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MODERN DCPDS TRAINING MODULE

THE REQUEST FOR PERSONNEL ACTION

Lesson Plan

Purpose
This lesson plan covers the Request for Personnel Action (RPA).  

Target audience
This training is intended for all RPA users:

· CPOC staffs (Personnel Actions Clerks, Staffers, Classifiers, PSMs)

· Benefits staffs

· CPAC staffs

· Personnel liaisons and coordinators

· Resource management staffs

· Managers and supervisors of civilian employees

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

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

· Create an RPA for various types of actions, and recognize what families of actions are appropriate for different types of personnel actions.

· Save an RPA to their inbox, and retrieve the RPA from that inbox.

· Route an RPA using any of the various routing methods.

· Print an RPA or its corresponding Notification of Personnel Action (NPA).

· Attach documents and comments to an RPA.

Prerequisites
Students must have completed the following module(s) prior to attending this session:

· Fundamentals modules (logging on, navigating).

Related training
The following modules provide related information:

· Civilian Inbox (can be presented as part of this RPA lesson – as indicated herein).

Synopsis of lesson
This module contains the following:  

· Follow-along demonstration of creating an RPA, including an explanation of the families of actions.

· Follow-along demonstration of viewing (or updating) productivity status codes.

· Follow-along demonstration of saving an RPA to the inbox.

· Follow-along demonstration of routing the RPA to another user and to a groupbox and explanations of other routing options.

· Follow-along demonstration of printing an RPA, and an explanation of how and when to print an NPA.

· Demonstration of how to attach a document to an RPA.

· A PowerPoint slide show is provided as a contingency. 

Estimated time
This module takes approximately 40 minutes to complete.

Reference materials
The following references are applicable to this module:

· Modern DCPDS User’s Guide (Aug 00), module 3 (entire module).

· Modern DCPDS Desk Guide (Nov 00), pp. 45-83.

· Short Guide to Modern DCPDS (for infrequent end users).

Handouts
The following handouts should be provided to each student:  

· None.

Classroom setup
This module requires the following: 

· A computer classroom with workstations that have access to the CPOCMA modern DCPDS training database via CPOCMA Metaframe server using a Citrix client.

· An instructor workstation with the same connectivity plus a hook up to a data projector.

· Access to a printer (if applicable) – know the printer name.

· Butcher block paper and/or whyteboard.

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

· Appropriate individual student user IDs and passwords need to be set up, with the following roles and responsibilities (provide each student with a printed page or card showing their logon and password):  

· SUPV (secure view).

· User IDs must have authority to create and route an RPA (default user authorizations are sufficient).

· A similar user ID and password for the instructor.

· The instructor will need a Word document on the instructor workstation to demonstrate how to attach a document to an RPA.  Suggestion:  have a short Word document available on a diskette. 

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 – Creating an RPA

Purpose
This portion of the lesson covers:

· a quick tour of the RPA form

· how to create an RPA and select the correct family of actions

· how to add a note to an RPA 

· how to save the RPA to your inbox

Background
Provide the following background information to the class:

· The RPA is the basic “work order” for civilian personnel work.  It is a working document that is used to record approvals and concurrences for a personnel action, and is used in the personnel office to effect an action.

· This lesson only discusses initiating an RPA.  It does not cover processing  a personnel action into the database (done at the CPOC); processing of actions is covered in other modules.

Navigator window
Log on to MDCPDS using the SUPV (secure view) responsibility.  Students should follow along.

Point out the following:

· On the navigator screen, the Request for Personnel Action is a separate heading.  

Fully open the selection using the “+” button with the arrow.

· The “+” button with the arrow opens all the subordinate levels below the heading “Request for Personnel Action,” so you can see all the different types of actions (use of these buttons was covered in the fundamentals lesson).

· The types of actions on the list will vary depending on your responsibility.  You should all have the same list since we are all logged on as managers.  

· If you log on as a Personnelist, you will get a different list (Personnelists’ list includes corrections, for example).

Families of actions
On the navigator screen, different types of actions are listed according to different “families.”  

· A “family” can refer to one type of action (for example, Details, or Reassignments), or may be an umbrella term for a number of different actions (for example, awards, or separations).

· Most of these families are self-explanatory, but some can be a little tricky.  The best example of this is the “salary change” family, which includes promotions – you will notice that there is no listing for “promotion” on the list of actions – and quality increases (this is not under “awards”).

