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Introduction
The Request for Personnel Action (RPA) enables supervisors and managers to request employee and position actions.  It enables the CPOC to record staffing and classification actions, as well as make personnel record changes.

The RPA is an interactive electronic form that automates the creating, editing, approving, coordinating, and tracking of personnel actions. It provides a single, integrated process to supervisors, managers, personnelists, manpower, and payroll to manage personnel actions electronically, coordinate to the appropriate officials, and provide reports. 

This module explains how to use the automated RPA to initiate personnel actions.

Mass actions
Modern DCPDS has some capability to initiate and process the following actions for a group of employees at once (without using an RPA): 

· Mass awards

· Mass performance appraisals

· Mass realignments 

In general, data needed for processing mass actions must be provided on a spreadsheet or other electronic file, external to modern DCPDS, which is filled out by management and which must meet certain data standards.  For the latest information and assistance on these mass actions, contact your servicing CPAC.

Terms
The following terms are used in this section:

Term
Description

RPA
Request for Personnel Action (also known as the Standard Form 52).

NPA
Notification of Personnel Action (also known as the Standard Form 50)

Gatekeeper checklist
An interactive questionnaire (part of the Army Regional Tools (ART)) that is used to provide additional information needed to process a personnel action.

NOA
Nature of Action.  A code that identifies a specific type of personnel action such as promotion (702), resignation (317), etc.

Step-by-Step Instructions for Initiating an RPA
and a Gatekeeper Checklist

Overview
The steps below take you through the process of initiating a Request for Personnel Action and a Gatekeeper Checklist (if applicable), and link you to pertinent sections of this Guide (or other references) for more detailed information about that step. 

· If your role is one of responding to an RPA (for your concurrence, review, or approval), you will respond to an RPA routed to you by using the Civilian Inbox selection on the Navigator Window (see the Civilian Inbox section of the Desk Guide). The steps below are for initiating an RPA. 

· For security reasons, Modern DCPDS will not allow you to process or view your own RPA. Also, the person’s RPA that you are processing can not be routed to that person for any type of action. 

Step
Action

1
Determine what type of personnel action you are requesting. See Types of Personnel Actions, page 5, which describes the types of actions that can be requested by most users. It also indicates what to include on the RPA, and whether there is a Gatekeeper Checklist associated with that type of action. Although this is usually a straightforward determination, it can be confusing in some situations; if you have questions, contact your servicing CPAC. 

2
Log into the Army Regional Toolset (ART) (see the ART Users Guide, “Getting Started” section, for more information). 

3
Access Modern DCPDS from the ART main menu. When the Oracle logon screen displays, log in to Modern DCPDS (see Logging On and System Access in the Desk Guide). 

4
Initiate the RPA (see Initiating a Request for Personnel Action, page 15, for more detailed instructions). Follow the instructions in the Types of Personnel Actions section, starting on page 5, to determine what information to include on the RPA (in many cases, use of the Gatekeeper checklist will greatly reduce the amount of information entered on the RPA). In all cases, you will need to complete applicable portions of the requesting office information (Part A). 

5
Save and hold the RPA in your civilian inbox (see Routing and Tracking an RPA, page 34, and follow the instructions for saving and holding the RPA in your inbox). Modern DCDPS will assign the RPA number at this time. Once the RPA is saved, a blank RPA is displayed. Close this RPA to return to the Navigator window. 

6
If there is not a Gatekeeper Checklist for the type of action you are requesting, skip to step 14 (see the Types of Personnel Actions section, starting on  page 5, to see if there is a checklist for the type of action you are requesting). 

7
Minimize (do not close) Modern DCPDS. Use the minimize button at the right of the blue "MDCPDS - Citrix ICA Client" bar: 
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8
Access Gatekeeper from the ART main menu. 

9
The "Gatekeeper inbox" displays, showing any RPAs that are currently in your Modern DCPDS civilian inbox.  Click on the radio button in the "Checklist" column next to the initiated RPA (see How to Access a Checklist:  the Gatekeeper Inbox, page 26).

10
Click on <Fill Out Checklist> at the bottom of the Gatekeeper inbox. 

11
Complete the checklist. See How to Fill Out Checklists, page 27, for more detailed instructions. Depending on the type of action, there may be more than one module to complete. If so, at the end of each module, save and proceed to the next module. 

12
When the checklist is complete, click on <Save the Checklist> at the bottom of the screen. Your information will be saved and you will be returned to the Gatekeeper function. 

13
Return to (restore) Modern DCPDS by clicking on the <MDCPDS - Citrix ICA Client> button at the bottom of the screen. 

14
Access Civilian Inbox from the Navigator menu. 

15
When the inbox displays, push the [F8] key to refresh (not needed if you have set up your inbox to autopopulate). See the Civilian Inbox section of the Desk Guide for more details. 

16
Locate the RPA in the inbox, and click anywhere on that line to "select" it, then click the <Respond> button at the bottom of the inbox window to display the RPA. 

17
If you want to print a hard copy of the RPA, you should do this before routing the action to the next user (see Printing an RPA or NPA, page 39) (optional). 

18
Route the RPA to the next person in the routing chain (see Routing and Tracking an RPA, page 34). 

After the action has processed
Once a personnel action has been approved and processed (updating the employee record), and the effective date has arrived (or is past), you will be able to print a Notification of Personnel Action (NPA) to provide to the employee. See Printing an RPA or NPA, page 39.

Types of Personnel Actions

Types of Actions
The “Request for Personnel Action” heading on the Navigator menu shows the types of actions can be requested by most users with a manager or supervisory level of responsibility. 

Although most types of personnel actions are self-explanatory, there are some types of actions that can be confusing.   It is important that the correct type of action be selected since this will drive the type of Gatekeeper Checklist which is associated with that action.  If you have questions about the correct type of action to select, contact your servicing CPAC.
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The following sections provide general information about these types of actions. 

Note:  Modern DCPDS does not include an “other” category.  If the action you want to request is not covered, consult your servicing CPAC for assistance.

Descriptions and Instructions for Different Types of Actions

Overview
Each of the following sections provides definitions of one type or family of personnel action(s), distinctions between other similar types of actions, what information to include on the RPA, and what information to include with the corresponding Gatekeeper checklist. 

· Actions are in the same sequence as they appear on the Navigator menu (under the “Request for Personnel Action” heading) for a manager responsibility.

· This section is intended to provide general information applicable in most cases.  For assistance in determining the correct type of action to submit, or for other questions, consult your servicing CPAC.  

