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What’s New in this Version

Page
Change

6
This “What’s New” section has been added.

Throughout
Information about ART (Army Regional Tools) has been included throughout:

· Terms, System Description, Distinctions between applications, etc., pp. 10 ff.

· Logging into modern DCPDS and the CSU Application via ART, pp. 17, 105.

· Use of ART as another source to retrieve information, p. 30.

· Use of ART as another source for different types of reports, p. 41.

· Use of ART to track and check status of RPAs, p. 77.

· Use of ART as an information source in addition to the CSU Application, p. 105.

Throughout
Use of the Gatekeeper checklist (part of ART) has been included throughout the RPA and Inbox sections:

· Introduction of Gatekeeper, pp. 55, 58.

· Use of the Gatekeeper checklists on different types of RPAs, pp. 59 ff.

· Use of the Gatekeeper rather than including NOACs and LACs on RPAs, p. 72.

· Using the Gatekeeper to provide position information for an RPA (detailed instructions for designating a position on the RPA have been removed since the Gatekeeper can be used to do this)

· Use of the Gatekeeper checklist eliminates need for many attachments to RPAs, pp. 78, 84.

· Using the Gatekeeper with the inbox, pp. 95, 99.

Throughout
Information about and instructions for using the SF50 History Database have been added:

· As another option when printing reports (SF50s), p. 41.

· Complete instructions have been added at the end of the Reports section, pp. 50 ff.

· As another option when printing an NPA (from the RPA), p. 83.

Logging On

16, 19
Responsibility “prefixes” used with secure user IDs have been changed to reflect current use of MGR, RMO, PER, NAF (vice SUPV, RMD, and CSU).

17
A picture of the modern DCPDS logon screen has been added since there are different ways to access the application.

Retrieving Information

33
Instructions for querying for a position have been modified to emphasize querying by sequence number.

36
Reference to the Histories and Lists job aid has been included as a source of more detailed information about using Histories and Lists.

41
Revised the titling hierarchy and sequence of the Reports section.

46
Added a caution about improper closing of the Ghostview window (gray screen) and how to restore it if it happens.

Request for Personnel Action

55
The section on mass actions (awards, appraisals, and realignments) indicates that users should contact the CPAC for information and instructions on these types of actions.

55
Brief definitions of Gatekeeper checklist, competitive/noncompetitive and Priority Placement Program have been added to the list of terms in the RPA section.

57 ff.
The section describing types of personnel actions has been expanded and more detail provided (in addition to incorporating the use of the ART Gatekeeper checklists).

73
The section on how to enter a position on page 2 of the RPA has been removed; the Gatekeeper checklist takes care of this for most actions.

78
Use of the Comments area on Gatekeeper checklists was added as an alternative to using the Notepad to make comments about an RPA.

82
Added a caution about refreshing the inbox after routing an RPA from the inbox.

Civilian Inbox

95
Revised the titling hierarchy and sequence of the Inbox section (Word version).

96
Moved instructions for setting up a default inbox view to the Inbox introductory section.

100
Actions on RPAs received by Authorizing officials, resource management, and CPAC staffs have been made more specific, including use of the Gatekeeper checklist.

101
Added a reference to the Inbox Management job aid as a source of additional information about customizing the inbox.

CSU Application

105
The “logon options” screen for the CSU Application has been added, and the main menu screen picture has been updated.

107
A brief description of all the buttons on the CSU Application main menu has been added.
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15

Purpose and use of this Guide
This guide is for CPAC staffs, managers, supervisors, resource management officers, administrative officers, personnel liaisons, training coordinators, and others who have need to access information about the civilian personnel workforce or initiate or review personnel actions using the modern DCPDS.  It provides abbreviated, step-by-step instructions.

What is the modern DCPDS?
The modern DCPDS (Defense Civilian Personnel Data System) is a human resources information system that supports civilian personnel operations in the Department of Defense (DoD).   It covers all appropriated fund and nonappropriated fund DoD civilian employees, and will soon also cover local national employees.

What does it replace?
Modern DCPDS replaces the “legacy” Defense Civilian Personnel Data System.  It also replaces the Personnel Process Improvement (PPI) Suite; see the terms below.

Term
Meaning

Legacy System
The term used to refer to the current Defense Civilian Personnel Data System (DCPDS).  The legacy DCPDS is being phased out and replaced by the modern DCPDS.

Modern DCPDS
The new civilian personnel data system that has been developed to replace other civilian personnel data systems, including the legacy system.

Personnel Process Improvement (PPI) Suite
A collection of automated software tools that perform electronic processing of personnel actions and training requests, automated job classification, and an electronic database of employee, position, and organizational data. The PPI suite is a “front-end application” to the legacy DCPDS and was developed as an interim automation effort pending the deployment of the modern DCPDS; it is sometimes referred to as the Interim System.  Also known as the “FPI (Functional Process Improvement) Suite.”

DESIREs
The programming language (Direct English Statement Information Retrieval) that has been used with legacy DCPDS to generate ad hoc reports from the database.  In the modern DCPDS, DESIREs is being replaced by a separate data query and reporting tool called Business Objects.

Relationship to the PPIs

If you’re familiar with the PPIs
The modern DCPDS incorporates much of the functionality of the PPI Integrated Suite.  If you are already familiar with PERSACTION, COREDOC, Regional Application, and/or TRAIN, these are the major differences you will see when using the modern DCPDS:

PPI
Major Changes

Overall
· The user interface to the modern DCPDS is controlled by a “navigator window” which provides a complete menu of all the various functions that your user ID allows you to perform.  

· In Modern DCPDS, all data is current; that is, there is no overnight refresh process from the central mainframe computer.

PERSACTION
· When requesting a personnel action, you will select the type of action right from the Navigator window.  

· The type of action you select controls what information you will need to enter on the RPA.

· The RPA form is four screens rather than five.  The routing, approval and concurrence blocks have been removed and are accessed differently.

COREDOC
· You enter COREDOC through the Navigator window; otherwise, the program itself works the same.  

· The method for attaching a COREDOC to an RPA is different. 

Regional Application
· The modern DCPDS has a separate application, being fielded with the Modern DCPDS, that is almost identical to Regional Application called Civilian Servicing Unit (CSU) Application.  The SU Application is discussed in this guide (see page 95).

TRAIN
· TRAIN has been replaced by “OTA” (Oracle Training Administration).  There are significant differences between these two programs.  

· OTA is not being used by Department of Army at this time.

Terms
The following terms are used in this guide:

Term
Meaning

CPOC
Civilian Personnel Operations Center.  CPOCs are the regional servicing centers that provide centralized civilian personnel processing to the Department of the Army.

CPAC
Civilian Personnel Advisory Center.  CPACs are the on-site civilian personnel offices that provide face-to-face customer support at an Army activity or installation.

CSU Application
A read-only extract from the primary database of record containing records of civilian employees.  This application allows the user to view data about a specific employee or to run reports covering a group of employees.  It is very similar in appearance and operation to Regional Application in the PPI Suite.

ART
Army Regional Tools.  A web-based software application that provides access to the Modern DCPDS, the CSU Application, and a  number of other civilian human resource management information tools.  A separate guide for the various tools that comprise ART is available. 

Business Objects Application
The data query and reporting tool selected for Army use to produce ad hoc reports comparable to the reports formerly produced by DESIREs.

System Description

System description
The modern DCPDS was developed to support civilian personnel management under a regionalized servicing concept.  Each CPOC houses the regional database and modern DCPDS software for that region.  This database is the database of record.  See illustration blow.

· From the database of record, data automatically flows to the CSU Application (“CPAC servers” in the illustration below), which provides read-only access to employee records and provides data for generating standard and ad hoc reports using the Business Objects application.

· Data also flows to a central DOD computer to provide a DOD-wide corporate information system (CMIS), and to the Department of the Army headquarters system; these systems can be accessed by headquarters staffs and others who need access to data that spans more than one region.

· Data also flows from the regional databases to other external data systems (e.g., payroll).

· ART is a separate web-based application that provides users with access to both the modern DCPDS and the CSU Application as well as a number of other tools, some of which use data from the modern DCPDS. 

Illustration of Operating Environment
This is an illustration of the modern DCPDS operating environment. CPOC, CPAC, and end users can access the regional database (modern DCPDS) and the CPAC server (CSU Application) with a full Oracle client on their workstation, with a Citrix client on their workstation, or by logging into ART (Army Regional Tools), which provides links to the other applications. 
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Citrix connections
Most users of modern DCPDS outside of the CPOC will connect to the system using a Citrix client attached to a Metaframe server at the CPOC.  This is normally transparent to the user, but it provides a quick way to move data back and forth from the CPOC to the user and avoids the need to maintain Oracle client software on the workstations of all users in a region.  

For the user, the primary impact of using a Citrix client pertains to the way your local computer drives are identified when attaching documents to Requests for Personnel Action (RPA) or when exporting data from modern DCPDS for use in other applications.  Generally, the C:\ drive on your local workstation will be identified as “V:\” when using a Citrix client (or possibly some other letter), and you will not have access to any local area network drives that you might normally use.  Thus, for example, if you want to attach a document to an RPA, you will have to make sure that the document is present on your local C:\ drive, or on a diskette in your local A:\ (diskette) drive (not on a network drive) in order to attach it. 

Distinction between Modern DCPDS, the CSU Application, and Army Regional Tools (ART)

The difference
Modern DCPDS, the CSU Application, and Army Regional Tools (ART) are different but related computer applications.  Both modern DCPDS and the CSU Application are discussed in this Guide.  ART has its own guide.

· Modern DCPDS is the primary system.  It resides at the CPOC, and is the regional “database of record.”  

· The CSU Application is a secondary system, which also resides at the CPOC.  The data in the CSU Application comes from the modern DCPDS database; it is refreshed nightly and is read-only.  

· The Business Objects application, which is a separate application used to produce ad hoc reports (not covered in this Guide), uses the data in the CSU Application.

· Army Regional Tools (ART) is a collection of tools (see below) that managers and others can use to get information about the civilian workforce.  It also provides a link into both modern DCPDS and the CSU Application.

Which to use?
Depending on what you want to do will determine which of the applications to use:

To do this…
Use…

Work on a Request for Personnel Action (RPA)
Modern DCPDS

Provide supplementary information about a Request for Personnel Action (e.g., position data, RM data, recruitment strategy, etc.)
ART (using the Gatekeeper function)

Track the status or location of a pending Request for Personnel Action (RPA)
ART (or Modern DCPDS)

Work with training requests
Modern DCPDS

Look up data about an employee
CSU Appl (or Modern DCPDS)

View or print a Notification of Personnel Action
Modern DCPDS (or ART)

Run a standard report
CSU Appl (or Modern DCPDS)

Run (or create) an ad hoc report
Business Objects appl

Army Regional Tools (ART)
With the deployment of Modern DCPDS, Department of the Army (DA) realized the need for specialized tools related to specific functions of Modern DCPDS.  ART was developed as a common entry to standard modern DCPDS applications and to enhance the user’s ability to track or retrieve information from modern DCPDS.  Users can capture real-time information for use in reports such as status of RPAs, organizational information, and PATCO information.  

· A separate guide (ART Users Guide) is available for these tools.

· The current ART tools, with a brief description, are as follows: 

ART Tool
Description

In Box Statistics
Information concerning a specific action or groups of actions.  Replaces Red, Amber, Green Report.

Gatekeeper Checklist
Automated Checklist that prompts users to provide information relevant to the requested personnel action.

Legacy Tracker
Tracks SF50s and SF52s processed in the Legacy system.

RPA Tracker
Tracks RPAs processed in modern DCPDS.

NPA Tracker
Tracks NPAs processed in modern DCPDS.

Review and Analysis
Report function the user can access for information such as supervisory ratio; PATCO, minority/non-minority male/female statistics, etc.

Help Desk
ART users can use this tool to report problems encountered when using the tools or Modern DCPDS.

Organization Structure
This tool provides real time information about the organization, i.e., number of organizations, vacant and encumbered positions, etc.

Pay Data
Art users can access pay data information such as IVRS interface problems, pay data rejects, pay data reverse interface problems, and pay data transaction (W3L) reports.

Links
Art users can access the following modern applications without exiting the ART tool:

· Modern DCPDS

· FASCLASS

· OPF Tracker

· CSU

· Phone and E-Mail List

Users

Who’s involved?
The modern DCPDS is used by the following:

· Personnelists in all functional areas from CPOCs and CPACs.

· Managers and supervisors who need access to information about their employees, and who need to request and authorize personnel actions and training requests.

· Resource management personnel (manpower and budget) who need access to employee and position information and who evaluate the impact of proposed personnel actions on manpower and budget.

· Administrative personnel who need to access civilian personnel information to perform their jobs or at the request of management, including personnel liaisons and training coordinators for Army activities.

· EEO personnel who need to access civilian personnel records and statistical data.

Access to records
Access to records is given to modern DCPDS, CSU Application, and ART users based on their organizational position and what functions they need to perform in the system.  For instance, supervisors and managers are given access to the records of their subordinate employees only.

Access to the Business Objects application is by license.  The same access to records that is provided by modern DCPDS users is also applied to Business Objects users. 

The Information Systems Division at each CPOC controls the level of access.

Getting Help

How to get help
The modern DCPDS has help screens available throughout the system.  These screens provide context-sensitive information to assist in performing the functions or processes specific to the screen for which called.  There are also various Internet-delivered tools to assist users with modern DCPDS, discussed at appropriate places in this Guide.

For other types of help, particularly for systems or communications problems, contact the designated person in your local CPAC or the Information Systems Division (usually the “Help Desk”) at your CPOC.

For more information and updates
· An on-line version of this Desk Guide is maintained on the Internet at http://www.cpocma.army.mil/mdcpds (under the “Desk Guide” heading).  This same site also has a downloadable version of this guide (MS Word).  These guides are always the most current versions and are dated so you can readily determine if your guide is out of date.

· The Army Regional Tools (ART) Users Guide is available at the same Internet site (http://www.cpocma.army.mil/mdcpds) under the “ART Guide” heading.

· DoD (Civilian Personnel Management Service) has a full User Guide that goes into detail on many aspects of the modern DCPDS.  That guide is accessible as a series of Adobe Acrobat (.pdf) files at ) files at http://www.cpms.osd.mil/regmod/userguide/userguide.html.

· The same DOD User Guide is also available at the CPOCMA Modern DCPDS website (http://www.cpocma.army.mil/mdcpds) under the “References” heading in two different formats:

· Downloadable “zipped” files (by module) for downloading and printing.

· MS Word® documents (by chapter) for viewing on line or downloading and printing.

Logging On and System Access

Contents
This chapter covers the following topics:

Topic
See Page

How to log on
17

Changing your responsibility
19

Signing on again (separate logon)
20

Changing your password
20

How to log off
21

Before You Begin
You will need a user ID and password to gain access to and use the modern DCPDS and additional user IDs and passwords to gain access to and use Army Regional Tools (ART), the CSU Application and the Business Objects application.  A system administrator will set up your user IDs, accounts and access privileges (“responsibilities”).  Your position and the types of functions (responsibilities) you need to perform in the modern DCPDS determine your access to employee data and functions.

Term


Responsibility:  A set of access privileges for using the modern DCPDS.  When a system administrator establishes your user account, you will be assigned one or more “responsibilities” so that you can access only those functions, forms, and data appropriate to do your job.   Categories of responsibilities include (but are not limited to):

· CIVDOD PERSONNELIST

· MGR (secure user ID) (see below)

· RMO (secure user ID) (see below)

· PER (secure user ID) (see below)

· NAF (secure user ID) (see below)

The “Secure User ID” 
Most supervisors, managers, and other end users will have a secure user ID, which is used to restrict your access to records of the employees in your organization.  These secure user IDs are set up for various basic types of roles:  supervisors and managers (MPR), resource management (budget and manpower) personnel (RMO), CPAC staffs (PER), and NAF personnelists (NAF).

How to log on to modern DCPDS
Specific logon procedures may vary depending on the way your system is configured, but most users can access modern DCPDS using a desktop icon that leads directly to the modern DCPDS (Oracle) logon screen, or can use the Modern DCPDS link provided in Army Regional Tools (ART).  Once you get to the modern DCPDS logon screen (shown below), follow the steps below to log on to the modern DCPDS. 
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· See CSU Application, page 95, for instructions on logging on to that system.  

· See the separate ART Guide for instructions on logging on to that system.

· Business Objects application license holders will be provided with separate logon instructions.

Step
Action

1 
Once the Oracle screen appears, a log on window displays and your cursor is in the User Name data field.

Type in your user name (as assigned by the local system administrator).
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2
Press [Tab] once to move your cursor to the Password data field (or use your mouse to place your cursor in the Password data field).  Type in your password and click <Connect>. 
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Notes:  

· Your password will not display as you type it; this prevents others from seeing it. 

· The first time you log into the modern DCPDS, you will be required to change your password (see Changing your password, page 20).  

· If you incorrectly type in your password, you can re-type it, but after a third try the modern DCPDS will close down and you will need to re-enter the application.

