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MDCPDS TRAINING MODULE

CIVILIAN INBOX

Lesson Plan

Purpose
This lesson plan covers the Civilian inbox in modern DCPDS.

Target audience
This training is intended for all audiences who use the inbox:

· Managers/administrative personnel/end users
· CPAC users
· CPOC users
· OTA users

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

· Understand the difference between a “closed” and “open” RPA
· Understand that the RPA must be saved in their inbox  to track it
· Understand that the inbox must be refreshed after routing an action.
· Understand the difference between a groupbox and a personal inbox
· Know how to modify their inbox to autopopulate and use a default view
· Know how to modify their inbox to use a personal view
· Know how to query the inbox to find a particular RPA.

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

· Request for Personnel Action (note: this inbox lesson can be presented as part of the RPA lesson).

Related training
The following modules provide related information:

· System Administrator training discusses establishment of Groupboxes.
· The Accessing Records and Lists and Reports lessons give other examples of query methods.

· The Inbox Management lesson provides more in-depth coverage of topics related to working with the inbox (e.g., creating and saving queries).

Synopsis of lesson
This module contains the following:
· PowerPoint slide show (Inbox suppl.ppt) covering:

· Groupbox versus personal inbox

· Closed versus open RPAs

· Saving an RPA in the initiator’s inbox to allow tracking.

· Instructor demonstration covering inbox terminology, setting up a default inbox, and customizing inbox views (participants follow along).

· An additional PowerPoint slide show is provided as a backup (Inbox backup.ppt). 

Estimated time
This module takes approximately 30-45 minutes to complete (note, some segments of this lesson can be skipped for infrequent (manager) users.  These segments are so marked.

Reference materials
The following references are applicable to this module:

· Modern DCPDS User’s Guide (May 2000) Module 1, Chapter 10.

· Modern DCPDS Desk Guide (Nov 00), pages 71-79.
· Short Guide to Modern DCPDS (for infrequent end users).

Handouts
The following handouts should be provided to each student:

· Quick Start Card (provides abbreviated instructions to assist users when they first receive their user ID after their region deploys modern DCPDS).

· Inbox Management Job Aid (appropriate for CPOC and CPAC classes, or it can be used in a subsequent mini-session).  This job aid also contains a section entitled “Inbox Concepts” which provides more detailed information on the concepts of open/closed actions, personal inbox vs. groupbox, etc.

Classroom setup
This module requires the following:

· A computer classroom with workstations that have access to modern DCPDS at the CPOCMA training database using either a Citrix (Metaframe) 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 (if applicable) – 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, or CSU (secure view) for CPAC training, or SUPV (secure view) for end user classes.
· User ID and password for the instructor, same as above.

· Make sure there are enough RPAs in the instructor’s inbox so the sorting option will be readily apparent.

· The instructor’s inbox should NOT have a default view identified so that the process of selecting a default view can be demonstrated; see below (student inboxes may have the default view established from a prior class).

Removing a default view
Once the civilian inbox has been used in a training class and a default view has been established for a user’s inbox, students who use that logon during subsequent training will not see what the inbox looks like when it is empty and in its original sequence of columns (which is how they will see the inbox when they first use their newly-created user IDs upon deployment).  

Instructors should set up their inbox so that the students can see how this one-time process (setting up a default view that auto-populates with open actions) works.  To restore your inbox to look similar to the empty inbox that new users will see, the instructor should follow these steps before beginning this lesson if a default, auto-populating view has already been set up:

· Log into modern DCPDS using the user ID that you will use during class; use a manager or personnelist hat (not OTA).

· Open the civilian inbox from the Navigator. 

· From the Folder menu, select “Save As”. 

· On the Save Folder window, click (un-select) the “Open as Default” button, then click <OK>.  

· Close the inbox.

· The next time you use the inbox, the new user view will open as the default and it will not be populated with any actions.  This is similar to what a new user will see.