· For instructions on completing the required data elements on the RPA, see Initiating a Request for Personnel Action, page 15. 

· For instructions on completing the Gatekeeper Checklist, see Gatekeeper Checklists, page 26. 

Award / One-Time Payment
Use for individual awards for employees (monetary or time off).  

Do not use for:

· Non-monetary (honorary) awards – follow regional guidance (usually involves submitting a SF1256 or an email).

· Quality Step Increase (QSI) – use “Salary Change” (below).

· Mass awards: contact your servicing CPAC for assistance and instructions for submitting mass awards. 

Include on the RPA (always complete Part A):

· Employee name in part B.

Use the Gatekeeper Checklist to indicate:

· Type and amount of award.

Change Actions:  Change in Hours
Change in hours is used for part time employees only. 

Do not use for:

· Not needed if the change in hours is for two pay periods or less.  

Include on the RPA (always complete Part A):

· Employee name in Part B of the RPA.

· Include the new biweekly hours (decimals can be used) (page 3, block 33).  

There is no Gatekeeper checklist for this type of action.  Use the notepad if you have additional comments about the action (see Attaching a note to the RPA, page 24).

Change actions: Change in Work Schedule
Change in work schedule is used to change an employee from full- to part-time or vice-versa, or some other type of schedule change (intermittent, seasonal, etc). 

Do not use for:

· Not needed if the change is for only one pay period.

· If the action must be processed competitively or clear the Priority Placement Program, use a different type of action such as a Recruit/Fill (check with your servicing CPAC if not sure).  

· If the change in work schedule is in conjunction with another action such as a reassignment, salary change, or recruit/fill, use the other action (not the change in work schedule) and advise of the change in schedule in the “comments” option of the Gatekeeper checklist of that other action

Include on the RPA (always complete Part A):

· Employee name in Part B.

· Include the new work schedule (page 3, block 32).  If the change is to other than a full-time schedule, include the biweekly hours (decimals can be used) (page 3, block 33).  

There is no Gatekeeper checklist for this type of action.  Use the notepad if you have additional comments about the action (see Attaching a note to the RPA, page 24).

Change actions: Name Change
Name Change is used when an employee changes names due to marriage, etc.

Include on the RPA (always complete Part A):

· Identify the employee using the Social Security number rather than the employee name (on page 1, part B, block 2).  After the employee’s name is retrieved, replace the name with the NEW name in the name block.

Use the Gatekeeper Checklist to verify that the employee has notified the Social Security Administration of the name change.

Details
Use to initiate a detail for an employee, extend a detail, or terminate a detail.  A detail is the assignment of an employee to a different position (or to a set of duties) for a short period of time without any change in grade or pay.  

· A Notification of Personnel Action (SF50) is usually not required for a detail.  If documentation is needed, the Request for Personnel Action (RPA) is printed out and filed in the employee’s OPF.  Detail actions will only flow to payroll if a pay-affecting change results from the detail (e.g., change in FLSA). 

Do not use for:

· If you are requesting a competitive detail, submit a Recruit/Fill RPA instead of a detail RPA.

Include on the RPA (always complete Part A):

· Include the employee name in Part B of the RPA.

Use the Gatekeeper Checklist to indicate:

· The nature of the detail and the type of position to which the employee is being detailed.

Extension of NTE
Used for any of the following types of extensions to temporary actions:

· Extension of a temporary reassignment (NOA 5944)

· Continuance (NOA 750)

· Extension of a temporary appointment (NOA 760)

· Extension of an SES limited appointment (NOA 762)

· Extension of a term appointment (NOA 765)

· Extension of a temporary promotion (NOA 769)

· Extension of a position change (NOA 770)

· Extension of a furlough (NOA 772) 

· Extension of LWOP (NOA 773)

Do not use for:

· Initiating a furlough or LWOP action, see “Non pay / Non Duty Status,” below.

· Extending a detail; see “Details,” above.

· If the extension must be competitive or be cleared through PPP use a Recruit/Fill RPA and provide the non-competitive name request on the Gatekeeper checklist.  

Include on the RPA (always complete Part A):

· Employee name in Part B of the RPA.

Use the Gatekeeper checklist to indicate:

· What kind of extension is being requested.

· The NTE date of the extension.

Non Pay / Non Duty Status
Used for:

· Placement in nonpay status (usually for seasonal employees) (NOA 430)

· Suspensions (placement in nonpay and nonduty status for disciplinary reasons) (NOAs 450 and 452)

· Leave without pay (LWOP) (NOA 460)

· Furloughs (resulting from lack of work or funds), either indefinite or temporary (NOAs 471 and 472)

· LWOP-US (leave without pay to serve in the uniformed services) (NOA 473)

· Sabbatical (NOA 480)

Do not use for:

· For extensions of LWOP or furloughs, see “Extension of NTE,” above.

· For return to duty actions, see “Return to Duty,” below.

Include on the RPA (always complete Part A):

· Include the employee name in Part B of the RPA.

Use the Gatekeeper checklist to indicate:

· The specific type of nonpay action being requested.

· If applicable, the NTE date of the nonpay action.

· If applicable, any remarks pertaining to certain types of nonpay actions.

Position actions: Abolish Position
Abolish position is used to identify a position that is no longer needed or is  being eliminated due to RIF.  Use this action only when the abolishment will result in a RIF.  

Do not use for:

· To delete a vacant position, send an email through your CPAC generalist to your servicing classifier in the CPOC.  

Include on the RPA (always complete Part A):

· The only data that can be completed on the RPA is the position title on page 2.  Enter the official title of the position in ALL CAPS and push [Tab].  If you have access to more than one position with the same title, you will get a list from which to choose.  Select the position that corresponds to the position and sequence number you are abolishing.  If you are not sure which is the correct position to be abolished, leave this blank and provide relevant information on the notepad.

There is no Gatekeeper checklist for this type of action.  Use the notepad if you have additional comments about the action (see Attaching a note to the RPA, page 24).

Position actions:  Establish Position
Establish position is used to initiate action to create a new position, AND to initiate recruitment for that position.  

Do not use for:

· If you already have an established position description with an assigned position number, use the Recruit/Fill RPA.

· If you just want to classify a job that you are not filling right now, coordinate this with your servicing classifier before initiating this action. 

Include on the RPA (always complete Part A):  

· Complete Part A only.

Use the Gatekeeper checklist to indicate:

· Position organization and characteristics (you will need to provide all the information needed to build the position record).  

Position actions: Position Review
Position review is used to initiate a classification review action for a position that may result in a noncompetitive reassignment, promotion, or change to lower grade. The RPA is used for encumbered jobs only. You will generally need to provide a draft job description and proposed classification with the RPA.

