, the system will remove the record and forward you to the next selected
action, if any exist. If the current page is the last or only action selected from the Listing
page, the system returns you to the Listing page and update the Status column to show all
completed actions.

4. 1f you answer No, the system returns you to the current page for further processing.
5. You have the option to click Next or Close.

The system will send transactions to TAPDB as outlined in Section 12.10.2.2, Transactions to
TAPDB.

12.11 Field Determined Security Status

The Field Determined Security Status module allows you to maintain data on the soldier’s
security level access and his or her status in the Personal Reliability Program. You have the
option to add new security status data, and update and/or remove existing data. Figure 12-60,
Field Determined Security Status Processes, illustrates the processes in Field Determined
Security Status.

[ wanwenw |

Field Determined
Security Status

Soldier Selection Soldier Data i Summary L

Add Data

/
‘ Update Existing Data
Remove Existing Data

Figure 12—-60: Field Determined Security Status Processes

To initiate the process of adding, updating, or removing security clearance information for a
soldier, you must first build a soldier list. (This process is detailed in Section 11.1, Soldier
Selection Process). Once you have built a soldier list and selected the soldiers for whom you
wish to make changes, you have the capability to select Add, Update, or Remove from the
Action Type picklist. The system defaults the picklist to Add. If the soldier has an existing
record, you will have the option to Update or Remove the current record. After you have made
your selections, the system displays the Field Determined Security Status—Soldier Data page.
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12.11.1 Field Determined Security Status—Soldier Data—Add Mode

The Field Determined Security Status—Soldier Data page (shown in Figure 12-61, Field
Determined Security Status—Soldier Data) allows you to enter security clearance data and status
in the Personal Reliability Program for the selected soldier. The system displays the selected
soldier’s Rank, Name, SSN, UIC, and Action as well as the soldier’s position on the soldier list
and the total number of soldiers from the list.

Field Determined Security Status
Soldier Data

weng, el @ring exir

© @ © G

e

This page allows the user to add personnel security status data for the selected soldier. Please enter or select
the requested data.

+ Click "Save" to save the current record. Click "Reset” to clear the fields.
o Click "Next" to proceed without saving. Click "Close” to exit the page.

SPC MATTHEW GALVIN  SSN: UIC: WDLLBD ACTION: Add 1of1

Field Determined Personnel Security Status:
Select One hd

Date Field Determined Personnel Security Status:

PRP Assignment Status:

Select One ~

Date of PRP Assignment Status:

PRP Qualification Status:

Select One b

Date of PRP Qualification Status:

Save | Reset | Next | Close |

Figure 12—-61: Field Determined Security Status—Soldier Data

To add field determined security status for a soldier, perform the following steps:

1. Expand the Field Determined Personnel Security Status picklist and select a security
clearance status for the soldier.

2. Enter the date for the Field Determined Personnel Security Status in the provided text-entry
field.
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3. Select a PRP Assignment Status from the corresponding picklist and provide a corresponding
date.

4. Enter the Date of PRP Assignment Status in the provided text-entry field.

5. Select a PRP Qualification Status from the corresponding picklist and provide a
corresponding Date of PRP Qualification Status.

6. Click Save to save the current record. The system will validate your data entry and update
the database. The system will then forward you to the next soldier from the soldier list, if
one exists. If the current page is the only or last soldier from the list, the system generates
the Field Determined Security Status—Summary page (shown in Figure 12-62, Field
Determined Security Status—Summary) to show all successful actions.

7. Click Reset to clear the fields and reset the selections to their original values.

8. Click Next to skip this action and proceed to the next soldier from the soldier list, if one
exists. The system detects data entry on the page and prompts you to save or discard the
data.

9. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. If you have saved any previous data, the system
generates the Field Determined Security Status—Summary page to show all completed
actions; otherwise, the system returns you to the Main Menu.

12.11.1.1 SYSTEM VALIDATIONS
The system performs the following validations for this function:

e The system shall ensure that the Date of FDSS is not a future date and that it does not
precede the soldier’s Basic Active Service Date.

e The system shall ensure that the Date of PRP Assignment Status does not precede the
soldier’s Basic Active Service Date.

e The system shall ensure that the Date of PRP Qualification Status is not a future date and
does not precede the soldier’s Basic Active Service Date

12.11.1.2 TRANSACTION TO TAPDB
The system sends Transaction 4220: Field Determined Security Status Data.

12.11.2 Field Determined Security Status—Soldier Data—Update Mode

This page allows you to update the current security clearance data and status in the Personal
Reliability Program for the selected soldier. The system displays the selected soldier’s Rank,
Name, SSN, UIC, and Action as well as the soldier’s position on the soldier list and the total
number of soldiers from the list. To update Field Determined Security Status for a soldier,
perform the following steps:

1. The system displays the current values for the security clearance and Personnel Reliability
Program statuses and allows you to edit those values as necessary.

2. Click Save to save the current record. The system will validate your data entry and update
the database. The system will then forward you to the next soldier from the soldier list, if
one exists. If the current page is the only or last soldier from the list, the system generates
the Field Determined Security Status—Summary page to show all successful actions.
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3. Click Next to skip this action and proceed to the next soldier from the soldier list, if one
exists. The system detects data entry on the page and prompts you to save or discard the
data.

4. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. If you have saved any previous data, the system
generates the Field Determined Security Status—Summary page to show all completed
actions; otherwise, the system returns you to the Main Menu.

The system sends a transaction to TAPDB as outlined in Section 12.11.1.2, Transaction to
TAPDB.

12.11.3 Field Determined Security Status—Soldier Data—Remove Mode

This page allows you to update the current security clearance data and status in the Personal
Reliability Program for the selected soldier. The system displays the selected soldier’s Rank,
Name, SSN, UIC, and Action as well as the soldier’s position on the soldier list and the total
number of soldiers from the list. To remove security clearance data and status for a soldier,
perform the following steps:

1. The system displays the current values for the security clearance and Personnel Reliability
Program statuses as read-only.

2. Click Save to remove the current record. The system will prompt you to confirm the data are
being removed from the soldier’s record. The system will then forward you to the next
soldier from the soldier list, if one exists. If the current page is the only or last soldier from
the list, the system generates the Field Determined Security Status—Summary page to show
all successful actions.

3. Click Next to skip this action and proceed to the next soldier from the soldier list, if one
exists. The system detects data entry on the page and prompts you to save or discard the
data.

4. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. If you have saved any previous data, the system
generates the Field Determined Security Status—Summary page to show all completed
actions, otherwise, the system returns you to the Main Menu.

The system sends a transaction to TAPDB as outlined in Section 12.11.1.2, Transaction to
TAPDB.

12.11.4 Field Determined Security Status—Summary

The Field Determined Security Status—Summary page displays a list of the soldiers successfully
processed in the working session and the corresponding soldier data (Status, Rank, Name, Field
Determined Security Status [FDSS], and Date FDSS). You have the option to view and/or print
this page.
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Field Determined Security Status
Summary
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This page displays the soldier(s) processed in this session. Click "Close™ to exit the page.

Field Determined

Status Rank Name SSN Security Status Date FDSS
(FDSS)
Added SPC GALVIM, MATTHEW NELSON INTERIM SECRET 20060713

Close

Figure 12-62: Field Determined Security Status—Summary
Click Close to exit the page. The system returns you to the Main Menu.

12.12 Citizenship

The functional category of Citizenship offers two functional areas in the Personnel Services
section of eMILPO: Naturalization and Non-U.S. Citizen. These two functional areas allow you
to add and maintain data specific to soldiers who were not born in the United States and are not
U.S. citizens. Figure 1263, Citizenship Processes, illustrates the processes in Citizenship.

[ Main Menu ]

[ Citizenship ]

Naturalization

Non-U.S. Citizen

Figure 12—63: Citizenship Processes
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12121 Naturalization

The Naturalization module allows you to add naturalization data for one or more soldiers who
became U.S. citizens through the process of naturalization. You also have the option to update
or remove existing naturalization data for the soldiers. Figure 12—-64, Naturalization Processes,
illustrates the processes in Naturalization.

[ i Menu ]

[ Citizenship ]

[ Naturalization ]

Soldier Selection Soldier Data Summary

Add Data
Update Existing Data
Remove Existing Data

Figure 12—64: Naturalization Processes

To initiate the process of adding, updating, or removing naturalization data for a soldier, you
must first build a soldier list. (This process is detailed in Section 11.1, Soldier Selection
Process). Once you have built a soldier list and selected the soldiers for whom you wish to make
changes , you have the capability to select Add, Update, or Remove from the Action Type
picklist. The system defaults the picklist to Add. If the soldier has an existing record, you will
have the option to Update or Remove the current record. After you have made your selections,
the system displays the Naturalization—Soldier Data page. The system will not permit duplicate
entry of Naturalization data.

12.12.1.1 NATURALIZATION—SOLDIER DATA—ADD MODE

The Naturalization—Soldier Data page (shown in Figure 12—65, Naturalization—Soldier Data—
Add Mode) allows you to enter naturalization data for the selected soldier. The system displays
the soldier’s Rank, Name, SSN, UIC, and Action as well as the soldier’s position on the soldier
list and the total number of soldiers from the list.
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Naturalization - Soldier Data
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This page allows the user to process naturalization data for the selected soldier. Please enter or select the
requested data. (*) denotes a required field.

e Click "Save" to save the current record. Click "Next” to proceed without saving.
o Click "Reset” to clear the fields. Click "Close” to exit the page and terminate the working session.

SPC MATTHEW GALVIN SSN: UIC: WDLLBD ACTION: Add 1of1
*Date of Naturalization:
*Maturalization Certification Number:
Courthouse Street:
Courthouse City:

Courthouse State: | SelectOne A
Courthouse County: |SelectOne *

Courthouse Zip Code:

Courthouse Granting Citizenship: | SelectOne

Save | Next | Close |

Figure 12—-65: Naturalization—Soldier Data—Add Mode

Complete the following steps to enter naturalization data for the selected soldier:

1. Enter the Date of Naturalization and Naturalization Certification Number in the provided
text-entry fields. These are required fields.

2. Provide the Court Street and City for the Courthouse granting the citizenship.

3. Expand the Courthouse State picklist and select an appropriate choice. The system will
populate the corresponding Courthouse County and Courthouse Granting Citizenship
picklists with the available values for the selected Courthouse State.

4. Enter the Courthouse ZIP Code in the provided text-entry field, if the information is
available.

5. Expand the Courthouse Granting Citizenship picklist and select a valid choice.

6. Click Save to save the current record. The system will validate your data entry and update
the database. The system will then forward you to the next soldier, if one exists. If the
current soldier is the only or last soldier, the system generates the Naturalization—Summary
page (shown in Figure 12—-66, Naturalization—Summary) to show all completed actions.

7. Click Reset to clear the text-entry fields and reset the other data elements to their original
defaults.
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8. Click Next to skip this soldier and proceed to the next soldier, if one exists. The system
detects data entry on the page and prompts you to save or discard the data.

9. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. If you have saved any previous data, the system
generates the Naturalization—Summary page. Otherwise, the system returns you to the Main
Menu.

12.12.1.1.1 System Validation
The system ensures that the Date of Naturalization does not precede the soldier’s birthday.

12.12.1.2 NATURALIZATION—SOLDIER DATA—UPDATE MODE

This page allows you to update existing naturalization data. The system displays the current
values in the database for the selected soldier. To update naturalization data for a soldier,
perform the following steps:

1. You can edit those values and click Save.
2. The system will validate and update your data entry.
3. Alternatively, you can click Next or Close.

12.12.1.3 NATURALIZATION—SOLDIER DATA—REMOVE MODE

This page allows you to remove existing naturalization data for the selected soldier. The system
displays the current values in the database for the selected soldier as read-only. To remove
naturalization data for a soldier, perform the following steps:

1. You can view the record and click Save to remove the record from the database.
2. The system will prompt you to confirm that the data are being removed from the database.

3. If you answer Yes, the system will remove the record and forward you to the next soldier, if
any exist. If the current page is the last or only soldier, the system generates the
Naturalization—Summary page to show all completed actions.

4. 1f you answer No, the system returns you to the current page for further processing.

5. You have the option to click Next or Close.

12.12.1.4 NATURALIZATION—SUMMARY

The Naturalization—Summary page displays a list of the soldiers successfully processed in the
working session and the corresponding soldier data (Status, Rank, Name, SSN, and Date of
Naturalization). You have the option to view and/or print this page.
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Naturalization - Summary
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This page displays the soldier(s) processed in this session. Click "Close” to exit the page.

Status Rank Name SSN Date of Maturalization
Added SPC GALVIMN, MATTHEW NELSOM 20060713

Close

Figure 12—66: Naturalization—Summary
Click Close to exit the page. The system returns you to the Main Menu.

12122 Non-US Citizen

The Non-US Citizen module allows you to add pertinent data for one or more soldiers who are
not citizens of the United States but who qualify as legal aliens. You also have the option to
update or remove existing non-U.S. citizen data for the soldiers. Figure 12—67, Non-US Citizen
Processes, illustrates the processes in Non-US Citizen.

[ wanven

[ Citizenship ]

[ Non-US Citizen

Soldier Selection Soldier Data

Summary

Add Data
Update Existing Data
Remove Existing Data

Figure 12—67: Non-US Citizen Processes

To initiate the process of adding, updating, or removing non-U.S. citizen data for a soldier, you
must first build a soldier list. (This process is detailed in Section 11.1, Soldier Selection
Process). Once you have built a soldier list and selected the soldiers for whom you wish to make
changes, you have the capability to select Add, Update, or Remove from the Action Type
picklist. The system defaults the picklist to Add. If the soldier has an existing record, you will
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have the option to Update or Remove the current record. After you have made your selections,
the system displays the Service/Miscellaneous Dates—Soldier Data page. The system will not
permit duplicate entry of non-U.S. citizen data.

12.12.2.1 NON-US CiTizZEN—SOLDIER DATA—ADD MODE

The Non-US Citizen—Soldier Data page (shown in Figure 12—68, Non-US Citizen—Soldier
Data—Add Mode) allows you to enter non-U.S. data for the soldier who qualifies as a legal alien
in the Army. The system displays the selected soldier’s Rank, Name, SSN, UIC, and Action as
well as the soldier’s position on the soldier list and the total number of soldiers from the list.

Non-US Citizen - Soldier Data

wheng, welp Pring eXif

S G O C

This page allows the user to add non-US citizen data for the selected soldier. {*) denotes a required field.

s Click "Save" to save the current record. Click "Reset” to clear the fields.
o Click "Next" to proceed without saving. Click "Close" to exit the page.

55G KENNETH GALVIN SSN: UIC: WE35B0 ACTION: Add 1 of 1
Country of Citizenship: UNKNOWM
*US Citizenship Declaration Intent: | Select One
*Date of Alien Entry:

*Alien Registration Date:

*Alien Registration Number:

Place of Alien Entry
*City of Alien Entry:

*State of Alien Entry: | Select One w

Save | Reset | Next | Close |

Figure 12-68: Non-US Citizen—Soldier Data—Add Mode

Complete the following steps to enter non-U.S. citizen data for the selected soldier:
1. The system defaults the soldier’s Country of Citizenship to the value in the database.

2. Under the heading of Country of Citizenship, expand the US Citizenship Declaration Intent
picklist and select an appropriate value. This is a required field. Table 12-26, US Citizen
Declaration Intent Codes and Abbreviations, provides a list of the available values for this
picklist.
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Codes ‘ Abbreviations
D DECL
N NDECL
R REVERT
Y NA

Table 12—26: US Citizen Declaration Intent Codes and Abbreviations

3. Provide the Date of Alien Entry, Alien Registration Date, and Alien Registration No. These
are required fields.

4. Under the heading of Place of Alien Entry, provide the City and State of Alien Entry as
required.

5. Click Save to save the current record. The system will validate your data entry and update
the database. The system will then forward you to the next soldier, if one exists. If the
current soldier is the only or last soldier, the system generates the Non-US Citizen—
Summary page (shown in Figure 12-69, Non-US Citizen—Summary) to show all completed
actions.

6. Click Reset to clear the text-entry fields and reset the other data elements to their original
defaults.

7. Click Next to skip this soldier and proceed to the next soldier, if one exists. The system
detects data entry on the page and prompts you to save or discard the data. If the current
soldier is the last or only soldier from the soldier list, the system returns you to the Main
Menu.

8. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. If you have saved any previous data, the system
generates the Non-US Citizen—Summary page. Otherwise, the system returns you to the
Main Menu.

12.12.2.1.1 System Validations
The system performs the following validations for this function:

e The system ensures that there is not a duplicate entry of the Alien Registration Number in
the database.

e The system ensures that the Date of Alien Entry and Alien Registration Date do not
precede the soldier’s Basic Active Service Date (BASD) and that they are not future
dates.

12.12.2.2 NON-US CITIZEN—SOLDIER DATA—UPDATE MODE

This page allows you to update non-US citizen data for the selected soldier. The system displays
the current values in the database for the selected soldier. You can edit those values and click
Save. The system will validate and update your data entry. Alternatively, you can click Next or
Close.
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12.12.2.3 NON-US CiTIzZEN—SOLDIER DATA—REMOVE MODE

This page allows you to remove non-US citizen data for the selected soldier. The system

displays the current values in the database for the selected soldier as read-only. To remove non-

US citizen data for a soldier, perform the following steps:

1. You can view the record and click Save to remove the record from the database. The system
will prompt you to confirm that the data are being removed from the database.

2. If you answer Yes, the system will remove the record and forward you to the next soldier, if
any exist. If the current page is the last or only soldier, the system generates the Non-US
Citizen—Summary page to show all completed actions.

3. If you answer No, the system returns you to the current page for further processing.

4. You have the option to click Next or Close.

12.12.2.4 NON-US CITIZEN—SUMMARY

The Non-US Citizen—Summary page displays a list of the soldiers successfully processed in the
working session and the corresponding soldier data (Status, Rank, Name, SSN, Date of Alien
Registration, and Alien Registration Number). You have the option to view and/or print this
page.

Non-US CGitizen - Summary
wen, velo  ering  gxir
g W O

This page displays the soldier(s) processed in this session. Click "Close™ to exit the page.

Alien Registration Alien Registration
Date Number

Added S8G GALVIM, KENMNETH JAMES 20051201 d25411315

Status Rank Name SSHN

Close

Figure 12-69: Non-US Citizen—Summary
Click Close to exit the page. The system returns you to the Main Menu.

12.13 Certification

The functional category of Certification offers two functional areas in the Personnel Services
section of eMILPO: Professional Certification and Technical Certification. These two
functional areas allow you to add and maintain professional and technical certification data
specific for soldiers. Figure 1270, Certification Processes, illustrates the processes in
Certification.
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Main Menu

Certification

Professional
Certification
Technical

Certification

Figure 12-70: Certification Processes

12.13.1 Professional Certification

The Professional Certification module lists all professional certifications and corresponding data
recorded in the database for the soldiers. The professional certifications may range from
technical, medical, financial, and other professional fields. You have the option to add new
certifications and update and/or remove one or more existing certifications. Figure 12-71,
Professional Certification Processes, illustrates the processes in Professional Certification.

[ Main Menu D—

|

[Professional CertificatiorD

Soldier Selection Soldier Data

i

Add Data
Update Data
Remove

Figure 12-71: Professional Certification Processes

To initiate the process of adding, updating, or removing professional certification data for a
soldier, you must first build a soldier list. (This process is detailed in Section 11.1, Soldier
Selection Process). Once you have built a soldier list and selected the soldiers for whom you
wish to make changes, the system will display the Professional Certification—Soldier Data page.
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12.13.1.1 PROFESSIONAL CERTIFICATION—SOLDIER DATA

The Professional Certification—Soldier Data page (shown in Figure 12—72, Professional
Certification—Soldier Data) lists all professional civilian certification data currently in the
database for the selected soldier. The system displays the selected soldier’s Rank, Name, SSN,
and UIC as well as the soldier’s position on the soldier list and the total number of soldiers from
the list.

Professional Gertification - Soldier Data
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This page allows the user to add. update, or remove the selected soldier's professional certification(s).

o Click "Save" to save the current record. Click "Next" to proceed without saving.
& Click "Close” to exit the page and terminate the working session.

LTC RICHARD GALVIN SSN: UIC: WOIGAA 5of8
Current Professional Certification
. . . . State of *Professional
HELIE FITiEL T LR HREE A Professional Certification Certification Year
Select One v CERT LAWYER MINNESOTA 1988

Add Professional Certification

*Professional Certification .*State Df. . *P_rofes_sional
Professional Certification Certification Year
Select One ¥ Select One b
Select One w Select One A
Select One v Select One A
Save | Next | Close |

Figure 12-72: Professional Certification—Soldier Data

Under the heading of Current Professional Certification, the following fields are available:
e The Action column displays a picklist of the available actions.

e The Professional Certification Status, State of Professional Certification, and Professional
Certificate Year columns detail the type of certifications, where, and when the
certifications were awarded.

e Update or Remove Existing Professional Certification Status—You can update or remove
one or more existing certification status for the soldier by selecting the appropriate action
type from the corresponding picklist.
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12.13.1.2 ADD PROFESSIONAL CERTIFICATION STATUS

You have the option to add up to three professional certifications by performing the following
steps:

1. Expand the Professional Certification Status picklist and select an appropriate choice. Table
12-27, Professional Certification Status Codes and Abbreviations, provides a list of the
available values for this picklist.

Codes ‘ Abbreviations

CERTIFIED PROFESSIONAL ENGINEER
ENGINEER IN TRAINING

CERTIFIED PUBLIC ACCOUNTANT
CERTIFIED LAWYER

CERTIFIED TEACHER

CERTIFIED MEDICAL PROFESSIONAL
CERTIFIED ARCHITECT

CERTIFIED TELECOMMNICATIONS OFFICER
CERTIFIED AMERCAN COLLEGE OF
HEALTHCARE EXECUTIVES

CERTIFIED PROJECT MANAGER

CERTIFIED FACILITY MANAGER
GEOLOGIST IN TRAINING (GIT)
PROFESSIONAL GEOLOGIST

CERTIFIED GOVERNMENT FINANCIAL
MANAGER

CERTIFIED DEFENSE FINANCIAL MANAGER
CERTIFIED MANAGEMENT ACCOUNTANT

“IIZT|IOMMmMOO|wm|>

vZZFA

10

Table 12-27: Professional Certification Status Codes and Abbreviations

2. Provide the State of Professional Certificate to indicate the state that granted the certificate.

3. Provide the Certificate Year Awarded to indicate when the certificate was awarded.

4. You may click on the Add More Professional Certification Status to add more data as
necessary.

5. Click Submit to proceed. The system will validate your entry, save the data to the database,
and refresh the page to update the Status column, listing all completed actions and adding
any new data for the selected soldier.

6. Alternatively, you can perform the following:

e Click Next to proceed, without saving, to the next soldier on the list, if any exist. The
system detects data entry on the page and prompts you to save or discard the data.
Otherwise, the system returns you to the Main Menu.

e Click Close to terminate the working session. The system detects data entry on the page
and prompts you to save or discard the data. Otherwise, the system returns you to the
Main Menu.
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12.13.1.3 SYSTEM VALIDATIONS
The system performs the following validations for this function:

e The system shall ensure that the Professional Certification Year is after the soldier’s birth
year plus 17 years and that it is not a future year.

e The system shall ensure that a duplicate entry for professional certification does not exist
for the soldier.

12.13.1.4 TRANSACTION TO TAPDB

The system sends Transaction 4520: Officer Professional Certification Data to report on selected
professions for commissioned officers and warrant officers.

12.13.2 Technical Certification

The Technical Certification module lists all technical certifications and corresponding data
recorded in the database for the soldiers. The technical certifications may range from technical,
medical, financial, and other professional fields. You have the option to add new certifications
and update and/or remove one or more existing certifications. Figure 1273, Professional
Certification Processes, illustrates the processes in Professional Certification.

[ Main Menu J
[ Technical Certification ]
Soldier Selection Listing Soldier Data

Add Data
Update Data
Remove

Figure 12-73: Professional Certification Processes

To initiate the process of adding, updating, or removing technical certification data for a soldier,
you must first build a soldier list. (This process is detailed in Section 11.1, Soldier Selection
Process). Once you have built a soldier list and selected the soldiers for whom you wish to make
changes, the system will display the Technical Certification—Listing page.

12.13.2.1 TECHNICAL CERTIFICATION—LISTING

The Technical Certification—L.isting page (shown in Figure 12—74, Technical Certification—
Listing) lists all technical certification data currently in the database for the selected soldier. The
system displays the selected soldier’s Rank, Name, SSN, and UIC as well as the soldier’s
position on the soldier list and the total number of soldiers from the list.
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Technical Gertification - Listing
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This page displays technical certification(s) recorded for the selected soldier. Update or remove an existing
certification by selecting the Action in the corresponding picklist. Click on the corresponding checkbox to add.

+ Click "Submit” to save the current record.
o Click "Next" to proceed without saving.
o Click "Close" to exit the page and terminate the working session.

SGT CHRISTOPHER GALVIN  55N: UIC: WSNGAA 1 of 11
Action Status Date Certified Expires Certification
SelectOne ¥ Added 20060515 20080514 * Specialist in Dietetics: Pediatric Mutrition

* Certification iz approved by TRADOC for promotion pointz for the =oldier's PMOS

[1 Add Technical Certification

Submit | Next | Close |

Figure 12—-74: Technical Certification—Listing Data

Under the heading of Current Professional Certification, the following fields are available:
e The Action column displays a picklist of the available actions.

e The Status column is populated after you have completed all actions. The Status column
will show your completed actions.

e The Date Certified, Expires, and Certification columns detail the type of certifications,
when the certifications were awarded, and when the certifications will expire.

e Update or Remove Existing Technical Certification Status—You can update or remove
one or more existing certification status for the soldier by selecting the appropriate action
type from the corresponding picklist.

12.13.2.2  TECHNICAL CERTIFICATION—SOLDIER DATA—ADD MODE

The Technical Certification—Soldier Data in Add mode (shown in Figure 12—75, Technical
Certification—Soldier Data, Add Mode) allows you to add a new technical certification for the
selected soldier. The system displays the selected soldier’s Rank, Name, SSN, UIC, and Action
as well as the soldier’s position on the soldier list and the total number of soldiers from the list.
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Technical Gertification - Soldier Data
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This page allows the user to add a technical certification for the soldier. Please enter or select the requested
data. (*) denotes a required field.

Click "Save" to save the current record.

Click"Reset" to clear the fields.

Click "Mext" to proceed without saving.

Click "Close"to exit the page and terminate the session.

-
-
-
-

SGT CHRISTOPHER GALVIN  SSN: UIC: WSNGAA  ACTION: Add 1 of 11

*Certification Name: Select One w
Certifying Agency:
*Certification Date:
*Certification Expiration:

State of Certification: SelectOne +

[] Enter Additional Technical Certification

Save | Reset | Next | Close |

Figure 12-75: Technical Certification—Soldier Data, Add Mode

To add a new technical certification, perform the following steps:

1.

Select the appropriate certification from the Certification Name picklist. Note: The system
displays an error message if the certification selected is not compatible with the soldier’s
PMOQOS. This is a required field.

The systems populates the Certifying Agency based on the certification selected.

Enter the date the certification was awarded in the Certification Date field. The date should
be entered in YYYYMMDD format. This is a required field.

Enter the date the certification expires in the Certification Expiration field. The date should
be entered in YYYYMMDD format. This is a required field.

From the State of Certification picklist, select the appropriate state in which the certification
was awarded.

Enter additional technical certifications by checking the Enter Additional Technical
Certification checkbox.

Click Save to proceed. The system validates your entry and advances to the next action
selected from the Listing page, if any exist. If the current page is the last or only selected
action, the system returns to the Listing page and updates the Status column to show all
successful actions.
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8. Click Reset to clear all text-entry fields.

9. Click Next to proceed to the next action selected from the Listing page without saving, if any
exist. The system detects data entry on the page and prompts you to save or discard the data.
If the current page is the only selected action, the system returns you to the Main Menu.

10. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. The system then returns you to the Main Menu.

12.13.2.2.1 System Validations
The system performs the following validations for this function:

e The system only allows enlisted soldiers to be selected.

e The system validates that a technical certification is applicable to the selected soldier’s
PMOS.

e The system does not remove technical certifications when the expiration date has been
reached, allowing for updates to recertification dates.

e The system does not allow duplicate certifications.

12.13.2.2.2 System Updates
The system updates the soldier’s record with the technical certification information.

12.13.2.3 TECHNICAL CERTIFICATION—SOLDIER DATA—UPDATE MODE

The Technical Certification—Soldier Data page (shown in Figure 12—76) allows you to modify

the existing values for the selected soldier. The system displays the soldier’s Rank, Name, SSN,
UIC, and selected action as well as the soldier’s position on the soldier list and the total number

of soldiers from the list.

To update technical certification data for a soldier perform the following steps:
1. The system displays the Certification Name and Certifying Agency as read-only.

2. You can modify the Certification Date, Date of Expiration, and State of Certification data
that currently exist in the database for the soldier.

3. Click Save to proceed. The system validates your entry and advances to the next action
selected from the Listing page, if any exist. If the current page is the last or only selected
action, the system returns to the Listing page and updates the Status column to show all
successful actions.

4. Click Next to proceed to the next action selected from the Listing page without saving, if any
exist. The system detects data entry on the page and prompts you to save or discard the data.
If the current page is the only selected action, the system returns you to the Main Menu.

5. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. The system then returns you to the Main Menu.
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Technical Gertification - Soldier Data
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This page allows the user to modify the existing technical certification data for the selected soldier. (*) denotes
a required field.

+ Click "Save" to save the current record.
+ Click "Next" to proceed without saving.
+ Click "Close"to exit the page and terminate the session.

SGT CHRISTOPHER GALVIN  SSN: UIC: WSNGAA  ACTION: Update 1 of 11

Certification Name: Specialist in Dietetics: Pediatric Nutrition
Certifying Agency: American Dietetic Association - Commission on Dietetic Registration
*Certification Date: 20060515

*Date of Expiration: |20080514
State of Certification: [NV b

Save | Next | Close |

Figure 12-76: Technical Certification—Soldier Data, Update Mode

12.13.2.3.1 System Validations
The system performs the following validations for this function:

e The system only allows enlisted soldiers to be selected.

e The system validates that a technical certification is applicable to the selected soldier’s
PMOS.

e The system does not remove technical certifications when the expiration date has been
reached, allowing for updates to recertification dates.
e The system does not allow duplicate certifications.

12.13.2.4 TECHNICAL CERTIFICATION—SOLDIER DATA—REMOVE MODE

The Technical Certification—Soldier Data page (shown in Figure 12—77) allows you to remove
the existing values for the selected soldier. The system displays the soldier’s Rank, Name, SSN,

UIC, and selected action as well as the soldier’s position on the soldier list and the total number
of soldiers from the list.
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Technical Certification - Soldier Data
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This page allows the user to remove an existing technical certification data for the selected soldier.

o Click "Save" to remove the current record.
o Click "Next" to proceed without saving. Click "Close™ to exit the page and return to the Listing page.

SGT CHRISTOPHER GALVIN  SSN: UIC: WSHNGAA ACTION: Remove 1 of 11

Certification Name: Specialist in Dietetics: Pediatric Nutrition
Certifying Agency: American Dietetic Association - Commission on Dietetic Registration
Certification Date: 20060515
Date of Expiration: 20080514
State of Certification: WA

Save | Next | Close |

Figure 12—-77: Technical Certification—Soldier Data, Remove Mode

To remove technical certification data for a soldier, perform the following steps:

1. The system displays the Certification Name, Certifying Agency, Certification Date, Date of
Expiration, and State of Certification data that currently exist in the database for the soldier
as read-only.

2. Click Save to proceed. The system prompts you to verify that the data are being removed
from the soldier’s record. If the current page is the last or only selected action, the system
returns to the Listing page and updates the Status column to show all successful actions.

3. Click Next to proceed to the next action selected from the Listing page without saving, if any
exist. The system detects data entry on the page and prompts you to save or discard the data.
If the current page is the only selected action, the system returns you to the Main Menu.

4. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. The system then returns you to the Main Menu.

12.13.2.4.1 System Validations
The system performs the following validations for this function:

e The system only allows enlisted soldiers to be selected.

e The system validates that a technical certification is applicable to the selected soldier’s
PMOS.

e The system does not remove technical certifications when the expiration date has been
reached, allowing for updates to recertification dates.

e The system does not allow duplicate certifications.
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12.14 Gl Bill

The GI Bill module allows you to record and maintain Gl Bill eligibility and enrollment data for
one or more soldiers. Figure 12-78, GI Bill Processes, illustrates the processes in Gl Bill.

[ Main Menu ]
|
[ Gl Bill ]
Soldier Selection Soldier Data Summary
Add Data

Update Existing Data
Remove Existing Data

Figure 12-78: GI Bill Processes

To initiate the process of adding, updating, or removing GI Bill data for a soldier, you must first
build a soldier list. (This process is detailed in Section 11.1, Soldier Selection Process). Once
you have built a soldier list and selected the soldiers for whom you wish to make changes, you
have the capability to select Add, Update, or Remove from the Action Type picklist. The system
defaults the picklist to Add. If the soldier has an existing record, you will have the option to
Update or Remove the current record. After you have made your selections, the system displays
the GI Bill—Soldier Data page for the first soldier selected. The system will not permit
duplicate entry of Gl Bill data.

12.14.1 G/ Bill—Soldier Data—Add Mode

The GI Bill—Soldier Data page (shown in Figure 12-79: Gl Bill—Soldier Data) allows you to
enter Gl Bill enrollment and eligibility data, including Vietnam Era eligibility status, for the
selected soldier. The system displays the selected soldier’s Rank, Name, SSN, UIC, and selected
Action. The system also identifies the soldier’s Pay Entry Basic Date (PEBD), Initial Entry
Date, and Basic Active Service Date. The system then displays the soldier’s position on the
soldier list and the total number of soldiers from the list.
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Gl Bill - Soldier Data
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This page allows the user to add Montgomery Gl Bill eligibility data for the selected soldier. (*) denotes required
fields.

