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MDCPDS TRAINING MODULE

ACCESSING RECORDS

Lesson Plan

Purpose
This lesson plan covers accessing employee and position records in modern DCPDS. 

Target audience
This training is intended for the following audiences:

· CPOC staffs.

· CPAC staffs.

· Personnel coordinators and liaisons and other frequent end-users (super users).

This module is not recommended for infrequent end users (e.g., first line supervisors or managers who only access modern DCPDS occasionally).

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

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

· Know how to retrieve an individual employee record from the database.

· Know how to retrieve an individual position record from the database.

· Know where to look to find a specific piece of information about an employee or position.

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

· Fundamentals (logging on, navigating, and exiting) (Fundamentals LP.doc).

Related training
The following modules provide related information:

· Lists and Reports covers additional methods of retrieving information in modern DCPDS (Lists and Reports LP.doc)

· CSU Application provides another way of finding information about individual employees, and of running standard reports.  The CSU Application lesson is recommended for all end users (CSU Appl LP.doc).

· The Direct Data Update lesson shows CPOC audiences how to update non-SF50 personnel information in the employee’s record (Direct Data Update LP.doc). Various other lessons show how to update records that require an SF50.

· The Position Update lesson shows CPOC audiences how to update position information in the database (Position Update LP.doc).

Synopsis of lesson
This module contains the following:  

· Instructor demonstration (participants follow along).

· A PowerPoint slide show is provided as a contingency (Accessing Records backup.ppt).

Estimated time
This module takes approximately 40 minutes to complete. 

Reference materials
The following references are applicable to this module:

· Modern DCPDS User Guide (Aug 99)

· Module 1, chapter 5 (updating/viewing employee records).

· Module 2, chapter 2 (querying a position).

· Modern DCPDS Desk Guide (Nov 00), “Retrieving Information” section.

Handouts
The following handouts should be provided to each student: 

· Desk Guide for CPAC and non-personnelist audiences.

· User Guide for CPOC audiences (appropriate sections based on their functional areas).

Classroom setup
This module requires the following:

· A computer classroom with workstations that have access to the modern DCPDS training database at CPOCMA through the CPOCMA Metaframe server using a Citrix client (or an Oracle client).

· An instructor workstation with the same connectivity plus a hook up to a data projector and the capability of running Microsoft PowerPoint 97.

· Access to a printer – know the printer name.

· Butcher block paper and/or whyteboard.

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

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

· CIVDOD PERSONNELIST (CPOC audience) or

· CSU (secure user) (CPAC audience)

· SUPV (secure user) (end user audience)

· User ID and password for the instructor, same responsibilities.

· Important:  Instructors should run through the lesson plan and have employee(s) and position(s) identified ahead of time – with a user ID from the same set of user IDs your class will be using – for use in various parts of the lesson.  For example, when doing a “Find” for an employee name, you want to find one that has several matching people.  This will vary depending on what user IDs you are using. 

Notes to instructor
In the instructional module, the following format conventions are used:

· Actions that you are to perform are shown in bold (e.g., Click the <OK> button.)  Buttons that you are to click are shown in angle brackets.  Successive steps are both bulleted and in bold type.

· Points that you are to share with the class are so indicated, and are bulleted.

· Additional notes to the instructor are shown in italics (e.g., Make sure all students are successfully logged on before proceeding.)

· Underlined spaces are used to indicate items that you need to know in advance (e.g., Retrieve position number __________).  Hint:  fill these out in your copy of this lesson plan before you teach this module – and check to make sure the item works.

Instructional Module: Retrieving Employee Records

Purpose
This portion of the module covers the following:

· Retrieving an individual employee’s record.

· Exploring what kind of data is available in a person’s record and how it is arranged.

Background
Provide the following background information to the class:

· This lesson shows various ways of getting information out of modern DCPDS; in this segment, we’ll start with retrieving an individual employee record and see what kind of data is available in a person’s record and how it is arranged.  

