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Computer Training Video Script Outline:  

JOB AIDS

Objective and audience
This movie introduces the job aids web site. 

This is primarily for CPOC personnelists who process personnel actions.

It covers:

· Location and purpose of the job aids page.

· General set up of the page.

· Contents of job aids.

· Other links and information available on the job aids page.

Prerequisites:  Familiarity with basic personnel action processing concepts and processes.  

Size:  6.6 MB, 11 min 13 sec.

Setup
Setup requirements:

· Internet open to Job Aids page (http://www.chra.army.mil/jobaids/index.htm). 

Have the screen set about 800x500, at the job aids index page.

SCRIPT

Part 1: Location, purpose, and set up
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(intro)
This video will introduce you to the DCPDS job aids page.  This index contains information to help you in processing different types of personnel actions.

I’ll be talking about how the job aids index is arranged, what kind of information is available, and we’ll also look at a typical job aid.  

Point to URL.
This is the actual Internet address (or URL) of the job aids main page.  You can reach this page from the CHRA web site – under the HR Systems or Training sections – or from the “Library –Modernization” section of CPOL.  But if you process personnel actions, I’d suggest you go ahead and type this address into your web browser, then make it one of your favorites so you can get back here easily next time.

Point to table of main pages and links.
At the top of the page, there’s a small table containing links to the other primary pages in the job aids web site.  

Point to “Main Index”.
You’ll notice that right now we’re at the main index, and we’ll look at some of the other pages in a few moments.  First let me show you how this index page is arranged.

This main index page is arranged alphabetically by topic.  These topics correspond to different types of personnel actions, such as Appointments, Separations, or Promotions.

Point to alphabet links.
The alphabet list at the top of the page will jump you to that section of the index…

Click the “N” link.
So to get to “Name Change” section, click the “N” link.

Click the “Top” icon.
Use the “Top” icons to return to the top of the index – or you can also enter Ctrl-Home on your keyboard.  

Point to “Link” column heading, then hover the cursor over a link.  
Next to the Topic column is the “Link” column.  This is where you click to get to the actual item.  

Point to “Descr/Notes” column heading.
The Description / Notes column contains additional descriptive information about the item.

Point to “Post Date” column heading.
The Post Date column contains the date the item was either added to the index, or most recently updated.  

Point to “Administratively Uncontrollable Overtime.”
Sometimes a topic is included on the index with a “See” or “See also” link.  For instance, if you are looking for information pertaining to administratively uncontrollable overtime, the link will tell you that this is covered under the “Other Pay” topic… 

Click “Other pay”, point to “Other Pay” on the index, then click the “Top” icon.
…and clicking on that link will take you to that part of the index.

Point to NOAC index.
There’s also a part of the index that is arranged numerically by nature of action code.  This is for convenience and is primarily useful if you aren’t sure of the correct job aid topic, but know the nature of action code.

Click the “7xx” link.
The numeric links are actually at the bottom of the index page and they will link you to the correct topic on the main part of the index.  

Point to the 702 entry.
For instance, this tells us that information about processing a 702 action is actually found on the promotion job aid.

Click the Promotion link.
When I click on the link, I am linked up to that section of the index.

(no action)
Often there will be a number of entries for a particular topic.  

Point to job aid link.
The first entry for most topics is generally the job aid itself – in this case the Promotion Job Aid.  You can see this in both the link column (because of the abbreviation “JA”) and in the Description column.  This is your main source of processing information for this type of action.

Point to payroll workaround and its descriptions.
There is also a payroll workaround, which has a brief description to help you figure out if this workaround is pertinent to the specific action that you are working on. If it is, or it looks like it might be, click the link to see the actual workaround itself.

Point to GPPA link.
For most types of actions, there’s also a link to the appropriate chapter of the Guide to Processing Personnel Actions (GPPA) so you can easily look up the correct NOAC, legal authority, required remarks, and such.

Point to User Guide link.
And there’s also a link to the DCPDS Users Guide (the one put out by CPMS) if this type of action is covered in that guide.  

Part 2: A typical job aid
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Click the job aid link.
Now we’re going to look at a typical job aid.  But before we start, let me add that the job aids don’t stand by themselves.  They assume that you already have a basic knowledge of how to process personnel transactions in DCPDS.  For instance, they do not explain how to open an RPA from your inbox, or how to access the Extra Information section and find a particular flexfield, or how to do the final step of updating HR.  They are primarily intended to point out the specific things that you need to do – the data elements you really need to watch and update – for a particular type of action.  

Having said that, now let’s look at the actual promotion job aid itself.  Most of the job aids have the same structure and sections.

Point to “Changes” section.
Most job aids will have a list of changes at the top.  They change frequently as the system changes or to make improvements.  