· FASCLASS, COREDOC and PD Library can be used to assist in preparing a position description.  Unedited position descriptions from these sources reduce processing time since the jobs have already been classified.

Do not use for:

· If you want to conduct a position review of a vacant job, use the Establish Position RPA.

· If any resulting personnel action will require competition and/or is subject to the Priority Placement Program (PPP), use the Establish Position RPA.

Include on the RPA (always complete Part A):

· Complete Part A only.

Use the Gatekeeper checklist to indicate:

· Position organization and characteristics (you will need to review the position data and indicate any changes that should be made).  

Realignment
Realignment is the movement of an employee and the employee’s position resulting from an organizational change such as reorganization.  There is not change in the employee’s position, grade, or pay.  

Because of their nature, realignments are often done for a group of employees at once; the realignment RPA is for requesting individual realignment actions only.  Capability of requesting mass realignments in modern DCPDS is available, for more information contact your servicing classifier.

Include on the RPA (always complete Part A):

· Employee name in part B.

Use the Gatekeeper checklist to indicate:

· The new organizational location of the position.

Reassignment
Use to move an employee from one position to another with no change in grade.  This is for non-competitive movements from one position to another already-established position description with no change in grade. 

Do not use for:

· If the action requires competition, use a Recruit/Fill RPA.

· If the action requires Priority Placement Program (PPP) clearance, use a Recruit/Fill RPA and include the name of the employee you would like to reassign to the position.

· If the position to which the employee is being moved has not been established, use Position Establish or Position Review as appropriate.

Include on the RPA (always complete Part A):

· Employee name in part B. 

Use the Gatekeeper checklist to indicate:

· The position to which the employee is being reassigned. 

Recruit / Fill
Use to initiate staffing action for a vacant position.  This is for a position that is already classified and has a PD number assigned, and to fill any established position that requires competition and/or must be cleared against the Priority Placement Program (PPP).

Do not use for:

· Any recruitment action that requires establishment of a position description should be initiated using the Position Establish RPA.

Include on the RPA (always complete Part A):

· Complete part A only.

Use the Gatekeeper checklist to indicate:

· What position is being filled, and whether any position data needs to be changed.  

Return to Duty (RTD)
Used for the following types of actions that return an employee to pay or duty status after a documented period of nonpay or nonduty status:

· Placement in Pay Status (usually for seasonal employees) (NOA 280); and

· Return to Duty (RTD) (from LWOP, furlough, or suspension) (NOA 292).

Do not use for:

· If the RTD action is being taken in conjunction with another action such as reassignment, salary change, recruit/fill, etc., us the other type of RPA and advise of the return to duty using the Comments option on the Gatekeeper checklist for that other type of action.

· To put an employee on nonpay or nonduty status, see “Nonpay / Non Duty Status,” above.

· To extent a period of nonpay or nonduty status, see “Extension of NTE,” above.

Include on the RPA (always complete Part A):

· Employee name in part B.

Use the Gatekeeper checklist to indicate:

· The nature of the return to duty.

Salary Change
Used for the following types of actions when an employee’s salary will be changed but neither classification of a position description nor recruitment is required:

· Promotion (NOA 702), e.g., career ladder promotions and non-competitive re-promotion

· Promotion NTE (temporary promotion) (NOA 703)

· Change to Lower Grade (NOA 713)

· Termination of grade retention (NOA 866)*

· Denial of Within-grade Increase (NOA 888)

· Quality Increase (QSI) (NOA 892)

· Within-grade increase (WGI) (NOA 893)*

· Pay Adjustment (NOA 894)*

· Locality Payment (NOA 895)*

* These actions are normally initiated at the CPOC or in special situations (not by management).

Do not use for:

· For other types of award payments (other that QSI), see “Award / One-Time Payment,” above.

· If you are requesting that an employee be non-competitively re-promoted due to accretion of duties, use the Position Review RPA.

· If you are requesting an action that requires competition, use the Recruit/Fill RPA.

· If the action requires clearing the Priority Placement Program (PPP), use the Recruit/Fill RPA and provide the non-competitive name request on the Gatekeeper checklist for that action.

Include on the RPA (always complete Part A):

· Employee name in part B.

Use the Gatekeeper checklist to provide:

· There are several sections of the Gatekeeper checklist depending on the type of action being requested.  Start by entering the specific type of salary change (nature of action).

· Salary change information (needed for all actions).

· Position information for actions that move an employee to a different position (e.g., promotion or change to lower grade).

Separation
Used for all types of separations (listed below).  Contact your servicing CPAC if you are not sure of the correct type of separation.  

· Retirement (mandatory) (NOA 300)

· Retirement (disability) (NOA 301)

· Retirement (voluntary) (NOA 302)

· Retirement (special option) (NOA 303)

· Retirement in lieu of involuntary action (NOA 304)

· Resignation in lieu of involuntary action (NOA 312)

· Resignation (NOA 317)

· Removal (NOA 330)

· Death (NOA 350)

· Termination - sponsor relocating (NOA 351)

· Termination - appointment in (NOA 352)

· Separation - US (NOA 353)

· Termination - expiration of appointment (NOA 355)

· Separation - RIF (NOA 356)

· Termination (NOA 357)

· Termination during probation/trial period (NOA 385)

· Separation - appointment in (NOA 390)

Include on the RPA (always complete Part A):

· Employee name in Part B.

· For resignations, print out the original RPA, have the resigning employee sign it in part D, and forward it to your CPAC (in addition to completing and routing the electronic RPA).

Use the Gatekeeper checklist to provide:

· The type of separation being requested (resignation, termination, etc.).

· For some separations (e.g., resignation), you will need to provide the reason for the separation.

· The forwarding address of the separating employee.

Initiating a Request for Personnel Action

Accessing the Request for Personnel Action
From the Navigator Window, follow this path to access Page 1 of the RPA Window to create an RPA.  

Request for Personnel Action  (  <Open>  (  Recruit/Fill (or any of the other types of actions listed under the Request for Personnel Action menu) to display the RPA – Page 1 Window.  Recruit/Fill is used in this guide as an example.

Request for Personnel Action Window
The Request for Personnel Action –Page 1 Window is displayed.
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Request for Personnel Action – Page 1

(Buttons) 
A description of the buttons located on the RPA –Page 1 is discussed below.  See the window above for the location of these buttons.