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.

· Points that you are to share with the class are so indicated, and are usually 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: Closed and Open RPAs, Groupboxes, Saving a New RPA

Background
Provide the following background information to the class:

· Although it looks and operates differently, the modern DCPDS inbox performs basically the same functions as the inbox in PERSACTION.  The primary difference is that you do not create RPAs from the inbox – you create them from the modern DCPDS Navigator.

· Your inbox contains:  

· RPAs that you have created and saved in your inbox,

· RPAs that have been sent to you by someone else, and

· Any RPAs that have been sent to a “group box” of which you are a member (this will usually only pertain to personnelists in the CPACs and CPOCs).

· Any training request forms that have been routed to you (covered in a different lesson).

· If you are a manager, you need to check your inbox frequently since it may contain actions sent to you by subordinate supervisors that require your action.  This is particularly true if you are an authorizing official.

Slide show
This segment is done via a PowerPoint slide show:  Inbox suppl.ppt.  Follow the notes on the slides.  It covers:

· Differences between a groupbox and an individual inbox.

· Differences between closed and open actions in an inbox.

· The importance of saving a new RPA to the creator’s inbox.

· The importance of refreshing the inbox after routing an RPA.

Instructional Module: Default Inbox View, Customizing the Inbox

Purpose
This portion of the module covers the following:

· Setting up a default inbox.

· Modifying the inbox.

Background
Provide the following background information to the class:

· You can set up your inbox so that it automatically populates with open actions, and uses a pre-set “view.” 
· The inbox can be modified and this module will show you how to change the inbox based on your requirements.

Intro to the default view
Instructor:  for this segment, your instructor inbox should NOT show a default view or be set to auto-populate (see “Removing a default view” on page 3).

Explain to participants:

· We are now going to open the inbox and set up a default view.  This is a one-time operation that you should do when you first use your inbox after you get your user ID.  Instructions for doing this are in the Desk Guide, page 72, and on the Quick Start card.

From the Navigator screen, select Civilian Inbox.  Point out the following:

· Do not use the Workflow Inbox from the navigator; this is an older version of the inbox and does not work properly.

· You may or may not see the same inbox as mine – column headings may be different, and there may be actions in your inbox.  If yours looks different, then your default view has already been set up (these user IDs have been used before).  In that case, watch me as I demonstrate how to set up a default view.  If yours looks the same as mine, you should follow along.

· IMPORTANT:  Do not get ahead of me here.

· A pre-made default view has been established that you can use.  Columns have been moved around and/or added or changed, and you can set it up to “autopopulate” – that is, any active actions of yours will automatically display when you open your inbox (this is not the case otherwise).

· CPOCs will be setting up their own “default views” that you can use when you perform this operation with your real user ID.

How to set up the default view
To set up your default view, follow these steps (students to follow along or just watch):

· Click the folder icon in the upper left corner of the inbox window.

· Select the default view (named “CPOC Default View” – may be a different name in your region).

· Click on the “Folder” menu and select “Save As”.

· Make sure the Autoquery area is checked “Always” (this will cause the box to “autopopulate” whenever you open it).

· Click on the box in front of “Open as Default” to place an “X” in the checkbox. 

· You can also change the name of the folder to make it more descriptive, if desired (“Sam’s default view”).

· Click <OK> to save the view.  If a Caution window displays saying that the folder will be saved as your own private view, click <OK>.

Open and closed actions
Now that we’ve set up a default view, let’s look at the screen.  Point out the following:

· “Query only open notifications” checkbox: this is checked in the default view.  This means that only currently open actions in your inbox will display.  

· To display other actions (e.g., actions that you sent to another user, or actions that have been completed – as we covered in the slide show earlier), “un-check” this box, then perform a Query-Run by hitting the [F8] key.

· The user must frequently refresh the inbox by clicking the [F8] key to ensure they only work on open actions.