+ Click "Save" to save the current record. Click "Reset” to clear the fields.
+ Click "Next" to proceed without saving. Click "Close" to exit the page.

SPC MATTHEW GALVIN SSN: UIC: WDLLBD ACTION: Add
PEBD: 20040514 Initial Entry Date: 20031023  Basic Active Service Date: 20040514 20f2

*Gl Bill Eligibility Status: | Select One hd
*College Fund Gl Bill Basic Benefit: | Select One hd

*Date Enrollment Gl Bill:

*Veterans Education Assistance Program

Benefit Level: Select One .

*Vietnam Era GI Bill Eligibility Status: | SelectOne

Save | Reset | Next | Close |

Figure 12—-79: GI Bill—Soldier Data

To add Gl Bill data for a soldier, perform the following steps:

1. Expand the GI Bill Eligibility Status and identify the appropriate status for the soldier. This
is a required field. Table 12-28, Gl Bill Eligibility Status Codes and Abbreviations, provides
a list of the available values for this picklist.

Codes ‘ Abbreviations \
DECL CONV FROM VEAP—VET BEN IMPR 2000
DECLINE TO CONV FROM VEAP UNDER VBIA 96
ELIG-INT 2 YR AD +4 YR SEL RES

ELIG-INT OBLIG AD 3 YRS OR MORE

ELIG-INT OBLIG AD LESS THAN 3 YRS
ELIG-MET GREATER BASIC BENEFIT RQMT
ENRLLD-NOT EXECUTED DECLINATION
ENRLLMNT

ENRLLD-ON 3 YR OR MORE AD OBLIG
ENRLLD-ON LESS THAN 3 YR AD OBLIG

G ENRL-ON AD OBLIG SVC <3 YRS OPN ENRLMNT

N> T OO |vw

ol

I
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Codes ‘ Abbreviations \
ENRL-ON AD OBLIG SVC 3 YRS OR > OPEN ENRL
ENROL CONV FROM VEAP, VET BEN IMP 2000
ENROLLED, CONV FROM VEAP UNDER VBIA ‘96
INELIG-CMSND AFTER 31 DEC 76
INELIG-DECLINED ENROLLMENT

INELIG-DID NOT RECV SECD SCH DIPL
INELIG-EAD PRIOR TO 1 JUN 85

INELIG-FAIL MEET MIN SVC/CHAR SVC RQMTS
MGIB ERA ELECTS ENRL DUE TO INVOL SEPN
MGIB ERA ELECTS ENRL DUE TO SSB

MGIB ERA ELECTS ENRL DUE TO VSI

NO REPORTED ENROLLMENT STATUS

VEAP ERA ELECTS ENRL DUE TO INVOL SEPN
VEAP ERA ELECTS ENRL DUE TO SSB

VEAP ERA ELECTS ENRL DUE TO VSI

Z|9|x|O|r|Z|<|N|P|e|o|w|o|d|T

Table 12-28: GI Bill Eligibility Status Codes and Abbreviations

2. Provide the required College Fund GI Bill Basic Benefit Level from the picklist to identify
the funding level for the soldier. Table 12-29, College Fund Gl Bill Basic Benefit Level
Codes and Abbreviations, provides a list of the available values for this picklist.

Codes \ ‘ Abbreviations \
BC $26,5000 2 AD/2 SR
BD $26,500 2 AD
BE $33,000 3 AD
BF $40,000 4 AD
BG $50,000 4 AD
BL $8,000 2 AD
BM $12,000 2 AD
BN $12,000 3 AD
BP $14,000 4 AD
BQ KICKER NOT AUTH
BR $8,000 2 AD/2 SR
BS $20,000 3 AD/2 SR
BT $20,000 2 AD
BV $25,000 3 AD
BW $30,000 4 AD

Table 12—-29: College Fund GI Bill Basic Benefit Level Codes and Abbreviations

3. Enter the Date Enrollment Gl Bill in the provided text-entry field as required.

4. Expand the required Veterans Education Assistance Program Benefit Level and identify the
appropriate benefit level. Table 12-30, Veterans Education Assistance Benefit Level Codes
and Abbreviations, provides a list of the available values for this picklist.
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Codes ‘ Abbreviations \
NO CONTRIBUTION

VEAP/2 YR ENL/$4000 MAX CTRBN

VEAP/2 YR ENL/$2000 MAX CTRBN

VEAP/3 YR ENL/$3000 MAX CTRBN

VEAP/4 YR ENL/$4000 MAX CTRBN

VEAP/3 YR ENL/$5000 MAX CTRBN

VEAP/4 YR ENL/$6000 MAX CTRBN

VEAP/3 YR ENL/$4000 MAX CTRBN

VEAP/2 YR ENL/$8000 MAZ CTRBN

VEAP/3-4 YR ENL/$12000 MAX CTRBN

VEAP/2 YR ENL/$2000 MAX CTRBN

VEAP/3 YR ENL/$6000 MAX/LOAN FORGVNSS
VEAP/4 YR ENL/$6000 MAX/LOAN FORGVNSS
2-3-4 YR ENL/BENEF-SVC/LOAN FORGVNSS
VEAP/2 YR ENL/$75 MO/$2000/LOAN FORGVNSS
VEAP/3 YR ENL/$75 MO/$4000/LOAN FORGVNSS
VEAP/4 YR ENL/$75 MO/$6000/LOAN FORGVNSS
VEAP/4 YR ENL/$18300 KICKER

VEAP/2 YR COL/$12900 KICKER

VEAP/2 YR ENL/$8000 ACF

VEAP/2 YR ENL/$12000 ACF

VEAP/3 YR ENL/$12000 ACF

VEAP/4 YR ENL/$14400 ACF

VEAP/2 YR ENL W/2 YR TPU/$8300 ACF

VEAP/2 YR ENL/$8,300 ACF

VEAP/3 YR ENL/$10,600 ACF

VEAP/4 YR ENL/$15,600 ACF

E<—|(n‘ozzr;:um‘nmoom:p@oo\lc»m.bwml—\o

Table 12—-30: Veterans Education Assistance Benefit Level Codes and
Abbreviations

5. Expand the required Vietnam Era GI Bill Eligibility Status and identify whether the soldier is
ELIGIBLE or INELIGIBLE for the program.

6. Click Save to save the current record. The system will validate your data entry and update
the database. The system will then forward you to the next soldier, if one exists. If the
current soldier is the only or last soldier, the system generates the GI Bill—Summary page
(shown in Figure 12-80, GI Bill Data—Summary) to show all completed actions.

7. Click Reset to clear the text-entry fields and reset the other data elements to their original
defaults.

8. Click Next to skip this soldier and proceed to the next soldier, if one exists. The system
detects data entry on the page and prompts you to save or discard the data. If the current
soldier is the last or only soldier from the soldier list, the system returns you to the Main
Menu.
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9. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. If you have saved any previous data, the system
generates the GI Bill—Summary page. Otherwise, the system returns you to the Main Menu.

12.141.1 SYSTEM VALIDATIONS
The system performs the following validations for this function:

e The system ensures that a duplicate record for the soldier’s Educational Entitlement
Record is not entered.

e The system ensures that the Date of Enrollment GI Bill does not precede the Basic Active
Service Date and that it is not a future date.

12.14.1.2 TRANSACTION TO TAPDB
The system sends Transaction 4415: Gl Bill Data.

12.14.2 Gl Bill—Soldier Data—Update Mode

In the Update Mode of an existing Gl Bill Soldier Data, the system displays the current values in
the database for the selected soldier. You can edit those values and click Save. The system will
validate and update your data entry. Alternatively, you can click Next or Close as outlined
above. The system sends a transaction to TAPDB as outlined in Section 12.14.1.2, Transaction
to TAPDB.

12.14.3 G/ Bill[—Soldier Data—Remove Mode

In the Remove mode of an existing GI Bill data, the system displays the current values in the
database for the selected soldier as read-only. To remove Gl Bill data for a soldier, perform the
following steps.

1. You can view the record and click Save to remove the record from the database.
2. The system will prompt you to confirm that the data are being removed from the database.

3. If you answer Yes, the system will remove the record and forward you to the next soldier, if
any exist. If the current page is the last or only soldier, the system generates the Gl Bill—
Summary page to show all completed actions.

4. 1f you answer No, the system returns you to the current page for further processing.
5. You have the option to click Next or Close.

The system sends a transaction to TAPDB as outlined in Section 12.14.1.2, Transaction to
TAPDB.

12.14.4 G/ Bill—Summary

The GI Bill—Summary page displays a list of the soldiers successfully processed in the working
session and the corresponding soldier data (Rank, Name, SSN, and GI Bill Eligibility Status).
You have the option to view and/or print this page.

November 16, 2007 Page 161 Version 4.6 (Draft)
For Official Use Only



User Manual for eMILPO CM No. eMILPO-UMEO00-046-20071116

Gl Bill - Soldier Data

Wweng, ] Pring exir
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This page allows the user to remove Montgomery Gl Bill eligibility data for the selected soldier.

+ Click "Save" to save the current record. Click "Next” to proceed without saving.
+ Click "Close" to exit the page and terminate the working session.

SPC MATTHEW GALVIN S5N: UIC: WDLLBD ACTION: Remove
PEBD: 20040514 Initial Entry Date: 20031023 Basic Active Service Date: 20040514 1 of 1

Gl Bill Eligibility Status: ENRLLD-ON LESS THAM 3 YR AD OBLIG
College Fund Gl Bill Basic Benefit: 525,000 3 AD

Date Enrollment GI Bill: 20060215

Veterans Education Assistance Program

Benefit Level: VEAP/3 YR ENL/312000 ACF

Vietnam Era Gl Bill Eligibility Status: INELIGIBLE

Save | Next | Close |

Figure 12-80: Gl Bill Data—Summary
Click Close to exit the page. The system returns you to the Main Menu.

12.15 Assignment Considerations
The functional category of Assignment Considerations includes the following functionality:

e Assignment Considerations
e Assignment Eligibility Availability (AEA)

Figure 12-81, Assignment Considerations Processes, illustrates the processes in Tests.
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[ Main Menu ]

Assignment
Considerations

Assignment Considerations

Assignment Eligibility Availability
(AEA)

Figure 12-81: Assignment Considerations Processes

12.15.1 Assignment Considerations

The Assignment Considerations module allows you to record and maintain the assignment data
considered during the reassignment processing for one or more soldiers. This module also
maintains both CONUS and OCONUS assignment preferences and restrictions for enlisted
soldiers. Figure 12-82, Assignment Considerations Processes, illustrates the processes in
Assignment Considerations.

O wanwen

Assignment
Considerations

Soldier Selection Listing Soldier Data

* Add New Data
e  Update Existing Data
* Remove Existing Data

Figure 12-82: Assignment Considerations Processes

To initiate the process of adding, updating, or removing assignment considerations data for a
soldier, you must first build a soldier list. (This process is detailed in Section 11.1, Soldier
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Selection Process). Once you have built a soldier list and selected the soldiers for whom you
wish to make changes, the system will display the Assignment Considerations Listing page.

12.15.1.1 ASSIGNMENT CONSIDERATIONS LISTING

The Assignment Considerations Listing page (shown in Figure 12—-83, Assignment
Considerations Listing) details all assignment considerations that currently exist in the database
for the selected soldier. The system displays the soldier’s Rank, Name, SSN, and UIC as well as
the soldier’s position on the soldier list and the total number of soldiers from the list.

Assignment Gonsiderations Listing
wen, el ering  exir

S G O C

This page allows the user to add, update or remove one or multiple assignment considerations. The Status
column will display the users completed actions. Select from the corresponding picklist to update or remove
current information. Click on the checkbox to add data.

o Click "Submit” to proceed. Click "Next" to proceed without saving. Click "Close” to exit the page and
terminate the working session.

SPC MATTHEW GALVIN  S5N: UIC: WDLLBD 1 of 1
Action Status Assignment Considerations
SelectOne v Added COUNTRY RESTRICTION-BAHRAIN-PERSOMNA MON GRATA

(O Add Country Restrictions O Add Other Assignment Considerations

Submit | Next | Close |

Figure 12-83: Assignment Considerations Listing

The following fields are available on this page:
e The Action column displays the available actions.

e The Status column is populated after you have completed all actions. The Status column
will show your completed actions.

e The Assignment Considerations column details the basis for assignment considerations.

12.15.1.1.1 Update or Remove Existing Assignment Considerations

You can update or remove one or more existing assignment considerations for the soldier by
selecting the appropriate action type from the corresponding picklist.
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12.15.1.1.2 Add Assignment Considerations
To add assignment considerations data, perform the following steps:

1. Check the Add Country Restrictions checkbox to add an assignment consideration in the
Country Restrictions category for the soldier.

2. Click on the Add Other Assignment Considerations to add an assignment consideration in
other categories.

3. Click Submit to proceed. The system will display the Assignment Considerations—Soldier
Data page for the first selected action from the Listing page. The system returns you to the
Listing page after all selected actions are completed and will update the Status column,
listing all completed actions and adding any new data for the selected soldier.

4. Alternatively, you can perform the following:

e Click Next to proceed to the next soldier on the list, if any exist. The system will detect
data selection on the page and prompt you to save or discard the data. If the current
soldier is the last or only soldier from the soldier list, the system returns you to the Main
Menu.

e Click Close to terminate the working session. The system will detect data selection on
the page and prompt you to save or discard the data. The system also prompts you to
confirm that the working session is being terminated and will return you to the Main
Menu.

12.15.1.2 ASSIGNMENT CONSIDERATIONS—SOLDIER DATA—ADD MODE

12.15.1.2.1 Assignment Consideration: Country Restriction

The Assignment Considerations—Soldier Data page (shown in Figure 12-84, Assignment
Considerations—Soldier Data—Country Restriction) allows you to record an OCONUS country
restriction for the selected soldier. The system displays the selected soldier’s Rank, Name, SSN,
UIC, and Action as well as the soldier’s position on the soldier list and the total number of
soldiers from the list.

Complete the following steps to enter assignment considerations data in the Country Restriction
category for the selected soldier:

1. The system displays the type of assignment consideration in the Country Restriction category
for the purpose of verification.

2. Expand the Country Restricted picklist and select the appropriate country. This is a required
field.
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Assignment Gonsiderations

Soldier Data
wheng, e, Qring iy
© @ 0 G

This page allows the user to add Assignment Considerations data for the selected soldier. Please enter or
select the requested data. (*) denotes a required field.

+ Click "Save" to save the current record. Click "Next” to proceed without saving.
« Click "Reset” to clear the fields. Click "Close" to exit the page and terminate the working session.

SPC MATTHEW GALVIN  SSN: UIC: WDLLBD ACTION: Add 1 of1
Assignment Considerations: COUNTRY RESTRICTION

Country Restricted: Select One 3

*Assignment Country Restriction Reason: | SelectCOne v

[ Add Additional Country Restrictions

Save | Reset | Next | Close |

Figure 12-84: Assignment Considerations—Soldier Data—Country Restriction

3. Expand the Assignment Country Restriction Reason and select a valid choice. Thisisa
required field. Table 12-31, Assignment Country Restriction Reason Codes and
Abbreviations, provides a list of available values for this picklist.

Codes Abbreviations

5 PERSONA NON GRATA

2 FORMER PEACE CORPS VOLUNTEER

4 DUAL CITIZENSHIP BETWEEN THE US AND
ANOTHER COUNTRY

1 FORMER PRISONER OF WAR (POW)

6 FORMER HOSTAGE

7 UNSPECIFIED

3 CITIZEN OF FOREIGN COUNTRY

Table 12-31: Assignment Country Restriction Reason Codes and Abbreviations

4. Click Add Additional Country Restrictions if the soldier has additional assignment
considerations in the Country Restrictions category.

5. Click Save to save the current record. The system validates your data entry and updates the
database. If you have selected to add an additional country restriction consideration, the
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system refreshes and displays the page. Otherwise, the system then forwards you to the next
action selected from the Listing page, if one exists. If the current page is the only or last
selected action, the system returns you to the Assignment Considerations Listing page and
updates the Status column to show all completed actions.

6. Click Reset to clear the text-entry fields and reset the other data elements to their original
defaults.

7. Click Next to skip this soldier and proceed to the next soldier, if one exists. The system
detects data entry on the page and prompts you to save or discard the data.

8. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. The system returns you to the Main Menu.

12.15.1.2.2 Transaction to TAPDB
The system sends Transaction 4765: Assignment Considerations.

12.15.1.2.3 Assignment Consideration: Other Assignment Considerations

The Assighment Considerations—Soldier Data page (shown in Figure 12-85, Assignment
Considerations—Soldier Data—Other Assignment Considerations) allows you to record CONUS
and OCONUS preferences and restrictions, other than Country Restrictions, for the selected
soldier. The system displays the selected soldier’s Rank, Name, SSN, UIC, and Action as well
as the soldier’s position on the soldier list and the total number of soldiers from the list.

Assignment Gonsiderations
Soldier Data

wen, delp  ering g

0 @ 0 @

This page allows the user to add Assignment Considerations data for the selected soldier. Please enter or
select the requested data. (*) denotes a required field.

¢ Click "Save"” to save the current record. Click "Next" to proceed without saving.
* Click "Reset” to clear the fields. Click "Close™ to exit the page and terminate the working session.

SPC MATTHEW GALVIN SSN: UIC: WDLLBD ACTION: Add 10f1
*Jl:ssignl_nent Select One A
Considerations:
Year/Month
Expires:

[ Add Additional Assignment Considerations

Save | Reset | Next | Close |

Figure 12-85: Assignment Considerations—Soldier Data—Other Assignment
Considerations
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Complete the following steps to enter Assignment Considerations Soldier Data in the category of
Other Assignment Considerations for the selected soldier:

1. Expand the Assignment Considerations picklist and select a valid choice. Table 12-32,
Assignment Country Restriction Reason Codes and Abbreviations, provides a list of the
available values for this picklist.

Codes Abbreviations

Al DUE AERS UTIL TOUR

A2 CONTRACTING OFFICER

A3 SERVING AERS UTIL FOUR

A4 PENDING REGULAR ARMY INTEGRATION—INITIAL POPULATION
Ab POTENTIAL STRATEGIST

A7 EXPERIENCED STRATEGIST

A8 PROMOTION PASSOVER

A9 HOME BASE ASSIGNMENT

Bl USMA PERM ASSOC PROF

B2 CONSCIENTIOUS OBJECTOR

B3 SEQUENTIAL ASSIGNMENT

B4 COMPLETED AERS UTIL

B5 PARTIAL COMP AERS UTIL

B6 FAMILY PROBLEM

B8 POTENTIAL FOR MATERIAL MANAGEMENT PROGRAM

B9 RET, REL OR SEP PNDG

C1 DEFERRED AERS UTIL TOUR

C2 SELECTED FOR MIL SCHOOL

C3 PHYSICAL LIMITATIONS

C4 ASSIGNMENT VOLUNTEER

C5 SCHOOL SELCTION IN1YR

C6 SERVED IN CERTIFIED ACQISITION MANAGEMENT PROGRAM POS
C8 MARRIED TO SVC MEMBER

C9 SOLE PARENT

D5 SERVICE MEMBER WITH EXCEPTIONAL FAMILY MEMBER
D7 TWINS

D8 AIRBORNE VOLUNTEER

K1 SOLE SURV SON/DAUGHTER

L1 UNDER ARREST/CONFINEMENT

M1 UNDER INVEST-SUBVERSION

N1 UNDER INVEST BY MIL OR CIVIL CRIMINAL INVEST ACTIVITY
P1 SUSP FAV PERS ACT (FLAG)

Ul ENROLLMENT IN THE ARMY UNIVERSITY ACCESS ON-LINE PROGRAM
F1 CONSIDERED FOR ARMY READINESS

F2 CONSIDERED FOR GROUND LIAISON OFFICER DUTY

F3 RESTRICTED FROM PARTICIPATING IN UNIT MOVES

F4 CONSIDER OF JOINT TOUR

F5 ADVANCED MILTIARY STUDY PROGRAM GRAD

F6 AOSF GRAD

F7 ATT CIVIL SCHOOL

F8 NON DEPLOYABLE
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Codes ‘ Abbreviations

E6 CONSIDERED FOR COMBINED ARMS COMBAT TRAINING CENTER
E7 PROMOTABLE TO COL

ES8 DEF INSTITUTES

E9 PRE-ID FOR JUMP-START

V1 RECRUITING DUTY PREFERRED

V2 DRILL SGT DUTY PREFERRED

V3 DRILL SERGENT REASSIGNMENT PROGRAM

E5 DEPLOYMENT RETURNEE

D9 POTENTIAL US MIL ACADEMY INSTR

L9 ASSIGNMENT RESTRICTIONS UNDER THE LAUTENBERG AMENDMENT
APPLY

V5 AIRBORNE DUTY PREFERRED

V6 RECRUITER VOLUNTEER

V7 DRILL SERGEANT VOLUNTEER

V4 DETAILED RECRUITER REASSIGNMENT PROGRAM

Table 12-32: Assignment Country Restriction Reason Codes and Abbreviations

2. Enter a valid value for the Year/Month Expires text-entry field if the assignment
consideration is temporary.

3. Click Add Additional Assignment Considerations if the soldier has additional assignment
considerations.

4. Click Save to save the current record. The system will validate your data entry and update
the database. If you have selected to add additional assignment considerations, the system
will refresh and display the page. Otherwise, the system will then forward you to the next
action selected from the Listing page, if one exists. If the current page is the only or last
selected action, the system returns you to the Assignment Considerations Listing page and
update the Status column to show all completed actions.

5. Click Reset to clear the text-entry fields and reset the other data elements to their original
defaults.

6. Click Next to skip the soldier and proceed to the next soldier, if one exists. The system
detects data entry on the page and prompts you to save or discard the data.

7. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. The system returns you to the Main Menu.

12.15.1.2.4 Transaction to TAPDB
The system sends Transaction 4765: Assignment Considerations.

12.15.1.3 ASSIGNMENT CONSIDERATIONS—SOLDIER DATA—UPDATE MODE

This page allows you to update existing assignment considerations data for the selected soldier.
The system displays the current values in the database for the soldier. You can edit those values
and click Save. The system will validate and update your data entry. Alternatively, you can
click Next or Close. The system will send transactions to TAPDB as outlined in Section
12.15.2.4, Transaction to TAPDB.
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12.15.1.4 ASSIGNMENT CONSIDERATIONS—SOLDIER DATA—REMOVE MODE

The page allows you to remove existing assignment considerations data for the selected soldier.
The system displays the current values in the database for the soldier as read-only. To remove
assignment considerations data for a soldier, perform the following steps:

1. You can view the record and click Save to remove the record from the database.
2. The system prompts you to confirm that the data are being removed from the database.

3. If you answer Yes, the system removes the record and forwards you to the next action
selected from the Listing page, if any exist. If the current page is the only or last selected
action, the system returns you to the Assignment Considerations Listing page, updating the
Status column to show all completed actions.

4. 1f you answer No, the system returns you to the current page for further processing.
5. You have the option to click Next or Close.

The system sends transactions to TAPDB as outlined in Section 12.15.2.4, Transaction to
TAPDB.

12152 AEA

The AEA module allows you to record and maintain the assignment of AEA codes for one or
more soldiers. Figure 12-86, Assignment Eligibility Availability (AEA) Processes, illustrates
the processes in Assignment Eligibility Availability (AEA).

O vanwens

[ AEA ]
Soldier Selection Soldier Data @

Add Data

Update Data

Figure 12-86: Assignment Eligibility Availability (AEA) Processes

To initiate the process of adding or updating AEA data for a soldier, you must first build a
soldier list. (This process is detailed in Section 11.1, Soldier Selection Process). Once you have
built a soldier list and selected the soldiers for whom you wish to make changes, you have the
capability to select Add or Update from the Action Type picklist. The system defaults the
picklist to Add if there is no existing record for the soldier. If the soldier has an existing record,
you will have the option to Update the current record. After you have made your selections, the
system will display the Assignment Eligibility Availability (AEA) Soldier Data page.
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12.15.2.1 ASSIGNMENT ELIGIBILITY AVAILABILITY (AEA)—SOLDIER DATA PAGE—ADD

MODE

The Assignment Eligibility Availability (AEA)—Soldier Data page (shown in Figure 12-87,
Assignment Eligibility Availability (AEA)—Soldier Data—Add Mode) allows you to add AEA
data for the selected soldier. The system displays the selected soldier’s Rank, Name, SSN, UIC,
and Action as well as the soldier’s position on the soldier list and the total number of soldiers
from the list.

Assignment Eligibility Availahility (AEA)
Soldier Data

shen,, welo Pring exir

S G 06 C

This page allows the user to add Assignment Eligibility Awailability data for the selected soldier. (7) denates
reguired fields.

e Click "Save™ to save the current record. Click "Reset™ to clear the fields.
e Click "Next" to proceed without saving. Click "Close™ to exit the page.

SPC MICHAEL GALVIN SSN: DIC: W2L523 ACTION: Add 19 of 26

*‘Mew AEA: |f==]EI=800E]

AEA Termination Date: YO bl

Save | Reset | Next ‘ Close |

Figure 12-87: AEA Codes—Soldier Data—Add Mode

To add AEA data for a selected solider, perform the following steps:
1. Expand the AEA picklist and identify the appropriate code for the soldier. This is a required

2.
3.

field.

Enter the AEA Termination Date in the text-entry field. The data format is yyyymm.

Click Save to save the current record. The system validates your data entry and updates the
database. The system will then forward you to the next soldier, if one exists. If the current
soldier is the only or last soldier, the system generates the Assignment Eligibility Availability
(AEA) Summary page to show all completed actions.

Click Reset to clear all the text-entry fields.

Click Next to proceed to the next soldier without saving, if one exists. The system detects
data entry on the page and prompts you to save or discard the data. If the current soldier is
the last or only soldier from the soldier list, the system displays the Main Menu.
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6. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. If you have saved any previous data, the system
displays the Assignment Eligibility Availability (AEA) Summary page. Otherwise, the
system returns you to the Main Menu.

12.15.2.1.1 System Validations
The system performs the following validations:
e The AEA function is available for enlisted soldiers and officers.
e The AEA Termination Date will be entered as yyyymm.
e AEA Codes F and Z will be the only available codes for officer input.
e AEA Code will be available for enlisted soldiers on assignment to Korea only.
e AEA Code Z will be available for soldiers currently assigned to Korea.

e AEA Codes F and Z can be overlaid by the submission of AEA Code C as a result of a
derogatory Duty Status.

12.15.2.1.2 Transaction to TAPDB
The system sends Transaction 4375: Assignment Eligibility Availability Data to TAPDB.

12.15.2.2  ASSIGNMENT ELIGIBILITY AVAILABILITY (AEA)—SOLDIER DATA PAGE—
UPDATE MODE

The Assignment Eligibility Availability (AEA)—Soldier Data page (shown in Figure 12-88,

Assignment Eligibility Availability (AEA)—Soldier Data—Update Mode) allows you to update

AEA data for the selected soldier. The system displays the current values in the database for the

selected soldier. You can edit these data and click Save. The system will validate and update

your data entry. Alternatively, you can click Next or Close.
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Assignment Eligibility Availability (AEA)
Soldier Data
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This page allows the user to update Assignment Eligibility Awailability data for the selected soldier. {*) denotes
required fields.

s Click "Save" to save the current record. Click "Next™ to proceed without saving.

e Click "Close" to exit the page.

SPC MICHAEL GALVIN SSN: UIC: W2L523 ACTION: Update 1of1
Current AEA: L - NO CURRENT REASSIGNMENT RESTRICTIONS

*New AEA: |L-MNO CURRENT REASSIGHMENT RESTRICTIONS
AEA Termination Date: Y Y bl

Save | Next | Close |

Figure 12-88: Assignment Eligibility Availability (AEA)—Soldier Data—Update
Mode

12.15.2.3 ASSIGNMENT ELIGIBILITY AVAILABILITY (AEA) SUMMARY PAGE
This page (shown in Figure 12-89, Assignment Eligibility Availability (AEA) Summary Page)
lists all soldiers successfully processed and their corresponding data (Rank, Name, SSN, AEA,
and AEA Termination Date). You have the option to view and/or print the page.

Assignment Eligibility Availability (AEA)

Data Summary
wen,  velp  Qring  gxir
e & G

This page displays the soldier(s) processed in this session. Click "Close ™ to exit the page.

Status Rank Name SSN AEA AEA Termination Date
Added SPC GALYIN, MICHAEL JOSEPH L

Close

Figure 12-89: Assignment Eligibility Availability (AEA) Summary Page

Click Close to exit the page. The system will return the user to the Main Menu.
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12.16 Tests
The functional category of Tests includes the following functionality:

Army Physical Fitness Test (APFT)
Personnel Management Tests
ASVAB/AFCT Scores

Weapons Qualification

Figure 12-90, Tests Processes, illustrates the processes in Tests.

[ Main Menu ]

[ Test )

Army Physical Fitness Test (APFT)

Personnel Management Tests

ASVAB/AFCT Scores

Weapons Qualification

Figure 12-90: Tests Processes

12.16.1 Army Physical Fitness Test (APFT)

The Army Physical Fitness Test module allows you to record the detail of the soldier’s current
APFT test results and whether the soldier passed or failed his or her APFT. eMILPO will

prompt you to flag the soldier for APFT Failure if the soldier did not pass the test.

Figure 12-91, Army Physical Fitness Test Processes, illustrates the processes in Army Physical

Fitness Test.
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[ v

Army Physical Fitness
Test

Soldier Selection Soldier Data @

4{ Add Data }7

Figure 12-91: Army Physical Fitness Test Processes

To initiate the process of APFT data for a soldier, you must first build a soldier list. (This
process is detailed in Section 11.1, Soldier Selection Process). Once you have built a soldier list
and selected the soldiers for whom you wish to make changes, you have the capability to select
Add, Update, or Remove from the Action Type picklist. The system defaults the picklist to Add.
If the soldier has an existing record, you will have the option to Update or Remove the current
record. After you have made your selections, the system displays the Army Physical Fitness
Test—Soldier Data page for the first soldier selected.

12.16.1.1 ARMY PHYSICAL FITNESS TEST—SOLDIER DATA—ADD MODE

The Army Physical Fitness Test—Soldier Data (shown in Figure 12-92, Army Physical Fitness
Test—Soldier Data—Add Mode) page allows you to enter data from the latest physical fitness
test for the selected soldier. The system displays the selected soldier’s Rank, Name, SSN, UIC,
and Action as well as the soldier’s position on the soldier list and the total number of soldiers
from the list.
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Army Physical Fitness Test
Soldier Data
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This page allows the user to add APFT data for a soldier. (*) denotes required fields.

+ Click "Save" to save the current record. Click "Reset” to clear the fields.
+ Click "Next" to proceed without saving. Click "Close™ to exit the page.

SGT CHRISTOPHER GALVIN SSHN: UIC: WSNGAA ACTION: Add 1 of1
*Date of APFT (YYYYMM): *APFT Score:
*Height: in. “Weight: Ibs. *Pass/Fail APFT: | Select One
Save | Reset | Next | Close |

Figure 12-92: Army Physical Fithess Test—Soldier Data—Add Mode

Complete the following steps to enter APFT data for the selected soldier:

1.

Enter the Date of APFT, using YYYYMM format, in the provided text-entry field. Thisisa
required field.

Enter the required Height (in inches) and Weight (in pounds) from the APFT document.

Indicate whether the soldier passed or failed by selecting the appropriate value from the
Pass/Fail APFT picklist.

If the selection is Fail, the system generates a message prompting you to initiate an SFPA
flag for the soldier for the Army Physical Fitness Test Failure. Click OK to proceed.

Click Save to save the current record. The system will validate your data entry and update
the database. The system will then forward you to the next soldier, if one exists. If the
current soldier is the only or last soldier, the system generates the APFT—Summary page to
show all completed actions.

Click Reset to clear the text-entry fields and reset the other data elements to their original
values.

Click Next to skip this soldier and proceed to the next soldier, if one exists. The system
detects data entry on the page and prompts you to save or discard the data.

Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. If you have saved any previous data, the system
generates the APFT Summary page. Otherwise, the system returns you to the Main Menu.

November 16, 2007 Page 176 Version 4.6 (Draft)

For Official Use Only



User Manual for eMILPO CM No. eMILPO-UMEO00-046-20071116

12.16.1.1.1 System Validations
The system performs the following validations for this function:

e The system ensures that the entered height will be two characters in length and will
contain only numeric characters. Values for height must be between 58 and 85 inches.

e The system ensures that the entered weight will be three characters in length and will
contain only numeric characters. Values for weight must be between 90 and 400 Ibs.

12.16.1.1.2 Transaction to TAPDB
The system sends Transaction 4405: Army Physical Fitness Test Data.

12.16.1.2 ARMY PHYSICAL FITNESS TEST—SOLDIER DATA—UPDATE MODE

This page allows you to update APFT data for the selected soldier. The system displays the
current values in the database for the soldier. You can edit those values and click Save. The
system validates and updates your data entry. Alternatively, you can click Next or Close. The
system sends transactions to TAPDB as outlined in Section 12.16.1.1.2, Transaction to TAPDB.

12.16.1.3 ARMY PHYSICAL FITNESS TEST—SOLDIER DATA—REMOVE MODE

This page allows you to remove APFT data for a selected soldier. The system displays the
current values in the database for the selected soldier as read-only. To remove APFT data for a
soldier, perform the following steps:

1. You can view the record and click Save to remove the record from the database.
2. The system will prompt you to confirm that the data are being removed from the database.

3. If you answer Yes, the system will remove the record and forward you to the next action
selected from the Listing page, if any exist. If the current page is the only or last selected
action, the system returns you to the Assignment Considerations Listing page and update the
Status column to show all completed actions.

4. 1f you answer No, the system returns you to the current page for further processing.
5. You have the option to click Next or Close.

