ScreenCam Script:  In-Box Statistics (Branch Chief)

Preparation
Access your CPOC’s Regional Home Page.  Access ART using the link on the “Tools” link on the homepage.  Log into ART and then go to the ART Main Menu. 

Introduction
As Branch Chief, you face the challenge of keeping up with the Branch’s workload and productivity.  In this movie, you will use the In-Box Statistics to determine the number of actions in each team member’s in-box.  This will allow you to monitor the workflow and cross level work as needed.  You can forecast surges in workload by monitoring the actions initiated by management that are not in the CPOC.

 Script

Getting Started
Click on <In-Box Statistics> from the ART Main Menu.  Although each user may have different tools, everyone should have In-Box Statistics on the menu.  After clicking on In-Box Statistics, the next screen will provide the first opportunity to select the parameters you will use to sort the actions. 

Sorting
You can sort using different parameters:

Sort Criteria
Explanation

Type of Actions
· All Actions

· Recruit and Fill Actions 

· Non Recruit and Fill Actions

Age of Action

(Red, Amber, Green)
· All Colors (Shows all actions regardless of age)

· Green 

· Amber 

· Red 

NOTE:  Use the Colorization Chart for explanations of times.

Times
· Total time in management

· Total time in CPAC

· Total time in CPOC

· Total time in Personnel

· Event time

Status 
· Open

· Closed

· Future

Region
ART will automatically default to your region.  

Colorization Chart

Colorization Chart
Click on Colorization Chart to view the timelines for each color.  The colorization chart is divided into two parts:  (1) aging of actions as they progress through the various stops (Mgr, RMO, CPAC, and CPOC), and, (2) age by event code.   Close the colorization chart.

Using the Information

Fill and Recruit Actions


· For this demonstration we are going to use the following: Sort by Fill and Recruit Actions, All Colors, Total Time in CPOC, and Open Actions.  Point to each category and select by clicking on the radio button beside each category.  Remember, the system will automatically default to your region.

· Click on submit.

Refining the information
· At the next screen, you can sort by: Division, CF Branch, CPAC, Command, Smart Number, or In-Box Type.  Select “CF Branch”.

· The information is sorted by Branches.  Select your Branch.  In this scenario, we will use Branch A.  Click on “Branch A”.  At this point, you can see the number of actions in the system for all serviced activities of the Branch.  

· You will want to see the actions sorted by serviced CPAC.  Click on “By CPAC”.  

Workload Management
· Now that we have sorted the information down to the serviced CPAC level, we need to look at several areas:

(1) Actions by in-box.

(2) Actions by event.

(3) Aging Actions

· Let’s click on “By In-Box Type”.  There are four types of in-boxes reflected (Manager, Resource Manager, CPAC, CPOC).  The Branch Chief may use this information to forecast work or check work in progress.  

·  Click on “CPOC”from the “InBox Type” in the left column of the chart.  The actions are now sorted by the in-box type (Classification, Staffing, or Processing).  As a Customer Focused Branch Chief, you can monitor actions in the various stages of completion.  You can also identify anomalies (why a classification is action is in the red).  

· Aging actions are identified by color.  Red actions are over 84 days old and should be monitored closely.  Actions that are amber should also be monitored as they will soon turn red.

· Now, Click on “By Event”.  You can see what is actually happening with the actions.  The actions are sorted by events (classification, Staffing, open referral, committed, etc.).

· Click on “Back to Previous Page” to return to the list of serviced CPACs.

Staffer’s InBox
After clicking on “By CPAC”, click on “By InBox”.  This provides all actions that are in the manager’s box, resource management box, CPAC, and CPOC.  All user’s boxes are shown with the number of actions (by age) identified.  To view actions in each employee’s inbox, click on the hyperlink for that inbox.  To view all RPAs, click on “View Details”.

View Details
Click on “View Details” to access each action.  You can also sort actions in a variety of ways.  If you do not wish to sort, click on “submit”.   All RPAs will be listed.  NOTE:  The colorization on the left side of the chart is for the age of the action.  The colorization towards the right of the chart is for the event code.

Comments
Use the hyperlink (Smart Number) to access the specific RPA.  The screen that pops up allows you to view the RPA or position information.  You can also enter comments in the note field.  Anyone who has access to the RPA can add comments.  This is an ideal method of making inquiries on the status of the action or to ask questions concerning the action.  Remember:  Be polite.  Comments entered in this section become part of the permanent record.  Click on “View RPA” to see the actual RPA.  Click on “View Position Information”for position information.

Printing
You can print reports using the print icon at the top of the screen.

