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MODERN DCPDS TRAINING MODULE

ARMY REGIONAL TOOLSET (ART) 
and the GATEKEEPER CHECKLIST

Lesson Plan

Purpose
This lesson plan covers the use of the Army Regional Toolset (ART) and the Gatekeeper Checklist, specifically including:

· Selected ART applications that are typically used by end users (employee data and RPA tracker).

· Types of RPAs and when to use which type.

· How to access and complete the Gatekeeper .

· Where to go for more information on ART and the Gatekeeper.

This lesson plan is using the newer, “TEST” version of the gatekeeper.  Once testing is complete, this will be the normal gatekeeper that all users will access.

It does not cover:

· Fundamentals of Modern DCPDS (logging in, navigating).

· Use of the civilian inbox.

· Routing the RPA.

· Other ART applications that are less frequently used or used primarily by CPOCs.

Target audience
This training is intended for the following audiences:

· CPAC staffs (CPACs can use this material to provide training to their customers).

· All modern DCPDS ends users with create, request, authorize, or resource manager responsibilities.

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

· Know what reference materials cover this topic, and where to find them.

· Understand the purpose and intent of the Gatekeeper.

· Select the appropriate RPA type.

· Complete the associated Gatekeeper checklist.

Training options
A variety of different training approaches can be used to present this subject depending on the needs and pre-existing knowledge level of the audience:

· Full scale classroom presentation:  overview briefing with demo and/or instructor-led hands-on exercises (can take 2-3 hours).

· Overview briefing alone without demo or hands-on exercises.

· Demo only, or instructor-led hands-on exercises only.

· Individual (self-study) training using ScreenCams, at a desk or in a classroom (proctored or not).

This lesson plan has been arranged as if you were going to present the overview briefing, followed by either a demo or instructor-led hands-on exercises, incorporating various ScreenCam movies where appropriate.  Use or ignore various parts of the lesson plan depending on the approach you have selected.

Training and reference materials
Training materials:

· ART-GK Intro.ppt – a PowerPoint slide show introducing ART and the gatekeeper.  Primarily for those who have not had exposure to ART.

· Gatekeeper.exe – a ScreenCam (“how to movie”) that shows how to use the Gatekeeper with an RPA.

Reference materials (these materials are all available from the CPOCMA Modern DCPDS Training Page, http://www.cpocma.army.mil/mdcpds):

· Modern DCPDS Desk Guide – explains the different types of RPAs, what to include on the RPA, and whether there is a checklist and if so, what is included on the checklist.  Includes step by step instructions for using the gatekeeper with an RPA, and describes basic use of the gatekeeper and sample questions.

· ART Users Guide –describes ART links and applications (note, Gatekeeper is covered in the RPA chapter in the Desk Guide).

· Other ScreenCam movies are available covering ART logon, modern DCPDS logon and navigating, RPA overview, initiating an RPA, routing an RPA, the RPA Tracker, and others.

Using ScreenCams
ScreenCams are “movies” that are available as executable files.  They contain screen images with typing and mouse movements and a narration to explain what is happening.  They are very effective for presentation in front of a class, either as a prelude to a hands-on exercise, or as stand-alone presentations.  

· To be most effective, using the ScreenCams does require that the workstation have sound capability.  There are “scripts” available that can be downloaded and followed at workstations that do not have sound, but this is not nearly as effective.  

· The ScreenCam files tend to be large, so if you are going to use them in front of a group, you should download and save them on a local hard drive before the session begins.  

Classroom setup 
This module requires the following if it is being conducted as a demo only or an instructor-led hands-on exercise:

· A computer classroom with workstations that have access to the Internet and thence to the appropriate regional modern DCPDS database and ART application (for hands-on, instructor led exercises).

· An instructor workstation with the same connectivity plus a hook up to a data projector (for demo or for instructor-lead hands-on exercises).

Preparation
· CPOCMA does not have ART available with their modern DCDPS training database so hands-on classes must be done using live databases.

· If the class will be doing hands-on exercises, they will need both their modern DCPDS and CSU user IDs and passwords, including an ART account that provides Modern DCPDS access.  The students can either create a “dummy” RPA for which they can create a gatekeeper, then delete the RPA before leaving class (preferred approach), or can use an existing RPA from their inbox if they have one. 