· Caution:  Keep your password confidential to prevent unauthorized users from gaining access to the system.

3
If you have been assigned more than one responsibility, a Responsibilities Window will display; if not, proceed to step 4.  

Click a responsibility from the choices provided and click <OK>. 
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Note:  The responsibility you select will determine the specific set of data, menus, and forms to which you will have access.  You will only be able to select responsibilities that have been assigned to you by the system administrator (based on your job).  

· The tasks on the main menu that you see once you log on vary depending on the responsibility you select.
· Functions described in this guide indicate which responsibility you must use.  
· If you have more than one responsibility, you can easily change them (see Changing Responsibility, page 19).

4
The Navigator Window displays.  You are now ready to begin using the modern DCPDS.  
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Changing responsibility
If you have been assigned more than one user responsibility and, while you are logged on to the modern DCPDS, you need to work under a different responsibility, you can do so without exiting the modern DCPDS and logging on again. 

Step
Action

1
Return to the Navigator window by closing any open windows to return to the Navigator window. 

2
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Now that you are in the Navigator Window, click the Switch Responsibility icon (the top hat) on the Toolbar. 

3
Click the responsibility you wish to switch to, and then click <OK>.
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The Navigator Window title and contents will now reflect the new responsibility.

Sign on again for multiple logons
Some users, most notably supervisors or managers in resource management or civilian personnel offices, will have two different user IDs for modern DCPDS, each with a different suffix.  

· For example, a Budget Officer may have one logon ending in /RMB, for use when working in modern DCPDS in her budget role, and one logon ending in /MGR, for use when working in modern DCPDS as a supervisor of employees in the budget office. 

· Two logons are issued to such persons in order to accurately track personnel actions for productivity purposes, e.g., how long actions have spent in a resource management inbox vs. how long they spent in a management inbox.

If you have two user IDs, you do not have to exit from modern DCPDS in order to log on with your other user ID.  Just select Special  (  Sign on again from the top menu.  The sign-on screen will display so you can log on with your other user ID.

Changing your password
At times it will be necessary to change your password:

· When you first log in to the modern DCPDS.

· If you know or suspect someone else has learned your password.

· As a matter of security procedures, you will periodically (e.g., every 90-120 days) be required to change your password.

Step
Action

1
Return to the Navigator window (if you are not there) by closing any open windows. 

2
Now that you are in the Navigator Window:

Click Special  (  Change Password from the Main Menu Bar.

The Password Update Window will display:
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3
Type your current password in the Old Password data field.

As you type in your password, the asterisk symbol (*) will display in place of the characters you are typing (as a security precaution).

4
Press [Tab] once to move your cursor to the New Password data field and type in the new password you wish to use.  Your password must be at least eight characters long.

5
Press [Tab] once to move your cursor to the Re-enter New Password data field, and type in your new password again.

If the second entry of your new password does not match the first, a window will display asking you to try again (re-enter your new password).

6
Click <OK>. Your new password takes effect immediately.

How to exit from modern DCPDS
When you are done working in modern DCPDS:

· Click Action  (  Exit Oracle Applications from the Main Menu Bar.  

· Click <OK> on the prompt window asking, “Exit Oracle Application?”.

Navigating in the modern DCPDS

Contents
This section covers the following topics:

Topic
See Page

The navigator window
22

How to start a task from the navigator window
25

How to create a top ten list to access frequently used windows
25

Windows features
26

The toolbar
27

Keyboard shortcuts
28

Navigator Window

The Navigator window
The Navigator window displays a list (or menu) of tasks you can perform in the modern DCPDS, based on the access privileges (“responsibilities”) you have been assigned.  

· If you have been assigned more than one responsibility, the Navigator menu displayed will be for the responsibility you selected in the Responsibilities Window when you logged on (each responsibility has a different menu).

· At the top of the Navigator Window you will see the name of the responsibility which you are currently using (e.g., “MGR SECUREVIEW0218”).

Illustration
Below is the Navigator Window which is displayed if you log on under a supervisor or manager responsibility (menu selections will vary depending on the responsibility you are using): 
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How the Navigation List is Organized
Within the Navigator Window is the Navigation List.  The Navigation List contains two types of entries:  headings and tasks.  

· The tasks are the actual operations that you can perform (for example, initiate a request for personnel action).  

· Headings are used to organize tasks into various categories, and are similar to the hierarchy of a file system, with main headings and subheadings.  Headings and subheadings can be recognized because they have a plus (+) or minus (-) sign in front of them; every heading and subheading has at least one task associated with it.  

Expanding and collapsing headings
Upon logging on, you will see a combination of headings and tasks on the Navigation List.  You can expand headings that begin with a plus sign (+) to display tasks and (if there are any) additional subheadings. 

· Subheadings will display indented below the items from which they are expanded.  

· When a heading has been expanded, a minus sign (-) will display next to it. 

· Once a heading is expanded, you can collapse it again to see only the main category heading and thus view a shorter list.  

· Items with no plus or minus sign are tasks and cannot be expanded or collapsed.
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Expanding Items on the Navigation List
Choose one of the following methods to expand headings on the Navigation List (to see the tasks and any subordinate headings associated with that heading):

 To...
Do this...
Button

Expand one heading to its next lower level
· Double-click the item, or

· Click the item, then click <Open>, or 

· Click the item, then click the Expand button (shown), or                                                                                                   
· Click the item, then click Special ( Expand on the Main Menu Bar.
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Expand all subheadings of one item
Double-click the item, or click the item once and then click the Expand All Children button.
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Expand all headings of all expandable items 
Click the Expand All button.  
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Collapsing an expanded heading on the Navigation List
You may find it easier to locate the item you need on the Navigation List by collapsing expanded headings (so you don’t have to scroll through lists you don’t need).  To collapse an expanded heading:

To...
Do this...
Button

Collapse one expanded heading
Click the heading , then click the Collapse button.
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Collapse all expanded headings
Click the Collapse All button.
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Starting a task from the Navigation List
To start a task from the Navigation List and begin using the modern DCPDS:

· Click the task on the navigation list you need to use, then click <Open>, or
· Double-click the task.

Don’t forget:  “tasks” are the items that don’t have a plus or minus sign next to them.

Top Ten List

The Navigation Top Ten List
To quickly find and open navigation list items you use frequently, you can create your own navigation Top Ten List.  The Top Ten List you create will be located on the right side of the Navigator Window. 

If you have access to more than one responsibility, you can create a different Top Ten List for each responsibility.
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How to create a Top Ten List
Follow these steps to create a top ten list:

Step
Action

1
Click Special on the Main Menu bar, then click Top Ten List.

2
Click an item from the navigation list you use frequently.

3
Click <Add>.

The item is now displayed in the navigation Top Ten List, with a Top Ten List number beside it.  Note:  the wording used for an item on the Top Ten list may vary somewhat from the wording used on the navigator list.

4
Repeat steps 1 and 2 for the other items you want to put on your list (up to ten items).

Removing Items from the Navigation

Top Ten List
To remove an item from the navigation Top Ten List:

· Click the item on the Top Ten List you wish to remove.

· Click <Remove>.

Opening an Item from the Top Ten List
To open an item from the navigation Top Ten List: 

· On your keyboard, press the number key that corresponds with the Top Ten List number of the item you want to open.

 Windows Features

Windows features
The modern DCPDS is a Windows application using standard Windows features.  The illustration below labels many of those features as they are referred to in this guide.  

Illustration
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The Toolbar

The Toolbar 
Many functions in the modern DCPDS can be performed by using the toolbar icons or buttons at the top of the screen (just below the menu bar).  Some general points: 

· Toolbar buttons will vary between screens depending on what functions are available; also, some may be displayed but “grayed out.”

· If you are unsure of the function of a button, move your mouse over it and an identifier will display briefly. 

· A brief explanation of the function of commonly-used buttons follows.

Toolbar Button Functions
[image: image22.png]Navigate to Find

Zoom New Record List of Values
Save Delete Record Edit Field
Save & Proceed Clear Record Help Responsibilities
| | | |
#lelHvl 2melE xS wenl H=2 HeE W
I | I
Summary/Detail Attachments | Export Data
Clear Form Translations Date Track History
Print Folder Tools Notepad

Alter Effective Date





Button
Title
Function

[image: image23.png]<13 Oracle Applications





Save
Saves any pending changes.
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Print
Prints the current window or a report.
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Summary / Detail
When using the civilian inbox, switches between the inbox view and the notification window for the selected action. 
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Find
Choosing once invokes the query mode; choosing again runs a query.
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Tool Palette
Displays the Folder Tool Palette.
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Attachments
Opens the Attachments Window.
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List of Values (LOV)
Shows the List of Values for the current data field (if available).
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Edit Field
Displays the selected data field in a pop-up window.
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Help
Displays online help.

[image: image32.png]



Responsibility (change hats)
Displays other responsibilities you have been assigned and enables you to switch to another of these responsibilities.

Keyboard shortcuts
Everything that can be done with a mouse, by “pointing and clicking,” can also be done using the keyboard.  Keyboard “shortcuts” are alternate ways of invoking the same functions available through the menu and Toolbar keys.

A list of keyboard shortcuts is available through the modern DCPDS online help.  To access the list, click Help on the Main Menu Bar, then Click Keyboard Help.  Click <OK> when you are done using the help screen.

Retrieving Information

Contents
This section covers the following topics: 

Topic
See Page

Information available in modern DCPDS
29

Retrieving and viewing employee records
30


The Data Element Locator
32

Retrieving and viewing position records
33

Viewing lists and histories
36


Employee Assignment
38


Employees by Element
39


Exporting data for use in another application
40

Running standard reports
41


Requesting a report 
42


Viewing report output using Ghostview
45


Printing with Ghostview
46


Printing a Notification of Personnel Action
47

Batch print Notification of Personnel Actions
48

The SF50 History Database
50

Comparison of tools for viewing/printing personnel actions
50

Accessing and using the SF50 History Database
51

Retrieving information in various ways
Information in modern DCPDS can be retrieved in a variety of ways to meet specific needs, each of which are discussed in this section:

· An employee record can be retrieved to find specific pieces of information about one employee;

· A position record can be retrieved to find specific pieces of information about a position (whether occupied or vacant);

· The “View” function provides a method of retrieving a variety of information pertaining to a group of employee records that can be viewed or exported to another application (such as a spreadsheet); and

· “Reports” provides a method of printing pre-defined standard reports.

See also
· See CSU Application, page 95, for instructions on accessing information from that system.  In many cases, it may be easier to use the CSU Application to locate information or run standard reports.

· See the ART Guide (separate guide) for information on the type of information available from that application, which includes such things as inbox statistics (progress and status of personnel action requests), review and analysis (supervisory ratios, workforce statistics, etc.) and past notifications of personnel actions.

· The Business Objects Application is separate software that is being used by Department of the Army to generate and run ad hoc reports from the modern DCPDS database, similar to the reports produced by DESIREs in legacy DCPDS.  This application is not covered in this Guide.

Terms
Query – Query is used interchangeably with search to describe the retrieval of records or data.

Retrieving and Viewing Employee Records

Finding an employee record
Follow these steps to retrieve an employee record:

Step
Action

1
From the Navigator Window select People ( Enter and Maintain.

2
The People window displays, with the Find Person window open on top:
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3
Type in the first few letters of the last name of the employee for whose record you are seeking, and push [Enter] or click the <Find> button. 

Note:  you can also find a record using the employee’s social security number by entering the SSN in the Social Security block..

4
If there is more than one employee whose last name matches the letters you entered, a list of matching names will display.  

· Select the desired employee from the list and click <OK>.  The selected employee’s record will be displayed on the “People” window.

· If only one employee’s name matches, no list will display; the employee’s record will be displayed on the “People” window. 

Finding specific data about an employee
The “Person” window displays only very basic data about an employee.  To find other pieces of information, you will most likely need to use the taskflow buttons at the bottom of the window.  For assistance in locating a specific piece of data in Modern DCPDS, there is a tool available on the Internet – the Data Element Locator – that lists all data elements alphabetically and provides navigation instructions to locate those data elements.  It can be found at http://www.cpocma.army.mil/mdcpds/Tools/data.htm:
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Using the Data Element Locator
As an example of using the Data Element Locator (first screen pictured above), scroll down until you reach the alphabet index and click on the first letter of the data element for which you are seeking, e.g., “V” for “Veterans Preference.”  
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Note that Veterans Preference is a “person” data element, so you would start the search from the “People” window, then follow the navigation instructions:  click on <Extra Information>, then locate the “US Government Person SF52” item and open it to display Veterans Preference (and other data) for the selected person.

When you’re done
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When you have finished reviewing the record, you can exit or search for another employee's record:

· To exit, close any windows that you have opened until you return to the Navigator window.

· To search for another employee's record, close any open windows until you have returned to the People window.  Then click the Find button  on the toolbar to re-display the Find Person window.  Click the <Clear> button, then follow the instructions for Finding an Employee Record (steps 2-4), above.

Retrieving and Viewing Position Records

Finding a position record
Follow these steps to find and display a position record:

Step
Action

1
From the Navigator Window, select Work Structures  (   Position   (  Description.  Note:  this screen can take a while to display; be patient!

2
The Position window displays. 
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3
Click Query  ( Enter on the menu bar (or push the [F7] key). 

4
With the cursor in the Name field, enter one of the queries below:

· By sequence number:  enter ..(seq no) (two periods and the sequence number), e.g., ..1429, then push the [F8] key.  This is the most direct way to locate a single position.

· By position number:  enter the position number followed by a percent sign (%), e.g., JI124%, then push the [F8] key.

· By title:  enter %.(position title)% (percent-period-(title)-percent), e.g., %.SUPPLY TECHNICIAN%, then push the [F8] key. Use all UPPER CASE.

Note:

· A position “name” in modern DCPDS is comprised of five elements:  the number, title, sequence number, component and command, and position type.  Each of these elements is separated by a period.  Ex:  
JI124.SUPPLY TECHNICIAN. 1429.ARP1.APPR

· The percent sign (%) is used as a wild card when querying (not needed when querying by sequence number).

· Periods in the query options are significant as “place holders” for the five fields that constitute the position “name."

· The sequence number (1429 in the example above) is a unique position identifier, so querying by sequence number will always retrieve one and only one position record. 

· "Position Type" includes the following categories:  APPR (appropriated fund), NAF (nonappropriated fund), and EXT (virtual external positions).

5
After you push the [F8] key (or click Query  ( Run on the menu bar), the first position that meets your criteria will display in the Position window.  (If you query by sequence number as shown above, you will only retrieve the one specific position that has that sequence number; you can skip step 6 below.)

6
If more than one position record matches the criteria you entered, you can move between the records that have been retrieved.  The status line (at the bottom of the screen) displays a down symbol (() if there are more retrieved records not yet displayed.

To display the next record, press [(] or [Page Down] on your keyboard or Click Go  ( Next Record on the menu bar.

Once you display the next record, an up symbol (() displays on the status line to indicate there is now a previous record you can redisplay if you choose.
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You can continue to “page” through the records using the up- and down-arrow keys on your keyboard, or the Go menu on the menu bar to move quickly to the first or last record of the retrieved records.

7
Once you are viewing the record you want you may need to navigate to a different window to find the specific piece of data you are seeking.  For assistance in locating a specific piece of data, there is a tool available on the Internet – the Data Element Locator – that lists all data elements alphabetically and provides navigation instructions to locate those data elements.  It can be found at http://www.cpocma.army.mil/mdcpds/Tools/data.htm (see Using the Data Element Locator, page 33).

8
If you want to query another position, use the same Position Window and begin at step 3 above.

9 
To Exit, close any windows you have opened until you return to the Navigator window.

Viewing Lists and Histories

Overview
This section describes how to use the View ( Histories and View ( Lists functions in modern DCPDS.  These are powerful functions that allow you to:

· Display historical data about an employee (“Histories”), 

· Display data in a tabular format about a group of employees (“Lists”), and

· Export data for use in another application (spreadsheet or database).

See also
For more detailed information on using Histories and Lists in modern DCPDS, see the “Histories and Lists” job aid on the modern DCPDS Job Aids and Index web page at http://www.cpocma.army.mil/jobaids (job aids are listed alphabetically, so scroll down to the “H” entries and click on Hist-List JA.htm).

Types of histories
When you open the “View” menu from the navigator, you will see that it has two entries:  Histories and Lists.

Histories (information about one employee):

· Employee assignment – shows the work history of one employee (see Employee Assignment, page 38).

· Absence (not used).

· Salary (not used).

· Entries – shows an employee’s pay entries over time. 

Types of lists
Lists (information about a group of employees):

· People – provides very basic data about a group of employees

· Assignment folder – provides information about employees based on their assignment (job).

· People by Assignment – provides information that can be filtered by jobs, positions, and organizations.

· Assignments -- the same as People by Assignments but it cannot contain a filter for the list to contain other than current employees/applicants.

· Employees by Organization – list of employees by their organization.

· Employees by Position – list of positions, including holders, for an organization.

