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MDCPDS TRAINING MODULE

APPOINTMENT ACTIONS

Lesson Plan

Purpose
This lesson plan covers how to process appointment actions in modern DCPDS.  The job aid that is provided to the students will provide specific details about processing the action.

Target audience
This training is intended for the following audiences:

· Personnel Actions Clerks
· Anyone responsible for processing or troubleshooting these actions

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

· Know what reference materials cover this topic, and where to find them.
· Successfully code and process an appointment action the first time without omission of required data.

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

· Overview of MDCPDS
· Requests for Personnel Actions
· Building an applicant

Related training
The following modules provide related information:

· Building an Applicant

Synopsis of lesson
This module contains the following:  

· Instructor-led activity.

· A PowerPoint slide show is provided as a contingency.

· Exercise to be completed by the student.

Estimated time
This module takes approximately 60 minutes to complete.

Reference materials
The following references are applicable to this module:

· Modern DCPDS User’s Guide (Aug 99), module 4, chapter 3, pages 3-5.

Handouts
The following handouts should be provided to each student:

· Student user IDs and passwords for modern DCPDS, on individual sheets or cards for each workstation (unless provided in an earlier training session).
· Job Aid for Appointments

Classroom setup
This module requires the following:

· A computer classroom with workstations that have access to modern DCPDS at the CPOCMA training database using either Metaframe or an Oracle client.

· 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 whyteboard.

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

· Appropriate MDCPDS student user IDs and passwords need to be set up, with at least two responsibilities (provide each student with a printed page or card showing their logon and password).  Recommended responsibilities are:

· CIVDOD MANAGER

· CIVDOD PERSONNELIST

· Test out the user IDs and passwords; if necessary, change the MDCPDS password.
· Have an applicant built for the appointment (from the Applicant Build module).
· Have a vacant position built (from the Position Build module).   

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 – Processing Appointment Actions

Purpose
This portion of the module covers the following:

· Processing appointment actions in modern DCPDS.

Background
Provide the following background information to the class:

· Managers make the decision to fill a vacant position.  They initiate the RPA and send it to the CPOC thru the CPAC.  These are usually initiated as “Recruit/Fill” actions.

· The staffer recruits to fill the position and commits the job to the selected applicant.  When the applicant enters on duty, we must process the appointment action in modern DCPDS to create the employee record and for pay purposes.

· We will process this action as a class, including initiating, reviewing and coding the RPA and coding the required “developers’ descriptive flexfields (DDFs)” to successfully process the appointment action.

Overview
In this module, we will:

· Review reference materials.

· Create an RPA as a Manager.

· Add position information onto the RPA.

· Change the family of the RPA.

· Learn how to code an RPA and complete extra information to successfully process an appointment action.

Initiate the RPA
To begin the appointment, we are going to initiate an RPA for a recruit/fill action as if we were a manager.  For training purposes, we are going to abbreviate many of the steps, and not route the action as it would regularly be done.  Follow these steps:

Step
Action

1
Log into modern DCPDS using the CIVDOD MANAGER responsibility (if already logged in, change hats to this responsibility). 

2
From the Navigator, select Request for Personnel Action ( Recruit/Fill ( <Open>.

3
Fill in the fields normally completed by management (page 1):

· For additional information (use LOV);

· Proposed effective date;

· Action requested by (use LOV);

· Action authorized by (use LOV).

4
Add a note to the action, describing the vacant position.  Training, use:  __________________________________ (include at least the position title, PP-Ser-Gr).

5
Save the RPA to your inbox, and return to the Navigator.

Adding position information
We will pretend that this RPA has been appropriately routed and has now arrived at the CPOC for appropriate action to fill the vacant position. Typically, at this point, a classifier would add position information to the RPA and then forward it to staffing for recruitment activity.  Follow these steps to add position information:

Step
Action

1
On the Navigator screen, change hats to that of CIVDOD PERSONNELIST.

2
Open the Civilian Inbox.

3
Locate and open (<Respond>) the recruit/fill RPA that you just initiated.

4
Read the note attached to the RPA.

5
Move to page 2 of the RPA.  Click in block 15 (Position Title).  Click the LOV.  Enter reduction criteria as follows (first part of position title, in ALL CAPS (using the position built earlier):

Training, use _________________________________.

