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PREFACE

Introduction

1.  This guide implements the Reserve Management Vacancy System (RMVS) and provides an introductory overview of the RMVS system and its products. It also describes step-by-step procedures in the management of Reserve personnel positions in accordance with the users’ functional level permissions, which refers to the command level (HQ, MAJCOM, NAF, Wing, etc.) of the user.  This guide applies to personnel working at Headquarters (HQ), Major Command (MAJCOM), Numbered Air Force (NAF), and wing level who manage Air Force Reserve assets.

2.  RMVS is a web-based application with an on-line interactive retrieval and job reservation capability.  RMVS will allow Personnel Flights and IMA Program Managers to advertise position vacancies via the web to recruiters and prospective applicants.  Members of the selected reserve will be able to view vacancies and submit an application via the web.  Participating members will still be required to work with both the losing Relocation Element and the gaining Employment Element or the gaining and losing Individual Mobilization Augumentee Program Manager (IMAPM) to process an AF Form 1288, Application for Ready Reserve Assignment to ensure member meets eligibility and quality force standards.  Non-participating members will be linked to the Recruiting Home Page for further application processing instructions.

3.  RMVS will allow for Military Personnel Flights and IMAPMs to advertise unit (Category   “A”), IMA (Category “B”), Unit and Headquarters Active Guard Reserve position vacancies to recruiters and prospective applicants via the web.  Note:  Air Reserve Technician (ART) Part “B” positions will be viewable in the program but will not be advertised via RMVS.  

4.  RMVS consists of the following modules:

a. Public Access Vacancy – This site allows the public to view limited information regarding officer and enlisted Reserve position vacancies.  These members will be linked to the Recruiting Home Page.  Access to this site can be located at http:// www.afpc.randolph.af.mil/rmvs

b. Selected Access Vacancy Advertisement Site – Allows Air Force (Active Duty, ANG and Reserve personnel) to view certain vacancies recruitable for fill and to submit an application via the web.  Only members of the Selected Reserve will be able to submit application directly to position managers without going through a recruiter. Access to this site can be located at http:// www.afpc.randolph.af.mil/afpcsecure

c. Selected Access Vacancy Management – Allows selected users i.e.; NAFs, MPFs, BIMMAs and recruiters access to detailed reserve position information and further allows them to perform the necessary actions to manage these positions.  Note:  Unit commanders may also be granted limited read only access to those positions under their command to include a limited reports retrieval capability. Access to this site can be located at http:// www.afpc.randolph.af.mil/afpcsecure

5.  The system will interface with the new Personnel Data System (PDS) production database.  In particular, it imports manpower, PAS code, and personnel information from the MilMod database.    Data refresh in RMVS will be conducted on a weekly basis, each Friday at 1600 EST.  Manpower data will be refreshed into the PDS database on a weekly basis.  Because our system is not real-time update capable, users will be required to update both the RMVS and PDS to ensure data accuracy until future system enhancements can take place.  

6.  Questions from the field concerning the RMVS file and its use may be directed to HQ AFRC/DPMF (Unit Program Category “A”) at Commercial 1-912-327-1226/1270, DSN 497-1226/1270, TOLL FREE 1-800-223-1784, ext 7-1226/1270 or FAX DSN 497-0357; HQ ARPC/DPAP (IMA Program, Category “B”) at Commercial 1-303-676-6448, DSN 926-6448, TOLL FREE 1-800-525-0101, ext 291 or FAX DSN 926-6207.

How to Access RMVS 

Your security administrator must have entered you into the RMVS Access Tables prior to your attempting to establish a User ID and Password.

RMVS will be accessed through the Air Force Personnel Center Secure (AFPC Secure) Server located at http://.  Once logged on to the site, perform the following instructions:

1. Scroll down to either military or civilian and select the appropriate block.  Enter data requested.

2. Return to USER ID and PASSWORD screen.

A. Enter USER ID (Should appear as first four digits of last name and last four digits of SSN)(Can be changed if desired)

B. Enter PASSWORD (Follow instructions on screen) 

How to Use this Guide

To use this guide, select the desired task from the Table of Contents on page four and follow the instructions provided.  Occasionally, a task may refer to a previous section or figure number for clarification of the current task or for further instruction.  Arrows and highlighted boxes will provide additional direction as dictated by the text.  The individual tasks while listed sequentially, do not infer a ‘beginning to end’ process for the complete RMVS application, as their functional level will determine each user’s access.
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1.
Main Menu

The system allows a distinct class of user’s access to the management of Air Force Reserve (AFR) vacancies. Authorized access determines the options available to specific users. The level of access will be determined by user’s functional level so not all options shown below may be available to a particular user.
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(Fig. 1, RMVS Main Menu Screen)

2.
Management Notices

2.1.
Accessing Management Notices
To access Management notices, click on Management Notices from the Main Menu (fig.1). 

2.1.1.
Viewing Management Notices
Click the Read button located in the Action column to read current notices. Once read, the Read button will disappear. Remaining notices may be read following the same procedure.
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(Fig. 2, Management Notice Screen)

2.1.2.
Deleting Management Notices

To delete a Management notice, click the Delete button located in the Action column.  To close the Management Notices window, click Close Notice Window,.
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(Fig. 3, Management Notices)

3.
Glossary of Terms

Glossary of Terms is comprised of thirty-one commonly used definitions mentioned throughout RMVS.

3.1.
Accessing the Glossary of Terms

To access the Glossary of Terms, click on  Glossary of Terms from the Main Menu (fig.1).
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(Fig. 4, Glossary of Terms Screen)

3.1.1.
Selecting a Term

To select a term, click on the Term dropdown-box arrow, scroll through the list and then select the term to be viewed.
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(Fig. 5, Glossary of Terms Screen)

3.1.2.
Viewing A Term Definition

Once a term has been selected, the term will be shown along with a short definition. To return to the Main Menu, click Main Menu.
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(Fig. 6, Glossary of Terms Screen)

4.
Position Management

The user’s level of access and assigned command will determine which listings are available.