The system will send transactions to TAPDB as outlined in Section 12.16.1.1.2, Transaction to
TAPDB.
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12.16.1.4 ARMY PHYSICAL FITNESS TEST—SUMMARY

The Army Physical Fitness Test—Summary page (shown in Figure 12-93: Army Physical
Fitness Test—Summary) displays a list of the soldiers successfully processed in the working
session and the corresponding soldier data (Rank, Name, SSN, Pass/Fail, SFPA Type, and
Effective Date). You have the option to view and/or print this page.

Army Physical Fitness Test
summary

den,, el Qrimg L 11
6 6 6 G

-

This page displays the soldier(s) processed in this session. Click "Close” to exit the page.

Status Rank Name SSH Pass/Fail
Added SGET GALVIN,CHRISTOPHER ANDREW Pass

Close

Figure 12-93: Army Physical Fithess Test—Summary
Click Close to exit the page. The system returns you to the Main Menu.

12.16.2 Personnel Management Tests

The Personnel Management Tests module records the details of the Armed Services Vocational
Aptitude Battery (ASVAB), a personnel management aptitude examination administered by the
Armed Forces to determine an individual’s potential to perform skills in certain job
classifications. Figure 12-94: Personnel Management Tests Processes, illustrates the processes
in Personnel Management Tests.
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[ Main Menu ji

Tests

Personnel Management
Tests

Soldier Selection Listing

Add New Data
Update Existing Data
Remove Existing Data

Figure 12-94: Personnel Management Tests Processes

To initiate the process of adding, updating, or removing personnel management test data for a
soldier, you must first build a soldier list. (This process is detailed in Section 11.1, Soldier
Selection Process). Once you have built a soldier list and selected the soldiers for whom you
wish to make changes, the system displays the Personnel Management Tests—Soldier Data page.

12.16.2.1 PERSONNEL MANAGEMENT TESTS—SOLDIER DATA

The Personnel Management Tests—Soldier Data page (shown in Figure 12-95, Personnel
Management Tests—Soldier Data) logs the ASVAB and other personnel management tests taken
throughout the soldier’s army career and allows you to correct or revise the test scores. You also
have the option to add new personnel management tests data and scores for the soldier. The
system displays the selected soldier’s Rank, Name, SSN, and UIC as well as the soldier’s
position on the soldier list and the total number of soldiers from the list.
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Personnel Management Tests
Soldier Data
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This page allows the user to add, update, or remove Personnel Management Tests recorded for the selected
soldier. (*) denotes a required field.

o Click "Save" to save the current record. Click "Next” to proceed without saving.
o Click "Close" to exit the page and terminate the working session.

SGT CHRISTOPHER GALVIN  SSN: UIC: WSNGAA 10of1
Current Personnel Management Tests
Action Test Type Test Date “Test Score
SelectOne v ASVAB 21 200001

Add Personnel Management Tests

“Test Type “Test Date “Test Score
Select One w
Select One A
Select One A
Select One w
Save | Next | Close |

Figure 12-95: Personnel Management Tests—Soldier Data

12.16.2.1.1 Update or Remove Existing Personnel Management Tests Data

To update or remove existing personnel management tests data for a soldier, perform the
following steps:

1.

Under the heading of Current Personnel Management Tests, the system displays the existing
test data and score available for the soldier.

The Action column stores the available actions that you can perform.

The Test Type and Test Date columns indicate the type of test and date of the test as read-
only.

The Test Score column lists the score from the test and allows you to edit these data.

The system populates the Personnel Management Tests column with the current and previous
test taken by the soldier as read-only.

The system populates the Test Date column with the corresponding date of the tests as read-
only.
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7. The system populates the Test Score columns with the scores from the tests and allows you
to correct or revise the scores as necessary.

8. You can select the appropriate action to perform from the corresponding picklist.
9. If the selected action is Update, you may edit the score value as necessary.
10. If the selected action is Remove, you do not need to edit any data.

12.16.2.1.2 Add New Personnel Management Tests Data
To add new personnel management tests data, perform the following steps:
1. Under the heading of Add Personnel Management Tests Data, select a valid choice from the

Test Type picklist. This is a required field. Table 12-33, Personnel Management Tests
Types, provides a list of the available values for this picklist.

Codes ‘ Abbreviations
1C DLPT |
1D CEB4
1G ECLT
2B ARMY AAT
2C DLPT II
2D FAST
2G ALT FAST
2H AlIM
3B AUD PER TST
3C DLPT Il
3D GST V1
3G ELEC/DP TST
4B TYPE DICT
4C DLPT IV
4D GST V2
5B AMVD PE TST
5C MAP 4A
5D 0SB 1
6B AMVD BTRY |
6C MAP 4A1
6D 0SB 2
7B AMVD BTY Il
7C MAP 4B
7D OSB3
8B DLAB
8C MA 4B1
8D 0SB4
9C CEB3
9A ACB—FORM B

Table 12-33: Personnel Management Tests Types

2. Enter a Test Date for the selected test. This is a required field.
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3. Provide a Test Score for the selected test. This is a required field.

4. Click Save to save the current record. The system will validate your data entry and update
the database. The system then refreshes the page and shows all successfully completed
actions and saved data.

5. Click Next to advance to the next soldier from the soldier list. The system detects data entry
on the page and prompts you to save or discard the data. If the current soldier is the last or
only soldier from the soldier list, the system returns you to the Main Menu.

6. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. Otherwise, the system returns you to the Main
Menu.

12.16.2.1.3 System Validations
The system performs the following validations for this function:

e The system ensures that the Test Date cannot be after the current date.
e The system ensures that the Test Date cannot be before the soldier’s BASD.

12.16.3 ASVAB/AFCT Scores

The ASVAB/AFCT Scores module records the details of the specialized ASVAB and Armed
Forces Classification Test (AFCT) data. These aptitude examinations are administered by the
Armed Forces for determining an individual’s potential to perform skills in certain job
classifications. Figure 12-96, ASVAB/AFCT Scores Processes, illustrates the processes in
ASVAB/AFCT Scores.

[ Main Menu ]7

[ Tests ]
{ ASVAB/AFCT Scores ]

Soldier Selection Listing

Add New Data
Update Existing Data
Remove Existing Data

Figure 12-96: ASVAB/AFCT Scores Processes

To initiate the process of adding, updating, or removing ASVAB/AFCT data for a soldier, you
must first build a soldier list. (This process is detailed in Section 11.1, Soldier Selection
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Process). If the search results return more than one page, you can navigate the pages by clicking
Next or Previous where available. The OK button will only be enabled on the last page of the
soldier list. Once you have built a soldier list and selected the soldiers for whom you wish to
make changes, the system will display the ASVAB/AFCT Scores—Soldier Data page.

12.16.3.1 ASVAB/AFCT SCORES—SOLDIER DATA

The ASVAB/AFCT Scores—Soldier Data page (shown in Figure 12-97, ASVAB/AFCT
Scores—Soldier Data) logs the ASVAB, AFCT, and other personnel management tests taken
throughout the soldier’s army career and allows you to correct or revise the test scores. You also
have the option to add new ASVAB/AFCT tests data and scores for the soldier. The system
displays the selected soldier’s Rank, Name, SSN, and UIC as well as the soldier’s position on the
soldier list and the total number of soldiers from the list.

ASVAB/AFCT Scores - Soldier Data

Ay, \At_lj.u ring exir

O @ O @

This page allows the user to add, update, or remove ASVAB/AFCT Scores recorded for the selected soldier. (*)
denotes a required field.

e Click "Save” to save the current record. Click "Next” to proceed without saving.
& Click "Close" to exit the page and terminate the working session.

SGT CHRISTOPHER GALVIN  S5N: UIC: WSHGAA 1 of 1

Current ASVAB/AFCT Scores
Action Apt Test Type Apt Test Date Apt Area *Test Score

Add ASVABIAFCT Scores

“Apt Test Type *Apt Test Date Apt Area *Test Score
SelectOne v CLERICAL/ADMINISTRATIVE
COMBAT
ELECTRONICS

FIELD ARTILLERY
GENERAL MAINTEMANCE
GENERAL TECHMICAL
MOTOR TECHMICAL
OPERATIONS AND FOOD
SURVEVILLAMCE AND COMMUNICATIONS
SKILLED TECHMICAL

Save | MNext | Close |

Figure 12-97: ASVAB/AFCT Scores—Soldier Data
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12.16.3.1.1 Update or Remove Existing ASVAB/AFCT Scores Data

To update or remove existing ASVAB/AFCT scores data for a soldier, perform the following
steps:

1. The system displays the existing test data and score available for the soldier under the
heading of Current ASVAB/AFCT Scores.

2. The Action column stores the available actions that you can perform.

3. The Apt Test Type and Apt Test Date columns indicate the type of test and date of the test as
read-only.

4. The Apt Area indicates the skill area that the specific test covers.

5. The system populates the Test Score column with the resulting scores from the tests and
allows you to correct or revise the scores as necessary.

6. You can select the appropriate action to perform from the corresponding picklist.
7. If the selected action is Update, you may edit the Score value as necessary.
8. If the selected action is Remove, you do not need to edit any data.

12.16.3.1.2 Add New ASVAB/AFCT Scores Data

To add new ASVAB/AFCT scores data, perform the following steps:

1. Under the heading of Add ASVAB/AFCT Scores, the system populates the Apt Test Type
column with the available tests. Expand the picklist and select a valid choice as required.
Table 12-34, ASVAB/AFCT Scores Apt Test Type, provides a list of the available values for
this picklist.

Codes ‘ Abbreviations | Codes | Abbreviations
1B ACB 1B 14 ASVAB 14
1A AFCT 15 ASVAB 15
01 ASVAB 01 16 ASVAB 16
06 ASVAB 06 17 ASVAB 17
07 ASVAB 07 18 ASVAB 18
08 ASVAB 08 19 ASVAB 19
09 ASVAB 09 20 ASVAB 20
10 ASVAB 10 21 ASVAB 21
11 ASVAB 11 22 ASVAB 22
12 ASVAB 12 AA ASVAB 22
13 ASVAB 13

Table 12-34:. ASVAB/AFCT Scores Apt Test Type

2. Enter a Test Date for the selected test. This is a required field.

3. Expand the Apt Area picklist and select an appropriate choice as required. Table 12-35,
ASVAB/AFCT Apt Area Codes and Abbreviations, provides a list of the available values for
this picklist.
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Codes ‘ Abbreviations
CL CLERICAL/ADMINISTRATIVE
(6{0) COMBAT
EL ELECTRONICS
FA FIELD ARTILLERY
GM GENERAL MAINTENANCE
GT GENERAL TECHNICAL
MM MOTOR MECHANICAL
OF OPERATIONS AND FOOD
SC SURVEILLANCE AND COMMUNICATIONS
ST SKILLED TECHNICAL

Table 12-35: ASVAB/AFCT Apt Area Codes and Abbreviations

4. Provide a Test Score for the selected test. This is a required field.

5. Click Save to save the current record. The system will validate your data entry and update
the database. The system then refreshes the page and shows all successfully completed
actions and saved data.

6. Click Next to advance to the next soldier on the soldier list. The system detects data entry on
the page and prompts you to save or discard the data. If the current soldier is the last or only
soldier from the soldier list, the system returns you to the Main Menu.

7. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. Otherwise, the system returns you to the Main
Menu.

12.16.3.1.3 System Validations
The system performs the following validations for this function:

e The system ensures that the entered test score is a maximum of three characters in length
and contains only numeric characters.

e The APT Test Date cannot be after the current date.
e The system ensures that duplicate test data cannot be entered for the soldier.

12.16.3.1.4 Transactions to TAPDB
The system sends Transaction 4345: Personnel-Management-Tests.
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12.16.4 Weapons Qualification

The Weapons Qualification module allows you to add, update, or remove one or more weapons
qualifications for the selected soldier. Figure 12-98, Weapons Qualification Processes,
illustrates the processes in Weapons Qualification.

[ Main Menu ]

[ Tests ]
[ Weapons Qualification }

Soldier Selection Listing

e Add New Data
e Update Existing Data
* Remove Existing Data

Figure 12-98: Weapons Qualification Processes

To initiate the process of adding, updating, or removing weapons qualification data for a soldier,
you must first build a soldier list. (This process is detailed in Section 11.1, Soldier Selection
Process). If the search results return more than one page, you can navigate the pages by clicking
Next or Previous where available. The OK button will only be enabled on the last page of the
soldier list. Once you have built a soldier list and selected the soldiers for whom you wish to
make changes, the system will display the Weapons Qualification Listing page.

12.16.4.1 WEAPONS QUALIFICATION LISTING

The Weapons Qualification Listing page (shown in Figure 12-99, Weapons Qualification
Listing) lists all qualified weapons that exist in the database for the selected soldier. The system
displays the soldier’s Rank, Name, SSN, and UIC as read-only. The system also displays the
soldier’s position on the soldier list as well as the total number of soldiers from the list.
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Weapons Qualification Listing
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This page displays all the current weapon qualifications for the selected soldier. The Status column will display
the user's completed actions. Update or remove a weapon by selecting the Action in the corresponding picklist.
Click on the checkbox to add.

e Click "Submit” to proceed. Click "Next" to proceed without saving.
e Click "Close" to exit the page and terminate the working session.

SGT CHRISTOPHER GALVIN  SSN: UIC: WSNGAA 10f2
Action Status Qualification Form Qualification Date
Selact One w Added DA FORM 3595-R(M16) 20060517

] Add Weapaon

Submit | Next | Glose |

Figure 12-99: Weapons Qualification Listing

The following fields are available on this page:

The Action column displays the available actions.
The Status column will show your completed actions.

The Weapon Type column identifies the types of weapon for each qualification. An
example of a type of weapon would be M16A1 RIFLE or 9MM PISTOL.

The Qualification Date column indicates the date that the listed weapon was qualified.

12.16.4.1.1 Update or Remove Existing Weapons Qualification Data

You can update or remove one or more weapons qualification listings on the Listing page by
selecting the corresponding action type from the action picklist.

12.16.4.1.2 Add New Weapons Qualification Data
To add new weapons qualification data for a soldier, perform the following steps:

1. Check the corresponding checkbox to add a new weapon qualification.

2. Click Submit to proceed. The system will display the Weapons Qualification—Soldier Data
page for the first selected action from the Listing page. The system returns you to the Listing
page after all selected actions are completed and update the Status column, listing all
completed actions and adding any new weapon qualification data for the selected soldier.

3. Click Close to terminate the working session. If the current soldier is the only soldier on the
soldier list, the system returns you to the Main Menu. If the current soldier is not the only
soldier on the soldier list, the system will prompt you to confirm that you wish to terminate
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the working session. If you answer Yes, the system will display the Main Menu. If you
answer No, the system returns you to the current page for further processing.

12.16.4.2 WEAPONS QUALIFICATION—SOLDIER DATA—ADD MODE

The page shown in Figure 12-100, Weapons Qualification—Soldier Data, allows you to add a
new qualified weapon for the selected soldier. The system displays the soldier’s Rank, Name,
SSN, UIC, and selected Action type as read-only. The system also displays the soldier’s position
on the soldier list in addition to the total number of soldiers on the list.

Weapons Qualification - Soldier Data

S G O C

This page allows the user to add weapons qualification data for a soldier. (7) denotes reguired fields.

s Click "Save” to save the current record. Click "Reset” to clear the fields.
e Click "Mext™ to proceed without saving. Click "Close™ to exit the page.

SGT CHRISTOPHER GALVIN SSN: UIC: WSNGAA  ACTION: Add 1of1
“Qualification Date:
“Qualification Form: | Select One hd
“Total # of Hits/Score:

Basic Marksman Qualification Badge: | Select One “

[ Enter Additional Weapons

Save | Reset | MNext | Close |

Figure 12-100: Weapons Qualification—Soldier Data

To add new weapons qualification data for a soldier, perform the following steps:

1. Expand the Weapon Type picklist and select a value.

Enter the Qualification Date of the weapon in the provided text-entry field.

Provide the Total # of Hits or the Total Score earned in the available text-entry field.
Expand the Basic Marksman Qualification Badge picklist and select a value.

You have the option to click Enter Additional Weapons if there is more than one weapon to
add.

6. Click Save to save the record. The system will update the soldier’s record and advance to the
next selected action from the Listing page. If the current action is the only or last selected
from the Listing page, the system returns you to the Listing page and update the Status
column to show all completed actions.

o ks wn

November 16, 2007 Page 188 Version 4.6 (Draft)
For Official Use Only



User Manual for eMILPO CM No. eMILPO-UMEO00-046-20071116

7. Click Reset to clear all text-entry fields and reset all other form elements to their default
values, if any exist. The system will return the location cursor to the first text-entry field on
the page.

8. Click Next to skip this action. The system will advance to the next selected action from the
Listing page if any exist.

12.16.4.2.1 System Validations
The system performs the following validations:
e The system ensures that a duplicate Weapon Type cannot be added.
e The system ensures that the Qualification Date cannot be after the current date.
e The system ensures that the Qualification Date cannot be before the soldier’s BASD.
e The Total # of Hits cannot be greater than 300.
e The Total # of Hits cannot be less than 0.

12.17 Military Occupational Specialty

The Military Occupational Specialty (MOS) module records the primary (PMOS), secondary
(SMOS), additional military occupational specialty, as well as projected, and career progression
MOS for one or more soldiers. The system also maintains the additional skill identifier’s (ASI)
and skill qualification indicator’s (SQI) awarded to the soldiers. With the exception of PMOS,
you have the option to add new MOS designations, or to update and remove existing
designations for enlisted soldiers. You have the option to view MOS designations for soldiers
Warrant Officers and Commissioned Officers. Figure 12-101, Military Occupational Specialty
Processes, illustrates the processes in Military Occupational Specialty.

[ Mam’Menu )

Military Occupational
Specialty

Soldier Selection

=T and Above
Elto E6 Listing Soldier Data

Add New Data
Update Existing Data
Remove Existing Data

Figure 12-101: Military Occupational Specialty Processes
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To initiate the process of adding, updating, or removing MOS data for a soldier, you must first
build a soldier list. (This process is detailed in Section 11.1, Soldier Selection Process). Once
you have built a soldier list and selected the soldiers for whom you wish to make changes, the
system will display the Military Occupational Specialty—L.isting page.

12.17.1 Military Occupational Specialty—Listing

The Military Occupational Specialty—L.isting page (shown in Figure 12-102, Military
Occupational Specialty—L.isting) lists the skill designations recorded in the database for the
enlisted soldier. These designations include Primary, Secondary, and Additional MOS, SQI,
ASI, and Language. You also have the option to update or revise existing skill designations as
well as add new ones. The system displays the selected soldier’s Rank, Name, SSN, and UIC as
well as the soldier’s position on the soldier list and the total number of soldiers from the list.

Military Occupational Specialty - Listing
weng, el pring exip

G & 0 G

This page displays all current MOS, SQI, ASI, and Language designations for the selected soldier. The Status
column will display the user's completed actions. Update or remove MOS, SQI, or ASI by selecting the Action
in the corresponding picklist. Select an MOS, SQI or ASI to add MOS data.

+ Click "Submit” to proceed. Click "Next" to proceed without saving.
+ Click "Close" to return to the Main Menu.

SGT CHRISTOPHER GALVIN SSHN: UIC: WSNGAA 1of 2
Action Status Designation Award Date Effective Date
Primary MOS
SelectOne v 91M 19000101 None
Secondary MOS
SelectOne (v 92G 19000101 Naone
Additional MOS
No Data in the Database for Additional MOS
Career Progression MOS
Mo Data in the Database for Career Progression MOS
Projected MOS
SelectOne v 91M NAA NAA
sQl
SelectOne + o] 20010725 NAA
ASI
Mo Data in the Database for ASI
Language

Mo Data in the Database for Language
Add MOS, SQl and ASl: | SelectOne e

Submit | Mext | Close |

Figure 12-102: Military Occupational Specialty—Listing
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The following fields are available on this page:

e The Action column indicates the available actions that you can select to perform: Update
and Remove. Please note that the only available action for Primary MOS is Update.

e The Status column is populated after you have completed all actions. The Status column
will show your completed actions.

e Under the subheading of specific skill category, the system displays the current values for
the designation including the Award Date and Effective Date for the designations. The
system will indicate if no data exist in the database for the specific category.

12.17.1.1 UPDATE OR REMOVE EXISTING MILITARY OCCUPATIONAL SPECIALTY
DESIGNATIONS

You can update or remove one or more existing skill designations for the soldier by selecting the

appropriate action type from the corresponding picklist.

12.17.1.2 ADD NEW MILITARY OCCUPATIONAL SPECIALTY DESIGNATIONS

You may add one or more new MOS designations by expanding the Add MOS, SQI, and ASI
picklist and selecting the appropriate MOS category. To add new MOS designations for a
soldier, perform the following steps:

1. Click Submit to proceed. The system displays the Military Occupational Specialty—Soldier
Data page for the first selected action. The system loops through all selected actions and
returns you to the Listing page and updates the Status column to show all completed actions.

2. Click Next to proceed without saving. The system detects data selection on the page and
prompts you to save or discard the data. The system advances to the next soldier on the list,
if one exists. If the current page is the last or only soldier from the soldier list, the system
returns you to the Main Menu.

3. Click Close to exit the page and terminate the working session. The system detects data
selection on the page and prompts you to save or discard the data. Otherwise, the system
returns you to the Main Menu.

12.17.2 Military Occupational Specialty—Soldier Data—Add Mode

The Military Occupational Specialty—Soldier Data in Add mode (shown in Figure 12-103,
Military Occupational Specialty—Soldier Data, Add Mode) allows you to add a new Secondary,
Additional, Career Progression, or Projected MOS as well as SQI and ASI designations. The
system displays the selected soldier’s Rank, Name, SSN, UIC, and Action as well as the soldier’s
position on the soldier list and the total number of soldiers from the list.

To add a new Secondary, Additional, Career Progression, or Projected MOS, SQI, or ASI
designations, perform the following steps:

1. Enter the appropriate MOS designation in the provided text-entry field as required.

2. Provide the corresponding Award Date, which indicates the calendar date the soldier is
awarded the skill designation, in the text-entry field as required. Note: Award Date is not
applicable for recording Career Progression or Projected MOS.
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3. If the data are available, enter the Effective Date for the MOS designation in the provided
text-entry field. Note: Effective Date is not applicable for recording Career Progression or
Projected MOS. Also, Effective Date is not applicable for recording ASI and SQI.

Military Occupational Specialty
Soldier Data

weng, welp pring (2.0

S G 0 C

This page allows the user to add Additional MOS data for the soldier. (*) denotes a required field.

& Click "Save" to save the current record. Click "Reset” to clear the fields.
e Click "Next" to proceed without saving. Click "Close" to exit the page.

SGT CHRISTOPHER GALVIN SSHN: UIC: WSNGAA ACTION: Add 10f2

*Additional MOS5:

*Award Date: Effective Date:

Save | Reset | Next | Cloze |

Figure 12-103: Military Occupational Specialty—Soldier Data, Add Mode

4. Click Save to proceed. The system will validate your entry and forward to the next action
selected from the Listing page, if any exist. If the current page is the last or only selected
action, the system will return to the Listing page and update the Status column to show all
successful actions.

5. Click Reset to clear all text-entry fields.

6. Click Next to proceed to the next action selected from the Listing page without saving, if any
exist. The system detects data entry on the page and prompts you to save or discard the data.
If the current page is the only selected action, the system returns you to the Main Menu.

7. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. The system then returns you to the Main Menu.

12.17.2.1 SYSTEM VALIDATIONS
The system performs the following validations for this function:

e The system ensures that the Award Date is not a future date and that it does not precede
the soldier’s DIEMS.

e The system ensures that the Effective Date is not a future date.
e The system ensures that only one Secondary MOS is designated for the soldier.
e The system ensures that duplicate entries of MOS, ASI, and SQI are not permitted.
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e The system ensures that only active MOS, ASI, and SQI are saved to the database.

e The system shall ensure that the entered MOS, ASI, and SQI are valid for the soldier’s
class and grade.

e The system shall ensure that a female soldier is not placed into an AOC, MOS, or SQI
that is closed to female soldiers.

e The system shall ensure that the selected SQI and ASI correspond to the soldier’s MOS.

e The system shall ensure that only one Career Progression MOS and one Projected MOS
are selected for the soldier.

e The system shall prevent updates to a soldier’s record that will result in an MOS value of
“91W” and an ASI value of “Y2.”

e When adding or updating information, the system ensures that the MOS is valid by
checking that the MOS implemented and rescind dates.

12.17.2.2 SYSTEM UPDATES

The system will default the Control Skill Indicator (CSI) to “N”” when a user adds an MOS for
the soldier.

12.17.2.3 TRANSACTIONS TO TAPDB
The system sends the following transactions to TAPDB:

e Transaction 4250: MOS Update
e Transaction 4255: Skill Qualification Identifier—Enlisted Data
e Transaction 4260: Additional Skill Identifier Data

12.17.3 Military Occupational Specialty—Soldier Data—Update Mode

The Military Occupational Specialty—Soldier Data page allows you to modify the existing
values for the selected soldier. The system displays the soldier’s Rank, Name, SSN, UIC, and
selected action as well as the soldier’s position on the soldier list and the total number of soldiers
from the list. To update MOS data for a soldier perform the following steps:

1. The system displays the MOS designation, Award Date, and Effective Date that currently
exist in the database for the soldier. You have the option to modify the values as necessary.

2. Click Save to proceed. The system will validate your entry and advance to the next action
selected from the Listing page, if any exist. If the current page is the last or only selected
action, the system will return to the Listing page and update the Status column to show all
successful actions.

3. Click Next to proceed to the next action selected from the Listing page without saving, if any
exist. The system detects data entry on the page and prompts you to save or discard the data.
If the current page is the only selected action, the system returns you to the Main Menu.

4. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. The system then returns you to the Main Menu.

5. The system validates and updates your entry.

The system sends transactions to TAPDB as outlined in Section 12.17.2.3, Transactions to
TAPDB.
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12.17.3.1 SYSTEM VALIDATIONS

The system performs the following validation for this function: The system will determine the
corresponding ASIs and SQIs to automatically withdraw when a user updates the Primary MOS.

12.17.4 Military Occupational Specialty—Soldier Data—Remove Mode

The Military Occupational Specialty—Soldier Data page allows you to remove the existing
values for the selected soldier. The system displays the soldier’s Rank, Name, SSN, UIC, and
selected action as well as the soldier’s position on the soldier list and the total number of soldiers
from the list. To remove MOS data for a soldier, perform the following steps:

1. The system displays the MOS designation, Award Date, and Effective Date that currently
exist in the database for the soldier as read-only.

2. Click Save to proceed. The system will prompt you to verify that the data are being removed
from the soldier’s record. If the current page is the last or only selected action, the system
will return to the Listing page and update the Status column to show all successful actions.

3. Click Next to proceed to the next action selected from the Listing page without saving, if any
exist. The system detects data entry on the page and prompts you to save or discard the data.
If the current page is the only selected action, the system returns you to the Main Menu.

4. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. The system then returns you to the Main Menu.

The system sends transactions to TAPDB as outlined in Section 12.17.2.3, Transactions to
TAPDB.

12.17.4.1 SYSTEM VALIDATIONS

The system performs the following validations for this function: The system will determine the
corresponding ASls and SQIs to automatically withdraw when a user removes a Secondary or
Additional MOS.

12.17.5 Military Occupational Specialty—Listing—E7 and Above

The Military Occupational Specialty—L.isting page for ranks E7 and above (shown in Figure
12-104, Military Occupational Specialty—Listing—E7 and Above) lists the skill designations
recorded in the database as read-only for these soldiers. The system displays the selected
soldier’s Rank, Name, SSN, and UIC as well as the soldier’s position on the soldier list and the
total number of soldiers from the list.

e Under the subheading of specific skill category, the system displays the current values for
the designation, including the Award Date and Effective Date for the designations. The
system will indicate if no data exist in the database for a specific category.

e Click Next to proceed to the next action selected from the Listing page without saving, if
any exist. If the current page is the only selected action, the system returns you to the

Main Menu.
e Click Close to terminate the working session. The system then returns you to the Main
Menu.
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Military Occupational Specialty - Listing
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This page displays all current AOC/MOS, SQI, ASI, and Language designations for the selected soldier.
¢ Click "Next" to proceed. Click "Close” to return to the Main Menu.

COL JAMES GALVIN SSHN: UIC: WOVPAA 10f2
Designation Award Date Effective Date
Primary AQC
497 19000101 MIA
Secondary AOC
49X 19000101 MIA

Additional ACC
Mo Data in the Database for Additional AQOC

ASI
3A 19000101 MIA
55 19000101 MIA
sU 19000101 MIA
Language

Mo Data in the Database for Language

Next | Close |

Figure 12-104: Military Occupational Specialty—Listing—E7 and Above

12.18 Readiness

The Readiness module displays the data pertaining to the soldiers’ physical readiness for duty.
Readiness data list the date of last physical exam and last HIV test, and details the soldiers’
physical profile factors (PULHES), which include scores for height, weight, lower and upper
extremities as well as vision, hearing, and psychological scores. Figure 12-105, Readiness
Processes, illustrates the processes in Readiness.

L v /Menu |

[ Readiness ]

Soldier Selection Soldier Data Summary

Figure 12-105: Readiness Processes
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To initiate the process of adding, updating, or removing readiness data for a soldier, you must
first build a soldier list. (This process is detailed in Section 11.1, Soldier Selection Process).
Once you have built a soldier list and selected the soldiers for whom you wish to make changes,
the system will display the Readiness—Soldier Data page. If the search results return more than
one page, you can navigate the pages by clicking Next or Previous where available. You have
the capability to select Add, Update, or Remove from the Action Type picklist. The system
defaults the picklist to Add. You may Update or Remove a soldier’s record if the options are
available.

12.18.1 Readiness—Soldier Data

The Readiness—Soldier Data page (shown in Figure 12-106, Readiness—Soldier Data) in Add
and Update modes allows you to enter and update the current physical profile factors and scores
for the selected soldier. The system displays the soldier’s Rank, Name, SSN, UIC, and Action as
well as the soldier’s position on the soldier list and the total number of soldiers from the list.

Readiness - Soldier Data

wheng welp Qring i
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This page allows the user to add readiness data for the selected soldier. () denotes required fields.

s Click "Save" to save the current record. Click "Reset” to clear the fields.
e Click "Next" to proceed without saving. Click "Close" to exit the page.

SGT CHRISTOPHER GALVIN S5N: UIC: WSNGAA ACTION: Add 1of1
Date of Last HIV Test: Mone
*Date of Last Physical Exam:
*Physical Category: | SelectOne v
Physical Profile Factors (PULHES)

*Physical Capacity:
“Upper Extremities:
*Lower Extremities:
*Hearing:
*Vision:

*Psychological:

Save | Reset | Next | Cloze |

Figure 12-106: Readiness—Soldier Data
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To add or update readiness data for a soldier, perform the following steps:

1.

The system displays the current data on the soldier’s last HIV test as read-only if the
information is available.

2. Provide the Date of Last Physical Exam in the available text-entry field as required.

3. Expand the required Physical category picklist and select an appropriate choice, indicating
the level of physical limitations, if any, that categorizes the soldier. Table 12—-36, Physical
Category Codes and Abbreviations, provides a list of available values for this picklist.

Codes ‘ Abbreviations
A NO LIMITATION
B NO SIGNFCNT LMTS
C LMTD PHYS TNG
D LMTD PHYS ACTY
E NO COMBAT RATNS
F NO ISOLATED ASGMT
G LMTD ON PHYS ACTY
H NO HAZARD DUTY
J NO LOUD NOISE
L NO COLD EXPOSURE
M NO HEAT EXPOSURE
N NO COMBAT BOOTS
P NO WOOL CLOTHING
U OTHER LIMITATIONS
V DPLYMNT RSTRCTNS
W MEDICAL WAIVER
Y FIT FOR DUTY
Table 12-36: Physical Category Codes and Abbreviations

4. Under the subheading of Physical Profile Factors (PULHES), provide the Physical Capacity,
Upper Extremities, Lower Extremities, Hearing, Vision, and Psychological scores as
required.

5. Click Save to proceed. The system will validate your entry and advance to the next soldier
from the soldier list, if any exist. If the current soldier is the last or only soldier from the list,
the system generates the Readiness—Summary page (shown in Figure 12-107, Readiness—
Summary) to show all completed actions.

6. Click Reset to clear all text-entry fields. Note: Reset is not available in Update mode.

7. Click Next to proceed to the next soldier from the soldier list without saving, if any exist.
The system detects data entry on the page and prompts you to save or discard the data. If the
current soldier is the last or only soldier from the soldier list, the system returns you to the
Main Menu.

8. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. If you have saved any previous data, the system
generates the Readiness—Summary page to show all completed actions. Otherwise, the
system returns you to the Main Menu.
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12.18.1.1 SYSTEM VALIDATIONS
The system performs the following validations for this function:

e The system ensures that the entered Physical Profile Factors (PULHES) scores are 1 to 4.

e The system ensures that the Date of Last Physical Exam does not precede the soldier’s
Birth Date and that it is not a future date.

e The physical categories DA FLAG MEDICAL and FIT FOR DUTY can only be
assigned by the top of the system (TAPDB).

12.18.2 Readiness—Soldier Data—Remove Mode

This page allows you to remove the current readiness data for the selected soldier. The system
displays the soldier’s Rank, Name, SSN, UIC and selected Action type as well as the soldier’s
position on the soldier list as read-only. The system displays the current readiness data as read-
only. To remove readiness data for a soldier, perform the following steps:

1.

Click Save to remove the record. The system will prompt you to confirm that the record is
being removed from the database.

If you respond Yes, the system will remove the record. The system will then forward you to
the next soldier, if one exists. If the current soldier is the only or last soldier, the system
generates the Readiness—Summary page to show all completed actions.

If you respond No, the system returns you to the current page for further processing. The
system will then forward you to the next soldier, if one exists. If the current soldier is the
only or last soldier, the system generates the Readiness—Summary page to show all
completed actions.

Click Next to proceed to the next soldier without saving, if one exists. The system detects
data entry on the page and prompts you to save or discard the data.

Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. If you have saved any previous data, the system
generates the Readiness—Summary page. Otherwise, the system returns you to the Main
Menu.

