JCAVS In/Out Process
 

Description: The JCAVS In/Out Process Screen allows the JCAVS user to maintain positive accountability for personnel within their organization, or within their organization’s Span of Control. Correct utilization of this screen is CRITICAL to facilitate accurate reporting and receipt of notifications for your organization.

 

Procedures: From the JCAVS "Person Summary" Screen for the individual selected; single click with your mouse pointer over the "In/Out Process" link. This will cause the "JCAVS In/Out Process" screen to load.
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Name.  The name of the individual that you are in or out-processing.

 

SSN. The Social Security Number of the individual you are in or out-processing.

 

Grade. The grade of the individual you are in or out-processing.

 

Category. The category of the individual you are in or out-processing.

 

In Date. Enter the date the person in-processed to your organization using the CCYY MM DD  format. Note: It is MANDATORY that you in-process ALL personnel as they arrive at your organization (either TDY/TAD or PCS) in order to maintain the integrity of the Span of Control function within the JPAS database.

 

Out Date.  Enter the date the person out-processed from your organization using the CCYY MM DD format. This is NOT a Mandatory field however, should be utilized for all personnel as they depart your organization (either TDY/TAD or PCS).

 

TDY/TAD Radio Button. Select if the person you are in or out-processing is TDY/TAD to or from your organization by single clicking with your mouse pointer over the "TDY/TAD" radio button. Note: A person CANNOT be TDY/TAD and PCS to your organization at the same time.

 

PCS Radio Button. Select if the person you are in or out-processing is PCSing to or from your organization by single clicking with your mouse pointer over the "PCS" radio button. Note: A person CANNOT be TDY/TAD and PCS to your organization at the same time.

 

SAVE. To save your entries from this screen, single click with your mouse pointer over the "SAVE" button. This will save your actions and return you to the Person Summary Screen for the selected individual.

 

CANCEL. To cancel your actions without saving them, single click with you mouse pointer over the "CANCEL" button. This will return you to the Person Summary Screen for the selected individual without saving your changes.
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