PERSONNEL ACADEMY TRAINING MODULE

ARMY REGIONAL TOOLS

Lesson Plan

Purpose
This lesson plan covers the use of Army Regional Tools at the CPOC.

Target audience
This training is intended for the following audiences:

· Personnel Assistants and Specialists.
· Anyone responsible for processing or troubleshooting personnel actions.

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

· Know what Army Regional Tools are.
· Know what applications are available in Army Regional Tools.
· Know how data flows between the applications.
· Know the types of information available through Army Regional Tools.
· Navigate through Army Regional Tools.
· Manage personnel work using Army Regional Tools.

Prerequisites
Students should have completed the following modules prior to attending this session (or have been through comparable training):

· Day 1 and 2 of Personnel Academy, Part 2.

Synopsis of lesson
This module contains the following:  

· A PowerPoint slide show.

· Instructor-led activity.

Estimated time
This module takes approximately 120 minutes to complete.

Handouts
The following handouts should be provided to each student:

· Copies of the Power Point Slides used in this module.
· A printed ART NPA and a DCPDS NPA for the same action.

Classroom setup
This module requires the following:

· A computer classroom with workstations that have access to Army Regional Tools.

· An instructor workstation with the same connectivity plus a hook up to a data projector and the capability of running Microsoft PowerPoint 97.

· Butcher block paper and/or whiteboard.

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

· Students must have an Army Regional Tools account, and bring their ART login and password to the class.
· Students and instructor bring a valid SSN of a current employee serviced by their branch to the class.
· Instructor brings the name and SSN of a current employee and an ex-employee serviced by his/her branch to the class.
· Write the web address for ART on the butcher block:  https://armyweb01.ria.army.mil/art/.

Notes to instructor
In the instructional 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.

· Points that you are to share with the class are so indicated, and are usually 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 – What is Army Regional Tools

Purpose
This portion of the module covers the following:

· What is Army Regional Tools.

· What kinds of data is available in ART.

Overview
In this module, we will:

· View the Power Point Presentation.

· Login to ART and navigate throughout the program.

· Discuss the different tools available in ART and their uses.

Slide show
This segment is done via a PowerPoint slide show:  PP – Personnel Academy - ART.  Follow the notes on the slides.  It covers:

· What we will learn.

· What is Army Regional Tools.

· Acronyms.

· How data flows between the applications.

· What programs launch from ART.

· The types of information available through ART.

Instructional Module – Using Army Regional Tools

Purpose
This module covers the following:

· How to  navigate throughout the ART program.

· Locating data in ART.

· Changing user settings.

· Adding notes to RPAs via My Stuff.

· Working helpdesk tickets.

· Requesting an OPF.

· Tracking RPAs and NPAs.

Overview
In this module, we will:

· Login to ART and navigate throughout the program.

· Discuss the different tools available in ART and their uses.

The instructor will lead the class throughout this hands-on lesson.  

Main Menu
Follow these steps to login, change user settings and discuss the main menu:

Step
Action

1
Have all the students log into Army Regional Tools using the following web address: https://armyweb01.ria.army.mil/art/.  The instructor should also login and have his/her computer screen projected so the entire class can follow along.  Demonstrate each step as the class follows along.  Tell the students to use the <Add to Favorites> button when they get back to their workstations in the office.

2
Have the students select <change user settings>.   Discuss the data fields.  Have them perform the following:

· Fill in all the data fields.  
· Select a different background, then <edit account and go to main menu>.  
Inform the students that they should keep their personal information in ART updated.  For example: change the phone number if they change desks.

3
Have the students place their cursors over the icons on the tool bar on the main menu screen.  Show them how a box will appear to show what the icon does.  
· Ask if any of the students have a letter icon representing a helpdesk ticket or message being sent to them.  Have then put their cursor over the icon and see what message pops up. Discuss the use of the letter icon to inform users of actions needed to be taken or already taken.
· Inform the students that if they have a suggestion to improve ART, it should go first via email through their branch chief.  If their branch chief approves the suggestion, then they can use the “make suggestion” icon.

· Similarly, the students should report errors in ART to their branch Superuser first before using the “report error” icon.  

4
Have the students click on the tools icon (“user preferences”) to show them how it takes them back to the edit account screen.  They can change their background at any time while in ART via this icon.  