12.18.3 Readiness—Summary

The Readiness—Summary page lists all soldiers successfully processed in the working session
and their corresponding data (Status, Rank, Name, SSN, and Date of Last Physical Exam). You
may view and/or print this page. Click Close to exit the page and return to the Main Menu.
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Readiness - Summary
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This page displays the soldier(s) processed in this session. Click "Close” to exit the page.

Date of Last Physical
Exam

Added SGT GALVIM, CHRISTOPHER ANDREW 20060515

Status Rank Name SSN

Close

Figure 12-107: Readiness—Summary

12.19 Overseas Assignment Data

The Overseas Assignment Data function allows you to update overseas assignment information
for a soldier. Figure 12-108, Overseas Assignment Data Processes, illustrates the processes in
the functional category of Overseas Assignment Data.

[ Main Menu ]

Overseas Assignment
Data

Soldier Selection Soldier Data Summary

Update Data

Figure 12-108: Overseas Assignment Data Processes

To initiate the process updating overseas assignment data for a soldier, you must first build a
soldier list. The search criteria available for Overseas Assignment Data are SSN, Name, and
UIC. (This process is detailed in Section 11.1, Soldier Selection Process). If the search results
return more than one page, you can navigate the pages by clicking Next or Previous where
available. The OK button will only be enabled on the last page of the soldier list. Once you
have built a soldier list and selected the soldiers for whom you wish to make changes, the system
will display the Overseas Assignment Data — Soldier Data page.
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12.19.1 Overseas Assignment Data—Soldier Data—Update Mode

The Overseas Assignment Data—Soldier Data—Update Mode page (shown in Figure 12-109,
Overseas Assignment Data—Soldier Data—Update Mode) allows you to update overseas
assignment information for a soldier. The system displays the soldier’s Rank, Name, SSN,
current UIC, and current Status as read-only. The system also displays the soldier’s position on
the soldier list in addition to the total number of soldiers on the list.

Overseas Assignment Data
Soldier Data

Wheng, i, Qring Exir
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This page allows the user to update overseas assginment data for selected soldier. Please enter or select the
requested data. (*) denotes a required field.

e Click "Save" to save the current record. Click "Next" to proceed without saving.
o Click "Reset” to clear the fields. Click "Close™ to exit the page and terminate the working session.

S5G DANIEL GALVIN  SSN: UIC: WHILAA ACTION: Update 10f 7
Basic Assignment Data
Assignment Type: OCONUS *Gaining UIC: WH1LAA
*Arrival Date: 20060104 “Arrival Time: 1106
*Movement Designator: NO COST-ASG TO SANME LOCATION
Assignment Location: GERMANY

OCONUS Assignment Data
“Dependent Travel Status: | ACCOMPANIED hd

Dependent Arrival Date:
CS Depn Qty: |3 NS Depn Qty: |0
*Tour Duration: | Long (36 months) + *DEROS Date: 20060529

Save | Next | Close |

Figure 12-109: Overseas Assignment Data—Soldier Data—Update Mode

Follow these steps to overseas assignment data for a soldier:

1. Under the subheading of Basic Assignment Data, the system displays the existing OCONUS
arrival data as read-only.

2. Select the appropriate value from the Dependent Travel Status drop-down menu. Available
values include the following:
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10.

Accompanied

No Dependents
Dependent Restricted
Unaccompanied

Enter the effective date of the dependent arrival in the Dependent Arrival Date field.
In the CS Depn Qty field, enter the number of command-sponsored dependents.

In the NS Depn Qty field, enter the number of dependents who are not sponsored by the
soldier’s command.

Select the length of the tour from the Tour Duration drop-down menu. Available values
include the following:

e Short (12 Months)
e Long (24 Months)
e Long (36 Months)

Enter the DEROS date in the text-entry field provided. The date should be entered in
YYYYMMDD format, where YYYY is the year, MM is the two-digit month (for example,
05 for May), and DD is the two-digit day (enter a leading zero if the day is less than 10).

Click Save to save the current record. The system will validate your data entry and update
the soldier’s record accordingly. The system then forwards you to the next soldier on the list,
if one exists. If the current soldier is the only or last soldier on the list, the system generates
the Overseas Assignment Data—Summary page.

Click Next to advance to the next soldier on the list, if one exists. The system detects data
entry on the page and prompts you to save or discard the data. If the current soldier is the
only soldier from the soldier list, the system returns you to the Main Menu. If you have
saved any previous data, the system generates the Overseas Assignment Data—Summary
page to show all completed actions.

Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. If you have saved any previous data, the system
generates the Overseas Assignment Data—Summary page to show all completed actions.
Otherwise, the system returns you to the Main Menu.

12.19.1.1 SYSTEM VALIDATIONS
The system performs the following validations:

e The system shall ensure that the Arrival Date is not a future date.

e The system shall ensure that the Arrival Date does not precede the soldier’s Departure
Date from previous assignments.

e The system shall ensure that the Arrival Date does not precede the soldier’s Arrival Date
from previous assignments.

e The system shall ensure that the Arrival Date does not precede the soldier’s Pay Entry
Basic Date.

e The system shall ensure that the Departure Date is not a future date, and is prior to or the
same as the assignment date from the previous assignment.
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The system shall ensure that the Departure Date is prior to the Arrival Date and is not
greater than the calculated DEROS date.

The system shall ensure that the Gaining Unit is not the same as the previous Unit of
Assignment or Unit of Attachment.

The system shall ensure that the Gaining Unit is in the soldier’s unit hierarchy.

The system shall ensure that the Assignment Location is OCONUS and reflects the
entered Gaining UIC.

The system shall ensure that the Dependent Arrival Date does not precede the Arrival
Date, and that it is not after the DEROS Date.

The system shall ensure that the DERQOS date is not earlier than the assignment Arrival
Date for an OCONUS assignment.

12.19.1.2 SYSTEM UPDATES
The system updates the following information in the soldier’s record:

The system shall remove the soldier’s assignment instruction.

If the losing unit has entered the soldier’s departure information, the system shall flag the
departure information as arrived.

The system shall automatically close any open attachments with the attachment start date
prior to or equal to the departure date.

The system updates the PERSS (Person Strength Status) to match the Unit Manning
Status Code of the gaining unit.

The system assigns the soldier to Position Number 9992 and Duty Title of Incoming
Personnel.

The system updates the soldier’s duty status to “PDY.”

12.19.1.3 TRANSACTION TO TAPDB
The system will send the following transactions:

If the losing unit entered the departure information and you correct the departure date, the
system sends Transaction 4170: Revocation of Departure, Transaction 4155: Soldier
Departure, and Transaction 4175: Arrival

Transaction 4350: Report Current Duty Assignment (for Commissioned Officers)
Transaction 4355: Report Current Duty Assignment (for Warrant Officers)
Transaction 4360: Report Current Duty Assignment (for Enlisted personnel)

If the user released the soldier(s)’ attachment(s), the system sends Transaction 4150:
Report Release from Attachment

Transaction 4195: Military Duty Status

For a sign-of-life arrival, the system sends Transaction 4155: Departure and Transaction
4175: Arrival

Transaction 4370: Overseas Assignment Data
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12.19.2 Overseas Assignment Data Summary

This page (Figure 12-110, Overseas Assignment Data—Summary) displays a list of the soldiers
for whom overseas assignment data were successfully updated and their corresponding data
(status, rank, name, SSN, UIC, arrival date, position number, and duty title). You have the
option to view and/or print the page.

Overseas Assignment Data
sSummary

Weng, el Pring exip
586 &

=

This page displays the soldier(s) processed in this session. Click "Close” to exit the page.

Status Rank Name SSN uic Arrival Dte POSNO Duty Title

GALVIN, DANIEL

JOSEPH WHILAA | 20060104

Updated | 3SG

Close

Figure 12-110: Overseas Assignment Data—Summary

Click Close to exit the page. The system returns you to the Main Menu.
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13.

PERSONNEL ACCOUNTING

This chapter describes the personnel accounting capability of eMILPO and outlines the
functional areas available to support personnel accounting. The functional category of Personnel
Accounting offers the following areas within eMILPO:

Arrival—This includes the following:

— Soldier Arrival

— OCONUS Arrival

— Arrival Date Correction

— Mass Arrival

— Revoke Arrival

Attachment—This includes the following:
— Attach Soldier (including Release from Attachment)
— Mass Attachment

Slotting

— Slotting — Authorized Documents

— Slotting — No Authorized Documents
Duty Status

Soldier Patient History

Assignment History

— Assignment/Duty History
— Tour Credits

Reserve Component Accounting—This includes the following:

— Soldier Mobilization
— Soldier Demobilization
— Unit Mobilization
— Unit Demobilization
Attach RC Soldiers/Operational Support (ADOS)
DFR/DFS—Thls includes the following:
— Drop from Rolls or Strength
— Return from DFR/DFS
— Revoke DFR/DFS
Transition/Loss—This includes the following:
— Soldier Transition/Loss to the Army
— Mass Transition

PCS Departure—This includes the following:
— Departure

— PCS Departures

— Revoke Departure

RA Strength

— Recall Retiree

— Sanctuary/UCMJ
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— Enlistment Into RA

e Casualty Affairs

Figure 13-1, Personnel Accounting Processes, illustrates the processes in Personnel Accounting.

C

Main Menu

)

< Personnel Accounting >

Arrival

Soldier Arrival

OCONUS Arrival
Arrival Date
Correction

Mass Arrival

Revoke Arrival

Attachment

Attach Soldier
Mass

Attachment

Slotting

Slotting—No Authorized
Documents

Duty Status

Soldier Patient
History

Assignment History

Assignment
History/

Duty Status
Tour Credits

Reserve Component
Accounting

]

Soldier
Mobilization
Soldier
| Demobilization
— Unit Mobilization
Unit
Demobilization
Attach RC Soldiers/
'— Operational Support
(ADOS)

Slotting—Authorized Documents

DFR/DFS

Drop from Rolls or Strength
Return from DFR/DFS

Revoke DFR/DFS

Transition/Loss

Soldier Transition/Loss to the
Army

Mass Transition

PCS Departure

Departure

Revoke Departure

RA Strength

Recall Retiree
Sanctuary/UCMJ

Enlistment Into RA

Casualty Affairs

Figure 13-1: Personnel Accounting Processes

November 16, 2007

Page 205
For Official Use Only

Version 4.6 (Draft)



User Manual for eMILPO CM No. eMILPO-UMEO00-046-20071116

13.1 Arrival

Arrival consists of Soldier Arrival, OCONUS Arrival, Arrival Date Correction, Mass Arrival,
and Revoke Arrival. eMILPO supports the sign-of-life concept in that if a soldier arrives on site,
the system can arrive the soldier without requiring the soldier to be properly departed from the
losing unit. In the Mass Arrival process, the system will notify you that soldiers must be
properly departed in the system prior to processing a mass arrival. Figure 13-2, Arrival
Processes, illustrates the different processes in Arrival.

[ Main Menu ]
[ Arrival ]

Soldier Arrival

OCONUS Arrival

Arrival Date
Correction

Mass Arrival

Revoke Arrival

Figure 13-2: Arrival Processes

13.1.1  Soldier Arrival

Soldier Arrival allows you to process the arrival of soldiers to their new units for the Assignment
Types of CONUS, Local CONUS, and Local OCONUS. You have the option to arrive the
soldiers without having to depart the soldiers from the losing unit. Figure 13-3, Soldier Arrival
Processes, illustrates the processes in Soldier Arrival.
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[ Main Menu

[ Arrival

[ Soldier Arrival

Soldier Selection Soldier Data i Summary Z

N (N

4{ Add Data }7

Figure 13-3: Soldier Arrival Processes

13.1.1.1 SOLDIER ARRIVAL—SOLDIER SELECTION

The Soldier Arrival—Soldier Selection page (shown in Figure 13-4: Soldier Arrival—Soldier
Selection) allows you to build a list of soldiers for the working session. You have the option to
load a text file containing the SSNs of soldiers from the unit. You can click Load to upload the
file. The system will display the SSN File Load page.
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Soldier Arrival - Soldier Selection
Wweng, el Pring exip

6 @ @ G

This page allows the user to build a soldier list for the working session. Click "Load" to load a file of SSMNs.
Alternatively, select a search criterion and enter a corresponding value. Use "ADD" and "DEL" to add and
delete criteria then click "Search” to begin. Click "Reset” to clear the fields. Click "Cancel” to interrupt a
search.

ADD
Select One w Selected Criteria:

DEL

Search Criteria:

Load | Search | Reset | Cancel

Select soldiers by clicking on the corresponding checkboxes in the Select Deselect column. Click "Select” to
select all soldiers. Click "Deselect” to deselect all soldiers.

+ Click "OK" to proceed. Click "Clear” to clear the soldier list. Click "Close" to exit the page.
+ [fthe search returns multiple pages, "Next" and "Previous” will be available to navigate the pages.

Page 1 of 1

Select

Deselect Rank Name SSN

Previous | Next | OK | Clear | Close |

Figure 13—4: Soldier Arrival—Soldier Selection

13.1.1.1.1 SSN File Load

This page allows you to load a file containing SSNs for the soldier list. The file needs to be
saved as an ASCII text file. Follow the instructions in the subsequent paragraphs to prepare and
format the file for uploading.

To prepare and format an ASCII text file using MS Word, perform the following steps:

1. Open anew Word document. Type each SSN on its own line and, separating each with a
return (press Enter to insert a return).

2. From the File menu, select Save As. The system will display the Save As dialog box.
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Expand the Save In picklist and select a local drive as the storage destination. Type a name
for the file with the .txt extension in the File name field: for example, ssn.txt

You may also specify the text file format by expanding the Save as picklist and selecting
Text Only (*.txt).

Click Save to proceed. The system will save the file in the designated format and close the
window.

Click Cancel to close the window without saving.

weng, welp Qring exir

e G 06 C

This page allows the user to load a file containing SSHMs for the soldier list. The user has the option to enter the
full path and name of the file, or click "Browse" to select the file.

o Click "OK" to submit. Click "Close" to exit without proceeding.

File:

oK | Close |

Figure 13-5: SSN File Load

To load the ASCII text file, perform the following steps:

1.

From the SSN File Load page (shown in Figure 13-5: SSN File Load), if the file name is
known, type the name of the file, including the drive destination and file extension, in the
File field and then click OK to proceed.

Alternatively, you can click Browse to search for the file. The system displays the Choose
File dialog. You may expand the Look in picklist and identify a local destination for the file.
If you know the file name, type the name in the File name field. You may also select the file
by double clicking on the file name if visible in the window.

If the file’s name is not visible, you may move the crossbar to search for the file, then click
once to select the file. Double clicking on the file’s name will select and open the file.

As an option, you may specify the type of file by expanding the Files of Type picklist and
identifying the type. The system sorts all files in the designated local destination and
displays the files by the selected file type.

Click Open to select the file and proceed. The system closes the minor window and displays
the file’s name in the File text-entry field on the SSN File Load page.

Click Cancel to dismiss the browser window. The system returns you to the Soldier
Selection page.
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8. Click OK to proceed.
9. Click Close to exit the page. The system returns you to the Soldier Selection page.

Alternatively, you can build a soldier list by searching for soldiers by using one or more of the
following criteria: (This process is detailed in Section 11.1, Soldier Selection Process).

e SSN—Search by all nine digits of the SSN
e Gaining UIC—search by the UIC where soldier is arriving
e Rpt Date—search by date when soldier is to report to new unit

Once you have built a soldier list and selected the soldiers for whom you wish to make changes,
the system will display the Soldier Arrival—Soldier Data page.

13.1.1.2 SOLDIER ARRIVAL—SOLDIER DATA

The Soldier Arrival—Soldier Data page (shown in Figure 13-6, Soldier Arrival—Soldier Data)
allows you to arrive the selected soldier to his or her unit for the Assignment Types of CONUS,
Local CONUS, and Local OCONUS. The system displays the soldier’s rank, name, SSN, UIC,
and selected Action type as read-only. The system also displays the soldier’s position on the
soldier list and the total number of soldiers on the list.

Soldier Arrival - Soldier Data
weng, el ering EXif

O @ @ G

This page allows the user to arrive the selected soldier to his‘her unit. Please enter or select the requested
data. (*) denotes a required field.

+ Click "Save" to save the current record. Click "Next" to proceed without saving.
» Click "Reset” to clear the fields. Click "Close" to exit the page and terminate the working session.

SPC AARON ANDERSON  SSN: UIC: WAQJAB ACTION: Add 1of3
Basic Assignment Data
*Assignment Type: |Select One b *Gaining UIC: (WDLLBO
*Arrival Date: (20060714 “Arrival Time: |1336
*Departure Date: Requisition Serial # |N0OOO
puverment [SelciOne ;
Assignment Tep STATES
Save | Next | Close |

Figure 13—-6: Soldier Arrival—Soldier Data
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To arrive a soldier, perform the following steps:

1.

10.

If the losing unit has entered departure information for the soldier or if assignment
instructions are available, the system will populate the Gaining UIC and allow you to edit
these data.

The system sets the Arrival Date and Arrival Time to the current system’s date and time for
the specific time zone. You may edit the data.

If the assignment type is CONUS, the system displays the Departure Date as entered by the
losing unit. If the assignment type is Local, the system sets the Departure Date to equal the
Arrival Date. You may modify these data.

The system will also default the Assignment Location based on the entered Gaining UIC.
You may not edit this field.

Select an Assignment Type from the corresponding picklist.

You can select CONUS for an assignment type within the continental United States that is
not in the same area of the previous assignment. The system will default the Assignment
Location to UNITED STATES. You may not edit these data.

If you select Local CONUS (an assignment type within the continental United States that is
within the vicinity of the previous assignment), the system will populate the Departure Date
and default the Movement Designator picklist to NO COST—ASG TO SAME LOCATION.

If the selected type is Local OCONUS (an assignment type outside the continental United
States—including Puerto Rico, Hawaii, and Alaska—that is within the vicinity of the
previous OCONUS assignment), the system will default the Movement Designator picklist to
NO COST—ASG TO SAME LOCATION.

Enter the selected soldier’s requisition serial number in the Requisition Serial # text-entry
field.

The system displays the Movement Designator Type if the losing unit has entered the
information or if the Assignment Type is Local CONUS or Local OCONUS. You can select
an alternative value from the corresponding picklist as necessary. Table 13-1, Movement
Designator Codes and Abbreviations, provides a list of available values for this picklist.

Codes ‘ Abbreviations
1S ACC-ENL SUBMOVE ASG CONUS STA OJT/AIT
1X ACC-ENL SUBMOVE ASG TO CONUS PERM STA
1L ACC-ENL SUBMOVE/OFF GAIN ASG OCONUS AREA
1A ACC-ENLISTED GAIN/OFFICER GAIN
1E ACC-GAIN ASG REC STA/BCT/AIT/TDY/PCS SCH
1K ACC-OFF GAIN ASG IN ANOTHER OCONUS AREA
1C ACC-OFF GAIN ASGMT CONUS PERM SCH
1D ACC-OFF GAIN ASGMT OCONUS-NO O/S TRVL
v ACC-REENL ASG IN ANOTHER OCONUS AREA
1M ACC-REENL GAIN ASG OCONUS AREA
1B ACC-REENL GAIN/PCF ASG/CONUS PCS/TDY SCH
1H ACC-REENL GAIN/SAME CONUS/OCONUS AREA
1F ACC-USMA CADET GAIN
CB CONTINUATION-FURTHR ASG W/l OVERSEA AREA
DA DIVERSION-CONUS PERMANENT STATION
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Codes ‘ Abbreviations
DB DIVERSION-PERMANENT OVERSEAS, FROM CONUS
DF DVRT-CONUS PERM FRM CONUS AFTER OVERSEAS
DL DVRT-CONUS PERM FROM OVERSEAS
DJ DVRT-CONUS PERMANENT AFTER CONUS
DK DVRT-PERM OS FROM CONUS ASSIGNMENT
DE DVRT-PERM OVERSEAS FROM CONUS AFTER OS
DM DVRT-PERM OVERSEAS FROM OVERSEAS
3B LOW COST-ASG CONUS PERM STA
3F LOW COST-ASG NEW PERM STA SAM E O/S AREA
NX NO COST-ASG TO PCS SCH AS STUDENT
NZ NO COST-ASG TO SAME LOCATION
NY NO COST-ASG TO SAME LOC-NOW PCS STUDENT
3A OPN-ASG CONUS PERM STA
3E OPN-ASG NEW PERM STA IN SAME OCONUS AREA
4B ROT-ASG TO CONUS PCS SCHOOL
4F ROT-ASG TO CONUS PERM STA FR O/S PCS SCH
4C ROT-ASG TO CONUS PERM STATION
4G ROT-ASG TO O/S PCS SCH OR HOPS FR CONUS
4A ROT-ASG TO PERM O/S STA FR CONUS PERM ST
4D ROT-ASG TO PERM O/S STA FR O/S PERM STA
7F SEP-ASG OVERSEAS NO TRAVEL REQUIRED
7E SEP-ASG OVERSEAS TRAVEL REQUIRED
7B SEP-ASG TO CONUS TRNS PT-CONUS HOR
7A SEP-ASG TO O/S TRNS PT-CONUS HOR
7C SEP-ASG TO TRNS PT-OCONUS HOR
7G SEP-USMA CADET
PM TEMP CHG OF STA-CONTNGNCY OR MOBILIZATN
2C TNG-ASG ANOTHER CONUS PCS SCH FR CONUS
2B TNG-ASG CONUS PCS
2A TNG-ASG CONUS PCS SCH STUDENT FR CONUS
2E TNG-ASG PCS SCH NO O/S TVL
8F UNIT-ASG O/S AREA-GROUP TRAVEL
8B UNIT-ASG O/S AREA-NOT GROUP TRAVEL
8A UNIT-ASG TO CONUS PERM STA-NOT GRP TRVL
8C UNIT-ASG W/I SAME O/S AREA-NO GRP TRVL
8D UNIT-NEW O/S AREA-NOT GROUP TRAVEL
8H UNIT-NEW O/S CONUS AREA-GRP TRVL
8G UNIT-SAME O/S AREA-NO TRVL REQ-GRP TRAVL

Table 13-1. Movement Designator Codes and Abbreviations

11. Click Save to save the current record. The system will validate your data entry and update
the soldier’s record accordingly. The system then forwards you to the next soldier on the list,
if one exists. If the current soldier is the only or last soldier on the list, the system generates
the Soldier Arrival—Summary page.

12. Click Reset to clear the text-entry fields and reset the other data elements to their original

defaults.
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13. Click Next to advance to the next soldier on the list, if one exists. The system detects data
entry on the page and prompts you to either save or discard the data. If the current soldier is
the only soldier from the soldier list, the system returns you to the Main Menu. If you have
saved any previous data, the system generates the Soldier Arrival—Summary page (shown in
Figure Figure 13—7: Soldier Arrival—Summary) to show all completed actions.

14. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. If you have saved any previous data, the system
generates the Soldier Arrival—Summary page to show all completed actions. Otherwise, the
system returns you to the Main Menu.

13.1.1.2.1  System Validations
The system validates the arrival data as follows:

The system shall ensure that the Arrival Date is not a future date.

The system shall ensure that the Arrival Date does not precede the soldier’s Departure
Date from previous assignments (PCS and Overseas only).

The system shall ensure that Arrival Date does not precede the soldier’s Arrival Date
from previous assignments.

The system shall ensure that Arrival Date does not precede the soldier’s Pay Entry Basic
Date.

The system shall ensure that the Departure Date is not a future date and is after the
assignment date from the previous assignment.

The system shall ensure that the Departure Date is prior to the Arrival Date and is not
greater than the calculated DEROS date.

The system shall ensure that the Gaining Unit is not the same as the previous Unit of
Assignment or Unit of Attachment.

The system shall ensure that the Gaining Unit is in the soldier’s unit hierarchy.

The system shall ensure that the Assignment Type is valid for the existing departure and
previous assignment information.

The system deletes any Failure to Gain workflow notices that currently exist for the
arrived soldier.

13.1.1.2.2 System Updates
The system updates the following information in the soldiers’ records:

The system shall remove the soldier’s assignment instruction and insert a duty status of
“PDY” for the soldier if the assignment type is CONUS.

If the losing unit has entered the soldier’s departure information, the system shall flag the
departure information as arrived.

The system shall automatically close any open attachments with the attachment start date
prior to or equal to the departure date.

The system updates the Person Strength Status (PERSS) to match the Unit Manning
Status Code of the gaining unit.
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e The system shall update the Home UIC to the Gaining UIC and save the PPA code of the
arriving unit.

e |f the soldier is not slotted, the system assigns the soldier to Position Number 9992 and
Duty Title of Incoming Personnel.

e If the soldier is slotted, the system updates the soldier’s Duty MOS (Duty AOC for
commissioned officers) and Duty ASI based on the authorization.

13.1.1.2.3 Workflow Notices

If the soldier is not slotted within 5 days of his or her arrival to the new unit and slotting
workflow is turned on for the unit, the system will create a Workflow task for the appropriate S1
Office Manager.

13.1.1.2.4 Transactions to TAPDB
The system sends the following transactions to TAPDB:

e |f the gaining unit entered the departure information or if the assignment is LOCAL
CONUS or LOCAL OCONUS, the system sends Transaction 4155: Soldier Departure.

e Transaction 4175: Report Soldier Gain

e Transaction 4350: Report Current Duty Assignment (for Commissioned Officers)
e Transaction 4355: Report Current Duty Assignment (for Warrant Officers)

e Transaction 4360: Report Current Duty Assignment (for Enlisted personnel)

e If the system closes an attachment, Transaction 4150: Report Release from Attachment
will be sent.

e If the assignment is LOCAL OCONUS, the system sends Transaction 4370: Overseas
Assignment Data.

13.1.1.3 SOLDIER ARRIVAL—SUMMARY

This page displays a list of the soldiers successfully arrived to the new unit and their
corresponding soldier data (Status, Rank, Name, SSN, UIC, Arrival Date, POSNO and Duty
Title). You have the option to view and/or print this page.

November 16, 2007 Page 214 Version 4.6 (Draft)
For Official Use Only



User Manual for eMILPO CM No. eMILPO-UMEO00-046-20071116

Soldier Arrival - Summary
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This page displays the soldier(s) processed in this session. Click "Close” to exit the page.

Status Rank Name SSN uic Arrival Dte POSNO Duty Title
ANDERSOM, AAROM INCOMING
Added SPC JUDSON WOLLBO | 20060714 | 9992 PERSONNEL

Close

Figure 13-7: Soldier Arrival—Summary
Click Close to exit the page. The system returns you to the Main Menu.

13.1.2  OCONUS Arrival

OCONUS Arrival allows you to process the arrival of soldiers to units that are outside the
continental United States. You have the option to arrive the soldiers without having to depart the
soldiers from the losing unit. Figure 13-8, OCONUS Arrival Processes, illustrates the processes
in OCONUS Arrival.

[ Main Menu

)
()
)

[ OCONUS Arrival

Soldier Selection Soldier Data Summary

T —

Figure 13-8: OCONUS Arrival Processes
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13.1.2.1 OCONUS ARRIVAL—SOLDIER SELECTION

The OCONUS Arrival—Soldier Selection page allows you to build a list of soldiers for the
working session. You have the option to load a file of SSNs or perform a search for soldiers.
Click Load to load a text file of SSN for the soldier list. The system will display the SSN File
Load page. Refer to Section 13.1.1.1.1, SSN File Load, to prepare, format, and upload a SSN
file.

Alternatively, you can build a soldier list by searching for soldiers by using one or more of the
following criteria: (This process is detailed in Section 11.1, Soldier Selection Process.)

e SSN—Search by all nine digits of the SSN
e Gaining UIC—Search by the UIC where soldier is arriving
e Rpt Date—Search by date when soldier is to report to new unit

Once you have built a soldier list and selected the soldiers for whom you wish to make changes,
the system will display the OCONUS Arrival—Soldier Data page. If the search results return
more than one page, you can navigate the pages by clicking Next or Previous where available.
You have the capability to select Add or Remove from the Action Type picklist. The system
defaults the picklist to Add. You may Remove a soldier’s record if the options are available.

13.1.2.2 OCONUS ARRIVAL—SOLDIER DATA—ADD MODE

The OCONUS Arrival—Soldier Data page (shown in Figure 13-9, OCONUS Arrival—Soldier
Data—Add Mode) in Add mode allows you to arrive the selected soldier to his or her unit for the
Assignment Type OCONUS. The system displays the soldier’s rank, name, SSN, UIC, and
selected Action type as read-only. The system also displays the soldier’s position on the soldier
list and the total number of soldiers on the list.

To arrive a soldier for an OCONUS assignment, perform the following steps:

15. Under the subheading of Basic Assignment Data, the system defaults the Assignment Type
field to OCONUS, for outside the continental United States. You may not edit this field.

16. If the losing unit has entered departure information for the soldier or if the soldier’s
assignment instructions are available, the system will populate the Gaining UIC and
Movement Designator. You have the option to edit these fields.

17. The system will default the Arrival Date and Arrival Time to the current system date and
time based on the corresponding time zone. You may edit these fields.

18. The system will also default the Assignment Location based on the Gaining UIC. You may
not edit this field. If you revise the Gaining UIC, the system will populate the Assignment
Location field accordingly.
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OGONUS Arrival - Soldier Data
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This page allows the user to arrive the selected soldier to hisfher unit. Please enter or select the requested
data. (*) denotes a required field.

e Click "Save" to save the current record. Click "Next” to proceed without saving.
o Click "Reset” to clear the fields. Click "Close” to exit the page and terminate the working session.

SPC DANIEL BLACK SSN: UIC: W2L5H2 ACTION: Add 20of3
Basic Assignment Data
*Assignment Type: OCONUS *Gaining UIC: |WHDOEW

*Arrival Date: |20060717 *Arrival Time: |1106

*Departure Date: (20060515 Requisition Serial #:

*Movement

. . | ACC-ENLISTED GAIN/OFFICER GAIN A
Designator:

Assignment

. UMNITED STATES
Location:

OCONUS Assignment Data

“Dependent Travel Status: | Select One hd

Dependent Arrival Date:

CS Depn Qty: NS Depn Qty:
*Tour Duration: |Select One v *DEROS Date:

Save | Next | Cloze |

Figure 13-9: OCONUS Arrival—Soldier Data—Add Mode

19. Under the subheading of OCONUS Assignment Data, expand the Dependent Travel Status
picklist and select an appropriate value as required. Table 13-2, Dependent Travel Status
Codes and Abbreviations, provides a list of available values for this picklist.

Codes ‘ Abbreviations
ACCOMPANIED

NO DEPENDENTS
DEPENDENT RESTRICTED
UNACCOMPANIED

c|m|z>»

Table 13-2: Dependent Travel Status Codes and Abbreviations

20. Enter a Dependent Arrival Date, indicating the calendar date that the family members arrive
to the assignment location, in the provided text-entry field if the information is available.
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21.

22,

23.

24,

25.

26.

217.

You have the option to provide the number of Command-Sponsored Dependent Quantity,
and Non-Sponsored Dependent Quantity indicating the family members, sponsored by the
soldier’s command or not sponsored respectively, who will accompany the soldier.

Expand the required Tour Duration and select from Short (12 Months), Long (24 Months),
and Long (36 Months).

The system will calculate the year and month of the DEROS Date based on the provided
Tour Duration and Arrival Date. You are required to provide a date for the DEROS Date or
edit the whole date as necessary.

Click Save to save the current record. The system will validate your data entry and update
the soldier’s record. The system then forwards you to the next soldier on the list, if one
exists. If the current soldier is the only or last soldier on the list, the system generates the
OCONUS Arrival—Summary page (shown in Figure 13-10, Soldier Arrival—Summary).

Click Reset to clear the text-entry fields and reset the other data elements to their original
defaults.

Click Next to forward to the next soldier on the list, if one exists. The system detects data
entry on the page and prompts you to save or discard the data. If the current soldier is the
only soldier from the soldier list, the system returns you to the Main Menu. If you have
saved any previous data, the system generates the OCONUS Arrival—Summary page to
show all completed actions.

Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. If you have saved any previous data, the system
generates the OCONUS Arrival—Summary page to show all completed actions. Otherwise,
the system returns you to the Main Menu.

13.1.2.2.1 System Validations
The system validates the arrival data as follows:

e The system shall ensure that the Arrival Date is not a future date.

e The system shall ensure that the Arrival Date does not precede the soldier’s Departure
Date from previous assignments.

e The system shall ensure that the Arrival Date does not precede the soldier’s Arrival Date
from previous assignments.

e The system shall ensure that the Arrival Date does not precede the soldier’s Pay Entry
Basic Date.

e The system shall ensure that the Departure Date is not a future date and is prior to or the
same as the assignment date from the previous assignment.

e The system shall ensure that the Departure Date is prior to the Arrival Date and is not
greater than the calculated DEROS date.

e The system shall ensure that the Gaining Unit is not the same as the previous Unit of
Assignment or Unit of Attachment.

e The system shall ensure that the Gaining Unit is in the soldier’s unit hierarchy.

e The system shall ensure that the Assignment Location is OCONUS and reflects the
entered Gaining UIC.
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e The system shall ensure that the Dependent Arrival Date does not precede the Arrival
Date and that it is not after the DEROS Date.

e The system deletes any Failure to Gain workflow notices that currently exist for the
arrived soldier.

13.1.2.2.2 System Updates
The system updates the following information in the soldiers’ records:

e The system shall remove the soldier’s assignment instruction.

e If the losing unit has entered the soldier’s departure information, the system shall flag the
departure information as arrived.

e The system shall automatically close any open attachments with the attachment start date
prior to or equal to the departure date.

e The system updates the PERSS to match the Unit Manning Status Code of the gaining
unit.

e The system assigns the soldier to Position Number 9992 and Duty Title of Incoming
Personnel.

e The system updates the soldier’s duty status to “PDY.”

13.1.2.2.3 Workflow Notices

If the soldier is not slotted within 5 days of his/her arrival to the new unit, the system will create
a Workflow task for the appropriate S1 Office Manager.