Buttons
Description/Function
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Routing Group Button is only used by CPOC employees in regions where more than one routing group has been established.  It should not be needed by most users.
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Note Pad Button permits you to make comments about the action that you are processing.  Other recipients of the RPA can read the note, change, amend, and delete it.  See Attaching a note to the RPA, page 24
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Change Family Button allows you to change the Nature of 

Action family to a different action (used in the CPOC).
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The Status block indicates the current status for the RPA.  This is displayed after the action has been saved.
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<Prev> and <Next > Buttons.  Click <Prev> to take you to the previous page of the RPA.  Click <Next> to take you to the next page of the RPA.
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Taskflow Buttons.  These buttons are at the bottom of each page of the RPA and are used to view additional information about the RPA or the employee or position.

Types of Data Fields
Data fields on the RPA are colored to represent levels of access:

· White: you can enter or edit data in these fields.

· Light gray: you can view data in these fields.

· Dark gray: you can not enter or view data in these fields.

The RPA is configured based on the type of action you select and your responsibility; different actions require different types of information.  The coloring scheme makes it easier to determine what information you need to include on the RPA – just look for the white fields. However, completing a Gatekeeper Checklist for an RPA eliminates the need to include some information on the RPA, even if the field is white. Follow the instructions in the Types of Personnel Actions section, starting on page 5, to determine exactly what information to include on an RPA.

Part A - Requesting Office of RPA – Page 1
Part A – Requesting Office data fields of the RPA are described below.  
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Data Field
Description/Action

1. Actions Requested
The data field is automatically populated based on the action selected from the Navigator menu.

2. Request Number
Each RPA is assigned an RPA number by the modern DCPDS for identification.  The format is YYMMM / 1-char Region indicator / 2-char MACOM indicator / 6-char UIC or other organization identifier / 6-Digit sequence number.   The data field number will populate after the first time the RPA is saved.  

Example:  00MAR5FCWAC001000156

3. For Additional Information Call
Click the LOV button on the Toolbar for a listing of database names.  Enter reduction criteria when requested (type the last name or the first few letters of the last name of the individual and click <OK>), click the name from the LOV, and click <OK>.  This should be someone who can address specific questions about the action.  If the phone number is not automatically populated, be sure to include it. 

Note, gatekeeper checklists allow you to enter a different point of contact for questions about a personnel action (in the event the actual POC does not have a record in the database).  See How to Fill Out Checklists, page 27.

4. Proposed Effective Date
Enter the proposed effective date for this action in the DD-MMM-YYYY format, i.e., 09-JUN-2001.  Hyphens are required and the month is always capitalized (or you can click the LOV button on the Toolbar and select the requested effective date from the calendar LOV).  

Alternately, click in the “ASAP” box if you want the effective date on this action to be As Soon As Possible.  However, as a general rule, you should always enter a specific date rather than selecting “ASAP.” 

Note:  You can not select both an effective date and the ASAP field.  If you do not check ASAP or enter a date the system date will automatically default to ASAP.

5. Action Requested By
Click the LOV button on the Toolbar for a listing of names given the responsibility of requesting (it may just be your own).  Click the correct name if there is a list, and click <OK> to automatically populate the data field.  

The Request Date field is automatically populated once the Action Requested data field is completed.  You can change the date by deleting it and typing in a new date or use the LOV button on the Toolbar to select another month, day and year.

6. Action Authorized By
Click the LOV button on the Toolbar for a listing of names given the role of authorizing official (it may just be your own), or leave blank if someone else will be authorizing this action (this field will be grayed out if you do not have authorizing responsibility).  

The Concurrence Date is automatically populated once the Action Authorized By data field is completed.  You can change the date by deleting it and typing in a new date.

Part B – For Preparation of SF 50 – Page 1
Part B – These fields will be available only when you originate an action on an employee in your organization (e.g., Reassignment, Detail).  They will not be available for a recruit action or other types of actions where the employee’s name is not known.
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Data Field
Description/Action

1. Last Name 
Click the LOV button from the Toolbar, click the name from the list displayed, and click <OK> to automatically populate the data field.  Only the names of your employees are displayed in the LOV.

If you select a name from the LOV, the First Name, Middle Name, Date of Birth, and Social Security Number data fields will automatically populate on the RPA. 

2. Social Security Number
This is automatically populated based on the Name data field.  If desired, you can select the employee based on the SSN rather than by name (which will automatically populate the name field).  Use the LOV or enter the SSN with hyphens (999-99-9999).

4. Effective Date
This entry will be completed by the CPOC.



5-A. Nature of Action Code
This entry will be completed by the CPOC.  Use the Gatekeeper checklist to indicate the specific type of action being requested (if the type of action has more than one option).

5-C. Legal Authority
This entry will be completed by the CPOC. 

<Next>
Click <Next> at the top of the RPA Window to display the next page of the RPA.  You can also click [Tab] to display the next page of the RPA, if the cursor is in the last data field of the current page.

Request for Personnel Action - Page 2


The Request for Personnel Action - Page 2 is displayed.
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Notes:  


The Routing Group, Note Pad, and <Prev and Next> buttons are always located at the top of each page.  


Employee and SSN fields are automatically populated on each page of the RPA once a person has been identified with an action (not applicable for a recruit/fill action since the selectee has not yet been identified). 

From and To Information
The From Information region fields are automatically populated (or not populated) based on the action requested.  The To Information region fields may also be populated (or not) based on the action.  In most cases, you will not need to complete anything on page 2 of the RPA – you will use the gatekeeper checklist to provide the necessary information.

Information for the To Information region fields is described below.  The same information is applicable to the From Information region fields, if applicable.

Part B –From and To - Page 2 of RPA
A description of the data fields on page 2 of the RPA is described below. 

Data Field
Description/Action

15. Position Title
This field will populate when you enter an employee name on certain actions.  For other actions, this field will be available, however, in most cases you should provide position information using the Gatekeeper checklist.  

· In those rare instances where you need to provide the position information (e.g., Position Abolish, which does not have a Gatekeeper checklist available), enter the official position title in ALL CAPS and push <Enter>.  If you have access to more than one position with the same title, a list of matching positions will display from which to select.

16-18. Pay Plan; Occ. Code;  Grade or Level; and Pay Basis 
These data fields are automatically populated based on position information.

19. Step or Rate
This field will be completed by the CPOC.

20. Total Salary; Basic Pay; Locality Adj; Adj Basic Pay; and Other Pay
These data fields are automatically populated where appropriate.

Award
Used for award actions only; however, use the Gatekeeper checklist to indicate the amount of the award rather than including it on the RPA.

