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MDCPDS TRAINING MODULE

CSU APPLICATION

Lesson Plan

Purpose
This lesson plan covers the CSU (Civilian Servicing Unit) Application.  

Target audience
This training is intended for the following audiences:

· All modern DCPDS users who will be accessing the CSU Application.

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

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

· Log on to the CSU Application.

· Retrieve and view individual employee records.

· Run queries to find employees who meet specific criteria.

· Run standard reports using the CSU Application.

· Obtain a productivity report (CPOC audiences only).

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

· Modern DCPDS overview (recommended).

Related training
The following modules provide related information:

· Accessing records (shows how to retrieve employee and position data in modern DCPDS).

· Lists and reports (shows how to run standard reports in modern DCPDS).

Synopsis of lesson
Two different approaches to the CSU Application are required.  

1. A PowerPoint briefing is to be used to show end users how the CSU Application works.  

2. A hands-on, instructor-led demonstration can be used for CPAC and CPOC audiences.  

This is because the CSU Application part of the training database at CPOCMA cannot be sanitized.  To allow end users access to this database, containing copies of actual employee records, would be a Privacy Act violation.  Two separate instructional modules are provided for these two approaches.

Estimated time
This module takes approximately 30-60 minutes to complete, depending on whether the hands-on or PowerPoint version is being presented.

Reference materials
The following references are applicable to this module:

· Modern DCPDS Desk Guide (Mar 00), pp. 101-120.

Handouts
The following handouts should be provided to each student:

· None.

Classroom setup
This module requires the following:

· For hands on sessions:

· A computer classroom with workstations that have access to the CSU Application at the CPOCMA training database using either Metaframe (Citrix client) or an Oracle client.

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

· For PowerPoint sessions:

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

Preparation
Prior to conducting this module, the following tasks need to be completed for hands-on sessions:

· Appropriate student and instructor user IDs and passwords need to be set up to access CSU Application.

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 – Slide Show Version

Purpose
This section is for end users who will not be given hands-on access to the CSU Application training database because of Privacy Act considerations.  (It can also be used to introduce the CSU Application to personnelists.)

Background
Provide the following background information to the class:

· The CSU Application provides employee data to managers and others who need information about the civilian workforce.  

· It is similar to REGIONAL APPLICATION in the PPI Suite.

· It is easy to use.

· The data in CSU Application is read-only, it cannot be changed.

· Although it is a separate application, its data comes from modern DCPDS; it is updated nightly.

· Since it is a separate application, it uses a separate logon and a separate icon to start it up.

Explain to the class that because the training version of the CSU Application contains actual employee records and cannot be sanitized (since it is read only), we are unable to provide hands-on access at this time.

Slide show
Run the PowerPoint slide show (file name:  CSU backup.ppt).  The slides contain notes and are self-explanatory.  

Note to instructor:  Print out the slide show using the Notes view.  Practice with the slide show and notes before presenting it to a group since it has a number of “animation” effects and you should be familiar with what is going to appear on the slides as you click.

Summary and conclusion
In this lesson we have reviewed the fundamentals of the CSU Application.  Stress that you can find more information in the Desk Guide.

Any questions?  

Instructional Module – Hands-On Version

Purpose
This section is for personnelists (CPOC and CPAC) who can be given hands-on access to the CSU Application training database.  

Background
Provide the following background information to the class:

· The CSU Application provides employee data to managers and others who need information about the civilian workforce.  

· It is similar to REGIONAL APPLICATION in the PPI Suite.

· It is easy to use.

· The data in CSU Application is read-only, it cannot be changed.

· Although it is a separate application, its data comes from modern DCPDS; it is updated nightly.

· Since it is a separate application, it uses a separate logon and a separate icon to start it up.

Explain to the class that because the training version of the CSU Application contains actual employee records and cannot be sanitized (since it is read only), we do not provide hands-on training outside of the civilian personnel community.  Students in this hands-on session need to be aware that the data they will be seeing, like data in the regular modern DCPDS training database, is covered by the Privacy Act and should be treated with appropriate confidentiality.

Log on
Double click on the CSU Application icon.

Log on to CSU Application.  Students are to follow along.

If given the option to log on as CPO or Manager, select CPO.

Make sure all students are logged on before continuing.
Point out the following:

· Unlike modern DCPDS, all users must have their own logon for this application (can’t have two students using the same logon).

· The “database” entry is required when logging on to CSU Appl.  It will vary from region to region.
· Supervisors and managers in the civilian personnel field will have two options when they log on—CPO or manager.  The former allows them to see all the records they have access to, the latter (Manager) restricts their view to only their employees.

Main menu
Point out the following on the  main menu:

· This is very similar to Regional Application.

· Missing buttons: 

· SF50 (no authentication of SF50s done in Modern).