13.1.2.2.4 Transactions to TAPDB
The system sends the following transactions for TAPDB:

e If the losing unit entered the departure information and user corrects departure date, the
system sends Transaction 4170: Revocation of Departure, Transaction 4155: Soldier
Departure, and Transaction 4175: Arrival

e Transaction 4350: Report Current Duty Assignment (for Commissioned Officers)
e Transaction 4355: Report Current Duty Assignment (for Warrant Officers)
e Transaction 4360: Report Current Duty Assignment (for Enlisted personnel)

e If you released the soldiers’ attachments, the system sends Transaction 4150: Report
Release from Attachment

e Transaction 4195: Military Duty Status

e For a sign-of-life arrival, the system sends Transaction 4155: Departure and Transaction
4175: Arrival

e Transaction 4370: Overseas Assignment Data

13.1.2.3 OCONUS ARRIVAL—SUMMARY

This page displays a list of the soldiers successfully arrived to the new unit and the
corresponding soldier data (status, rank, name, SSN, UIC, arrival date, POSNO and Duty Title).
You have the option to view and/or print this page.
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Overseas Assignment Data
sSummary
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This page displays the soldier(s) processed in this session. Click "Close" to exit the page.

Status Rank Name SS5N uic Arrival Dte POSNO Duty Title
INCOMING
Added SPC | BLACK, DANIEL JOHN WHILAA | 20060717 | 9992 PERSONNEL

Close

Figure 13-10: OCONUS Arrival—Summary
Click Close to exit the page. The system returns you to the Main Menu.

13.1.3 Arrival Date Correction

The Arrival Date Correction function allows you to correct the soldiers’ arrival date in the

system. Figure 13-11, Arrival Date Correction Processes, illustrates the processes in Arrival
Date Correction.

[ Main Menu J
[ Arrival Date Correction ]
Soldier Selection Soldier Data Summary

\—{ Update Data }

Figure 13-11: Arrival Date Correction Processes

After selecting Arrival Date Correction from the Main Menu, eMILPO displays a message—
shown in Figure 13-12, Arrival Date Correction Confirmation Message—asking you to confirm
that you want to perform an arrival date correction. Click Yes to proceed to the Arrival Date
Correction Soldier Selection page. Click No, and eMILPO returns you to the Main Menu.
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eMILPO Message

Updates perfarmed here will only correct Arrival Date to the current assignment. This will not
affect the Duty Assignment Date or Duty Status Date.

Do you wish to cantinue?

Yes | Ne |

Figure 13-12: Arrival Date Correction Confirmation Message

To correct a soldiers” arrival date, you must first build a soldier list. (This process is detailed in
Section 11.1, Soldier Selection Process). Once you have built a soldier list and selected the
soldiers for whom you wish to make changes, the system will display the Arrival Date
Correction—Soldier Data page. If the search results return more than one page, you can
navigate the pages by clicking Next or Previous.

13.1.3.1 ARRIVAL DATE CORRECTION—SOLDIER DATA

The Arrival Date Correction—Soldier Data page (shown in Figure 13-13, Arrival Date
Correction—Soldier Data) allows you to correct the arrival date and time for a selected soldier.
The system displays the selected soldier’s current rank, name, SSN, UIC, and Action as read-
only along with the soldier’s order on the soldier list and the total number of soldiers from the
list. The system displays the soldier’s current Previously Reported Arrival Date to Current UIC
and Previously Reported Arrival Time as read-only for verification purposes.

To correct a date of arrival for a soldier, perform the following steps:
1. You may provide a Correct Arrival Date in the provided text-entry field.
2. You may provide a Correct Arrival Time if the information is available.

3. Click Save to proceed. The system validates your data entry and updates the record for the
soldier. The system then forwards you to the next soldier, if any exists. If the current soldier
is the last or only soldier from the soldier list, the system generates the Arrival Date
Correction—Summary page (shown in Figure 13-14, Arrival Date Correction—Summary) to
show all completed actions.

4. Alternatively, you can perform the following:

e Click Next to proceed without saving. The system detects data entry on the page and
prompts you to save or discard the data. The system then advances to the next soldier on
the soldier list, if any exists. If the current soldier is the last or only soldier from the
soldier list, the system generates the Arrival Date Correction—Summary page to list any
completed actions. Otherwise, the system returns you to the Main Menu.

e Click Close to terminate the working session. The system detects data entry on the page
and prompts you to save or discard the data. The system also prompts you to confirm
that you wish to terminate the working session. If you have saved any previous data, the
system generates the Arrival Date Correction—Summary page to list any completed
actions. Otherwise, the system returns you to the Main Menu.
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Arrival Date Gorrection
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This page allows the user to correct the arrival date to current UIC for selected soldier. Please enter or select
the requested data. (*) denotes a required field.

+ Click "Save" to save the current record. Click "Next” to proceed without saving.
s Click "Close" to exit the page and terminate the working session.

SGT CHRISTOPHER GALVIN  S5N: UIC: WSNGAA ACTION: Update 1of2

Previously Reported Arrival 20050705

Date to Current UIC: Previously Reported Arrival Time: 0000

*Correct Arrival Date: | 20050705 *Correct Arrival Time: |1300

Save | Next | Cloze |

Figure 13-13: Arrival Date Correction—Soldier Data

13.1.3.1.1 System Validations
The system performs the following validations:

e The date entered must be a valid date.
e The date entered must be less than or equal to the current system date.
e The date entered must be greater than the most recent previous arrival date.

e The date entered must not be before the soldier’s departure date from the most current
previous assignment.

e The date entered must not precede the soldier’s Pay Entry Base Date.
e The date entered must not be before the dependent arrival date.
e The date must be the same or after the departure date.

13.1.3.1.2 Transactions to TAPDB
The system sends Transaction 4179.

13.1.3.2 ARRIVAL DATE CORRECTION—SUMMARY

The Arrival Date Correction—Summary page lists all successfully processed soldiers and their
corresponding data (Rank, Name, SSN, UIC, Old Arrival Date (Dte), and Corrected Arrival
Date). You have the option to view and/or print the page.
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Arrival Date Correction Data
Summary
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This page displays the soldier(s) processed in this session. Click "Close” to exit the page.

Rank Name SSN UIC Old Arrival Dte Corrected Arrival Dte
SGT | GALVIN, CHRISTOPHER AMDREW WSNGAA 20050705 20060704

Close

Figure 13-14: Arrival Date Correction—Summary
Click Close to exit the page. The system returns you to the Main Menu.

13.1.4 Mass Arrival

Mass Arrival allows you to process the arrival of a group of soldiers reporting together. When
Mass Arrival is selected from the Main Menu, the system will prompt you: “Soldiers need to be
properly departed from their losing unit or have assignment instructions before being mass
arrived. Do you wish to continue with Mass Arrival?” You have the option to click Yes to
proceed to the Mass Arrival—Soldier Selection page or No to return to the Main Menu. Figure
13-15, Mass Arrival Processes, illustrates the Mass Arrival processes.

[ wanven

e

[ Mass Arrival )

Soldier Selection Soldier Data - Add Data Summary

Figure 13-15: Mass Arrival Processes

To initiate the process of adding mass arrival data, you must first build a soldier list. The only
search criterion available for Mass Arrival is Gaining UIC, which allows you to search by the
UIC of the gaining unit. (This process is detailed in Section 11.1, Soldier Selection Process).
Once you have built a soldier list and selected the soldiers for whom you wish to make changes,
the system will display the Mass Arrival—Soldier Data page. If the search results return more
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than one page, you can navigate the pages by clicking Next or Previous where available. The
OK button will only be enabled on the last page of the soldier list.

13.1.4.1 MASS ARRIVAL—SOLDIER DATA

The Mass Arrival—Soldier Data page (shown in Figure 13-16, Mass Arrival—Soldier Data)
allows you to arrive the selected soldiers to the gaining unit. To arrive a group of soldiers,
perform the following steps:

Mass Arrival - Soldier Data
Weng, el Pring Exir

O @ 0 G

This page allows the user to arrive the selected soldiers. Please enter or select the requested data.

+ Click "Save" to save the current record.
o Click "Close" to exit the page and return to the Main Menu.

Basic Assignment Data

*Assignment Type: |Select One * *Gaining UIC: 'WDLLBO

*Arrival Date: 20060717 *Arrival Time: (1343

Assignment Location: UNITED STATES

Save | Close |

Figure 13-16: Mass Arrival—Soldier Data

1. Under the subheading of Basic Assignment Data, the system populates the Gaining UIC
based on the search criterion from the Soldier Selection page. You can edit these data as
needed. This is a required field.

2. The system will also populate the Assignment Location based on the Gaining UIC. You may
not edit these data.

3. The system defaults the required Arrival Date and Arrival Time with the current system date
and time based on the time zone. The system will populate the required Arrival Date and
Arrival Time with data derived from the assignment instructions or the losing unit, if the
information is available. You may edit these values as necessary.

4. Expand the Assignment Type picklist and select from the following choices:

e CONUS—This is for assignments in the continental United States. The system will
default the required Assignment Location field to United States. You may not edit this
field.

e OCONUS—THhis is for assignments outside the continental United States. The system
will display the OCONUS Assignment Data section for you to enter pertinent data.
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Note: If the assignment type is OCONUS, the system will not send Transaction 4370:
Overseas Assignment Data. To process a 4370, you will need to perform an update
function in OCONUS Arrival for the individual soldiers.

Basic Assignment Data
*Assignment Type: | OCONUS |+ *Gaining UIC: |WDLLEO

*Arrival Date: |20060717 “Arrival Time: [1343
Assignment Location: UNITED STATES
OCONUS Assignment Data

*Tour Duration: | Select One ~ *DEROS Date:

Figure 13-17: Mass Arrival—Soldier Data—OCONUS Assignment Data

5. Expand the required Tour Duration picklist and select from Short—12 Months, Long—24
Months, and Long—36 Months. The system will calculate the year and month of the
DEROS Date for the assignment. You are required to provide the day of the DEROS date or
revise the whole date as necessary.

6. Click Save. The system will validate and save your entry. The system will then display the
Mass Arrival—Summary page (shown in Figure 13-18, Mass Arrival—Summary) to show
the list of successfully processed soldiers.

7. Click Reset to clear the text-entry fields and reset the other data elements to their original
defaults.

8. Click Close to exit the page and terminate the working session. The system returns you to
the Main Menu.

13.1.4.1.1 System Validations
The system performs the following validations for this function:

e The system ensures the Assignment Type is valid for the entered Gaining UIC.

e The system ensures that the Assignment Location reflects the Assignment Type and
entered Gaining UIC.

e The system deletes any Failure to Gain workflow notices that currently exist for the
arrived soldier.

13.1.4.1.2 System Updates
The system updates the following information in the soldiers’ records:

e The system updates the PERSS (Person Strength Status) to match the Unit Manning
Status Code of the gaining unit.

e The system assigns the soldiers to Position Number 9992 and Duty Title of Incoming
Personnel.

e The system updates the soldiers’ duty status to “PDY.”
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13.1.4.1.3 Workflow Notices

If the soldier is not slotted within 5 days of his or her arrival to the new unit, the system will
create a Workflow task for the appropriate S1 Office Manager.

13.1.4.1.4 Transactions to TAPDB
The system sends the following transactions to TAPDB:

e If the gaining unit entered the departure information or if the assignment is local, the
system sends Transaction 4155: Soldier Departure.

e Transaction 4175: Report Soldier Gain

e Transaction 4350: Report Current Duty Assignment (for Commissioned Officers)
e Transaction 4355: Report Current Duty Assignment (for Warrant Officers)

e Transaction 4360: Report Current Duty Assignment (for Enlisted personnel)

e If you released the soldiers’” attachments, the system sends Transaction 4150: Report
Release from Attachment.

13.1.4.2 MASS ARRIVAL—SUMMARY

This page displays a list of soldiers successfully arrived to the new unit and the corresponding
soldier data (Assign UIC, Arrival Date, Rank, Name, SSN, and Departure Date). You have the
option to view and/or print the page.

Mass Arrival - Summary
en el ring 1]
6 @ @ G

This page displays the soldier(s) processed in this session. Click "Close” to exit the page.

Assign UIC: WDLLB0  Arrival Date: 20060717

Rank Name SSN Departure Date
CW3 |BAER, CORY JOHN 20061102
SGT BOWEN, ROMNIE THOMAS 20060717
PFC |CARLSON, ALEXANDRA VICTORIA 20060717
CW4 |CROWE, GREGORY KEITH 20051216
CW3 DAVIS, JASON GREGORY 20051207
SPC JACKSON. NATHAN KENT 20060717

Close

Figure 13-18: Mass Arrival—Summary

Click Close to exit the page. The system returns you to the Main Menu.
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13.1.5 Revoke Arrival

The Revoke Arrival page allows you to process a revocation of a previous arrival for one or
more soldiers. Figure 13-19, Revoke Arrival Processes, illustrates the Revoke Arrival processes.

[ Main Menu \

—
)

[ Revoke Arrival

Soldier Selection Soldier Data - Revoke Data Summary

Figure 13-19: Revoke Arrival Processes

To initiate the process of revoking an arrival for a soldier, you must first build a soldier list. The
search criteria available for Revoke Arrival are SSN and UIC. (This process is detailed in
Section 11.1, Soldier Selection Process). Once you have built a soldier list and selected the
soldiers for whom you wish to make changes, the system will display the Revoke Arrival—
Soldier Data page. If the search results return more than one page, you can navigate the pages by
clicking Next or Previous where available. The OK button will only be enabled on the last page
of the soldier list.

13.1.5.1 REVOKE ARRIVAL—SOLDIER DATA

The Revoke Arrival—Soldier Data page (shown in Figure 13-20, Revoke Arrival—Soldier
Data) allows you to process a revocation of a previous arrival for one or more soldiers. The
system displays the soldier’s Rank, Name, and UIC as read-only. The system then displays the
soldier’s position in the soldier list and the total number of soldiers from the list as read-only.
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Revoke Arrival - Soldier Data
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This page allows the user to revoke a soldiers arrival.

o Click "Save" to revoke the current record. Click "Next" to proceed without saving.
o Click "Close" to exit the page and terminate the working session.

SPC AARON ANDERSON S5N: UIC: WDLLBO ACTION: Remove 1of1

Basic Assignment Data
*Arrival Date: 20060714 *Arrival Time: 1455

*Movement Designator: ACC-ENLISTED GAIN/OFFICER GAIN
*Assignment Location: UNITED STATES

Save | Next | Close |

Figure 13-20: Revoke Arrival—Soldier Data

To revoke an arrival for a soldier, perform the following steps:

1.
2.

The system also displays the values of the current arrival data for the soldier as read-only.

Click Save to revoke the arrival data and proceed to the next soldier on the list, if one is
available. The system displays a message asking you to confirm the revocation. Click Yes
to proceed. Click No to cancel and return to the Main Menu. Note: If you are revoking the
arrival for a soldier with only one assignment, the system displays an error message
informing you to use the Arrival Date Correction function to correct the arrival date of the
Soldier Arrival function to correct an erroneous UIC.

If the current soldier is the last or only soldier on the soldier list, the system will display the
Revoke Arrival—Summary page (shown in Figure 13-21, Revoke Arrival—Summary).

Click Next to proceed to the next soldier on the list without revoking the arrival. If the
current soldier is the only soldier on the soldier list, the system returns you to the Main
Menu. If the current soldier is the last soldier on the soldier list and you have saved any
previous data, the system will display the Revoke Arrival—Summary page to show all
completed actions.

Click Close to terminate the working session and return to the Main Menu. The system will
prompt you to confirm that you wish to terminate the working session. If you have saved any
previous data, the system will display the Summary page to show all completed actions.

13.1.5.1.1 System Validations
The system shall not allow the revocation of an arrival that is more than 120 days old.
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13.1.5.1.2 System Updates
The system updates the following information for the soldiers’ records:

e The system revokes the soldier’s most recent arrival record.

e The system revokes the soldier’s Duty Assignment information with the corresponding
arrival date.

13.1.5.1.3 Transactions to TAPDB
The system sends the following transactions to TAPDB:

e Transaction 4177: Revoke Arrival
e Transaction 4175: Report Soldier Gain

e Transaction 4370 is generated when revoking an OCONUS arrival and the previous
arrival is CONUS. The process type of the transaction is delete.

e Transaction 4370 is generated when revoking a CONUS arrival and the previous arrival
is OCONUS. The process type of the transaction is add.

13.1.5.2 REVOKE ARRIVAL—SUMMARY

This page displays a list of the soldiers and the corresponding soldier data (Rank, Name, SSN,
UIC, and Arrival Date) whose previous arrivals were successfully revoked. You have the option
to view and/or print the page.

Revoke Arrival - Summary
wen,  welo  erins  exir
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This page displays the arrivals revoked in this session. Click "Close" to exit the page.

Status Rank Name SSN uic Arrival Date
Revoked | SPC AMNDERSOMN, AARON JUDSOM WODLLBO 20060714

Close

Figure 13-21: Revoke Arrival—Summary
Click Close to exit the page. The system returns you to the Main Menu.

13.2 Attachment

Attachment allows you to process attachment data for one or more soldiers, or for a group of
soldiers. Attachment offers the following functional areas: Attach Soldier and Mass
Attachment. Figure 13-22, Attachment Processes, illustrates the processes in the functional
category of Attachment.
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[ Main Menu ]
[ Attachment ]

Attach Soldier

Mass Attachment

Figure 13-22: Attachment Processes

13.2.1  Attach Soldier

Attach Soldier allows you to attach one or more soldiers to a unit. You have the option to further
attach the soldiers without terminating the previous attachments. While the selected soldier is
stationed at the second attached unit, both units of attachment as well as the soldier’s parent unit
will have access to the soldier’s record. If the selected soldier is already attached to a unit, the
system will prompt you at the second unit to determine whether the first attachment should be
terminated. Figure 13-23, Attach Soldier Processes, illustrates the processes in Attach Soldier.

)
)

[ Attachment

( Attach Soldier

Soldier Selection Listing

r{ Add Attachment F ------ { Enter Slotting F--

\—{ Release of Attachment }

Figure 13-23: Attach Soldier Processes

To initiate the process adding or releasing an attachment for a soldier, you must first build a
soldier list. The search criteria available for Attachment are SSN and UIC. (This process is
detailed in Section 11.1, Soldier Selection Process). Once you have built a soldier list and
selected the soldiers for whom you wish to make changes, the system will display the
Attachment Listing page. If the search results return more than one page, you can navigate the
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pages by clicking Next or Previous where available. The OK button will only be enabled on the
last page of the soldier list.

13.21.1 ATTACHMENT LISTING

The Attachment Listing page (shown in Figure 13-24, Attachment Listing) displays the selected
soldier’s current and open attachments. The system displays the soldier’s Rank, Name, SSN,
current UIC as well as the soldier’s position on the soldier list and the total number of soldiers
from the list.

Attachment Listing
wen, welp  eriny  exip
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This page allows the user to view the selected soldier's attachment history. The user has the option to add or
update an attachment. Please enter or select the requested data.

o Click "Submit" to proceed. Click "Next" to proceed without saving.

o Click "Close" to exit the page and terminate the working session.

SSG DAVID ADAMS SSN: UIC: WDLLBO 10f3
Status Attachment UIC Start Date End Date
Added WDLLBD 20060717 20060917

[] Add Attachment

Submit | Next | Close |

Figure 13-24: Attachment Listing

The system displays the Status column to record all completed actions for the soldier. The
system also displays the Attachment UIC and Start Date as read-only fields. The system displays
the End Date, if available, in an editable text-entry field. You have the option to modify the
Attachment End Date to release or re-attach the soldier from the designated attachment.

13.2.1.2 ADD A NEW ATTACHMENT

Check the Add Attachment checkbox and click Submit. The system will display the Attach
Soldier—Soldier Data page.

13.2.1.3 RELEASE FROM ATTACHMENT

You have the option to release the selected soldier from an attachment by updating the End Date.
You can also re-attach the soldier by clearing the End Date.
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13.2.1.3.1 System Validations
This system performs the following validations for this function:

e The End Date must not be a future date.
e The End Date must not precede the Start Date.

13.2.1.3.2  System Updates
The system performs the following updates:

e The system will set the PERSS value to “TN” for soldiers successfully released from an
attachment en route to a unit in a PPA different from that of the previous parent or
attached unit.

e The system updates the soldier’s Duty Status to “In Transit” for “TDY.”

13.2.1.3.3  Workflow Notices

The system will send a notification to the soldier’s installation and parent unit when he or she
has been successfully released from attachment. If the soldier is en route to a new unit that is
part of a different installation other than his or her previous parent unit, the notification will be
sent to the soldier’s new installation.

13.2.1.3.4 Transaction to TAPDB
If you released the soldier from an attachment, the system sends Transaction 4150: Report
Release from Attachment.

13.2.1.4 ATTACH SOLDIER—SOLDIER DATA

Attach Soldier—Soldier Data page (shown in Figure 13-25, Attach Soldier—Soldier Data)
allows you to attach the selected soldier to a unit. You have the option to further attach the
soldiers without terminating the previous attachments. While the selected soldier is stationed at
the second attached unit, both units of attachment as well as the soldier’s parent unit will have
access to the soldier’s record. If the selected soldier is already attached to a unit, the system will
prompt you at the second unit to determine whether the first attachment should be terminated.
The system displays the soldier’s Rank, Name, SSN, current UIC, and selected Action as read-
only.
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Attach Soldier - Soldier Data
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This page allows the user to attach the soldier to a unit. Please enter or select the requested data. (*) denotes

required fields.
o Click "Save" to save the current record. Click "Next" to proceed without saving.
o Click "Reset” to clear the fields. Click "Close" to exit the page and return to the Listing page.

S5G DAVID ADAMS SSN: UIC: WDLLB0 Action: Add 10f3

*Attachment UIC:

*Attachment Reason Code: | Select One ~

*Attachment Start Date: Attachment End Date:
*Duty Status: | PRESENT FORDUTY ~
[ Add Attachment Enter Slotting
Save | Reset | Next | Close |

Figure 13-25: Attach Soldier—Soldier Data

Follow these steps to enter attachment data for a soldier:
1. Enter the Attachment UIC in the provided text-entry field.

2. Expand the Attachment Reason Code picklist and select a value of choice. Table 13-3,
Attachment Reason Codes and Abbreviations, provides a list of the available values for this

picklist.

Codes ‘ Abbreviations
ADMIN/TNG/PAY

TRAINING ONLY
TEMPORARY CHANGE OF STATION (TCS)

O|m >

Table 13—-3: Attachment Reason Codes and Abbreviations

3. Enter the Attachment Start Date and Attachment End Date in the provided text-entry fields.

4. The system defaults the Duty Status to PRESENT FOR DUTY. You have the option to
select an alternate value from the picklist. Table 13-4, Duty Status Codes and
Abbreviations, provides a list of available values for this picklist.
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Codes ‘ Abbreviations
ADM ADMINISTRATIVE SERVICE
AWC AWOL-CONFINED BY CIVILIAN AUTHORITIES
AWL ABSENT WITHOUT LEAVE
CAP CAPTURED
CCA CONFINED BY CIVILIAN AUTHORITIES
CLV CONVALESCENT LEAVE
CMA CONFINED BY MILITARY AUTHORITIES
HOS HOSPITALIZED (NONBATTLE INCURRED)
HOW HOSPITALIZED (BATTLE INCURRED)
INT INTERNED
MIA MISSING IN ACTION
MIS MISSING
oLV ORDINARY LEAVE
PDY PRESENT FOR DUTY
SCA SENTENCED BY CIVIL AUTH FOR 30-180 DAYS
SND SICK—NOT IN THE LINE OF DUTY (LOD)
TDY TEMPORARY DUTY
XLV EXCESS LEAVE
TRA IN-TRANSIT

Table 13—-4: Duty Status Codes and Abbreviations

5. Check the Add Attachment checkbox to add another attachment for the soldier.
6. Check the Enter Slotting checkbox to slot the soldier.

7. Click Save to save the data. The system will validate the selected data and notify you of any
discrepancies. The system then forwards you to the next selected actions, if any exist. If the
current page is the last or only selected action, the system returns you to the Attachment
Listing page and update the Status column to show all completed actions.

8. Alternatively, you can perform the following:

e Click Reset to clear all text-entry fields and reset all other form elements to their default
values, if any exist. The system will return the location cursor to the first text-entry field
on the page.

e Click Close to exit the page and return to the Attachment Listing page.

9. If you have performed any data entry on the page, the system will ask you to confirm that
you do not want to save the data. If you answer Yes, the system returns you to the
Attachment Listing page without saving any data. If you answer No, the system returns you
to the current page for further processing.

13.2.1.4.1 System Validations
The system performs the following validations:

e If asoldier is already attached to a unit, the system will prompt you at the second unit to
determine whether the first attachment should be terminated.

e The system shall ensure that the Attachment Start Date is not a future date.
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e The system shall ensure that the Attachment Start Date does not precede the soldier’s
arrival date at his or her assigned unit; does not precede the soldier’s departure date from
previous assignments (applicable for PCS only), and does not precede the soldier’s Pay
Entry Base Date.

e The system shall ensure that the Attachment End Date does not precede the Attachment
Start Date.

e The system shall ensure that the attachment start and end dates fall within a valid range
for the unit.

e The system shall ensure that the soldier is assigned before he or she can be attached.

e The system shall ensure that the soldier is not attached to the unit if an open attachment
to the unit already exists.

e The system shall ensure that the soldier is not attached to his or her assigned unit.

e The system shall ensure that the soldier is not attached if the maximum number of
attachments has been reached for that soldier. The system limits the number of open
attachments for a soldier to three.

e |f the soldier already has three attachments, you will need to release the soldier from one
before adding another.

13.2.1.4.2 System Updates
The system will update the following information in the soldiers’ records:

e Set the PERSS value to “TN” for soldiers successfully released from an attachment en
route to a unit in a PPA different from that of the previous parent or attached unit.

e Set the Duty Status to “PDY.”

e |f the Unit Manning Status Code is “TR” or “ST,” the system will automatically slot the
soldier to the POSNO of “9997” and Duty Title of “ATTACHED SLDR.”

e The system will slot the soldiers to the POSNO of “9994” and Duty Title of
“ATTACHED SLDR?” for all other values.

e If you have slotted the soldier through the Slotting module, the system will update the
soldier’s POSNO, Duty Title, and Duty Date as applicable.

13.2.1.4.3 Workflow Notices
The system will send workflow notices for the following events following an attachment:

e A workflow notice will be sent to the appropriate S1 Office Manager if a soldier has not
been slotted within 5 days of an attachment.

e A workflow notice will be sent to both the parent and attached unit when a soldier’s
attachment is 7 days from expiring. The attached unit will have the option to update the
Attachment End Date for the soldier.

13.2.1.4.4 Transaction to TAPDB
The system will send Transaction Number 4205: Report Soldier Attachment.
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13.2.2 Mass Attachment

Mass Attachment allows you to process an attachment for a group of soldiers. Figure 13-26,
Mass Attachment Processes, illustrates the processes in Mass Attachment.

[ Main Menu ]

[ Attachment ]

[ Mass Attachment ]

Soldier Selection Soldier Data - Add Data //---- Enter Slotting Fe-- Summary

Figure 13-26: Mass Attachment Processes

13.2.2.1 MASS ATTACHMENT—SOLDIER SELECTION

You have the option to load a file of SSNs or perform a search for soldiers. Click Load to load a
text file of SSN for the soldier list. The system will display the SSN File Load page. Refer to
Section 13.1.1.1.1, SSN File Load, to prepare, format, and upload a SSN file.

Alternatively, you can build a soldier list by searching for soldiers by using one or more of the
following criteria: (This process is detailed in Section 11.1, Soldier Selection Process.) UIC—
search soldier’s assigned UIC.

Once you have built a soldier list and selected the soldiers for whom you wish to make changes,
the system will display the Mass Attachment—Soldier Data page. If the search results return
more than one page, you can navigate the pages by clicking Next or Previous where available.

13.2.2.2 MASS ATTACHMENT—SOLDIER DATA

The Mass Attachment—Soldier Data page (shown in Figure 13-27, Mass Attachment—Soldier
Data) allows you to attach a group of soldiers to a unit.
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Mass Attachment - Soldier Data

weng,  welp Pring exir

6 @ @ G

This page allows the user to process mass attachment. Please enter or select the requested data. (") denotes
a required field.

e Click "Save" to save the current record.
o Click "Reset" to clear the fields. Click "Close" to exit the page and terminate the working session.

*Attachment UIC:

*Attachment Reason Code: | SelectOne A
*Attachment Start Date: Attachment End Date:
Duty Status: | PRESENT FORDUTY b
Save | Reset | Close |

Figure 13-27: Mass Attachment—Soldier Data

To attach a group of soldiers, perform the following steps:

1.
2.

Enter the Attachment UIC in the provided text-entry field.

Expand the Attachment Reason Code and select a value of choice. Refer to Table 13-3,
Attachment Reason Codes and Abbreviations, for more details.

Enter the Attachment Start Date and Attachment End Date in the provided text-entry fields.
The system defaults the Duty Status to PRESENT FOR DUTY. You can accept this choice

or select an alternate value as necessary. Refer to Table 13-4, Duty Status Codes and
Abbreviations, for more details.

Click Save to save the data. The system generates the Mass Attachment—Summary page
(shown in Figure 13-28, Mass Attachment—Summary) to show the soldiers who have been
successfully attached.

Alternatively, you can perform the following:

e Click Reset to clear all text-entry fields and reset all other form elements to their default
values, if any exist. The system will return the location cursor to the first text-entry field
on the page.

e Click Close to terminate the working session and return to the Main Menu.

If you have performed any data entry on the page, the system will ask you to confirm that
they do not want to save the data. If you answer Yes, the system generates the Mass
Attachment—Summary page. If you answer No, the system returns you to the current page.
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13.2.2.2.1 System Validations
The system performs the following validations:
e The system shall ensure that the Attachment Start Date is not a future date.

e The system shall ensure that the Attachment Start Date does not precede the soldiers’
arrival date at their assigned unit, does not precede the departure date from previous
assignments (applicable for PCS only), and does not precede the Pay Entry Basic Date.

e The system shall ensure that the Attachment End Date does not precede the Attachment
Start Date.

13.2.2.2.2 System Updates
The system will update the following information in the soldiers’ records:

e Set the Duty Status to “PDY™ or according to your selection.
e Set the soldiers’ Position Number to “9994” and Duty Title to “ATTACHED SLDR”.

13.2.2.2.3 Transactions to TAPDB
The system will send Transaction Number 4205: Report Soldier Attachment.

13.2.2.3 MASS ATTACHMENT—SUMMARY

This page displays the list of the soldiers who have been successfully processed and their
corresponding data (Attached UIC, Start Date, End Date, Attachment Reason, Rank, Name, and
SSN). You have the option to view and/or print the page.

Mass Attachment - Summary

heng, velp Pring i

Sy @ @

This page displays the soldiers processed in this session. Click "Close"” to exit the page.

Attached UIC: WDLLBD Start Date: 20060717 End Date: 20060917
Attachment Reason: TEMPORARY CHANGE OF STATION (TCS)

Rank Name SSN

CW3 |BAER, CORY JOHM
SPC  BEMOTHMAMN, SAM MMM

COLBY, SHANNON

SSG | oERCYLEEBERNA

Close

Figure 13-28: Mass Attachment—Summary

Click Close to exit the page. The system returns you to the Main Menu.
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13.3 Slotting

The Slotting module comprises the Slotting — Authorized Documents and Slotting — No
Authorized Documents functions. Exhibit 13-29, Slotting Processes, provides a illustrates the
different processes in Arrival.

[ Main Menu ]
[ Slotting ]

Slotting - Authorized
Documents

Slotting - No
Authorized Documents

Figure 13-29: Slotting Processes

13.3.1  Slotting — Authorized Documents

Slotting — Authorized Documents allows the authorized user to associate one or more soldiers
with filled or unfilled positions from an authorization document by comparing the qualifications
of the selected soldiers with the requirements of the authorization document. You can query the
database for a list of soldiers based on selections of UIC, Document Effective Date, types of
soldiers, ranks, and optionally, Sections. You can slot, reslot, and unslot individual soldiers or
all soldiers in batch-mode. Slotting also supports the slotting of overstrength soldiers to the
paragraph level of detail. Figure 13-30, Slotting Processes, illustrates the slotting processes.

[ wanen

[ Slotting )

Slotting - Authorized
Documents

UIC Selection Filter Criteria Slottng  f-—-—-----"-"—————————————— i Summary ;

Slotting unslotted soldiers
Slotting overstregth soldiers
Unslotting slotted soldiers

Figure 13-30: Slotting Processes
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13.3.1.1

SLOTTING—UIC SELECTION

The Slotting—UIC Selection page (shown in Figure 13-31, Slotting—UIC Selection) allows the
authorized user to begin the Slotting process by selecting a UIC and corresponding Document
Effective Date. The system will only display the UICs and corresponding Document Effective
Dates to which you have access.

Slotting - UIC Selection

Back  ghen,  velp  ering  exip
- : 0

Q6 @ © G

This page allows the authorized user to select a UIC/Document Effective Date combination to
begin slotting.

+ To select a UIC and Document Effective Date combination, select the UIC of choice
fram the picklist. The Doc. Eff. Date will default to the current document date. An
alternate date can be selected if necessary.

o Click "OK" to proceed. "Close" to exit without proceeding.

uic: | wootal w

Doc. Eff. Date: | 20051003 +

oK | Close |

Figure 13-31: Slotting—UIC Selection

To select a UIC/Document Effective Date combination, perform the following steps:

1.
2.

Expand the UIC picklist and click on the UIC of choice.

The system defaults to the current Document Effective Date for the selected UIC.
Alternatively, you can select a future Document Effective Date, if one is available, by
expanding the corresponding picklist and clicking on the date of choice.

Click OK to proceed. The system displays the Slotting—TFilter Criteria page.

