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TRAINING OUTLINE

HR TOOLKIT:  DCPDS and ART for END USERS

Lesson Plan

Purpose
This document outlines an introductory class covering the fundamentals of DCPDS and ART for “end users” using a series of “computer training videos” (or CTVs).  This is intended for presentation by Civilian Personnel Advisory Center staffs.

Target audience
This training is intended for the following audiences:

· Managers and supervisors of Army civilian employees (including military supervisors of civilians).

· Admin assistants, admin officers, pseudo personnelists who perform civilian HR functions for their activity.

· Resource Management staffs (budget and manpower).

Objectives
After completing this module, participants will be able to:

· Know what reference materials are available and where to find them.

· Describe the Army’s automated civilian HR environment. 

· Describe the basic tools that are available to assist in managing the civilian workforce.

· Describe the basic concept and routing process of an RPA.

Prerequisites
Students must have completed the following module(s) prior to attending this session (or have been through comparable training):

· None.

Synopsis of lesson
This module contains the following:

· Overview briefing covering the various civilian HR tools.

· A series of computer training videos (CTVs or “ScreenCams”) covering basic functions of DCPDS and ART.

This module contains a series of narrated computer training videos meant to be “hosted” by a CPAC staff member.  The CPAC instructor can supplement the information in the videos and address questions that come up.  

Estimated time
Done as a hosted series of computer training videos, this module takes approximately two hours to complete (allowing a minimum amount of time for introducing the videos and addressing questions).

Reference materials and handouts
The following references are applicable to this module:

· HR toolkit web page provides access to computer training videos and reference materials to assist end users as well as links to key civilian HR resources.

· DCPDS Desk Guide provides how-to information about basic end user tasks in DCPDS.  There is an on-line version or a downloadable Word version that can be printed and used as a handout.

· ART Users Guide provides how-to and descriptive information about the ART applications. There is an on-line version or a downloadable Word version that can be printed and used as a handout.

Classroom setup
This module requires the following:

· A classroom with an instructor workstation with a data projector with sound capability and access to the Internet. 

Preparation
Prior to conducting this module, the following tasks need to be completed:

· Download the overview briefing and computer training videos and save them on the classroom workstation.

· Review the briefing and videos to make sure they work properly and insure you are familiar with the contents of each.  

Sequence of videos
Show the computer training videos in the following sequence:

· Overview briefing. There are two versions of this briefing – one with pre-recorded narration, and one without (the notes view of the briefing provide the text of the narration). This can be presented with the pre-recorded narration or can be presented with the instructor providing the narration. 

· ART and DCPDS Logon.

· ART Introduction.  Introduces the ART main menu and toolbar, some of the links, and takes a brief look at the Employee Data and Suspenses tools.

· Navigator.  Introduces the DCPDS main menu and basic functionality.

· RPA Gatekeeper.  Shows how to initiate an RPA, save it in the inbox, fill out a checklist, and retrieve the RPA from the inbox.

· Workflow Inbox.  Shows how to use the workflow inbox in DCPDS (does not cover the “civilian inbox”), including how to open an RPA, sort, search, and use different views.

· RPA Attaching a Document.

· RPA Printing.  Includes how to print from the RPA, and how to print a Notification of Personnel Action from the Requests window.  Also covers Ghostview.

· RPA Routing.  Shows how to use the routing options to send an RPA to another user or groupbox.

Optional CTVs
The following CTVs can also be shown:

· Inbox Statistics 1.  Shows how first line supervisors and managers can use the inbox statistics tool in ART to track an RPA.

· FASCLASS.  Shows how to locate FASCLASS and how to search for a PD.

Additional information

Related training
The following modules provide related information:

· Additional computer training videos are available covering additional related topics.

Presentation alternatives
The lesson can be used as an outline for either an instructor demo of the tools, or for hands-on training.  The following will be needed for a demo:

· An instructor workstation with access to the Internet (for ART), and with DCPDS software loaded (Oracle J-Initiator and Ghostview).

· ART and DCPDS accounts for the instructor.

For hands-on, the following will also be needed:

· A computer classroom with workstations that have access to the Internet (for ART), and that have DCPDS software loaded (Oracle J-Initiator and Ghostview).

· ART and DCPDS accounts for participants.

· Access to a printer (if desired).
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