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CPOC MDCPDS STAFF TRAINING

EXPANDED AGENDA

Purpose
This document is a more detailed version of a recommended agenda for a generic CPOC training session.  The agenda is based on a 2-1/2 day class.

Handouts and references
The following should be provided to students at the start of class:

· Pertinent modules of the Modern DCPDS User Guide (Fundamentals and RPA modules for all, Position module for Classifiers, etc.).

· Hard copy of job aids that will be used during the session, as indicated.

· Training worksheet (CPOC Training Worksheet.doc) for students to record specific information from different modules.

· Course agenda.

Approach
CPOC staff training can be conducted for mixed or specialized groups.  This document is assuming that you are conducting a “generalist” (mixed) class.  Agendas have been developed for three types of classes:  

· Generalist, a mixed session for which this expanded agenda is appropriate. 

· Classification, for Classification Specialists, Assistants, and Classification supervisors.

· Staffers, including Staffing Specialists, Staffing Assistants, Personnel Actions Clerks, and Staffing supervisors.

 If your CPOC elects to do specialized training, you will need to modify this expanded agenda accordingly.  However, both groups should get the full curriculum, e.g., classifiers should learn about processing personnel actions and staffers and PACs should learn about building positions. The difference is how much time is spent on various modules and use of additional modules, i.e., include additional position modules for a Classifier class and omit some of the personnel actions modules, as shown on their specific agendas.  Expanded information on specialized lessons is contained at the end of this document.

Timing considerations
The times given in this document are estimates based on the expected length of time to actually cover the material in the lesson plan.  Additional time is built in to cover breaks and lunch periods.

Follow up training
In addition to the standard curriculum, additional training may be called for:

· Specialized mini-sessions conducted after the regular CPOC training for CPOC staff who will be performing specialized work such as:

· Processing correction and cancellation actions.

· Performing payroll reconciliation.

· Processing mass actions.

· Refresher training for all staff.  This can be done after formal CPOC training has been concluded but before the new system is operational.  Intent is to keep the students fresh on how to perform basic operations in modern DCPDS, e.g., building a position, building an applicant, processing various types of actions, etc.  Structured exercises will be available on the CPOCMA web site to assist.  

· Make-up training for classes who did not complete the core curriculum, and to cover some of the “optional” modules listed at the end of this document.

Day 1:  Opening, Fundamentals, Position lessons, RPA

Class opening
Day 1, 0800-0820

Opening Notes – cover the following with the class:

· Note:  if possible, have a CPOC manager open the class to demonstrate management support of this initiative.

· Introductions of students and instructors.  Find out: functional background, current job, experience with PPIs, initial concerns about modern DCPDS.

· This course will not make you an expert, but will provide you with the fundamental knowledges to assist in getting you up and running on modern DCPDS.  Specific, focused mini-sessions will be provided in selected topics (corrections, payroll, etc.).

· The new system is not perfect, there is still some missing functionality, but this is the worst you will see, it will improve over time.  In addition, the training database we will be using does not have all the functionality of live production databases and may produce errors that will not happen in the “real” world.

· We don’t have all the answers as to how everything works and how it will fit into your regular work operations.  

· Throughout the class, we want student input on the best ways to incorporate the new system into the CPOC.

· Questions are encouraged.  We will record unanswered questions and attempt to find answers.

· Hand out and review course agenda.

Overview
Day 1, 0820-0850

Overview briefing (From-To.ppt) 

· Primary instructor:  

· Estimated time:  20 min (can run longer with questions and discussion).

Fundamentals
Day 1, 0850-0930

Fundamentals lesson (Fundamentals LP.doc)

· Primary instructor:  

· Estimated lesson time:  20 min.

· Handouts:  User ID information for students.

· Coverage:  logging on, the navigator, exiting.

Records and reports
Day 1, 0930-1100

Accessing Records lesson (Accessing Records LP.doc)

· Primary instructor:  

· Estimated lesson time:  60 min.

· Coverage:  employee records (people screen), position records.

· Extra emphasis at the end of the lesson:  

· Review the various types of LOVs and how to most efficiently use them (use of keyboard vs. Find box, etc.). 

Position build
Day 1, 1100-1400

Position Build lesson (Position Build LP.doc)

· Primary instructor:  

· Estimated lesson time:  90 min.