4.1.
Accessing the Position Management Window
To access the Position Management window select Position Management from the Main Menu (fig.1).
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(Fig. 7, RMVS Query Criteria Screen)

4.1.1.
Initial Query Selections to the RMVS Criteria Screen

Initial criteria used in selecting positions will only return data associated with the user’s access level. (For example, a user assigned to a MPF functional level will only be able to retrieve records associated with their respective MPF.)  Note:  When querying by position number the command code will precede the position number, i.e.; 1L0724458. 

4.1.2.
Selecting Initial Query Criteria

Initial criteria may be entered manually by entering required criteria into the fields provided adjacent to each category or by clicking on the category title itself and selecting criteria from the associated page. In the example below (fig 8), the AFSC Desired category was selected from figure 7.
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(Fig. 8, RMVS Query Criteria Screen)

4.1.2.1.
The AFSC criterion presents the user with the option of selecting either Officer or Enlisted AFSCs.  In this example, the enlisted AFSC 3S0X0 - Personnel has been selected.
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(Fig. 9, RMVS Query Criteria Screen )

4.1.2.2.
Select the desired AFSC from the listing, then click the Submit button.  The Pick AFSC window will close and the AFSC Desired box on the Query Criteria - Vacancies window (fig.11) will show the selected AFSC.
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(Fig. 10, Query Criteria Screen)

4.1.2.3.
Once desired fields have been entered, clicking the Submit button at the bottom of the page will return any matching results.
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(Fig. 11, Query Criteria Screen)

4.1.2.4. While the query is processing, a blank screen will be shown indicating the selection criterion as well as a progress indicator located at the bottom of the screen.
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(Fig. 12, Query Criteria Screen)

4.1.3.
 Viewing Initial Query Criteria Results

Upon retrieval of the requested data, the user will be presented with a table similar to (fig 13).  The data reflects both currently assigned personnel as well as vacant positions.  To view a Position Brief, select the the position number listed in the first column of the query results.
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(Fig. 13, Query Criteria Screen)

4.1.4.
Viewing Specific Position Information (Filled Position)

In this example, the Position Number 070013046 was selected from the previous screen (fig. 13). Display denotes the Position Brief information for the selected position number. To view another position number from the previous query results, click the back button on the browser window. The links at the top of the page identified with yellow boxes, take the user to specific areas within the page.

(Note: Changes may be made to the Position Brief according to the user’s security level. Changes will be discussed in Section 4.2.4.)
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(Fig. 14, Position Information Screen)

4.2.
Adding Additional Selection Criteria

Additional criterion may be added in the Query Criteria - Vacancies window in order to further define a users search. 

4.2.1.
This example reflects an initial criteria discussed in section 4.1.3. To select additional criterion, manually enter it into the desired field or select the available categories listed to the left of the page.
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(Fig. 15, Query Criteria Screen)

4.2.1.1.
In this example, The Vacancy Status Code Desired category was selected from the previous screen (Fig.15).  Vacancy code 3 (Vacant Position) was selected as a new selection criterion. As in section 4.1.2.2., once selected, clicking the Submit button will populate the Vacancy Status Code Desired box located on the Position Management Query Menu (Fig.17).
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(Fig. 16, Vacancy Status Screen)

4.2.1.2.
To retrieve the desired query results, click the Submit button located at the bottom of the Reserve Management Vacancy System Query Criteria – Vacancies Menu.
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(Fig. 17, Query Criteria Screen)

4.2.2.
Viewing Query Results Criteria (Vacant Positions)

Upon retrieval of the requested data, the user will be presented with the following results. The data reflects only vacant positions as defined by the search requested by the user. To view a detailed Position Brief, select the desired position number and click on it.
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(Fig. 18, Query Results Screen)

4.2.3.
Viewing Specific Position Information (Vacant Position)

In example (fig. 19), Position Number 300074551 was selected from the Query Results Screen (fig 18).  This display shows the Position Brief for the selected position.  In addition to the Position Brief, the position information window now contains a blocking section for use by authorized users.
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(Fig. 19, Position Information Screen)

4.2.4.
Vacancy Status Code Changes

Position Information Management access is determined by the users functional level. Additionally, Vacancy Status Code changes will require blocking information to be completed for changes involving blocking inputs as well as remarks associated with all Hold inputs.

4.2.4.1.
Selecting Vacancy Status Code

To change a Vacancy Status Code, click the drop down arrow associated with the VCS and select the appropriate code. In this instance, code 6-Hold for HQ ARPC has been selected.
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(Fig. 20, Position Information Screen)

4.2.4.2.
Once selected, the code 6-Hold for HQ/ARPC will be displayed the Vacancy Status Code screen. Remarks must be entered for this type of change before clicking the Submit button to update RMVS located at the bottom of the Position Information Menu page.