· Subsequent segments will deal with retrieving a position record, and how to locate a specific piece of data in either an employee or position record.

· A separate lesson (Lists and Reports) shows how to retrieve information on a number of employees or positions at once.

· Valuable information about retrieving employee information is contained in the User’s Guide in Module 1, Chapter 5 and the Desk Guide (“Retrieving Information” section).

Privacy Act
Share the following with the class:

This lesson uses the CPOCMA training database.  Although this is not a “live” database, it contains records of actual employees.  Data and information in this database is “For Official Use Only,” and is to be handled the same as you would handle information retrieved from your own region’s database.   

· For end user training, user IDs are restricted to “sanitized” segments of this training database.

Log on
Log on to MDCPDS using the appropriate role (CIVDOD PERSONNELIST, CSU (secure user), or SUPV (secure user)).  Students are to follow along.

· Point out: the same capabilities that we are about to use are available to most other responsibilities in modern DCPDS.  However, we are not including this module in end user sessions for managers and supervisors; rather, we are showing them how to find information using the CSU Application, which is more familiar to users of the PPI Suite / Regional Application.

Accessing an employee record
On the Navigator menu, select People ( Enter and Maintain.  The “People” window displays, with the “Find Person” window open on top.

Point out:

· The People screen is the starting point for viewing information about a specific employee. 

· The “Find Person” window always opens on top, so you can enter any identifying information about the record you want to retrieve.

· You also have the option here of creating a new employee record (using the <New> button).  This is done at the CPOCs.  

· Just for your information, in real life, most new employee records will be created using Resumix.  Also, you don’t directly “create” an employee record – no matter how you get the data (via Resumix or by entering it directly into the People screen) – you must always begin by creating an “Applicant” record.

Instructor note: advance preparation
Prepare ahead for this segment.  

· Before instructing this class, locate an employee name that will bring up more than one matching entry in the training database if possible.  The records that you will be able to access vary between different sets of user IDs used in training classes.  User IDs for CPAC and end user classes have a much more restricted access to records than do CPOC user IDs.  Use a user ID from the same set that you will be using in the class to select the name.

· If using a CPAC or end user ID, you can look at all the names to which you have access by entering a “%” in the Find Person window.

· If there are no duplicate names, you can use part of a name, or even just the first letter. 

· Another hint: when selecting an employee record, pick one whose employee number is under 7000.  These reflect actual employee records from the Pacific database and will therefore have more realistic information.  Employee numbers above 7000 are most likely records that have been added during other training classes and therefore may not be complete.

Using the Find Person window
The “Find Person” window is user friendly:

· All you need to do is enter some or all of the employee’s last name in the “Full Name” field, then push <Enter> or <Tab>.  

· This function is NOT case sensitive, so you can enter SMITH (all caps) or Smith (mixed case) or smith (lower case).

· You do NOT need to use a percent sign (like you would do if you were running a query).

· Full names consist of last name <comma>, first name, and middle initial(s).  For retrieval purposes, it’s easier and more reliable to just use the last name.

· To query for all the records to which you have access, just enter a “%” (percent sign) in the name block (not recommended for CPOC users who have access to all the records in the database).

· You can use the other fields to search by other keys (e.g., SSAN), but for most purposes the name is used in modern DCPDS.  You do NOT need to know an employee’s SSAN in order to display their record in modern.

Type in part of the last name of the employee record that you are going to view, and push <Enter>, e.g., “smith”.   Name (or part of name) to use for training:  _____________.

Select Person window 
If there is more than one name that matches the letters you entered, you will get a list of matching names from which to select.  Notice the other information that is provided on this list: 

· The “number” is a system-assigned number that we don’t use.

· The “type” tells if the record is for an employee, applicant, or ex-employee.

· If there is only one record that matches, it will immediately display on the “People” window.

Click on the record of the employee you want to select and click <OK> or push <Enter>.  Make sure it’s an employee, not an applicant.  The full name will populate. Press <Find> to display the record.  The selected record will display on the People window.

