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Computer Training Video:

RPA ROUTING 

	Objective and audience
	This movie shows how to route an RPA to another user and how to act on an RPA sent to you.  

This is for all DCPDS users who use the RPA.

It covers:

· Typical routing of an RPA.

· Saving an RPA in your inbox.

· Opening an RPA from the inbox.

· Reviewing an RPA.

· Routing window options.

Prerequisites:  ART/DCPDS Logon, Workflow Inbox, RPA and Gatekeeper (recommended), RPA printing (recommended).


	Setup
	Setup requirements:

· A DCPDS account with a “manager” responsibility (ne.greg.wert/mgr).

· User should have 2 or more actions in the inbox, including one that will be routed.

· Have a groupbox identified for example.

· Have another user identified for routing the action.

Begin recording with an initiated RPA open on the screen, ready to route. 


SCRIPT

Accessing the RPA in the Inbox

	Action
	Script

	(intro)
	This movie will show you how to route an RPA (reqst for pers action) to another user, and how to act on an RPA when you receive one from another user.

· Typically, a RPA is initiated by a first line supervisor (or someone designated), then sent to one or more management officials within the activity for approval by the person who can authorize the action 

· During this process, the RPA is also often routed to a Resource Management office for budget or manpower reviews and concurrences.

· Once the action has cleared the necessary people at the activity, it is forwarded to the CPOC for action.  

· Depending on the type of action, the RPA may be routed to a large number of people as it is being worked.

	Point to “navigator” and “MGR” on the title bar.
	I’m starting out with an RPA on my screen as if I were a first-line supervisor who has created an RPA and am now ready to route it to the next person who needs to see it.  I have already saved this to my inbox, completed the gatekeeper checklist, re-opened the RPA, and printed a hard copy. 

	Point to the authorizing official blank.
	· If your role is one of responding to an RPA that has been sent to you from someone else, you follow the same routing process that I am about to demonstrate.

· You might need to review it and maybe add something before routing.  For instance, if I were the authorizing official, I would need to add my name in the appropriate block.

· Also, and this is important – while the action is in your inbox, you can access the gatekeeper checklist.  So if the initiator has created a checklist, this is your chance to review that, also.  Once you route the action to someone else, you will no longer have access to the checklist.

	Click the save icon.
	Now we’re ready to route the RPA.  To begin the routing process, click the save icon.

	Point to each selection on the decision window, then click Yes.
	The save process always begins with the decision window, which asks if I want to route the action now.  

· I can cancel (to return to the RPA without doing anything), 

· Or respond No, which saves the RPA but doesn’t route it anywhere.  

· Normally, I will respond Yes.


The Routing Window

	Action
	Script

	Point to Save and hold.
	Now I’m at the actual routing window.  The default selection is always, Save and Hold in Personal Inbox.  I have already done that.

	Point to each option as discussed
	I have several other selections to choose from:

· Select Routing List is not generally being used in most Army regions.

· Select Person is the most commonly used option.  We’ll get back to that in a moment.

	Click on Select Groupbox.
	Let’s talk about the groupbox for a moment.

· A groupbox is simply an inbox that is shared by a number of users.  Typically, they are found in the CPOCs.  

· Usually, the last person to review an RPA at an activity will end up routing the RPA to a CPOC groupbox.  

· If you’re not sure who should be receiving the RPA, contact your servicing CPAC for help. 

	Type “X” to jump to the XYZ groupboxes.  
	All groupboxes that are used at the CPOC to receive personnel actions begin with the letters XYZ.  

· This makes it VERY easy to “jump” to the CPOC part of the list of groupboxes – all you do is type the letter X on your keyboard.  

· Then you can scroll through to find the appropriate CPOC groupbox.

	Type %Myer% in the find block, then click the <Find> button.
	I can also use the Find area if I want to search for part of a name.  For instance, “Myer” for Ft Myer actions.  

· Notice that I include a percent sign before and after the text I’m looking for, and I use the Find button to actually execute the query.

	Click Cancel
	We’re not going to route this action to a groupbox so will cancel.


Routing to Another Person

	Action
	Script

	Click on Select Person.

· When list displays, point to count at bottom.
	Let’s take a look at the Select Person option now.  When I click on this option, it brings up a table of all the Army DCPDS users – more than 18,000.  

	Point to first letter of User ID column.
	If you know the user ID of the person to whom the RPA is to be routed, the fastest way to narrow down this list is to type the first letter(s) of that user ID.  

· Since the DCDPS user ID is based on the AKO account, this will normally be the first letter of the person’s first name.  

	Type “G”, point to number of items.

· Type “R”.
	In my case, I’m going to route this action to greg wert, so I type the letter “g”.  See how the list narrows down to users whose first letter is G?  

· To continue narrowing, I type the next letter (R).  This gets me very quickly to the neighborhood where I want to be…

· There’s the user ID I’m looking for, but before I select it, let me show you another way to find this user…

	Backspace twice.
	To restore the list, you can backspace to back out the letters you have typed.  I’ve typed two letters, if I backspace twice I’m back to the original list.

	Point to find block, and then point to all the info in a line.
	If you don’t know the user ID of the person to whom you want to send the RPA, you can use the “Find” block.  For instance, we might want to search by last name.

	Click in the find block, type WERT%.
	To use the Find block to located embedded text, click in the block BEHIND the percent sign, which is a wild card.  Then type in the string of text you are looking for – in my case, I’ll look for WERT.  Follow your entry with another wild card.

	Click find button.
	Click the Find button once you’ve constructed your entry.

	Click on Greg Wert from the list.
	There’s the name I’m looking for.  Once you locate the person (no matter which method you use), be sure to click on it to select it, then click the OK button.  

	Point to Wert’s name next to “Select Person”
	Greg Wert is now the selected recipient, and I click OK on the routing window to route this action to him.

	Open the Notifications window for this RPA and then return to worklist.
	Now the RPA is gone.  When I return to the RPA notification window and click on “return to worklist” to get back to the inbox, the action will no longer be there.


Thanks for watching!
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