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HR for New Supervisors:

Lesson Plan for ART

(done as part of Classification Module-end of day 1)

Contents
This document contains lesson plans for the following module:

· Introduction to ART (Army Regional Tools).




Instructional Segment – ART Introduction

Purpose
This portion of the module covers the following:

· Logging into ART.

· Quick tour of the Employee Data application in ART.

· Quick tour of the Inbox Statistics application in ART.

· Quick tour of the Suspenses application in ART.

Introduction
Share with the class:

· In this segment we’re going to take a quick look at the Army Regional Tools (a.k.a. ART).

· ART is a collection of HR automation tools and links.  Using ART, you can access a number of different tools with one user ID.  

· Day two will start with a continuation of Army tools.  You will be given a walkthrough of Gatekeeper and RPA creation using the materials from the classification exercise you’v just completed.

Army Regional Toolset (ART)
Share with the class:

· Requires a user ID and password to access.

· You will only cover some of the ART applications (those that are of most interest and use to supervisors and managers).  

Logging in to ART
· From CPOL, go to the “Tools” link, and click on “ART-Army Regional Tools” (students with ART user IDs should follow along).

· Click <Yes> and <OK> on the security windows that display.

· When the ART logon screen displays, log on.  Your ART user ID/Password (ex: jane_doe) :  _________________________________.

· Point to the <Add to Favorites> button and explain that clicking here will add this to your browser “favorites (notice there is no browser menu from which to do this).

· Click on <Change User Settings>.

Point out:

· The first time you use your ART user ID, you will automatically go to the User Preferences screen, where you will need to enter your phone number and email address.  You can return here if you need to change this later.

Click on <Cancel Account Edit and Go to Main Menu>. 

ART main menu
Use your mouse to point to the ART menu selections and features as you discuss them.  

Point out:

· Menu selections with a “+” sign in front of them have subordinate menu selections.  Double-click on Centralized Applications and show how this provides access to FASCLASS and SF50 History Database.  

· We are going to look at just a few of the ART applications.  The ART Users Guide (on the CHRA web site, address is on the last page of the websites handout) explains what each one is and how to use it.  

· You use ART to access DCPDS (point to Central DCPDS 11I menu selection) – we’ll do that during the RPA/Gatekeeper exercise in a later module.  

· Also notice that the DCPDS Desk Guide is available right on the ART main menu under the DCPDS selection.  This is a “how to” guide for using DCPDS from an end user perspective (managers, supervisors, admin staff).

Accessing Employee Data
Click on Employee Data from the ART main menu.

Point out:

· Employee Data provides a quick source of basic data about your employees.

Enter a last name (you should have a name identified in advance _________________________________), click “View Details.” 

If using their “live” user IDs, students can look up one of their employees.

Employee Data quick tour
Point out and demonstrate:

· Under “Employee Information,” there are different categories of data, many have sub-categories (show some examples).

· Under “Job description,” you can actually pull up a copy of the employee’s job description.

· Under “Position Data,” you will find additional subcategories of information pertaining to the employee’s job (works similar to Employee Information).

· “Org Information” pulls up the organization table for the employee’s organization.  It shows occupied and vacant positions (color-coded), whether there are RPAs in process for positions, etc.  This same table is available in other ART tools – e.g., Organizational Structure, also in the Gatekeeper if you are requesting to fill a job. 

· “NPA/RPA history” provides information about current or completed personnel actions for the employee.  Open one RPA if available – show the RPA window, and click on the “View RPA” link and scroll through the RPA to show what information is there, including the status information and the “coordination” section that shows who had the RPA and for how long.

· Other selections are more for CPOC use.

Close out of the Employee Data window and return to the ART main menu.

Accessing inbox statistics
Click on Inbox Statistics II on the ART main menu.
Point out:

· This tool provides information on the timeliness of processing personnel actions, which is of value to the CPOCs in measuring their performance – but it also provides valuable information to managers.

· It’s actually a quick way to check the status of their open actions, find out where they are (who has them), and to ask questions and make comments on actions in process. 

· Another ART application, Review and Analysis, provides similar data but for closed (completed) actions.  (It also has basic population statistics for your organization).

Click on “All Actions,” then “All Open Actions”.  Next, click on <Proceed to Inbox Statistics>.  When the table displays, point out the different ways of sorting (by command, by inbox, etc.), then click on <View Details>.
· Note that you can choose between recruit/fill and other actions.  For a smaller organization, selecting All Actions is usually fine.

· You can also sort the actions in different ways.  Once again, for a smaller organization, this is not usually a big concern. 

Using inbox statistics
Point to the various areas as you discuss them.

Point out:

· We are now looking at all the open actions for the organization that I have access to.  There is one line of data for each action.  

· Notice that the RPA number (“Smart Number”) is actually a link. You can access the RPA information by clicking on that link (demonstrate).  This works the same as when we looked at an RPA in the Employee Data segment. You can use the “Notes” block to send a note to the current holder of the action.  Using the <View RPA> link tells you where the RPA is located, what the status is, etc. 

· The “GK” column indicates if there is a Gatekeeper Checklist for the action, and if so, this is a link that allows you to view the checklist (we’ll be covering that during the RPA/Gatekeeper exercise during the Staffing module).

Click the icon for the ART main menu to exit from Inbox Statistics and return to the ART main menu.

Suspenses
Click on Suspenses on the ART main menu, then click on <Proceed to Helpdesk>, and <View Details>.  
If you don’t have any suspense tickets to show, you can just talk about what this application is for.

Point out:

· Suspenses provides information about upcoming NTE (not to exceed) dates that you as a supervisor or manager might need to be aware of.  

· For a smaller organization, you can usually pull up all your suspenses at once (there won’t be that many).

· Some types of suspenses may require that you take some action – such as an expiring appointment that you might want to extend.

· Other suspenses are more for your information, such as, upcoming within grade increases – for these you don’t need to take any action unless, for instance, you are going to deny a WGI.

Suspense tickets
(Assuming you have some tickets available): Click on the “Ticket Number” link to display the actual suspense ticket.

Point out:

· Notice that you have a “notes” area here that works the same as with the RPA – any questions or comments you make will go to the person who is working the action.

· Also notice that there are links to Employee Data, Position Info, and RPA/NPA history.  

Click the icon for the ART main menu to exit from Suspenses and return to the ART main menu.

End of module
Any questions?
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