· The instructor will need a similar set of user IDs and passwords for either demo or instructor-led exercises (including the ART account with access to modern DCPDS).

· If you are demonstrating the Employee Data application, you should have an employee name selected in advance.

· If you are demonstrating the RPA Tracker, you should have an RPA number selected in advance.

Notes to instructor
In this module, the following format conventions are used:

· Actions that you are to perform are shown in bold (e.g., Click the <OK> button.)  Buttons that you are to click are shown in angle brackets.  Successive steps are both bulleted and in bold type.

· Points that you are to share with the class are so indicated, and are bulleted.

· Additional notes to the instructor are shown in italics (e.g., Make sure all students are successfully logged on before proceeding.)

· Underlined spaces are used to indicate items that you need to know in advance (e.g., Retrieve position number __________).  Hint:  fill these out in your copy of this lesson plan before you teach this module – and check to make sure the item works.

Instructional Module:  Overview briefing

Purpose
The ART-Gatekeeper overview briefing consists of a PowerPoint slide show that provides an introduction to the Army Regional Toolset in general, with more specific coverage of the Gatekeeper application.  Intended audience is CPAC staffs and end users (managers, supervisors, admin staff, resource managers, etc.) who are either totally or relatively unfamiliar with ART and the Gatekeeper.  

Coverage:

· Brief description of ART

· List of links and applications in ART

· Accessing ART

· Resources 

· Restrictions

· Descriptions of ART applications

· What is the Gatekeeper checklist and who uses it

· Types of personnel actions and what actions have checklists

· How to use the checklist with an RPA

Using the briefing
The briefing is intended for instructor presentation in front of a group, so a computer with data projector is needed.  The briefing (ART-GK Intro.ppt) is available for download from the CPOCMA Modern DCPDS Training Page on the Internet (http://www.cpocma.army.mil/mdcpds) (“Training Materials” link).  The briefing contains “notes” pages which provide instructor information.

The briefing can be tailored to your group by eliminating some of the slides; for example, if the group is already familiar with ART, you might want to just present the Gatekeeper segment. 

Instructional Module:  ART 

Purpose
This segment provides recommended steps for either demonstrating ART and the Gatekeeper or demonstrating with the class following along. 

Prerequisites
This lesson assumes that the class is already familiar with logging into and navigating in modern DCPDS, logging into ART, creating and routing an RPA, and accessing an RPA in the civilian inbox.  If any of these need to be covered, you can use existing lesson plans and/or pertinent ScreenCams.

Background information
Provide the following information to the class:

· In this session, we’re going to take a quick look at a couple of ART applications, and spend some time filling out a Gatekeeper Checklist for an action.

· The Gatekeeper checklist is an electronic form that you use to provide additional information about a Request for Personnel Action.

Logging onto ART
Access the Army Regional Toolset (ART) from the “Tools” link of your regional homepage.  Once the login screen is displayed, enter your user ID and password.

· Once you log into ART, you can add it to your browser’s “Favorites” list so you can get their directly in the future (point out the <Add to Favorites> button).  When in ART, you won’t have access to your regular browser buttons and menus.

Click on the <Proceed into System> button.

ART main menu
· For those who haven’t used ART before, this is the ART main menu.  The actual selections on the menu vary depending on your roles and responsibilities – managers have a somewhat different menu than personnelists.

· We’re not going to look at all the ART selections in this class, but I am going to show you a few.

Links in ART
ART provides links to some commonly used civilian personnel applications, such as the CSU Application, Modern DCPDS, and FASCLASS.  For most users, it is very convenient just to log into ART and access most if not all of the different tools and applications that you will need.

Employee Data
Click on the Employee Data item on the menu.

· Employee data gives you quick and very easy access to a sizable amount of information about individual employees.  

· You start out by typing in some or all of the last name of the employee whose record you want to look at.  Make sure the “begins with” radio button is clicked.  (You have other search options, “begins with” is normally used for searching by last name.)

Type in part or all of the name you are using for this demo ___________, then click on <View Details>.

· Please note that you will be viewing Privacy Act information.

· Depending on the name you entered, there may be more than one match.  If so, you will see a list from which to select.  Click on the linked name.

· Once the record has been retrieved, you have access to information in a variety of different categories.

Click on some of the selections.  Recommended:

· Employee Data section (point out all the “sub-categories” available, e.g., appraisals, awards, training, etc.).  