[image: image24.png]RMYVS
Reserve Management Vacancy System
Position Information

Go To: Job Description

Prospects Mavigation Mem

Position Number: 300074551
Duty Tile

Advertisement Open Date: 11912001
Auth AFSC: 35000

Retraining Auth: [N

Auth Rank: CMSgt

Vacancy Status Code: |6 - Held for HQ ARPC 7]
AGR TowLenghi [0

Advertisement Closeout Date: [ /| iy
EDCSARNLTD: [/ 1 mfddivyyy

Reserve Category: HAGR

RPICode Reserve Type: AGR
Prograta Element Code: S8164A Functional Accoust Code: 722000
TugReq: N/A Funct Acct ClearTest: DEF COMM AGENCY
AsenPAS AtchPAS
Training Atctunent Aty N DLOC:
PRP Indicator Auth SEL
Overage: No Exp Date:
Overgrade Waiver: Exp Date: Milage Waiver: [N
Rt Totor] M Phone: | Civ Phone: |
Manpower Auth (12 Months) TTTTTTTTTTT T
Job Description =
|
Rematks Fosition held for Ho/AREC |
(This ancry will vary depénding on the remiirement.)
|

Interview Required?: [N

IE Yes, Unit POC: Phone:

Uit POC E-Mail:

MPE/IMA Program Manager POC:

Bhiorc]

Subrit












(Fig. 21, Position Information Screen)

4.2.4.3.
Once updated, RMVS system will display ‘Data changes accepted. Please verify this record.’, prompting the user to verify the record. If correct, further navigation may be accomplished at the bottom of the page.
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(Fig. 22, Position Information Screen)

5. Accessing Reports 

Access to Vacancy Status Reports will be determined by the user’s functional level.  To access the Report Main Menu, click Reports from the RMVS Main Menu.  To print reports, click on the printer ICON on the main toolbar.  To download report to EXCEL, hit Ctrl A then Ctrl C.  Go to Start ICON, Programs and open EXCEL.  Now hit Ctrl V.  Data should be aligned in Excel. 

5.1. Select Unit Reports to view the available selection from this menu.
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(Fig. 23, Reports Menu Screen)

5.1.1 Selecting Available Unit Reports

The Unit Report Menu provides options for viewing reports by numerous categories. To view a particular report, select its title from the menu provided.
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(Fig. 24, Unit Report Menu Screen)

5.1.2 Viewing Selected Reports

In this example, By Reserve Category was selected from the Unit Report Menu.  Reports will vary in length and complexity based on the user’s request. To return to the Unit Report Menu from this page, click the back button on the user’s browser.  
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(Fig. 25, Selected Reports Screen)

5.2.
Ad Hoc Reports

Ad Hoc Reports are generated via user-defined inputs that can be selected from the Ad Hoc Report Menu.

5.2.1.
Accessing Ad Hoc Reports

To access Ad Hoc Reports, click Ad Hoc Reports from the Report Main Menu.
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(Fig. 26, Report Main Menu Screen)

5.2.2.
Selecting Ad Hoc Report Fields (Step 1)

Ad Hoc Report fields may be selected from the three categories (Manpower, RMVS Only, and Personnel) below and the user may select as many or as few as desired by checking the box to the left of the desired field. (Note: The list below has been condensed for presentation purposes.)

Click Next Step Button to continue.
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(Fig. 27, Ad Hoc Report Screen)

5.2.3.
Defining Ad-Hoc Report Layout (Step 2)

In the following example, four fields were selected from the Ad Hoc Menu; Auth_Afsc_NR, Auth_Posn_Nr, DAFSC, and PAFSC. Once this screen has been populated with the users selections, the data may be sorted in many different ways.

Checking Distinct Records will eliminate duplicate records within the user defined report.

Checking Group Records has the same function as Distinct Records yet can be used in conjunction with Count records.

Checking Count Records will add an additional column to the report containing the number of duplicate records of the same kind for each record.

The Ord column on the left hand side of the form is the order in which the data appears in the report and may be adjusted by entering the order in which the user would like for the data to appear.

The Fields column, lists the fields selected from the Ad-Hoc Menu.

The Clear Text column will contain a check box when the selected field contains a coded field. Clicking the check box will prompt the report to deliver the data in a text format rather than code.

The Filter column allows the user to define additional reduction criteria. For example the Auth_Afsc_Nr field has been set to ‘Like’, ‘3S200’. In the secondary field in this column, a wildcard (%), may be used in place of any character or characters. For example, to select all ‘3S2’ fields, the user may input ‘Like’ in the primary field and ‘3S2%’ in the secondary field. (Selection box extended for demonstration purposes.)

The Order column on the far right, allows the user to define the order in which selected field will be sorted. Example ‘Ascending’, ‘Descending’, or ‘No Order’. (Selection boxes extended for demonstration purposes.)
Click Next Step Button to continue.
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(Fig. 28, Ad Hoc Report Screen)

5.2.4.
SQL Validation and Adjustments (Step 3)

Once the user has completed steps 1-2 of the Ad Hoc Report Generator, RMVS will display the Structured Query Language (SQL) equivalent.  (Note: Users may wish to copy and paste the SQL equivalent to a word or notepad document for frequent use.  Steps 1-2 may be by-passed in order to paste frequently used SQL statements into this window.)

Press Create Report Button to continue.
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(Fig. 29, Ad Hoc Report Screen)

5.2.5.
Viewing Ad-Hoc Reports

Once the report parameters have been established in steps 1-3, the Ad-Hoc Report Generator will return the requested data in the order and format requested by the user. 
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(Fig. 30, Ad Hoc Report Screen)

6.
Security Administration Menu

Access and options available from the Security Administration Menu will be determined by the user’s functional level. Security Administration is used to set user permission levels within each functional level.

To access the Security Menu, select Security Administration from the main menu.  