· You will also notice that there is no “Other” category, like there was with the PPI Suite (PERSACTION).

For more information
Point out:  additional information about requirements for RPAs is contained in the Modern DCPDS Desk Guide, starting on page 51 (Nov 00), and in the Short Guide to Modern DCPDS (pp. 7-8).  Both of these sources cover what information needs to be provided on the RPA as well as other requirements.  

Instructors note:  Your region may have specific RPA requirements set up and/or more specific sources of information to help users in determining what types of information needs to be included on or with an RPA.  If so, be sure to explain your region’s procedures to the class.

Creating an RPA
Now we are going to create an RPA.  We will create an RPA for an award.

Click on “Award/One Time Payment” and click <Open>.

· It takes a moment for the RPA to display.  Be patient!

· You are looking at page 1 of 4 pages.  We’re going to take a quick tour of the RPA.  If you are familiar with PERSACTION, you will note that this RPA is 4 pages, not 5.  Some information on the PERSACTION SF52 has been removed (e.g., approvals and concurrences).

RPA, page 1
Note the following on page 1 (some of these are on all pages):

· The Routing Group button is not being used in Army (everyone in a region is in one routing group).

· The Note Pad button allows you to add a note to your action.  We’ll cover this later in this lesson.

· The Change Family button allows you to change the action to a different type.  This is used in the CPOC – for instance, when a manager initiates a “recruit/fill” action, the CPOC staffer will change this action to “promotion” or “appointment”.

· The Status field shows the broad status of the action after it’s been saved; it will indicate, for instance, if the action has been completed and the record updated.  Note:  this is not the same, not as detailed, as the “status” field in PERSACTION.

· The <Prev> and <Next> buttons move you between the 4 pages of the RPA.

· The buttons across the bottom of the window are called “taskflow” buttons and lead to additional information about the employee or the action.  We’ll cover some of these later.

RPA, page 2
Proceed to page 2 of the RPA using the <Next> button.

Note the following on page 2:

· The top of page two has areas that will show the employee name and SSN and the nature of action, once these have been entered (if applicable for the type of action selected).

· The rest of this page contains the “From” and “To” information.  

· In most cases, initiators of an RPA will not have to complete any “From” information; it will come from an employee’s record.

· Position and staffing information, however, must be attached to the RPA.

· Remember, only the white fields allow any entries to be made.  

RPA, page 3
Proceed to page 3 of the RPA using the <Next> button.

Note the following on page 3:

· Contains additional information about the employee, if an employee has been identified.

· Contains additional information about the position, if a position has been identified.

RPA, page 4
Proceed to page 4 of the RPA using the <Next> button.

Note the following on page 4:

· “Remarks by Requesting Office” allows you to enter any “official” remarks about this action.  As a general rule, however, we recommend you use the Attach Document feature to add comments (or to attach a document) to an RPA rather than using the Remarks area on page 4 – remarks on page 4 can be inadvertently lost.

· The rest of this page is for separation actions.  You should include the employee’s reason for leaving and the forwarding address, plus you will need to indicate if there are other reasons for the separation.

· The CPOC will complete the “remarks” area at the bottom.   

Completing the RPA
Return to page 1 of the RPA using the <Next> button.

· You can use <Next> to go to page 1, or page back using <Prev>.

· The color-coding on the RPA indicates what data fields need to be completed.  White fields are the ones that you may need to complete, grayed-out fields may contain data but you can’t change them; and darkened fields are not accessible at all.

· If you use the <TAB> key, you can move from field to field, even from page to page.  <TAB> will take you to the fields you need to check and/or complete.

Completing the Requesting Office area
· “Actions Requested” is automatically filled in based on the type of action you selected.

· Request number will be filled in with a system-generated number when you first save this action.

· As the initiator, be sure to complete the “For Additional Information” blanks (name and phone number).  Use the List of Values (LOV) button for the name fields. You can’t type in any name in these blocks – they have to be from the database.

· Click in block 3 (“For additional information call”), then click the LOV.  Enter the first letter of your last name (that you used when logging in), and click <OK>.  Select your (user) name from the displayed list and click <OK>. 
· <Tab> to the phone number field and type in the phone number (if your phone number is in the database, it will be filled in for you).

