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ScreenCam Script Outline: INBOX STATISTICS 2
Objective and audience
This movie continues a demonstration of the Inbox Statistics tool, from an activity manager’s and CPOC manager’s perspective.

This is for Army activity managers and CPOC managers who want to see how the Inbox Statistics tool can be used to monitor and manage workload.

It covers:

· Item…

Prerequisites:  None.

Setup
Setup requirements:

· An ART account for a personnelist.

Begin recording at the ART main menu, logged in as a personnelist with a global view (greg_wert). 

SCRIPT

Part 1: Inbox Stats for Activity Commanders

Action
Script

(intro)
This is a continuation of a demonstration of the Inbox Statistics tool in Army Regional Tools.  

This time, I’ll be showing you how an activity or installation commander (or deputy) or a CPAC director might use Inbox Statistics – by focusing on one installation to simulate what this type of user might see.  Then I’ll use the same user ID to look at personnel actions from a CPOC management perspective after that.  

So I’m at the ART main menu, logged in as a personnelist with access to all Army records.

Select Inbox Statistics from the ART main menu.
I’m going back into Inbox Statistics.

Select all actions.
I’ll select all actions.

Click <Proceed into Inbox Stats>.
And I’ll proceed to the report.

Scroll down the list and select Fort Monmouth.
Since the list displays by CPAC by default, I can select the CPAC (or installation) whose records I want to view. For this example, I’m going to pick Fort Monmouth.  This will simulate the view that an installation commander or CPAC director would see.

Point to total numbers.
As you can see, Fort Monmouth has a total of 540 open actions.

Point to other view options (inbox type, etc.).
I can still use the other options to view these actions in different ways.

Select Inbox Type.
For instance, I can look by inbox type and see that there are 479 actions in CPOC boxes and 60 in manager boxes.  

There are no actions in CPAC boxes – a short while ago, Army began a new process called “RPA Direct” whereby personnel actions are sent directly to the CPOC from the activity without going through the CPAC.  The absence of actions in CPAC boxes indicates that Fort Monmouth is on board with that new program.

Select inbox sub-type.
Inbox sub-types identify the types of users who are currently holding actions – COC is a CPOC classifier, COS is a staffer, etc.  These are the productivity suffixes appended to Army user IDs.

Select NOA and scroll down to bottom of table.
I can also display actions by NOA.  There will be a lot of actions with no NOA identified yet, since these are often added just before the action is processed.

Select event status.
Lets look at the list by event status.  As an installation commander, I might be interested in looking at actions that have been out on referral for a long time. 

Select “Referred” actions.
I can focus in on just that one category to see if Fort Monmouth managers are taking inordinately long to make selections.

Click on <View Details>.
Now I’m going to look at the actual actions themselves that are in the “referred” status category.  

Pause recording.
This can take a few moments so I’m going to pause the recording.

Scroll down to show the actions in the red zone.
There are the actions that have been on referral for a long time.  As you saw before, I can pull up these individual actions and send a note to the current holders of the actions if I want to.

Click the re-sort button (then cancel).
I can sort this table in different ways.  This shows the current sort order, and the other fields that I can use to re-sort.

Point to Export to Excel button.
I can also have this data exported to a spreadsheet for further review and analysis.

Return to ART main menu.
This gives you an inkling of the kinds of information managers have at their desktop.

Part 2: Inbox Stats for CPOC Management

Action
Script

(intro)
I’m going to go back to the main menu and look at some ways that a CPOC manager might use Inbox Stats to monitor and manage workload.

Select Inbox Statistics from the ART main menu.
I’m going right back into Inbox Statistics.

Select recruit/fill actions, then select All recruit/fill.
This time, I’m going to concentrate on recruit/fill actions.  Remember that we will be seeing all recruit/fill actions, Army-wide initially.  

Recruit/fill actions are identified by the type of action being requested (recruit/fill or position establish), or by a special event code that is added to the RPA since some fill actions don’t fit into either of these categories.

Point to colorization options.
Actions are colorized by events by default, but for this exercise, I’m going to change this and colorize them by time in the CPOC.  This will show me at a glance what actions are aging in the CPOC.

Click <Proceed to Inbox Statistics>.
Now I’m going to pull up the table.

