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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  External Standard Operating Procedure No. E-98-16 for Remote Input of Priority Placement Program (PPP) Registrations on the Automated Stopper and Referral System (ASARS) Web

1.   PURPOSE.  To establish formal, consistent, and efficient operating procedures for PPP 

Registrations processed by the Civilian Personnel Advisory Centers (CPACs) and the West Civilian Personnel Operations Center (WCPOC).

2. SCOPE.  These procedures apply to the CPACs within the West Region and to the WCPOC. 

The Priority Placement Support Branch (PPSB) in Dayton has completed the reprogramming necessary to enable CPAC offices to complete the Registration Format through ASARS-Web and for the WCPOC to submit them into the system.

3.  POLICY.  This document outlines the procedures for the CPACs to initiate PPP Registrations and to provide appropriate documentation so that the WCPOC can submit registrations to Dayton for activation.  CPACs and WCPOC personnel responsible for processing PPP registrations will comply with the procedures in the SOP.

4.  RESPONSIBILITY.

     a.  CPACs:  Once the CPACs have ASARS accounts, they will complete the Registration

formats on the ASARS-Web and for submitting each form to a “holding bin”.

b. WCPOC:  ASARS accounts must be established for individual CPACs.  The WCPOC

Account Administrator will set up individual user accounts for the CPACs. The WCPOC will check the “registration hold” area of ASARS on a daily basis for each of the CPACs for which they established ASARS accounts.  The WCPOC will access the registrations and submit them into the system.  Since an employee’s registration is not activated until the WCPOC submits it, it is critical that these registrations be activated by the WCPOC in a timely fashion.

5.  PROCEDURES.

     a.   Instructions for the CPACs:

    (1)  Access the ASARS web site at (ppp.cpms.osd.mil).
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    (2)  Under Services, click on “ASARS (Registration, FM, Requisition, Referrals, etc.).”

          (3)  At the next screen, under Registration, click on “Enter a Registration/File Maintenance.”

          (4)  The next screen is “Data Entry Mode Selection”.  Click to add a new registration.  After completing the registration, click on “Submit this Registration for approval” at the bottom of the format.  This will place the registration in the “holding bin” for the WCPOC to access and activate.

          (5)  CPACs should counsel Military Spouse Preference Eligibles explaining that they must file their resume through RESUMIX via email. The CPACs will fax all other supporting documents.

    (6)  Fax appropriate supporting documentation for all other PPP registration packages (i.e.,

resume, SF50s, marriage license, travel orders, etc.) to the WCPOC.

     b.  Instructions for the WCPOC:

    (1)  Access the ASARS web site at (ppp.cpms.osd.mil).

    (2)  Under Registration, click on “Edit/submit Registrations in Hold (Remotely Input).”

    (3)  The next screen is called “Registrations in Hold List (Remote Input).” Enter the activity code for the CPAC.  You may specify the method of sorting the registrations (by SSN, Name, Program-SSN, or Program-Name) Click on “submit.”

    (4)  Review the individual Registration Formats, and click on “Submit this Registration Now” or “Submit this Registration for Mass Input,” as appropriate.

(5)  WCPOC will review and verify all data (including qualification determinations) on the 

registration and coordinate with CPACs, by email or telephone, any discrepancies prior to submission to ASARS.

    (6)  Submission of the registration form, maintenance of registration files and instructions are contained in the WCPOC Internal PPP SOP.

Encl                                                                      ORIGINAL SIGNED

                                                        
                  JEANNIE A. DAVIS





      Director,West Civilian Personnel

        
     Operations Center 

SFCP-W-S

SUBJECT:  WCPOC External Standard Operating Procedure No E-98-16 for Remote Input of Priority Placement Program (PPP) Registrations on the Automated Stopper and Referral System (ASARS) Web

DISTRIBUTION:

CPO, Fort Huachuca , ATTN: ATZS-CP (Mr. Al Buhl)

CPO, Yuma Proving Ground , ATTN: STEYP-CS-CP 

  (Mr. Bob Greven)

CPO, Sierra Army Depot , ATTN: SIOSI-CP 

  (Ms. Kathleen Schneider)

CPO, Fort Irwin , ATTN:  ADZJ-CP (Ms. Jackie Denton)

CPO, POM DLI, ATTN: ATZP-CPO (Ms. Nell Taylan)

CPO, Military Traffic Mgmt Command, ATTN: MTWPAL 

  (Ms. Penny Yee)

CPO, COE, South Pacific Div , ATTN: CESPD-HR 

  (Ms. Pat Andrews)

CPO, White Sands Missile Range , ATTN: STEWS-RM-H 

  (Ms. Liz Ybarra)

CPO, COE North Pacific District , ATTN: CENWD-NP-HR 

   (Mr. Vance Boelts)

CPO, Tooele Army Depot , ATTN: SIOTE-RSH 

  (Mr. David Lowry)

CPO, Dugway Proving Ground , ATTN: STEDP-DBO-PCA-RP 

  (Mr. Donald Bash)

CPO, COE, Seattle , ATTN: CENWS-HR (Mr. Larry Senechal)

CPO, I Corps and Fort Lewis , ATTN: AAFZH-CP, 

  (Mr. Dennis Roden)

CPO, COE, Walla, Walla , ATTN: Personnel Officer,

  (Mr. Glen Houk)

Chief, Staffing Services Division

Chief, Classification Division

Chief, Information Services Division

Chief, Management Support Office

Chief, Human Resource Development Division



DEPARTMENT OF THE ARMY


OFFICE OF THE ASSISTANT SECRETARY


(MANPOWER AND RESERVE AFFAIRS)


WEST CIVILIAN PERSONNEL OPERATIONS CENTER


GREELY HALL BUILDING 61801


FORT HUACHUCA,  AZ  85613-5000


        REPLY TO


ATTENTION OF








_948860478.doc
�



�
