· Org (org addresses are available in modern).

· Queries (statistical reports) not available.

· New Buttons:

·  Sys Admin

·  Password

·  Productivity

· We will cover the buttons separately.  

Click on the DISPLAYS button.

Display screens
Point out the following on the Displays screen:

· The display screens are divided into three general categories (human resource mgmt, civilian career brief/demo project, personnel processing), each with associated screens.

· Missing Screens

· SF50s (available through Oracle HR, or via a new SF50 application being developed by HQDA).

· Experience (Air Force “skill coding” information, no longer being used).

· New screens (demo projects):

· CCAS (acquisition and other demo projects)

· Army Demo (lab demos)

· Demo Appraisal (acquisition and other demo projects)

· China Lake – Navy

· NV Warfare – Navy

· NRL Demo – Navy 

The Basic screen
Click on the BASIC button.

Point out the following on the Basic screen:

· The basic screen is always a good starting point since it contains “basic” information about an employee.  

· The top of the screen contains basic identifying information which is displayed on all screens (name, SSAN, UIC, etc).

· Main part of the screen contains all the data fields; they are blank because we haven’t retrieved any records yet.

· Field names are in yellow; actual data will go in white blocks.

· Blue fields signify that either a table or additional, more specific information is available for that item.  

Click on pay data to show the window containing additional data.

Click on pay rate determinant to show the table.

Retrieving an employee record
We will now retrieve an employee record to populate the data fields on the screen.  

· Note that when we enter the screen, we are automatically in “enter query” mode – point out the message at the bottom of the window. 

· You can use any name that is likely to be in the database (Smith, Anderson, Williams, etc.).  

Click in the name block at the top of the screen, and type in part or all of the last name, FOLLOWED BY A PERCENT (%) SIGN.

Viewing the employee record
When the record displays, note how the data fields are now filled in.  

· Allow the class a moment to view some of the fields.  

· Also point out how the “tables” that were displayed behind some blue fields are now just the cleartext of the code for that employee (no longer displays the entire table).

·  “Count:  1” at the bottom of the screen means you are looking at the first record retrieved by your query (SMITH% will probably retrieve a large number of records).

· A down arrowhead next to the Count: 1 means there are more records.  Likewise the Next item on the top menu will be accessible if there are more records (“Previous” is not accessible because you are still looking at the first record, there are no previous records).

Demo:  To view additional records that have been retrieved (if any), use the down arrow or page down key on your keyboard. You can page through the selected records, up or down.  Note the count changing at the bottom of the screen as you do this.

Viewing other screens
· Click on the Screens menu, then select Personnel Processing, and Suspense to view the suspense screen.  Point out that this key screen indicates when NTE dates are coming due.

Also view the following screens:

· Screens ( Civilian Career Brief ( Training to view the employee’s training record.  To see more about a particular course, click the course, then the <History> button.

· Screens ( Human Resource Mgmt ( Leave to view the employee’s leave record.  This comes from DFAS during the reverse interface and is current as of the last pay period (not true in the training database, which is not connected to DFAS).

· Screens ( Human Resource Mgmt ( Resource to view the employee’s pay history. This comes from DFAS during the reverse interface and is current as of the last pay period (not true in the training database, which is not connected to DFAS).  Click on the blue fields to see more details.  Point out that this system will contain an entry (line) for each pay period, for at least a year’s worth of data.

Allow a few minutes for the class to independently look at any other screens.

Running a query
· You can query on any field to find out who, or how many, employees meet the criteria you enter.

· Example:  find out who in your workforce is exempt from FLSA (so you can have them work comp time without paying overtime).

· First, navigate to the screen containing the field that you want to query on.  In this case, you want the FLSA field, which is on the Position 1 screen.

· Click on the Screens menu, then select “Human Resource Mgt” and then “Position Ctrl 1”.  

· Go to Query menu, select “Enter Query.”  This will erase current record.

· Click on the blue field next to FLSA to display the table.

· Make sure “exempt” is highlighted, then click “OK.”  This puts the correct code value (“E”) in the FLSA field.

· Click on Execute Query on the menu.

Note: Depending on how many records the user has access to, executing a query can take a while -- also, in a training situation, with everyone executing a query at the same time, it may take even longer.  You may want to spread the queries out, have a few people execute the query at a time.

Query results
Executing the query brings up each record (one at a time) where FLSA equals “E”.  

· Note Count: 1 at bottom of screen (first record).

· Note down arrow at bottom of screen (there are more).

· The “Next” menu item is accessible at top of screen (also means there’s more than one record that meets the query criteria).

· Previous menu item is not accessible (you are at first record).

· If there are no records that match the criteria (FLSA=E), there will be a notation at the bottom of the screen saying “Query caused no records to be retrieved. Re-enter.”