Click Close to exit the Slotting—UIC Selection page without proceeding. The system
returns you to the Main Menu.
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13.3.1.1.1 Business Rules for Slotting—UIC Selection
The following business rules apply to using UIC selection to perform slotting:
e For an Active Army (AA) UIC, you will only be allowed to select one UIC and

Document Effective Date combination at a time. The system will prevent you from
selecting more than one AA UIC/Document Effective Date combination.

e You have the option to select a future Document Effective Date if one is available and its
date is less than 30 days from the date of the current document.

e For a Multi-Component Unit (MCU) UIC, multiple UIC and Document Effective Date
combinations can be selected.

e The system will ensure that a mobilized soldier is not on the list of soldiers to be slotted.

13.3.1.2 SLOTTING—FILTER CRITERIA

The Slotting—Filter Criteria page (shown in Figure 13-32, Slotting—Filter Criteria) allows you
to filter soldiers and authorizations for the selected UIC/Document Effective Date combinations.

Slotting - Filter Criteria

BACk sheng, el ring exir

Q6 6@ @ G

This page allows the user to filter the soldiers for the selected UIC(s) and Document Effective Date(s). (¥} denotes
required criteria.

+ Click "OK" to proceed. Click "Close" to exit without proceeding.

WOLLBO (20051017)
UIC Selection(s):

*Soldiers Grade Section
_ [1E1-E4 []Es 301 COMPANY HEADQUART &
O Unslotted Soldiers 0 Es [ E9 302 OPERATIONS PLATOON
® All Soldiers ] 303 COLLECTION SECTION
O Overstrength Soldiers [ Es O'wo 304 FLIGHT OPNS SECTION
M Er O Officers 305 SIGINT FLIGHT PLTHQ  +
oK | Close |

Figure 13-32: Slotting—Filter Criteria

November 16, 2007 Page 241 Version 4.6 (Draft)
For Official Use Only



User Manual for eMILPO CM No. eMILPO-UMEO00-046-20071116

The following filters are required:

e Soldiers: Unslotted Soldiers, All Soldiers, or Overstrength Soldiers. Only one Soldier
filter can be selected at a time. The criteria of Unslotted Soldiers will include
Overstrength Soldiers.

e Grade: E1-E4, E5, E6, E7, E8, E9, WO, and Officers. Multiple selections can be made
in the Grade section. If no Grade is selected, the system will display all grades.

e The Section text area will display the combination of Para/Line and Paragraph Heading
for the selected UIC/Document Effective Date combination for Active Army UICs. For
MCU UIC/Document Effective Date selections, a combination of Assign UIC, Para/Line,
and Paragraph Heading will be displayed. You can select one or more values.

e After the filter criteria are selected, click OK to proceed. The system will notify you if
the required filter, Soldiers, has not been selected.

e Click Close to exit without proceeding. The system returns you to the Slotting—UIC
Selection page.

13.3.1.3 SLOTTING

The Slotting page (shown in Figure 13-33, Slotting) allows the authorized user to slot, unslot,
and reslot soldiers into and/or from authorizations one at a time or in batch mode. The system
populates the Soldiers table with a list of soldiers and their corresponding data for the selected
UIC/Document Effective Date combinations and selected filter criteria. The corresponding data
include SEQ/POSN, Current Position Title, Rank, Name, Comp (component), MOS/AOC,
BMOQOS, ASI, SQI, Lang, Assign UIC, and Slotted SEQ/POSN (populated when a soldier is
slotted).

The system populates the Authorizations table with the relevant positions for the selected UIC
combination. The Authorizations table only displays the positions that are valid for the soldiers
based on the selected filter criteria. The Authorizations table displays the SEQ/POSN, Filled,
Section, Duty Title, Duty Date, Comp, Rank, MOS/AQOC, ASlI, SQI, Language, and Assign UIC.
The Authorizations table also provides a picklist of UMR codes to be used when unslotting
soldiers.
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Slotting
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This page allows the user to slot/unslot soldiers to the listed authorizations. Select a soldier by clicking on the corresponding radio button
in the Soldiers table. Slot the soldier by selecting a position from the Authorizations table and clicking on the corresponding radio button.
The system will populate the slotted POSMNQ accordingly. The Duty Title and Date can be edited if necessary.

& Click "Submit” to proceed. If available, click "Summary” to generate the Slotting - Summary report. Click "Close” to exit.

WO00102 {20051003)
UIC Selection{s):

Soldiers

SEQ/ Current MOS/ Assign Slotted

Select boon|  position Tile | 27K L TTE Comp 'poc [BMOS ASI|SQI lLang | ™, SEQ/POSN
INCOMING WILKES, ROBERT
i 9992 PERSONNEL 15G PAUL R 987 5w/, L | BU |Wo0102 Ii
Authorizations
SEQ/f . c - PERS Assign
Select POSN Filled Section Duty Title Duty Date Comp Rank D MOS/ACC ASI |5Ql Lang Ulg
UMR Codes for Unslotting: | Select One b
CSG —
O |024N051 N FORSCOM |[SEINT ANL E04 | | 98C 00 o Wo0102
Submit | Close |

Figure 13-33: Slotting

13.3.1.3.1 Slot an Unassigned Soldier

To slot an unassigned soldier, perform the following steps:

1. Select an unassigned soldier by clicking on the corresponding radio button in the Select
column of the Soldiers table.

2. View the list of available positions in the Authorizations table. You have the option to edit
the Duty Title and Duty Date of the position as necessary. These data elements may be
changed before or after an authorization has been selected.

3. Select an authorization/position by clicking on the corresponding radio button in the Select
column of the Authorizations table.

4. The system populates a “Y” in the Filled column of the Authorizations table of the
corresponding SEQ/POSN selected.

5. The system populates the Slotted SEQ/POSN column on the Soldiers table with the
combination of paragraph number, line number, and position number from the Authorization
table for the soldier.

6. If you slot the soldier to a position already assigned to another soldier, the system
accommodates double slotting by issuing a message that the soldier is being double slotted.
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You will have the option to override to not allow the double slotting or to check the option to
allow double slotting.

Slotting
pack when,, el P rimy iy
66668
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This page allows the user to slot/unslot soldiers to the listed authorizations. Select a soldier by clicking on the corresponding radio button
in the Soldiers table. Slot the soldier by selecting a position from the Authorizations table and clicking on the corresponding radio button.
The system will populate the slotted POSMNO accordingly The Duty Title and Date can be edited if necessary.

s Click "Submit” to proceed. If available, click "Summary™ to generate the Slotting - Summary report. Click "Close” to exit.

WO00102 (20051003)
UIC Selectionis):

Soldiers

SEQ/ Current MOs/ Assign Slotted

e e e e o e e [ R A SEQ/POSN
INCOMING
© ||9892 o eae SPC | YOUNG, CALEB ELI R | 25P 0 0 WO0102 | v
Authorizations
select SEY rijled  Section Duty Title Duty Date Comp Rank "C° OS/AOC ASI SQI Lang ~SSig"
POSH ID uIC
UMR Codes for Unslotting: | Select One V|
CSG e
®  |024N051 FORSCOM |S/SINT AN | | | E04 | | | 98C 0| 0 W00102
Submit | Close |

Figure 13—-34: Slotting an Unslotted Soldier

13.3.1.3.2 Reslot a Slotted Soldier

To reslot a slotted soldier: Follow the steps in Section 13.3.1.3.1, Slot an Unassigned Soldier, to
reslot an already slotted soldier. The system will update the Slotted SEQ/POSN column
accordingly.

13.3.1.3.3 Unslot Soldiers
To unslot a slotted soldier, perform the following steps:

1. Select a slotted soldier from the Soldiers table by clicking on the corresponding radio button
in the Select column. An already unslotted soldier with a UMR Code can also be given
another UMR code through the process of unslotting.

2. Expand the UMR Codes for Unslotting picklist and select a UMR code of choice.

3. The system will populate the Slotted SEQ/POSN column of the Soldiers table with the
selected UMR code or position number (as shown in Figure 13-35, Unslotting Soldiers).
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Slotting
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This page allows the user to slotfunslot soldiers to the listed authorizations. Select a soldier by clicking on the corresponding radio button
in the Soldiers table. Slot the soldier by selecting a position from the Authorizations table and clicking on the corresponding radio button.
The system will populate the slotted POSNO accordingly. The Duty Title and Date can be edited if necessary.

¢ Click "Submit” to proceed. If available, click "Summary” to generate the Slotting - Summary report. Click "Close™ to exit.

W00102 (20051003)
UIC Selection(s):

Soldiers
Select Soon poament  Rank Name Comp 202’ BMOS ASI QI Lang A%%" SES(!)?gE)dSN
® 9992 JIOOMES SPC | YOUNG, CALEB ELI R | 2P 0 o WO0102 [
Authorizations
Select | 500 Filled  Section Duty Tile  Duty Date Comp Rank " \> MOS/AOC ASI SQI Lang /359"
UMR Codes for Unslotting: | 2220 CVERSTRENGTH
O loaamost [ || S5O (st A E04| | | 98C 0| o W00102

Submit | Close |

Figure 13-35: Unslotting Soldiers

13.3.1.3.4 Complete Slotting Actions
To complete the slotting actions, perform the following steps:

1. Click Submit to proceed. The system will validate your selections, issue any necessary
messages to identify any discrepancies, and/or save the valid selections to the database.

2. If there were no discrepancies found during validation, the system will display the Slotting—
Summary page.

3. The system will display a message and allow you to override the discrepancies if applicable.
For those discrepancies that cannot be overridden, the system returns you to the Slotting page
to reslot the affected soldiers.

4. Click Close to exit the page without proceeding. The system returns you to the Slotting—
UIC Selection page.
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13.3.1.3.5 System Validations
The system performs the following validations:
e The system will compare the soldier’s PMOS (Primary Specialty), SMOS (Secondary

Specialty), and Alternate (Additional Specialty) with the requirements of the document in
determining the soldier’s qualification.

e The system will notify you if the duty MOS/AOC does not match the soldier’s current
Primary, Secondary, Bonus, or Additional Specialty MOS. You will be allowed to
override this discrepancy.

e The system will allow you to override mismatching MOS/AOC, ASlI, SQI, Grade/Rank
(within the 2 up 1 below rule—that is, the soldier cannot be slotted to an authorization
that is more than two ranks above his or her current rank, or one rank below his or her
current rank), and Lang but will record the discrepancies in HRAR Section 1—Slotted
Soldiers.

e The system will ensure that soldiers are not slotted outside of their Military Personnel
Classification.

e The system will ensure that Active Army (AA) soldiers are not slotted across
components.

e The system will ensure that an attached soldier, if he or she already occupies a position in
the parent unit, is unslotted from the parent unit before he or she can be assigned to
another position in the attached unit.

e The system will allow MCU soldiers to be slotted across components.

e The system will allow more than one soldier to be slotted into one authorization. If you
attempt to assign more than one AA soldier into one authorization for the AA, the system
will display a message to notify you and provide the option to override the message.

e The system shall ensure that the duty assignment date is not a future date.

e The system shall ensure that the duty assignment date does not precede the previous duty
assignment date or the soldier’s arrival/attachment date to the unit.

13.3.1.3.6  System Updates
The system performs the following updates:

e The system updates the soldier’s current duty assignment data as per Military Personnel
Classification.

e The system updates the soldier’s duty title and duty date accordingly.
e The system updates the soldier’s position number and sequence number accordingly.

13.3.1.3.7 Transaction to TAPDB
The system sends the following transactions for all successful slotting actions:

e Transaction 4350: Current Duty Assignment Data (CO)
e Transaction 4355: Current Duty Assignment Data (WO)
e Transaction 4360: Current Duty Assignment Data (EN)
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13.3.1.4 SLOTTING—MESSAGE

If discrepancies occur in the slotting actions, the system will display the discrepancies,
separating those that can be overridden from those that cannot be overridden. Figure 13-36,
Slotting Message, provides an example of the Slotting Message page.

8 7

eMILPO Message Print  Help

The following discrepancies can be overridden by clicking on the corresponding checkboxes.
Override
JAMES, GREGORY was slotted to a position with mismatched MOS/AODC [F

The following discrepancies cannot be overridden. These slofting actions will not be saved.

LAMAR, CARL ALLAN was slotted outside of the Miltary Personnel Classification.
BRODERICK, MICHEAL J was slotted outside of the Military Personnel Classification.

OK

Figure 13-36: Slotting Message

To resolve a discrepancy, perform the following steps:

1. To override a discrepancy where allowed, click the corresponding checkbox in the Override
column.

2. If you do not wish to override the discrepancies, the system returns you to the Slotting page
to reslot the affected soldiers.

3. For those discrepancies that cannot be overridden, the system will not save the slotting
actions but will return you to the Slotting page to reslot the affected soldiers.

4. When all discrepancies have been resolved, click OK to proceed. The system will display
the Slotting—Summary page or return you to the Slotting page accordingly.

13.3.1.5 SLOTTING OVERSTRENGTH SOLDIERS

The Slotting page (shown in Figure 13-37, Slotting Overstrength Soldiers) allows the authorized
user to slot overstrength soldiers with the UMR code of 9990 into the paragraph headers of the
authorization document one at a time or in batch mode. The system will populate the Paragraph
Headings picklist with a combination of Para Line and Section for the selected UIC/Document
Effective Date combination. For multiple UIC combinations, the Paragraph Headings picklist
will also identify the Assign UIC of the Sections. The system will display a list of soldiers and
the corresponding data, including UMR Code, Rank, Name, Comp, MOS/AQOC, ASI, Language,
Home UIC, and Selected Paragraph.
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This page allows the user to slot the selected overstrength soldiers to the paragraph level of the authorization document.

» Toslot & soldier, select the soldier and paragraph heading of choice by clicking on the radiobutton in the Select column and
selecting a heading from the Paragraph Headings picklist. The system will populate the Selected Paragraph column.
+ Click "Submit™ to proceed. Click "Clese™ to exit without proceeding.

WO0101 (20051003)
UIC Selection(s):

Paragraph Headings: | Select One v
UMR MOS/ Home
Select Rank Name Comp . | ASI Lang Selected Paragraph

Code | : P | aoc g ie aragraf
(@] 2000 WA WAGHER, JILL LOUISE R W0404 [
(@] 2000 SPC |KENNEY, AMIE JUNE R 95C Yz o040 [
(@] 2000 SFC  |PATTERSON, DEBORAH MAE R 986G o040 [

Submit | Close |

Figure 13-37: Slotting Overstrength Soldiers

To slot overstrength soldiers, perform the following steps:

1. Select a soldier from the Soldiers table by clicking on the corresponding radio button in the
Select column.

2. Expand the Paragraph Heading picklist and select a value of choice. The system will
populate the Selected Paragraph column accordingly.

3. When all slotting actions are complete, click Submit to proceed. The system will validate
you selections and save the selections to the database.

4. Click Close to exit the page without proceeding. The system returns you to the UIC-
Selection Page.

13.3.1.6 SLOTTING—SUMMARY

The Slotting—Summary page (shown in Figure 13-38, Slotting—Summary) displays the
soldiers who have been slotted or unslotted during the working session. The system will display
the slotting data to include the SEQ/POSN. Under the subheading of Soldier, the system
displays the soldier’s Rank, Name, and MOS. Under the subheading of Authorization, the
system displays the slotted Rank, Section, Duty Title, Duty Date, Assign UIC, and MOS for
those soldiers successfully processed. The system will also display the counts for the total
number of soldiers processed in the session and total number of soldiers in the selected UIC,
categorized by slotted and unslotted. If you have selected multiple UIC combinations, the
system will categorize the soldier count by UIC, slotted and unslotted.
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Slotting - Summary
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This page displays the soldiers who have been slottedfunslotted in this session. The user has the option to slot any remaining unslotted
soldiers by clicking on the hyperlink in the Unslotted Soldiers colurmn.

s Click "Close™ to exit the page and return to the Main Menu.

WWDO102 (20051003)
UIC Selection(s):

, Soldier Authorization
SEQ/ =
POSN  Rank Name MOS | Rank Section Duty Title Duty Date Mos Ulléln
WO0102
024 N05T SPC YOUMG, CALEER ELI 25F | ED4 | CSG FORSCOM SIGINT AML 200680717 1619 93c | wWo0102
Total soldiers in this session Slotted Soldiers Unslotted Soldiers
1 1 0
Total soldiers in the unit Slotted Soldiers Unslotted Soldiers
9 5 4

Close

Figure 13-38: Slotting—Summary

If there are unslotted soldiers remaining in the unit, the system attaches a hyperlink on the count
of Unslotted Soldiers in the Total soldiers in the unit. Clicking on the hyperlink returns you to
the Slotting page to slot the remaining unslotted soldiers. Click Close to exit the page. The
system returns you to the Main Menu.

13.3.2  Slotting — No Authorized Documents

The Slotting — No Authorized Documents function allows you to add or update slotting type
information—such as duty title—for a 999* series soldier for whom there are no TAADS
authorization documents.

Figure 13-39, Slotting — No Authorized Documents Processes, illustrates the processes in
Slotting — No Authorized Documents.
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[ Main Menu

[ Slotting

[Slotting - No Authorized

Documents

Soldier Selection Soldier Data i Summary L

4{ Update Data }—

Figure 13-39: Slotting—No Authorized Documents Processes

N AN/

To initiate the process of updating slotting-type data for a soldier without authorized documents,
you must first build a soldier list. The search criteria available for this function are SSN, Last
Name, and UIC. (This process is detailed in Section 11.1, Soldier Selection Process). You may
only select one soldier at a time for this function. Once you selected a soldier for whom you
wish to make changes, the system displays the Slotting No Authorized Documents — Soldier
Data page.

13.3.2.1 SLOTTING NO AUTHORIZED DOCUMENTS — SOLDIER DATA

The Slotting No Authorized Documents — Soldier Data page (shown in Figure 13-40, Slotting
No Authorized Documents — Soldier Data) allows you to update duty information for a soldier
without authorized documents. The system displays the selected soldier’s Rank, Name, SSN,

and UIC.

In addition, eMILPO displays Basic Assignment Data for the soldier—such as Assignment Date,
Departure Date, UIC, Unit Designation, Assignment Location, and State—as read-only.

To update current duty assignment information for a soldier without authorized documents,
perform the following steps:

1. Enter a Duty Assignment Date (in yyyymmdd format) indicating the date the soldier reported
for his or her current duty assignment. This field defaults to the date of the current duty
assignment. This is a required field.

Enter a Duty MOS for the soldier. This defaults to the soldier’s current Duty MOS. This is a
required field.

Select the soldier’s skill level from the Duty Skill Level picklist. This is a required field.
Enter a Duty ASI for the soldier. This is a required field.

Enter an SQI for the soldier. This is a required field.

Select a language from the Language picklist. This is a required field.

no

o g~ w
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Slotting No Authorized Documents -
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This page allows the user to process current duty assignment data for a soldier. () denotes required fields.

e Click "Save™ to save the current record.
o Click "Close™ to exit the page.

SPC MATTHEW GALVIN SSN: UIC: WDLLBD

Basic Assignment Data

Assignment Date: 20060525 Departure Date:
UIC: WOLLBD
Unit Designation: 0224MIBN B CO HOME DE
Assignment Location: UNITED STATES State: GEORGIA

Current Duty Assignment Data

Duty MPC: Enlisted
Arrival Date: 20060225

“Duty Assignment Date: 20060525
‘Duty MOS: |38C
‘Duty Skill Level: |1-E1-E4 PROFICIENCY LEVEL +

“Duty ASI: |00
Sal: |0
“Language: |Yv-MNONE A

‘Duty Title: |INCOMING FERZOMNMEL

Codes for Unslotting: | 3992 - INCOMING PERSOMNMNEL (+

Save | Close |

Figure 13-40: Slotting No Authorized Documents—Soldier Data

7. Select a duty title from the Duty Title picklist. This is a required field. The system defaults
the Duty Title to INCOMING PERSONNEL.

8. Click Save to save the record. The system validates your entry and saves your changes. The
system generates the Slotting No Authorized Documents Summary page (Figure 13-42,
Slotting No Authorized Documents Summary) showing all completed actions.

9. Click Close to exit the page and return to the Main Menu.
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13.3.2.1.1 System Validations
The system performs the following validations:

e The system shall only retrieve records for soldiers who are a RECSTA G, 7, or 8 who fall
into a UIC that have no authorized document numbers.

e The system shall ensure that Duty Assignment Date is on or after the current arrival date
but and is not in a future date.

13.3.2.1.2 System Update

The system performs the following updates: The system updates the current duty assignment
data for the selected soldier.

13.3.2.1.3 Transaction to TAPDB
The system shall generate the following transactions to TAPDB

e Transaction 4360 for every enlisted soldier slotted.
e Transaction 4355 for every commissioned officer slotted.
e Transaction 4350 for every warrant officer slotted.

13.3.2.2 SLOTTING NO AUTHORIZED DOCUMENTS — SOLDIER DATA (999* CODE
CHANGE)

The Slotting No Authorized Documents — Soldier Data page [shown in Figure 13-41, Slotting
No Authorized Documents — Soldier Data (999* Code Change)] allows you to update the 999*
series code for a soldier without authorized documents. The system displays the selected
soldier’s Rank, Name, SSN, and UIC.

In addition, eMILPO displays Basic Assignment Data for the soldier—such as Assignment Date,
Departure Date, UIC, Unit Designation, Assignment Location, and State—as read-only.

To change the default 9992 series to another 999* series value for a soldier without authorized
documents, perform the following steps:

1. Select a code from the Codes for Unslotting picklist.

2. Enter a Duty Assignment Date (in yyyymmdd format) indicating the date the soldier reported

for his or her current duty assignment. This field defaults to the date of the current duty
assignment. This is a required field.

3. Click Save to save the record. The system validates your entry and saves your changes. The
system generates the Slotting No Authorized Documents Summary page (Figure 13-XX,
Slotting No Authorized Documents Summary) showing all completed actions.

4. Click Close to exit the page and return to the Main Menu.
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Slotting No Authorized Documents -
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This page allows the user to process current duty assignment data for a soldier. (%) denotes required fields.

e Click "Sawve™ to save the current record.
s Click "Close" to exit the page.

SPC MATTHEW GALVIN SSN: UIC: WDLLBD

Basic Assignment Data

Assignment Date: 20060525 Departure Date:
uIc: WoLLED
Unit Designation: 0Z24MIBN B CO HOME DE
Assignment Location: UNITED STATES State: GEORGIA

Current Duty Assignment Data
Duty MPC:  Enlisted
Arrival Date: 20080525
‘Duty Assignment Date: |20060525
Duty MOS: 9BC
Duty Skill Level: 1
Duty ASI: 00
10 e
Language: Y
Duty Title: OVERSTRENGTH

Codes for Unslotting: | 9930 - OYVERSTRENGTH v

Save ‘ Close |

Figure 13-41: Slotting No Authorized Documents—Soldier Data
(999* Code Change)

13.3.2.3 SLOTTING NO AUTHORIZED DOCUMENTS SUMMARY

The Slotting No Authorized Documents Summary page lists the soldier successfully updated in
the working session and his or her corresponding data (Rank, Name, SSN, Arrival Date, Duty
Title, and Duty Assignment Date). You have the option to view and/or print this page.
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Slotting No Authorized Documents -
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This page displays the soldier(s) processed in this session. Click "Close™ to exit the page.

Duty
Rank Name SSHN Arrival Date Duty Title Assignment

Date
SPC GALVIN, MATTHEWY NELSON 20060525 | OVERSTREMGTH | 20080525

Close

Figure 13-42: Slotting No Authorized Documents Summary
Click Close to exit the page. The system returns you to the Main Menu.

13.4 Duty Status

The Duty Status module lists the 12 most recent military duty statuses recorded for the soldiers
and the corresponding effective date and time. You have the option to add new statuses and to
remove the most current status. You may also view and print the Personnel Action report for
each successful action. The system will prompt you to confirm before changing a soldier’s
military duty status. Figure 13—-43, Duty Status Processes, illustrates the processes in the Duty
Status module.

O wanven

[ Duty Status ]

Soldier Selection Listing Soldier Data

* Add New Data
* Remove Existing Data

Figure 13-43: Duty Status Processes
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To initiate the process of adding or removing Duty Status data for a soldier, you must first build
a soldier list. (This process is detailed in Section 11.1, Soldier Selection Process). Once you
have built a soldier list and selected the soldiers for whom you wish to make changes, the system
will display the Duty Status—L.isting page. If the search results return more than one page, you
can navigate the pages by clicking Next or Previous where available.

13.4.1  Duty Status—Listing

The Duty Status—L.isting page (shown in Figure 13-44, Duty Status—L.isting) lists the 12 most
recently recorded military duty statuses for the selected soldier. The system displays the selected
soldier’s Rank, Name, SSN, and UIC as read-only. The system also displays the soldier’s
position on the soldier list and the total number of soldiers from the list.

Duty Status - Listing

hen,, el Qring Txip
D C C
N Wy & G

This page allows the user to update or remove one or more duty statuses for the selected soldier. Click an the
carresponding checkbox to add a duty status. The Status column will display the user's completed actions. The
Report column will allow the user to view andfor print the report using the browser's toolbar functions.

e Click "Submit” to proceed. Click "Mext” to proceed without saving.
s Click "Close™ to exit the page and terminate the warking session.

SPC MATTHEW GALVIN  SSN: UC: WDLLBD 10f1
. ) ) Effective Effective
Action Status Duty Status Date Time Report

SelectOne v PRESENT FOR DUTY 20060525 | 1554
IN-TRAMSIT 200605053 | 0001

PRESENT FOR DUTY 20060111 1531

IN-TRAMSIT 20060111 | 0001

PRESENT FOR DUTY 20020621 1018

IN-TRAMSIT 20020609 | 0001

PRESENT FOR DUTY 20040723 | 1115

IN-TRAMSIT 20040722 | 0001

PRESENT FOR DUTY 20040524 | 1136

IN-TRAMSIT 20040524 | 1135

PRESENT FOR DUTY 20040515 | 0332

[] Add Duty Status
Submit ‘ Mext | Close ‘
Figure 13—-44: Duty Status—Listing
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The following fields are available on this page:
e The Action column indicates the available action that you can select to perform.
e The Status column will be updated after all selected actions are completed.
e The Duty Status, Effective Date, and Effective Time columns provide the details of each
duty status.

After a successful addition or removal action, the Report column will allow you to click on a link
to view and/or print the duty status report.

13.4.1.1 REMOVE EXISTING DUTY STATUS

You may select to remove the most current duty status by selecting the appropriate action from
the Action picklist.

13.4.1.2 ADD NEw DUTY STATUS

To perform the Add New Duty Status function, perform the following steps:

1. To add new duty status, check the Add Duty Status checkbox.

2. Click Submit to proceed. The system will display the Duty Status—Soldier Data page for the
first selected action.

3. Click Next to proceed to the next soldier from the soldier list without saving. The system
will detect data selection on the page and prompt you to save or discard the data. If the
current page is the only or last soldier on the list, the system returns you to the Main Menu.

4. Click Close to terminate the working session. The system will detect data selection on the
page and prompt you to save or discard the data. The system returns you to the Main Menu.

13.4.2  Duty Status—Soldier Data—Add Mode

The Duty Status—Soldier Data page (shown in Figure 13-45, Duty Status—Soldier Data) allows
you to add a new military duty status for the selected soldier. The system displays the selected
soldier’s Rank, Name, SSN, UIC, and Action as read-only. The system also displays the
soldier’s position on the soldier list and the total number of soldiers from the list.
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Duty Status - Soldier Data
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This page allows the user to add a new duty status for the selected soldier. Please enter or select the
reguested data. (%) denotes a required field.

s Click "Save™ to save the current record. Click "Reset” to clear the fields.
o Click "Next” to proceed without saving. Click "Close™ to exit the page and return to the Listing page.

SPC MATTHEW GALVIN SSN: UIC: WDLLBD  Action: Add
Current Duty Status: PRESENT FOR DUTY
‘Duty Status: | Select One w

“Effective Date: 20060721 *Effective Time: |1301

CJAdd Duty Status

Save | Next | Closze |

Figure 13—-45: Duty Status—Soldier Data

To add a new military duty status for a soldier, perform the following steps:
1. The system displays the soldier’s current duty status as read-only.

2. You can expand the required Duty Status picklist and select an appropriate choice. Table
13-5, Duty Status Codes and Abbreviations, provides a list of the available values for this
picklist.

Codes Abbreviations

ADM ADMINISTRATIVE ABSENCE
AWC AWOL-CONFINED BY CIVILIAN
AUTHORITIES

AWL ABSENT WITHOUT LEAVE

CAP CAPTURED

CCA CONFINED BY CIVILIAN AUTHORITIES

CLV CONVALESCENT LEAVE

CMA CONFINED BY MILITARY AUTHORITIES

HOS HOSPITALIZED (NONBATTLE INCURRED)

HOW HOSPITALIZED (BATTLE INCURRED)

INT INTERNED

MIA MISSING IN ACTION

oLV ORDINARY LEAVE

PDY PRESENT FOR DUTY

SCA SENTENCED BY CIVIL AUTH FOR 30-180
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Codes Abbreviations

DAYS
SMA SENTENCED BY MILITARY AUTHORITIES
SND SICK-NOT IN THE LINE OF DUTY (LOD)
TDY TEMPORARY DUTY
XLV EXCESS LEAVE
TRA IN-TRANSIT

Table 13-5: Duty Status Codes and Abbreviations

3. The system defaults the required Effective Date and Effective Time to the system’s current
date and time based on the specific timezone. You may edit these fields as necessary.

4. Click Save to proceed. The system will validate your entry and forward you to the next
selected action from the Listing page, if any exist. If the current soldier is the last or only
action, the system returns you to the Listing page and update the Status column to show all
completed actions.

5. Click Next to proceed to the next action from the Listing page without saving. The system
detects data entry on the page and prompts you to save or discard the data. If the current
page is the only or last action on the list, the system returns you to the Listing page.

6. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. The system returns you to the Main Menu.

13.4.2.1 SYSTEM VALIDATIONS
The system performs the following validations:

e The system ensures that the Effective Date is not a future date.
e The system will display an error if the duty status date is before the soldier’s BASD.
e The system ensures that the duty status date must be after the most recent duty status.

e If the selected duty status is “CCA,” “CMA,” “AWC,” “AWL,” “SCA,” or “SMA,” the
system shall display an information message to notify you that additional information and
transactions have been generated for SFPA, Assignment Considerations, and Assignment
Eligibility.

13.4.2.2 TRANSACTION TO TAPDB
The system sends Transaction 4195: Military Duty Status to TAPDB.

13.4.3  Duty Status—Soldier Data—Remove Mode

The Duty Status—Soldier Data page in Remove mode allows you to view and remove an
existing military duty status for the selected soldier. The system displays the selected soldier’s
Rank, Name, SSN, UIC, and Action as read-only as well as the soldier’s position on the soldier
list and the total number of soldiers from the list. To remove a duty status for a soldier, perform
the following steps:

1. The system displays the current values for the selected duty status as read-only.

2. Click Save to proceed. The system will prompt you to confirm that the data are being
removed from the soldier’s record. The system then forwards you to the next selected action
as outlined in Add mode.
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3. Alternatively, you may click Next and Close.

4. The system sends a transaction to TAPDB as outlined Section 13.4.2.2, Transaction to
TAPDB.

13.5 Patient Tracking

The Patient Tracking module comprises the Soldier Patient History function. Exhibit 13-46,
Patient Tracking Processes, provides a illustrates the different processes in Arrival.

[ Main Menu ]
[ Patient Tracking ]

Soldier Patient
History

Figure 13—-46: Patient Tracking Processes

13.5.1  Soldier Patient History

The Soldier Patient History function allows you to view the patient tracking history for soldiers
within your UIC who are hospitalized. In addition, the function provides information on dates of
admittance, discharge, and hospital as well as status. Figure 13-47, Patient Tracking History
Processes, illustrates the processes within this module.

[ Main Menu )4

y

[ Patient Tracking ]
y

[Soldier Patient History)

A

Soldier Selection — Listing Soldier Data

A

> View Data

Figure 13—-47: Patient Tracking History Processes

To initiate the process of viewing patient tracking history data for a soldier, you must first build a
soldier list. The search criteria available for this module are as follows: SSN, UIC, Hospital,
and Hospital Code. (This process is detailed in Section 11.1, Soldier Selection Process). Once
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you have built a soldier list and selected the soldiers for whom you wish to make changes, the
system will display the Patient Tracking History - Listing page.

13.5.1.1 PATIENT TRACKING HISTORY - LISTING PAGE

The Patient Tracking History - Listing page displays patient tracking history data for the soldier.
This page lists the soldier's Rank, Name, SSN, Status (for example, Out Patient), Hospital, Date
Admitted/Arrived, and the Date Discharged/Departed. You have the option to view a record or
print the page.

To view a patient tracking history record for the soldier, perform the following steps:

1. Click the Select radio button and click OK. The system displays the Patient Tracking History
— Soldier Data page, shown in Figure 13-48, Patient Tracking History — Listing.

2. Click Next to advance to the next soldier in the list. If the current soldier is the last or only
soldier from the soldier list, the system displays the Main Menu.

3. Click Close to terminate the working session and return to the Main Menu.

Patient Tracking History- Listing

S G O C

This page allows the user to view specific patient tracking history data. Select a history to see more details.
Click "0OK™ to proceed. Click "Next™ to preceed to a next soldier. Click™Close™ to exit the page and terminate
the working session.

SGT RYAN COFFIELD  SSN: UIC: WAROTO 10f1
) " Date Date
Sl S 5] Admitted/Arrived Discharged/Departed
] INFATIEMT 332 EMDG-BALAD 20051002 20051002
LANDSTUHL REGIOMNAL
) INPATIENT MEDCEN 20051002 20051009

0 INPATIENT WQ:TSEH'TNRGET%DN%“’&C' 20051008 20051030

oK ‘ Next | Close |

Figure 13-48: Patient Tracking History — Listing

13.5.1.2 PATIENT TRACKING HISTORY — SOLDIER DATA

The Patient Tracking History — Soldier Data page—shown in Figure 13-49, Patient Tracking
History — Soldier Data—displays the following information as read-only: Rank, Name, UIC,
Action, position on the record list and number of records in the list, Hospital, PAD DSN#, CIV#,
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Status, Condition, Destination, Date/Time Admitted/Arrived, Date/Time Discharged/Departed,
Date/Time Last Update, Disposition, and Remarks.