Scroll down to see red text.
The most recent changes within the job aid itself are always in red print so you can easily see what changes have been made – in this case, there’s a recently-added caution about processing a permanent promotion from a temporary promotion.

Scroll up and point to Purpose section.
Then they contain a more detailed purpose section, which lists exactly what types of actions are covered – and sometimes will also tell what types of actions that might be similar are not covered.  For this one, it’s pretty self-explanatory and simple since it is only about 702 promotion actions, but some job aids will cover a larger number of actions.

Point to Cautions / Workarounds section.
There’s also a section called “Cautions/Workarounds” which contains any known problems or things that you need to be careful about when processing this type of action.  

Point to Cross References section.
Then there is a cross reference section containing links to related information (this is sometimes called “See Also”).  In most job aids, this will include a link to the appropriate chapter of the GPPA.  It may also point to other job aids for similar actions as well as other related reference materials.

Point to “Check and Complete the RPA” heading.
Then the actual body of the job aid begins, starting by listing what you need to check or change or add on the RPA itself.  

Point to page and item number columns.
This section is usually in a table format as shown here, showing the page of the RPA and the item number as well as comments or remarks providing explanatory information.

Point to “Complete Extra Information” section.
Next is the “extra information” section which lists the various flexfields (or DDFs) that you may need to check and/or change in order to complete this action before final processing.  

Point to DDFs as described, including the red change.
For instance, for a promotion, you will need to check certain data on the DDFs called US Fed Performance Appraisal, Global Information for 5/7/9 NOAs, and so on.  (You’ll notice that on this one, new information about the Date WGI due has been recently added.)

You need to use your personnel knowledge when working with the extra information section.  It does not always list every flexfield that is applicable to this type of action – only those that you normally need to check.  There are some types of actions where you may need to check more than is shown on this list, but the purpose of the job aids is to provide instructions for the majority of cases.  

Point to “Process and complete the action.”
Finally, the job aid usually ends with the processing step.  This is normally where you will perform the “Update HR” part of the process.  There are slight variations in the way the Update HR process is done between CPOCs – sometimes the clerk who has just completed entering the data will do this step, other places you may need to forward the action to someone else to finish.  

Part 3: Other job aids website pages
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Page Up to return to the top of the job aid.
Notice that there are no links on the job aid to return you to the index.  

Click back button to return to the index page, then Ctrl-Home to return to the top of the page.
To return to the index, use the Back button on your browser.  Then I’m using Ctrl-Home to get back to the top of the index.

Point to table of links at top.
I want to describe a few other things that are on the job aids web site.  These links at the top of the index page point to other job aids pages that have special purposes.

Point to What’s New link, then the update date, then click on What’s New link.
First, let’s look at changes.  Job aids are changing constantly.  At the top of the page you will see the date of the most recent change (in this case, Sep 15).  The “What’s New” section lists what changes were made.  

Point to list of changes.
As you can see, there are a good number of changes made.  These are a result of system changes or problems, or may be improvements to make specific job aids more usable and accurate.  Changes are always listed here, as well as on the job aids themselves (plus, as you saw, the most recent changes on a job aid are in red print).  The list of changes is usually emailed out to each CPOC so that users will know what’s changing.  

It’s important that you use the most recent job aid when you are processing an action.  Although you can print out a job aid so you have a hard copy to work from, just be aware that they will change frequently and you should always check to make sure you have the most recent version.

Click on Instructions link.
There’s also an “instructions” page which pretty much covers what’s been demonstrated in this video.

Click on Notes and Discoveries link.
The Notes and Discoveries link is a special page containing miscellaneous pieces of information that don’t really fit anywhere else.  You will normally link into this page right from the main index.  

Point to Corrections section.
For instance, the main index contains an entry under Corrections and Cancellations about correcting a social security number. 

Click on Corrections link, then return to top of page.
When you click on that link on the main index, you will be brought to this section of this notes and discoveries page.

Click on Problem Reports and Workarounds link.
The problem reports and workarounds page provides access to a number of tools and references pertaining to known problems with the system.  DCPDS is a very complex computer system and problems are often being discovered, and eventually fixed. 

Click on Patch Documentation link.
The Patch Documentation page contains links to documents about problems that have been fixed.  

Click on Teleconference Minutes link, PgDn as discussed.
The Teleconference Minutes page contains links to minutes from several different DCPDS- and payroll-related teleconferences that are held regularly between CHRA and the CPOCs, including the Pay problem workgroup, the Charter Team, and the DFAS Conference minutes (dealing specifically with payroll issues).

PgUp, point to CHRA DCPDS and CPOL links.
The other two items are links to other web pages provided for convenience.  The CHRA DCPDS page contains training resources for learning more about DCPDS, which you can look at on your own.  The CPOL link takes you to the Civilian Personnel On Line home page.

Thanks for watching!
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