6.1.
Check/Add/Edit/ Delete Individual

To Check, Add, Edit or Delete and individual, select Check/Add/Edit/Delete Individual from the Security Menu.
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(Fig. 31, Security Menu Screen)

6.2.
 Checking Individual Security Permissions

Enter the Individual’s SSAN into the input box and click Submit Button.
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(Fig. 32, Check/Add/Edit/Delete Screen)

6.2.1.
If the individual is currently listed in the Security Database (Fig. 34), the return will be the following information.
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(Fig. 33, Individual Security Access Screen)

6.2.2.
If the individual is not currently listed in the Security Tables, the user will receive the following message. 
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(Fig. 34, Individual Security Access Screen)

6.3.
Adding Individual Security Permissions

To Add an individual, select Check/Add/Edit/Delete Individual from the Security Menu.
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(Fig. 35, Security Menu Screen)

6.3.1. Enter the Individual’s SSAN into the input box and click Submit Button shown below.
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(Fig. 36, Check/Add/Edit/Delete Screen)

6.3.2
As before, RMVS will indicate that the individual is not listed in the current Security Tables.  Complete the required information and click on the Add Button. 
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(Fig. 37, Individual Security Access Screen)

6.3.3
RMVS will populate the individual’s SSAN as well as the date that the record was added in the Date Created field.  A message indicating “Record Added” will be displayed at the top of the page.
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(Fig. 38, Individual Security Access Screen)

6.4
Deleting Individual Security Permissions

To Delete an individual, select Check/Add/Edit/Delete Individual from the Security Menu.
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(Fig. 39, Security Menu Screen)

6.4.1.
Enter the individual’s SSAN into the input box and click Submit button as shown below.
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(Fig. 40, Check/Add/Edit/Delete Menu Screen)

6.4.2
Once RMVS has returned the desired record, click the delete button located in the middle of the page. The user will be returned to the main Security Menu.

[image: image45.png]RMYVS
Reserve Management Vacancy Sy
Individual Security Access

ssax 111111111

e [DocTne | GastEastd)

Access Level P50-HQ ARPCIDPE 7] Curreatly P50 - HO ARPC/DPE
Uit 4 Lisit) [ Scroll down for appropriate vaues

Phone. [5255559 | (10 characters oniy)

EMal [Fave Dos@atpo randolph sl

Date Created 11572001

B ["7  eouopryyn

Update | Delete

Values for the Unit[d (Limit):
For HQ level positions leave blank.

NAF - 10th use C%
NAF - 22nd use E%
AT - 4th use W6

For MATCOM's use 2 digit MATCOM Id

For BIMAA's use 2 digit MPF Id

For MPF's use 2 digit MPF Id

For Commander's use last 4 characters of the PAS Code

Main Menu

Log Out

Pevelspedin

10 4Epq @ Homepage [QYaRRC/DPDHSD)

POC: AFPC Technical Assistance Center










(Fig. 41, Individual Security Access Screen)

6.5.
Editing Individual Security Information

To Edit an individual record, select Check/Add/Edit/Delete Individual from the Security Menu.
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(Fig. 42, Security Menu Screen)

6.5.1.
Enter the Individual’s SSAN into the input box and click Submit as shown below.
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(Fig. 43, Check/Add/Edit/Delete Menu Screen)

6.5.2
Once the RMVS system has returned the desired record, click the desired section(s) and enter the appropriate change(s). Click the Update button to complete the desired change(s).

In this example the phone number was selected for change.
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(Fig. 44, Individual Security Access Screen)

6.5.3.
Once the update has been completed, the selected field will display the current change and the System Notice field will indicate Record Updated. The user may navigate from the options located at the bottom of the page.
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(Fig. 45, Individual Security Access Screen)

6.6.
Security Level List

The Security Level List allows administrators to view authorized users by functional level. Selecting a functional level from the Level column will result in a listing of authorized individuals.

To access the Security Level List, select Security Levels from the Main Security Menu.
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(Fig. 46, Security Level List Screen)

6.6.1.
Viewing Individual Authorizations by Functional Level
In this example, HQ ARPC/CCVG has been selected by clicking on CCV from the functional level column. Clicking on the individual’s name in the Name column, will direct the user to the Edit menu for the individual selected as shown in section 6.2.1.
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(Fig. 47, Security Access List Screen)

6.6.2.
In this example, Test 2 (Demonstration Name Only) has been selected from the previous menu.

The user may either edit or delete the current record or navigate to the desired selections provided at the bottom of the screen.
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(Fig. 48, Individual Security Access Screen)

7.
System Messages

The Set System Message menu is accessible only by HQ USAF/REP, HQ ARPC/DPAP, and HQ AFRC/DPO to relay system status messages to all users.

7.1.
Entering a System Message

To enter a system message, click in the box as shown below and enter the desired message then click the submit button. The message will be sent to the RMVS system and will appear above each main menu screen in black lettering.
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(Fig. 49, System Message Screen)

7.2.
Deleting a System Message

To delete a system message select System Message from the RMVS Main Menu.  At the Set System Message menu, click the Delete Message box and then the Submit button.  The user may return to the Main Menu or Log Out utilizing the navigation provided.
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(Fig. 50, System Message Screen)

8.
Personnel Information (SURF)

8.1.
Accessing Personnel Information (SURF)

To access Personnel Information (SURF’s), select Personnel Information (SURF) from the Main Menu (fig.1).
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(Fig. 51, Surf Selection Screen)

8.2.
Requesting A Detailed SURF

A detailed SURF on a member may be obtained by selecting either Officer or Enlisted in the Detailed SURF section and inputting the member’s SSAN into the fields provided and selecting Search.
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 (Fig. 52, Surf Selection Screen)

8.2.1.
Viewing A Detailed SURF Report

A Detailed SURF Report contains a complete reporting on the member’s SSAN entered in the Detailed SURF field on the RMVS SURF Selection Menu. (This report has been curtailed for demonstration purposes.)
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(Fig. 53, Detailed Surf Screen)

8.3.
Requesting A Selected Reserve Manpower/Personnel Position SURF

To retrieve a Selected Reserve Manpower/Personnel Position SURF, enter either the Position Number desired or the member’s SSAN in the fields provided and select SEARCH. (For this example, both the Position Number and SSAN have been entered for presentation purposes.)
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(Fig. 54, Surf Selection Screen)

8.3.1.
Viewing a Selected Reserve Manpower/Personnel Position SURF.

Below is a representation of a Selected Reserve Manpower/Personnel Position SURF which contains position and member information. Users may navigate to the Main Menu or the SURF Query Menu from the bottom of the page.
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(Fig. 55, Detail Surf Screen)

8.4.
Requesting Selected Reserve Manpower Position SURF

To retrieve a Selected Reserve Manpower Position SURF, enter the Position Number in the field provided.
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(Fig. 56, Surf Selection Screen)

8.4.1.
Viewing a Selected Reserve Manpower Position SURF

Below is a representation of a Selected Reserve Manpower/Personnel Position SURF which contains only position information. Users may navigate to the Main Menu or the SURF Query Menu from the bottom of the page.
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(Fig. 57, Detailed Surf Screen)

9.
Initiating Update Routines

This section is for the System Administrator Only. The RMVS Data Load Initialization menu allows the system administrator to periodically refresh the RMVS system with MILMOD applications.