Demo:  un-check the query box, then push [F8].  Point out any closed actions that may appear in your inbox after doing this. Re-check the “Query only open actions” button and re-query [F8] to return to the original list.  

Counting open and closed actions
If inboxes have a number of open actions in them, it can be difficult to see how the inbox changes (how the closed actions show up) when you perform this operation.  Use the Query ( Count Matching Records menu option to demonstrate the difference, as follows:

· While the “Query only open actions” box is still checked, select Query ( Count Matching Records from the menu.  Point out the number of actions at the bottom of the screen (the actions disappear). 

· Un-check the “Query only open actions” box and push [F8].  Use the Query ( Count Matching Records menu selection again, and point out the number of actions. 

· Once again, the actions disappear, just re-run the query [F8] to re-populate.

The inbox screen
· Review the columns that are displayed in the default view; using the scroll bar to display columns off the screen.  Explain briefly some of the key columns (many of these are self-explanatory; see Mod 1, Chapter 10, page 7 of the User Guide for more information):

· Subject shows the RPA number and type of action (family).

· Inbox name shows whether the action is in your personal inbox or is in a groupbox.

· Comment can be used to record your own personal comments.  This is accessed via the Notifications window (covered next).  Any comments you add do not leave your inbox when you route the action.

· Status shows if the action is open or closed in your inbox.

· Notepad, Coredoc columns indicate if a note or core document are attached.

· Show the students how to see the entire cleartext area of a column by clicking in the column and then clicking on the editor button on the toolbar (the notepad & pencil, just to the left of the Help button).

· Note the “Message” area at the bottom of the screen.  This provides a little more information about the currently-selected action (the action with the blue highlight in the left-most column).

· The <Open> button at the bottom of the window displays additional information about the currently selected action.

· The <Respond> button is used to retrieve the RPA itself so you can view or edit it (this terminology can be a little confusing).

The Notifications window
Click the <Open> button to display the “Notifications” window for the currently selected action.  Point out the following:

· This window contains additional information about the RPA, including the employee name (if any), the RPA number, the organization, etc.

· You can use the Summary/Detail button on the toolbar (the grid with a diagonal slash, just to the left of the “Find” button) to toggle between the inbox and the Notifications window (demonstrate).  Either method accomplishes the same result.

· Queries can be run on this window (covered below).

· The <PA Routing History> button is used to display the routing history of the action.  This is how you can track an action to find out where it’s been and where it is currently located (if it is no longer in your inbox) (we’ll cover this in a minute).

· The <Respond> button is the same as on the inbox screen – it opens the RPA form itself.

PA Routing History window
Select an action, click <Open> to display the Notifications window, and double-click the <PA Routing History> button.

This window shows three types of information (annotated at the top of the columns): Action, Routing, and Other.

1)  ACTION HISTORY:

· If Update HR has taken place it will show in the Action Taken column.

· Shows what user took what action.

· Shows what types of authorities each user has.

Routing history
Scroll to the right on this window to show routing information. 

2)  ROUTING HISTORY

· The top line (blank) shows who currently has the RPA or who updated HR as the last action taken.

· It also shows the date and time the user received and sent the action.

· If this were an older action that you had previously routed (not an open action) you could still track it this way.  You first have to display all actions in your inbox (as described earlier – un-checking the “Query only open notifications” box and hitting the <F8> key), then select the action you want to track and use the <Open> button as above.

Other routing information
Scroll further to the right on this window to show other information.

3) OTHER

· Family name—the type of personnel action.

· NOACs—will only show if the RPA has been processed with appropriate Nature of Action Code(s).

· Notes that are on the Notepad (place cursor in this column and use the Edit Field toolbar button to see the complete entry).

Close this window (use the “X” at the upper right) to return to the Notifications window, then close that window to return to the inbox.

Querying the inbox
Note:  This section can be skipped for an infrequent (manager) class.