· Fill in the proposed effective date for this award action.  If you leave the proposed effective date blank; it will default to “ASAP” (not recommended). You can’t use both a date and “ASAP.”

· Click on the “Action Requested By” block, then click the LOV.  This will sometimes automatically populate with your name; if not (a list displays), select your name from the list.

· The title and date areas will automatically populate.

· Unless you are an authorizing official, you will leave the “authorized by” field blank.

· <Tab> past the authorizing official area.   

Identifying the employee
· Click in the employee name area, then click the LOV button.

· When you are asked to enter reduction criteria (to see a shorter list), enter a few letters of the employee’s last name and push <Enter>, or, if your access to employee records is limited, enter “%” to see all your employee names.  (This is not case sensitive, and does not require a “%” sign like some other queries).  You can select any employee for this exercise, so enter one letter and push <OK> to narrow the list to employees whose last names begin with the selected letter, or, if your access to records is small, just enter %.  

· When the list of matching names appears, scroll to and click the employee name (or type more letters of the employee’s name to jump to that part of the list).  Once you have selected the right employee, push <Enter> or click <OK>.

· Managers and supervisors will not be able to select an employee name if the employee is not part of your organization.  Awards for employees in other organizations must be initiated by that organization.

Selecting the type of award
· Sometimes, the nature of action in block 5-A at the bottom of page 1 is completed by the CPOC.  However, for other types of actions, including awards, you use this area to specify the type of action you are requesting (in this case, the type of award you want to give to the employee).  The Desk Guide, p. 46, and the “Short Guide,” both indicate which “families” of actions require that you complete the nature of action field. 

· Click in the nature of action field, then click the LOV button.

· On the list of values, select the type of award.  Use the types that have a 3-digit numeric code (not the ones that have an alpha character in front).  

· For this action, select “877-Special Act or Service Award”, then click <OK>.  The authority code will be filled in at the CPOC.

Completing page 2
Use the <Next> button to move to page 2 of the RPA.

· Note that the top of the form now shows the name of the employee who is the subject of this RPA.  Also, the “From/To” information has been populated from information in the employee’s record. 

· There are only two white fields on this page:  “Award” and “UoM”.  These are the only two fields that you can update on this page. 

· Click in the “Award” area, and enter the amount of award.  Use whole dollar amounts (no decimals, no punctuation).

· Click in the UoM field (or <Tab> to this field from the “Amount” field).  Use the LOV to indicate that this award is money (if you had selected a time off award, you would select hours).

· We have filled in the necessary blanks for this RPA.  Different types of actions will require that you complete different pieces of information.  Don’t forget the general rule:  use the <Tab> key to move from field to field; this will guide you to the areas you need to check or complete.

Saving the RPA
When you are the initiator of an RPA, you have to “save it to your inbox” before proceeding.

· This allows you to track the RPA later.  If you don’t save the RPA to your inbox – but just route it to another person – you will not be able to track it.

· Click on the “save” icon (the yellow diskette on the toolbar).  

· On the window asking, “Do you wish to route the RPA now?”, click <Yes>.  

· On the Routing window, accept the default (“Save and hold in personal inbox”).

· Click <OK> when the window with the assigned RPA number is displayed.  

· We’ll cover the routing window more in a later segment of this lesson.

· Your RPA is now saved, and you saw that is was assigned a number.  A blank RPA displays on your screen.  We are not going to do another award RPA, so close this window to return to the navigator window.

Close the RPA window by clicking the “X” in the upper right corner of the RPA.

Initiating a recruit/fill action
Let’s look at another example of an RPA for a different type of action:  a recruit action (used to initiate staffing action to fill a vacant position). 

From the Navigator window, select Request for Personnel Action ( Recruit/Fill.

Fill out the “for further information” and “action requested by” blocks the same way as on the award action.  Instructor:  have the class fill out these blocks on their own, provide assistance as needed.
Note some of the differences on this RPA compared to the award action:

· On page 1, the employee name area is grayed out – you cannot fill in an employee name on a recruit action.  This will be filled in at the CPOC after the staffing process has been completed and a person has been selected to fill the vacant job.

· You will also not be able to fill in the nature of action at this point – this, too, will be completed by the CPOC when the staffing action is completed.

· Use the <Next> button to move to page 2.

Completing position data
· The only area to complete on page 2 is data about the vacant position.

