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MDCPDS TRAINING MODULE

CHANGE IN APPOINTING OFFICE (CAO)

Lesson Plan

Purpose
This lesson plan covers the different ways of processing a Change in Appointing Office (CAO) during the Army’s transition from Legacy DCPDS to Modern DCPDS. This lesson is an overview for determining how to process a CAO during this period. The job aid and SOPs that are provided to the students will provide specific details about processing.

The lesson provides a PowerPoint presentation (CAO Brfg.PPT) which can be used either as a stand alone presentation or as an overview for this lesson. If either MDCPDS or the PowerPoint presentation are not available, use the piece which is available to conduct the module.

Target audience
This training is intended for the following audiences:

· Personnel Action 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 a CAO during this transition from Legacy DCPDS to MDCPDS.

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

· Fundamentals (logging on,  navigating)

· The RPA.

· Knowledge of processing personnel actions.
· Knowledge of differences between CAO and Transfer actions.

Related training
The following modules provide related information:

· Accessions (appointments).

Synopsis of lesson
This module contains the following: 

· A PowerPoint slide show provides an overview of the CAO process during the transition from legacy to modern DCPDS.

· Instructor demonstration (participants follow along).

Estimated time
This module takes approximately 30 minutes to complete.

Reference materials
The following references are applicable to this module:

· Modern DCPDS User’s Guide (Aug 99), module 4 chapter 3, page 12.

· Modern DCPDS User’s Guide (Aug 99), module 4, chapter 1, page 1

· Modern DCPDS User’s Guide (Aug 99), module 3, chapter 1, page 1

· Standard Operating Procedure on CAO’s (11/16/99)

· Guide to Processing Personnel Actions

Handouts
The following handouts should be provided to each student:

· CAO Job Aid.

· Standard Operating Procedure on CAO’s (11/16/99) (included with job aids).

Classroom setup
This module requires the following:

· A computer classroom with workstations that have access to modern DCPDS at the (CPOCMA training database or regional training database or regional live database) using either Metaframe (Citrix client) 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:

(If the PowerPoint presentation is going to be used without a hands on demonstration, the items below will not be necessary)

· Appropriate student and instructor user IDs and passwords need to be set up, with the role as CIVDOD PERSONNELIST.

· Create an RPA with the Family as Fill/Recruit (use or create a vacant position).

· Create an applicant and ensure the status is “accepted”.

· Test the userids and passwords and verify the existence of the RPA and applicant

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.  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 – Processing a Change of Appointing Office (CAO)

Purpose
This module covers the following:

· Processing a CAO in MDCPDS. 

· This module goes into some detail of processing a CAO in MDCPDS

· This module will address but not go into detail about processing a CAO in Legacy.

Background
Provide the following background information to the class:

· Because of the nature of a CAO, we cannot be demonstrate processing one in the classroom, however, we can log into MDCPDS and show coding of the Request for CAO/Transfer and the RPA.

· While we are transitioning from Legacy DCPDS to MDCPDS we have to alter the ways we currently process some actions. CAOs are one of the best examples of actions that must be processed differently because of this transition. The different ways to process a CAO are discussed in the slide presentation.

· When all ten regions have transitioned to MDCPDS, all CAOs will process the same way, which looks to be much more efficient that the current method used in Legacy.

· We will walk through a demonstration of how to review and code the RPA when the gaining region is using MDCPDS.

Overview
.In this module we will:

· View a PowerPoint presentation to provide an overview of the process.

· Review reference materials.

· See a demonstration in MDCPDS of how to code a Request for CAO/Transfer. (only used when MDCPDS to MDCPDS)

· See a demonstration in MDCPDS of how to code an RPA.

Insert CAO overview briefing here.

Log on to MDCPDS
At Oracle log in screen enter userid and password, Click <Connect>.  

Log on to MDCPDS as a Personnelist.  Have students follow along. Ensure all students are logged in before continuing.

Demonstrate accessing the CAO/Transfer Request
Ask the students to stay with you during this demonstration.

· Click the CAO/Transfer Request that is shown on the main menu (not the one beneath the Request for Personnel Action) 

· Click <Open>.

· Demonstrate coding the request.  Have the students watch this part (do not have them code it). Reinforce that this is only used when the losing region is also using MDCPDS!

· Do not actually submit this request, Click <Cancel> and close the window.

· Tell the students that the result of the Request for CAO/Transfer will be routed to their inbox NLT 24 hours from the submission, eventually it should be approximately 4 hours.  The CAO cannot be processed until the result is received and reviewed. This process brings the employee record to our database so we can continue processing the CAO.
· Click <File> and then click <Close Window> to exit this window.

The RPA
To demonstrate the coding of the RPA

· At the Navigation List Click <Civilian Inbox> the click <Open>.
· In the inbox click the <Fill/Recruit >RPA and click <Open>.

· At page 1 Change the Family to CAO/Transfer (using LOV); be sure to read the warning screen to the class and make sure they understand that any existing remarks will be removed when the family is changed.
· Add the employee name (applicant) to the RPA and effective date (using LOV).  Training, use ______________________.

· Click the NOAC field and select the type of action from the LOV (NOACs will begin with T but the T will not print on the NPA).

· Click on the Authority Code field and select the authority from the LOV.
· Code pages 2, 3, and 4 (including remarks) of the CAO RPA.

· Click <Save> to save the RPA, but do not route it.

Code the DDFs
Tell the students: 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. The FEGLI code and Retirement code are exceptions to this rule when processing a CAO. Also refer the students to the job aid page 8 for accessing the DDFs. 

· Click <Extra Information> to access the main DDF menu.

· Demonstrate opening the different DDFs by referring to the job aid page 8 and following the guidance there to open and code a couple of the DDFs.

· Exit the DDFs by clicking <OK> and then clicking the <X> at the right-hand corner of the main DDF menu

· <Save> the RPA and route it to the inbox.

Summary and conclusion
In this module we have learned how to:

· Decide which method to use to process a CAO

· How to code a Request for CAO/Transfer (if both regions are in MDCPDS).

· Change the Family on an RPA to CAO/Transfer with the gaining region is in MDCPDS.

· The importance of contacting the losing region when the losing and gaining regions are using different DCPDS systems.

Any questions?  
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