5
Have the students return to the Main Menu and look at the menu options.  Explain the following:

· Different users will have different options on their menu.
· The role of the user (staffer, classifier, clerk) and their permissions (allowed access) determines the options available to them in ART.
· Not all the menu items are used by us here at the CPOC.  For example: Helpdesk, Inbox Statistics II, and Suspenses are not used by us.  We access that information by going through My Stuff.  This is because the ART database now includes all of Army.  My Stuff narrows down the portion of the database you are pulling from to just your branch data.  This is less taxing on the system.  

Centralized Applications
Follow these steps to navigate the options available through the Centralized Applications link:

Step
Action

1
Have all the students select  <centralized applications> off the main menu. 
· Ask if the students have different options then what is showing on the screen (teacher’s screen).

· Have the students click on the <Fasclass> link.  Briefly discuss Fasclass.
· Have the students return to ART and select the <SF 50 History Database>.  

2
Login to the SF 50 History Database and have the students watch as you perform the following:

· Type in the SSN. Explain that you do not use dashes in this application.

· Explain that this database includes “Legacy” SF 50’s.  These are NPAs processed prior to the launch of “Modern” DCPDS.  This occurred in March 2001 for the NECPOC, but at different dates for the other CPOCs.  
· Note that the database contains no RPAs.

· Select the PDF link to one of the SF 50s to demonstrate to the students how to view and print a realistic NPA from this database.

3
· Have the students return to the ART main menu screen using the ruler icon.  

Employee data
Follow these steps to view the data available through Employee Data.

Step
Action

1
Have all the students select  <employee data> off the main menu. 
· Have the students enter the last name of an employee their branch services (they can use a common name, such as Smith, if they do not know any employee names).

Explain the following:

· Partial names will work.

· You can use upper or lower case, or both.  ART does not care.

· If you know the employee’s first name, you can type it after the last name with a space between.

· Do not use commas. The only exception is if the last name were built in DCPDS with a comma in it.  Explain that while this is not the proper way to build a name in DCPDS, it still is sometimes the case.  Encourage the students to always follow the naming conventions in the applicant build job aid.).

· If a person has a “Jr”, “Sr” or numeral added to their name, it may be more difficult to locate.  Re-query the database using a partial last name if your employee doesn’t come up using the full name.

2
Once the students have selected an employee record to look at, have them try some of the links to see what comes up.  Point out the following:

· Note that the data is divided into three parts: Information, History and Pay Data.
Explain to the class that they should never use the “x” in the upper right corner of the windows to close them.  Explain that this does not guarantee that the application has stopped running. The proper way to close any window is to go the upper left corner and select “close window”, or use the drop down menu. Double-clicking on the upper left corner will also close the window in most cases.

3
Have the students select <employee information> and toggle between the radio buttons to see what is there.  Have them follow along as you do the following:
· View the employee’s position description.  Explain that this is the actual Position Description for that employee found in Fasclass.
· View the employee’s position information.  Toggle between the screens using the radio buttons.

· View the employee’s organization structure and locate the employee on it.  Show the students how they can tell if an employee has an RPA pending via the organization structure data. Point out that if the answer is Yes, it becomes a blue hyperlink. If anyone has an RPA link in their org structure view, have them click on it to see what appears.

4
Have the students look at the NPA/RPA history on their employee.  Point out the following:

· The NPAs are not formatted the same as the official document, but contain the same information.  Note: have the students look at the sample ART NPA and DCPDS NPA to compare.
· The RPA view shows any notes or remarks that came with it.

· Also on the RPA view, you can see whose inboxes the RPA passed through, and who processed it (updated HR).

· If an RPA was withdrawn (cancelled), it will show in red.  Ask the students if they have any withdrawn RPAs showing in their view.  
· If there’s an RPA, and no corresponding NPA, then that RPA has not yet been processed.  Remind the students that there is an overnight refresh, so any RPA they process today will not show a corresponding NPA in ART until after the refresh has successfully completed.

5
Next have the students look at the Helpdesk ticket history on their employee.  Point out the following:

· If the <Helpdesk Ticket History> link is blue, then there are or were helpdesk tickets on that employee.  If it is black, the employee has not had any helpdesk tickets. 
· The view defaults to open tickets.  To see closed tickets they must select the <closed> radio button.
Ask if any students if their employee has or had helpdesk tickets. Have them view the closed tickets.

6
Now have the students look at the Pay Data links, starting with the <Pay Rejects>.    Point out that if the Pay Reject link is black, than that employee has had none.  If any students have pay rejects on their employee, have them click on the NOAC to view the reject. 