· Employees by Position Hierarchy – lists positions by hierarchy (hierarchies are named by UIC).

· Employees by Absence Type – not used (part of Oracle’s payroll system).

· Employees by Element – provides data based on various payroll elements such as health benefits, TSP, etc. (see Employees by Element, page 39).

· People by Special Information – provides data based on various “special information types,” such as education, completed training courses, etc.

Retrieving a list (general instructions)
Similar processes are used to retrieve data for any of the lists or histories.  For example, to populate the “People Folder” with employee records, click [F7] to begin a query, place the cursor in the “Type” field and type “Employee” (without the quotes, and it IS case sensitive), then click [F8] to run the query.  Other views may use a query or may use the LOV and <Find> buttons to retrieve data.   Specific instructions for the Employee Assignment (history) and the Employees by Element (list) follow.
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Employee Assignment
Employee Assignment (history) provides the total accumulated service history (years-months) of an employee and a list of specific assignments (jobs) the employee has held during that time.
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· The Assignment History section covers assignments starting with the assignment held at the time of deployment of modern DCPDS.  Assignments prior to that fall under the heading “CIVDODHR”.  

· The horizontal scroll bar in the lower right section provides access to additional data about the assignment.

Retrieving data 
Follow these steps to retrieve data for the Employee Assignment history:

Step
Action

1
With your cursor in the “full name” field, click the LOV button.  In the “Enter Reduction Criteria” window, enter some or all of the last name of the employee whose record you want to view, and click <OK>.

· To retrieve the record of a former employee, you must first change the “Yes” in the “Current” block to “No” or “All” (using the LOV).  The selection in the “Current” block governs the records that will be listed (current or ex-employees, or both).

2
On the list of employees that displays, select the employee and click <OK>.

3
Click the <Find> button to retrieve the selected record.

4
To retrieve a different employee record, click in the “full name” field and then click the “Clear Record” button on the toolbar (pencil eraser), then continue with step 1 above.

Employees by Element
This list provides employee names and details about specific pay elements (see list below).  
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The specific information that displays on the right hand side of the screen varies depending on the element selected.  This section may include a horizontal scroll bar if it is too long to fit in the window.

List of elements
Elements include, but are not limited to, the following:

· Basic and  adjusted salary rates and locality pay

· Various foreign entitlements (LQA, danger pay, etc.)

· FEGLI (life insurance)

· Government awards

· Health benefits

· Non pay hours and days

· TSP (Thrift Savings Plan)

· Within grade increase

Retrieving data
Follow these steps to retrieve data for Employees by Element:

Step
Action

1
With your cursor in the “Element Name” field, click the LOV.  

2
Select the element from the list and click <OK>.

3
If desired, enter a From and/or a To date (e.g., to restrict results to a specific pay period, one quarter, etc.).

4
Un-check either the Current or Ex-Employee boxes if you do not want to include either of those types of records.

5
When the criteria is set up, push [F8] to run the query.

Modifying the view of a history or list
Most of the histories and lists are “folders,” identifiable because of the small file folder icon in the upper right corner of the window.  This means that you can modify the arrangement and size of columns, the sort order, and the records which are selected, and you can save any of these modifications for future use.  The steps for doing this are covered in Customizing your Inbox, page 101. 

Exporting data 
Because the data in the Histories and Lists is in “folders,” you can export the data in the folder for use in another application, such as a spreadsheet or database program (e.g., Excel or Access).  When one of these folders contains the records you want and has the columns arranged the way you want them, follow these steps:

Step
Action

1
Select Action ( Export from the menu.

2
On the Export Data window, select “To a text file (tab delimited)” then type in or browse to a file name.  

· For most users who connect to the modern DCPDS through a Citrix client, you need to save exported files on the drive designated as your local C:\ drive (which may be called the V:\ drive when using a Citrix connection).  For example, V:\testfile will create a file called testfile.txt on your local C:\ drive).  See Citrix connections, page 12.

· Note:  the “Export to Excel” option is not currently working.  

3
Click <OK> on the message window when the exporting is done.

4
You can now use the exported file to import the data into a spreadsheet or database (to use the exported data in Excel, create a text file and open it as a text file in Excel.  This will start Excel’s import wizard).

5
Close the window to return to the navigator.

Running Standard Reports

Commonly used reports
The modern DCPDS provides a number of standard reports that can be run as needed.  The most commonly-used reports, both covered in this section, are the Notification of Personnel Action (SF50), and the Batch Print Notification of Personnel Action (which allows the user to print a number of SF50s at one time).

See also
· See CSU Application, page 95, for instructions on running the “canned” reports available in that system.  These reports are more general in nature, such as an alpha roster, suspense report, birthday list, etc.

· See the ART Guide (separate guide) for instructions on using its NPA and RPA tools:  NPA Tracker (tracks and displays information about SF50s processed in modern DCPDS), RPA Tracker (tracks and displays information about Requests for Personnel Action processed in modern DCPDS, and Legacy Tracker (tracks and displays information about RPAs and NPAs processed in the legacy (PPI) system.

· See The SF50 History Database, page 50, for instructions on using the SF50 History Database, which is a separate web-based application maintained by HQDA to provide Army managers with viewable and printable copies of SF50s (Notifications of Personnel Action) for their employees.

Ad hoc reports 
This chapter discusses the standard, system-generated reports in the modern DCPDS.  There is currently no capability to design your own ad hoc reports; however, such special purpose reports can be created and run using the Business Objects application.  This is a separate software application that uses the data from the modern DCPDS to generate and run ad hoc reports from the modern DCPDS database, similar to the reports produced by DESIREs in legacy DCPDS.  This application is not covered in this Guide.

Types of reports 
Different responsibilities in modern DCPDS have different lists of standard reports available.  This is a typical list for a supervisor’s responsibility:
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Requesting a Report

Requesting a report
Using the Submit Requests Window, you can submit a request to run a report that can be:

· Run now or at a later time.

· Run automatically, at a frequency you specify.

This guide explains how to run a report one time.  For additional options such as setting up a report to run at specified intervals, consult the modern DCPDS User’s Guide, module 1 (Fundamentals), Chapter 8 (Reports). See For more information and updates, page 15, for information about accessing the User Guide.

Printing with Ghostview
In order to print directly from the modern DCPDS, users must have an IP-addressable, post-script enabled printer which is registered in the modern DCPDS server.  Most users outside of the CPOCs will not have this direct—print capability; instead, they will print reports from the modern DCPDS using a third-party printing application called Ghostview.  Ghostview allows you to view a report on screen and print it to a local printer.  Instructions in this section assume that you are using Ghostview.

How to Submit a Report Request
To run a report:

1. From the Navigator Window, click Processes and Reports  (  Submit Processes and Reports.  The Submit Requests Window displays:
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2. Use the table that follows to enter the appropriate information in the data fields of the Submit Requests Window.  Note:  the options shown are appropriate for users outside of the CPOC who will print reports using Ghostview.

Data field
What to Enter

 Type


Request should be displayed in this data field.  If it is not, Click the arrow [image: image44.png]


  to the right of the data field to display the drop-down menu.  From the menu click Request.

Name

[image: image45.png]



· Click the Name data field.

· Click the LOV button  on the Toolbar.

· Click the name of the request (report or program) that you want to run from the LOV.  

Parameters

[image: image46.png]



If the report requires parameter values, a Parameters Window will automatically open.  Example:
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· Use the LOV button  in the Parameters Window (when available) to select values for applicable data fields in the Parameters Window.

· Click <OK>.  The Parameters Window will close.  

Copies
For Ghostview users, this number is not used– you will indicate the number of copies to print from within the Ghostview application.  You can leave it at “1” (the default).   

Style
Not generally used.

Printer
This option is not applicable for Ghostview users (you will select your printer from within the Ghostview application).  The default printer should be correct (it is usually a “dummy” printer).  For other users, click the LOV button on the Toolbar to select a different printer. 

Save Output
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 This option is checked by default and should remain so.  

Resubmit        
Not covered in this guide.  Refer to the Modern DCPDS User’s Guide for more information about this option. 


3. Click [image: image49.png]Submit




 to submit your request.

The Submit Requests Window will clear.  In the Submission History region at the bottom of the window, you will now see displayed a summary and a “request ID” that has been assigned to your submitted request.  The request ID can be used to identify the results of the request when it is complete.  Example:
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Accessing the requests window
When your report has processed, you will be able to view it on your screen or print it, using the Ghostview application.  To do this, click Help  ( View My Requests from the Main Menu Bar.
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Using the requests window
Your most recent request will be at the top of the list.  

· If the Status column indicates “Pending” or “Running,” use the [F8] key to refresh the screen until the status column reads “Completed.”

· Once completed, click the <Report> button to view it on screen.  
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Viewing a Report Using Ghostview

Printing from Ghostview
When you click the <Report> button from the Requests window, the Ghostview application automatically opens and displays your report on screen.  

· Use the scroll bars to view more of the report, if desired.

· If the report is more than one page, use the View menu to access other pages.  

· To print the report, select File ( Print from the Ghostview menu:   
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Caution on Ghostview
When using Ghostview, you must be careful to exit properly – either by clicking the Close Window button (the “X” in the upper right corner of the Ghostview window), or by selecting File ( Exit from the Ghostview menu.

· If you click anywhere outside of the Ghostview window while Ghostview is running (for example, if you see the “Print” icon on the toolbar and think you can use that icon to print the report), the Ghostview window minimizes but it does not return control to modern DCPDS, and it will appear that your screen has “grayed out” and frozen.  

· If this happens, all you need to do is restore Ghostview by clicking on the Ghostview button on the taskbar at the bottom of the screen (shown below), then you can exit properly.  
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The Ghostview print menu
On the Ghostview print menu, select the desired printer (from the list of your local printers in the “Queue” area), and click <OK>.  You can also select which page to print if the report is more than one page.  Illustration follows:
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Printing a Notification of Personnel Action

Printing a Notification of Personnel Action
Many users will want to print Notifications of Personnel Action (NPAs, or SF50s), which is one of the standard reports available to many responsibilities.  NPAs are available for printing once a personnel action has been processed into the database (at the CPOC) and the effective date of the action has arrived.  

· You can also print an individual NPA from your inbox if the action has passed through your inbox; see Printing an RPA or NPA, page 83.

· You can print NPAs for a specific employee from the SF50 History Database; see The SF50 History Database, page 50.

Follow the three steps in How to submit a report request above (page 43), with these specifics:

· Name of report:  Notification of Personnel Action.

· Parameters (illustration follows):
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· Use the LOV on the Parameters window to identify the employee for whom you want to print the Notification.

· Use the LOV to change the Back Page parameter to “Yes” if you want to print the back page (the back page contains information to the employee).

Batch Printing Notifications of Personnel Actions

Batch Print Notification of Personnel Actions 
Many users have access to a report called “Batch Print Notification of Personnel Actions,” which allows you to print a number of NPAs (SF50s) at once using selection parameters you specify. 

· Follow the three steps in How to submit a report request above (page 43), selecting “Batch Print Notification of Personnel Action” as the report name.  The parameters window for this report displays (illustration follows).  

· Organizations can use this report to periodically (e.g., once following the end of each pay period) print any SF50s for the employees in the organization.  See the “From and To Effective Dates” parameter below for an example.  If you elect to do this, you should wait until several days after the end of the pay period to make sure you “catch” all the actions effected during that period.

· Caution:  be sure to complete some of the parameters for this report (described below), or you may end up generating many more SF50s than you wanted. 
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Complete the parameters as follows:

Parameter
Description

Employee Name
Use the LOV button on the Parameters window to select an individual employee, or leave blank if you want to select by type of action, date range, etc.

NOA Code
Use the LOV button if you only want to print a certain type of action, e.g., Pay Adjustment (NOA code 894).

POI
Not usually used – refers to the CPOC.

Organization
Use the LOV button if you want to print actions for an entire organization (usually a UIC).

From and To Effective Date
Use the From and To dates if you want to print NPAs based on a range of effective dates; e.g., if you want to print all actions effective for the pay period 12-25 Mar 2000, enter 12-MAR-2000 in the From block and 25-MAR-2000 in the To block.

Reprint Printed SF50s
Use the LOV button to set this parameter to “Yes” – you will want to reprint NPAs that have already been printed (most NPAs will have been printed at the CPOC).

Front Page, Back Page
Use the LOV button to change either of these parameters (e.g., if you want to print the back page of the NPA, containing “Information for Employees,” change the “Back Page” parameter to “Yes”).

The SF50 History Database

Description
The “SF50 History Database” is a web-accessed SF50 repository that allows modern DCPDS users to access a library of SF50s of their employees.  

· SF50s in the database go back a number of years.  SF50s that were generated in the legacy (PPI) system are available, as are all new SF50s that have been and are being generated in the modern DCPDS. 

· The SF50s in the database can be viewed on screen, or printed.  They are displayed and printed as regular forms.

· SF50s are accessed by employee social security number.

Different tools 
There are several different tools available for obtaining SF50 information from modern DCPDS and related applications.  Each has a different purpose:

Application
Description

Modern DCPDS, Civilian Inbox
Allows the user to track, display and/or print an RPA, or an NPA (SF50)* if the RPA has passed through that user’s inbox.   

* NPAs are available once the action has been processed and the effective date has passed.

Modern DCPDS, Processes and Reports 
Allows the user to display and/or print an NPA (SF50) or RPA for any employee in the user’s organization.  Does not allow for tracking an action.  Does not require that the action passed through the user’s inbox.

SF50 History Database
Allows the user to display and/or print an NPA for any employee in the user’s organization.  NPAs can come from either the legacy or the modern system.  

ART:  NPA Tracker
Allows the user to view and print information about any NPA processed in modern DCPDS for any employee in the user’s organization.  Includes tracking history and all the data from the form itself, but not formatted into a “form”.

ART:  RPA Tracker
Allows the user to view and print information about any RPA processed in modern DCPDS for any employee in the user’s organization.  Includes tracking history and all the data from the form itself, but not formatted into a “form”.

ART:  Legacy Tracker
Allows the user to view and print information about any RPA or NPA processed in the legacy (PPI) system for any employee in the user’s organization.  Includes tracking history and all the data from the form itself, but not formatted into a “form”.

Accessing the SF50 History Database
· To use the SF50 History Database, you need a CSU Application account.  The same security that is used for your access to the CSU Application is used for the SF50 database (and you log in using the same username and password).

· Follow these steps to access and use the SF50 History Database:

· The logon screen for this application requires your user name and password, and you must select your region from the drop-down menu:



Step
Action

1
Using your regular Internet browser (Internet Explorer), navigate to this address:  https://cpsapp.belvoir.army.mil/sf50/.  

2
Enter your username and password, select your region from the drop-down menu on the logon screen, then click the indicated button:
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3
On the SSAN Search Screen, enter the social security number of the employee for whom you are searching (without hyphens), then click on the indicated button.  The employee must be part of your organization (one whose record you would normally have permissions to view in modern DCPDS or the CSU Application).
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4
Once you enter an SSAN, a listing of the SF50s for that employee displays, as shown.  To view any of the SF50s, click on either the [HTML] or [PDF] option in the view column.  If you are going to print a hard copy of the SF50, the PDF version provides a better printed copy.  
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5
Here’s a sample of an SF50 being viewed using the PDF (Adobe Acrobat) format.  From here you can click on the print icon on the Adobe Acrobat toolbar to print a hard copy. 
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6
When done, click the <Back> button on your web browser to return to the previous screen (the list of SF50s).  Click the <Back> button again to return to the SSAN Search Screen.

The Request for Personnel Action (RPA)
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90
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92

Introduction
The Request for Personnel Action (RPA) enables supervisors and managers to request employee and position actions.  It enables the CPOC to record staffing and classification actions, as well as make personnel record changes.

The RPA is an interactive process that automates the creating, editing, approving, coordinating, and tracking of personnel actions.  It provides a single, integrated process to supervisors, managers, personnelists, manpower, and payroll to manage personnel actions electronically, coordinate to the appropriate officials, and provide reports.  

This module explains how to use the automated RPA to initiate personnel actions.

Mass actions
Modern DCPDS has some capability to initiate and process the following actions for a group of employees at once (without using an RPA):

· Mass awards

· Mass performance appraisals

· Mass realignments (limited capability)

In general, mass actions must be initiated by a personnelist.  For the latest information and assistance on these mass actions, contact your servicing CPAC.

Terms
The following terms are used in this section:

Term
Description

RPA
Request for Personnel Action (also known as the Standard Form 52).

NPA
Notification of Personnel Action (also known as the Standard Form 50)

Gatekeeper checklist
An interactive questionnaire (part of the Army Regional Tools (ART)) that is used to provide additional information needed to process a personnel action.

Competitive, noncompetitive
Personnel actions can be described as competitive or noncompetitive.  For instance, an employee cannot be permanently promoted to a higher graded position unless the employee has “competed” and been selected for that higher grade.  If you are not sure, consult with your servicing CPAC to determine if a specific action needs to be competitive or noncompetitive.