Features of the People window
The “People” window is the starting point for finding any stored information about an employee.  Note the following on this screen:

· The People window only provides very basic information – name, SSAN, type of record (employee, applicant, ex-employee, external user), etc.

· Much more information is accessed via the “taskflow” buttons at the bottom of the window.

Address button
Click on the <Address> button.

· This button displays the employee’s home address.

· The address data comes from DFAS so personnel does not need to keep this updated (if you do update it, it will be overwritten by DFAS data).

· You can actually have a number of different addresses stored.

Close the address window.

Assignment button
Click on the <Assignment> button.

· This is a KEY screen.  It identifies the employee’s position.  If you want to look up some position data about an employee (other than what is here), you will come here first to get the position number, then go to the position window and use the position number to retrieve the position record.

· One easy way to do this is to highlight the entire position number field, and copy it (Ctrl-C or Edit-copy from the menu), then paste that number into the position screen to run a query (we’ll do this later).  Alternatively, the position sequence number provides a unique position identifier that can be used to retrieve a position record.

· Clicking on the <Entries> button, provides access to view a large amount of information (we will do that in a moment).

· This is the screen where an employee’s nonmonetary awards and other types of changes not requiring an SF50 (TSP, etc.) will be updated.

Information on the Assignment screen
Point out the following on the Assignment screen:

· “Organization” contains the clear text of the organization as well as the UIC. You may have to scroll in this field to see the whole thing – or use the Edit Field icon on the toolbar to display the whole field (this is the icon that looks like a pencil writing on a piece of paper) (demonstrate).

· “Job” is the series and series title. (This is not the job title!)

· “Position” is a key field.  It is comprised of 5 elements (tell the class that they may have to use the Edit Field button to view all of this entry, or click in this field and scroll):

· Position number.  This is comparable to the “root” CPCN in legacy.  

· Title.  Should be in ALL CAPS.

· Sequence number.  This is system-assigned so is not the same as the “shred” in legacy.  It is a unique position identifier.

· Agency and Command (Ex: ARPC).

· Type of position: appropriated, military, external, NAF or LN (eventually).

Have the students write down the first three pieces of the position number (number, title, and sequence number) from the “Position” block for the employee they are using; we will use this information to retrieve the position record shortly.  Make sure they use the right case when recording this information.

· Number: ___________  Title:  _________________  Seq: _________

Entries button
Click on the <Entries> button from the Assignment window.

· This screen contains a lot of pay-related information. 

· If you have the appropriate permissions (personnelist), you can update some of this information here (e.g., health benefits, TSP) – anything that does not require an SF50.

· To see details for any of the entries on this list, click the entry and then click the <Entry Values> button.  (Health Benefits is a good one to use.)

· Close the Entry Values window.

· Click the <Assignment> button to return to the Assignment window.

Assignment extra information
From the Assignment window you can access additional information related to the employee’s assignment. 

· Click the <Others> button at the bottom of the Assignment window.

· Select “Extra Information” and click <OK>.

· The top part of this window contains a variety of “headings,” each with an associated window of information.  You can scroll through this window to see more headings.  

· To view information, select the heading (click anywhere on the heading line), then click in the “details” area.  You will see some of the information (if there is any) on the details line.

· Click on the line reading “Assignment NTE dates,” then click on the bottom line (the “Details” area) to display the window.  Point out that this particular window contains a variety of NTE dates pertaining to the assignment.

· Close the window by clicking the <OK> button.

· Scroll down to the last item in the list at the top of the screen (“US Government Assignment SF52”).  Click on that line, then click in the “Details” line to view the actual data.  This window shows the employee’s step, pay rate determinant, and other information.

· Close the window (with the <OK> button), then point out how the data that shows in the details area is the same as the data on the window, just “mashed together” and separated by periods.  These are called DDFs (Developer’s Descriptive Flexfields), or just Flexfields, and you will see them quite often in modern DCPDS.

· Close the Extra Information window to return to the Person window.

