1

MODERN DCPDS TRAINING MODULE

HISTORIES and LISTS

Lesson Plan

Purpose
This lesson plan covers the Histories and Lists functions in modern DCPDS:

· Retrieving group information using Lists; and

· Retrieving history information for an employee using Histories.

It does not cover:

· Running reports in the modern DCPDS.

· Preparing ad hoc reports using a reporting tool (DESIREs in Legacy, Business Objects in Modern).

· Running standard reports from the CSU Application.

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 “casual” 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 display lists and history information.

· Know how to modify list and history information using folder tools.

· Know how to export list and history information for use in another application.

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).
· Accessing records (employee and position).

Related training
The following modules provide related information:

· The Reports module provides instructions for running standard reports (such as Notifications of Personnel Action and Batch Printing of Notifications of Personnel Action) in the modern DCPDS.

· 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, since it is more accessible and more familiar to most users.

· Business Objects is the reporting tool that Army has selected to produce ad hoc reports, to provide a capability similar to DESIREs in legacy DCPDS.  Training will be available in the future.

Synopsis of lesson
This module contains the following:  

· Instructor demonstration (participants follow along).

· A PowerPoint slide show is provided as a contingency (Lists and Reports backup.ppt).

Estimated time
This module takes approximately 30 minutes to complete.  If you do not have enough time to cover the entire lesson, you can omit one or two of the lists/histories since the Histories and Lists Job Aid provides similar information.

Reference materials
The following references are applicable to this module:

· Modern DCPDS User’s Guide, module 1, chapter 7 (folders).

· Modern DCPDS Desk Guide (Nov 00), p. 34 (Lists and Histories), p. 78 (folders).

Handouts
The following handouts should be provided to each student: 

· Desk Guide for CPAC and non-personnelist audiences.

· User Guide for CPOC audiences.
· Histories and Lists Job Aid.

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) or

· SUPV (secure user) (end user audience).

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

· Have an organization (UIC) identified to use for the “Assignment Folder” segment (which runs a query using UIC).  You need to use a UIC that is accessible to the user IDs that your class will be using.

· Have criteria identified for the “People by Assignment” segment, such as an organization and job series, that will work with the user IDs your class will be using.

· Have an appropriate element identified for the “Employees by Element” segment (TSP will generally always work).

· Have an appropriate special information type identified for the “People by Special Information” segment (Education is good, but you need to check for education level).

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: Viewing Histories and Lists

Purpose
Provide the following background information to the class:

· In this segment, we will see how to retrieve information from a number of records at once using “lists” and how to examine historical data about an individual employee using “histories.”

· We’ll also be covering how to export information from these lists for use in another application (such as a spreadsheet or database application).

· Histories provide information on one employee at a time while Lists provides information on multiple employees in a tabular format that can be viewed on the screen or exported.

· The same capabilities that we are about to use are available to most 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 familiar to users of the PPI Suite / Regional Application.

· We will look at lists first and then histories.

Job Aid
Review the Histories and Lists Job Aid with the class, point out:

· The “Histories and Lists Job Aid” provides more detailed information about most of the histories and lists.

· Page 2 of the Job Aid contains a table listing the various histories and lists, with a brief description of each and a summary of how data is retrieved (e.g., by org, by name, etc.).

· After the table, the rest of the job aid contains specific information about each of the histories and lists:  what they look like, what they contain, and, since each type has a slightly different method of retrieving data, instructions for how to retrieve data.

· An on-line version of the Job Aid is also available (under the “Job Aids” page of the CPOCMA modern DCPDS web site).

Lists menu
From the navigator menu, select View ( Lists <Open>.  

Students are to follow along.
Point out:

· Some responsibilities have additional selections under the “View” heading (besides histories and lists), such as Benefits and Accruals.  These are not being used in DOD.

· The lists menu contains several different lists that can be utilized. 

· The information on the lists can be used as presented, or in some cases (folders) you can modify the sequence and arrangement of columns.

· It can be used to obtain a count if needed. 

· It can be exported for use in another program (covered later in this lesson).

People and Assignment Folders
The People Folder and the Assignment Folder both provide basic information about employees or the position to which employees are assigned. These folders operate similarly, but we will use the Assignment Folder since it allows a query by organization.  Refer to page 9 of the Job Aid.

· Open the “Assignment Folder” list.

· Click [F7] to enter a query.

· Instructor:  be sure to identify a UIC for this segment ahead of time using one of the same user IDs as you will be using with your class since some IDs are restricted to certain UICs:  ​​​​​​​​​​​​​​__________________________.  
· Scroll right to the “Organization” block (drag the scroll bar – it’s faster), then type a UIC surrounded by percent signs (e.g., %W04X03%) and push [F8] to run the query.
Point out:

· If you scroll through this list, you will see it is the people in the selected UIC and shows their position, grade, etc.