Patient Tracking History- Soldier Data

G G O G

This page allows the user to view Patient Tracking data for a soldier.
e Click "Close™ to exit the page.

SGT RYAN COFFIELD SSN: UIC: WAROTO ACTION: View

“Hospital:
PAD DSNz:
“Status:

Destination:

“Date/Time

332 EMDG-BALAD

Mone CIVZ: Mone

INPATIEMT “Condition: “VERY SERIOUSLY ILLANJURED

LANDSTUHL REGIONAL MEDCEN

200510020803

Admitte d/Arrived:

DateTime

Discharged/Departed: 2SI IRZS

‘Disposition: TRANSFERRED TO ARMY MTF

[DateTime Last Update: 20060724/1421 AKO User ID:  Initial Load

Remarks:

Close

Figure 13—-49: Patient Tracking History — Soldier Data

Click Close to exit the page. The system returns you to the Main Menu.
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13.6 Assignment History

Assignment History consists of Assignment/Duty History, and Tour Credits. The
Assignment/Duty History module lists the current and previous military assignments, both
CONUS and OCONUS, for the selected soldier. The Tour Credits module allows you to add,
update, or remove tour credit data for a soldier. Figure 13-50, Assignment History Processes,
illustrates the different processes in Assignment History.

[ Main Menu j

[ Assignment History ]
Assignment/Duty

History
Tour Credits

Figure 13-50: Assignment History Processes

13.6.1  Assignment/Duty History

The Assignment/Duty History module lists the current and previous military assignments, both
CONUS and OCONUS, for the selected soldier. The system also tracks the duty assignment
histories within an assignment for the soldier. You have the option to update or remove one or
more existing assignment history or duty assignment history data, and to add a new assignment
history or duty assignment history data. If the soldier’s record shows an overlap of dates
between assignments, you will need to update an existing assignment to correct the dates
accordingly. Figure 13-51, Assignment/Duty History Processes, illustrates the processes in the
Assignment/Duty History module.

[ Main Menu ]7

[Assig nment/Duty History)

Soldier Selection Listing Soldier Data

Add New Data
Update Existing Data
Remove Existing Data

Figure 13-51: Assignment/Duty History Processes
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To initiate the process of adding, updating, or removing assignment history data for a soldier,
you must first build a soldier list. (This process is detailed in Section 11.1, Soldier Selection
Process). Once you have built a soldier list and selected the soldiers for whom you wish to make
changes, the system will display the Assignment History Listing page. If the search results
return more than one page, you can navigate the pages by clicking Next or Previous where
available. The OK button will only be enabled on the last page of the soldier list.

13.6.1.1 ASSIGNMENT HISTORY LISTING

The Assignment History Listing page (shown in Figure 13-52, Assignment History Listing) lists
the current and previous military assignments that exist in the database for the selected soldier.
The system displays the soldier’s Rank, Name, SSN, and UIC as read-only. The system also lists
the current assignment for the soldier and displays all assignment history currently recorded in
the database for the soldier.

Assignment History Listing

© @ @

This page allows the user to add, update ar remave one ar multiple assighment history data. Select fram the
corresponding picklist to update or remove. Click an the checkbox to add.

« Click "Submit™ to proceed. Click "Close™ to exit the page and terminate the warking session.

SPC MATTHEW GALVIN SSH: UIC: WDLLBD

Action Status uic Unit Designation Start Date | End Date
Select One w WOLLED 02Z24MIEBN B CO HOME DE 20060525 \CURRENT
SelectOne w WAQJAE |ENL MON DIv REP 20060522 | 20080524
Select One w WESAZ USAIC FH CO A TR 344TH M 20060111 | 20080505
Select One w WIESAE (USAIC FH CO B TR 344TH 20050821 | 20080111
Select One + WIECIM |CO D 223 Ml BM DLIFLC TR 20041105 | 20050609
Select One + WIECZ) TR CO A 229 Ml BN DLIFLC 20041021 | 20041105
Select One w WIECZK TR CO B 229 MI BN DLIFLC 20040723 | 20041021
Select One w WIGRTR |(CO C 2BN BOTH INF TR 20040521 | 20040722
Select One w WOUE?A RECEPTEE CD 120TH AG B 20040514

[] Add Assignment Histary

Submit | Closs ‘

Figure 13-52: Assignment History Listing
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The following fields are available on this page:
e The Action column displays the available actions.

e The Status column is populated after you have completed all actions. The Status column
will show your completed actions.

e The UIC, Unit Designation, Start Date, and End Date columns indicate the details of each
assignment. The current assignment is displayed first, with “Current” listed in the End
Date field; this record is not editable.

13.6.1.1.1 Updating or Removing Assignment History

You can update or remove one or more assignment history listings on the Listing page by
selecting the corresponding action type from the Action picklist. Follow the steps described in
Section 13.6.1.1.2, Add Assignment History, to complete the process.

13.6.1.1.2 Add Assignment History
Complete the following steps to add new assignment history data:
1. Click on the Add Assignment History checkbox to add a new assignment history.

2. Click Submit to proceed. The system will display the Assignment/Duty History—Soldier
Data page for the first selected action from the Listing page. The system returns you to the
Listing page after all selected actions are completed and update the Status column, listing all
completed actions and adding any new assignment history data for the selected soldier.

3. Alternatively, you can click Close to terminate the working session. If the current soldier is
the only soldier on the soldier list, the system returns you to the Main Menu.

4. If the current soldier is not the only soldier on the soldier list, the system will prompt you to
confirm that you wish to terminate the working session. If you answer Yes, the system will
display the Main Menu. If you answer No, the system returns you to the current page for
further processing.

13.6.1.2 ASSIGNMENT/DUTY HISTORY—SOLDIER DATA—ADD MODE

The Assignment/Duty History—Soldier Data page (shown in Figure 13-53, Assignment/Duty
History—Soldier Data—Add Mode) in Add mode allows you to add assignment history data for
the selected soldier. You also have the option to add duty assignment history for the current
assignment. The system displays the standard soldier’s Rank, Name, SSN, UIC, and selected
Action as read-only.

Complete the following steps to add assignment history:

1. Under the heading of Basic Assignment Data, expand the Assignment Type picklist and
select from CONUS or OCONUS. This is a required field.

2. Enter the UIC in the provided text-entry field. The system will populate the required Unit
Designation based on the provided Assignment Type and UIC. You have the option to edit
these data.

3. Ifthe UIC is a CONUS UIC, the system will also populate the Assignment Location with
UNITED STATES and with the State that is the home state of the UIC. You may correct
these data as necessary.
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Assignment/Duty History - Soldier Data
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This page allows the user to process assignment history data for a soldier. (%) denotes required fields.

s Click "Save™ to save the current record. Click "Reset™ to clear the fields.
e Click "Mext” to proceed without saving. Click "Close™ to exit the page.

SPC MATTHEW GALVIN SSH: UIC: WDLLBD  ACTION: Add
Basic Assignment Data
“Assignment Type: | Select One
ulcC:

“Unit Designation:

‘Locale: “CMD:
“Assignment Date: “Departure Date:
Assignment Location: | Select One b
State: | Select One b

Duty Assignment History
Duty Assignment

Action Status Date Duty MOS/ACQC Duty Title
] Add Assignment Histary [] Add Duty Assignment Histary

Save | Reset | Mt | Close |

Figure 13-53: Assignment/Duty History—Soldier Data—Add Mode

4. If you select an Assignment Location other than UNITED STATES, the system will hide the
State field.

5. Enter the required Assignment Date and Departure Date for the assignment in the provided
text-entry fields. These are required fields.

6. You have the option to add duty assignment history for the current history by clicking on the
Add Duty Assignment History checkbox. The system will return to the Assignment/Duty
History—Soldier Data screen to show any added duty assignment history.

7. The Action column stores the available actions: Update and Remove.

8. The Status column will be updated after all selected actions have been completed to show all
statuses.
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9. The Duty Assignment Date, Duty MOS/AQC, and Duty Title provide details pertaining to
each duty assignment.

10. You may update and/or remove existing duty assignment histories by selecting the
appropriate choice from the Action picklist.

11. Check the Add Assignment History checkbox to add another assignment history.

12. Check the Add Duty Assignment History checkbox to add another duty assignment history
for the listed assignment.

13. Click Save to save the current record and proceed to the next action, if one exists. If you had
selected to perform additional actions for the current soldier, the system will loop through all
selected actions. The system then returns you to the Listing page and update the Status
column to show all completed actions.

14. Click Reset to clear all text-entry fields and reset all other form elements to their default
values, if any exist. The system will return the location cursor to the first text-entry field on
the page.

15. Click Next to skip this action. The system detects data entry on the page and prompts you to
save or discard the data. If no other selected action exists, the system returns you to the
Listing page and update the Status column to show all completed actions.

16. Click Close to exit the page and return to the Listing page. The system detects data entry on
the page and prompts you to save or discard the data. The system then returns you to the
Listing page and updates the Status column to show all completed actions.

13.6.1.2.1 System Validations
The system performs the following validations:

e The system ensures historical assignment dates fall within a valid range.
e The system ensures historical assignment dates are prior to the current assignment date.

e The system ensures that the combination of selected Assignment Type and UIC are valid
and that the Assignment Location reflects the UIC.

13.6.1.2.2 System Updates

The system performs the following updates:
e The system shall update the assignment PCS date with the departure date.
e The system shall default the arrival date as the Duty Assignment Date.

e The system shall auto-calculate the DEROS Date for OCONUS assignments based on the
assignment date and the tour length.

13.6.1.2.3 Transaction to TAPDB

The system sends Transaction 4410 (for enlisted only): Correction to Previous Unit Assignment
Data to TAPDB.

13.6.1.3 ASSIGNMENT/DUTY HISTORY—UPDATE MODE

The Assignment/Duty History page (shown in Figure 13-54, Assignment/Duty History—Soldier
Data—Update Mode) in update mode allows you to update the selected assignment history and
any corresponding duty assignment histories for the soldier. The system will display the
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Assignment/Duty History—Soldier Data page prepopulated with the existing values for the
selected soldier’s record. The system displays the standard soldier’s Rank, Name, SSN, UIC,
and selected Action as read-only. The system also displays the current values for any
corresponding duty assignment history and allows you to update or remove those values. In
addition, the Locale and CMD fields are prepopulated according to the UIC; you can edit these
fields. Further, if the UIC field is blank, the Locale and CMD fields are required fields.

Assignment/Duty History - Soldier Data
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This page allows the user to process assignment history data for a soldier. (%) denotes required fields.

s Click "Save™ to save the current record.
e Click "Next” to proceed without saving. Click "Close™ to exit the page.

SPC MATTHEW GALVIN SSN: UIC: WDLLBD  ACTION: Update
Basic Assignment Data
Assignment Date: 20050525 Departure Date:
Ulc: WOLLED
Unit Designation: 022Z4MIEBN B CO HOME DE
Assignment Location: UNTED STATES State: GEORGIA,

Duty Assignment History

Dty Assignment

Action Status Date

Duty MOS/AQC Duty Title

20060525 98¢ OWERSTREMGTH

[J Add Duty Assignment Histary

Save ‘ Mext ‘ Close |

Figure 13-54: Assignment/Duty History—Soldier Data—Update Mode

The following fields are available on this page:
e The Action column displays the available actions.
e The Status column will show your completed actions.

e The Duty Assignment Date column identifies the date the soldier reported to start the
duty.

e The Duty MOS/AOC and Duty Title columns indicate the skills and title the soldier
occupied for the particular duty.
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13.6.1.3.1 To Update or Remove Current Duty Assignment History

You can update or remove one or more listed duty assignment histories by selecting the
corresponding action type from the Action picklist.

13.6.1.3.2 To Add A New Duty Assignment History
To add a new duty assignment history, perform the following steps:
1. Click on the Add Duty Assignment History checkbox to add a new listing.

2. Click Save to save data entered on this page. The system will validate your entry and
forward you to the next selected action from the Assignment History—L.isting page, if any
exist. If the current page is the only or last action selected from the Listing page, the system
returns you to the Assignment History Listing page and update the Status column.

3. Click Next to skip this action and proceed to the next action on the list, if one is available.
The system detects data entry on the page and prompts you to save or discard the data. If the
current page is the only or last action selected from the Listing page, the system returns you
to the Assignment History Listing page and update the Status column.

4. Click Close to terminate the working session.

13.6.1.4 ADD DUTY ASSIGNMENT HISTORY FOR THE CURRENT ASSIGNMENT

The Duty Assignment History—Soldier Data page (shown in Figure 13-55, Duty Assignment
History—Soldier Data—Add Mode) allows you to add a duty assignment history data for the

selected assignment. The system displays the soldier’s Rank, Name, SSN, UIC, and selected

Action as read-only.

To add a duty assignment history data for a soldier, perform the following steps:

1. The system defaults the Duty MPC to the soldier’s current military personnel classification.
You may select an alternate choice as necessary. Table 13-7, Military Personnel
Classification Codes and Abbreviations, provides a list of the available choices.

Codes ‘ Abbreviations
E ENLISTED
w WARRANT OFFICER
C COMMISSIONED OFFICER

Table 13-7: Military Personnel Classification Codes and Abbreviations

The system displays the Arrival Date as read-only.
The Duty Assignment Date field is a required field. You can edit this field.
The Duty Duration field is a required field.

The Duty MOS, Duty Skill Level, Duty ASI, and SQI are editable, free-text fields. Note:
Figure 13-56, Duty Assignment History—Soldier Data—Add Mode, provides an example of
an Add mode screen for an enlisted soldier. Warrant officers will have the Duty MOS, Duty
ASI, and SQI fields available for text entry. Commissioned officers will have the Duty AOC
and Skill Code fields available for editing.

o s~ wD
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Duty Assignment History - Soldier Data
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This page allows the user to enter a historical duty assignment data for the selected saldier. Please enter the
requested data. (*) denotes required fields.

s Click "Save” to save the current record. Click "Mext™ to skip this soldier.
s Click "Reset™ to clear the fields. Click "Close” to exit the page and terminate the warking session.

SPC MATTHEW GALVIN SSN: UIC: WDLLBD ACTION: Add

“Duty MPC: |Enlisted b
Arrival Date: 200850522
‘Duty Assignment Date: |20060522
“Duty Duration: |0 Wanths
“Tuty MOS: |33C
“Duty Skill Level: |[1-E1-E4FROFICIENCY LEWVEL

‘Duty ASI: |00
Sal: |0
‘Language: |~™'-MNOME hd

“Duty Title: |INCOMING FERSOMNMNEL

(] Add Duty Assignment Histary

Save | Reset ‘ Mt | Close ‘

Figure 13-55: Duty Assignment History—Soldier Data—Add Mode

6. Enter the Duty Title for the assignment in the provided text-entry field.

7. Click Save to save the data to the database. The system will validate your entry and forward
you to the next selected action from the Assignment History—Soldier Data page, if any exist.
If the current page is the last or only action, the system returns you to the Assignment
History—Soldier Data page and update the Status column to show all completed actions.

8. Click Reset to clear all fields.

9. Click Next to advance to the next selected action, if any exist. The system detects data entry
on the page and prompts you to save or discard the data. If the current page is the last or only
action, the system returns you to the Assignment/Duty History—Soldier Data page and
update the Status column to show all completed actions.
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10. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. Otherwise, the system returns you to the Main
Menu.

13.6.1.4.1 System Validations

The system ensures that the range of Duty MOS, Duty ASI, and SQI are valid for the soldier’s
Duty MPC.

13.6.1.4.2 Transactions to TAPDB
The system sends the following transactions to TAPDB:

e Correction of Previous Assignment Data Transaction 4420: Transaction for a
Commissioned Officer

e Correction of Previous Assignment Data Transaction 4425: Transaction for a Warrant

Officer
e Correction of Previous Assignment Data Transaction 4430: Transaction for an Enlisted
Soldier
13.6.1.5 UPDATE/REMOVE DUTY ASSIGNMENT HISTORY FOR THE CURRENT ASSIGNMENT

The Duty Assignment History—Soldier Data page in update or remove mode allows you to
revise or remove one or more duty assignment history data for the selected assignment. The
system displays the standard soldier’s Rank, Name, SSN, UIC, and selected Action as read-only.

13.6.2  Tour Credits

The Tour Credits function allows you to track overseas assignment tours for a soldier. Tour
Credits allows you to add, update, and remove overseas tour data for a soldier. Figure 13-56,
Tour Credits Processes, illustrates the processes in the functional category of Tour Credits.

[ Main Menu ]
[ Tour Credits ]
OS Tour Credits OS Tour Credits 0s Tﬁl;:ir?redlts
Listing Soldier Data 9

Add Data
Update Data

Remove Data

Figure 13-56: Tour Credits Processes

To initiate the process adding, updating, or removing overseas tour credit information for a

soldier, you must first build a soldier list. The search criteria available for Tour Credits are SSN,
Name, and UIC. (This process is detailed in Section 11.1, Soldier Selection Process). Once you
have built a soldier list and selected the soldiers for whom you wish to make changes, the system
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will display the OS Tour Credits Listing page. If the search results return more than one page,
you can navigate the pages by clicking Next or Previous where available. The OK button will
only be enabled on the last page of the soldier list.

13.6.2.1

OS ToOuR CREDITS LISTING

The OS Tour Credits Listing page (shown in Figure 13-57, OS Tour Credits Listing) displays the
selected soldier’s rank, name, SSN, and UIC as read only as well as the soldier’s position on the
soldier list. The OS Tour Credits Listing page displays the following read-only fields:

e Inthe display area above the table:

# OS Long Tours

# OS Short Tours

# OS Combat Tours

# OS Operational Deployment Tours
# OS Restricted Tours

Dwell Time

e Inthe table:

Action

Status

OS Start Date

OS End Date

OS Country

Tour Type

No. of Months

Tour Completion Status
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0S Tour Gredits Listing
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This page allows the user to add, update or remove overseas tours. The Status colurn will display the user's
completed actions. Select from the corresponding picklist to update or remove existing overseas tours. Click on

the checkbox to add a new overseas tour

s Click "Submit” to proceed. Click "Next™ to proceed without saving. Click "Close™ to exit the page and

terminate the warking

S5G DANIEL GALVIN SSN:

# 0S5 Long Tours:
#Z (S Combat Tours:

# (S Restricted Tours:
Action Status
SelectOne »
SelectOne »

SelectOne +

SelectOne +

Figure 13-57: OS Tour Credits Listing

SESSI0N.

0
2
0

0S Start
Date

20020119

20030303

20020605

19971028

Submit |

UIC: WHI1LAA

# 0S Short Tours: 3
# 0S Operational
Deployment Tours:

Dwell Time: 20051203
03_‘52(' 0S Country Tour Type
20051203 AFGHAMISTAM | COMBAT
20040310 IRAG COMBAT
GERMAMY
19931116 RET(%%%&OF SHORT

[Jadd OS Taur Credit

Next | Close ‘

2 of 26
£ bdo 29 Diays
Tour
lnznﬁ:g Completion
Status
10 LN RO
MORMAL
12 TOUR
COMPLETED
3B
MORMAL
13 TOUR
COMPLETED

You have the capability to add, update, or remove an overseas assignment record for the selected
soldier. To add a record, check the Add OS Tour Credit checkbox and click Submit. The system
displays the OS Tour Credits—Soldier Data page. To update or remove deployment data for the
soldier, select Update from the drop-down in the Action column and click Submit. The system
displays the OS Tour Credits—Soldier Data page. Click Close to exit return to the Main Menu

without saving any changes.

13.6.2.2

OS TouRr CREDITS—SOLDIER DATA—ADD MODE

The OS Tour Credits—Soldier Data—Add Mode page (shown in Figure 13-58, OS Tour
Credits—Soldier Data—Add Mode) allows you to add overseas tour credits data for a soldier.
The system displays the soldier’s rank, name, SSN, current UIC, and current action as read-only.
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0S Tour Credits - Soldier Data
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This page allows the user to add new Overseas Tour Credits for the selected soldier. Please enter or select the
requested data. (%) denotes a required field.

o Click "Save™ to save the current record. Click "Next™ to proceed without saving.
e Click "Reset™ to clear the fields. Click "Close™ to exit the page and terminate the warking session.

SSG DANIEL GALVIN SSN: UIC: WH1LAA  Action: Add
“0S Tour Start *0S Tour End
Date: Date:
“Tour Type: | SelectOne v et i
ype: Months:
“0S Country: | SelectOne “
“Tour
Completion | SelectOne A

Status:

[lAdd OS Tour Credit

Save | Reset | Next | Close |

Figure 13-58: OS Tour Credits—Soldier Data—Add Mode

Follow these steps to enter overseas tour credits data for a soldier:

1. Enter the OS Tour Start Date in the text-entry field provided. The date should be entered in
YYYYMMDD format, where YYYY is the year, MM is the two-digit month (for example,
05 for May), and DD is the two-digit day (enter a leading zero if the day is less than 10).

2. Enter the OS Tour End Date in the text-entry field provided. The date should be entered in
YYYYMMDD format, where YYYY is the year, MM is the two-digit month (for example,
05 for May), and DD is the two-digit day (enter a leading zero if the day is less than 10).

3. Expand the Tour Type picklist and select either Short, Long, Combat, or Operational
Deployment (Non-Combat).

Expand the OS Country picklist and select the country where the soldier served his or her

tour.
5. Expand the Tour Completion Status picklist and select from one of the following values:

Normal Tour Completed

Normal Tour Not Completed

Tour With Dep in CMD Was Not Compl — Invol Curtailed
Tour W/O Dep in CMD Was Not Completed — Vol Curtailed
Tour W/O Dep in CMD Was Not Compl — Invol Curtailed
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e Tour W/O Dependents in Command Was Completed

e Tour With Dependents in Command Was Completed

e Tour W/O Dep in Dependent Restricted Area Completed

e Tour W/O Dep in Dependent Restricted Area Not Completed
e Unknown

6. Click Save to save the current record. The system validates your data entry and updates the
soldier’s record accordingly. The system then forwards you to the next soldier on the list, if
one exists. If the current soldier is the only or last soldier on the list, the system generates the
OS Tour Credits Listing page, which lists the soldier’s overseas tour credit data and indicates
the action taken in the Status column. You may also click Reset to clear the fields.

7. Click Next to advance to the next soldier on the list, if one exists. The system detects data
entry on the page and prompts you to save or discard the data. If the current soldier is the
only soldier from the soldier list, the system returns you to the Main Menu. If you have
saved any previous data, the system generates the OS Tour Credits Listing page, which lists
the soldier’s overseas tour credit data and indicates the action taken in the Status column.

8. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. If you have saved any previous data, the system
generates the OS Tour Credits Listing page, which lists the soldier’s overseas tour credit data
and indicates the action taken in the Status column. Otherwise, the system returns you to the
Main Menu.

13.6.2.2.1 System Validations
The system performs the following validations:

e The start date entered shall be greater than the earliest date of the following: PEBD and
MIL_EAD_DT.

e The OS Tour Start Date and OS Tour End Date may not be a future date.

e The system will verify the soldier’s Tour Completion Status before updating the number
of tours. If the tour was not completed, the number of tours will not be added to the
soldier’s record.

13.6.2.2.2 System Updates
The system will update the following information in the soldiers’ records:

e |f the soldier’s Tour Completion Status indicates that the tour has been completed, the
system will update the number of tours for the soldier.

13.6.2.2.3 Transaction to TAPDB

The system will send the following transaction: Transaction Number 4368: Overseas Tour
History Data.
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13.6.2.3 OS ToUR CREDITS—SOLDIER DATA—UPDATE MODE

In the Update mode of an OS Tour Credits record for a soldier, the system displays the current
values in the database for the selected soldier. You can edit those values and click Save. The
system will validate and update your data entry as outlined in Add mode. The system will send
transactions to TAPDB as outlined in Add mode. Alternatively, you can click Next or Close.
Figure 13-59, OS Tour Credits—Soldier Data—Update Mode, provides an example of the
update page.

0S Tour Gredits - Soldier Data

Weng, welp ity exir

6 @ @ G

This page allows the user to add new Overseas Tour Credits for the selected soldier. Please enter or select the
reguested data. (%) denotes a required field.

e Click "Save” to save the current record. Click "Mext™ to proceed without saving.
e Click "Reset” to clear the fields. Click "Close™ to exit the page and terminate the warking session.

S5G DANIEL GALVIN SSN: UIC: WH1LAA  Action: Update

0S Tour S.mlT 0050517 0S Tour Fll(! SN0G0E2D
Date: Date:
. ) *Mumber of
Tour Type: |SHORT Months:
“0S Country: | GERMANY b
“Tour
Completion | NORMAL TOUR COMFLETED A
Status:
Save | Mext | Close |

Figure 13-59: OS Tour Credits—Soldier Data—Update Mode

13.6.2.4 OS ToUR CREDITS—SOLDIER DATA—REMOVE MODE

In the Remove mode of a OS Tour Credits record for a soldier, the system displays the current

values in the database for the selected soldier as read-only. You can view the record and click

Save to remove the record from the database. Figure 13-60, OS Tour Credits—Soldier Data—

Remove Mode, provides an example of the remove page.

1. Select Remove from the Action picklist next to the record you want to delete and click
Submit.

2. The system will prompt you to confirm that the record is being removed from the database.

3. If you answer Yes, the system will remove the record and advance you to the next soldier, if
any exist. If the current soldier is the last or only soldier, the system generates the OS Tour
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Credits Listing page, which lists the soldier’s overseas tour credit data and indicates that the
record was removed.

4. 1f you answer No, the system returns you to the current page for further processing.
5. You have the option to click Next or Close.
6. The system will send transactions to TAPDB as outlined in Add mode.

0S Tour Gredits - Soldier Data
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This page allows the user to remove Owerseas Tour Credits for the selected soldier.

s Click "Save™ to save the current record. Click "Next™ to proceed without saving.
s Click "Close™ to exit the page and terminate the working session.

SSG DANIEL GALVIN SSN: UIC: WH1LAA  Action: Remove
“0S Tour Start Date: 20050517 “0S Tour End Date: 20060520
“Tour Type: SHORT ‘Mumber of Months: 13

“0S Country: GERMANY
“Tour Completion Status: NORMAL TOUR COMPLETED

Save | Next | Close |

Figure 13-60: OS Tour Credits—Soldier Data—Remove Mode

13.6.2.5 OS TouR CREDITS LISTING (SUMMARY)

After you complete an action, eMILPO returns you to the OS Tour Credits Listing page and
displays OS Tour Credits data for the soldier. If a record was deleted, the Action column will
indicate the record was deleted. Figure 13-61, OS Tour Credits Listing (Summary), provides an
example of a soldier for whom a record has been removed.
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0S Tour Gredits Listing
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This page allows the user to add, update or remove overseas tours, The Status column will display the user's
completed actions. Select frarn the corresponding picklist to update or remove existing overseas tours. Click on
the checkbox to add a new overseas tour.
s Click "Submit” to proceed. Click "Next” to proceed without saving. Click "Clese™ to exit the page and
terminate the working session.

SSG DANIEL GALVIN SSN: UIC: WH1LAA 1o0f1

£ 0S5 Long Tours: 0 # (S Short Tours: 3
# 05 Operational

# S Combat Tours: 2 Deployment Tours:

# 0% Restricted Tours: 0 Dwell Time: 20051203 7 Mo 24 Days
) Tour
Action Status OS.Stﬂl‘l OS_E"(I 0S Country Tour Type LB (1 Completion
Date Date Months
Status
MNORMAL
Removed | 20050517 | 20060620 IRELAND SHORT 13 TOUR
COMPLETED
SelectOne v 20050119 | 20051203 AFGHANISTAM | COMBAT 10 LM BT CWYT
NORMAL
SelectOne v 20030303 | 20040310 IRAD COMBAT 12 TOUR
COMPLETED
SelectOne v 20020805 GERMANY 36
MORMAL
SelectOne v 19971028 | 19981116 REi%E;IEEOF SHORT 13 TOUR
COMPLETED

[JAdd 05 Tour Credit

Submit ‘ Next | Close |

Figure 13-61: OS Tour Credits Listing (Summary)

Click Close to exit the page. The system returns you to the Main Menu.
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13.7 Reserve Component Accounting

Reserve Component Accounting is the process of placing a National Guard or Reserve soldier on
active duty. The objective of this process is to transfer administrative control of a soldier’s
record from the appropriate Reserve or National Guard application to AHRS. The Reserve
Component Accounting module allows the authorized user to mobilize one or more soldiers from
the Reserve or Guard in the event of war or national emergency. You also have the option to
mobilize a unit, and demobilize soldiers and units. Reserve Component Accounting offers the
following functionality:

Soldier Mobilization
Soldier Demobilization
Unit Mobilization

Unit Demobilization
Attach RC Soldier

Figure 13-62, Reserve Component Accounting Processes, illustrates the processes in
Mobilization.

[ Main Menu j

[Reserve Component Accounting]

Soldier Mobilization

Soldier Demobilization

Unit Mobilization

Unit Demobilization

Attach RC Soldier

Figure 13-62: Reserve Component Accounting Processes
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13.7.1 Soldier Mobilization

This page allows you to mobilize one or more Reserve and Guard component soldiers to active
duty as Individual Ready Reserve (IRR), Individual Mobilization Augmentees (IMA), and Troop
Program Units (TPU) on a one-by-one basis. Figure 13-63, Soldier Mobilization Processes,
illustrates the processes in Soldier Mobilization.

[ vanwen

[ Mobilization ]

[ Soldier Mobilization

Soldier Selection Soldier Data i Summary L

4{ Add Data }7

Figure 13-63: Soldier Mobilization Processes

To initiate the process of adding soldier mobilization data for a soldier, you must first build a
soldier list. For this function the only search criterion available is SSN. (This process is detailed
in Section 11.1, Soldier Selection Process). Once you have built a soldier list and selected the
soldiers for whom you wish to make changes, the system will display the Soldier Mobilization—
Soldier Data page. If the search results return more than one page, you can navigate the pages by
clicking Next or Previous where available.

13.7.1.1 SOLDIER MOBILIZATION—SOLDIER DATA

The Soldier Mobilization—Soldier Data page (shown in Figure 13-64, Soldier Mobilization—
Soldier Data) allows you to mobilize one or more Reserve Component soldiers to active duty.
The system displays the selected soldier’s Rank, Name, SSN, UIC, and Action as well as the
soldier’s position on the soldier list and the total number of soldiers from the list.

To mobilize a soldier, perform the following steps:

1. Enter a Report Date (in yyyymmdd format) indicating the date the soldier needs to report to
the unit. This is a required field.

2. Provide a Gaining UIC indicating the UIC to which the soldier will be arriving. This is a
required field.

3. The system prepopulates the MPC and Previous MPC fields to show the soldier’s current and
previous (before mobilization) Military Personnel Classification.

4. The system defaults the MPA Type for Soldier Mobilization to NB—INVOLUNTARY
ACTIVATION (NON-STRENGTH). You may not edit this field.
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Soldier Mobilization - Soldier Data

S @ © G

This page allowes the user to mobilize Reserve Component soldiers to active duty as individuals from the
Individual Ready Reserve (IRR] ar Individual Mobilization Augmentees (IMA), and Troop Program Units (TPLY on
a ane-hy-one basis. Please enter or select the requested data. (%) denotes a required field.

e Click "Save™ to save the current record. Click "Next™ to proceed without saving.
+ Click "Reset” to clear the fields. Click "Close™ to exit the page and terminate the warking sessian.

PV1 JONATHAN GEORGES SSN: UIC: WP3BT0 ACTION: Add 1of1
“Report Date: *Gaining UIC:
MPC: ENLISTED “Previous MPC:
MPA Type:
‘MPA Reason: | Select One b
save | Reset ‘ Next | Close |

Figure 13—-64: Soldier Mobilization—Soldier Data

5. The system stores the valid range of values for the MPA Reason in the corresponding
picklist. Expand the list and select an appropriate choice for the mobilization. Table 13-8,
MPA Reason Codes and Abbreviations, provides a list of the available values for the picklist.

Codes Abbreviations

RS PRESIDENTIAL CALL-UP—INDIVIDUAL
RT PRESIDENTAL CALL-UP—UNIT

RU PARTIAL MOBILIZATION—INDIVIDUAL
RV PARTIAL MOBILIZATION—UNIT

Table 13-8: MPA Reason Codes and Abbreviations

6. Click Save to save the record. The system will validate your entry and advance to the next
soldier on the list, if one exists. If the current page is the only or last soldier from the list, the
system generates the Soldier Mobilization—Summary page (shown in Figure 13—-65, Soldier
Mobilization—Summary) showing all completed actions.

7. Click Reset to clear all entry fields.

8. Click Next to proceed to the next soldier without saving. The system detects data entry on
the page and prompts you to save or discard the data. If the current soldier is the only soldier
on the list, the system returns you to the Main Menu. If you have saved any previous data,
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the system generates the Soldier Mobilization—Summary page showing all completed
actions.

9. Click Close to exit the page and return to the Main Menu. The system detects data entry on
the page and prompts you to save or discard the data. If you have saved any previous data,
the system generates the Soldier Mobilization—Summary page showing all completed
actions.

13.7.1.1.1 System Validations
The system performs the following validations for this function:

The system shall ensure the Arrival Date is equal to or prior to the current date.

The system shall ensure the Arrival Date cannot precede the EAD Date but can be equal
to the EAD Date.

The system shall ensure the UIC entered for Gaining UIC is a valid Reserve or Guard
UIC and can be the same as the Current UIC.

The system will default the MPA Type to “NB” for all mobilizations.

The system will allow the following values for MPA Reason: “RS,” “RT,” “RU,” and
“RV.”

The system will not close open attachments.
The system will not depart a soldier.

13.7.1.1.2  System Updates
The system shall populate the soldier’s arrival data as follows:

Arrival Time and Gaining Unit shall be set as entered.

The system shall populate the Departure Date, Requisition Serial Number, and
Movement Designation Code data elements with blanks.