UoM
Unit of Measure – money or hours will automatically populate for award actions; however, use the Gatekeeper checklist to provide award information.

22. Name and Location of Position’s Organization
This information is automatically populated when you enter an employee’s name on page 1 or enter a position title on page 2.  

<Next>

<Prev>
Click <Next> at the top of the RPA Window to go to the next page of the RPA or click <Prev> to return to the previous page. 

Request for Personnel Action – Page 3
The Request for Personnel Action – Page 3 is displayed. 
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Page 3, con’t
· Information on page 3 will vary depending on the type of action requested and whether an employee name or position title has been entered on pages 1 and 2.  Otherwise, initiators do not normally complete these data fields.

· Click <Next> at the top of the RPA Window to go to the next page of the RPA.

Request for Personnel Action - Page 4
The Request for Personnel Action - Page 4 is displayed.
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Parts D and E, Page 4
Part D and Part E data fields on RPA – Page 4 are described below.

Data Field
Description/Action

Remarks by Requesting Office (Part D)
This section is provided to include additional information about the action; however, as a general rule, the gatekeeper checklist should provide most of the information needed to process the action, and you should include any other information in the Comments section on the gatekeeper checklist. For actions that do not have a gatekeeper checklist, use a note or document attached to the RPA rather than typing it here (see Attaching a Note to an RPA, page 24, or Attaching Documents or Comments to an RPA, page 41).

Employee Resignation/ Retirement (Part E)
You will provide the information needed to process a separation action when you complete the Gatekeeper checklist; you do not need to include it on the RPA.

Taskflow Buttons
At the bottom of each page of the RPA are five “buttons” called Taskflow Buttons.  These areas can be used to view additional information about the RPA or about the employee or position that is not included in the RPA. 
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Most users will rarely have reason to use these buttons, with the exceptions of the <History> button (described below), and the <Others> button from which you can attach a core document (see Attaching a Core Document to the RPA, page 49).  

Note:  You can access these Taskflow Buttons at any time while in the RPA; however, you must always save any work you have completed before accessing the Taskflow Buttons.  After saving, follow any directions that are displayed on the screen.  

Attaching a note to the RPA
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Use the Notepad button on the top of the RPA to access the notepad. 
· The preferred method for providing notes and additional information about an RPA is by using the Comments section of the gatekeeper checklist for that action. See Gatekeeper Checklists, page 26, for more information on using checklists.  If there is no gatekeeper checklist for the type of action being requested, then you can use this notepad. 

· You can use the notepad to write any notes pertinent to the action.  Click on the <New> button to begin a new note, or if there is already a note attached (if the RPA has been sent to you from someone else), use the <Append> button to add to the note.  

· You should include your name with your note so that others reading the note will know where it came from (the system will automatically date stamp your entry).  Notes accompany the RPA during its routing and are accessible to anyone who has access to the RPA.

· When you receive an RPA routed to you from another user, you should make it a habit to check for accompanying notes by clicking on the notepad button.  You can also tell if a note is attached by checking the notepad column of your inbox (see Civilian Inbox section of the Desk Guide).

· Notes have a limit of 2000 characters.  If you need more room, you should include the information using the “attach document” feature (see Attaching Documents or Comments to an RPA, page 41.

Saving your RPA
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When you are done working on the RPA, click the Save button on the Toolbar to save your RPA action, or click Action (  Save from the main menu bar, then proceed with the routing instructions (see Routing the RPA, page 34).

Gatekeeper Checklists

Purpose of the checklists
For many types of personnel actions, the information provided on the RPA is not sufficient for the CPOC to process the action without obtaining additional information. The "Gatekeeper" is an automated checklist that provides this additional information, and is part of the Army Regional Toolset (ART). The Gatekeeper concept is to make sure the CPOC has all the information needed to process an action with*out having to go back and forth to the initiator of the action. It provides a standard, efficient way for management to provide information about a personnel action that would otherwise require an attachment to the RPA. 

· For example, if the action you are requesting requires establishment of a new position, the RPA does not allow you to enter the information that the CPOC needs to create a new position record. 

· The checklists vary depending on the type of action being requested and the responses that are provided when completing the checklist. 

· In most cases, completion of the checklist will eliminate the need to provide any supplementary information via a note or attachment to the RPA. 

· For instructions on using the Gatekeeper checklist when initiating an RPA, see Step-by-Step Instructions for Initiating an RPA
and a Gatekeeper Checklist, page 2. 

How to Access a Checklist:  the Gatekeeper Inbox

Accessing Gatekeeper
Select Gatekeeper Checklist from the ART main menu. This will display the "gatekeeper inbox" which is a table of any RPAs that are currently in your modern DCPDS inbox:
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Accessing a checklist
To access the checklist for an action, click the radio button in the "Checklist" column for that action, then click the <Fill-out Checklist> button. 

· If you have already started a checklist (or have received an RPA and checklist from another user), the "Status" column contains the word "Status" which is a link to a table showing what sections of the checklist have been worked and their status (completed, not complete, not applicable, etc.). 

· The "Request Nr" column contains the RPA number which is a link that will display the actual RPA data. 

· Unlike many ART applications, the gatekeeper application works in "real time" with modern DCDPS. That means that as soon as you create an RPA and save it in your inbox, you will see it in the "gatekeeper inbox" shown above. Once you have routed an RPA to another user, you will no longer have access to its corresponding checklist. 

How to Fill Out Checklists

Overview
A checklist consists of a series of questions, often yes-or-no questions. As you respond to each question by clicking the appropriate button, the checklist will use your response to determine if you need to provide more information. For instance, a question common to many checklists is, "Do you want to make any comments about this action?" If you click the "Yes" button, a space will open up for you to enter your comments. 

Sample checklist: award
Here's a sample of a fairly simple checklist for an award action: 
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Things to note
Notice the following on the screen above:

· There are three questions that need to be answered: (1) is the POC different than shown on the RPA?, (2) what type of award?, and (3) comments? Once you select the type of award from the drop-down menu, additional questions may display, such as "How much?" 

· Note the radio buttons that allow you to choose the Manager Section or the Resource Management Section. For this type of action, the RM section contains no questions, but for other actions it may. 

· If you do not know the answer to a question, try to find the answer within your organization or from your servicing CPAC. If you are still unable to answer a question, leave it blank (do not check "yes" or "no") and put a note in the comments area of the checklist. 

· Once you have answered all the questions, click the <Save Checklist and go to Inbox> button to return to the Gatekeeper inbox. You can then exit from Gatekeeper to return to the ART main menu. 