· As the initiator of the action, you really can’t fill in any position data on the RPA – you need to know the correct position title and number (the other fields are filled in from the database), and in some cases the position record may not yet exist in the database.  

· As an alternative, you should provide any known information about the position using the procedures established in your region.  One way of doing this is by including a note or an attachment with your RPA.

Note:  explain your CPOC procedures for providing position information – provide information about where to find the information to include abut a vacant position – e.g., a regional SOP or the appropriate website for your region.)

Adding a note
· Click on the Notepad button (top left) to access the notepad.  Click the <New> button to begin a note.  Type in some pertinent information (e.g., “Budget Analyst, GS-9, vice J. Smith”), and your name.

· Always be sure to include your name with any notes so subsequent “routees” will know who wrote the note (the date will be added by the system).  Anyone who gets this RPA will be able to see and add to the notes. 

· If you are the recipient of an RPA with a note attached, and you want to add more information, you would use the <Append> button.

· If there is an existing note and you choose <New>, you will be prompted “Existing notes will be overwritten – do you wish to continue?”  This will delete ALL notes already entered and there will be no remaining record of them.  Always select <Append>.

· Close the notepad.

Instructional Module:  Event Codes

Event codes
Skip this entire section (on event codes) for an infrequent end user (manager) class.

Anyone who can access a particular RPA can also view the events, or status codes, that have been performed for an action (i.e., anyone who has had this RPA in their inbox).  These include such actions as PPP requisitions submitted and/or received, classification actions taken (e.g., desk audit), referral list issued, etc.

· Save the RPA – click the yellow diskette, and when the decision window displays, select <No> (you don’t want to route the action yet – just save it).  In a moment the system-generated RPA number will display, click <OK> to close that window.

· Click <Others> taskflow button at the bottom of the RPA.

· Highlight <Event History> on the list and click <OK>.

If any event codes have been added for this action, they display on this screen, with columns for the start and end date for the event.  In this case, of course, there will not be any events listed.

· To see what types of events are available, click the LOV button and scroll through the list.  

· CPOC personnelists are responsible for adding and updating the event codes.
· Except for CPOC classes (see below), close the window to return to the RPA.

Updating event codes
This segment is for CPOC staff only:

While still displaying the event history window:

· Place cursor in the first column and click the LOV.  Select an Event Code from the LOV and check the start date (it is automatically filled with the current date but you can change it).  

· If appropriate, scroll right and add an end date for the event, too (using the LOV if desired).
· Point out that these are the same event codes we have been using in CIVPRO.

· To add another status code, move the cursor to the next line, and click  the LOV to select another Event Code.

· Continue until all event codes have been documented, save and then close the event history window to return to the RPA.

· Note that there is an edit in Modern DCPDS that requires this information prior to updating HR.

Saving the RPA
· This is all the information we need to provide for a recruit/fill action.  We’re now going to save the action to our inbox.  

· Click on the “save” icon (the yellow diskette on the toolbar).  

· On the window asking, “Do you wish to route the RPA now?”, click <Yes>.  

· On the Routing window, accept the default (“Save and hold in personal inbox”).

· Close the RPA window by clicking the “X” in the upper right corner of the RPA.

Instructional Module –Retrieving the RPA from the Inbox 

Purpose
This portion of the lesson covers how to access and populate the inbox and how to retrieve an RPA from the inbox.  More details on the inbox are provided in a separate lesson.

Note:  If desired, you can present the Inbox lesson at this time, as part of the RPA lesson.  Otherwise, just cover the following very basic information about the inbox and present the inbox separately.

Background
Provide the following background information to the class:

· Although it looks and operates differently, the modern DCPDS inbox performs the same function as the inbox in PERSACTION.

· Your inbox contains:  

· RPAs that you have created and saved in your inbox,

· RPAs that have been sent to you by someone else, and

· Any RPAs that have been sent to a “group box” of which you are a member (this will usually only pertain to personnelists in the CPACs and CPOCs).

· The inbox also contains any training request forms that have been routed to you; this is covered in a different lesson.

· If you are a manager, you need to check your inbox frequently since it may contain actions sent to you by subordinate supervisors that require your action.  This is particularly true if you are an authorizing official.

Accessing the inbox
· You will notice two inboxes listed on the navigator – the “Workflow Inbox” and the “Civilian Inbox.”  DO NOT USE the Workflow Inbox (it’s left over from an earlier version of modern DCPDS).

