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Computer Training Video:

THE NAVIGATOR

Objective and audience
This movie introduces DCPDS users to the Navigator screen (the main menu), including the following:

· Expanding and collapsing headings

· Adding items to a top ten list

· Starting a task

Prerequisite:  ART and DCPDS Logon 

Setup
Setup requirements:

· A DCPDS account with a secure view “manager” responsibility.

Do not have any tasks on the top ten list.

Begin recording with the DCPDS navigator open, as it appears just after logging on. 

SCRIPT

The Navigator menu

Action
Script

(Intro)

Point to the window title.
This movie is going to show you how to use the main menu in DCPDS, which is called the “navigator.”

Point to “MGR”.
This is what the navigator looks like when you first log into DCPDS.

· The actual selections on the navigator will vary depending on what role or responsibility you are using.  This is a manager’s menu and it will have a somewhat different list than a personnelist.

Point to + signs next to navigator headings


Note that the navigator is arranged in an “outline” or hierarchical fashion.

· Some items on the menu are headings, identified by the plus sign in front…

Point to Civilian Inbox
… other items lead you to other screens, such as the “Civilian Inbox.” These items don’t have plus signs.

Expanding and Collapsing Headings

Action
Script

Double-click People
To see the selections that are available under a “heading,” double-click on that heading.  For instance, when I double-click on the “People” heading I can see the items available under it.

Double-click People
To collapse these entries I can double click again.

Double click Reqst for Pers Act
Some headings may have additional sub-headings under them, such as the Reqst for Pers Action heading. 

Double click Change Actions
By double-clicking a subheading, it too will open to show its subordinate entries.

Double click Reqst for Pers Act again
And by double-clicking again it will close.

Using the Navigator buttons

Action
Script

Point to navig buttons
There are also buttons at the side of the navigator window that you can use to expand and collapse items on the navigator.

Click + button (RPA selected)
The single plus button opens up the items under the selected heading.

Click – button 
The single “minus” button collapses it.

Click +-> button, point to opened sub-headings
The plus with the arrow expands the selected heading plus any other headings beneath it.

Click – button (RPA selected)


· Click ++ button

· Scroll through expanded 

· Point to number at bottom
The double-plus button expands every heading on the entire navigator.

· Note the message line at the bottom of the screen shows how many items are in the list.

Click “- - “ button, point to number at bottom 
The double-minus collapses everything.

With RPA selected, click <Open>
On a heading, the Open button works the same as the plus button. 

Starting a Task

Action
Script

Select Civilian Inbox, then click Open
If you select an entry that is not a heading (no plus or minus sign) and click the <Open> button, you will launch that function (open that window, or whatever).

Close the window
When you close the inbox, you return to the navigator.

Expand Submit Requests
You can also double-click an entry to start it up.  In this case, I’m starting up the reports application. 

Close the window
When I close that window, I am again back at the navigator.

The Top Ten List

Action
Script

Point to top ten list
Another way to easily find and launch tasks that you perform regularly in DCPDS is to add them to your “top ten” list.  

Select Workflow Inbox, click Add.
To add an entry to your top ten list, click on the item on the left side, then click the right arrow icon. 

· The Workflow Inbox is a good one for most users since most everyone will use their inbox frequently.  

Point to top ten entry
Note that the item displayed on the top ten list has a somewhat different name, but it’s the same thing.  It also has a number in front of it (#1).

Click the inbox entry on the top ten list, point to Open button
· To get to the inbox using the top ten list, all you need to do is push the number 1 key on your keyboard.

· You could also double click on the top ten entry, or click on it and push the open button.

Open Processes and Reports
Another item that most users will use often is the “submit processes and reports” selection.  This is found under Processes and Reports and is the item we use to print forms (such as Notifications of Personnel Actions) in DCPDS.

Select Submit Processes and Reports, click Add
To add to the top ten list, select it and click Add.  This is a particularly good one to add, since it is not readily visible on the navigator screen.

Point to top ten entry, then type “2”
This is now entry number 2, we can type the “2” key to start (or double click, etc.).

Close the Reports window
Closing the window returns us to the navigator.

Select item from top ten, click Remove
To remove an item from the top ten list, we select it, then push the left arrow icon. This is your list so you can modify it whenever you’d like.

Thanks for watching!
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