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Computer Training Video:

INITIATING AN RPA and a GATEKEEPER CHECKLIST

Objective and audience
This movie shows how to initiate an RPA and fill out a Gatekeeper Checklist for that RPA.  

This is for all DCPDS users who initiate or act on RPAs.

It covers:

· Using the Desk Guide for written instructions

· Accessing DCDPS via ART

· Initiating and saving a Position Establish RPA

· Accessing the Gatekeeper

· Completing the Gatekeeper checklist

· Returning to DCPDS, retrieving the RPA from the inbox, and preparing to route it.

Prerequisite:  ART and DCPDS Logon. 

Related modules:  Routing the RPA, Printing an RPA, Attaching a Document to an RPA.

Setup 
Setup requirements:

· An ART manager account

· A DCPDS manager account

· Have one RPA in your DCPDS inbox (not a Posn Establish).

Begin recording at the ART main menu.
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Using the Desk Guide

Action
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(intro) 
This movie shows you how to initiate a Request for Personnel Action, or RPA, and then fill out a Gatekeeper Checklist for that action.

· An RPA is the basic “work order” for many kinds of personnel actions – recruiting to fill a job, promoting an employee, documenting an employee’s leave without pay, and so forth.

· The Gatekeeper Checklist is a tool developed for Army DCDPS users to supplement the information on the RPA.  

· The goal of the checklist is to insure that when a request for  personnel action arrives at the CPOC, the CPOC staff has all the information they need to work the action without having to go back to the originator for more information.  This can make personnel action processing a quicker and more efficient process.

Point to, then click on, Central Site DCPDS 11i Desk Guide on the ART menu.
Before starting, I want to show you where to go for written instructions covering what I am about to demonstrate.  This is the DCPDS Desk Guide, accessible right from the ART main menu.  I’m at the ART main menu right now, already logged in with a typical manager’s menu.

The Desk Guide contains step by step instructions for most common tasks that end users need to perform in DCPDS.

Click on the RPA chapter, point to “step by step” section (don’t click).
The Request for Personnel Action section of this guide contains step by step instructions for creating an RPA with a checklist. 

Scroll through RPA chapter contents, point to checklist section
Also, it has a complete list of all the checklist questions.

Click on the contents link to the step table, point to step 1.  
The first thing we have to do is determine what type of action we need to request.  Click on the link to see what types there are.

Use the link to the Types of Personnel Actions section.  Point to the navigator segment (image map).  Click on Rct/Fill.
This is the list of actions as it appears in DCPDS.  Click on an action to jump to the corresponding part of the guide.  

For our demonstration, I want to initiate an RPA to fill a new position in my organization, so I’ll start by looking at the information pertaining to a recruit/fill action.

Point to the descr, what’s not covered, what to put on the RPA, what goes on the checklist.
· For a recruit/fill action, it tells us that this type of action is used to fill a vacant position.  

· It tells us to use a Position Establish action if we want to fill a new job – one that’s not yet in the database (and that’s actually what I want).  

· It tells us that we only need to complete Part A on the RPA.

· It tells us the kind of information we will provide through the Checklist (for those actions that don’t have a checklist, it tells us that, too).

Click on link to Position Establish
Since we want to fill a NEW position, I need to use the Position Establish type of action, not the Rct/Fill.  This has the same sort of information as the Rct/Fill.

Use the back button to return to the step action table, and point at steps 2-5
My next step is to log into ART, which I’ve already done, then log into DCPDS, initiate the RPA, and save the RPA in my inbox.  Those are the steps that I’m going to do now.  

Click the ART taskbar button at the bottom of screen.
I’m going to return to ART but leave the Desk Guide open so I can refer to it if needed.

Initiating and Saving the RPA in DCPDS
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Click on Central Site DCPDS 11i.
I’m back at the ART main menu, and I’m going to log into DCPDS.  I’m going to initiate an RPA for a position establish action, then fill out the checklist for that action.

Log in to DCPDS.
Here’s the DCPDS logon screen and I’m logging in using a manager’s user ID.

(while waiting for DCPDS)
We have another movie which covers logging in to both ART and DCPDS.

It usually takes a moment for DCPDS to come up.  While we’re waiting:  

RPAs are usually initiated by a supervisor or manager (or someone they’ve designated).  They are then forwarded through the chain of command to the manager who is designated with the authority to authorize the action (usually a higher level manager), often with other reviews on the way by resource management offices for budget and manpower considerations.  Once these approvals and concurrences are completed, the request is sent to the CPOC for action or processing.

Maximize screen.
Don’t forget, once you’re into DCPDS, use the maximize button at the upper right to make sure the Oracle window is properly fitted to your screen. 

We have another movie that shows you the basics of how to use this Navigator menu.