Extra information button
Click on the <Extra Information> button.

· Just like the last “extra information” window we looked at, the top part of this window contains a variety of “headings.”  In this case, there are a lot more – and note, it scrolls slowly.  

· Follow the same steps to view information here: select the heading (click anywhere on the heading line), then click in the “details” area.

· Information that is stored in this Extra Information area is information that is entered into an employee’s record one time. If it is updated, the information is replaced by the new value. Examples include appointment type, pay rate determinant, veteran’s preference.

· Scroll down and click on “Army Additional Information”, then click on the bottom line (the “Details” area) to display the window.  

· Close the window by clicking the <OK> button (the “X” in the corner of the window does not work on these screens).

· Allow the class a few minutes to scroll through the list and examine some of the entries.

Querying for extra information
· If you know the name, or part of the name, of the heading that you want to display, the quickest way to get to it is to do a query (much faster than scrolling).  The query is case sensitive.

· Click in the heading area at the top of the screen, then push [F7] to begin a query; type in “US Gov%” and push [F8]. 

· Click on “US Government Person Group 1” (or “Group 2” if your class is using the secure user ID) and then click on the “Details” line to display this information.  

· If necessary, use the maximize button to display the full window.  Show how to move the window around, use the scroll bars, etc., to see all the information.

· Close both windows to return to the People screen.

Special Information
Click on the <Special Info> button.

· This screen also contains a lot of information.  Items here, however, are items that often occur more than once in an employee’s record.  

· These are comparable to what were called “multiple occurring DINs” in legacy DCPDS.  

· Examples:  education (an employee may have more than one degree), training courses completed, performance appraisals, details, etc.

· This window works similar to the Extra Information window. The top part of this window contains a variety of “headings,” each with associated information in the details area at the bottom – note that there are several details lines for each heading (since there may be more than one entry per record).  You can scroll through this window to see more headings (there are a lot of them). 

· Notice the box “Information exists.”  This tells you if there is any data for a particular heading (some are applicable to many employees).

· Scroll down and click on the line labeled “Completed Training,” then click in the “date” block of the top line in the “Details” area, then click in the “detail” area of the top line to open the window.  (You can still display the window even if there is no information there.)  

· Enlarge the window by dragging it, or use the “maximize” button.

· Close the window.

Querying for special information
· Just as with the “Extra Information” window, you can query to find a specific heading.

· A handy technique on this window is to run a query to display only those headings that have information associated with them:

· Click on one of the headings at the top of the window.

· Push [F7] to start a query.

· Click on the “Information exists” button to turn it on but don’t enter any other query criteria.

· Push [F8] to run the query.  Note that only those headings that have associated information will now display.

· Close the window to return to the People screen.

Others button
Click on the <Others> button. 

· This opens the “Navigation Options” window.  

· There is very little information here that we use, with the exception of “Finance Information.”  

· Click on “Finance Information.” 

· Once the window opens, you will see that it is similar to the “Special Information” window.

· This information comes from payroll as part of the reverse payroll interface.  It is read-only information.  If this were a live database it would be accumulating information each pay period.

· Click on any of the entries, then click in the “Details” area for that entry. Click a second time in “Details” for the DDF.

· Click <OK> to close the details window (the close window button does not work here). 

· Close the window to return to the People screen.

Validate button
This button is not used.

Retrieving another record
If you want to retrieve another employee’s record, you can do so easily:

· Click the <Find> icon (the flashlight) to display the “Find Person” screen.

· Click the <Clear> button and enter a new last name (e.g., “jones”), then push <Enter>.

· Select someone at random from the list of “Joneses.”  

· Close the People window to return to the navigator screen.

Instructional Module: Retrieving Position Records

Background
Provide the following background information to the class:

· In this segment, we will see how to retrieve a position record.  

· Just like in legacy DCPDS, the position record is distinct from the employee record.

· The “Assignment” screen, which we saw from the “People” screen, provides the information that “links” the employee and the position.  