[image: image62.png]RMYVS
Reserve Management Vacancy System
RMYVS Data Load Initialization

e §
Please click the button below to intiate the RMVS match routines.

Initiate Update Routines

Main Menu

Log Out

Deselspat iy

10 45pq @ Homepage: [ QYaRRC/DPDHSD)




AUTHORIZED MANPOWER REMARKS (Training Code)

TRNG CODE

TITLE



DEFINITION

2L
PAY CAT A


IMA REQUIRING 48 IDT 




IDT - UNIT


PERIODS AND A 12-14 DAY




AT - UNIT


AT PER YEAR

2M


PAY CAT A


IMA REQUIRING 48 IDT




IDT – MAJCOM


PERIODS AND A 12 –14 DAY




AT – UNIT


AT PER YEAR.  IDT ANY ATCH








WITHIN MAJCOM

2N


PAY CAT A


IMA RQUIRING 48 IDT 




IDT – ANY ATCH

PERIODS AND A 12 – 14




AT – UNIT


AT PER YEAR

2O


PAY CAT A


IMA REQUIRING 48 IDT 




IDT – MAJCOM


PERIODS AND A 12 – 14




AT – MAJCOM


AT PER YEAR.  IDT AND AT








ANY ATCH WITHIN MAJCOM

2P


PAY CAT A


IMA REQUIRING 48 IDT




IDT – ANY ATCH

PERIODS AND A 12 – 14




AT – MAJCOM


AT PER YEAR.  AT ANY ATCH








WITHIN MAJCOM

2Q


PAY CAT A


IMA REQUIRING 48 IDT




IDT – ANY ATCH

PERIODS AND A 12 – 14




AT – ANY ATCH

AT PER YEAR

2R


PAY CAT A


IMA REQUIRING 48 IDT




IDT – DTS*


PERIODS AND A 12 – 14




AT – MAJCOM


AT PER YEAR. (MAJCOM OF AUTH)

2S


PAY CAT A (SPEC CAT)

IMA REQUIRING 48 IDT 




IDT – UNIT/ATCH

PERIODS AND A 12 - 14 




AT – UNIT/ATCH

AT PER YEAR.  IDT AND AT


LOCATION DETERMINED BY MAJCOM

5L


PAY CAT B


IMA REQURING 24 IDT




IDT – UNIT


PERIODS AND A 12 – 14




AT – UNIT


AT PER YEAR

5M


PAY CAT B


IMA REQUIRING 24 IDT




IDT – MAJCOM


PERIODS AND A 12 – 14




AT – UNIT


AT PER YEAR.  IDT ANY ATCH








WITHIN MAJCOM

5N


PAY CAT B


IMA REQUIRING 24 IDT




IDT – ANY


PERIODS AND A 12 – 14




AT – UNIT


AT PER YEAR

5O


PAY CAT B


IMA REQUIRING 24 IDT




IDT – MAJCOM


PERIODS AND A 12 – 14




AT – MAJCOM 


AT PER YEAR.  IDT AND AT








ANY ATCH WITHIN MAJCOM

5P


PAY CAT B


IMA REQUIRING 24 IDT




IDT – ANY


PERIODS AND A 12 – 14




AT – MAJCOM


AT PER YEAR.  AT ANY ATCH








WITHIN MAJCOM

5Q


PAY CAT B


IMA REQUIRING 24 IDT




IDT – ANY ATCH

PERIODS AND A 12 – 14




AT – ANY ATCH

AT PER YEAR

5R


PAY CAT B


IMA REQUIRING 24 IDT




IDT – DTS*


PERIODS AND A 12 – 14




AT – MAJCOM


AT PER YEAR. (MAJCOM OF AUTH)

5S


PAY CAT B (SPEC CAT)

IMA REQUIRING 24 IDT




IDT – UNIT/ATCH  

PERIODS AND A 12 – 14




AT – UNIT/ATCH

AT PER YEAR.  IDT AND AT








LOCATION DETERMINED BY 








MAJCOM

6L


PAY CAT B


IMA REQUIRING A 12 – 14 DAY AT 




IDT – NONE




AT – UNIT

6O


PAY CAT B


IMA REQUIRING A 12 – 14 DAY AT




IDT – NONE


SUITABLE ATCH WITHIN MAJCOM




AT – MAJCOM

6Q


PAY CAT B


IMA REQUIRING A 12 – 14 DAY AT




IDT – NONE




AT – ANY ATCH

6R


PAY CAT B


IMA REQUIRING A 12 – 14 DAY AT




IDT – NONE


MAJCOM OF AUTH




AT – MAJCOM

*  NOTE:  DTS = DETATCHED TRAINING SITE  











Attachment 1

VACANCY STATUS CODES (VSC)

	VSC
	CLEAR TEXT
	Notes

	1
	Block
	Tentatively assign a prospect against a position

	2
	Confirmed
	IMA only

	3
	Vacant position
	Pending internal leveling actions, system generated; date position vacant

	4
	Filled position
	

	5
	Held for HQ AFRC
	One hold code with mandatory remarks with expiration date not earlier than 90 days and management notice to re-validate at 60 day mark and removal to code 3 at 90 day mark. SEE NOTE BELOW