· Job description (point out that this displays the actual PD/JD).

· Position information 

· NPA/RPA History (point out that you can actually retrieve the action itself by clicking on the linked date or request number).
· If participants are following along, allow a few minutes for them to browse.

When done, click on the ART Main Menu link to return to the menu.

RPA Tracker
Click on RPA Tracker from the menu.

· Point out that you should either have a specific RPA number to search for, or if you have a small number of RPAs, you can display all of them by not entering any search criteria.  

Enter the RPA search string (____________________), and click <Begin Search>.  

· RPA numbers are constructed of the year (2), month (3), region number (1), CPO ID (2), activity abbreviation (up to 6), and a sequence number.  Choose the search criteria accordingly.

· You can sort by different options if desired but this is usually only required if you expect to see a long list of RPAs (e.g., CPAC persons).

Click on <Submit>.  

· A table displays with matching RPAs.  There’s a good bit of information on the table, including the current location (inbox) of the RPA.

Click on the link for the selected action, then click on <View RPA>.  Scroll down through the RPA and point out the various sections.  

· Be sure to notice the Notes section, the Current/Last Box section, and the Coordination section which tells you where the action has been.

· If participants are following along, allow a few minutes for them to browse.

· When done, click on the ART Main Menu link to return to the menu.

Other ART tools
We are not going to cover the other tools in this session.  For more information on these, refer to the ART Users Guide (http://www.cpocma.army.mil/artguide).  You are encouraged to try these tools on your own.  

Instructional Module:  RPAs and Gatekeepers 

Step by step process
· The instructions for initiating an RPA with a gatekeeper checklist are found in the Modern DCPDS Desk Guide.  

· The Request for Personnel Action section of this guide contains the step-by-step process, and also contains valuable information about the different types of personnel actions – a key decision before you even begin creating your RPA. 

· It’s usually easy to identify the type of personnel action desired, but in some cases this can be a complex decision. Managers should contact their servicing CPAC if they have questions about which type of action is appropriate.

· The first few times you do this, you should refer to this guide as you proceed.  We recommend that you open the on-line guide, and then switch back and forth between the guide and ART.

Accessing the Desk Guide
From your desktop, open a second browser window by double-clicking the Internet Explorer icon, then navigate to http://cpocma.army.mil/mdcpds.

· You cannot use the browser that is already being used for ART.

· You may want to “bookmark” this website as one of your favorites.

· This web page provides access to the Desk Guide, the ART Users Guide, and the ScreenCam “how to” movies.

Click on the Desk Guide link, then on the Request for Personnel Action section.  Scroll down to the “Step-by-Step Instructions for Initiating an RPA and a Gatekeeper Checklist.”

· These are the basic steps.  Where appropriate, links are included to provide more detail.  Let the class browse briefly, notice the first 3 steps.

Continue scrolling down to the “Types of Actions” section.  

· This picture of the navigator is linked to the descriptions that follow.

Selecting the type of action
Continue scrolling down to the “Description and Instructions for Different Types of Actions.”  

· For each type of action, the Guide tells you what the action is for, what it is NOT for (and what to use instead), what to include on the RPA, and what the checklist will be asking for.

· Ask the students what type of action they would use to re-fill a vacant position in their organization resulting from someone’s retirement (recruit/fill).  Point out the description of the Position Establish type of action and ask what is the difference between the two (no position has been built in the latter).  

· We are going to use a Position Establish action for this demonstration since it is by far the longest and most complex of the checklists.  Other checklists may consist of only one or two questions (e.g., the Awards checklist asks what type of award, and (if applicable) the amount).

Switching between windows
Remind the group that step 3 of the process is to log into modern DCDPS through the ART main menu.  We need to return to ART.  

Demonstrate the different ways of switching between windows:

· Minimize the browser window containing the Desk Guide by clicking on the minimize button (the “dash” in the upper right corner of the screen).

· If the ART screen is not visible, restore ART by clicking the task bar at the bottom of the screen (it should read, “Army Regional Toolset…”. 

· Demonstrate that you can also switch between applications using the [ALT]-[Tab] keys:  push the [ALT] key then push [Tab].  This displays a small window showing another open application.  While continuing to hold the [ALT] key, push the [Tab] key to move between open applications.  When the application you want is selected in the window, release the keys and the selected application will be “on top.”
During the next steps, you will be following the steps in the Desk Guide.  Switch back and forth to the Guide as you proceed to show that you are following these steps.   