From the Navigator window, click on “Civilian Inbox.”  Students should follow along.  

· The two actions that you just created and saved in your personal inbox will display.  If no actions are showing, push <F8> to refresh and display open actions.  Later, we’ll see how to set up a default query so open actions will automatically display when you open the inbox.

Retrieve the RPA
Select the recruit/fill RPA that you created earlier (click anywhere on that line).  Click the <Respond> button to display the RPA.

Point out the following:

· We have retrieved an RPA that we created earlier and had saved to our own inboxes.  From here we can make any changes that might be needed, and then proceed to route the action to the next person who needs to see it.

· If this RPA had been sent to you by someone else, you would follow this same process:  open the RPA (<Respond>), make any changes (e.g., adding your authorization signature if you were an authorizer), and route it to the next user.  

· Note:  the only person who has to save an action to their inbox is the person who creates the RPA.  Subsequent users do not have to do this.  Once an RPA has been in your inbox, regardless of how it got there (saved by you, or routed to you by someone else), you will always be able to track it.

· Note that the RPA number assigned to the action is now visible on page 1.

Instructional Module – Printing an RPA and/or NPA 

Purpose
This portion of the lesson covers how to print the RPA, and discusses when you can print a Notification of Personnel Action.

Printing the RPA
· While the RPA is displayed on your screen, you can print a hard copy.

· If you are going to print a hard copy of an RPA that you created, it’s better to do it after you have saved it to your inbox, since it will then have the RPA number on it.

Click the <Print> icon on the toolbar (the printer).

· The window that displays asks if you want to print the RPA, or the Notification of Personnel Action (the NPA, or SF50).  The NPA option is grayed out at this point, since the action has not yet been effected.  You cannot print an NPA until (1) the action has been processed into the database by the CPOC, and (2) the effective date has arrived.

· You also have to select a printer at this point.  You click in the “Printer” box to get a list of printers, and select your printer.  

· Click in the printer box, find your classroom printer on the list, and select it.  If there is no classroom printer registered with the CPOCMA training database, select the first printer on the list (0default_prn).  This is a “dummy” printer that will allow you to view and print your RPA using Ghostview.

· Click the <OK> button to print the RPA.  If your printer was a “registered” printer, the RPA will automatically print at that printer in a few moments.  

Ghostview
Ghostview is a third-party product that allows modern DCPDS users to view certain forms on their screen (such as the RPA), and to print these forms even if their printer is not “registered” with the modern DCPDS server at the CPOC.

· This will be the case for most end users (those outside of CPOC or CPAC offices).  End users will generally not have their printer(s) registered. 

· If your are in a CPAC or CPOC and are using a registered printer, you can still use Ghostview to display your RPA on the screen.

Viewing and printing the RPA
To view the RPA on your screen:

· Select Help ( View My Requests from the menu.  

· On the Requests window, select the RPA that you just sent to print (it will be the top item on the list), then click the <Report> button.
· Note: If you selected the “dummy” printer from the list of printers, the status column may indicate “Warning” since the printer is not recognized by the system. This warning can be ignored in this case. 

· Your RPA will display on the screen.  

· To print the RPA from Ghostview, click File ( Print from the Ghostview menu.  This gives you access to your standard list of windows printers.  There are other printing options available here (pages 1 and/or 2).  Make sure the right printer is selected, and click <OK>.

· Close the Ghostview window and the Requests window to return to the RPA.

Instructional Module – Attaching a Comment or Document 

Background
Instructor:  You should have a Word (or Excel) document available on your instructor workstation or on a diskette that you can use to demonstrate the document attachment process.

Provide the following background information to the class:

· Modern DCPDS provides the capability of attaching a comment or a document (or both) to an RPA.  Comments might include position information or a justification for an action, and documents might include things such as a position description, a TDA authorization document of some sort, etc.

· As noted earlier, this method is preferable to adding remarks on page 4 of the RPA (since these remarks can be inadvertently deleted).

· We will add a comment to an RPA as a class, then I will do a demonstration of the process for attaching a document (you can follow along but we don’t have a document handy for you to attach).  Instructions for doing this are in the Desk Guide (Nov 00), pages 79-88, and on the Short Guide to Modern DCPDS (p. 3).

· You can also attach a core document (COREDOC) to an RPA; this uses a different procedure, which we’ll discuss shortly.