Filling out checklists with modules
Any action that involves a position change or recruitment to fill a position are more complex than the sample above – these types of actions will have some or all of the following "modules" (more detail is provided below, together with sample questions): 

· Position Decision module in which you identify the organizational location of the position and identify the position itself (or indicate that you are using a "new position"). 

· Supplemental Position Data module in which you can make changes to data about an existing position, or provide basic information about a new position. 

· Recruit module in which you provide information needed to fill a vacant job such as travel requirements, security clearance, etc. 

· Resource Management module in which you, or your RM office, can make changes to RM data (TDA para and line, AMS code, etc.) about an existing position, or provide RM data for a new position. 

Navigating between modules
Below is a sample of part of a checklist for a Recruit/Fill action with several "modules." 

· The buttons at the top of the checklist allow you to move from module to module. 

· The next line tells you what module you are currently on -- in this case, "Supplemental Position Data". 
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At the bottom of the checklist module, there are two buttons that allow you to either save and proceed to the next module, or save and return to the gatekeeper inbox: 
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Normally, the easiest way to complete multiple modules is to complete each one in sequence, then save and go to the next module, until you are done. 

Position Decision module
The first screen that displays when you are completing a checklist for an action that involves a position change or recruitment to fill a position asks you to identify the organizational location of the position to be used or filled:
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· If you have access to a large number of organizations, they will all be listed here. You can sort by CPAC location (installation), command, or UIC. 

· Otherwise, click on the <View Organization Cleartext> button to display the actual organizational units that are accessible to you, and when that displays, click the organization in which the position is located. This will display an org table showing encumbered and vacant positions. 

Organization window
Here is a sample of the organization table that displays:
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· Instructions are shown at the top of the window. 

· Note the "RPA" column at the right of the window; this column indicates if the position is currently on another RPA. 

· Links: You can link to person information by clicking on an employee name, or to position information by clicking on the Job Number . 

· If you are filling an established position, click the radio button for that position in the "Fill" column, then click the <Submit Position Fill> button at the bottom of the window. 

· If you are establishing a new position, there is a blue line shown as a "new position" at the bottom of the table that you select. 

· Once you have clicked the <Submit Position Fill> button, you will automatically move to the next module (Supplemental Position Data). 

Supplemental Position Data module
· There are some variations to the Supplemental Position Data checklist depending primarily on whether you are using an existing, established position or a new position. 

· There is a link to position data -- if you are using a new position, the link (reading "new position") shows you the organizational location that you have indicated for this position (see the screen shot in the "Navigating between modules" section above). If you were filling an established position and had identified that position in the previous module (the "position decision" module), the link (the position title) would be to the position data that is current for the selected position. You can review this data to determine if you need to make any changes. 

· Questions in this module cover the following (this is not all inclusive and is subject to change): 

· Position title, series, grade 

· Duty station 

· Work schedule 

· Premium pay 

· Position sensitivity 

· Security clearance 

· Key or emergency essential 

· Drug testing 

· Acquisition positions 

Recruit module
Questions in this module cover the following (this is not all inclusive and is subject to change): 

· Who is the POC (if different than shown on the RPA) 

· Hiring official name, fax, email address, and AKO email address (AKO email addresses are being used to send referrals to hiring officials via RESUMIX). 

· Any recommendations for specific recruitment sources or candidates. 

· Position obligation (employee who normally occupies the position being filled is on an overseas or military tour). 

· Inclement weather position. 

· Authorization for Defense National Relocation program or permanent change of station (PCS). 

· Pre-appointment physical required or other physical requirements. 

· Shift, mobility, uniform requirements. 

· Licensing or certification requirements. 

· TDY requirement 

Resource Management module
· This module starts by asking if the RM questions will be completed by another office (different activities have different practices, some send the action to an RM office, others have the originator complete the RM data). In order to view the RM data, click the "Resource Management Section" radio button. 

· As with the supplemental position data module, you can access current RM data about the position using the link at the top of the checklist. 

· Questions in this module cover the following (this is not all inclusive and is subject to change): 

· AMS code 

· TDA paragraph and line number 

· Standard Work Center code 

· APC code 

· Cost Center code 

Routing and Tracking an RPA

Routing an RPA

Routing the RPA


Once you click the save icon, a dialog box is displayed:
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· Click <Cancel> to return to the RPA.

· Click <No> to save your action and return to the RPA (without routing it).

· Click <Yes> to display the Routing Window. 

The Routing Window
When you click <Yes> on the routing decision window, the Routing Window is displayed.  This window gives you several options for processing your RPA. 

· You will normally route the RPA from your inbox to another user by using the “Select Person” option.

· Some of the options in the Routing Window may be grayed out, depending on your role and responsibility.  For instance, the “Update HR” selection is only available to personnelists in the CPOC. 
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Routing Options
Routing Window options are described below.  Note:  if you want to print a hard copy of the RPA, you should do this before routing it; see Printing an RPA or NPA, page 38.

Routing To
Description/Function

Select Routing List 
This option sends the RPA to a pre-determined sequence of recipients (if routing lists have been set up in your region).  

Select Person
This option routes the action to a particular individual, and is the most commonly used method of routing.  

Click Select Person to display a listing of individuals, then click the correct individual to whom you want to route the action.  If you know the actual User Name (user ID) of the person, type in the first few letters of the user name (without using your mouse) to quickly narrow the list.  To search by the full name, click the Find block at the top of the window and type some or all of the last or first name surrounded by percent signs (wild cards), then click the <Find> button at the bottom of the window.

Click <OK> to populate the data field on the Routing Window.  Then click <OK> on the Routing Window to actually “send” the action to that person.
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Select Groupbox
This option sends the RPA to a “groupbox,” which is an inbox shared by a group of people.  Groupboxes are most commonly used at CPACs and CPOCs, serving as general “in boxes” for actions coming into the CPAC or CPOC.  Often, the last person to review an RPA before it goes to the CPAC will send the action to the CPAC’s groupbox.  

Click Select Groupbox to display a listing of established groupboxes (contact your servicing CPAC if you are not sure of the correct groupbox to select).  Then click the groupbox and click <OK> to populate the data field on the Routing Window.  Finally, click <OK> on the Routing Window to route the action to the selected groupbox.

Save and Hold in Personal Inbox
This is the default option; it saves the RPA in your own inbox.  

Important:  If you are the initiator of an RPA, you should always select this option before sending the RPA to another user.  This will allow you to track and view the action later. In addition, the RPA must be in your inbox in order to access the gatekeeper checklist for that action.