Point to “loading data” message, and pause recording.
Because I’m pulling up Army-wide data right now – and recording this movie on a very old computer – this could take a few moments.

Resume recording.
OK, the table is displayed.  

Point to CPAC column.
The table is displayed by CPAC, but I can change that if I desire by using the other options at the top.

Click on Servicing CPOC.
I’m going to focus in on one CPOC.  

Select Northeast.
I’ll use Northeast for this example.

Click on Event Status.
As a CPOC manager (the director, a division head, or even a branch head), I’d be interested in seeing if there are particular events that seem to be causing bottlenecks.  

Point to numbers in red.
You can tell this at a glance by looking at the number of actions in the red and orange zones.  The number of actions on referral is quite large.  And there are quite a few actions that are in the red and orange zone, waiting to be rated.  I may want to consider moving some work around to get some of these actions moving.

Select rating event.
Let’s take a closer look at these actions in the “rating” event.  Remember, this works kind of like a funnel – as I make different selections, the universe of records that I am using gradually grows smaller.  

Select “by inbox”.
Let’s display the actions by inbox.  Then I can see who has more actions in the red zone. Now I can see who has each of these actions and can consider doing some workload leveling.  Do I need to reassign some of this rating work?   Perhaps. 

Point to one inbox  and point to <View Details> (don’t select, however).
I can also display the actions in one inbox, and then look at the actions themselves.

At any rate, the point I’m making here is that for CPOC managers, Inbox Statistics is a great tool to keep a handle on workload.  I’ve got the information that I need to make sound decisions – and I can get down to the lowest level of detail that I want to.

Part 3: Incoming Actions

Action
Script

Return to ART main menu.
I’m going to go back to the main menu and look at some ways that a CPOC manager might use Inbox Stats to predict and monitor incoming workload.  This is going to be a real-life example.

Select Inbox Statistics.
I’m going to start fresh with Inbox Statistics so I can look at actions Army-wide.  

Select all actions, then all actions opened in last 5 workdays.
I’m going to select all actions opened in the last five workdays. 

What I’m thinking is, it’s a few days before DCPDS will be shutting down for the 2-week migration to Oracle 11I.  We’ve been telling our customers to get their actions in early so that we can either process them before the shutdown, or stage them for rapid processing as soon as the migration is completed.  As a result of our marketing, what I’m expecting to see is a large number of actions that have recently been opened, making their way toward the CPOC.

Pause recording.
Once again, this might take a moment so I’ll pause recording.

Resume recording.
There we go.  

Scroll to bottom of list, point to total.
This shows me that in the past 5 days, 10,000 actions have been initiated.  Whew!  

Select Servicing region, then select Northeast.
Let’s focus on one region– I’ll use Northeast again.

Point to total for Northeast.
Northeast region has 400 some actions that were opened recently, many of which may not even be at the CPOC yet, but they’re coming.

Select CPAC location.
I can look at these by CPAC to see just where all these actions are coming from.

Select Fort Monmouth, then <View Details>.
Let’s pull up the actions coming in from Fort Monmouth.

Point to types of actions.
Now I can see just what type of actions are coming in.

(commentary)
The nice thing about this tool is that, even though DCPDS is going to be shut down for a few weeks, we will still have this tool available to us.  We won’t be able to process or move actions, but we can make sure that we’ve got them prioritized and ready to move as soon as the migration period is over.  

During the migration period, CPOCs could take the list of their open actions and move the whole list into Excel.  Then they can identify the hottest actions by type of action and requested effective date.  ART would tell them where each of these actions was located, and the CPOC could identify where it needed to go, have OPFs pulled, and generally be ready to begin processing right away when DCPDS re-opens.  

Return to ART main menu.
Well, that gives you an idea of how you can use inbox statistics to help manage workload in a CPOC. 

Select Review and Analysis.
One other thing I want to mention is that we’ve been concentrating here on looking at OPEN actions.  ART also has  a tool that provides similar information for CLOSED actions, called “Review and Analysis.” 

Point to “disabled” notice.
It’s not working at the moment because of a refresh problem, but it provides a lot of information about average fill times, and provides flexibility similar to that of the inbox statistics tool.

Thanks for watching!
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