Adding a comment
· Click on the “Attach Document” icon on the toolbar (the paper clip) to display the Attachment window.

· Click in the “Category” field and use the LOV to select “Comments,” then click <OK>.

· Click in the “Description” field, and type in a description of your comment, e.g., “Position information”, “Staffing Information”.  You should include any specific identifying information, such as the PD number, if applicable.

· Click in the “Data Type” field and use the LOV to select “Short Text”, then click <OK>.   You would select “Long Text” if your comments are going to be longer than about a page.

· Use the large white window to type your comments (make something up).

· Click <Save> to store the information.

Attaching a document
Perform this section as a demonstration:

· Click on the next line on the Attachments window.  The sequence number will automatically populate.

· Click in the “Category” field and use the LOV to select “Miscellaneous”, then click <OK>.

· Click in the “Description” field, and type in a description of what you are attaching, e.g., “Position Description,” or “TDA Authorization”.  You should include any specific identifying information, such as the PD number, if applicable.

· Click in the “Data Type” field and use the LOV to select “OLE Object”, then click <OK>.   “OLE” stands for “Object linking and embedding” and is Windows terminology.  It allows you to attach a document from another application such as Word or Excel.

The “Insert Object” window
Click in the text area of the “Attachment” window using your RIGHT mouse button.  This displays the “Insert Object” menu.  Select “Insert Object” from this menu to display the Insert Object window.

The “Insert Object” window has two options:  

· You can create a new document (file), or 

· You can insert a document (file) that you have already created.  

We’re going to use a file that has already been created.  If you elect to create a new document, this window would open the selected application (e.g., Word) and allow you to create a new document.

Create from file option
· Click the “Create from File” button.

· Click on the <Browse> button and browse to the document that you want to attach.  
· If you are using a Citrix client (most users), your local drive(s) may be designated differently.  Using the CPOCMA training database, your local “C” drive will be shown on the list as drive “V” (described as “\\Client\C$”).  Your local “A” (diskette) drive is still shown under drive “A”.  

· You cannot access your local area network using Citrix.  If you need to attach a document that resides on one of your LAN drives, copy it to your hard drive (C:) first.
· Make sure the “Display as Icon” checkbox is checked.  

· Click <OK> on the “Insert Object” window.

· Save the attachment information using the Save icon from the toolbar.

· Close the “Attachment” window to return to the inbox.

· Next time you access this RPA (or the next person who receives it), the paper clip icon on the toolbar will have a paper under it.

· You can add additional attachments or comments if you need to, following the same steps but using successive lines on the Attachments window.

The Document Catalog 
Instructor:  If a question comes up about the Document Catalog during training, explain that the Document Catalog is a “library” of all documents that have been attached to RPAs in your region.  The button will probably be disabled soon since the catalog function is not working properly (security and performance problems). 

Viewing an attachment
If you receive an RPA with an attachment, the attachment icon (paper clip) will have a paper under it when you open (respond to) that RPA. 

· Demonstrate by closing the RPA with the attachment, then re-opening it from the inbox.

· Click on the Attach Document icon to display the Attachments window.  

· Select the entry that has a document attached (not the comment), and then double-click on the icon in the text area of this window to view the attachment. 
· When the attachment is open, you can print it and perform other operations using the menu from the originating program (Word, etc.). Close the document when done.

· If you have made any changes, save and close the attachment window to return to the RPA.

Attaching a Coredoc
To attach a core document (COREDOC), you use a slightly different procedure (demonstrate):

· While displaying the RPA, click on the <Others> button.  Select “Coredoc” and click <OK>.

· Use the <ATTACH> button to display a list of existing core documents from which you can select (demonstrate (select a Coredoc at random).  Point out that the “status” field now shows “Attached”.  

· Use the <COREDOC> button to actually enter the COREDOC program where you can create a new core document (you must have Coredoc access to do this).

· Use the <DETACH> button to un-attach a core document from this RPA.

· Use <EXIT> to return to the RPA when you are done.

Instructional Module – Routing an RPA

Purpose
This portion of the lesson covers how to route an RPA to another user and to a groupbox and discusses the other routing options.

Background
Provide the following background information to the class:

· The routing of an RPA through a command chain and to the personnel office is a key function performed electronically by modern DCPDS.

· Normal routing for most actions is as follows:

· The initiator (creator) of the RPA sends it to the next level of management (if applicable).