You can also select this option if you have not finished working on the RPA action. You can then access the action from your inbox later and complete it (see Accessing an Action from the Inbox, in the Civilian Inbox section of the Desk Guide).  

Click <OK> to save the RPA to your Inbox.  

· If you are the initiator of the RPA, the system will generate the RPA number and display it in a window; click <OK> to close this window.  

· The RPA that you saved will be accessible in your inbox and a blank RPA will be on your screen; close the RPA window to return to the Navigator window or to the inbox (depending on how you accessed the action).  

Update HR


This selection generates a Notification of Personnel Action (SF50) and is done at the CPOC after all authorizations are done and processing is completed.

Interim Approval, Approval
These blocks are used by the CPOC.

<Cancel>
Click <Cancel> to stop the routing process and return to the RPA.

<OK>
Click the  <OK> button to route the action to the selected user or inbox.

Refreshing your inbox after routing
Important!  

If you received the RPA from another user – that is, you are not the initiator of the RPA and you have opened the RPA from your inbox – it is very important that you refresh your inbox after routing the RPA to another user or groupbox.  

· After you route an RPA that was opened from your inbox, you are returned to your inbox.  The action that you routed is still visible even though it is not technically “your” action any more.  You can still click the <Respond> button, display the action, even route it again to another user.  However, this can cause system problems.

· Always remember to refresh your inbox by pushing the [F8] key on your keyboard when you return to the inbox after routing an RPA to avoid these problems.

Tracking an RPA

Two options
There are two ways of tracking an RPA:

· Within Modern DCPDS, you can track any RPA that has been in your inbox using the <History> button on the RPA itself.  This process is explained in this section.

· The Army Regional Toolset (ART) has an RPA Tracker application that allows you to track an RPA.  It provides similar information – where the action has been, for how long, etc.  See the ART Users Guide, RPA Tracker section for more information and instructions on using this method of tracking.

Accessing the RPA
To view the RPA history within Modern DCPDS, you must first retrieve the RPA.  This can be done whether the RPA is currently in your civilian inbox (active) or in someone else’s inbox – as long as it has been in your inbox at some time in the past.

· If the RPA is active in your civilian inbox, open your inbox, and <Respond> to the RPA to display it on your screen, then proceed with the steps that follow.

· If the RPA is not currently active in your civilian inbox, you need to display your closed actions in order to view it.  To do this, open the civilian inbox, un-check the <Display Only Open Notifications> checkbox at the top of the window, and push the [F8] key.  This will retrieve any RPA that been in your inbox in the past.  Scroll through the list to find the RPA you want to track, then click on it (select it), and push the <Respond> button.  A “read-only” copy of the RPA will display on your screen.  Then proceed with the steps that follow.  See Open vs. Closed Actions in the Civilian Inbox section of the Desk Guide.

History button


Clicking the <History> Button will show a history of the routing of the RPA – who initiated the request, who approved it, who reviewed it, etc. 
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· This window scrolls to the right to provide additional tracking information.  

· No information can be changed in this window.  It is for viewing only.

Action history
The “Action History” section, shown below, indicates what user has had the action, and what action they took (if any).
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Routing history
As you scroll to the right, the “Routing History” section displays, showing what user (inbox or groupbox) had the action, and when.  The user (or groupbox) shown in the top line of the routing history is the user who currently has the action.
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Additional information is shown as you continue to scroll right.

Printing an RPA or NPA

Printing an RPA 
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To print a hard copy of the RPA, click Action  (  Print on the Menu Bar while the RPA is displayed on your screen, or click the Print button on the Toolbar.  The Printing Window displays.  

· You have the option of printing the Request for Personnel Action (RPA) or the Notification of Personnel Action (NPA, or SF50); however, this latter option is grayed out until on or after the effective date of a finalized personnel action.  

· Most users will have a default printer associated with their user ID, which will display in the Printer data block.  

· Most users outside of CPOCs and CPACs will have a “dummy” printer identified as their default (which may be named 0default_prn, as in the illustration below).  Using this dummy printer allows you to both display the RPA on your screen, and print a hard copy.  See Printing a Notification of Personnel Action section of the Retrieving Information chapter of the Desk Guide for instructions.

· Click <OK> on the Printing Window to print the action.
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Other printing options
Besides printing the RPA from the RPA itself, you can also print RPAs and NPAs individually, or for a specific employee, or in a “batch” mode by date range, type of action, or organization using the modern DPCDS reports function.  See Printing a Notification of Personnel Action, Batch Print Notification of Personnel Action, in the Retrieving Information section of the Desk Guide.

· You can also display and print NPAs (SF50s) for an employee using the SF50 History Database application; see The SF50 History Database in the Retrieving Information section of the Desk Guide.

Attaching Documents to an RPA

Purpose
This section shows how to attach Word documents, spreadsheets, or other computer files (including lengthy comments) to a Request for Personnel Action (RPA), how to view and/or print an attached document, and how to delete an attachment.

· It also covers how to attach a Core Document (COREDOC); see Attaching a Core Document to the Request for Personnel Action (RPA), page 49.  

· This section does not cover attaching a note using the notepad, see Attaching a Note to the RPA, page 24. 

· For information about using the Gatekeeper checklist, which is the preferred method for providing additional pertinent information about a requested personnel action, see Gatekeeper Checklists, page 26.

Attaching Documents or Comments to an RPA

Accessing the Request for Personnel Action
You can attach a document or note to an RPA that you are creating, or to an RPA that has already been created and is in your inbox.  

· See Initiating a Request for Personnel Action, page 15, for instructions for creating an RPA; you can then use the processes in this section to attach a document to that RPA. 

· See the Civilian Inbox section of the Desk Guide, for instructions on viewing and acting on an RPA that is in your inbox (either an RPA that you created and saved to your inbox, or an RPA that someone else created and sent to you).  Use the processes in this section to attach a document to an RPA once you have opened it.  To view an attachment to an RPA that you have received, see Viewing and printing an attachment, page 46.

Attaching a Document
Follow these steps to attach a document to an RPA:

Step
Action

1
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While the RPA to which you want to attach a document is open on your screen, click the Attachments button on your toolbar.  

2
The Attachment Window is displayed:
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3
Click the Category data field.  Click the LOV button on the toolbar, and select either Comments or Miscellaneous:
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· Comments allows you to enter text and save it with the RPA.  This is similar to using the notepad, but using Comments does not have the 2000-character size limitation of the notepad.
· Miscellaneous is used to attach an existing document or create a new document from another application such as Microsoft Word, Excel, etc.  
Select the appropriate category, click <OK> to populate the Category data field. 