CAUTION:  It is important to enter some reduction criteria for this field, otherwise the system will attempt to create a list of ALL positions in the region, which can take considerable time.  

6
Once the list of matching positions displays, narrow down the list using the “Find” function, e.g., to list only unencumbered positions, include %NO% as part of the Find criteria.  Review the items on the position list with the students, and explore various ways to reduce the list and locate the right position.  Best way is if you know the position number and sequence.  For training, use ________________________.

7
Select the correct position, and click <OK>.  This will automatically populate all position data fields on the RPA and move you to page 3.

Change family
At this point, we are going to pretend that we are Staffing Specialists, have received the RPA from the classifier, have gotten a selection from management, and are going to complete the rest of the RPA.  The first thing we need to do with the RPA is change the family to reflect “appointment,” rather than “recruit/fill.”  Explain the following:

· You have to change the family in order for the items on the RPA to open and allow you to enter data. 
· When you change family, some data on the RPA is lost – particularly remarks on page 4.  Position and employee data is refreshed from the database (if there is a position or employee on the RPA).
· Therefore,  prior to changing the family you need to check page 4, part D of the RPA for any remarks.  If there are remarks you need to cut (or copy) them, change the family, then paste the remarks back.  If you do not do this, the remarks will disappear.
Follow these steps to change the family:

Step
Action

1
Check for any Remarks by Requesting Office on page 4.  If there are any, highlight them with your mouse, then press Ctrl-C (copy) or select Edit ( Copy from the top menu.

2
Return to page 1 and click the <Change Family> button.  Click <OK> on the warning that appears.

3
Select “Appointment” from the list and click <OK>.

4
If you had remarks, go to page 4, and paste the remarks back in (Ctrl-V or Edit ( Paste).  

Completing page 1 
· Click <last name> and enter the first two letters of your applicant’s last name and hit the tab key or click <last name> then click <LOV> enter the applicant’s last name followed by a % and click <OK>.

· Each student should use the Applicant that they built earlier.  

· The last name, first name, middle initial, SSN, and DOB will auto populate based on the applicant build.
· Click <effective date> and enter the date of the appointment or click <LOV> and choose the effective date and click <OK>. 

· For training use _____________________.

· All dates are entered as DD-MON-YY (i.e., 01-JAN-00).
· Click <5-A code> and enter the appropriate NOAC (for training, we are processing a 101 Career-Cond Appt).

· Click <5-C legal authority> and enter the appropriate authority code (for training we are using BWA, and for insertion data use DD-AR-0003, SECPOC, Fort Benning, GA, Cert # to be made up by instructor).
· If this is an authority code that requires additional information, a drop down insertion box will appear and this is where you would enter the information.
· This is different from the legacy system, it replaces the insertion dins.
· Click <next> at the top right hand corner of the RPA to go forward to page 2.

Completing page 2 
· Modern DCPDS automatically figures the salary based on a pay rate determinant (PRD) of zero.  Once the step is entered the system will display a message block, when you click <OK> the salary will automatically be populated and the system will automatically take you to page 3.  If zero is incorrect when updating the PRD on page 3 the salary will automatically re-compute.
· To enter the step or rate click <item 19 step or rate>, enter 01 and hit [Tab].