Review action to establish positions with code 9 due manpower change

	6
	Held for HQ ARPC
	

	7
	Held for MAJCOM
	

	8
	Held for HQ USAF
	

	9
	Held for MPF
	

	N
	Held for NAF
	

	A
	Projected vacancy
	System generated

	B
	Authorized overage, available to block
	Date position expires field must be created.  Date will be used for automatic deletion routines. Jan 1 build notice to MPF Unit, IMA MAJCOM and ARPC/DPAP on all VSC B records. Send notice thru out year 60 days prior to expiration to revalidate (owner of the position must input new expiration date for position) review (unit notice to MPF for unit; IMA to MAJCOM and ARPC/DPAP) and input new expiration date.  Delete position on expiration and send notice to MPF for Unit, MAJCOM & ARPC/DPA for IMA positions.

	C
	Vacant, available for block
	VSC C will be utilized to advertise TSgt and below positions that do not require interview only.  

Member must be Selected Reserve Member to apply

	H
	Hold pending selection 
	SYSTEM ACTION on VSC M records change to code H on Advertisement/Vacancy Close Date if applications have been received.  Recruiter can’t block, MPF or higher will block (allow only one application to be submitted by an individual, except for AGR Positions) 

	M
	Multiple applicants authorized
	VSC M will be utilized to advertise positions that require interview.  MPF or higher will block,  When Advertisement/Vacancy Close date expires system automatically change VSC to H when applications have been submitted.  Note: For initial update of this code, input of advertisement closeout date is required.

	O
	Assigned overage
	

	P
	Projected gain
	

	R
	Multiple Application position no application received and Advertisement/Vacancy Close date has Expired.
	SYSTEM ACTION on VSC M records change to code R on Advertisement/Vacancy Close Date if no applications have been received.  Send notice to owner of position.  Note:  To re-update VSC code to M, input of  future advertisement closeout date is required. 

	S
	Application Submitted
	On VSC C and B when application is submitted by selected reserve member.   MPF or higher will block, Recruiter can block for Unit program only positions that are TSGT and below.  

	X
	Cancel
	Used to Cancel Blocks, Holds, Confirms and Authorized Average, available to block VSC.











