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• User Log-ins, clicks their notification, and receives the following 

message
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• User will navigate to 

Self Service > My Assignment Elections

• User will click into the Assignment Elections
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• User will complete the Assignment Elections Activity Guide
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Select “Workforce 
Administration” from 

the NavBar

Select “Assignment 
Tracking”

Select “Manage 
Member Elections”
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A list of all Members who are on AI that need to make Member Elections. 

If the status says 
“Complete”, the 
Member has 
already made 
their elections.

If the status 
says “Not 
Started”, 
Member has 
not made their 
elections and 
the HR Pro can 
proceed on 
their behalf. 
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By selecting an individual with a status of “Not Started” the HR Professionals can 
make Member Elections by selecting their name.  HR Pro can sect the type of tour 
from the dropdown box. 

Select All Others Tour

Select Dependent Location

Input City, 
State, and 
Country

Click “Save” to selection
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Member or HR Pro will 
select “With Dependents”. 

Names of all eligible 
Dependents will be listed and a 
selection for traveling must be 
made.
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If Member or HR Pro completes the Member Elections a “Summary” of the completed 
elections will reflect. 
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Member Elections – OCONUS w/ FTR

** IMPORTANT NOTE **

Members who are on AI to an OCONUS location will NOT be able to 

complete Member Elections until their Family Travel Request has 

been approved/disapproved.
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[As of 20 Apr 2021]
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SFARS 

Inbound

HRC sends JOs linked 
to members to load 
into IPPS-A as Draft 
Assignments

ACT 

Dashboard

MPDs will monitor 
the ACT Dashboard 
IOT monitor, approve 
and create orders for 
Draft Assignments

Member 

Elections

Member will receive 
a notification and 
complete member 
elections (MPDs can 
complete on behalf)

- HRC

- MPD

- Member

- Unit
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Discretionary 

Elections

MPD will complete 
all entitlements

Approval 

Submission

MPD will submit the 
assignment to the 
pre-established PSC 
Pool

Assignment 

Approval 

Workflow

PSC Pool members 
will add the 
appropriate routing 
and recommend 
approval

- HRC

- MPD

- Member

- Unit
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Assignment

Approval

Assignment will 
route for final 
approval

Order 

Production

At the Approval 
transaction IPPS-A 
will produce orders 
within the system

Assignment 

Modification

HRC will send a 
“Modify Assignment” 
Transaction via SFARS 
to Defer, Delete, or 
Divert

- HRC

- MPD

- Member

- Unit
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PCS Absence 

Request

SM will submit an 
Absence request 
with an end date the 
day BEFORE the 
assignment report 
date

Arrive 

Member

Gaining Unit HR 
Professional will 
arrive the member

- HRC

- MPD

- Member

- Unit

Losing Unit HR 
Professional will 
depart the member

Depart 

Member
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