· Although we didn’t use it, this screen allows you to query for former employees as well as current using the check boxes at the top of the screen.

· You could set up your query criteria to look for other things, e.g., position, grade, location, etc., as long as it’s one of the columns on the list.

· This is a FOLDER – you can identify by the folder icon in the upper left.

Modifying folders
Since this is a folder, we can make changes to it to make it more usable.  

· Click on the Folder Tools icon (or select Folder ( Tools from the menu).

· Explain and demonstrate how to use the buttons on the folder tools:

· Remove the “daytime phone” and “previous last” columns using the Column – red x icon.

· Click on the Column – green plus icon to show that removed columns can be retrieved later.

· Scroll over to the “position” column, then use the blue left-arrow icon to move this column to the left several times.

· Use the expand column icon to make this column wider.

· Scroll to the “grade” column, and use the blue left-arrow icon to move this column all the way to the left so it’s the first column.

· Select Folder ( Show Order By from the menu – click on the sorting icon under column 1 until it shows high-to-low.  You can only sort on the first 3 columns, but you can move columns to the left to be one of the first 3 columns. The order won’t change until you re-run the query or use this view next time (you will have to save this view – covered next).

Saving a folder view
You can save different folder views that you set up for various purposes, then next time you open this folder you can select one of your pre-set views:

· On the “Folder Tools” palette, click the save icon (the folder with the diskette), or select Folder ( Save As from the menu, to save this folder view.  

· On the “Save Folder” window, make up a name for the folder.  

· Point out that users should NEVER make their folder views Public.  

· “Open as Default” should only be used if you want this view to appear automatically every time you open this folder.

· Query should be set as follows:

· To “Always” for  the query to be automatically asked when the folder is opened.

· To “ask each time” to be prompted if you want the query to be asked.

· OR “Never” if you never want the query to be run before displaying the folder contents.

· Click <OK>.  Point out that the name of the folder view is now showing, and next time they use this folder it can be retrieved by clicking on the folder icon.

· Close the folder tools window.

Exporting data
The other thing we can do from any folder is export the data in the folder for use in another application, such as a spreadsheet or database program (e.g., Excel or Access).  When the folder contains the records you want and has the columns arranged the way you want them, follow these steps:

· Select Action ( Export from the menu.

· On the “Export Data” window, select “To a text file (tab delimited)” (export to Excel is not currently working).

· Browse to select the local drive where you want to create the file.  Note:  “local” drives for Citrix clients are usually designated as something other than A: or C: (e.g., V:\\client\C$ or A:\\client\A$ if using the CPOCMA training database with a Citrix client).  

· Add a file name (e.g., mylist.txt). 
· Click <Export> to begin the export process.

· Take note of where you saved the file and what you named it, then click <OK> on the message window when the exporting is done.

Viewing the exported data
· Minimize Oracle HR.

To view the exported data as a text file:
· Using Windows Explorer, navigate to the saved file you created and open it to show that the data was captured (it will open in Notepad).  Close the file and the Explorer.

To use the exported data in a spreadsheet:

· Start Excel.  Select File ( Open from the Excel menu.  Change the “Files of Type” parameter on the “Open” window to “Text files”.

· Navigate to where you stored the exported file; select it and click <Open>.

· Follow the import wizard by clicking <Next>, <Next>, and <Finish>.  Your data will display on the spreadsheet.

· Reformat the data:  select the whole spreadsheet by clicking in the box above/left of the A1 cell.  Then select Format ( Column ( Autofit Selection from the menu.  This adjusts column sizes. 

· Exit from Excel without saving changes.
· Restore Oracle HR, then close the Assignments Folder window to return to the navigator.

People by Assignment
This selection provides a list of employees using criteria you provide. See page 10 in the Job Aid.

· Select View ( Lists ( People by Assignment from the Navigator.
· Filters are available on the top part of the screen to narrow the list by specifying items such as the organization,  job (series), grade, and position. The list can include employees and/or applicants and can also include current and/or ex employees.

· Note the <Find> button on the top half of the screen.  In Oracle HR, this button usually signifies that the regular query process (F7-F8) does not work. Instead you fill in your criteria in whatever blocks you want, then press <Find>.

· Instructor:  you should have criteria selected in advance for this segment that will work with the user IDs your class is using.

· Enter the criteria by typing or using the LOV button.  Examples:  use 0318 for job; use GS-11 for grade and  0212 for job; use Tripler for Org and 0610 for job.  Your criteria:  _________________________________________________.

· Hint:  if you don’t know the organization name, use “%” in the reduction criteria box, then use the “Find” box on the list of organizations to narrow the search.

· Do not click <Find> yet!

Counting records
You can get a count of records that match your criteria:

· After you’ve entered your criteria, but before clicking the <Find> button, click in the lower part of the screen (where the list will display), then select Query ( Count Matching Records from the menu (you have to do this from the bottom of the window because query functions don’t work in the top section – with the <Find> button). 