Accessing the position screen
From the navigator, select Work Structures ( Position ( Description.  Students are to follow along.  (Note: the Position screen can take a few moments to open depending on the user’s access. Be patient and do not click again!)

Point out the following:

· This is the basic “position” screen, similar to the “Person” screen.

· If you need to access this screen often (e.g., classifiers), this is a good one to add to your top ten list, since it is “buried” a couple of levels deep on the navigator menu.

Querying for a position
To retrieve a position record, use the Query function.

· Push the [F7] key (or use the menu:  Query ( Enter).  

· Click in the “Name” field (this refers to the name of the position).

· Enter the position number followed by a percent sign (%) using the position number you wrote down earlier, e.g., 
_(number)__ . _(title)______ . _(seq no)__ % 
· Push the [F8] key (or use the menu:  Query ( Run).

The position name
Remember, the position name is actually comprised of five different elements:

· Position number.

· Title (always in upper case).

· Sequence number (this is system-assigned, not the same as the “shred” used in legacy DCPDS).  Once again, it is a unique identifier.

· Agency group (agency and major command).

· Position type (appropriated, nonappropriated,).

· You can build a query using any or all of these elements.  

· The percent sign is used as a wild card.

· Separate each element with a period (this is a “place holder”).

Write examples on the board:

%.SUPPLY TECHNICIAN% to find positions with this title.

%.%.%.ARPC.% to find positions in the Pacific command.

· Demonstrate by running another query by position title (e.g., secretaries) on the position screen:
· [F7] %.SECRETARY% [F8].

Retrieving multiple positions
If you run a position query using the position number, or the position title, you may get more than just one record.  

· If there is more than one position that meets your query criteria, there will be a down-arrow in the message area at the bottom of the screen.  Point this arrow out to the class.

· To see any of these additional position records, use the PgDn or down arrow key to “page” through these additional records.

Demonstrate how to “page” up and down through multiple records (using “Secretary” as an example), and point out the arrows and counter in the message area of the screen as you do this.

Position query shortcuts
The quickest and most direct way to retrieve a position record is to retrieve by sequence number, since this is a unique identifier.

· Push the [F7] key to begin a query. 

· Click in the “Name” field.
· Type “..(seq no)” [period–period–sequence number], then push the [F8] key.  (Sequence number for training: ________________.)

· This format will retrieve only the one position you are looking for – it will not retrieve any other positions even if they have a similar sequence number (e.g., if the position sequence number is 370, this query will not retrieve positions with sequence numbers like 3700, 3701, etc. 

· You can also use “%.%.sequence number” to retrieve by sequence number, but this method may retrieve more than one position record.

Features of the position screen
Point out the following on the position screen:

· Once again, the “name” field refers to the name of the position and is comprised of five components (discussed above).  

· Type of position is the last component of the position name – most positions will be “appropriated” positions (APPR).  

· Other types include NAF, LN, external (EXT), and military (MIL).  

· External positions are “dummy” positions for a person who’s name has been added to the database but who is not really an employee.  Used to give access to people outside the region, e.g., the staff of the Army Benefits Center at Ft Riley who will need to be able to access everyone’s record Army-wide.  

· Organization is the name of the parent organization and includes the UIC.

· Location is the GSA geographic location code.

· Job is the occupational series and occupational title.

Click on the flexfield to the right of the “Status” field to open the “additional position details” window.  Use the maximize button to display the entire window.  Point out the type of data, then close the window.

Position taskflow buttons
The buttons at the bottom provide more information about the position (demonstrate as you describe each):

· The <Reporting To> button is not being used (data may be out of date).

· The <Occupancy> button tells you the name of the current incumbent, if any (and eventually will show former incumbents as data grows).  It also gives you access to the “People” record for that employee (close the window).

· The <Event History> window keeps a record of any changes made to the position after it is created (close the window).

· <Quick Copy> allows you to make duplicates of a position (up to 5 at once), similar to a “fast copy” in legacy (close the window).

