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EDUCATION SERVICES DIVISION POLICY LETTER NO. 10 

AFZA-CAS-EP  (621-5)




21 July 2000
MEMORANDUM FOR Education Services (ES) Staff

SUBJECT:  Outprocessing Soldiers

1.  Fort Bragg use of the automated outprocessing system is designed to eliminate unnecessary clearing for soldiers.  It also helps ES because it eliminates the need to individually clear every soldier separating from Ft. Bragg.  It is very important that all soldiers separating are entered into the OUTPROC automated system once they have cleared Education Services.  

2.  Multi-soldier clearing should be done each day between 1600-1700.  To multi-clear soldiers use OUTPROC screens 1,7,8.  Put in the respective date and follow the instructions to pull up the list of soldiers to be cleared.  One individual is assigned as the primary to do this task.  Two individuals will serve as back-ups in case the primary is on leave or for some other reason cannot perform the task that day.  The latest printout of defaulted grades from EDMIS will be checked against OUTPROC.  Those soldiers not having a defaulted grade will be pre-cleared.  Those soldiers who have a defaulted grade will be scheduled for an appointment through the Transition Center.  ES is not responsible for scheduling appointments.  Appointments are in 20 minute blocks beginning at 0900 for up to 12 soldiers per block.  The scheduled site for the appointment is Main Post Education Center, Room 1, Building 1-3571.  However, if a soldier reports to any other Education Center to clear, that Center is responsible for performing all clearing tasks.  Soldiers with appointments should be seen quickly.  Please post attached sign indicating they should identify themselves as having an outprocessing appointment.  To print a list of those individuals who have OUTPROC appointments for a given day, go to OUTPROC, screens 1,7,2.  Put in the respective date and do F8,F1 to print.  Choose the Slave Printer option for a printer.  Only those individuals who have a printer attached to their computers by a cable have this capability.  Each Center has at least one person with an attached printer. 

3.  Each individual staff member is responsible for assuring that a soldier is cleared properly.  Once the correct information if put in EDMIS concerning the soldier’s type of separation, go to OUTPROC and check to make sure the soldier is cleared.  To clear an individual soldier in OUTPROC, use screens 1,7,1.  When asked for a Work Center, use F2 and “Education Center” will appear.  Put in the SSN and indicate “Y” for cleared.  Do not put “Y” in the debt owed column if you are clearing a soldier.

4.  Before a soldier is cleared check to make sure there is no defaulted grade, and, in the case of commissioned officers, they have not used TA in the last two years.  

5.  Guidance on OUTPROC is in the EDMIS training book.  Please review this section.  For additional information, contact your supervisor.

6.  POC is the undersigned at 396-2009.
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DENNIS M. STOCK









Education Services Officer