· Often, the RPA is sent to a Resource Management office for budget and/or manpower reviews.

· The RPA then goes to the manager with personnel management authority – the person who has been delegated the authority to take personnel actions (often at the directorate level).

· Then the RPA goes to the servicing CPAC for review; the CPAC may need to clarify or get additional information.  Often, the RPA is routed to a CPAC groupbox rather than to a specific individual in the CPAC.

· Finally the RPA goes to the CPOC where it is routed appropriately (usually to a classifier, then to a staffer, then to a processing clerk to update the database).

· Each stop of the RPA is recorded and can be tracked using the “PA Routing History” window (covered in the “Inbox” lesson) or from the <History> button at the bottom of the RPA.

Display the routing window
· Open the Recruit/Fill RPA from your inbox (if not already open).

· Begin the routing process by clicking on the “save” icon (the yellow diskette).

· When the “Decision” window appears (“Do you want to route the RPA now?”), select “Yes.”

The routing window displays.

· There are several options available for routing.  

· The “Update HR” option, which is used to update the database and effect the personnel action, is only available to designated personnelist users (not to managers), so it will be grayed out if not available.

Routing options
These are the routing options available:

· Select routing list – sends the RPA to a pre-defined list of recipients (this must be set up; however, use of routing lists is not encouraged because of problems resulting from turnover of key personnel in routing lists).

· Select person – the most common way of routing.  This option displays a list of all users in the routing group (region) and you select the person to whom you want to route the action.

· Select groupbox – allows you to send the RPA to a “groupbox,” which is an inbox that is shared by a number of users.  Commonly used by CPACs and within the CPOC.  If you are the last person outside of the personnel office to review the RPA, you will most likely send it to your CPAC’s groupbox.

· Save and hold in personal inbox – covered earlier.  The default value.

· Update HR – available only in the CPOC.  Used to effect the action and update the database.  After this has been done, an NPA (SF50) can be printed (once the effective date has come).

Select person
You are now going to route your action to your neighbor.  (Instructor:  make sure class members have an identified person to whom they will send their action.)

· Click the “Select Person” button to display the list of users. 

· Type the first letter(s) of the user name of the person sitting next to you (first name) to quickly narrow down the list.   (Use the sign on slips that you were given earlier to get the right name.)

· Once you have located the right person, click on that person’s name and click <OK>.
· BE CAREFUL:  it is easy to accidentally select the first name on the list if you don’t specifically click on another name.  Then your action will be hard to find (you may need assistance from CPOC ISD to locate and retrieve the action).

· The action has now been routed and will no longer appear as an active action in your inbox (once you refresh your inbox).  A blank RPA will display.

Authorize the action
After routing the action, click <OK> on the “Transaction complete – 1 record applied and saved” message.  Then you are back at your inbox.  We are now going to display the action that was just routed to us, authorize it, and route it to the CPAC groupbox.

· Refresh your inbox by pushing [F8].  This will remove any actions that you have routed, and add any actions that have been sent to you since you last entered the inbox.

· Select the recruit/fill action that was just routed to you, then click <Respond>.
· On the RPA, click in the “Action Authorized By” block, and click the LOV.  In most cases, your name will automatically populate (if not, select your user name from the displayed list and click <OK>).

Routing to a groupbox
· Click the Save icon to begin the routing process, and respond <Yes> when asked if you want to route the action.

· On the routing options window, click the button next to Select Groupbox.

· On the list of groupboxes that displays, select “XYZ-CPAC-GROUPBOX”.  This is a special groupbox that has been set up for training purposes.  The “XYZ” is part of the naming convention for CPAC groupboxes and invokes a special edit that insures that un-authorized actions do not get to the CPAC.

· Click <OK> on the routing window, then click <OK> on the “Transaction complete – 1 record applied and saved” message.  The RPA will be sent to the groupbox and you will return to your inbox.

· Refresh your inbox with [F8] to see that the action has actually disappeared.  Close the inbox to return to the navigator.

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

· Create an RPA for various types of actions, and recognize what families of actions are appropriate for different types of personnel actions.

· Save an RPA to your inbox and retrieve the RPA from that inbox.

· Route an RPA using any of the various routing methods.

· Print an RPA (and when we can print the corresponding Notification of Personnel Action (NPA)).

· Attach documents and comments to an RPA.

Any questions?  
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