Attachment 2

Military Personnel Flight Table

	MPF-ID
	
	Base
	
	Type
	
	State/Country

	AM
	
	ALTUS
	
	AFB
	
	OK

	AU
	
	ANDREWS
	
	AFB
	
	MD

	AY
	
	AVIANO
	
	ABS
	
	ITALY

	BB
	
	BARKSDALE
	
	AFB
	
	LA

	BD
	
	BEALE
	
	AFB
	
	CA

	BP
	
	BOLLING
	
	AFB
	
	DC

	BU
	
	BUCKLEY
	
	AGB
	
	CO

	BV
	
	BROOKS
	
	AFB
	
	TX

	CD
	
	CANNON
	
	AFB
	
	NM

	CL
	
	CHARLESTON
	
	AFB
	
	SC

	CO
	
	COLUMBUS
	
	AFB
	
	MS

	DF
	
	DAVIS-MONTHAN
	
	AFB
	
	AZ

	DM
	
	DOVER
	
	AFB
	
	DE

	DW
	
	DYESS
	
	AFB
	
	TX

	EB
	
	EDWARDS
	
	AFB
	
	CA

	ED
	
	EGLIN
	
	AFB
	
	FL

	EE
	
	HURLBURT FIELD
	
	AAF
	
	FL

	EH
	
	EIELSON
	
	AFB
	
	AK

	EJ
	
	ELLSWORTH
	
	AFB
	
	SD

	EL
	
	ELMENDORF
	
	AFB
	
	AK

	EP
	
	PETERSON
	
	AFB
	
	CO

	FC
	
	FAIRCHILD
	
	AFB
	
	WA

	FD
	
	SCHRIEVER
	
	AFB
	
	CO

	FT
	
	FT GEORGE MEADE
	
	AIN
	
	MD

	FW
	
	F E WARREN
	
	AFB
	
	WY

	GF
	
	GOODFELLOW
	
	AFB
	
	TX

	GM
	
	GRAND FORKS
	
	AFB
	
	ND

	HL
	
	HICKAM
	
	AFB
	
	HI

	HP
	
	TOOELE
	
	CTY
	
	UT

	HP
	
	HILL
	
	AFB
	
	UT

	HS
	
	HOLLOMAN
	
	AFB
	
	NM

	IC
	
	KEFLAVIK
	
	NYI
	
	ICELD

	IN
	
	INCIRLIK
	
	ABS
	
	TURKY

	KF
	
	KEESLER
	
	AFB
	
	MS

	KV
	
	KIRTLAND
	
	AFB
	
	NM

	LA
	
	LACKLAND
	
	AFB
	
	TX

	LC
	
	LAJES
	
	FLD
	
	PORTU

	LD
	
	LAKENHEATH
	
	RAF
	
	UK

	LE
	
	LANGLEY
	
	AFB
	
	VA

	LJ
	
	LAUGHLIN
	
	AFB
	
	TX

	LK
	
	HANSCOM
	
	AFB
	
	MA

	LP
	
	LITTLE ROCK
	
	AFB
	
	AR

	LU
	
	LOS ANGELES
	
	AFB
	
	CA

	LY
	
	LUKE
	
	AFB
	
	AZ

	MA
	
	MACDILL
	
	AFB
	
	FL

	MB
	
	MALMSTROM
	
	AFB
	
	MT

	MG
	
	MAXWELL
	
	AFB
	
	AL

	MH
	
	MCCHORD
	
	AFB
	
	WA

	MK
	
	MCCONNELL
	
	AFB
	
	KS

	ML
	
	MILDENHALL
	
	RAF
	
	UK

	MN
	
	MCGUIRE
	
	AFB
	
	NJ

	MP
	
	MINOT
	
	AFB
	
	ND

	MT
	
	MOODY
	
	AFB
	
	GA

	MW
	
	MOUNTAIN HOME
	
	AFB
	
	ID

	NJ
	
	NELLIS
	
	AFB
	
	NV

	OD
	
	OFFUTT
	
	AFB
	
	NE

	OP
	
	OSAN
	
	ABS
	
	SKORE

	PE
	
	STUTTGART-VAIHING
	
	CTY
	
	GERMY

	PF
	
	PATRICK
	
	AFB
	
	FL

	PV
	
	POPE
	
	AFB
	
	NC

	R1
	
	ROBINS
	
	AFB
	
	GA

	R2
	
	MCCONNELL
	
	AFB
	
	KS

	R3
	
	PORTLAND
	
	IAP
	
	OR

	R4
	
	SELFRIDGE
	
	AGB
	
	MI

	R5
	
	LACKLAND
	
	AFB
	
	TX

	R6
	
	LUKE
	
	AFB
	
	AZ

	R7
	
	GEN MITCHELL IAP
	
	FLD
	
	WI

	R8
	
	WHITEMAN
	
	AFB
	
	MO

	R9
	
	DOBBINS
	
	ARB
	
	GA

	RF
	
	RAMSTEIN
	
	ABS
	
	GERMY

	RJ
	
	RANDOLPH
	
	AFB
	
	TX

	RX
	
	ROBINS
	
	AFB
	
	GA

	S2
	
	SEYMOUR JOHNSON
	
	AFB
	
	NC

	S3
	
	ANDREWS
	
	AFB
	
	MD

	S4
	
	FORT WORTH
	
	NAS
	
	TX

	S5
	
	WILLOW GROVE
	
	RTC
	
	PA

	S6
	
	RANDOLPH
	
	AFB
	
	TX

	SF
	
	SCOTT
	
	AFB
	
	IL

	SM
	
	SEYMOUR JOHNSON
	
	AFB
	
	NC

	SP
	
	SHAW
	
	AFB
	
	SC

	SQ
	
	SHEPPARD
	
	AFB
	
	TX

	ST
	
	SPANGDAHLEM
	
	ABS
	
	GERMY

	T2
	
	MCCHORD
	
	AFB
	
	WA

	T3
	
	MCGUIRE
	
	AFB
	
	NJ

	T4
	
	DOVER
	
	AFB
	
	DE

	T5
	
	CHARLESTON
	
	AFB
	
	SC

	T6
	
	SCOTT
	
	AFB
	
	IL

	T7
	
	MAXWELL
	
	AFB
	
	AL

	T8
	
	TRAVIS
	
	AFB
	
	CA

	T9
	
	YOUNGSTOWN ARS
	
	APT
	
	OH

	TE
	
	TINKER
	
	AFB
	
	OK

	TP
	
	TRAVIS
	
	AFB
	
	CA

	TX
	
	TYNDALL
	
	AFB
	
	FL

	U1
	
	PATRICK
	
	AFB
	
	FL

	U2
	
	GRISSOM
	
	ARB
	
	IN

	U3
	
	HOMESTEAD
	
	ARS
	
	FL

	U4
	
	MARCH
	
	ARB
	
	CA

	U5
	
	NIAGARA FALLS
	
	IAP
	
	NY

	U6
	
	BARKSDALE
	
	AFB
	
	LA

	U7
	
	TINKER
	
	AFB
	
	OK

	U8
	
	BEALE
	
	AFB
	
	CA

	U9
	
	HILL
	
	AFB
	
	UT

	US
	
	USAF ACADEMY
	
	ACD
	
	CO

	VH
	
	VANCE
	
	AFB
	
	OK

	VQ
	
	VANDENBERG
	
	AFB
	
	CA

	W1
	
	PITTSBURGH ARS
	
	IAP
	
	PA

	W3
	
	MINN-ST PAUL
	
	IAP
	
	MN

	W5
	
	WESTOVER
	
	AFB
	
	MA

	W6
	
	EGLIN NR 3
	
	AAF
	
	FL

	W7
	
	KEESLER
	
	AFB
	
	MS

	W8
	
	PETERSON
	
	AFB
	
	CO

	W9
	
	WRIGHT PATTERSON
	
	AFB
	
	OH

	WE
	
	WRIGHT PATTERSON
	
	AFB
	
	OH

	WG
	
	BOLLING
	
	AFB
	
	DC

	WT
	
	WHITEMAN
	
	AFB
	
	MO

	YM
	
	YOKOTA
	
	ABS
	
	JAPAN









Attachment 3

Major Command Code Table

	Two Position Code
	
	Three Position Cleartext
	
	Cleartext
	
	

	0B
	
	ACD
	
	US AIR FORCE ACADEMY

	0D
	
	AFE
	
	US AIR FORCES, EUROPE

	0I
	
	RPC
	
	AIR RESERVE PERSONNEL CENTER

	0J
	
	AET
	
	AIR EDUCATION AND TRAINING COMMAND

	0M
	
	AFR
	
	AF RESERVE COMMAND

	0N
	
	HAF
	
	HQ USAF
	
	

	0R
	
	PAF
	
	PACIFIC AIR FORCES

	0U
	
	AIA
	
	HQ AIR FORCE INTELLIGENCE AGENCY

	0V
	
	SOC
	
	AF SPECIAL OPERATIONS COMMAND (AFSOC)