Instructional Module:  Initiating the RPA 

Log into Modern DCPDS
· Step 3 in the process is to log into Modern DCPDS via the ART Menu (we’ve already done steps 1 and 2 – determining the type of action (position establish) and logging into ART).

Click on Modern DCPDS on the ART menu.  When the Oracle logon screen displays, log on using your user ID and password.

· If the class is following along, allow a few minutes for everyone to get logged on, and provide assistance as necessary.

Create the RPA
Fully open the Request for Personnel Action section of the navigator menu (click Request for Personnel Action on the menu, then click the “plus-arrow” button).  Under “Federal Position,” select (click on) “Establish”.  Click the <Open> button.  

· A blank RPA will display.

· Note that the Desk Guide description for this type of action, in the section about what to include on the RPA, says, “complete Part A only.”  

· Part A of the RPA is only asking for the point of contact name and the initiator’s and approver’s names.  

Complete the RPA
Click in the “For additional information” block, type the last name of the person who is the POC for this action, and push [Tab].  

· This will retrieve the name and phone number of the POC.  

· This is the person who the CPOC (or anyone else) will contact if they have additional questions about this action.

· More detailed instructions for completing these blocks can be found in the Desk Guide, also in the “Initiating an RPA” ScreenCam.

Click in (or tab to) the “Proposed Effective Date” block and type in the date when you want this position filled.  Use DD-Mon-YYYY format. 

Click in or tab to the “Action Requested By” block and type in the last name of the requesting official and push [Tab] to populate this field.

· This is all you need to enter on the RPA for this type of action.

Save the RPA and minimize DCPDS
· Now we are going to save the RPA to our inbox (step 5 in the Desk Guide).

Click on the “Save” icon (yellow diskette) to display the Decision window, and click the <Yes> (you want to route the action) button.  On the Routing window, accept the default selection (“Save and hold in personal inbox”) and click <OK>.

· This saves the RPA in your modern DCPDS civilian inbox.  In a moment, a message will display that shows the RPA number that the system has assigned.  A blank RPA (same type of action) is displayed.  

· You need to do this step for two reasons:  (1) if you don’t save the RPA to your inbox, you will not be able to track it later, and (2) most importantly, you can only access Gatekeeper Checklists for actions that are currently in your inbox.

Close the blank RPA to return to the navigator.  Minimize DCPDS.  

Instructional Module:  Gatekeeper Checklist 

Access the Gatekeeper, select the RPA
Now we are going to access the gatekeeper checklist for this action.

Click on the Gatekeeper from the ART menu.

· For most users, this will take you directly to the Gatekeeper.  Some users may have an additional menu selection – pick the one for the role you are using (MGR).  Note, as of this writing there are two Gatekeeper versions fielded – the current version and a “test” version.  This lesson plan is using the Test version so if you have both versions available, select the TEST version.  Once the test is complete, all users will be using that version and will not have the older option.

· The “gatekeeper inbox” displays.  This inbox shows all the actions that are currently in your modern DCPDS inbox (remember, you can only select or view checklists for actions that are currently in your inbox).  

Locate and click on the RPA for which you are going to complete the checklist (the Position Establish action we just created), then click the <Fill out Checklist> button at the bottom of the inbox screen.

Filling out the checklist
· In this case, the checklist consists of several different modules (identifying the position, position data, recruitment data, and RM data).  As mentioned above, this is probably the most complex of all checklists – many others will only have one module with one or two questions.  

· The current module is shown at the top of the window (position decision).  This is where you identify where the position is located and what position it is (if it is an established position).  

· The general process is to complete each module, then save it and go on to the next until the entire checklist is completed.

· The questions that are displayed vary depending on your answers to previous questions.  

· Follow the links on the checklist – usually, as you complete each module, you have the option of saving and returning to the menu, or going on until the checklist is completed.  

Position decision
· The first decision you need to make in this case is, where – what organizational segment – is the position located?  You will see this same question any time you are filling out a checklist for an action that has a possible position change associated with it, e.g., recruit/fill, promotion, etc.

· The number of organizations you see will depend on how many orgs you have access to.  You can display the organizations in different sequences using the CPAC, Command Code, and UIC radio buttons.