Expand the RPA heading, point to “Recruit/Fill”.
Once I’m at the navigator, I’m going to expand the RPA section of the menu.

There’s the recruit/fill that I would use if I wanted to re-fill a vacant job. 

Double click Federal Position, and open Establish.

Point to “waiting” bar in lower right.
Since I want to establish a new position and fill it, I will use the Federal Position – Establish RPA.

Notice the bar that travels back and forth whenever we are waiting for something, similar to an hourglass.

Point to white fields, point to Part A heading.
Here’s the request for personnel action.  The white fields are the ones we can enter information in – but just because a field is white doesn’t mean we HAVE to use it.  Follow the Desk guide – for this action, we need to fill in Part A only.

Type “wert” (tab) in the “for add’l info” block, and select from the list.
Be sure to include the POC information in the Requesting Office area. This data field does not allow you to just type, you have to select a name from the database, so I’m entering part of the last name and pushing Tab.

Enter a phone number (410-555-1212)
Be sure to include the phone number if it is not automatically entered.  This will be very important if there are any questions as this RPA is routed and processed.

· Click the LOV for requested eff date

· Cancel

· Click ASAP
Add a requested effective date – when do you need this job filled? – or use the ASAP block (one or the other).  

Add the Reqsting Offcl name.
Assuming that you are the requesting official, add your name as the requesting official.  Usually you can populate this block by just pushing the list-of-values button.  

· Although I have “permission” to authorize actions (since the authorizing block is white), normally, the requesting official and authorizing official are not the same person – the authorizing official is a manager at a level above the requester – so I’m going to leave this block blank.

Point to employee name area.

· Point to Recruit/Fill.

· Point to “Change Family” button.
As you can see, you cannot add an employee name in this type of RPA.  

· This is because you are requesting a staffing action and don’t know who will be selected to fill this position until the CPOC has done their work and you have selected someone from a properly constructed certificate.  

· Once a selection is made, the CPOC will change this recruit action to the appropriate type of action – perhaps an appointment, maybe a promotion, whatever, and will add the name of the person selected.

Point to page tabs.
There are other pages that make up the RPA, but after completing the requesting office area, we are done with the RPA.  Most of the information needed to work this action will be provided on the Gatekeeper checklist.

Click the Save icon.

· Click Yes on the decision window

· Click OK on the routing window.
We can now save the RPA to our inbox, and we begin that process by clicking the Save icon.  This displays the routing decision window, to which I respond, Yes, I want to route the action – to my inbox in this case.  Saving to my inbox is the default selection on the routing window, so I just click OK.

We need to save to our inbox for two reasons:

· 1 – in order to access the corresponding gatekeeper checklist for this RPA, it must be in our inbox.

· 2 – if the RPA is not saved in our inbox, we will not be able to track or access it after we route it to someone else.

Click OK on the RPA number window.

· Close the blank RPA.

· Collapse the RPA entries on the navigator.
The system will generate an RPA number during this initial “save” process. 

· I close the RPA number window by clicking <OK>, and then close the blank RPA to return to the Navigator. 

· I’m also closing the RPA section of the navigator.

End of First Segment
Completing the Gatekeeper Checklist
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(intro)
Once my RPA has been saved and is in my inbox, I can now return to ART and work on the gatekeeper checklist.  I’m keeping DCPDS open and I am still logged on, because I’ll be coming right back when I’m done with the checklist.  

Click Gatekeeper, then select Gatekeeper Mgr on the sub-menu.
To get back to ART, I click the Army Regional Tools button on the taskbar.  Now I can start the Gatekeeper application.  

· Click on Gatekeeper, and a subordinate menu will display.  

· Select Gatekeeper Checklist – MGR.

Point to the type of action and the RPA number blocks.

· Select the Posn Est RPA, then the “fill out checklist” button.
You will be able to access a checklist for any RPA that is currently in your inbox.  At this time I only have two – one recruit/fill that I started earlier, and the position establish I just saved.  I click on the button next to the desired RPA, then click the Fill Out Checklist button.

· Not every type of personnel action has a checklist, but most of them do – some actions are so straightforward that the RPA provides all the information needed (the Desk Guide tells you what actions don’t have checklists).  

Point to the question at the top of the screen, then point to CHRA, then click View Org Cleartext.
The first thing you are asked is to identify the organizational location of the position that is being filled.

· If I had access to more than one organization they would be displayed here and I could see them by CPAC, command, or UIC.  

· Since I just have the one, I just click the <View Org Cleartext> button.

Click on the Organization Code button
Then I click on the org code of the actual org segment where the position is located, which displays an organizational table (once again, if I had access to more orgs, they would all be listed here and I would click on the one I wanted).