Priority Placement Program (PPP)
A Department of Defense program that assists in placing employees who are being displaced from their jobs due to RIF or similar actions.  Some personnel actions cannot be taken without first clearing the PPP “Stopper List” which indicates if a displaced employee is available for a position.  Consult with your servicing CPAC if you are not sure if the PPP must be cleared for a specific action.

Before You Begin


· If you are initiating an RPA, you will create the RPA from the Navigator Window menu.

· If your role is one of responding to an RPA (for your concurrence or approval), you will respond to an RPA routed to you by using the Civilian Inbox selection on the Navigator Window.

· For general information about the types of personnel actions that can be requested by most users, see “Types of Personnel Actions,” below. 

· Your user ID controls what functions you have access to and what records you can view based on your position and responsibility.

· For security reasons, modern DCPDS will not allow you to process your own RPA, nor will you be able to view your own RPA in any groupbox to which you belong.  Also, the person’s RPA that you are processing can not be routed to that person for any type of action.

After you’re done
· Once you have entered information into the RPA, you will route it to the appropriate office or person for further action and/or concurrence.  Then that office or person will review the action, take appropriate action, and route the action to the next person in the routing list.  

· Army Regional Tools (ART) has a Gatekeeper application which works in conjunction with the RPAs in your inbox and allows you to provide additional pertinent information about a personnel action.  See ART Gatekeeper and the Inbox, page 95.

· When the action has been approved, the record updated, and the effective date has arrived, you will be able to print a Notification of Personnel Action (NPA); send a copy to the affected employee; and file it.

Types of Personnel Actions

Types of Actions
The “Request for Personnel Action” heading on the Navigator menu shows the types of actions can be requested by most users with a manager or supervisory level of responsibility: 
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The following sections provide general information about these types of actions. 

Note:   Unlike PERSACTION, Modern DCPDS does not include an “other” category.  If the action you want to request is not covered, consult your servicing CPAC for assistance.

Gatekeeper Checklists

Gatekeeper checklists
For many types of personnel actions, the information provided on the RPA is not sufficient for the CPOC to process the action without obtaining additional information.  

· For example, if the action you are requesting requires establishment of a new position, the RPA does not allow you to enter the information necessary to create a new position record.  

· Likewise, if you are requesting a recruitment action to fill a vacancy, the RPA does not have a place to insert any sort of recruitment strategies or criteria.

To help insure that RPAs are received at the CPOC with all the information necessary to process the action, Army has developed a Gatekeeper checklist application that works in conjunction with the RPAs that you initiate or receive.  

· The checklists vary depending on the type of action being requested.  

· In most cases, completion of the checklist will eliminate the need to provide any supplementary information via a note or attachment to the RPA. 

· For additional information on using the Gatekeeper checklists, refer to the Army Regional Tools (ART) Users Guide.

Using the Gatekeeper checklists with an RPA 
To use the Gatekeeper checklist in conjunction with an RPA, access both modern DCPDS and the Gatekeeper from the Army Regional Tools (ART) website.  

· The following steps will assist you in getting started using Modern DCPDS and the Gatekeeper checklist.

Step
Action

1
Access Modern DCPDS through the Army Regional Tools (ART) main menu.

2
Initiate the RPA in accordance with this Desk Guide (see the following sections for information about specific types of actions). 

· In many cases, use of the Gatekeeper checklist will greatly reduce the amount of information that you will include on the RPA itself.

· In all cases, you need to complete the requesting office information in part A of the RPA.

3
Save and hold the RPA in your in-box.  Minimize Modern DCPDS.

4
Access the Gatekeeper through the ART main menu.

5
Click on the radio button next to the initiated RPA.

6
Click on <Fill Out Checklist> at the bottom of your in-box.

7
Complete the checklist.  Review your answers to ensure all required questions are accurate and complete.

8
Click on <Save the Checklist> at the bottom of the screen.  Your information will be saved and you will be returned to the Gatekeeper function.

9
Return to modern DCPDS and access your in-box; then coordinate the RPA to the next in-box in the processing chain.

Descriptions and Instructions for Different Types of Actions

Overview
Each of the following sections provides definitions of one type or family of personnel action(s), distinctions between other similar types of actions, what information to include on the RPA, and what information to include with the corresponding Gatekeeper checklist. 

· Actions are in the same sequence as they appear on the Navigator menu (under the “Request for Personnel Action” heading) for a manager responsibility.

· This section is intended to provide general information only.  Some regions may have different requirements.  For specific instructions or assistance in determining the correct type of action to submit, any necessary supporting documentation, etc., consult your servicing CPAC.  

Award / One-Time Payment
Use for individual awards for employees (monetary or time off).  

Do not use for:

· Non-monetary (honorary) awards – follow regional guidance (usually involves submitting a SF1256 or an email).

· Quality Step Increase (QSI) – use “Salary Change” (below).

· Mass awards: contact your servicing CPAC for assistance and instructions for submitting mass awards. 

Include on the RPA:

· Employee name in part B.

Use the Gatekeeper Checklist to indicate:

· Type and amount of award.

Change Actions:  Change in Hours
Change in hours is used for part time employees only. 

Do not use for:

· Not needed if the change in hours is for two pay periods or less.  

Include on the RPA:

· Employee name in Part B of the RPA.

· Include the new biweekly hours (decimals can be used) (page 3, block 33).  

There is no Gatekeeper checklist for this type of action.  Use the notepad if you have additional comments about the action (see Attaching a note to the RPA, page 78).

Change actions: Change in Work Schedule
Change in work schedule is used to change an employee from full- to part-time or vice-versa, or some other type of schedule change (intermittent, seasonal, etc). 

Do not use for:

· Not needed if the change is for only one pay period.

· If the action must be processed competitively or clear the Priority Placement Program, use a different type of action such as a Recruit/Fill (check with your servicing CPAC if not sure).  

· If the change in work schedule is in conjunction with another action such as a reassignment, salary change, or recruit/fill, use the other action (not the change in work schedule) and advise of the change in schedule in the “comments” option of the Gatekeeper checklist of that other action

Include on the RPA:

· Employee name in Part B.

· Include the new work schedule (page 3, block 32).  If the change is to other than a full-time schedule, include the biweekly hours (decimals can be used) (page 3, block 33).  

There is no Gatekeeper checklist for this type of action.  Use the notepad if you have additional comments about the action (see Attaching a note to the RPA, page 78).

Change actions: Name Change
Name Change is used when an employee changes names due to marriage, etc.

Include on the RPA:

· Identify the employee using the Social Security number rather than the employee name (on page 1, part B, block 2).  After the employee’s name is retrieved, replace the name with the NEW name in the name block.

Use the Gatekeeper Checklist to verify that the employee has notified the Social Security Administration of the name change.

Details
Use to initiate a detail for an employee, extend a detail, or terminate a detail.  A detail is the assignment of an employee to a different position (or to a set of duties) for a short period of time without any change in grade or pay.  

· A Notification of Personnel Action (SF50) is usually not required for a detail.  If documentation is needed, the Request for Personnel Action (RPA) is printed out and filed in the employee’s OPF.  Detail actions will only flow to payroll if a pay-affecting change results from the detail (e.g., change in FLSA). 

· Regional requirements: Your CPOC may have specific requirements for documenting a detail action.  Contact your servicing CPAC for assistance.

Do not use for:

· If you are requesting a competitive detail, submit a Recruit/Fill RPA instead of a detail RPA.

Include on the RPA:

· Include the employee name in Part B of the RPA.

Use the Gatekeeper Checklist to indicate:

· The nature of the detail and the type of position to which the employee is being detailed.

Extension of NTE
Most commonly used for:

· Extension of a temporary appointment (NOA 760);

· Extension of a term appointment (NOA 765);

· Extension of a temporary appointment (NOA 769);

· Extension of a position change (NOA 770);

· Extension of furlough (NOA 772); and

· Extension of LWOP (NOA 773).

Do not use for:

· Initiating a furlough or LWOP action, see “Non pay / Non Duty Status,” below.

· Extending a detail; see “Details,” above.

· If the extension must be competitive or be cleared through PPP use a Recruit/Fill RPA and provide the non-competitive name request on the Gatekeeper checklist.  

Include on the RPA:

· Employee name in Part B of the RPA.

Use the Gatekeeper checklist to indicate:

· What kind of extension is being requested.

· The NTE date of the extension.

Non Pay / Non Duty Status
Most commonly used for:

· Placement in nonpay status (usually for seasonal employees) (NOA 430);

· Suspensions (placement in nonpay and nonduty status for disciplinary reasons) (NOAs 450 and 452);

· Leave without pay (LWOP) (NOA 460); 

· Furloughs (resulting from lack of work or funds) (NOAs 471 and 472); and

· LWOP-US (leave without pay to serve in the uniformed services) (NOA 473).

Do not use for:

· For extensions of LWOP or furloughs, see “Extension of NTE,” above.

· For return to duty actions, see “Return to Duty,” below.

Include on the RPA:

· Include the employee name in Part B of the RPA.

Use the Gatekeeper checklist to indicate:

· The specific type of nonpay action being requested.

· If applicable, the NTE date of the nonpay action.

· If applicable, any remarks pertaining certain types of nonpay actions.

Position actions: Abolish Position
Abolish position is used to identify a position that is no longer needed or is  being eliminated due to RIF.  Use this action only when the abolishment will result in a RIF.  

Do not use for:

· To delete a vacant position, send an email through your CPAC generalist to your servicing classifier in the CPOC.  

Include on the RPA:

· The only data that can be completed on the RPA is the position title on page 2.  Enter the official title of the position in ALL CAPS and push [Tab].  If you have access to more than one position with the same title, you will get a list from which to choose.  Select the position that corresponds to the position and sequence number you are abolishing. 

There is no Gatekeeper checklist for this type of action.  Use the notepad if you have additional comments about the action (see Attaching a note to the RPA, page 78).

Position actions:  Establish Position
Establish position is used to initiate action to create a new position, AND to initiate recruitment for that position.  

Do not use for:

· If you already have an established position description with an assigned position number, use the Recruit/Fill RPA.

· If you just want to classify a job that you are not filling right now, coordinate this with your servicing classifier before initiating this action.  In this case, you will want to include a note on the Gatekeeper checklist indicating why the recruit information is not filled out.

Include on the RPA:  (complete Part A only).

Use the Gatekeeper checklist to indicate:

· Position organization and characteristics (you will need to provide all the information needed to build the position record).  

· Recruit Information such as suggested recruitment sources.

Position actions: Position Review
Position review is used to initiate a classification review action for a position that may result in a noncompetitive reassignment, promotion, or change to lower grade. The RPA is used for encumbered jobs only. You will generally need to provide a draft job description and proposed classification with the RPA.

· COREDOC and PD Library can be used to assist in preparing a position description.  Unedited position descriptions from these sources reduce processing time since the jobs have already been classified.

Do not use for:

· If you want to conduct a position review of a vacant job, use the Establish Position RPA.

· If any resulting personnel action will require competition and/or is subject to the Priority Placement Program (PPP), use the Establish Position RPA.

Include on the RPA:  (complete Part A only).

Use the Gatekeeper checklist to indicate:

· Position organization and characteristics (you will need to review the position data and indicate any changes that should be made).  

Realignment
Realignment is the movement of an employee and the employee’s position resulting from an organizational change such as reorganization.  There is not change in the employee’s position, grade, or pay.  

Because of their nature, realignments are often done for a group of employees at once; the realignment RPA is for requesting individual realignment actions only.  Capability of requesting mass realignments in modern DCPDS is not currently working properly, so if you have a larger realignment you will have to fill out individual realignment RPAs at this time.  However, you may want to contact your servicing classifier to inquire about submitting a template so you won’t have to complete a Gatekeeper checklist for each affected employee.  

Include on the RPA:

· Employee name in part B.

Use the Gatekeeper checklist to indicate:

· The new organizational location of the position.

Reassignment
Use to move an employee from one position to another with no change in grade.  This is for non-competitive movements from one position to another already-established position description with no change in grade. 

Do not use for:

· If the action requires competition, use a Recruit/Fill RPA.

· If the action requires Priority Placement Program (PPP) clearance, use a Recruit/Fill RPA and include the name of the employee you would like to reassign to the position.

· If the position to which the employee is being moved has not been established, use Position Establish or Position Review as appropriate.

Include on the RPA:

· Employee name in part B. 

Use the Gatekeeper checklist to indicate:

· The position to which the employee is being reassigned. 

Recruit / Fill
Use to initiate staffing action for a vacant position.  This is for a position that is already classified and has a PD number assigned, and to fill any established position that requires competition and/or must be cleared against the Priority Placement Program (PPP).

Do not use for:

· Any recruitment action that requires establishment of a position description should be initiated using the Position Establish RPA.

Include on the RPA:  (complete part A only).

Use the Gatekeeper checklist to indicate:

· What position is being filled, and whether any position data needs to be changed.  

· Recruit Information such as suggested recruitment sources.

Return to Duty (RTD)
Used for the following types of actions that return an employee to pay or duty status after a documented period of nonpay or nonduty status:

· Placement in Pay Status (usually for seasonal employees) (NOA 280); and

· Return to Duty (RTD) (from LWOP, furlough, or suspension) (NOA 292).

Do not use for:

· If the RTD action is being taken in conjunction with another action such as reassignment, salary change, recruit/fill, etc., us the other type of RPA and advise of the return to duty using the Comments option on the Gatekeeper checklist for that other type of action.

· To put an employee on nonpay or nonduty status, see “Nonpay / Non Duty Status,” above.

· To extent a period of nonpay or nonduty status, see “Extension of NTE,” above.

Include on the RPA:

· Employee name in part B.

Use the Gatekeeper checklist to indicate:

· The nature of the return to duty.

Salary Change
Used most commonly for the following types of actions when an employee’s salary will be changed but neither classification of a position description nor recruitment is required:

· Promotion (NOA 702), e.g., career ladder promotions and non-competitive re-promotion;

· Promotion NTE (temporary promotion) (NOA 703);

· Change to Lower Grade (NOA 713); 

· Denial of Within-grade Increase (NOA 888); and

· Quality Increase (QSI) (NOA 892).

· Pay Adjustment (NOA 894).

Salary change is used for other types of actions, also, but these are generally done at the CPOC or in special situations.

Do not use for:

· For other types of award payments (other that QSI), see “Award / One-Time Payment,” above.

· If you are requesting that an employee be non-competitively re-promoted due to accretion of duties, use the Position Review RPA.

· If you are requesting an action that requires competition, use the Recruit/Fill RPA.

· If the action requires clearing the Priority Placement Program (PPP), use the Recruit/Fill RPA and provide the non-competitive name request on the Gatekeeper checklist for that action.

Include on the RPA:

· Employee name in part B.

Use the Gatekeeper checklist to provide:

· There are several sections of the Gatekeeper checklist depending on the type of action being requested.  Start by entering the specific type of salary change (nature of action).

· Salary change information (needed for all actions).

· Position information for actions that move an employee to a different position (e.g., promotion or change to lower grade).

Separation
Used for all types of separations: retirements, resignations, removals, and terminations.  

· For resignations, print out the original RPA, have the resigning employee sign it in part D, and forward it to your CPAC (in addition to completing and routing the electronic RPA). 

Use the Gatekeeper checklist to provide:

· The type of separation being requested (resignation, termination, etc.).

· For some separations (e.g., resignation), you will need to provide the reason for the separation.

· The forwarding address of the separating employee.

Initiating a Request for Personnel Action

Accessing the Request for Personnel Action
From the Navigator Window, follow this path to access Page 1 of the RPA Window to create an RPA.  

Navigator Window (  <Open>  (  Request for Personnel Action  (  <Open>  (  Recruit/Fill (or any of the other types of actions listed under the Request for Personnel Action menu) to display the RPA – Page 1 Window.  Recruit/Fill is used in this guide as an example.

Request for Personnel Action Window
The Request for Personnel Action –Page 1 Window is displayed.
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Request for Personnel Action – Page 1

(Buttons) 
A description of the buttons located on the RPA –Page 1 is discussed below.  See the window above for the location of these buttons.

Buttons
Description/Function
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Routing Group Button is only used by CPOC employees in regions where more than one routing group has been established.  It should not be needed by most users.
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Note Pad Button permits you to make comments about the action that you are processing.  Other recipients of the RPA can read the note, change, amend, and delete it.  See Attaching a note to the RPA, page 78
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Change Family Button allows you to change the Nature of 

Action family to a different action (used in the CPOC).
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The Status block indicates the current status for the RPA.  This is displayed after the action has been saved.
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<Prev> and <Next > Buttons.  Click <Prev> to take you to the previous page of the RPA.  Click <Next> to take you to the next page of the RPA.
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Taskflow Buttons.  These buttons are at the bottom of each page of the RPA and are used to view additional information about the RPA or the employee or position.

Types of Data Fields
Data fields on the RPA are colored to represent levels of access:

· White: you can enter or edit data in these fields.

· Light gray: you can view data in these fields.

