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MDCPDS TRAINING MODULE

INBOX MANAGEMENT

Lesson Plan

Purpose
This lesson plan covers topics related to managing the civilian inbox in modern DCPDS.  It is a more advanced lesson than is provided in the RPA or Civilian Inbox lessons, and relies heavily on the Inbox Management job aid.

Target audience
This training is intended for CPOC and CPAC audiences who have (will have) an active, heavily-used inbox.

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

· Set up one-time queries to find closed actions, an RPA number, an employee name, and various types of actions.
· Set up and save a query view to filter actions by group vs. personal inbox or to remove “Update HR Complete” notifications.
Note:  Additional topics are included as a review from the more basic Civilian Inbox lesson.

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

· Request for Personnel Action
· The Civilian Inbox
Note:  This is a more advanced lesson, recommended for presentation to CPOC and CPAC staff members after they have completed basic modern DCPDS training and/or shortly after deployment.

Synopsis of lesson
This module contains the following:
· Instructor follow-along demonstrations covering various inbox management techniques. 

Estimated time
This module takes approximately 30-60 minutes to complete depending on extent of coverage (instructors should use judgment in determining which specific segments of the lesson should be covered based on audience needs).

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.

Handouts
The following handouts should be provided to each student:

· Inbox Management Job Aid.

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.

· 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.  If groupboxes are being covered, users should be members of a groupbox.  (Note:  CPOC user ID sets for training have groupboxes established.  For CPAC training, groupbox segments should be done as demonstrations with the instructor using a CPOC user ID with groupbox membership.)
· User ID and password for the instructor, same as above.

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: Inbox Concepts (review)

Coverage
This segment provides suggestions for reviewing the following inbox concepts:

· General concepts about the RPA table.

· Personal inboxes vs. groupboxes.

· Open vs. closed actions, refreshing your inbox.

· The notifications window and the PA routing history window.

Tables and views
Refer to p. 3 of the job aid (“The RPA Table”).  

Key points:

· RPAs are records in a database table.

· RPAs do not ever “move” anywhere, like a paper document.  When they are routed, all that happens is the “owner” of the RPA changes in the RPA table.

· When you view actions in your inbox, you are merely viewing records from the RPA table that you have permission to view.

· Whenever you change your inbox view, you are not changing any RPA permissions on the RPA table, you are only changing which records you are viewing at that moment.  

Personal inbox vs. groupbox
Refer to p. 4 of the job aid (“Personal inbox vs. groupbox”).

Key points:

· A groupbox is an inbox that is shared by a number of users.  These users are members of that groupbox.

· Actions that have been routed to a groupbox of which you are a member are visible to you. They are also visible in the inboxes of all the other groupbox members.

· When you open your inbox, it contains both actions that have been routed to you (personally) as well as actions that have been routed to any groupboxes to which you belong (the groupbox is not a separate inbox that you need to open).  The actual “owner” of the action is shown in the “To” column of the inbox (either the user ID or the groupbox name). 

· If you display an RPA that was routed to a groupbox to which you belong, and then route it to your own personal inbox (using the “Save and hold in personal inbox” selection on the routing window), it becomes your action and will no longer be in the groupbox.  Other members of the groupbox will no longer see the action as an open action.

· If you open an RPA (from your inbox) that belongs to the groupbox, and process the action (update HR), it will still show your user name on the printed SF50.

· Some regions may be using “pseudo” groupboxes – special user IDs (with personal inboxes) that are used the same as a groupbox.  Users who need access to these pseudo-groupboxes are then given the user ID and password for that personal inbox, and need to sign in to modern DCPDS using that user ID and password.  

Open and closed actions
Refer to p. 5 of the job aid (“Open and closed actions”), also the “Simplified Example” on pp. 6-7.

· Rule:  an RPA can only be OPEN in one inbox at a time.  The RPA is “closed” in any other boxes which have access to that action.

· Rule:  an RPA can only be modified if it is in “open” status.

· You cannot save an inbox query to display closed actions.  You must go through the query process to access closed actions (un-check the “Query only open notifications” checkbox and push [F8]).

· Remember:  Refresh your inbox frequently by clicking the [F8] key to ensure that you are only viewing open actions.  When you complete processing on an RPA and return to your inbox, the RPA is still listed as open in your inbox until you refresh.  This can cause serious problems if you open this RPA, route it somewhere, re-process it, etc. 

The inbox screen
Refer to pp. 8-11 of the job aid (descriptions of inbox and related screens).

Key points:

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

· Use the “Notifications” window to run different types of queries (will be discussed below).  Use the summary/detail icon on the toolbar to toggle between the inbox and the notifications window.

· On the “PA Routing History” window, the first “pane” of this window shows who approved the action.  The other check blocks show what RPA permissions that user has.

Instructional Module: Inbox Views (review)

Coverage
This segment provides suggestions for reviewing the following inbox tasks:

· Setting up a default inbox view.