4
Type a description of the information to be attached in the Description data field by typing something that descriptive, short, and understandable to users, e.g., “Job description” or “Org chart.”

5
Click the Data Type data field.  Then click the LOV button on the toolbar for a listing of data types that can be attached.  Click the data type you want and click <OK>.  The most commonly used data types are:

· Long Text – allows you to type free-form comments similar to using the notepad, but without the 2000-character limitation of the notepad.

· OLE Object – allows you to attach a Word document, spreadsheet, etc., to the RPA (“OLE” stands for “Object Linking and Embedding” and is used in many Windows applications).

· Short Text – allows you to type free-form comments similar to the notepad.  Also like the notepad, Short Text has a 2000-character limitation.
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Attaching long or short text
Click in the large white area and type your comments:
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When you are done typing the comments, click the Save button on the toolbar to save the attachment information. You can then close the attachment window to return to the RPA, or add another attachment if desired.

Attaching a document
Follow these steps to attach an OLE object (Word document, Excel spreadsheet, or other computer file):

Step
Action

1
Right click your mouse in the large white text area of the Attachment window to display the Insert Object Type Window.  This window gives you options on the types of objects you can insert as an attachment to the RPA:
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· Click Create New to create a new document to be attached to the RPA.

· Click Create from File to insert a file (already created) in the text area of the of the Attachment Window.

Create from File is being used for illustration purposes.

2
Once you select Create from File, the Browse button is available that you can use to select the drive, directory, and file you will insert as an attachment.  Browse through your file system the same way you do in other Windows applications to locate and select the file you want to attach.
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Note
Browsing with a Citrix client:

Users who connect to modern DCPDS using a Citrix client (which is most users outside of the CPOC) will not have access to their local network file system when using modern DCPDS.  The document that you are going to attach must therefore be available on your local workstation’s hard drive (C:\), or on a diskette in your diskette drive (A:\).  

When browsing with a Citrix client, your C:\ drive may be designated with a different drive letter such as V:\, so on the Browse window change the drive to V:\ to access files on your local hard drive (notice the designation \\Client\C$ on the “Drives” box of the illustration below).
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3
Click the box next to Display As Icon to display the document as an icon in the text area of the Attachment Window (this is recommended).  If you do not click the Display As Icon the entire document will be displayed in the text area.  Click <OK> to insert the icon into the text area of the Attachment Window.  Click <Cancel> to stop the selection process and make different selections.

4
The Attachment Window is displayed with the document type icon displayed in the text area when <OK> is clicked.
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Continue this process (steps 2-4) to attach other documents if desired.

5
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Click the Save button on the Toolbar to save the attachment information.

6
To close the window and return to the RPA, 

Click Action  (  Close Window.

Viewing and printing an attachment
Follow the steps below to view or print an attachment to an RPA.

Step
Action

1

To view the attachment(s) to an RPA, click the Attachment button on the Toolbar (the RPA must be open on your screen).
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Note:  You can tell if there is an attachment to an RPA or any other personnel document by the “paper” in the paper clip Attachment button on the Toolbar.

2
The Attachments Window is displayed.  Use your scroll bar to locate and click on the block next to the item you want to view and print (if there is more than one item). 
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3
Double-click the icon or text attachment in the text area.  The attachment will be displayed for viewing or printing.

4
To print, click Action on the menu bar, then click Print. 

5
To close the document, click File on the Menu Bar.  Click Close & Return to Unnamed to return to the Attachments Window.
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Delete an Attachment
To delete an attachment to an RPA, follow these steps:

Step
Action

1

Click the Attachment button on the Toolbar (the RPA must be open on your screen).
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Note:  You can tell if there is an attachment to an RPA or any other personnel document by the “paper” in the paper clip Attachment button on the Toolbar.

2
The Attachments Window is displayed.  Use your scroll bar to locate and click on the block next to the item you want to delete (if there is more than one item). 
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3
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Click the Delete Record button on the Toolbar.

4
The following message is displayed.  Click the appropriate button.
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Attachment means that you are “un-attaching” the document from the RPA, but the document itself will still exist.  Note:  documents attached to RPAs in modern DCPDS are saved (stored) on the modern DCPDS UNIX server at the CPOC.  When you use the delete “Attachment” option, the document will still be using space on the UNIX server.

Document and Attachment means that you are both un-attaching the document and deleting it.  [This option will remove the document from the modern DCPDS UNIX server.]

5
Follow the displayed message to save your changes to the Attachment Window (normally click the <Save> button).
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Attaching a Core Document to the RPA 

 Purpose
Core Documents (COREDOCs) can be attached to many Requests for Personnel Action (RPAs).  You can attach a COREDOC to a previously completed RPA or create a new RPA and attach a COREDOC.  This procedure will guide you through attaching a Core Document to the RPA.

See Also
· Creating and editing a COREDOC is not covered in this guide. This process is covered thoroughly in the full Modern DCPDS User’s Guide.  See the “Getting Help” section of the Introduction to the Desk Guide, for information about accessing the User Guide.
· To learn how to initiate a Request for Personnel Action (RPA), see Initiating a Request for Personnel Action, page 15.
· To retrieve an RPA from your Civilian Inbox in order to attach a COREDOC, see Accessing RPAs in the Inbox in the Civilian Inbox section of the Desk Guide.

Before You Begin
· Before you can attach a COREDOC to an RPA, you must have the RPA open; this can be either an RPA that is in your Civilian Inbox, or an RPA that you are creating.

· You must also have a completed COREDOC that you will be attaching (although you can, if desired, create the COREDOC from the RPA).

How to Attach a COREDOC
Follow these steps to attach a COREDOC to an RPA:

Step
Action

1
Click the <Others…> Taskflow button at the bottom of the RPA (from any page of the RPA).

2
The Navigation Options Window displays. 

Click Coredoc, then click <OK>.
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3
The Coredoc Attach Detach Screen displays.  Four options are listed. Click <ATTACH> to attach a previously built COREDOC.  (You can also select <COREDOC> to enter the COREDOC program and create a new or edit an existing COREDOC prior to attaching it.)
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4
The Attach Core Document Window displays.  Click the Core Document you want to attach to the RPA, and then click <OK>.
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5
The status field on the Coredoc Attach Detach Screen shows “Attached.”  Follow the same procedure to detach a previously-attached COREDOC from an RPA.

6
Click <EXIT>.

7
If you are done working with the Request for Personnel Action, click Save on the toolbar and proceed with routing.  If you are not done, continue work on the RPA.
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