Point to the instructions, and then scroll down the table, ending at the blue “new position” line at the bottom.
What I’m looking at is a table of the positions that currently exist in the org segment that I have selected.  The instructions are pretty straight-forward:

· Yellow positions are vacant (established positions, probably formerly occupied).

· Green positions are encumbered.  You can select one of these for a recruit if the employee is going to resign or retire but hasn’t yet left the rolls.

· A blue position is selected if you are creating a brand new position for this organization.

Point to a vacant position, then click on new position and click the Submit button.
If I were re-filling a vacant position, I’d select that position, then click on “Submit Position Fill.”  I’m going to use the new position option.

Point to the Supplemental Position Data title.
The next piece of the gatekeeper checklist displays.  

· The checklist for a position establish action is by far the longest and most complex of all the checklists.  It has 4 parts, or modules, the first of which we just completed (identifying the position’s organizational location).

· Other personnel actions are quite routine and may only require one or two pieces of additional information.  For instance, the checklist for an award action only asks for the type of award and the amount.

Click on help button, then close the help window.
There’s a help button that will give you definitions of some of the terms that are used in the checklist.

Point to questions as discussed.  Enter a position number (from FASCLASS), title, series, and grade.
What it’s asking for here is all the information that is needed to create a position record in the DCDPS database. 

· The checklist assumes that you have already selected a position out of the FASCLASS database and know the number of that position.  

· Also you need to enter the title of the position, and the occupational series and grade.

Click some yes/no buttons and drop-down lists to show how the checklist works.
You then continue going through this list of questions, answering each yes or no or using the drop down lists to make your selections. 

For the checklist to be “complete,” you do have to respond to each question.  If you don’t know the answer to every question, do your best to find out from other people in your organization, or from your servicing CPAC.

Click on go to next module button.
When you’re done with this module, you have a choice of saving and returning to the gatekeeper inbox, or saving and going on to the next module.  We’re going ahead.

Point to “recruitment” section of heading, then point to POC and Sel Offcl questions.
It starts by telling us that the information so far is saved, then it asks who the POC is and who the selecting official is.  It also asks for the AKO email address of the selecting official, which is used to get Resumix output.

Click drop-down on type of recruitment, select permanent
The next question is what type of position you are recruiting for – in this case we’ll say permanent.

Point to “what is your recruitment strategy?”.
Then it asks if you have any particular recruitment strategies in mind or know of any candidates who should be considered.  If you have any input on this, be sure to include it since it will assist the Staffing Specialist in trying to find the right candidates for your job.

Point to several of the recruitment questions
The rest of the questions in this section are used to provide information for a vacancy annct or to specify any conditions of employment.  They work the same as the position module that we just looked at.

Scroll to the comments block, click “Yes,” and type a comment.
This checklist, and all checklists, have a place where you can add comments.  

· This comment block is the preferred way of including a note or remark with your RPA – better than using the RPA notepad or the remarks section on page 4 of the RPA.

Click on the save and continue button
I continue on to the 4th and last module of this checklist.

Point to “RM” in heading, then point to “no questions” under manager heading.
The is the RM portion.  Although this is identified as the RM section, the manager can fill this out depending on how your activity operates.  The checklist asks if you are going to send this RPA to an RM office or not.  If not, you can answer the RM questions yourself by clicking the RM button.

Click on RM portion, and point to the RM questions.
These are questions of particular interest to resource managers:  do you want to change the TDA info, etc.  

Click on Save and go to inbox button
My only option now is to save and go to the gatekeeper inbox (this is the gatekeeper inbox that we used to access the checklist initially).

Point to Status link.
To see what sections of this checklist have been completed, use the Status link in the inbox.  (This is of more value to people who receive this action as it’s being routed around – they can tell quickly if certain parts of the checklist have been completed.)

Click on return to ART.
OK, we’re done with the checklist.  I’m going to go back to the ART main menu.

Returning to DCPDS
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Restore DCPDS.
At this point, we can “restore” DCPDS by clicking on its icon on the taskbar.   

· This brings us right back where we left off.

Point to Civilian Inbox and Workflow Inbox.  
We are now ready to route this RPA to the next person.  We start this by opening our DCPDS inbox and retrieving the RPA that we have created.  There are actually two inboxes available and you can use either one (we have another movie on the inbox). 

Open Workflow inbox
I’m going to use the workflow inbox.  

Select the Posn Estab RPA
Then I select the action I just initiated and click on it’s subject.

Scroll down and click the Response icon.
When the notification window displays, I scroll down and click the Response icon.  

Click save, select Yes on the decision window.
When the action displays, I can begin the routing process – again, this is started with the Save icon.  

· Keep in mind that once I route this action to someone else, it is no longer in my inbox so I no longer have access to that checklist – the recipient now has it.

· Routing an RPA is the subject of another movie so I’m not going to cover it here.

That’s it, thanks for watching!
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