· Dark gray: you can not enter or view data in these fields.

The RPA is configured based on the type of action you select and your responsibility; different actions require different types of information.  The coloring scheme makes it easier to determine what information you need to include on the RPA – just look for the white fields.

Part A - Requesting Office of RPA – Page 1
Part A – Requesting Office data fields of the RPA are described below.  
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Data Field
Description/Action

1. Actions Requested
The data field is automatically populated based on the action selected from the Navigator menu.

2. Request Number
Each RPA is assigned an RPA number by the modern DCPDS for identification.  The format is YYMMM / 1-char Region indicator / 2-char MACOM indicator / 6-char UIC or other organization identifier / 6-Digit sequence number.   The data field number will populate after the first time the RPA is saved.  

Example:  00MAR5FCWAC001000156

3. For Additional Information Call
Click the LOV button on the Toolbar for a listing of database names.  Enter reduction criteria when requested (type the last name or the first few letters of the last name of the individual and click <OK>), click the name from the LOV, and click <OK>.  This should be someone who can address specific questions about the action.  If the phone number is not automatically populated, be sure to include it. 

4. Proposed Effective Date
Enter the proposed effective date for this action in the DD-MMM-YYYY format, i.e., 09-JUN-2001.  Hyphens are required and the month is always capitalized (or you can click the LOV button on the Toolbar and select the requested effective date from the calendar LOV).  

Alternately, click in the “ASAP” box if you want the effective date on this action to be As Soon As Possible.  However, as a general rule, you should always enter a specific date rather than selecting “ASAP.” 

Note:  You can not select both an effective date and the ASAP field.  If you do not check ASAP or enter a date the system date will automatically default to ASAP.

5. Action Requested By
Click the LOV button on the Toolbar for a listing of names given the responsibility of requesting (it may just be your own).  Click the correct name if there is a list, and click <OK> to automatically populate the data field.  

The Request Date field is automatically populated once the Action Requested data field is completed.  You can change the date by deleting it and typing in a new date or use the LOV button on the Toolbar to select another month, day and year.

6. Action Authorized By
Click the LOV button on the Toolbar for a listing of names given the role of authorizing official (it may just be your own), or leave blank if someone else will be authorizing this action (this field will be grayed out if you do not have authorizing responsibility).  

The Concurrence Date is automatically populated once the Action Authorized By data field is completed.  You can change the date by deleting it and typing in a new date.

Part B – For Preparation of SF 50 – Page 1
Part B – These fields will be available only when you originate an action on an employee in your organization (e.g., Reassignment, Detail).  They will not be available for a recruit action or other types of actions where the employee’s name is not known.
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Data Field
Description/Action

1. Last Name 
Click the LOV button from the Toolbar, click the name from the list displayed, and click <OK> to automatically populate the data field.  Only the names of your employees are displayed in the LOV.

If you select a name from the LOV, the First Name, Middle Name, Date of Birth, and Social Security Number data fields will automatically populate on the RPA. 

2. Social Security Number
This is automatically populated based on the Name data field.  If desired, you can select the employee based on the SSN rather than by name (which will automatically populate the name field).  Use the LOV or enter the SSN with hyphens (999-99-9999).

4. Effective Date
This entry will be completed by the CPOC.



5-A. Nature of Action Code
This entry will be completed by the CPOC.  Use the Gatekeeper checklist to indicate the specific type of action being requested (if the type of action has more than one option).

5-C. Legal Authority
This entry will be completed by the CPOC. 

<Next>
Click <Next> at the top of the RPA Window to display the next page of the RPA.  You can also click [Tab] to display the next page of the RPA, if the cursor is in the last data field of the current page.

Request for Personnel Action - Page 2


The Request for Personnel Action - Page 2 is displayed.
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Notes:  


The Routing Group, Note Pad, and <Prev and Next> buttons are always located at the top of each page.  


Employee and SSN fields are automatically populated on each page of the RPA once a person has been identified with an action (not applicable for a recruit/fill action since the selectee has not yet been identified). 

From and To Information
The From Information region fields are automatically populated (or not populated) based on the action requested.  The To Information region fields may also be populated (or not) based on the action.  If the data fields are white, you may need to complete some or all of them, although in most cases, the Gatekeeper checklist will provide the necessary information.

Information for the To Information region fields is described below.  The same information is applicable to the From Information region fields, if applicable.

Part B –From and To - Page 2 of RPA
A description of the data fields on page 2 of the RPA is described below. 

Data Field
Description/Action

15. Position Title
This field will populate when you enter an employee name on certain actions.  For other actions, this field will be available, however, in most cases you should provide position information using the Gatekeeper checklist.  

· In those rare instances where you need to provide the position information (e.g., Position Abolish, which does not have a Gatekeeper checklist available), enter the official position title in ALL CAPS and push <Enter>.  If you have access to more than one position with the same title, a list of matching positions will display from which to select.

16-18. Pay Plan; Occ. Code;  Grade or Level; and Pay Basis 
These data fields are automatically populated based on position information.

19. Step or Rate
This field will be completed by the CPOC.

20. Total Salary; Basic Pay; Locality Adj; Adj Basic Pay; and Other Pay
These data fields are automatically populated where appropriate.

Award
Used for award actions only; however, use the Gatekeeper checklist to indicate the amount of the award rather than including it on the RPA.

UoM
Unit of Measure – money or hours will automatically populate for award actions; however, use the Gatekeeper checklist to provide award information.

22. Name and Location of Position’s Organization
This information is automatically populated when you enter an employee’s name on page 1 or enter a position title on page 2.  

<Next>

<Prev>
Click <Next> at the top of the RPA Window to go to the next page of the RPA or click <Prev> to return to the previous page. 

Request for Personnel Action – Page 3
The Request for Personnel Action – Page 3 is displayed. 

[image: image73.png]Action Edt Query Go

dlEdv| 2FE

Special Help

Window

SERR

=@

cy Act of 1974 [

(il

G E

Employee

L
EMPLOYEE DATA

23 Veterans Preference

equest for Personnel Action (Recrui

SSN

24 Tenure

ill. Routing Group:ARMY PACIFIC)

Nature of Action

< Prev| page 3 of 4

26 Vaterans Preference for RIF

27 FEGLI

28 Annuitant Indicator

29 Pay Rate Deterrminant

30 Peetirement Plan

31 Service Comp. Date (Leave)

32 Work Schedule

[FullTime

POSITION DATA
34 Position Occupied

35 FLSA Categary

33 Part-Time Hours Per Biweekly Pay Period

36 Appropriation Code

1 [Competitive Service

37 Bargaining Unit Status

[ [Exempt
36 Duty Station Codle 33 Duty Station (City - Courty - State or Overseas Lacation)

1[p 2

[Bes8 " [ineigi

45 Educational Level

le for Inclusi

[1a9900000

46 Year Deg At

[ZAMA 7 JAPAN

47 Academic Discipline

48 Functional Class.

49 Ciizenship

50 Veterans Status

‘nn ‘an Applicable
51 Supenvisary Status

History

Count. "0

<Lisb

Extra Information

Person

v

[s

[ otes..






Page 3, con’t
· Information on page 3 will vary depending on the type of action requested and whether an employee name or position title has been entered on pages 1 and 2.  Otherwise, initiators do not normally complete these data fields.

· Click <Next> at the top of the RPA Window to go to the next page of the RPA.

Request for Personnel Action - Page 4
The Request for Personnel Action - Page 4 is displayed.
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Parts D and E, Page 4
Part D and Part E data fields on RPA – Page 4 are described below.

Data Field
Description/Action

Remarks by Requesting Office (Part D)
This section is provided to include additional information about the action; however, as a general rule, you should include such information in a note or document attached to the RPA rather than typing it here.  See Attaching a Note to an RPA, page 78, or Attaching Documents or Comments to an RPA, page 84.  In addition, most of the information needed to complete the action will be provided if the Gatekeeper checklist is completed for the action (also, there is a Comments section on every Gatekeeper checklist).

Employee Resignation/ Retirement (Part E)
You will provide the information needed to process a separation action when you complete the Gatekeeper checklist; you do not need to include it on the RPA.

Taskflow Buttons
At the bottom of each page of the RPA are five “buttons” called Taskflow Buttons.  These areas can be used to view additional information about the RPA or about the employee or position that is not included in the RPA. 
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Most users will rarely have reason to use these buttons, with the exceptions of the <History> button (described below), and the <Others> button from which you can attach a core document (see Attaching a Core Document to the RPA, page 92).  

Note:  You can access these Taskflow Buttons at any time while in the RPA; however, you must always save any work you have completed before accessing the Taskflow Buttons.  After saving, follow any directions that are displayed on the screen.  

History button


Clicking the <History> Button will show a history of the routing of the RPA – who initiated the request, who approved it, who reviewed it, etc. 
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· This window scrolls to the right to provide additional tracking information.  

· No information can be changed in this window.  It is for viewing only.

· You can still view an RPA (and its history) that is no longer in your inbox, as long as it was in your inbox at some time in the past.  To view the history of an action that is no longer in your inbox, see Open vs. closed actions, page 100.

· You can also view history and tracking information about an RPA using the RPA Tracker and NPA Tracker applications that are part of the Army Regional Tools (ART).  See the ART Users Guide for more information.

Action history
The “Action History” section, shown below, indicates what user has had the action, and what action they took (if any).
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Routing history
As you scroll to the right, the “Routing History” section displays, showing what user (inbox or groupbox) had the action, and when.  The user (or groupbox) shown in the top line of the routing history is the user who currently has the action.
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Additional information is shown as you continue to scroll right.

Attaching a note to the RPA
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Use the Notepad button on the top of the RPA to access the notepad. 
· Here you can write any notes pertinent to the action.  Click on the <New> button to begin a new note, or if there is already a note attached (if the RPA has been sent to you from someone else), use the <Append> button to add to the note.  

· You should include your name with your note so that others reading the note will know where it came from (the system will automatically date stamp your entry).  Notes accompany the RPA during its routing and are accessible to anyone who has access to the RPA.

· When you receive an RPA routed to you from another user, you should make it a habit to check for accompanying notes by clicking on the notepad button.  You can also tell if a note is attached by checking the notepad column of your inbox (see Accessing RPAs in the Inbox, page 96.

· Notes have a limit of 2000 characters.  If you need more room, you should include the information using the “attach document” feature (see Attaching Documents or Comments to an RPA, page 84.

· As an alternative to using the Notepad, if you are using a Gatekeeper checklist in conjunction with an RPA, each checklist has a “Comments” section where you can include notes about the action.  See Gatekeeper checklists, page 58, for more information on using checklists.

Saving your RPA
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When you are done working on the RPA, click the Save button on the Toolbar to save your RPA action, or click Action (  Save from the main menu bar, then proceed with the routing instructions that follow.

Routing an RPA

Routing the RPA


Once you click the save icon, a dialog box is displayed:
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· Click <Cancel> to return to the RPA.

· Click <No> to save your action and return to the RPA (without routing it).

· Click <Yes> to display the Routing Window. 

The Routing Window
When you click <Yes> on the routing decision window, the Routing Window is displayed.  This window gives you several options for processing your RPA. 

· You will normally route the RPA from your inbox to another user by using the “Select Person” option.

· Some of the options in the Routing Window may be grayed out, depending on your role and responsibility.  For instance, the “Update HR” selection is only available to personnelists in the CPOC. 
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Routing Options
Routing Window options are described below.  Note:  if you want to print a hard copy of the RPA, you should do this before routing it; see Printing an RPA or NPA, page 83.

Routing To
Description/Function

Select Routing List 
This option sends the RPA to a pre-determined sequence of recipients (if routing lists have been set up in your region).  

Select Person
This option routes the action to a particular individual, and is the most commonly used method of routing.  

Click Select Person to display a listing of individuals, then click the correct individual to whom you want to route the action.  Click <OK> to populate the data field on the Routing Window.  Then click <OK> on the Routing Window to actually “send” the action to that person.
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Select Groupbox
This option sends the RPA to a “groupbox,” which is an inbox shared by a group of people.  Groupboxes are most commonly used at CPACs and CPOCs, serving as general “in boxes” for actions coming into the CPAC or CPOC.  Often, the last person to review an RPA before it goes to the CPAC will send the action to the CPAC’s groupbox.  

Click Select Groupbox to display a listing of established groupboxes (contact your servicing CPAC if you are not sure of the correct groupbox to select).  Then click the groupbox and click <OK> to populate the data field on the Routing Window.  Finally, click <OK> on the Routing Window to route the action to the selected groupbox.

Save and Hold in Personal Inbox
This is the default option; it saves the RPA in your own inbox.  

Important:  If you are the initiator of an RPA, you should always select this option before sending the RPA to another user.  This will allow you to track and view the action later.  

You can also select this option if you have not finished working on the RPA action. You can then access the action from your inbox later and complete it (see Accessing an Action from the Inbox, page 97).  

Click <OK> to save the RPA to your Inbox.  

· If you are the initiator of the RPA, the system will generate the RPA number and display it in a window; click <OK> to close this window.  

· The RPA that you saved will be accessible in your inbox and a blank RPA will be on your screen; close the RPA window to return to the Navigator window or to the inbox (depending on how you accessed the action).  

Update HR


This selection generates a Notification of Personnel Action (SF50) and is done at the CPOC after all authorizations are done and processing is completed.

Interim Approval, Approval
These blocks are used by the CPOC.

<Cancel>
Click <Cancel> to stop the routing process and return to the RPA.

<OK>
Click the  <OK> button to route the action to the selected user or inbox.

Refreshing your inbox after routing
Important!  

If you received the RPA from another user – that is, you are not the initiator of the RPA and you have opened the RPA from your inbox – it is very important that you refresh your inbox after routing the RPA to another user or groupbox.  

· After you route an RPA that was opened from your inbox, you are returned to your inbox.  The action that you routed is still visible even though it is not technically “your” action any more.  You can still click the <Respond> button, display the action, even route it again to another user.  However, this can cause system problems.

· Always remember to refresh your inbox by pushing the [F8] key on your keyboard when you return to the inbox after routing an RPA to avoid these problems.

Printing an RPA or NPA

Printing an RPA 
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To print a hard copy of the RPA, click Action  (  Print on the Menu Bar while the RPA is displayed on your screen, or click the Print button on the Toolbar.  The Printing Window displays.  

· You have the option of printing the Request for Personnel Action (RPA) or the Notification of Personnel Action (NPA, or SF50); however, this latter option is grayed out until on or after the effective date of a finalized personnel action.  

· Most users will have a default printer associated with their user ID, which will display in the Printer data block.  

· Most users outside of CPOCs and CPACs will have a “dummy” printer identified as their default (which may be named 0default_prn, as in the illustration below).  Using this dummy printer allows you to both display the RPA on your screen, and print a hard copy.  See Accessing the requests window, page 45, for instructions.

· Click <OK> on the Printing Window to print the action.
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Other printing options
Besides printing the RPA from the RPA itself, you can also print RPAs and NPAs individually, or for a specific employee, or in a “batch” mode by date range, type of action, or organization using the modern DPCDS reports function.  See Printing a Notification of Personnel Action, page 47, or Batch Print Notification of Personnel Action, page 48.

· You can also display and print NPAs (SF50s) for an employee using the SF50 History Database application; see The SF50 History Database, page 50.

Attaching Documents to an RPA

Purpose
This section shows how to attach Word documents, spreadsheets, or other computer files (including lengthy comments) to a Request for Personnel Action (RPA), how to view and/or print an attached document, and how to delete an attachment.

· It also covers how to attach a Core Document (COREDOC); see Attaching a Core Document to the Request for Personnel Action (RPA), page 92.  

· This section does not cover attaching a note using the notepad, see Attaching a Note to the RPA, page 78. 

· For information about using the Gatekeeper checklist, which is the preferred method for providing additional pertinent information about a requested personnel action, see the Gatekeeper section of the Army Regional Tools (ART) Users Guide.

Attaching Documents or Comments to an RPA

Accessing the Request for Personnel Action
You can attach a document or note to an RPA that you are creating, or to an RPA that has already been created and is in your inbox.  

· See Initiating a Request for Personnel Action, page 68, for instructions for creating an RPA; you can then use the processes in this section to attach a document to that RPA. 

· See Accessing RPAs in the Inbox, page 96, for instructions on viewing and acting on an RPA that is in your inbox (either an RPA that you created and saved to your inbox, or an RPA that someone else created and sent to you).  Use the processes in this section to attach a document to an RPA once you have opened it.  To view an attachment to an RPA that you have received, see Viewing and printing an attachment, page 89.

Attaching a Document
Follow these steps to attach a document to an RPA:

Step
Action

1

[image: image86.png]



While the RPA to which you want to attach a document is open on your screen, click the Attachments button on your toolbar.  

2
The Attachment Window is displayed:
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3
Click the Category data field.  Click the LOV button on the toolbar, and select either Comments or Miscellaneous:
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· Comments allows you to enter text and save it with the RPA.  This is similar to using the notepad, but using Comments does not have the 2000-character size limitation of the notepad.
· Miscellaneous is used to attach an existing document or create a new document from another application such as Microsoft Word, Excel, etc.  
Select the appropriate category, click <OK> to populate the Category data field. 

