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FASCLASS
INTRODUCTION and BASIC NAVIGATION

Objective and audience


This movie shows basic navigation for the Fully Automated System fro Classification (FASCLASS).

The audience for this movie is Managers that may want to use the FASCLASS system.

It covers:

· Logging on to FASCLASS via CPOL

· The various buttons on the screen.

· Performing a “Search” in the FASCLASS system

· Showing a sample position description.

· Backing out to return to do another Search.

· How to save a PD to edit later.

Prerequisites None.  This is the first movie on the FASCLASS system.  



Setup
Setup requirements:

· For this movie all you need is a PC with sound capabilities.  If your PC does not have sound capabilities, the attached script may be substituted.

 

SCRIPT


Introduction to and Basic Navigation of the Fully Automated System for Classification (FASCLASS) System.

Action
Script

(Intro)


[image: image1.wmf]Introduction 

Basic Navigation


Welcome to an Introduction to FASCLASS.  My name is Steve Matthews, and today we are going to talk about:

· How to locate FASCLASS on the worldwide web,

· How to search for a position description (PD), and

· How to save the PD to a text file so that you can edit it later and perhaps attach it to a Request for Personnel Action (RPA).

There are other movies that describe how to submit a Request

for Personnel Action once you have a PD number.  Today we’re just going to talk about FASCLASS.

. 



Show this slide with the URL


[image: image2.wmf]

The first thing to remember about FASCLASS is that it is one of Army’s HR tools that is found at the web site called Civilian Personnel On-Line (CPOL).  The first thing that you’ll want to do after accessing the Internet is type in the url for CPOL:  http://www.cpol.army.mil
[type URL]

Once you’ve reached CPOL, you can place your cursor on the left side of the screen.  Run the cursor down the menu to the tools link.  When the window opens on the right, simply slide the cursor over and click on FASCLASS.  You’ll notice there are other tools, such as PD Library, which contains some position descriptions, and PERMISS, which contains information on position classification and other HR topics.  

[Click on FASCLASS.]  In a moment, FASCLASS will boot up, and you’ll be able to start your search.

FASCLASS Home Page


[image: image3.wmf]

At the FASCLASS web page you’ll notice that you can explore the upper left-hand side of the screen where the public access or “search position data” is found. [Run cursor over “FASCLASS” above the date in the upper left.  The “search position data” menu will pull down.]

Or, you can explore the right corner of the screen where  the PD Power Search is located.  [Move cursor to the upper left corner.]

The Power Search is useful when you have a specific PD number.  If you were to type in AG71034 and click on “Go”, FASCLASS would take you to the PD.  [Type in AG 71034 but don’t click on “Go”.]                    

In this example, “AG” is the Civilian Personnel Office ID (CPO ID).   

However, today we don’t know the PD number for the position we are seeking. [Back out the PD number from the Power Search block.]

Also in the right corner you’ll find “What’s New”, “Restricted Access”, and “Help”.  All new supervisors are encouraged to obtain a password for Restricted Access.  It will make it easier for you to create and send a PD to the CPOC for classification processing.

The Help button will take you to a tutorial, the detailed User Guide on FASCLASS, and other information.

Today we’re going to stay with the left-hand corner and use public access to click on “search position data”.  [Move cursor to upper left, click on Search Position Data.]  In a moment, the search screen will boot up.


[script continued on the next page]
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Performing a “Search” in FASCLASS

Action
Script

Show FASCLASS Search Screen

Point your cursor to top of search screen and gradually scroll down as you talk about some of the boxes that may be filled in.


At first glance the search screen has many boxes, and sometimes users may be intimidated.  However, there is only a limited amount of information that is needed for an effective search.

You’ll want to indicate pay plan. [Put cursor on Pay Plan box and type GS.]

Today I’m going to type in GS for General Schedule.  

If you happen to know the series, you could type it in.  [Put cursor on series block.]  However, for my question today, I don’t know the actual series, so I am going to leave it blank.  

I’m will guess that I need a GS-03 job description, so I’ll type in “03”. [Put cursor on grade level box and type in 03.]

I don’t know the exact title, so I’ll leave it blank. [Put your cursor on Position Title block.]

I’m going to limit my search to the Northeast Region [Put your cursor on the region box and select Northeast from the pull down menu.] and specifically to Aberdeen Proving Ground. [Put your cursor on the installation box and select Aberdeen Proving Ground from the pull down menu.]

The most important block for me to complete is at the bottom, “Position Duties”.  I’ll type in the key words “ID Card” because I am looking for a PD involved in the processing of ID bages. [Scroll down to the first duties box and type in ID Card.]

When I’ve typed in the necessary information, I can press the “enter” key or click on the search button at the bottom of the screen. [Scroll down to the bottom of the search screen and click on the search button.]

Show FASCLASS Results Screen

Click on “BACK” button in browser.


And I see that “No records were found.  Please refine your search and try again.”

I will hit the back button and try again. [Click on the Back button at the top of the browser screen.]



Show the Search Screen again and point  to the grade box.

Scroll to the bottom of the screen and click on the search button.
This time I think I will eliminate the grade level.  It is possible that the PD I am looking for is not a GS-03.  [Highlight “03” with the cursor and delete.]  Let me run the search again.

[Scroll to the bottom of the screen and click on the search button.]

[While waiting for results….]   The blue bar at the bottom of the screen shows the progress of the FASCLASS search.

Show the results screen.

Click on PD #AG71039.
Good news!  I see four or five PDs from GS-04 to GS-05 that might be chosen.  I will select Security Clerk, GS-04 for this example.  [Click on the highlighted, underlined PD number in the left column, AG71039.]



Show the Security Clerk PD.  Gradually scroll down so that the various parts of the PD are revealed.
I see the job number and introductory information, I see Supervisory Controls, and I see Major Duties.  If I decide to use this PD exactly as it is written, I’ll write down the PD number so that I can record it on a Request for Personnel Action [actually, in Gatekeeper].  If I want to change something like the location or the major duties, I’ll want to save it.  To do this, I’ll go to the browser tool bar at the top, select File, and click on “Save As” in the pull down menu.

[Move cursor to File at browser tool bar, pull down menu, and click on Save As.]



Show Save As screen.  Change file name and file type.
In this case at the save window I’ll type in a specific file name, ID Clerk, and change the type of file to “.txt” so I can edit the PD later in MS Word.  [Make changes in Save As screen.]

And there you have it.  We searched for a PD, found it, and saved it to a text file. 

If I want to conduct additional searches, I simply click on the browser’s “Back” button a couple of times and complete the search screen again.

[Click the Back button twice.]



Show Search Screen.

Then gradually hit the Back button until you return to the original CPOL home page, http://www.cpopl.army.mil
The key point to remember is…

[Start clicking Back button to reach the CPOL home page and illustrate the steps one last time.]

…that FASCLASS is found at CPOL, www.cpol.army.mil. 



Show CPOL home page.

Select tools link and then click on FASCLASS.
Once you get to CPOL, you need to run the cursor over the menu on the left side of the screen.  When the window opens to the right, slide your cursor over to FASCLASS. 

[Run your cursor down the CPOL menu to Tools, and when the window opens to the right, select FASCLASS.]

Show FASCLASS web page. 
[image: image4.wmf]
Click on FASCLASS and you’re there!

Good luck to you as you search for more positions in FASCLASS!
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