· Handouts:  Position Build Templates (one filled out, one blank for exercise).  These templates are to replicate the position information that management would normally provide, plus other information that needs to be clear.

· Exercise:  during this module, the students follow along and build a position with the instructor leading.  This position will be used in subsequent lessons, so it is important that students successfully create a valid position.  Be sure to set the date back at least one month. Make sure students record pertinent information about the position they build (for subsequent use), e.g., position number and sequence number.

· Extra emphasis:  take time when building the position to review all data elements.  Allow class to share their understanding of the data. 

· Supplemental activity:  if time allows, have students create a new position independently, using characteristics that you provide (students can record this on their blank template).

Quick copy
Day 1, 1400-1430

Quick Copying a Position (Position Quick Copy LP.doc)

· Primary instructor:  

· Estimated lesson time:  20 min.

· Exercise:  during this module, the students follow along and make three copies of their new position.  One of these is to be built at a higher grade level (this will be used in the Promotion/change to lower grade lesson if used).  The two others will be used during the terminate/delete position lesson.  Make sure students record pertinent information about the positions they create (sequence numbers, which one was created at a higher grade).

The RPA
Day 1, 1430-1600

The Request for Personnel Action (RPA LP.doc)

· Primary instructor:   
(may use several primary instructors for different segments of this lesson)

· Estimated lesson time:  90 min.

· Coverage:  initiating an RPA, routing, printing, attaching documents.

· Exercise:  during this lesson, students should create two RPAs, one for an award and one Recruit/Fill.

· Note:  this is a key lesson for all audiences, it is important that students feel very comfortable with the functionality of the RPA.  Allow time for thorough coverage and experimentation and discussion of how this will work in the region.  

Day 2:  RPA (Inbox), Personnel Actions

Civilian Inbox
Day 2, 0800-0900

The Civilian Inbox (Inbox LP.doc)

· Primary instructor:  

· Estimated lesson time:  40 min.

· Coverage:  setting up a default inbox, modifying the inbox, tracking history.

Building an applicant
Day 2, 0900-0945

Building an Applicant (Applicant Build LP.doc)

· Primary instructor:  

· Estimated lesson time:  30 min.

· Coverage:  building an applicant, date tracking.

· Exercise:  students will make up an applicant for this exercise.  This applicant will be appointed in the next lesson, so it must be performed correctly.  Be sure to date track back to just after the date your positions were created, and make sure students record pertinent information about their applicant (name, SSN, etc.).

Appointment
Day 2, 0945-1300

Appointment Actions (Appointment LP.doc)

· Primary instructor:   

· Estimated lesson time:  90 min.

· Exercise:  during this module, the students follow along and appoint their applicant to their initial position.  Use the Recruit/Fill RPA created during the RPA lesson (students will add the position to the RPA at this time).

· Extra emphasis:  take time when filling out extra information to review all data elements.  Allow class to share their understanding of the data. 

· Supplemental activity:  time allowing, have students create another applicant and appoint using a different type of appointment (e.g., temporary, excepted).

CAO
Day 2, 1300-1345

Change of Appointing Office briefing (CAO.ppt) and lesson (CAO LP.doc)

· Primary instructor:   

· Estimated lesson time:  30 min.

· Lesson:  since we cannot process a CAO action, this lesson will focus on the CAO overview briefing, followed by follow-along demos of the CAO screens.  Also include a review of the CAO SOP (in the job aids), and the CAO job aid.

Temporary Promotion and CLG
Day 2, 1345-1445

Promotions and Changes to Lower Grade lesson (Promo and CLG LP.doc)

· Primary instructor:   

· Estimated lesson time:  60 min.

· Exercise:  this lesson processes a temporary promotion and change to lower grade for an employee.  

· Note:  use the employee appointed by the student in the earlier appointment lesson (but be prepared to use any other employee record in the database if necessary).  Use effective dates that begin AFTER the appointment action but before the current date in order to complete processing of the actions and produce an NPA.  Use the higher-grade position built during the Quick Copy lesson. Do the temporary promotion as a group, then have students work independently to process the CLG.

Direct data updates
Day 2, 1445-1600

Direct data element updates lesson (Direct Data Update LP.doc)

· Primary instructor:   

· Estimated lesson time:  60 min.