4
Type a description of the information to be attached in the Description data field by typing something that descriptive, short, and understandable to users, e.g., “Job description” or “Org chart.”

5
Click the Data Type data field.  Then click the LOV button on the toolbar for a listing of data types that can be attached.  Click the data type you want and click <OK>.  The most commonly used data types are:

· Long Text – allows you to type free-form comments similar to using the notepad, but without the 2000-character limitation of the notepad.

· OLE Object – allows you to attach a Word document, spreadsheet, etc., to the RPA (“OLE” stands for “Object Linking and Embedding” and is used in many Windows applications).

· Short Text – allows you to type free-form comments similar to the notepad.  Also like the notepad, Short Text has a 2000-character limitation.
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Attaching long or short text
Click in the large white area and type your comments:
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When you are done typing the comments, click the Save button on the toolbar to save the attachment information. You can then close the attachment window to return to the RPA, or add another attachment if desired.

Attaching a document
Follow these steps to attach an OLE object (Word document, Excel spreadsheet, or other computer file):

Step
Action

1
Right click your mouse in the large white text area of the Attachment window to display the Insert Object Type Window.  This window gives you options on the types of objects you can insert as an attachment to the RPA:
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· Click Create New to create a new document to be attached to the RPA.

· Click Create from File to insert a file (already created) in the text area of the of the Attachment Window.

Create from File is being used for illustration purposes.

2
Once you select Create from File, the Browse button is available that you can use to select the drive, directory, and file you will insert as an attachment.  Browse through your file system the same way you do in other Windows applications to locate and select the file you want to attach.
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Note
Browsing with a Citrix client:

Users who connect to modern DCPDS using a Citrix client (which is most users outside of the CPOC) will not have access to their local network file system when using modern DCPDS.  The document that you are going to attach must therefore be available on your local workstation’s hard drive (C:\), or on a diskette in your diskette drive (A:\).  

When browsing with a Citrix client, your C:\ drive may be designated with a different drive letter such as V:\, so on the Browse window change the drive to V:\ to access files on your local hard drive (notice the designation \\Client\C$ on the “Drives” box of the illustration below).
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3
Click the box next to Display As Icon to display the document as an icon in the text area of the Attachment Window (this is recommended).  If you do not click the Display As Icon the entire document will be displayed in the text area.  Click <OK> to insert the icon into the text area of the Attachment Window.  Click <Cancel> to stop the selection process and make different selections.

4
The Attachment Window is displayed with the document type icon displayed in the text area when <OK> is clicked.
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Continue this process (steps 2-4) to attach other documents if desired.

5

[image: image95.png]



Click the Save button on the Toolbar to save the attachment information.

6
To close the window and return to the RPA, 

Click Action  (  Close Window.

Viewing and printing an attachment
Follow the steps below to view or print an attachment to an RPA.

Step
Action

1

To view the attachment(s) to an RPA, click the Attachment button on the Toolbar (the RPA must be open on your screen).
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Note:  You can tell if there is an attachment to an RPA or any other personnel document by the “paper” in the paper clip Attachment button on the Toolbar.

2
The Attachments Window is displayed.  Use your scroll bar to locate and click on the block next to the item you want to view and print (if there is more than one item). 
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3
Double-click the icon or text attachment in the text area.  The attachment will be displayed for viewing or printing.

4
To print, click Action on the menu bar, then click Print. 

5
To close the document, click File on the Menu Bar.  Click Close & Return to Unnamed to return to the Attachments Window.
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Delete an Attachment
To delete an attachment to an RPA, follow these steps:

Step
Action

1

Click the Attachment button on the Toolbar (the RPA must be open on your screen).
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Note:  You can tell if there is an attachment to an RPA or any other personnel document by the “paper” in the paper clip Attachment button on the Toolbar.

2
The Attachments Window is displayed.  Use your scroll bar to locate and click on the block next to the item you want to delete (if there is more than one item). 
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3
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Click the Delete Record button on the Toolbar.

4
The following message is displayed.  Click the appropriate button.
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Attachment means that you are “un-attaching” the document from the RPA, but the document itself will still exist.  Note:  documents attached to RPAs in modern DCPDS are saved (stored) on the modern DCPDS UNIX server at the CPOC.  When you use the delete “Attachment” option, the document will still be using space on the UNIX server.

Document and Attachment means that you are both un-attaching the document and deleting it.  [This option will remove the document from the modern DCPDS UNIX server.]

5
Follow the displayed message to save your changes to the Attachment Window (normally click the <Save> button).
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Attaching a Core Document to the RPA 

 Purpose
Core Documents (COREDOCs) can be attached to many Requests for Personnel Action (RPAs).  You can attach a COREDOC to a previously completed RPA or create a new RPA and attach a COREDOC.  This procedure will guide you through attaching a Core Document to the RPA.

See Also
· Creating and editing a COREDOC is not covered in this guide. This process is covered thoroughly in the full Modern DCPDS User’s Guide.  See For more information and updates, page 15, for information about accessing the User Guide.
· To learn how to initiate a Request for Personnel Action (RPA), see Initiating a Request for Personnel Action, page 68.
· To retrieve an RPA from your Civilian Inbox in order to attach a COREDOC, see Accessing RPAs in the Inbox, page 96.

Before You Begin
· Before you can attach a COREDOC to an RPA, you must have the RPA open; this can be either an RPA that is in your Civilian Inbox, or an RPA that you are creating.

· You must also have a completed COREDOC that you will be attaching (although you can, if desired, create the COREDOC from the RPA).

How to Attach a COREDOC
Follow these steps to attach a COREDOC to an RPA:

Step
Action

1
Click the <Others…> Taskflow button at the bottom of the RPA (from any page of the RPA).

2
The Navigation Options Window displays. 

Click Coredoc, then click <OK>.
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3
The Coredoc Attach Detach Screen displays.  Four options are listed. Click <ATTACH> to attach a previously built COREDOC.  (You can also select <COREDOC> to enter the COREDOC program and create a new or edit an existing COREDOC prior to attaching it.)
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4
The Attach Core Document Window displays.  Click the Core Document you want to attach to the RPA, and then click <OK>.
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5
The status field on the Coredoc Attach Detach Screen shows “Attached.”  Follow the same procedure to detach a previously-attached COREDOC from an RPA.

6
Click <EXIT>.

7
If you are done working with the Request for Personnel Action, click Save on the toolbar and proceed with routing.  If you are not done, continue work on the RPA.

The Civilian Inbox

Contents
This section covers the following topics: 

Topic
See Page

Introductory information
95


ART Gatekeeper and the Civilian Inbox 
95


Setting up a Default Inbox View 
96

Accessing RPAs in the Civilian Inbox
95


Viewing your RPA requests
97


Acting on RPAs sent to you
99

Customizing your Inbox
101

Purpose
This section explains how to access and act on Requests for Personnel Action (RPAs) from the inbox.  From the inbox, you can:

· Access Requests for Personnel Action that have been saved to or received in your inbox. When an RPA is displayed, you can:

· Review or approve the action, and/or

· Route the action to another user.

· View Notifications of Personnel Action (NPAs), which are actions that have been effected. 

· View the status of an action and its routing history.

This section also tells how to customize your inbox.

ART Gatekeeper and the Inbox
Army Regional Tools (ART) has a Gatekeeper application which works in concert with your civilian inbox.  

· The Gatekeeper is an automated checklist that provides a standard, efficient and simple way for management to provide information about a personnel action that would otherwise require an attachment to the RPA.  It prompts Request for Personnel Action (RPA) initiators, resource managers, and CPAC staffs for information pertinent to the type of action requested (in addition to what is provided on the RPA itself).  The amount of information required will vary by type of action.  By submitting the proper RPA type and complete information via the Gatekeeper, CPOCs will be able to provide more timely and accurate personnel services. 

A checklist is available for most actions that are open in your inbox.  See the Army Regional Tools (ART) Users Guide (a separate guide) for instructions on how to use the Gatekeeper in conjunction with your inbox, and see 

· Types of Personnel Actions
, page 57, for information about the Gatekeeper checklist as it pertains to different types of actions.

Setting up a default inbox view
The first time you access your civilian inbox, it will appear to be empty and will contain columns and headings that are not ideal for use.  You should therefore select a default inbox view that will display each time you come back to the inbox, and will automatically populate the inbox with any open actions.  This is a one-time operation – once you’ve selected a default view, you can set it so that it always opens with that view.  Your region will probably have a default inbox view set up that you can use for this purpose.  Follow these steps:

Step
Action

1
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Click the folder icon on the upper left corner of the inbox; and select the default view established in your region, which will usually be called something like “1Region Default” (the 1 at the front of the name helps to insure that the default view will be at or near the top of the list of folder views).

2
Click on the “Folder” menu, then “Save As.”

3
On the Save Folder window, save your folder with your name, e.g., “Sam’s Inbox” (or some other appropriate name).  

· Make sure that “Autoquery” option has “Always” checked so that your open actions will automatically display when you open the inbox;

· Make sure that the “Open as Default” checkbox is checked so that this view will automatically display; and 

· Make sure the “Public” checkbox is NOT checked.  Only selected persons in the CPOC ISD should create inbox views that are accessible to the entire region (public).

4
Click <OK> to save the folder with the new name, and click <OK> on the follow-up message (if any) about the inbox being saved as a private folder rather than a public folder.

Accessing RPAs in the Inbox 

Before You Begin


Your inbox displays the following:

· actions you have saved to your inbox;

· actions sent to you by others; and

· actions residing in any groupbox to which you belong.

You should check your inbox frequently since it can contain actions sent to you by other users, awaiting action by you.  This is particularly true if you are an authorizing official for personnel actions.

Workflow Inbox vs. Civilian Inbox
If your Navigator menu displays an entry for both Workflow Inbox and Civilian Inbox, always use the Civilian Inbox.  The Workflow Inbox is an earlier version of the inbox and is no longer used.  Any references in this guide to the inbox are always referring to the Civilian Inbox.

Accessing the Inbox
From the Navigator Window follow this path to access your Inbox:

· Navigator Window  (  Civilian Inbox  (  <Open> to display the Civilian Inbox Window.

Civilian Inbox Window
The Civilian Inbox Window is also known as the Notifications Summary Window.  This window is your personal inbox of actions that you have initiated (and saved to your inbox), or that have been sent to you. 
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Note:  the inbox window is substantially longer than one screen; to see other columns, use the scroll bar at the bottom of the window to move to the right.

You can customize the display of your Civilian Inbox by rearranging the order of columns or displaying actions in a different sequence; see Customizing Your Inbox, page 101.

Accessing an action from the inbox 
To access a specific RPA in your inbox, click on it (anywhere on that line) so that the blue record indicator appears on the left side of the action.  If your list is long, you may need to use the scroll bar on the left side of the inbox window.  The Message block at the bottom of the Inbox displays pertinent information about the action.  

· To view the RPA, click the <Respond> button.

· To track or view information about the RPA, click the <Open> button.

Inbox buttons
A number of buttons on the Civilian Inbox Window have special functions.  These functions are described below.  

Button/

Taskflow Button
Description/Function
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Open
Click the “Open” folder button to display a listing of folder “views” available to you.  Click the folder view you want to access.  Click <OK> to display the new view.
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Query Only Open Notifications
The inbox is set up to show only “open” actions by default.  To see “closed” actions – actions that have been in your inbox in the past but are no longer – click the box located next to Query Only Open Notifications to clear the “X,” then press the <F8> key to refresh your view.  See Open vs. closed actions, page 100.
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Respond
Click the <Respond> Taskflow button to open Page 1 of the RPA so you can view and work on the action.
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Open
Click the <Open> Taskflow button to open the Notifications Window to review information about the RPA (but not the RPA itself).  From the Notifications Window, you can then open the RPA by clicking <Respond>, or return to the inbox by closing the Notifications window.
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Double-click the <PA Routing History> Icon on the Notifications Window to display the Routing History window, showing where the RPA has been, what has been done to it, and who currently has it.  This is the same window that displays when you click the <History> taskflow button at the bottom of an RPA.  See History button, page 77. 

Message Block
As you look at the Inbox Window, a message area is displayed at the bottom for the selected action.  Use the scroll bar on the right to scroll through and read the entire message.  If action needs to be taken, the message will inform you in this area. 

  ( Example:
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Acting on RPAs sent to you
Many of the people involved in the RPA process receive RPAs in their inboxes that have been routed to them by other users and initiators.  This includes authorizing officials (management officials who approve the personnel action), resource management staffs (who review personnel actions and evaluate impact on manpower and budget), CPAC staffs, and others.  

· These users should make it a point to check their inbox regularly so that actions routed to them do not sit for long periods of time waiting for their action.

· The general procedure for users who receive RPAs routed to them by others is to open the action from the inbox (using the <Respond> button), perform any review necessary, then route the action on to the next person in the routing chain.  This may be an individual user or a groupbox (e.g., the local CPAC).  See Routing an RPA, page 79.

· RPA recipients should also make it a point to review and/or complete the information on the corresponding Gatekeeper checklist for the action being reviewed, as the checklist provides additional information pertinent to the action.  See Using the Gatekeeper checklists with an RPA, page 58, and also the Gatekeeper section of the Army Regional Tools (ART) User Guide.

· Users can add supplementary information about the action using the Notepad (see Attaching a Note to an RPA, page 78), or can attach longer comments or a document to the action using the Attach Document feature (see Attaching Documents or Comments to an RPA, page 84.  

Action by Authorizing officials
Authorizing officials should review actions, and, if they approve the action, affix their authorization “signature” in Part A, block 6, then route the action to the next person in the chain.

· If the authorizing official disapproves the action, he/she should return route it to the sender.  

Review by Resource Management and CPAC staffs
Resource management and CPAC personnel who receive actions for review should review the action, adding information as appropriate, and continue routing it.  If there is a Gatekeeper checklist associated with the action, there may be a section of this checklist specifically for RM or CPAC review and completion.  

· For RM users, this is usually the case for checklists that involve position changes, covering such items as TDA para/line, AMS data, etc.  

· For CPAC users, checklists usually involve PPP exception information, questions about required documentation, etc.

Open vs. closed actions
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The inbox screen has a column labeled “Status” (or a similar heading), which indicates if an RPA is Open or Closed.  

· Open RPAs are those that are active in your inbox, meaning that you can update them and then route them.  

· Closed RPAs are RPAs that have been in your inbox in the past, but are now active in someone else’s inbox or groupbox.  Closed RPAs also include RPAs that have been completed – the action has been processed and the personnel action has been effected.  

· An RPA is only open in one inbox (or groupbox) at a time.

· By default, whenever you open your inbox, you will see only open actions. In order to see closed actions (those that have been in your inbox in the past), click the Query Only Open Notifications block to clear the “X”, then push the <F8> key to refresh your inbox.  

Exiting 
Click Action  (  Close Window to return to the Navigator Window and exit the Civilian Inbox.

Customizing your Civilian Inbox

For more information
More information about customizing your civilian inbox can be found in the Inbox Management job aid.  This document is available on the Job Aids page of the CPOCMA Modern DCPDS training web site (http://www.cpocma.army.mil/jobaids – scroll down to the topic “Inbox Management” and click on the Inbox Mgmt JA.htm link) and provides complete instructions for the actions covered here (setting up a default view (above) and customizing your inbox) as well as the following:

· Querying your inbox:

· Querying for closed actions.

· Querying for a specific RPA or group of RPAs by RPA number, originating organization, employee name, or type of action.

· Setting up and saving a query view.

· Setting up and saving a query to view only your personal inbox or only your groupbox actions.

· Other inbox actions.

· Counting actions in your inbox.

· Exporting inbox data.

· Working with groupboxes.

Customizing Your Civilian Inbox 


The toolbar for the Civilian Inbox contains a Folder Tools button [image: image117.png]


 that enables you to customize the display of the Civilian Inbox window. You can rearrange columns, add or remove columns, make them wider or narrower, and save a number of different views of your inbox.  Click the Folder Tools button to display the Folder Tools Window. The functions of these Folder Tools buttons are described below.

[image: image118.png]SR





Note:  Folder Tools are available with other screens in modern DCPDS, such as the View ( Lists screens.  Any time you see a small file folder icon in the upper left corner of the screen, you can access the folder tools and make modifications to your view of the data on that screen. [image: image119.png]&L





Folder Tool
Description/Function
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Open
Displays a listing of inbox folder views that are already set up (your personal views and any public views).  Click the folder view you want to use, then click <OK>.
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Save
Saves any changes you have made to the inbox view.  
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Create New Folder
Displays a New Folder dialog box to create a new folder view for your inbox.  You can create as many folder views as you want, e.g., a view that sorts by type of action rather than by date.  
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Delete
Displays a Delete Folder dialog box with a list of your inbox folder views so you can select the one to be deleted.
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Widen
Increases the width of a column in inbox.  You must have your cursor in the column that you want to increase in size. 
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Shrink
Decreases the width of a column in the inbox.  You must have your cursor in the column that you want to decrease in size.
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Show Field
Displays additional fields that you can add to your inbox view (if any fields had previously been hidden) – see “Hide Field” below.
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Hide Field
Hides (removes) a column from the inbox view.  You must have your cursor in the column that you wish to hide.  You can always restore a hidden field – see “Show Field” (above).
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Move Left
Moves the column to the left of the adjoining column.  You must have your cursor in the column that you wish to move left.  Continue clicking to move the column to the left until it is located in the position that you need. 