7
Next have the students select <W3Ls>.  Explain that these contain the same information as the Pay 500s, but just like the ART RPAs and NPAs, is not formatted in the official DCPDS format.  Encourage the students to use the Pay 500 view from DCPDS whenever possible instead of the W3Ls.  Explain that the W3Ls are not sorted in effective date sequence, or processing sequence.

8
Now have the students click on the IVRS interface link.  Explain that these are benefits transactions that have processed through ABC-C.  

9
Return to the ART main menu.

External Applications
Follow these steps to view the options available through External Applications.

Step
Action

1
Have all the students select  <External Applications> off the main menu, then <Central Site>. 
· Ask the students what links they have in their view.

· Explain that Central Site Business Objects, commonly called BOA, is used to create reports.  Employees must receive training before given access to BOA.

· Central Site CSU is another source of employee data.  Anyone interested in learning how to use CSU should ask their team leader for assistance.

2
Return to the ART main menu.

Gatekeeper
Follow these steps to view the Gatekeeper

Step
Action

1
Have all the students select  <Gatekeeper> off the main menu, then <Gatekeeper Checklist>.  Explain the following:
· Gatekeeper checklists follow the RPAs in real time.  
· Once an RPA has been routed out of your inbox, the next time you open the <Gatekeeper Checklist> in ART, the gatekeeper associated with that RPA will be gone from your checklist view.
· You can always see a gatekeeper through the RPA tracker.  
· Not all RPAs have gatekeeper checklists.  Only RPAs that have the word “status” in the status column have a gatekeeper.   

2
Next have the students open a checklist using the following steps.

· Select a checklist to view by clicking on the word <status>.
· Choose any of the blue links in the next view.  
· Click on <View all Modules>.
Explain that students can now see the entire gatekeeper checklist.  
· Any words in blue are hyperlinks that will take them to additional information.  
· The gatekeeper checklist can be printed out.
Have the students click on the “position selected” if their gatekeeper checklist has that option.   

3
Return to the ART main menu.

My Stuff
Follow these steps to view the information available through My Stuff.

Step
Action

1
Explain that My Stuff provides access to:

· Your own and your branch Inbox Statistics report.

· Your branch Helpdesk tickets.

· Your branch suspense tickets.

2
Have the students click on <My Stuff>, then <My Branch>.  Discuss some of the menu options:

· “My Branch Open Actions – All” will show the inbox statistics data on every open RPA associated with your branch organization(s).

· “My Branch Suspenses” provides notification of an approaching due date that may require CPOC action.

· “Open Fill/Recruits” and “Open Non Fill/Recruits” will give you inbox statistics reports on only those types of actions.

· “Open tickets” will show all the open Helpdesk tickets for your branch.

· “Organizations” shows data on the organizations serviced by your branch.

· “Work My Branch Pay Problems” is a shortcut to pay problem helpdesk tickets.

3
Have the students select <My Branch Open Actions – All>, <All Open Actions>, then <Proceed to Inbox Statistics>.  Have them select the Inbox radio button.  Explain that they are viewing all the Inboxes with RPAs in them associated with the organization that their branch services.  This includes the inboxes of  managers and administrative officers from the serviced organization.  If the student’s branch services more than one organization, have them use the back arrow to return to the previous menu and then <Proceed to Inbox Statistics> again.  This time, have the students select one of the organizations listed and then <View Details>. Explain that following:
· This view includes all the RPAs that have been created and are pending action for that organization.
· This information is useful to branch chiefs and team leaders when projecting the workload in the coming weeks.

4
Using the back arrow, have the students return to the My Stuff main menu and select <My Modern Inbox> and then <Proceed to Inbox Statistics>.  Explain that this list contains only the RPAs in the student’s inbox.  

· Have the students try the different filter options using the radio buttons.
· Have the students click on <View Details> and then click on one of the smart numbers to open the action.  Explain that they can add notes from this screen to notify management on the status of the action.

5
Have the students return again to the My Stuff main menu and select <My Branch> and <Open Tickets>.  Explain that helpdesk tickets are problem notifications that need to be resolved by the CPOC and include the following:

· Pay rejects from DCPS (payroll).
· Error conditions in DCPDS.
· Notification from the CPAC, CPOC or CSR on pay problems discovered.  
Next have the students try the different filters, such as <Owner> and <Ticket Subtype>.  