· Modifying and saving an inbox view using folder tools.

The default view
Refer to pp. 12-15 of the job aid.

Key points:

· Each region should have its own default inbox view that users can access and use as a basis for establishing their own default inbox view.  It might be called “0default_view” or something similar (so it shows at the top of the list of inbox views).

· When users save an inbox view they should always save it as “private” otherwise the list of inbox views that all users see gets quite lengthy (see the training database as an example of what users should NOT do). 

Using folder tools
Refer to pp. 15-18 of the job aid.

Key points:

· Use the folder tools to modify the appearance of your inbox to suit your purposes.  Modifications can be made for one-time use, or you can save the modifications so they will be available next time you use the inbox.

· Sometimes, for example, you want to make the “Subject” column wider so you can see the entire RPA number.

· If you are going to export inbox data into another file (e.g., a spreadsheet), you might want to hide columns or move columns around first.

· If you “hide” a column, you don’t “lose” it – it will appear on the “show column” list.

· When sorting, not all the inbox columns can be sorted.  When you click “Show Order By” on the folder menu and the sort icons appear under the first three columns, if one of those columns is not “sortable” the icon will not display under it.

Saving a view
Refer to pp. 17-18 of the job aid.

Key points:

· 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 (no limit on number of views).

· Query choices:

· “Always” – inbox will autopopulate when opened.

· “Ask each time” – you will be prompted to run the query (not autopopulated).

· “Never” – inbox will never autopopulate – it saves the view only (you will use [F8]).

· Use “Open by Default” if you want this view to automatically open each time you use this folder. To replace your default view, click this box when saving another view (only one view can be your default).

· Don’t forget:  Un-check the “Public” box. 

Instructional Module: Inbox Queries

Coverage
This segment covers:

· Viewing closed actions.

· Querying the inbox to locate a specific RPA by number, by employee name, or by type of action.

· Setting up and saving an inbox view containing a query.

General information
You may want to set up a query for any number of reasons. Some of the more common are covered in this lesson and in the job aid.  

You may want to set up a query for one-time use (e.g., to find a specific RPA number or employee name), or you may want to set up a query that you can save as part of an inbox view and use repeatedly, such as a query that displays your personal inbox RPAs and omits groupbox actions, or a view that filters out the “Update HR Complete” notifications.  

Important: if you want to set up a query and SAVE it as part of an inbox view, you must base your inbox view on a folder view that starts with the letters “GHR” (govt human resources) or a descendant of such a view.  Your CPOC should be setting up a default regional inbox view based on a GHR folder view, so if you use the regional default you should be able to create and save a query.

Closed actions:  You cannot save a query for closed actions.  To view closed actions, open the desired view, then follow the standard procedure for viewing closed actions (un-check the “Query Only Open Notifications” block and refresh [F8].

One-time queries
Refer to pp. 19-21 of the job aid, which covers one-time queries for closed actions, RPA number, organization, employee name, and type of action.

Key points and hints:

· The RPA number contains embedded text that identifies the originating organization (possibly the UIC but each region is setting up their own procedure).  Therefore if you want to query for RPAs from a particular organization, the RPA number may help in constructing your query.

· You cannot build a query in the “subject” column of the inbox window; however, you can query on the subject (which includes the RPA number) by doing it from the Notifications window.  To toggle from the inbox to the Notifications window, use the Summary-Detail icon on the toolbar (since you are going to run a query, it does not matter what RPA is selected when you do this).  Begin the query on the Notifications window.

· All queries are case sensitive.  Try to find an action that contains the type of criteria you are looking for so that you are sure to get the right case and other characters:  is it “Recruit/Fill” or “Recruit-Fill”?  If you can find such an action, highlight the text that you want to use for your query and “copy” it (Ctrl-C), then paste it (Ctrl-V) when you are building your query (usually you will surround it with percent signs, e.g., %Recruit/Fill%).

Saving views with queries
Refer to pp. 21-24 of the job aid.

Two examples of queries that you might want to construct and save are:

· Queries that will allow you to view only the actions sent to your personal inbox (“filtering out” actions sent to a groupbox (if you are a groupbox member)).  You can also set up a view that shows only the groupbox actions (filters out personal inbox actions); or

· Queries that filter out the “Update HR Complete” notifications that are sent to your inbox every time you process an action.

Step-by-step instructions for both of these types of queries are in the job aid.

· Remember, in order to save an inbox view with a query, you must have started with a GHR inbox view – or a view that is descended from a GHR view (see “General Information,” above).

· You can set up a view that incorporates both these types of queries.  Just set up the first view (e.g., for personal inbox actions only), save that view, then set up the second query (to hide “update” notifications) and re-save.

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

· Set up one-time queries to find closed actions, an RPA number, an employee name, and various types of actions.
· Set up and save a query view to filter actions by group vs. personal inbox or to remove “Update HR Complete” notifications.
Any questions?  
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