· Point out the count of matching records that appears in the message area at the bottom of the screen.
· To actually display the records themselves, click the <Find> button.
· If you count records after your list is displayed, the list disappears.  You can get it back by clicking <Find> again
· You can also further refine the list (after doing the <Find>), by running a query using the bottom part of the screen, if desired.
· Close the window.

Other lists
Some of the other lists include the following (we will not demonstrate but each follow similar steps using <Find> and/or queries, explained more fully in the Job Aid):

Assignments -- the same as People by Assignments but it cannot contain a filter for the list to contain other than current employees/applicants.

Employees by Organization – list of employees by their organization.

Employees by Position – list of positions, including holders, for an organization.

Employees by Element
Instructor:  you should have an element selected in advance that will work for the user IDs your class will be using.

This provides a list based on pay “elements” (e.g., Health benefits, TSP, etc.), see page 15 of the Job Aid.

· Click “Employees by Element”.

· Use the LOV button to find an element to search by (Ex:  TSP).

· Remove the X from Ex-Employee if these employees should not be included in list.

· Enter or change the FROM and TO dates if desired (otherwise will default to current date).

· Click in the list area of the screen, then select Run from the Query menu or click [F8] (you can’t use query while your cursor is in the top part of the screen).

· Point out how the items displayed in the list area will vary depending on what element you selected (for TSP, you will see G Fund, etc.).

· Close this window.

People by Special Information
Instructor:  you should have a Special Information Type selected in advance that will work for the user IDs your class will be using (i.e., one that will find at least one record).

This shows a list of employees based on Special Information types – recall from the “Accessing Records” lesson that special information types are the “multiple occurring” types of data such as training courses, etc. (Job Aid p.16).

· Click “People by Special Information”.

· Use the LOV button for the correct value to search (Ex:  Education).

· Complete as much of the DDF as necessary for the search (Ex:  13 for college graduates or 17 for masters level), then click <OK> to close the DDF.  Point out that you could further refine your query, e.g., look for someone with a BA degree in Biology.

· Click <Find> to obtain the list. 

· Scroll across the list – click in the “Details” block at the end to display the “Education” window for the selected record.

· Close the education window (you need to click <OK> here), then close the special info window to return to the Navigator.

View histories menu
Open View ( Histories from the navigator and expand the list of histories.  The students should follow along. 

Point out: there are two different histories that can be used to view various types of employee information. They are

· Employee assignment (service and assignment history).

· Entries (pay-related information, also WGI data). 

· Absence and Salary are not used (part of Oracle payroll).

View employee assignment history
· The Employee Assignment screen is used to display an employee’s service and assignment history.  See page 4 of the Job Aid.

· Select View ( Histories ( Employee Assignment from the navigator.

· To locate the employee use either the LOV button, or type part of the name and click the [Tab] key to get a list of potential names (Name:  ___________________________). Instructor:  you can use any employee name for this segment.

· Select the employee and click <OK>. The employee name and number information will populate.  

· Click <Find>.  The service and assignment history will display.  

· The Assignment History will grow over time.  It only shows assignments from the time the person entered the position they held at the time the record was converted to modern DCPDS.  Every time an action is effected, this list will grow.

· Prior assignments (for positions held from the person’s EOD up until the time they entered the position they held at conversion) are reflected under the generic organization heading of CIVDODHR.

· To search for another employee, click the Clear Form icon (the left-most pencil eraser on the toolbar) and proceed as above to find a new employee.

· Close the window.

View entries history
The Entries history provides access to pay related entries during a specific period of time. The list has two screens – the first is a listing of employees, and the second contains the “Entries” information for a specific employee.  See page 6 of the Job Aid

· Select View ( Histories ( Entries from the navigator.

· At the entries window, begin a query by pushing [F7] (or select Query ( Enter from the menu).

· Enter the desired name (or portion) followed by a % (Name:  _________________________).   Instructor:  use any employee name.

· Point out that you can run a query on other criteria if desired (besides name), e.g., position, grade, organization, by entering the query criteria in the appropriate column.

· Push [F8] or select Query ( Run from the menu.

· Once the list of matching names displays, scroll down to locate a particular employee; click on that record to select it; and scroll right to see additional information.

· Click the <Entry History> button.

· When the Entry History window displays, push [F8] to populate it.

· Point out:
· If you want to look for a particular pay element (e.g., FEGLI, or WGI), start by setting up a query before pushing [F8] – push [F7], enter part of the element name (%awards% or %within%), then push [F8]. 

· If desired, you can further refine your query by including a from and/or to date before pushing [F8].  

· Select an entry and click the <Entry Values> button to see details.

· Close all windows to return to the navigator.

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

· View various histories and lists. 

· Export data from lists into text documents to use the data in other applications.

Any questions?  

1
Histories and Lists LP.doc
3




2 Mar 2001