6
Have the students select a helpdesk ticket to view using the blue ticket number hyperlink.  Have them click on the different links (employee information,  position information, View NPAs/RPAs, etc.)  Explain that different tickets will have different links available depending on the ticket type. Explain how you “work” the helpdesk tickets. Note the following:

· Pay problems and pay rejects have priority and must be worked in a timely fashion to ensure that the employee gets paid and/or paid correctly.
· “Pay Problem” tickets must be worked in a unique fashion.  Each branch has someone designated as a trainer in the use of the pay problem reporting tool.  

· Pay rejects must be closed after they are worked.  Verify that the action has posted correctly in DCPS before closing the ticket.  

· Use the <Add Notes> button to explain the fix before closing the ticket.  Don’t try to add the notes and close the ticket in a single step.  Notes won’t show after the ticket is closed unless they are added in a separate step.  

· You must take ownership of a ticket in order to close it.

· All QC tickets should be left open and annotated that the error condition has been fixed.  The ticket will automatically close when ART refreshes.  If it doesn’t, then your fix didn’t work and the error condition still exists. 
· Ownership can be assigned to you.  You will get a notification (letter icon in upper left of ART main menu screen).

7
Have the students return to the My Stuff main menu and select <My Branch> and <My Branch Suspenses>.  Explain the following:

· Suspenses are similar to helpdesk tickets, except that their purpose is only to notify management and/or the CPOC that a due date is approaching.  Not all suspense tickets require action.
Have the students look at the different types of suspense tickets on their screen.  Note the similarities to helpdesk tickets.  Explain that they are worked like helpdesk tickets.

8
Return to ART main menu.

NPA tracker
Follow these steps to view the NPA tracker.

Step
Action

1
Have all the students select  < NPA tracker> off the main menu.  Explain the following:
· The NPA tracker provides another option to view the NPAs and RPAs of an employee.  
· It will also show the NPAs & RPAs of an ex-employee who separated through  retirement or resignation.  
· It will not show the NPAs & RPAs of an employee who left through a transfer unless you have global access in ART.
Query by the employees last name.

2
Return to the ART main menu.

OPF tracker
Follow these steps to view the OPF tracker.

Step
Action

1
Have all the students select  < OPF Tracker> off the main menu.  Explain the following:

· The OPF tracker is an electronic tracking system to monitor the location of the Official Personnel Folders.
· OPFs cannot leave the file room unless checked out.

· The OPF tracker contains a history of who has checked out the OPF from the file room and for how long.

· It keeps track of who is waiting for the OPF and how long.

· It also tracks if an OPF was shipped out, and to what address.

2
Have the students select the <Search for OPF> tab, type in their employees SSN or last name, and then click on the <Search for OPF> button.  The students should then select the employee by clicking on the SSN.  Ask the following:

· Is that OPF currently checked out to anyone?

· Is anyone waiting for the OPF?

· How many days have they been waiting?

· Can you tell who was the last person to request that particular OPF?

· How many days did they have it?

Explain that the OPF can be checked out to people outside the CPOC, such as representatives of the CPAC or ABC-C.  

3
Have the students return to the previous screen using the <Return to Previous Page> hyperlink.  Now have then check the <pick> box then select the <Add to the Pick/Wait List> button.  Explain that they have now requested that OPF from the file room.

4
Next have the students view their Pick/Wait list using the tab.  The students should see the OPF they just picked added to the list.  Explain the following:

· The file room clerk will deliver the OPF to you the next day, or when it becomes available.

· Once you’ve received it, you will notice that it now shows under the <OPFs Checked Out> tab.

Have the students look in their <OPFs Checked Out> tab, then return to the <Pick/Wait List> tab.

5
Now have the students remove the OPF they just added to the Pick/Wait list by checking in the <Remove> box and then clicking on the <Remove from Pick/Wait List> button.  

6
Return to the ART main menu.

RPA tracker
Follow these steps to view the NPA tracker.

Step
Action

1
Have all the students select  <RPA Tracker> off the main menu.  Explain the following:
· The RPA Tracker is useful in locating the current inbox for an open RPA.  
· You will need the RPA number, or at least a partial number, to track an RPA.
· The RPA tracker defaults to tracking the beginning part of the RPA number.  If using only the last digits of an RPA number, remember to select the <Ends with> button.
· You can only track open or future RPAs through this tool. The database is too large to run queries on completed or canceled RPAs.  
· Unlike NPA tracker, an RPA does not have to have an employee associated with it to be tracked using this tool.    

2
Return to the ART main menu.

Conclusion
Ask if there are any questions.
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