· Exercise:  this lesson uses direct data element updating to update FEHB, TSP, a non-monetary award, and a performance rating (actions which do not require an SF50).

Day 3: Pers Actions (con’t), Lists/Reports, OTA, CSU

Cancellations and corrections
Day 3, 0800-0900

Corrections and Cancellations Overview (Corrections LP.doc, Corr Canc Overview Briefing.ppt, Corr Tables Brfg.ppt)

· Primary instructor:   

· Estimated lesson time:  30 min.

· Handout:  Correction/Cancellation Decision Logic Tables (Corr Tables Brfg.ppt).

· This lesson consists of an overview briefing that describes the different types of cancellation and correction tools in MDCPDS, and then has an exercise performing a simple (Oracle) correction of an award action (use the award action that the students processed earlier (if any), otherwise select any award action from the database.)  The Correction/Cancellation decision logic tables (Corr Tables Brfg.ppt) should be introduced.

Lists and Reports
Day 3, 0900-1000

Lists and Reports (Lists and Reports LP.doc)

· Primary instructor:

· Estimated lesson time:  40 min.

· Coverage:  This lesson introduces the functionality of the “View (histories and lists)” menu and the standard reports available.

· Exercise:  if time allows, have students experiment independently with various lists and reports.

OTA overview
Day 3, 1000-1045

OTA overview (OTA Overview.ppt, OTA BB LP.doc, OTA TRF LP.doc)

· Primary instructor:   

· Estimated lesson time:  30 min.

· This module provides an overview of basic OTA functionality (using the .ppt briefing) and covers the OTA bulletin board and training request form (follow-along demos).

CSU Application
Day 3, 1045-1130

CSU Application lesson (CSU LP.doc)

· Primary instructor:   

· Estimated lesson time:  30 min.

Additional “Specialized” Lessons

Virtual position
Building a Virtual Position (Position Virtual LP.doc)

· Primary instructor:  

· Estimated lesson time:  30 min.

· Audience:  Classification

· Handout:  Virtual Position Build Template (filled out).

· Exercise:  during this module, students will create a virtual military position.  

Updating position data
Updating encumbered and unencumbered positions lesson (Position Update LP.doc)

· Primary instructor:   

· Estimated lesson time:  30 min.

· Audience:  Classification

· Exercise:  this lesson changes some position data in an encumbered position.  Students can use the same position (employee) record they have been using for other actions.

Realignments
Realignments (individual) lesson (Position Realign LP.doc)

· Primary instructor:   

· Audience:  Classification

· Estimated lesson time:  30 min.

Position Delete
Deleting a Position (Position Delete LP.doc)

· Primary instructor:  

· Estimated lesson time:  20 min.

· Audience:  Classification

· Exercise:  Students will delete or end date the position(s) they created during earlier modules. 

LWOP and RTD
Non pay/non status and RTD lesson (Non Pay and RTD LP.doc)

· Primary instructor:   

· Estimated lesson time:  30 min.

· Audience:  Staffing

· Exercise:  this lesson puts an employee on LWOP and then returns her to duty.

· Note:  students can use the employee appointed earlier (but be prepared to use any other employee record if necessary).  Use effective dates that begin AFTER the appointment action but before the current date in order to complete processing of the actions and produce an NPA.

Awards
Awards lesson (Awards LP.doc)

· Primary instructor:   

· Estimated lesson time:  15 min.

· Audience:  Staffing

· Exercise:  this lesson processes a special act/service award for an employee.  Use the RPA created during the RPA module.

Retained grade
Retained grade and pay (Retained Grade LP.doc and Oth Retained Grade Job Aid.doc)

· Primary instructor:   

· Estimated lesson time:  60 min.

· Audience:  Staffing

· Note:  Be sure to use the job aid when covering this lesson.

Separations
Separations lesson (Separations LP.doc)

· Primary instructor:   

· Estimated lesson time:  30 min.

· Audience:  Staffing

· Exercise:  Students will separate the employee they accessed in an earlier lesson.  Note:  separation actions may not process in the training database.

Independent activity
Allow students time to work with the tools and concepts they have acquired – position builds, virtual positions, hierarchies, date tracking, applicant build, appointment actions, personnel actions, OTA activities.  Instructors need to be available to assist with individual questions and problems.
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