Completing page 3 
· Items 23-31 must be completed.  Use the LOV button when it is highlighted.  For training use the following information:
· Item 23 Vet Pref – click <LOV>, select 1, click <OK>

· Item 24 Tenure – click <LOV> select 2, click <OK>

· Item 26 VP/RIF – click <LOV>, select no, click <OK>

· Item 27 FEGLI – click <LOV>, select C0, click <OK>

· Item 28 Annuitant Ind – click <LOV>, select 9, click <OK>

· Item 29 PRD – is auto populated with zero, you only need to change this if that is incorrect.  For training, leave it as zero.
· Item 30 Retirement – click <LOV>, select K, click <OK>

· Item 31 SCD – enter the same date as the effective date of  the action

· Items 32-44 are from the position build and should be correct.

· Items 45, 46, 47, 49, and 50 must be completed here for the action to process.  
· Item 45 Educ – (If coded with a value of 06, 10, 13, or higher, item 46 and 47 must be completed to pass CPDF edits; however, if any other value is input item 46 and 47 must be left blank) click <LOV>, select 04, click <OK>.

· Item 49 Citizenship – click <LOV>, select 1, click <OK>

· Item 50 Vet Stat – click <LOV>, select x, click <OK>

· Click <next> at the top right hand corner of the RPA to go forward to page 4.

Completing page 4 
There are two different types of remarks, complete remarks and remarks that need additional information.  The remarks are added at the bottom of page 4. For training use the following remarks codes:  M01, M38, T09, and M39 (these require additional information) and M45 (complete). 

· To enter the remarks, place the cursor in the column titled “code”.  

· Click <LOV> to reveal a list of appropriate remarks.

· Only remarks that are appropriate for the NOA that you are processing will appear. 
· Choose the appropriate remark and click <OK>. 

· If the remark requires additional information, an information insertion box will appear where the information will be entered.  Enter the appropriate information and click <OK>. 

· Repeat the above steps until all remarks have been entered.

· Demonstrate how to get more than 4 remarks by hitting the down arrow key.  Let the students know that when you use the down arrow key the above remarks are not disappearing, they just don’t show up.
· Save the RPA by clicking <save icon>.

Now that the RPA is completed we are ready to code the DDF’s to process the action.

Completing Extra Information
Coding the DDFs has replaced coding the DINs.  Keep in mind that normally if an item is already coded on the RPA, it is not required to code the same information in a DDF; Education is an exception, it must be coded both on the RPA and the DDF. 

· At the bottom of the RPA click <extra information> to go to the DDFs. 

·  If you have not saved the RPA, the system will prompt you to save.

· Inform the students that different actions will require information to be put in different DDFs.   As their experience working in modern increases,  they will become more efficient in identifying which DDFs are required for which actions. 

· To access the different DDFs click on the desired line, wait for the blue bar to appear next to the line then click <details> at the bottom of the screen to bring up the flexfields where information must be entered.  When in the DDFs do not hit the enter key, or the system will take you back to the list of DDFs.
· When going from one DDF to another the system will prompt you to save what you have entered.

US Gov Agency Data
Complete the following:

· Agency data block 40 = enter the instructor’s initials (these initials will appear in block 40 of the NPA), and click <OK> at the bottom of the DDF screen.

Army Unique Appointment Info
Complete the following:

· Civilian Type = click <LOV>, select 101 and click <OK>

· Date Appraisal Due = enter 15-FEB-01, however, make sure that the students understand there is a scheduled date employees are due appraisals.

· Career Program = click <LOV>, select appropriate code and click <OK>
· Once all the information is entered in the DDF, click <OK> at the bottom of the DDF screen.

Benefits Appointment Info
Complete the following:

· Date FEHB Eligibility Expires = the system will automatically generate a date based on the effective date of the action. 

· Health Plan and Enrollment = pending.  This is automatically generated by the system.

· FERS Coverage Reason = click <LOV>, select A, and click <OK>.

· TSP SCD = enter the same date as the effective date of the action. 

· TSP Status = click <LOV>, select I, and click <OK>. 

· TSP Date = enter the same date as the effective date of the action. 