	02
	
	ISC
	
	AF INSPECTION AGENCY

	03
	
	TEC
	
	AF OPERATIONAL TEST & EVAL CTR

	04
	
	CMZ
	
	AF COMMUNICATIONS AGENCY

	06
	
	AAG
	
	AF AUDIT AGENCY
	

	07
	
	OSI
	
	AF OFFICE OF SPECIAL INVESTIGATIONS

	08
	
	SFR
	
	HQ AF SECURITY FORCES CENTER

	09
	
	APC
	
	AF PERSONNEL CENTER

	1C
	
	ACC
	
	AIR COMBAT COMMAND

	1G
	
	LMA
	
	HQ AF LOGISTIC MANAGEMENT AGENCY

	1L
	
	AMC
	
	AIR MOBILITY COMMAND

	1M
	
	MTC
	
	AIR FORCE MATERIEL COMMAND

	1Q
	
	FSA
	
	HQ AF FLIGHT STANDARD AGENCY

	1S
	
	SPC
	
	AIR FORCE SPACE COMMAND

	1W
	
	ESC
	
	AF CIVIL ENGINEERING SUPPORT AGENCY

	1Y
	
	CTP
	
	AF CIVILIAN CAREER TRAINING

	10
	
	CQM
	
	AF MANPOWER AND INNOVATION AGENCY

	2A
	
	CCE
	
	AF COST ANALYSIS AGENCY

	2B
	
	DOC
	
	AIR FORCE DOCTRINE CENTER

	2D
	
	POA
	
	AIR FORCE PERSONNEL OPERATIONS AGENCY

	2E
	
	LCT
	
	AF LEGAL SERVICES AGENCY

	2F
	
	MSA
	
	HQ AF MEDICAL SUPPORT AGENCY

	2G
	
	ICT
	
	AF NEWS AGENCY
	

	2H
	
	CBT
	
	AF OPERATIONS GROUP

	2I
	
	NGS
	
	ANG READINESS CENTER

	2K
	
	HRC
	
	AF HISTORICAL RESEARCH AGENCY

	2L
	
	TAP
	
	AF TECHNICAL APPLICATION CENTER

	2M
	
	RBO
	
	AF REVIEW BOARDS AGENCY

	2N
	
	CSA
	
	AF STUDIES & ANALYSES AGENCY

	2Q
	
	AWS
	
	HQ AIR FORCE WEATHER AGENCY

	2R
	
	PEO
	
	AFPRGM EXEC OFF

	2S
	
	NOR
	
	AFELM NORAD
	

	2T
	
	SFT
	
	AF SAFETY CENTER

	2U
	
	SVA
	
	HQ AIR FORCE SERVICE AGENCY

	2V
	
	BDA
	
	AF BASE DISPOSAL AGENCY

	2W
	
	ESW
	
	HQ 11TH WING
	

	2X
	
	REA
	
	AF REAL ESTATE AGENCY

	2Y
	
	PCA
	
	AF PENTAGON COMM AGENCY

	2Z
	
	MOA
	
	HQ AF MEDICAL OPERATIONS AGENCY

	21
	
	NWC
	
	AF NUCLEAR WEAPONS AGENCY

	23
	
	ZBJ
	
	AFELM ON-SITE INSPECTION AGENCY

	24
	
	DDS
	
	HQ USAF DIRECT SUPPORT ELEMENT

	25
	
	WWS
	
	AIR FORCE WIDE SUPPORT ELEMENT

	26
	
	ZBM
	
	AF BALLISTIC MISSILE DEFENSE ORGANIZATION

	27
	
	AMO
	
	AF AGENCY MODELING AND SIMULATION

	28
	
	CIC
	
	AF COMM & INFORMATION CTR

	29
	
	NSE
	
	AF NATIONAL SECURITY EMERG PRE

	3C
	
	ZEC
	
	AFELM US CENTRAL COMMAND

	3D
	
	ZVA
	
	AFELM US SPECIAL OPERATIONS COMMAND

	3G
	
	EUR
	
	AF ELEMENTS EUROPE

	3I
	
	RCM
	
	RESERVIST, CENTRAL MANAGED

	3K
	
	EUC
	
	HQ UNITED STATES EUROPEAN COMMAND

	3L
	
	CFH
	
	AF HISTORY SPT OFC

	3M
	
	ZSA
	
	AFELM US SOUTHERN COMMAND

	3N
	
	ZLA
	
	AFELM USACOM
	

	3O
	
	ZPA
	
	AFELM US PACIFIC COMMAND

	3Q
	
	SAJ
	
	US STRATEGIC CMD

	3R
	
	RCC
	
	AFELM US READINESS COMMAND

	3S
	
	ESP
	
	AFELM USSPACECOM

	3T
	
	ZSD
	
	AFELM US TRANSPORTATION COMMAND

	3V
	
	ELM
	
	AF ELEMENTS (OTHER)

	3W
	
	EEC
	
	AF CENTER FOR ENVIRONMENTAL EXCELLENCE

	3Y
	
	FMC
	
	AF FREQUENCY MANAGEMENT AGENCY

	3Z
	
	SSE
	
	JOINT SVCS SURV EVAS REST & ESCAPE AG

	30
	
	ZBE
	
	AFELM DEFENSE INFORMATION SYSTEMS AGENCY

	31
	
	ZBD
	
	AFELM DEFENSE FINANCE & ACCOUNTING SER

	32
	
	NGF
	
	AIR NATIONAL GUARD ACTIVITIES - FTS

	33
	
	ZBF
	
	AFELM DEFENSE LOGISTIC AGENCY

	34
	
	NGM
	
	AIR NATIONAL GUARD UNITS - MOBILIZATION

	35
	
	ZBG
	
	AFELM DEFENSE INTELLIGENCE AGENCY

	36
	
	ZBH
	
	AFELM NIMA
	

	37
	
	ZBI
	
	AFELM DSWA
	

	38
	
	ZBK
	
	AFELM JOINT CHIEFS OF STAFF

	39
	
	ZBL
	
	AFELM OFC OF THE SEC OF DEF & FIELD ACTY
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