Click on <View Organization Cleartext>, then select the appropriate organization (if you have more than one) and click the “Org Code” link.

· This essentially brings up an org table.  The entries are color-coded showing encumbered (green) and vacant (yellow) positions.  Note the instructions at the top of the page.

· At the bottom of every list is one “blue” entry where you can identify a “new position.”  

Select a vacant position for training purposes – click on the radio button next to the position, then click on the <Submit Position Fill>. 

Supplemental position data
· The second module of the checklist allows you to make changes to other position-related information – the “supplemental position data” module.  This displays automatically when you are done in the position decision module.

Click on several of the questions to show how the checklist works – if you say Yes to something, other questions will display.  

· Point out that in order to have a “complete” checklist, you must answer every question, either yes or no.  For training we are not going to worry about answering every question.  

· Point out (and demonstrate) the section that refers to the Help button – this is essentially a glossary of selected terms that might be confusing.  

· If participants are following along, allow a few minutes for them to browse.

When done, click on the <Save and proceed to next module> button.

· You have the option of returning to the gatekeeper inbox but it’s easier to continue right through.

Recruitment module
Point to the “Recruitment” name at the top of the checklist to show that we are now in this module.

· This module of the checklist allows you to identify any recruitment-related concerns.

Point to the questions about the POC and the selecting official.

· These are important questions for any kind of recruitment action so the CPOC will know to whom to send any referrals and certificates.

· The AKO email address is being asked for because Resumix will be using this address.

· You can also add any concerns, a note about people who should be considered, etc.

Point to and demonstrate the additional questions concerning information pertinent to a job announcement and other job requirements and conditions of employment – PCS expenses, travel, security requirements, etc.

· If participants are following along, allow a few minutes for them to browse.

Comments
Point to and click <Yes> on the question about comments to show how the comments block opens up.  Type a few words.

· This is the preferred method for adding comments or notes to an action – if there is a checklist for an action, use this comments block to provide any additional information that is relevant.  

· For those actions that do not have checklists, you can use the Notepad on the RPA to add notes, but otherwise use the checklist Comments area.

· This block holds about 2000 characters.  

When done, click on the <Save and proceed to next module> button.

Resource Management module
· The last module of this checklist is the resource management module which allows you or your resource management people to identify any RM data elements that need to be included.

Point out the question about whether the RPA will be going to an RM office – click the <No> button and show the message that displays.

Demonstrate some of the RM questions. 

· If you say no to this question, the checklist tells you to click on the RM portion to display the RM questions so you can complete them yourself.

· This allows the RM questions to be addressed by management or by an RM office, depending on how an activity works (not all activities send actions through RM). 

Click on the <Save and go to inbox> button.  

You are now done with this checklist.

Return to DCPDS, open the RPA and route it
Switch back to the Modern DCPDS application (clicking on the task button at the bottom of the screen, or using the [ALT]-[Tab] keys as described above.  

· Now you need to retrieve the action from your modern DCPDS inbox, open it, and route it to the next person in the chain.

Double-click on “Civilian Inbox” from the modern DCPDS navigator (step 9 – the last step – in the Desk Guide).   Locate the RPA, and click the <Respond> button at the bottom of the inbox to display the RPA.

Click the “Save” icon on the toolbar (the yellow diskette), and proceed to route the action to the next person who needs to see it.  But then click the <Cancel> button.

· For training purposes, we are not going to route this RPA anywhere.  Instead we are going to delete it.  

· For more information on routing the RPA, see the Desk Guide or watch the ScreenCam movie about routing an RPA.

Deleting the RPA
· For this class, we have created an RPA that we need to get rid of.  The RPA should be on your screen already.  To delete it, click the <Delete Record> icon on the toolbar – the “big red X”.

Click the Red-X on the toolbar.  

Click <Yes> on the confirmation message that displays.

Click <OK> on the “Transaction complete, record updated” message.

· This returns you to the inbox.  

Refresh your inbox [F8].

· To verify that the action is gone, use the Refresh button.

Close out of modern DCPDS and log out of ART.

Summary and conclusion
In this lesson we have learned about:

· Selected ART applications that are typically used by end users (employee data and RPA tracker).

· Types of RPAs and when to use which type.

· How to access and complete the Gatekeeper .

· Where to go for more information on ART and the Gatekeeper.

Any questions?  
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