[image: image129.png]



Move Right
Moves the column to the right of the adjoining column.  You must have your cursor in the column that you wish to move right.  Continue clicking to move the column to the right until it is located in the position that you need.
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Move Up/Down
These buttons are not available. 

Sorting the inbox
You can change the sequence of actions in an inbox.  Sorting can only be done on the first three columns of the inbox, so if the column by which you want to sort is not one of the first three, move it to the left as described above. Then follow these steps: 

· Select Folder ( Show Order By from the menu.  Sort icons display under the first three columns of the inbox. 

· Click on the sorting icon under any or all of the three columns until they display the sort order you want.  
· This icon toggles between low-to-high to high-to-low to random (no sort).  


Low to high:  [image: image132.png]


 
High to low:  [image: image133.png]


  
Random:  [image: image134.png]



· The actual sort order won’t change until you open the inbox the next time (or refresh with the [F8] key).

· Some columns cannot be sorted, e.g., NOA codes – they won’t have a sort icon under them).

Saving a folder view
You can save different folder views for various purposes, then the next time you open your inbox, you can select one of your pre-set views:

Step
Action

1
Once your inbox is set up the way you want it (columns sized and arranged, sorted, etc.), select Folder ( Save As from the menu.  

2
On the “Save Folder” window, make up a descriptive name for the folder view.  

3
Select the “Autoquery” choice as follows:

· To “Always” for the inbox to auto-populate when the folder is opened.

· To “Ask each time” if you want to be prompted to run the query (not auto-populated).

· To “Never” if you never want the inbox to populate when you open this view (use this if you just want the view to display, with the intention of running a different query each time you use this view).

4
Select (click) “Open by Default” if you want this view to automatically open each time you use this folder.  You can only have one default view, so if you make this your default, any former default view will be canceled. 

5
Important:  Un-check the “Public” box if it is checked – users should NEVER make their folder views Public (this should only be done by designated persons at the CPOC who create views that are available for the entire region (public).  

6
Click <OK> to save your new folder view.  

· The new name of the folder view is now showing next to the folder icon at the top of the window.  
· The next time you open your inbox you can retrieve and use this view by clicking on the folder icon and selecting the view from the list of folders.
· If you made this your default view, it will automatically open when you open your inbox.

Civilian Servicing Unit (CSU) Application

Contents
This section covers the following topics:

Topic
See Page

Logging on to the CSU Application
105

Obtaining data on one employee
108

More on queries
112

Reports
113

The display screens
115

Index to CSU Application data 
117

Description
The Civilian Servicing Unit (CSU) Application provides civilian personnel data to supervisors and managers at their desktop workstations, without having to call the civilian personnel office.  

· The data comes from the main civilian personnel modern DCPDS database and is not more than one day old.  

· Additional data (payroll and leave) comes from the Defense Finance and Accounting Service (DFAS) payroll system and is updated each pay period (every two weeks).

· CSU Application users are given access to records of the employees in their organization only.

· The data in the CSU Application is the same data that is used when creating or running reports using the Business Objects Application, which is the ad hoc query and reporting tool used with the modern DCPDS. 

· If you are familiar with the Personnel Process Improvement (PPI) Suite, CSU Application is the modern DCPDS replacement for Regional Application.

· Army Regional Tools (ART) has applications that can also be used to get information about the civilian workforce, such as the Review and Analysis application.  See the ART Users Guide for more information.

Logging on to the CSU Application
Follow these steps to log into the CSU Application:

Step
Action

1
Double-click the CSU icon from your workstation’s desktop, or select the CSU link from the Army Regional Tools (ART) menu.  

2
On the logon screen, type your username, then [Tab] (or use your mouse) to the password field and type your password.  Your username and password are established by the Information Systems Division at your CPOC, and are different for the CSU Application than for modern DCPDS.

3
If indicated on your local user information, [Tab] (or use your mouse) to move to the Database field and type the database name provided with your logon instructions.
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4
Click on the <Connect> button or push the [Enter] key to connect.

5
When you connect to the CSU Application, the Options screen will display:
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6
Depending on the security and permissions associated with your CSU Application user ID, select options as follows:

· If you have both personnelist (CPO) and manager access, select the role you want for this session. 

· If you have access to more than one organizational component, you can restrict the session to one organization by clicking on the <Org Component> button and making appropriate selection(s).

· If you have access to more than one employee type (e.g., appropriated, NAF, LN, etc.), you can restrict your session to one type by clicking on the <Employee Type> button and making appropriate selection(s).

7
Click the <OK> button to enter the application.  The main menu will display:
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CSU Option Buttons
The CSU Application main menu has the following buttons:

Button
Description

Displays
Provides access to screens of data about one employee.  See Obtaining Data on One Employee, page 108. 

Reports
Provides access to various standard reports such as an alpha roster, suspense report, etc.  See Reports, page 113.

Sys Admin
Used to perform systems administration tasks, not further covered in this Guide.

Password
Used to change your password.  See next section below.

Productivity
Used to produce productivity reports regarding timeliness of personnel action processing.  Usually used in the CPOC, not further covered in this Guide.

Form 75
Used at the CPOC to generate information about an employee who is transferring to another region or component or agency.  Not further covered in this Guide.

Exit
Used to exit from the CSU application; see below.  

Changing your password
You should change your password at least every 90 days.  

· Click once on the Change Password block of the main menu.  

· Type in your new password, and [Tab] to the next field where you type in your new password again to verify.  Then click <OK>.  

REMEMBER YOUR NEW PASSWORD, and use it next time you log in to the CSU .  If you forget your password, or it expires, contact the designated person at your installation’s civilian personnel advisory center or CPOC Help Desk.

Exiting from CSU
· Click once on the <Exit> block of the main menu.  

· When you click this button, you return to the “Options” screen where you can either <Exit> to return to your normal Windows desktop (or to the ART menu, if that is how you entered the application), or select different options and return to the CSU Application (see step 5 of the logon instructions above).

Obtaining Data on One Employee

Employee information
Follow these steps to find and display data about one employee.



Step
Action

1
From the main menu of the CSU Application (below), click on the large <Displays> button.

2
On the “Displays” screen (shown below) click on the <Basic> button – or any other gray button for the specific information you are seeking. This brings up the selected data screen.  At that point the screen will contain no data (until you retrieve an employee record, described below). 
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How to locate a screen to view specific data
The “Displays” menu consists of buttons that lead to screens of data, grouped into three major categories (yellow buttons):

· Human resource management

· Civilian career brief/Demo project

· Personnel processing

These major categories are further divided into sub-categories (gray buttons) such as benefits, education, training, suspense, etc.  You can click on any of the gray display screen buttons if you know which screen you want to view.  

· The general contents of the screens are described in the Display Screens section. 

· The appendix, Index to CSU Application Data, beginning on page 117, is a list of commonly used data fields in CSU Application that can be used to assist in locating specific data on the 30 screens.  This same index is available on the Internet at http://www.cpocma.army.mil/mdcpds/Tools/csudata.htm.

Description of data screens
Each data screen has the same header information at the top (employee name, SSAN, position title, etc.)  
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Blue fields indicate that there is a pop-up window associated with that field—either a translation of the code value contained in the field, or a listing of the values applicable to that field, or a window of other data fields associated with that data field.  Click on the blue field to display the pop-up window.  For instance, on the Basic Data screen, clicking on the blue field labeled “Pay Data” displays a window of pay-related data (basic pay, locality pay, etc.).

How to retrieve an employee’s record 
Follow these steps to retrieve an employee’s record and populate the data fields on the screen:

Step
Action

1
Type in part of the employee’s last name  followed by a percent sign (%) in the employee name block at the top of the screen (this is not case sensitive – you can use Smith, smith, or SMITH).

2
Click on the <Execute Query> selection on the top menu.  

For example, to find the record for an employee named Michael R. Jones, you could type JONES% or JON% or JONES M%, then click <Execute Query>.

· The computer will identify all employees whose name begins with the letters you typed, and display these records one at a time.  

3
If the displayed record is not the one you wanted (that is, there is more than one employee whose name starts with the letters you entered), click <Next> on the top line menu, or use the down-arrow key on your keyboard, to page through the selected records until you get the one you want.  

· Click on <Previous> on the top line menu (or use the up-arrow key) to return to a previously displayed record.

Finding an employee’s record by SSAN
You can also find an employee by social security number, if known.  Click on the SSAN block then type the SSAN and click <Execute Query>, as above.  

Displaying other screens
Follow these steps to display other screens of data once you have retrieved the employee record:

Step
Action

1
Click <Screens> on the top line menu.

2
Click on the category desired (human resource management, civilian career brief, or personnel processing).

3
Click on the specific screen within that category.

Retrieving a different record 
Follow these steps to retrieve and view the record of a different employee:

Step
Action

1
Click <Query> on the top line menu.

2
Click <Enter Query>.  This removes the current record(s). 

3
Type in a last name, or part of a last name, in the employee name block, followed by the percent sign.

4
Click on <Execute Query>.  This will display the record(s) of those employees whose name matches the letters you typed. Use the <Next> and <Previous> menu selections to page through the records if needed.

Exiting from the display screens
When you are done viewing the screen(s), click <Action> on the top line menu, and then click <Exit>.

More On Queries

Purpose
Besides pulling up records of specific employees by name, you can create “queries” using the display screens to find employees who meet certain criteria; for example, you can enter a query to find which employees in your organization are part time (this will be used in the following instructions).  Once your query is executed, you will have access to the set of records of employees who meet your criteria.

How to create a query
Follow these steps to build a query that will identify a group of employees who meet certain criteria:

Step
Action

1
Navigate to the screen containing the data field(s) on which you want to base your query.  If you are not sure where to find the data field you are interested in, use the appendix, Index to CSU Application Data, beginning on page 117.

· Example:  for finding part time employees, go to the “Basic” screen since this screen contains a field labeled “TYPE OF EMPL” which shows whether employees are full time, part time, etc.   

2
If you currently have a record on your screen, you need to first clear the old query to get rid of the record(s) and start fresh (if you don’t have a record on your screen you can skip this step).  

· Click on the Query menu at the top of the screen and then click on “Enter Query.”  This will erase the current record and allow you to enter a new query.

3
Click on the blue data field next to “TYPE OF EMPL” to bring up the table of values associated with this field.

4
Click on the value for which you want to seek.  In our example, click on “Part time employee in pay status,” then click <OK>. 

This will return you to the display screen and insert the selected code value (in this case, 2) into the field.

Note: Different fields take different types of entries.  Not all fields have tables of values associated with them.  Some will require you to enter text.  Date fields will require a query based on a date.  For instance, to look for employees who are due a within-grade increase between 1 Apr 2000 and 30 Jun 2000, you would enter “#between 01-Apr-2000 and 30-Jun-2000” in the field labeled DT WGI DUE.  Click on <Help> at the top of the screen, then select “Query Examples” to get examples of various ways to construct queries. 

5
Click on <Execute Query> at the top of the screen to process the query.

· It can take time to process your request, particularly if you have access to a large number of records.  Be patient!  The screen will indicate “Working...” in the lower left corner while your request is processing.

6
Once your query is completed, you will have access to the set of records that match your criteria.  

· If there are no records that met the criteria, there will be a message at the bottom left of the screen saying “Query caused no records to be retrieved.  Re-enter.” 

· If there is more than one record, there will be a small arrowhead pointing down at the bottom of the screen. 

· Selected records are in alphabetical order.  

· To move from record to record, use the <Next> and <Previous> menu selections at the top of the screen.  

· You can also use the <Record> menu to move to the first or last record or to a specific record number.  

· The “Count” indicator at the bottom of the screen shows what record number you are currently displaying, and will indicate the total number of records selected if you move to the last record.

7
When you are done with the query, click on the <Action> menu at the top of the screen, and select “Exit” to return to the Display screen menu.  

8
If you want to process another query, click on the <Query> menu and select “Enter Query,” and follow the same procedures as above.

Reports

Purpose
The <Reports> button in CSU Application allows you to generate a variety of “canned” reports about your workforce, such as an alpha roster, awards report, or a suspense action report.  

· Business Objects Application (a separate application) is a query and reporting tool used to create and/or run ad hoc or specialized reports from the modern DCPDS database, similar to the way DESIREs was used with legacy DCPDS.  Contact your servicing CPAC or Help Desk for more information about this application.

How to run a report
Follow these steps to run a report in CSU Application:

Step
Action

1
Click the <Reports> button on the CSU Application main menu.
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2
Click on the report you want to run to highlight it; use the scroll bar at the right side of the screen to see the entire list (listed alphabetically by report name).  

3
Click on <Process> to generate the report.

It may take a few moments for the request to compile; be patient!  The report will display on your screen in “preview” mode.  

4
Once the report appears in the previewer, you can view it on screen using the <Next> and <Previous> buttons and the scroll bars to move around the report.

5
To print the report, click the <Print> button on the upper right of the screen to display the Print menu, complete any parameters desired, then click <OK> on the Print menu.

6
When you’re done with the report, click the <Close> button at the top right of the screen to exit the previewer.

7
Click <Exit> on the “Reports” screen to return to the CSU Application main menu.

Sorting a report
Follow these steps to sort a report by a particular item, for example, alphabetically or by organization:

Step
Action

1
From the Reports menu, click on the report you want to run.

2
Click the <Sort> button at the bottom of the screen.  

3
For each sort field, type in a number in the “Seq” block next to the desired sort field (starting with 1 for the first sort).  Then type an “X” in either the “Asc” or “Des” block depending if you want the sort to be ascending (low to high, A to Z) or descending (high to low, Z to A).

4
Click <OK>, then process the report as above.

Selecting certain records
Follow these steps to restrict your report to only certain records (e.g., just one organizational segment):

Step
Action

1
From the Reports menu, click on the report you want to run.

2
Click the <Items> button at the bottom of the screen.

3
Enter a value in the “Specific Items” block next to the field you want to use to restrict the report.

· For example, enter GS in the PP (pay plan) block to limit your report to GS employees only.  You can also enter a range (from-to) of values; for example, you could enter 09 in the “From” block and 12 in the “To” block of the “Grade” field to restrict your report to employees in grades 09 through 12.

4
Click <OK>, then process the report as above.  

The Display Screens

Purpose
The contents of the 30 display screens are summarized below, grouped into the three major categories just as they appear on the “Displays” menu screen.  

Also see the Index to CSU Application Data, page 117, which contains a list of commonly used personnel data items showing which screen contains that piece of information. 

Human Resource Management
The Human Resource Management category contains the following screens:

Screen
Description

Army Position
Position data unique to Army employees, such as AMS code, TDA paragraph and line number, cost center, and APC code.  

Leave
The employee’s current leave balances for annual and sick leave, use or lose leave, and other leave information.  This data is current as of the last pay period and comes from DFAS payroll records.  Activities not on the automated DFAS payroll interface will not have this data.

Position 1 
Position control and manning data, including supervisory level, position sensitivity, bargaining unit, duty station, and other position-related data.  Use the scroll bar at the right of the screen to see more of the screen.  

Position 2 
Career program data, obligation information, and environmental differential pay data.  

Resource 
Payroll data for the employee, arranged by pay period.  Click on the blue “Other Pay” field to get a breakdown of various types of pay received by the employee, and click on the blue “Benefits” field for a particular pay period to see the employer’s payments for TSP, life insurance (FEGLI), health insurance (FEHB), and retirement (CSRS or FERS).  This data comes from DFAS payroll records and is updated once a pay period.  Activities not on the automated DFAS payroll interface will not have this data.

Retained 
Data related to employees on retained grade.  

Civilian Career Brief / Demo Project
The Civilian Career Brief / Demo Project category contains the following screens:

Screen
Description

Acquisition
Acquisition data for employees in acquisition workforce positions (procurement, contracting, etc.).

Appraisal
Current and last three performance ratings and next rating due date.  

Awards
Information on the awards received, showing type of award, amount, and date.

Career
Career program information pertaining to the employee’s current position and previous career program registrations in past positions.

Education
Degrees, educational programs, schools attended, and major fields of study.  Use the left-right scroll bar under the “Educ Lvl” section to display additional information pertaining to each educational endeavor.  Also contains foreign language skills and occupational certifications.

Training
Information on the training courses completed by the employee.  The basic screen contains the course title, ending date, and hours; additional information about the course is available by clicking on one of the blocks pertaining to the course, then clicking the <History> button at the bottom of the screen.

CCAS Info
Salary and appraisal information for demo project employees using CCAS.