· Do not demo this one:  The <Validate> button is used to “validate” a newly-built position (runs it through the various edit checks).

Other position information
Other position information is found under the <Others> button.

Click the <Others> button, then select “Army Appropriated Fund.”

These flexfields work similar to the “Extra Information” window accessed on the People screen – you click on the “subject” line from the top, then click in the details area at the bottom of the screen to display the corresponding window.  The difference is there are not as many selections here – (no scrolling required since you can view the whole list on one screen).  
Click on “US Government Position Group 1,” (select a different DDF for non-personnelist users since they don’t have this DDF) then click in the Details area.  Re-size (maximize) the window.  Close the window when done. Allow the group to browse around on this screen for a few moments. Close the Position window and return to the navigator

Finding an employee’s position
One way to retrieve an employee’s position record (if you don’t know the position number) is as follows (mentioned earlier) – without having to write down the position name information:

· Select People ( Enter and Maintain.

· On the “Find Person” window, enter the last name (or part of it) – you can use the same name as in the last segment. (Ex: ___________)

· On the People window, click on the <Assignment> button.

· On the Assignment window, click in the position name field, then click the Edit Field button on the toolbar, and then highlight (“select”) the “Position Name” data in the “Editor” window. 

· Push Ctrl-C (or Edit ( Copy from the menu) to store the position name.

· Close the Edit Field window, the Assignment window, and the People window to return to the Navigator.

· Open the Position window (Work Structures ( Position ( Description, or select from the top ten list if you’ve added it there).

· Push F7 to enter a query.

· Put your cursor in the Name field and push Ctrl-V (or Edit ( Paste from the menu).

· Push F8 to run the query.
Close the position window to return to the navigator.

Instructional Module:  Data Element Locator

Finding a specific data element
With all these different windows and headings and flexfields, how do you know where to look to find a specific piece of data?  

· As you work with the system, you will begin to get to know where data is stored.

· In the meantime, you can also use the “Data Element Locator” tool.  This tool lists all the data elements in modern DCPDS in alphabetical order and tells you how to navigate to find them. 

Accessing the data element locator
· Open your Internet browser.  This is a demo only (if everyone tries to do this it will get very slow).  

· Browse to http://www.cpocma.army.mil/mdcpds/tools/data.htm (write this address on the board), or start at www.cpol.army.mil and selecting the following choices at the respective screens:

· Modernization ( Training Materials ( Tools (point out that there are other locators, one for the CSU Application and one for accessing data elements through the RPA) ( Data Element Locator.

Using the data element locator
Point out the instructions at the top, and the hypertext alphabet.  Click on the letter “E” to jump to that part of the list.

· This tool provides two primary navigation paths:  one for person data and one for position data.   The way you begin to navigate is determined by this distinction (via People or Work Structures on the navigator).

· Point out the entry for education, which tells you that this is person data and you access it under Special Info ( Education.  

· Further down the list, “Emergency Essential” tells you that it is position data, so you will access it from the position screen.

Minimize the browser.  Point out that if you are going to use the tool again, it is easier to leave it minimized for easier, faster access next time.

Exercise
If time allows, have the students work on the exercise included with this lesson.  Once complete, review the answers with the class.

Preparation:  provide the name of the person that the students are to use for this exercise so that they will all come up with the same answers.  Make sure you pick an employee who is accessible to all the user IDs.  You should run through the exercise first and write down the answers. 

Summary and conclusion
In these instructional modules we have learned how to

· retrieve information from employee records, 

· retrieve information from position records, and

· use the data element locator tool to find data in modern DCPDS.

Any questions?  

Data Locator Exercise

Instructions
Locate and record (1) the navigation path to and (2) the current value of the following data elements using the record of  

___________________________________________ 

(name to be provided by instructor).

· You will need the employee’s position number in order to find any position-related data.

Data Element
Navigation Path
Value

Locality pay





Pay rate determinant





Rating of record





Academic Institution (name)



Date WGI due





Date of Birth





Step in Grade





:
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