· TSP Eligibility Date = enter the date the employee is eligible to elect TSP (there’s no calendar) (this is normally the first pay period after the second open season).

· FEGLI Eligibility Date = This would be 31 days after the effective date of the action; however, leave this blank if the employee has elected FEGLI and you have the FEGLI election form.

· Once all the information is entered, click <OK> at the bottom of the DDF screen.

Global Appointment Info
Complete the following:

· Employee Type = click <LOV>,select 1, and click <OK>

· SCD Civilian = This is automatically populated and will be the same as the effective date of the action

· SCD RIF = This is automatically populated and will be the same as the effective date of the action

· Access DOD Hiring Freeze = not used.

· Drawdown Action ID = click <LOV>, select 0, and click <OK>
· Once all the information is entered, click <OK> at the bottom of the DDF screen. 

Optional Appointment Info
Complete the following:

· Emergency Essential information comes from the position; change if it should be different for the employee.

· Date Conversion Career Begins  = enter the same date as the effective date of the action

· Date Conversion Due = is automatically populated to be 3 years after the date in the above field

· Date Prob/Trial Period Begins = enter the same date as the effective date of the action

· Date Prob/Trial Period Ends = is automatically populated to be 1 year after the date in the above field

· Family Member Employment Preference = click <LOV>, select 0, and click <OK>

· Once all the information is entered, click <OK> at the bottom of the DDF screen.

Pay Appointment Info
Complete the following:

· Weekly Hours = This is auto populated with 40.00 based on the work schedule of the position if the position is full time.  If the position is part-time, you must enter the number of hours the employee is scheduled to work.
· Date Last Equivalent Increase = This will auto populate based on the effective date of the action.
· Once all the information is entered, click <OK> at the bottom of the DDF screen.

US Gov Appointment Info
Complete the following:

· Appointment Type = click <LOV>, select 2A, and click <OK>
· Creditable Military Service = enter 0000
· Date Arrived Personnel Office = Auto populates based on the effective date of the action
· Date WGI Due = Auto populates based on the date in DLEI
· Frozen Service = enter 0000
· Handicap Code = click <LOV>, select appropriate code (05 is good for training), and click <OK>

· Previous Retirement Coverage = click <LOV>, select N (never covered), and click <OK>

· Race or National Origin = click <LOV>, select appropriate code, and click <OK>.  Be sure to use A thru E, or I, except in Hawaii, Guam, and Puerto Rico.

· Type of Employment = click <LOV>, select 1, and click <OK>

· Once all the information is entered, click <OK> at the bottom of the DDF screen.

Education Info for 1/5/7/9 NOAs
Complete the following:

· Education Level = will be populated based on what code was input in item 45 on page 3 of the RPA.  If 06, 10, 13 or higher the following fields must be input.  If it is not one of the above codes leave the following fields blank.

· For this demonstration, leave the code as 04.

· Credit Hours = enter number of hours

· Credit Type = click <LOV> and select appropriate code

· Type of School = click <LOV> and select appropriate code

· College-Major-Minor = click <LOV> and select appropriate code

· Academic Institution Name = click <LOV> and select appropriate code

· Instructional Program = click <LOV> and select appropriate code

· Year Degree/Cert Attained = Enter date degree/cert was awarded

· Once all the information is entered, click <OK> at the bottom of the DDF screen.

Processing and completing the action
Once all the DDFs are completed and you want to leave extra information click <x> in the upper right corner to close the page.  This will take you back to the RPA.  It is now time to process the action.  

· Save the RPA and when asked if you wish to route the RPA click <yes>.

· On the routing window click <update HR>.
· Click <printer>, select the appropriate printer, and click <OK>

· Click <Approval>

· Click <OK>

· Wait for response.

If you receive an error message, go back and make appropriate corrections and repeat the above steps.

If the action processes successfully and the action is effective on or prior to the current date, the signed NPA will be produced.

Ask the students if there are any questions.
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