Army Demo
Pay increase data for employees in Army demo projects.

NV Warfare
Data for employees in Navy Warfare demo projects.

NRL Demo
Data for employees in Navy Research Lab demo projects.

China Lake
Data for employees in the Navy China Lake demo project.

Demo Appraisal
Performance appraisal information for employees in various demonstration projects.

Personnel Processing
The Personnel Processing category contains the following screens:

Screen
Description

Basic
Commonly used data about the employee, such as PD number, pay data, address, type of appointment, veteran’s preference, and security clearance.

Benefits
Health and life insurance, thrift savings (TSP), and retirement information.  Use the <Projected> button at the bottom of the screen to view data on pending changes to benefits (e.g., if the employee is changing TSP elections). 

Detail 1
One of two screens containing information pertaining to employees who are detailed to a position other than their permanent position.  

Detail 2
Additional information pertaining to a detailed employee.

Japan
Information on Japanese local national employees (indirect hires).

LN Basic
Information on local national employees (overseas areas).

Military
Military service, reserve status, veterans status, veterans preference.

Mob/Emr/Ess
Mobilization requirements and emergency essential information (relating to overseas positions or positions that would be transferred overseas during a crisis situation or which requires the incumbent to deploy or perform temporary duty assignments overseas during a crisis in support of a military operation).

Perf/Disc
Disciplinary actions taken, and performance improvement plans resulting from disciplinary actions.

RIF
Information pertaining to an employee’s tenure and retention standing, such as veteran’s preference, service computation date, competitive level, tenure, subgroup, and performance ratings.  Use the scroll bar by the performance ratings area to view older performance ratings.

Supp Pay
Supplemental pay data when applicable.  Also contains information on Italy, Belgium, and Korea pay.

Suspense
Due dates for a variety of personnel actions, such as within-grade increases, appointment expiration (temporary employees), leave without pay, retained grade, temporary promotion, details, probationary periods, and benefit election suspenses.  Use the scroll bar at the right of the screen to view more data.

Index to CSU Application Data

Purpose
The following index contains a description of many of the commonly used data fields in CSU Application. 

· The “category” column indicates what group of screens the data can be found in (HRM-Human Resource Mgmt; Car Brf-Experience Brief / Demo Projects; and Pers Proc-Personnel Processing)

· The “screen” column indicates the actual screen containing the data.  

· This is not an exhaustive list.  

· Some entries appear on more than one screen.

DESCRIPTION
CATEGORY
SCREEN

Academic data
Car Brf
Education

Accounting data
HRM
Army Position

Accounting process code
HRM
Army Position

Accrued leave
HRM
Leave

Acquisition data
Car Brf
Acquisition

Acquisition position career category
HRM
Posn 2

Activity (UIC)
HRM
Posn 1

Address
Pers Proc
Basic

Adjusted service comp date (SCD)
Pers Proc
RIF

Administratively uncontrollable overtime pay
HRM
Resource

Adverse actions
Pers Proc
Perf/Disc

Age
Pers Proc
Benefits

Agency
HRM
Posn 1

AMS code
HRM
Army Position

Annual leave
HRM
Leave

Annuitant indicator
Pers Proc
Basic

Annuitant indicator
Pers Proc
Military

Annuitant status
Pers Proc
Benefits

APC code
HRM
Army Position

Appointing authority
Pers Proc
Basic

Appointment expiration
Pers Proc
Suspense

Appointment type
Pers Proc
Basic

Appraisals
Car Brf
Appraisal

Appraisal data (demo projects)
Car Brf
Demo Appr

Army demo project information
Car Brf
Army Demo

Assessment score
Car Brf
CCAS Info

Authority code
Pers Proc
SF50s

Awards data
Car Brf
Awards

Balance (leave)
HRM
Leave

Bargaining Unit (BUS)
Pers Proc
Basic

Bargaining unit status (BUS)
HRM
Posn 1

Basic pay
Pers Proc
Basic

Belgium pay data
Pers Proc
Supp Pay

Benefits
HRM
Resource

Career field ID
Car Brf
Career Prog

Career program
HRM
Posn 2

Career program data
Car Brf
Career Prog

CCAS info
Car Brf
CCAS Info

Certifications (occupational)
Car Brf
Education

China Lake demo project data
Car Brf
China Lake

Citizenship
Pers Proc
Basic

Civil Service Retirement System (CSRS)
Pers Proc
Benefits

Civilian Position Control Number
Pers Proc
Basic

Civilian Position Control Number (CPCN)
HRM
Posn 1

Clearance requirement (security)
HRM
Posn 1

College attended
Car Brf
Education

Comp time
HRM
Leave

Competitive level (RIF)
Pers Proc
RIF

Competitive level (RIF)
HRM
Posn 2

Comptroller area
HRM
Army Position

Contracting (acquisition position)
Car Brf
Acquisition

Cost of leave
HRM
Leave

Courses (training)
Car Brf
Training

CPCN
HRM
Posn 1

CPCN (Civilian Posn Control Number)
Pers Proc
Basic

Credit hours (education)
Car Brf
Education

Creditable military service
Pers Proc
Benefits

Creditable military service
Pers Proc
Military

CSRS (retirement)
Pers Proc
Benefits

CSRS employer contribution (retirement)
HRM
Resource

Date appointment expires
Pers Proc
Suspense

Date career conversion due
Pers Proc
Suspense

Date detail ends
Pers Proc
Suspense

Date eligible for TSP
Pers Proc
Suspense

Date FEHB election expires
Pers Proc
Suspense

Date initial performance rating due
Pers Proc
Suspense

Date last equivalent increase
Pers Proc
Suspense

Date last promoted
Pers Proc
Basic

Date LWOP expires
Pers Proc
Suspense

Date of birth (Personal data)
Pers Proc
Basic

Date of birth
Pers Proc
Benefits

Date overseas tour expires
Pers Proc
Suspense

Date performance rating due
Car Brf
Appraisal

Date performance rating due
Pers Proc
Suspense

Date position description classified
HRM
Posn 1

Date probation ends
Pers Proc
Suspense

Date residence permit expires (LN)
Pers Proc
Suspense

Date retained grade ends
HRM
Retained

Date retained grade ends
Pers Proc
Suspense

Date service agreement ends
Pers Proc
Suspense

Date start agency
Pers Proc
Basic

Date supervisory probation ends
Pers Proc
Suspense

Date temporary promotion expires
Pers Proc
Suspense

Date temporary reassignment expires
Pers Proc
Suspense

Date trainee promotion due
Pers Proc
Suspense

Date travel agreement expires
Pers Proc
Suspense

Date VRA conversion due
Pers Proc
Suspense

Date within grade increase (WGI) due
Pers Proc
Suspense

Date within grade increase (WGI) due
Pers Proc
Basic

Date work permit expires (LN)
Pers Proc
Suspense

Demo appraisal data
Car Brf
Demo Appr

Dependents
Pers Proc
Suspense

Detail data
Pers Proc
Detail 1 & 2

Disability (handicap)
Pers Proc
RIF

Disciplinary actions
Pers Proc
Perf/Disc

Discipline (education)
Car Brf
Education

DODEA teacher certification
Car Brf
Education

Drug test requirement
HRM
Posn 1

Duty location
Pers Proc
RIF

Duty station
HRM
Posn 1

Duty status
Pers Proc
Basic

Duty status
Pers Proc
RIF

Education
Car Brf
Education

Education level
Pers Proc
RIF

Effective date
Pers Proc
SF50s

Emergency essential
HRM
Posn 1

Emergency essential
Pers Proc
Mob/Emr/Ess

Employee name
All
All

Environmental differential pay (EDP)
HRM
Resource

Environmental differential pay (EDP)
HRM
Posn 2

Essential employees
Pers Proc
Mob/Emr/Ess

Fair Labor Standards Act (FLSA)
HRM
Posn 1

Family member preference
Pers Proc
Basic

Family members
Pers Proc
Mob/Emr/Ess

Federal Empl Group Life Ins (FEGLI)
Pers Proc
Benefits

Federal Empl Health Benefits (FEHB)
Pers Proc
Benefits

Federal Empl Retirement System (FERS)
Pers Proc
Benefits

FEGLI (life insurance)
Pers Proc
Benefits

FEGLI (projected)
Pers Proc
from Benefits

FEGLI employer contribution
HRM
Resource

FEHB (health insurance)
Pers Proc
Benefits

FEHB (projected)
Pers Proc
from Benefits

FEHB employer contribution
HRM
Resource

FERS (retirement)
Pers Proc
Benefits

FERS employer contribution (retirement)
HRM
Resource

Field of study
Car Brf
Education

Financial disclosure
HRM
Posn 1

FLSA
HRM
Posn 1

Foreign language skills
Car Brf
Education

Foreign national employees
Pers Proc
LN Basic

Frozen service
Pers Proc
Benefits

Frozen service
Pers Proc
Military

Functional class (sci/engr)
HRM
Posn 1

Gender
Pers Proc
Basic

Grade
All
All

Handicap
Pers Proc
RIF

Hazardous duty pay
HRM
Resource

Health insurance (FEHB)
Pers Proc
Benefits

Health insurance employer contrib. (FEHB)
HRM
Resource

Holiday pay
HRM
Resource

Home address
Pers Proc
Basic

Hourly rate
HRM
Leave

Hours per week (work sched)
Pers Proc
Basic

Indirect hire (Japan)
Pers Proc
Japan

Intelligence position indicator
HRM
Posn 2

Italy pay data
Pers Proc
Supp Pay

Japanese data
Pers Proc
Japan

Key position
HRM
Posn 1

Key emergency essential employee
Pers Proc
Basic

Korea pay data
Pers Proc
Supp Pay

Language skills
Car Brf
Education

Leave data
HRM
Leave

Leave without pay (LWOP)
Pers Proc
Suspense

Licenses
Car Brf
Education

Life insurance (FEGLI)
Pers Proc
Benefits

Life insurance employer contrib. (FEGLI)
HRM
Resource

Local national data
Pers Proc
LN Basic

Local national data
HRM
Posn 1

Local national data (Japan)
Pers Proc
Japan

Local national payroll number
Pers Proc
Supp Pay

Locality pay
Pers Proc
Basic

Location (duty station)
HRM
Posn 1

Lump sum leave
HRM
Resource

LWOP (leave without pay)
Pers Proc
Suspense

Major command
Pers Proc
Basic

Major command (Agcy sub elm)
HRM
Posn 1

Major field of study
Car Brf
Education

Medicare employer contribution
HRM
Resource

Military leave
HRM
Leave

Military reserve
Pers Proc
Military

Military service
Pers Proc
Military

Minority group designator (MGD) (Pers data)
Pers Proc
Basic

Mobility
Pers Proc
Mob/Emr/Ess

Mobility requirement
HRM
Posn 2

Mobility requirement
Car Brf
Career Prog

Name
All
All

Nature of action (NOA)
Pers Proc
SF50s

Naval Research Lab demo data
Car Brf
NRL Demo

Naval Warfare demo data
Car Brf
NV Warfare

Night differential
HRM
Resource

NOA (nature of action)
Pers Proc
SF50s

Not to exceed data
Pers Proc
Suspense

Obligation data
HRM
Posn 2

Obligation data
Pers Proc
RIF

Occupational certification
Car Brf
Education

Occupational series
All
All

Organization function code
HRM
from Posn1 or 2

Original appointing authority
Pers Proc
Basic

Other pay
HRM
Resource

Overseas data (LN)
Pers Proc
LN Basic

Overseas tour expiration
Pers Proc
Suspense

Overtime
HRM
Resource

Part time indicator (work sched)
Pers Proc
Basic

PATCOB (prof/admin/tech/cler etc.)
HRM
Posn 2

Pay data
Pers Proc
Basic

Pay date
HRM
Resource

Pay increase data (Army demo projects)
Car Brf
Army Demo

Pay plan
All
All

Payroll block
HRM
Army Position

Payroll office
HRM
Leave

PD number
HRM
Posn 1

PD Number
Pers Proc
Basic

Performance appraisals
Car Brf
Appraisal

Performance appraisals
Pers Proc
RIF

Performance awards
Car Brf
Awards

Performance improvement
Pers Proc
Perf/Disc

Permanent or temporary (tenure)
Pers Proc
RIF

Personal data
Pers Proc
Basic

Personnel actions
Pers Proc
SF50s

Position management status
HRM
Army Position

Position not-to-exceed (NTE) date
HRM
Posn 1

Position obligation
HRM
Posn 2

Position obligation
Pers Proc
RIF

Position sensitivity
HRM
Posn 1

Position status
HRM
Posn 1

Position title
All
All

Premium pay
HRM
Posn 2

Probation, managerial
HRM
Posn 1

Probation, supervisory
HRM
Posn 1

Probationary period expiration date
Pers Proc
Suspense

Procurement (acquisition position)
Car Brf
Acquisition

Projected benefits
Pers Proc
from Benefits

Projected PTI
Pers Proc
Suspense

Promotion factors
Car Brf
Appraisal

Proponent (career program)
Car Brf
Career Prog

Purge reprimand
Pers Proc
Suspense

Race national origin
Pers Proc
Basic

Ratings (performance)
Car Brf
Appraisal

Ratings (performance)
Pers Proc
RIF

Recognition (awards)
Car Brf
Awards

Regular hours
HRM
Resource

Regular pay
HRM
Resource

Relocation bonus
HRM
Resource

Reserve status
Pers Proc
Military

Retained grade data
HRM
Retained

Retained grade expiration date
Pers Proc
Suspense

Retention allowance
HRM
Resource

Retired military
Pers Proc
Military

Retirement data
Pers Proc
Benefits

Retirement employer contribution
HRM
Resource

RIF data
Pers Proc
RIF

SCD (leave, RIF, civ)
Pers Proc
Military

SCD for leave
HRM
Leave

SCD Leave
Pers Proc
Basic

School name
Car Brf
Education

Security clearance
HRM
Posn 1

Security clearance
Pers Proc
Basic

Sensitivity
HRM
Posn 1

Separation incentive pay
HRM
Resource

Series
All
All

Service agreement date
Pers Proc
Suspense

Service computation date (leave) (SCD)
Pers Proc
Basic

Service computation date (leave) (SCD)
HRM
Leave

Service computation date (lv, RIF, civ)
Pers Proc
Military

Sex (Personal data)
Pers Proc
Basic

SF 50 (personnel actions)
Pers Proc
SF50s

Sick leave
HRM
Leave

Social security number
All
All

Special program ID (SPID)
Pers Proc
Basic

SPID (special program ID)
Pers Proc
Basic

Sponsors
Pers Proc
Suspense

SSN
All
All

Standby pay
HRM
Resource

Standard form 50
Pers Proc
SF50s

Step in grade
All
All

Subgroup
Pers Proc
RIF

Supervisory level
HRM
Posn 1

Supervisory probation required
HRM
Posn 1

Supplemental pay data
Pers Proc
Supp Pay

Suspense data
Pers Proc
Suspense

Suspensions
Pers Proc
Perf/Disc

Target grade
All
All

TDA line number
HRM
Army Position

TDA paragraph number
HRM
Army Position

Teacher certification (DODEA)
Car Brf
Education

Temporary appointment expiration date
Pers Proc
Suspense

Temporary promotion
Pers Proc
Basic

Temporary promotion expiration date
Pers Proc
Suspense

Temporary reassignment expiration
Pers Proc
Suspense

Tenure
Pers Proc
RIF

Thrift Savings Plan (TSP)
Pers Proc
Benefits

Thrift Savings Plan employer contribution
HRM
Resource

Time off (award)
Car Brf
Awards

Time off (leave)
HRM
Leave

Title
All
All

Training courses
Car Brf
Training

Training program ID
HRM
Posn 2

Travel agreement expiration date
Pers Proc
Suspense

TSP (projected)
Pers Proc
from Benefits

TSP employer contribution
HRM
Resource

TSP eligibility date
Pers Proc
Suspense

Type employees supervised
HRM
Posn 1

Type of appointment
Pers Proc
Basic

Type of employment
Pers Proc
Basic

Union code (barg unit)
HRM
Posn 1

Union code (barg unit)
Pers Proc
Basic

Unit identification code (UIC)
HRM
Posn 1

Use or lose leave
HRM
Leave

Used this pay period 
HRM
Leave

Used YTD (leave)
HRM
Leave

USFJ data
Pers Proc
Japan

Veterans preference
Pers Proc
Basic

Veterans preference
Pers Proc
Military

Veterans preference (RIF)
Pers Proc
RIF

Veterans readjustment appointment (VRA)
Pers Proc
Suspense

Veterans status
Pers Proc
Military

VRA conversion due date
Pers Proc
Suspense

Warrant type (contracting)
Car Brf
Acquisition

Within grade increase (WGI) due date
Pers Proc
Basic

Within grade increase (WGI) due date
Pers Proc
Suspense

Work permit expiration date
Pers Proc
Suspense

Work schedule
Pers Proc
Basic

Work schedule
Pers Proc
RIF
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