· You can move from record to record using Previous and Next or PgUp and PgDn (or up- and down-arrows).

Counting records
Instead of viewing the records that meet particular criteria, you can also just get a count.  This is usually much faster.

· Click on the Query menu, then “Enter Query” to begin a new query.

· Use a different query, such as “Posn Sens” equals Crit-Sens (3).

· Query ( Count Records. The number of matching records displays in a window.  Click <OK> to close the window.

Advanced queries
You can run more advanced queries.  

· The Help menu provides examples of the syntax you need to use to run different types of queries (for example, date queries).  Show the help menu and select Query Syntax and Query Examples.

· There is also flexibility on the “Action” menu to use “And” or “Or” logic in running queries (show the Action menu). This allows you to build complex queries involving two or more data fields, e.g., FLSA non-exempt employees who are above GS-11.

Close the Displays window by selecting Action ( Exit from the menu.  This returns you to the main CSU Appl window.

Reports
Select <Reports> from the CSU Appl main menu.  

· This displays a list of “canned” (pre-formatted) reports.  

· It is the same list of reports that was available in Regional Application.

Show the remainder of the list using the scroll bar.

Select the “Suspense Action Report.”  This report provides a list of NTE dates that are coming up for various types of actions – you specify the date range.

Selection and sorting
You can tailor your report somewhat by limiting the records you select or by specifying the sort order:

Push the <Items> button.

· Use this to specify what records to include in the report -- if you don’t want all your records included.  

· Example, for only GS employees, enter GS in the “specific items” field next to Pay Plan.

· For demo, select all records (close the “items” window by clicking <OK>).  The report will still only contain records to which you have access.

Push the <Sort> button.

· Use this to specify the way you want your report sorted.  

· Put a “1” in the SEQ column next to “Name,” and an “X” in the ASC column.  This means you want the report sorted alphabetically, from A to Z.

· <OK> to close the window.

Processing the report
IMPORTANT:  the next step should NOT be done simultaneously by all students.  Process the report on the instructor workstation first, then allow a few students at a time to process theirs.  

· Push <PROCESS> to generate the report.

· If there are any required parameters, they will display.  For the suspense report, you have to include from and to dates.  Fill these in for a one-month period, e.g., 01-jan-2000 thru 31-jan-2000 (you may need to use past dates since the training version of CSU Appl does not get refreshed).

· Can take a while to generate a report.

· When done, it is “previewed” on the screen.

· You see page 1 (cover page).  This page contains any sort or record selection criteria used, but no data.

Navigating and printing
Push <Next> to see page 2, where the data starts.

· If your report is large, it may take a while for the report to format before the next page displays.

· Use the scroll bars to display other parts of the page.

· Point out the navigation buttons at the top of the screen:  <Prev> (back up one page), <Next> (go ahead one page), <First>, <Last>, and <Page> (where you can type in a specific page number in the space provided).

· Push <Last> to go to last page of report.

· On the suspense report, different pages are used for different types of suspenses (staffing NTEs on one page, etc.).
To print the report, click the <Print> button.

· On the print menu, click <OK>.  The report will print at the designated printer.

Push Close to return to the reports menu.

Exit back to the main menu by pushing the Exit button.

Push the <Exit> button to exit CSU Application.

Productivity report
This and the following sections on the productivity report are for CPOC audiences only:

· Click on the <Productivity> button.  Point out the following:

· This report is accessible only at the CPOC.  

· Data for productivity reports is based on 3 tables:  event history (status codes), tracking history, and the coordination table (from the RPA – records of concurrences, etc.).

Report parameters
While displaying the productivity report screen, briefly review some of the key parameters:

· Destype: destination type.  Includes screen, printer, file, and email.  So you should be able to create a report and email it to someone.

· Report type: select Open or Closed.

· Level:  select detail or summary.  Note:  the combination of Report Type (open/closed) and Level (detail/summary) identifies the four basic reports:  detail/open, detail/closed, summary/open, summary/closed.

· Several fields are used to specify the organization for which you want the report:

· Region: select the component and region.

· Installation:  the 2-character CPO ID (e.g., EV).

· Organization:  enter the UIC (or use the blank at the bottom of the LOV).

· Sort order:  you can select up to ten sort fields (RPA, PP, grade, UIC, etc.) in the ten fields provided.  For each, indicate Ascending or Descending order.

Running the report
· Note:  instructor can run a report or pass out some samples of the 4 report types – but should not have the class also run the report during the class (they can run it on break if desired).  It takes some time to generate.

· Set up some parameters, and click the <Run Report> button at the top of the screen to generate the report.  

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

· Logon to the CSU Application.

· Retrieve an employee record.

· Create queries.

· Run standard reports.

· Obtain a productivity report.

Any questions?  
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