You can run a query from the Notifications window to locate a specific action by RPA number or employee name, or a group of actions by action type, organization, etc.  We’ll query for a particular RPA number as an example. 

· Select an action from your inbox and write down the RPA number.

· We are going to do this using an RPA number that you can see in your inbox, but the process works the same
· Click the “Summary/Detail” icon on the toolbar.  

· This button toggles between the inbox and the Notifications window (you can also use the <Open> button).  

· We need to run this query from the notifications window (you can’t query on the “subject” column in the inbox window).  

· It doesn’t matter what action is selected when you do this since you are going to construct a query.

· Push [F7] on the Notifications window.  This clears the window.

· On the cleared screen, click in the “Subject” line and type the RPA number (or part of it) for which you are searching, surrounded by % (e.g., %01JAN5EWW2SNAA029786%).  
· You don’t have to include the whole RPA number, just the last part (the sequence number) is enough.

· Push [F8] to execute the query.

· Keep your eye on the status line at the bottom of the window, which provides information about the query process.

· Push the Detail/Summary icon to return to the inbox, and point out that the only visible action should be the one you selected. 

· Push [F8] again to restore all the actions to the inbox.

More on inbox queries
Let CPOC and CPAC classes know that more information about querying the inbox is contained in the Inbox Management Job Aid, which describes how to query the inbox by RPA number, organization, employee name, or type of action, etc.  

For CPOC users:  You can use the query capability to assist in managing your inbox.  If you process actions into the database, they will remain in your inbox until you specifically close them.  You can run a query to select only actions that show “Update HR Complete” – then methodically close them.

Modifying folders
Note:  This section can be skipped for an infrequent (manager) class.

Since the inbox is a folder (as indicated by the folder icon in the upper left corner), we can make changes to it to make it more usable.  We can also establish and save as many different (private) “views” as we want. 

· 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 “request number” column (since this is already part of the “subject” column) by clicking in that column and pushing the column-red X icon. 

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

· Click in the “Comment” column, and then use the blue right-arrow icon to move this column to the right several times.

· Click in the “Subject” column and use the expand column icon to make this column wider.

Sorting the inbox
Note:  This section can be skipped for an infrequent (manager) class.

You can also change the sequence of actions in an inbox, as follows:

· Select Folder ( Show Order By from the menu.  Point out the “sort” icons that display under the first three columns of the inbox.
· Click on the sorting icon under column 1 until it shows high-to-low.  
· This icon toggles between high-to-low to low to high to random.  

· The actual sort order won’t change until you use it next time.  

· You can only sort on the first 3 columns. 

· You can move columns to the left to be one of the first 3 columns.

· Some columns cannot be sorted, e.g., NOA codes – they won’t have a sort icon under them).

Saving a folder view
Note:  This section can be skipped for an infrequent (manager) class.

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

· Select Folder ( Save As from the menu.  

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

· If you have set up a query for this folder view, the query choice should be set as follows:

· To “Always” for  the query to be automatically run when the folder is opened (this causes it to autopopulate).

· To “Ask each time” if you want to be prompted to run the query (not autopopulated).

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

· Select (click) “Open by Default” if you want this view to automatically open each time you use this folder.

· Important:  Un-check the “Public” box – users should NEVER make their folder views Public (this allows anyone in the region to see this folder view which could eventually result in thousands of views).  

· Click <OK> to accept your changes.

· Point out that the name of the folder view is now showing, and next time you use this folder it can be retrieved by clicking on the folder icon on the Open Folder list.

Summary and conclusion
In this module we have learned :

· the difference between a “closed” and “open” RPA.
· that the RPA must be saved in their inbox  to track it.
· That you must refresh your inbox after routing an action.
· the difference between a groupbox and a personal inbox.
· how to set up an inbox to autopopulate and use a default view.
· how to modify an inbox to use a personal view.
· how to query the inbox to find a particular RPA.
Any questions?  
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