If the Gaining Unit is OCONUS, the system shall insert a record in the OVERSEAS-
ASSIGNMENT table with minimal information. eMILPO determines whether a given
unit is CONUS or OCONUS on the basis of its current GEOGRAPHIC-LOCATION
information.

The system shall populate duty assignment (9992—Incoming Personnel) data. The
system shall not generate a workflow task for this soldier.

The system shall populate duty status (PDY) for the soldier.
The system shall not close open attachments.

The system shall update the soldier Person Strength Status code, home UIC, and PPA
code.

The system shall not depart the soldier.
The system shall update the TAPDB_REC_STATUS _CD to 8: “Mobilized.”
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13.7.1.1.3 Transactions to TAPDB
The system sends the following transactions to TAPDB for every mobilized soldier:

Transaction 4056: Report Transfer to First Unit of Assignment

Transaction 4195: Military Duty Status

Transaction 4205: Report Soldier Attachment

Transaction 4055: Report RC Soldiers Mobilized with their RC Unit During
Mobilization

13.7.1.2 SOLDIER MOBILIZATION—SUMMARY

The Soldier Mobilization—Summary page lists all soldiers successfully mobilized in the
working session and their corresponding data (Rank, Name, SSN, Gaining UIC, and Report
Date). You have the option to view and/or print this page.

Soldier Mobilization - Summary
wen, welp  eriny  exir

@J-Eb’:.

This page displays the soldier(s) processed in this session. Click "Clese” to exit the page.

Rank Name SSN Gaining UIC Report Date
P41 |GEORGES, JOMATHAM WAPIAL 20060814

Close

Figure 13-65: Soldier Mobilization—Summary
Click Close to exit the page. The system returns you to the Main Menu.

13.7.2 Soldier Demobilization

The Soldier Demobilization module allows the authorized user to release previously mobilized
Guard and Reserve component soldiers as individuals from active duty (REFRAD). They may
be IRR, IMA, or members of units being REFRAD early or later than the main body of their
unit. This input is done at the end of the soldier’s activation period. The source document is DD
Form 214. Use only for REFRAD under normal conditions, not if soldier is the subject of an
adverse action. Chapter cases are processed using the Loss to the Army screen. Figure 13-66,
Soldier Demobilization Processes, illustrates the processes in Soldier Demobilization.
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[ Mobilization ]

[ Soldier Demobilization

Soldier Selection Soldier Data i Summary L
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Figure 13—-66: Soldier Demobilization Processes

To initiate the process of adding soldier demobilization data for a soldier, you must first build a
soldier list. For this function the only search criterion available is SSN. (This process is detailed
in Section 11.1, Soldier Selection Process). Once you have built a soldier list and selected the
soldiers for whom you wish to make changes, the system will display the Soldier
Demobilization—Soldier Data page. If the search results return more than one page, you can
navigate the pages by clicking Next or Previous.

13.7.2.1 SOLDIER DEMOBILIZATION—SOLDIER DATA

The Soldier Demobilization—Soldier Data page (shown in Figure 13-67, Soldier
Demobilization—Soldier Data) allows the authorized user to return previously mobilized Guard
and Reserve soldiers to their components. The system displays the selected soldier’s Rank,
Name, SSN, UIC, and Action as well as the soldier’s position on the soldier list and the total
number of soldiers.

To demobilize a soldier, perform the following steps:
1. Enter a Demobilization Date (in yyyymmdd format) indicating the end of mobilization. This
is a required field.

2. Provide the Gaining UIC indicating the UIC to which the soldier will be returning. This is a
required field.

3. The system displays the MPA Type and MPA Reason for the previous mobilization as read-
only.

4. The system defaults the Separation Program Designator to show the basis for the
demobilization as L—INVOLUNTARY DEFRAG OR TRANSFER. You may expand the
picklist and select an alternative choice as necessary.

5. The system defaults the Separation Program Reason to show the reason for the
demobilization. You may expand the picklist and select an alternative choice as necessary.
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6.
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Soldier Demobilization - Soldier Data
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This page allows the user to release mobilized Reserve Compaonent soldiers as individuals from active duty
(REFRAD). They may be Individual Ready Reservist (IRR), Individual Mobilization Augmentees (IMA) or
members of units, being REFRAD early or later than the main body of their unit. This input is done at the end of
the soldier's activation period. Source document is DD Form 214, Use only for REFRAD under normal
conditions, not if soldier is subject of an adverse action. Chapter cases are processed using Loss to the Army
screen. Please enter ar select the requested data. (%) denotes a reqguired field.

+ Click "Save™ to save the current record. Click "Next™ to proceed without saving.
+ Click "Reset™ to clear the fields. Click "Close™ to exit the page and terminate the working session.

SSG MANUEL CASTILLO SSN: UIC: WPF2AD ACTION: Add 10f1
‘Demobilization Date: “Gaining UIC:
MPA Type:

MPA Reason: PARTIAL MOBILIZATION - INDIWIDUAL
Separation Program Designator: | L - INVOLUNTARY REFRAD OR TRAMNSFER v
Separation Program Reason: | BK - COMFLETION OF REQUIRED ACTIWE SERVICE

Save ‘ Reset ‘ Next | Close ‘

Figure 13-67: Soldier Demobilization—Soldier Data

Click Save to save the record. The system will validate your entry and forward to the next
soldier on the list, if one exists. If the current page is the only or last soldier from the list, the
system generates the Soldier Demobilization—Summary page showing all completed
actions.

Click Reset to clear all entry fields.

Click Next to proceed to the next soldier without saving. The system detects data entry on
the page and prompts you to save or discard the data. If the current soldier is the only soldier
on the list the system returns you to the Main Menu. If you have saved any previous data,
the system generates the Soldier Demobilization—Summary page showing all completed
actions.

Click Close to exit the page and return to the Main Menu. The system detects data entry on
the page and prompts you to save or discard the data. If you have saved any previous data,
the system generates the Soldier Demobilization—Summary page showing all completed
actions.

13.7.2.1.1 System Validations
The system performs the following system validations:

e The system shall ensure that the Gaining UIC is a valid Guard or Reserve UIC.
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e The system shall ensure that a post-separation address for the selected soldier is on file on
the eMILPO database in order to process a transition, loss, or demobilization. If no such
address exists, the system displays a message indicating that the post-separation address
does not exist and prevents completion of the transaction.

13.7.2.1.2 System Updates
The system performs the following updates:

e The system shall insert a record in the MPA table for each soldier on demobilization.
e The system shall update TAPDB_REC_STATUS_CD to 9: Demobilized.
e The system shall purge soldiers who have been inactive for 120 days from eMILPO.

13.7.2.1.3 Transactions to TAPDB
The system sends the following transactions to TAPDB.

e The system shall send Transaction 5010 for each soldier demobilized.

e The system shall send Transaction 5011 for each family member who is to be notified in
case of emergency for every soldier demobilized.

13.7.2.2 SOLDIER DEMOBILIZATION—SUMMARY

The Soldier Demobilization—Summary page lists all soldiers successfully demobilized in the
working session and their corresponding data (Rank, Name, SSN, Gaining UIC, and
Demobilization Date). You have the option to view and/or print this page. Click Close to exit
the page. The system returns you to the Main Menu.

13.7.3 Unit Mobilization

The Unit Mobilization module allows the authorized user to mobilize a unit of Reserve or Guard
soldiers in the event of war or national emergency. Figure 13-68, Unit Mobilization Processes,
illustrates the processes in Unit Mobilization.

[ wanwen

[ Mobilization ]

( Unit Mobilization

Soldier Selection Soldier Data i Summary L
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Figure 13-68: Unit Mobilization Processes
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13.7.3.1 UNIT MOBILIZATION—SOLDIER SELECTION

The Unit Mobilization—Soldier Selection page allows you to build a list of soldiers for the
working session. You have the option to load a file of SSNs or perform a search for soldiers.
Click Load to load a text file of SSN for the soldier list. The system will display the SSN File
Load page. Refer to Section 13.1.1.1.1, SSN File Load, to prepare, format, and upload a SSN
file.

Alternatively, you can build a soldier list by searching for soldiers by using one or more of the
following criteria: (This process is detailed in Section 11.1, Soldier Selection Process.)

e SSN—Search by all nine digits of the SSN
e UIC—search by the soldier’s UIC

Once you have built a soldier list and selected the soldiers for whom you wish to make changes,
the system will display the Unit Mobilization—Soldier Data page. If the search results return
more than one page, you can navigate the pages by clicking Next or Previous.

13.7.3.2 UNIT MOBILIZATION—SOLDIER DATA

The Unit Mobilization—Soldier Data page (shown in Figure 13-69, Unit Mobilization—Soldier
Data) allows the authorized user to mobilize a unit of Reserve or Guard soldiers to active duty.

Unit Mobilization - Soldier Data

S G O C

This page allows the user to mobilize the soldiers from the selected unit. Please enter or select the requested
data. (¥ denotes a reguired field.

e Click "Save™ to save the current record. Click "Reset™ to clear the fields.
+ Click "Close" to exit the page and return to the Main hMenu.

Basic Unit Mobilization Data

‘Report Date: “Gaining UIC:
‘MPA Type:
‘MPA Reason: | Select One hd
Save | Reset ‘ Close ‘

Figure 13-69: Unit Mobilization—Soldier Data
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To mobilize a unit, perform the following steps:

1.

Under the subheading of Basic Unit Mobilization Data, enter a Report Date (in yyyymmdd
format) indicating the calendar date marking the commencement of mobilization for the unit.
This is a required field.

Provide the Gaining UIC indicating the UIC that the soldiers will report to during
mobilization. This is a required field.

The system prepopulates the MPA Type to indicate the personnel classification of the
mobilization and provides the valid choice for the corresponding MPA Reason.

Expand the MPA Reason picklist and select a valid choice, as required.

Click Save to save the record. The system will validate your entry and generate the Unit
Mobilization—Summary page (Figure 13-70, Unit Mobilization—Summary) showing all
completed actions.

Click Reset to clear all entry fields and start over.

Click Close to exit the page and return to the Main Menu. The system detects data entry on
the page and prompts you to save or discard the data.

13.7.3.2.1  System Validations
The system performs the following validations:

e The system shall ensure the Report Date is not a future date.

e The system shall ensure the Report Date does not precede the EAD Date but can be equal
to the EAD Date.

e The system shall ensure the Report Date does not precede the previous assignment date.
e The system shall ensure the Report Date does not precede the soldier’s Pay Entry Date.

e The system shall ensure the entered Gaining UIC is a valid Reserve or Guard UIC and
can be the same as the Current UIC.

e The system will default the MPA Type to “NB” for all mobilizations.
e The system will allow the following values for MPA Reason: “RT,” “RV,” and “RX.”

13.7.3.2.2 Transactions to TAPDB
The system sends Transaction 5010: Unit Mobilization to TAPDB.

13.7.3.3 UNIT MOBILIZATION—SUMMARY

The Unit Mobilization—Summary page lists all soldiers successfully mobilized in the working
session and their corresponding data (Gaining UIC, Report Date, Rank, Name, and SSN). You
have the option to view and/or print this page.
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Unit Mobilization - Summary
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This page displays the soldier(s) processed in this sessian. Click "Clese™ to exit the page.

Gaining UIC: WAPIAA  Report Date: 20060801
Rank Name SSN
SGT  ADDIS, ANDREWY WILLIAM
Wiol  ALOMAR, EDUARDO CAMACHO
CW3  |AYVERS, JAMES LAWRENCE
135G BRAKEMAN, MARION ERIK
cVy3  |BURKE, ROBERT GEORGE
CW2 |CAMPAGNA, FRANK THOMAS
CW¥3  |CARNES, CLAYTON SCOTT

Close

Figure 13-70: Unit Mobilization—Summary
Click Close to exit the page. The system returns you to the Main Menu.

13.7.4 Unit Demobilization

The Unit Demobilization module allows the authorized user to release the previously mobilized
Reserve component units and return them to their regular components. Figure 13-71, Unit
Demobilization Processes, illustrates the processes in Unit Demobilization.

[ wenvenw
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( Unit Demobilization
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Figure 13—-71: Unit Demobilization Processes
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To initiate the process of adding unit demobilization data, you must first build a soldier list. The
search criteria available for this function are SSN and UIC. (This process is detailed in Section
11.1, Soldier Selection Process). Once you have built a soldier list and selected the soldiers for
whom you wish to make changes, the system will display the Unit Demobilization—Soldier Data
page. If the search results return more than one page, you can navigate the pages by clicking
Next or Previous.

13.7.4.1 UNIT DEMOBILIZATION—SOLDIER DATA

The Unit Demobilization—Soldier Data page (shown in Figure 13-72, Unit Demobilization—
Soldier Data) allows the authorized user to release one or more units of Guard or Reserve
soldiers from active duty.

Unit Demobilization - Soldier Data
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This page allows the user to release from active duty (REFRAD) mobilized Reserve Component soldiers whao are
all members of the same unit. This is done at the end of the unit activation period. A unit activation order will
have been published by the appropriate CONUSA. Use anly for REFRAD under normal conditions, nat if soldier
is subject of an adverse action or REFRAD earlier than other unit members. Source document is DD Form 214,
Flease enter or select the requested data. (%) denotes a reguired field.

s Click "Save" to save the current record.
e Click "Reset”™ to clear the fields. Click "Close™ to exit the page and terminate the working sessian.

Basic Unit Demobhilization Data

‘Demobilization Date: “Gaining UIC:
Separation Program Designator: | L- INYVOLUNTARY REFRAD OR TRANMSFER +
Separation Program Reason: | BK - COMFLETION OF REQUIRED ACTIWE SERVICE +

Save | Reset ‘ Close ‘

Figure 13—-72: Unit Demobilization—Soldier Data

To demobilize a unit, perform the following steps:

1. Under the subheading of Basic Unit Demobilization Data, enter a Demobilization Date (in
yyyymmdd format) indicating the calendar date marking the end of the activation period.
This is a required field.

2. Provide the Gaining UIC indicating the UIC that the soldiers will return to after the
activation period. This is a required field.

3. The system prepopulates the Separation Program Designator and Separation Program with
the valid range of choices.
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4. Click Save to save the record. The system will validate your entry and generate the Unit
Demobilization—Summary page (Figure 13-73, Unit Demobilization—Summary) showing
all completed actions.

5. Click Reset to clear all entry fields and start over.

6. Click Close to exit the page and return to the Main Menu. The system detects data entry on
the page and prompts you to save or discard the data.

13.7.4.1.1 System Validations
The system performs the following validations:

e The system shall ensure that the Demobilization Date does not precede the Mobilization
Date.

e The Demobilization Date must be equal to the Major Personnel Action Date/Time and
the Military Separation Date.

e The system shall ensure the Gaining UIC is a valid Guard or Reserve UIC and can be the
same as the Current UIC.

e The system shall ensure that based on the Operational Status Codes of the entered
Gaining UIC, Guard soldiers are only demobilized to units with the following
Operational Status codes: G, M, N, P, U, W, Z, and 1.

e The system shall ensure that based on the Operational Status Codes of the entered
Gaining UIC, Reserve soldiers are only demobilized to units with the following
Operational Status codes: M, P, R, S, V, Y, and Z.

e The system shall ensure that a post-separation address for the selected soldier is on file on
the eMILPO database in order to process a transition, loss, or demobilization. If no such
address exists, the system displays a message indicating that the post-separation address
does not exist and prevents completion of the transaction.

13.7.4.1.2 System Update
The system will purge soldiers from eMILPO who have been inactive for 120 days.

13.7.4.1.3 Transaction to TAPDB
The system sends Transaction 5010: Transition to TAPDB.

13.7.4.2 UNIT DEMOBILIZATION—SUMMARY

The Unit Demobilization—Summary page lists all soldiers successfully demobilized in the
working session and their corresponding data (Gaining UIC, Report Date, Rank, Name, and
SSN). You have the option to view and/or print this page.
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Unit Demobilization - Summary
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This page displays the soldier(s) processed in this session. Click "Clese™ to exit the page.

Gaining VIC: WYHVB0  Demobilization Date: 20060801

Rank Name SSN
CWy3 BURKE, ROBERT GEQORGE
CWy3 CARMES, CLAYTON SCOTT

Close

Figure 13—-73: Unit Demobilization—Summary
Click Close to exit the page. The system returns you to the Main Menu.

13.7.5 Attach RC Soldiers/Operational Support (ADOS)

The Attach RC Soldiers/Operational Support (ADOS) module allows you to attach a member of
the Reserve component to an active Regular Army or a Guard unit for one of the following
reasons:

e Temporary Tour of Active Duty (TTAD) for 30 days or more
e Special Work (SW) or Active Duty for Special Work (ADSW)
e Active Guard or Reserve (AGR)

e Guard or Reserve soldiers on active duty for 30 days or more for Initial Active Duty
Training (IADT) or Active Duty Training (ADT). This includes Basic Training (BT) and
Advanced Individual Training (AIT).

e Operational Support (ADOS)

This not a mobilization procedure. Figure 13—-74, Attach RC Soldiers/Operational Support
(ADOS) Processes, illustrates the processes in Attach RC Soldiers/Operational Support (ADOS).
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Soldier Selection Listing

r Add Attachment
L

Release from Attachment

Figure 13—-74: Attach RC Soldiers/Operational Support (ADOS) Processes

To initiate the process of attaching a soldier, you must first build a soldier list. The only search
criterion available for this function is SSN. (This process is detailed in Section 11.1, Soldier
Selection Process). Once you have built a soldier list and selected the soldiers for whom you
wish to make changes, the system displays the Attach RC Soldiers/Operational Support (ADOS)
Listing page.

13.7.5.1 ATTACH RC SOLDIERS/OPERATIONAL SUPPORT (ADOS) LISTING

The Attach RC Soldiers/Operational Support (ADOS) Listing page (shown in Figure 13-75,
Attach RC Soldiers/Operational Support (ADOS) Listing) displays the selected soldier’s current
and open attachments. The system displays the soldier’s Rank, Name, SSN, and UIC as read-
only along with the soldier’s position from the soldier list and the total number of soldiers from
the list.
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This page allows the user to view the selected Reserve Component Soldier's attachment history. The user has
the option to add a new aor release an existing attachment. Please enter or select the requested data.

o Click "Submit” to proceed. Click "Next” to proceed without saving.
o Click "Close™ to exit the page and terminate the working session.

LTC GLADYS NEWHALL  SSN: UIC: 1of1

Attachment Start Attachment End

Status Attachment UIC
‘ . Date Date

[] Add Attachment

Submit ‘ Next ‘ Close |

Figure 13-75: Attach RC Soldiers/Operational Support (ADOS) Listing

The following fields are available on this page:

e The Status column will show all completed actions for the soldier.
e The Attachment UIC, Start Date, and End Date columns provide the details of each
attachment.

13.7.5.2 ADD A NEW ATTACHMENT
To add a new attachment, check the Add Attachment checkbox to open an attachment for the
soldier.

13.7.5.3 RELEASE FROM ATTACHMENT

You have the option to release the selected soldier from an attachment by updating the End Date.
You can also reattach the soldier by clearing a populated End Date. To release a soldier from an
attachment, perform the following steps:

1. Click Submit to proceed. The system validates your selection and displays the appropriate
page for the first selected action.

2. Click Next to proceed to the next soldier without saving, if one exists. The system detects
data entry on the page and prompts you to save or discard the data. If the current soldier is
the last or only soldier from the soldier list, the system returns you to the Main Menu.
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3. Click Close to exit the page and terminate the working session. The system detects data
entry on the page and prompts you to save or discard the data. The system then returns you
to the Main Menu.

13.7.5.3.1 System Validations
The system performs the following validations:

e The system shall ensure that the Start Date and End Date of an attachment do not fall
between the Start Dates and End Dates of any existing attachment for the same unit.

e The system shall ensure that the End Date is not a future date and that it does not precede
the Start Date.

13.7.5.3.2 Transaction to TAPDB
If you released the soldier from an attachment, the system sends the following transactions:

e Transaction 4150: Report Release from Attachment.

e Transaction 5010: Report Transfer from Active Duty to civilian life or to a Reserve
Component. This transaction is generated when the soldier's last open attachment is
closed.

13.7.5.4 ATTACH RC SOLDIERS/OPERATIONAL SUPPORT (ADOS)—SOLDIER DATA

The Attach RC Soldiers/Operational Support (ADOS)—Soldier Data page (shown in Figure 13—
76, Attach RC Soldier—Soldier Data) allows you to attach a member of the Reserve component
to an active Regular Army unit or a Guard unit. The system displays the soldier’s Rank, Name,
SSN, UIC, and selected Action as read-only along with the soldier’s position from the soldier list
and the total number of soldiers from the list.

To attach a Reserve component soldier, perform the following steps:

1. Enter the Attachment Start Date (in yyyymmdd format) in the provided text-entry field to
indicate the calendar day that the attachment begins. This is a required field.

2. Provide the Attachment UIC indicating the UIC that the soldier will join during mobilization.
This is a required field.

3. The system displays the soldier’s MPC for the attachment as well as his or her previous MPC
as read-only.

4. Expand the Reason Attached picklist and select A—Admin or B—Training to indicate the
reason for the attachment.

5. Expand the Attachment Type picklist and select AD - ADOS or RC - RC Attachment to
indicate the type of the attachment.

6. The system defaults the MPA Type to NA - VOLUNTARY ACTIVATION (NON-
STRENGTH) and NB - INVOLUNTARY ACTIVATION (NON-STRENGTH). Expand the
picklist and select the valid type for the attachment. For an ADOS attachment type, the
picklist only contains NA - VOLUNTARY ACTIVATION (NON-STRENGTH).

7. The system populates the MPA Reason with the valid range of values based on the selected
MPA Type. Expand the picklist and select the valid reason for the attachment.
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Attach RC Soldier/Operational Support
(ADOS) - Soldier Data
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This page allows the user to attach the selected Reserve Component saoldier to a unit. Please enter or select
the requested data. (%) denotes a required field.

e Click "Save” to save the current record. Click "Next™ to proceed without saving.
o Click "Reset” to clear the fields. Click “"Close™ to exit the page and terminate the warking session.

LTC GLADYS NEWHALL SSN: UIC:  ACTION: Add 1o0f1
“Attachment Start Date: “Attachment UIC:
COMMISSIONED . .
MPC: OFFICER Previous MPC: COMMISSIONED OFFICER

‘Reason Attached: | SelectOne v
“Attachment Type: | Select One hd

‘MPA Type: | Select One v

‘MPA Reason: | Select One | #

[(Jadd Attachment

Save | Reset | Next | Close |

Figure 13-76: Attach RC Soldiers/Operational Support (ADOS)—Soldier Data

8. You may check the Add Attachment checkbox to open additional attachments for the soldier.

9. Click Save to save the record. The system validates your entry and advances to the next
selected action, if any exist. If the current page is the last or only action selected, the system
returns you to the Attachment Listing page to show all completed actions.

10. Click Reset to clear all entry fields and start over.

11. Click Next to advance to the next selected action without saving, if any exists. The system
detects data entry on the page and prompts you to save or discard the data. If the current
page is the last or only action selected action, the system returns you to the Attachment
Listing page to show all completed actions.

12. Click Close to exit the page and terminate the working session. The system detects data
entry on the page and prompts you to save or discard the data.

13.7.5.4.1 System Validations
The system performs the following validations:

e The system shall ensure the Attachment Start Date does not precede the soldier’s Report
Date or the soldier’s Pay Entry Date.
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e The system shall allow up to three current Active Duty attachments for Reserve/Guard
soldiers.

e The system shall ensure the Attachment UIC is a Guard or Reserve unit.

13.7.5.4.2 Transactions to TAPDB
The system sends the following transactions:

e Transaction 4205: Report Soldier Attachment.

e Transaction 5010: Report transfer from Active Duty to civilian life or to a Reserve
Component. This transaction is generated when the soldier's last open attachment is
closed.

13.8 DFR/DFS
DFR/DFS allows you to record and maintain the loss or temporary drop in strength
accountability in the Army. DFR/DFS offers the following functional areas within eMILPO:

e Drop from Rolls or Strength
e Return from DFR/DFS
e Revoke DFR/DFS

Figure 13-77, DFR/DFS Processes, illustrates the processes in DFR/DFS.

[ Main Menu ]

[ Personal Accounting ]

[ DFR/DFS )

Drop from Rolls or Strength

Return from DFR/DFS

Revoke DFR/DFS

Figure 13-77: DFR/DFS Processes

13.8.1  Drop from Rolls or Strength

The Drop from Rolls or Strength module allows you to drop one or more soldiers from the
strength accountability of the Army for a variety of reasons. Drop from Rolls refers to a process
that results in a specific type of soldier nonavailability to the Army. This is typically a
temporary situation. Drop from Strength refers to a process in strength accountability that results
(not necessarily immediately) in a soldier’s separation from the Army. You also have the option
to update the current drop from rolls or strength data for the selected soldier. The system shall
restrict the ability to execute a Drop from Rolls or Strength to an authorized user.

Note: All open attachments for the soldier are closed when a Drop From Rolls is performed.
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Figure 13-78, Drop from Rolls or Strength Processes, illustrates the processes in Drop from
Rolls or Strength.

[ Main Menu

[ DFR/DFS

Drop from Rolls or
Strength

Soldier Selection Soldier Data

N N N

Summary

Add Data
Select Drop Type { :’7
Update Data

Figure 13-78: Drop from Rolls or Strength Processes

To initiate the process of adding or updating drop from rolls or strength data for a soldier, you
must first build a soldier list. You can search by SSN, UIC, and Last Name. (This process is
detailed in Section 11.1, Soldier Selection Process). You have the capability to select Add,
Update, or Remove from the Action Type picklist. If the search results return more than one
page, you can navigate the pages by clicking Next or Previous. Once you have built a soldier list
and selected the soldiers for whom you wish to make changes, the system will display the Drop
from Rolls or Strength—Drop Type page.

13.8.2  Drop from Rolls or Strength—Drop Type

The Drop from Rolls or Strength—Drop Type page (shown in Figure 13-79, Drop from Rolls or
Strength—Soldier Data) allows you to select one of seven drop types, or reasons, to drop the
selected soldier from the rolls or strength accountability of the Army. The drop types are
indicated by whether they are drop from rolls (DFR) or drop from strength (DFS):

Approved Bad Conduct or Dishonorable Discharge (DFS)
Confirmed to be a Deserter (DFR)

Confirmed POW or Missing (DFS)

Leave Active Army for Service Academy (DFR)

RC Soldier Failed to Report (During Mobilization Only) (DFR)
Remained AWOL for 30 Consecutive Days (DFR)

Sentenced to Confinement for 6 or More Months (DFS)

Complete the following steps to enter drop from rolls or strength data for the selected soldier:
1. Expand the Drop Type picklist and select the appropriate drop type.

2. Click Save to proceed. The system will forward you to the Drop from Rolls or Strength—
Soldier Data page for the selected drop type.

3. Click Reset to reset the Drop Type picklist to its default.
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4. Click Next to proceed to the next soldier on the list without saving.
5. Click Close to terminate the working session. The system returns you to the Main Menu.

Drop from Rolls or Strength
Drop Type
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This page allows the user to drop the soldier from rolls ar strength. Please select a Drop Type.

e Click "Save™ to continue. Click "Next™ to proceed without saving. Click "Close™ to exit the page and
terminate the working session

SPC JAIME GALVIN SSH: UIC: WYMEAO Action: Add 10f1

Arrival Date: 20050104  Duty Status: PDY  Effective Date of Duty Status: 20050104

Drop Type: | SelactOna b

Save ‘ Reset | Next ‘ Close |

Figure 13-79: Drop from Rolls or Strength—Soldier Data

13.8.2.1 DRrop TyPE: APPROVED BAD CONDUCT OR DISHONORABLE DISCHARGE

This page (shown in Figure 13-80, Approved Bad Conduct or Dishonorable Discharge) allows
you to drop the selected soldier from strength accountability because of approved bad conduct or
dishonorable discharge. The system displays the soldier’s Rank, Name, SSN, UIC and selected
Action as read-only along with the soldier’s position from the soldier list and the total number of
soldiers from the list. The system also displays the soldier’s Arrival Date, Duty Status, and
Effective Date of Duty Status as read-only. The system displays the selected drop type as a
heading for the purpose of verification.

To process a drop type of Approved Bad Conduct or Dishonorable Discharge for a soldier,
perform the following steps:

1. Enter the Date Convening Authority Approves Action in the provided text-entry field.
2. Click Save to save the data. The system will forward you to the next soldier on the soldier

list, if any exist. If the current soldier is the only or last soldier on the list, the system
generates the Drop from Rolls or Strength—Summary page to show all completed actions.

3. Click Reset to clear all text-entry fields and reset all other form elements to their default
values, if any exist. The system will return the location cursor to the first text-entry field on
the page.
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4. Click Next to advance to the next soldier without saving, if any exists. The system detects
data entry on the page and prompts you to confirm that you do not wish to save the data.

5. If you answer Yes, the system will forward you to the next soldier. If the current soldier is
the only or last soldier from the soldier list, the system returns you to the Main Menu.

Dropn from Rolls or Strength
Soldier Data

e, il Pring iy
S O MR C
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This page allows the user to drop the soldier from rolls or strength. Please enter or select the requested data.
(*] denotes required fields.

+ Click "Save" to save the current record. Click "Next” to proceed without saving.
+ Click "Reset” to clear the fields. Click "Close™ to exit the page and terminate the working session.

SPC JAIME GALVIN SSN: UIC: WVMEAD Action: Add 1of1
Arrival Date: 20050104 Duty Status: PDY Effective Date of Duty Status: 20050104

Drop Type: Approved Bad Conduct or Dishonorable Discharge

“Date Convening Authority Approves Action:

Save | Reset | MNext ‘ Close |

Figure 13-80: Approved Bad Conduct or Dishonorable Discharge

6. If you answer No, the system returns you to the current page for further processing.

7. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. If the current soldier is the only or last soldier from
the soldier list, the system returns you to the Main Menu.

13.8.2.1.1 System Validations

The system shall ensure that the Date Convening Authority Approves Action (Date of
DFR/DFS) does not precede the soldier’s Effective Date of Duty Status and that it is not a future
date. The system shall ensure that the soldier’s current duty status either CCA, CMA, PDY,
SMA, or AWC.

13.8.2.1.2 System Updates

The system shall update the appropriate MPA Type and Reason Code for the soldier upon
successful completion of the DFR/DFS processing.
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13.8.2.1.3 Transaction to TAPDB
The system sends Transaction 5015: Report Drop from Rolls/Drop from Strength.

13.8.2.2 DRrop TYPE: CONFIRMED TO BE A DESERTER

This page (shown in Figure 13-81, Confirmed to be a Deserter) allows you to drop the selected
soldier from strength accountability because the soldier is confirmed to be a deserter. The
system displays the standard soldier’s Rank, Name, SSN, UIC, and selected Action as read-only
along with the soldier’s position from the soldier list and the total number of soldiers from the
list. The system also displays the soldier’s Arrival Date, Duty Status, and Effective Date of Duty
Status as read-only. The system displays the selected drop type as a heading for the purpose of
verification.

Drop from Rolls or Strength
Soldier Data
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This page allows the user to drop the soldier from rolls or strength. Please enter or select the requested data.
™) denotes required fields.

+ Click "Save™ to save the current recard. Click "Next™ to proceed without saving.
+ Click "Reset” to clear the fields. Click "Close™ to exit the page and terminate the warking session.

SPC JAIME GALVIN  SSN: UIC: WWVMEAD Action: Add 1 of1
Arrival Date: 20050104  Duty Status: PDY  Effective Date of Duty Status: 20050104

Drop Type: Confirmed to be a Deserter

“Date of Desertion:

Save | Reset | Next ‘ Close

Figure 13-81: Confirmed to be a Deserter

To process a drop type of Confirmed to be a Deserter for a soldier, perform the following steps:
1. Enter the Date of Desertion in the provided text-entry field.
2. Click Save to save the data. The system will forward you to the next soldier on the soldier

list, if any exists. If the current soldier is the only or last soldier on the list, the system
generates the Drop from Rolls or Strength—Summary page to show all completed actions.

3. Click Reset to clear all text-entry fields and reset all other form elements to their default
values, if any exist. The system will return the location cursor to the first text-entry field on
the page.
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4. Click Next to advance to the next soldier without saving, if any exists. The system detects
data entry on the page and prompts you to confirm that you do not wish to save the data.

5. If you answer Yes, the system will forward you to the next soldier. If the current soldier is
the only or last soldier from the soldier list, the system returns you to the Main Menu.

6. If you answer No, the system returns you to the current page for further processing.

7. Click Close to terminate the working session. The system detects data entry on the page and
prompts you to save or discard the data. If the current soldier is the only or last soldier from
the soldier list, the system returns you to the Main Menu.

13.8.2.2.1 System Validations

The system shall ensure that the soldier’s current duty status is AWOL. You will not be
permitted to perform the drop action if the soldier’s duty status is inconsistent with the selected
drop type.

13.8.2.2.2 System Updates

The system shall update the appropriate MPA Type and Reason Code for the soldier upon
successful completion of the DFR/DFS processing.

13.8.2.2.3 Transaction to TAPDB
The system sends Transaction 5015: Report Drop from Rolls/Drop from Strength

13.8.2.3 DRrop TyYPE: CONFIRMED POW OR MISSING

This page (shown in Figure 13-82, Confirmed POW or Missing) allows you to drop the selected
soldier from strength accountability because the soldier has been confirmed to be a POW or
missing. The system displays the standard soldier’s Rank, Name, SSN, UIC and selected Action
as read-only along with the soldier’s position from the soldier list and the total number of
soldiers from the list. The system also displays the soldier’s Arrival Date, Duty Status, and
Effective Date of Duty Status as read-only. The system displays the selected drop type as a
heading for the purpose of verification.

To process a drop type of Confirmed POW or Missing for a soldier, perform the following steps:
1. Enter the Effective Date of POW/Missing Status Officially Declared in the provided text-
entry field, indicating the date the POW/Missing status is confirmed.

2. Click Save to save the data. The system will advance you to the next soldier on the soldier
list