Dec, 1999

Attachments to an RPA

	Purpose
	This aid shows how to attach short comments, word documents, spreadsheets, images, or other computer files to a Request for Personnel Action (RPA).  Each RPA can have attachments and you can copy attachments from one RPA to another.  This aid will explain:

· Attaching various attachments ( Pages 1-4)

· Attaching a Coredoc (Pages 6 – 7)

· Viewing and printing an attachment (Pages 5-6)

· Deleting an attachment (Pages 5-6)




	Accessing the Request for Personnel Action
	You can attach a document or note to an RPA that you are creating, or to an RPA that has already been created and is in your inbox.  

Use the processes in this section to attach a document to an RPA once you have opened it.


	Attaching a Document
	Follow these steps to attach a document to an RPA:


	Step
	Action

	1
	While the RPA to which you want to attach a document is open on your screen, click the Attachments button [image: image1.png]


on your toolbar.  

	2
	The Attachment Window is displayed:
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	3
	Click the Category data field.  Click the LOV button on the Toolbar and highlight Miscellaneous or Comments then click <OK> to populate the Category data field. 

Use Comments if you are going to type in either a short note or a long note; use Miscellaneous to attach any other kind of document. Miscellaneous has been selected for illustration purposes.

[image: image3.png]Find  [%

[Cateaon
[Camments






	4
	Type a description of the information to be attached in the Description data field by typing something that descriptive, short, and understandable to users, e.g., “job description,” “Org chart,” etc.

	5
	Click the Data Type data field.  Then click the LOV button from the Toolbar for a listing of data types that can be attached (described below).  Click the data type you want and click <OK>.  
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You can select any of the data types listed: 

· “Image” places a picture in the text area.

· “Long Text” allows you to type a lot of information.

· “OLE Object” allows you to put a document – Word document, PowerPoint presentation, Excel spreadsheet, etc. -- in the text area (“OLE” stands for “Object Linking and Embedding” and is used in many Windows applications).

· “Short Text” is to type a short amount of information in the text area.  


	Short and long text
	These two selections both allow you to type information into the text area of the Attachments window.  To use, just click in the text area and begin typing.  You should include your name with your typed comments so subsequent readers will know who originated the note. You can also use the Notepad to attach a short note to the RPA.


	Attaching an OLE object (document)
	Follow these instructions to attach an OLE object (Word document, Excel spreadsheet, or other computer file):


	1
	Right click your mouse in the text area to display the Insert Object Type Window.  This window gives you options on the types of objects you can insert as an attachment to the RPA:
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· Click Create New to create a new document that you can create in the text area.

· Click Create from File to insert a file (already created) in the text area of the of the Attachment Window.

Create from File is being used for illustration purposes.

	2


[image: image6.wmf]
	The Insert Object Window is displayed once you click Create from File.  Click Browse to select the drive, directory, and file you will insert as an attachment; browse through your file system to locate and select the file you want to attach. 

Note:  Browsing lets you locate a file using the same method as you do for other Windows applications.   
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	3
	Click the box next to Display As Icon to display the document as an icon in the text area of the Attachment Window (this is recommended).  If you do not click the Display As Icon the entire document will be displayed in the text area.  Click <OK> to insert the icon into the text area of the Attachment Window.  Click <Cancel> to stop the selection process and make different selections.

	4
	The Attachment Window is displayed with the document type icon displayed in the text area when <OK> is clicked.
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Continue this process (steps 2-4) to attach other documents if desired.

	5
	Click the Save  [image: image9.png]


  button on the Toolbar to save the attachment information.

	6
	To close the window and return to the RPA, 

Click Action  (  Close Window.

      Or
Click Action  (  Close Form.


	Viewing and Printing the Attachment
	Follow the steps below to view or print an attachment to an RPA.


	Step
	Action

	1
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	To view the attachment(s) to an RPA, click the Attachment button on the Toolbar (the RPA must be open on your screen).
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Note:  You can tell if there is an attachment to an RPA or any other personnel document by the “paper” in the paper clip Attachment button on the Toolbar.

	2
	The Attachments Window is displayed.  Use your scroll bar to locate and click on the block next to the item you want to view and print (if there is more than one item). 
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	3
	Double-click the icon or text attachment in the text area.  The attachment will be displayed for viewing or printing.

	4
	To print, click Action on the menu bar, then click Print. 

	5
	To close the document, click File on the Menu Bar.  Click Close & Return to Unnamed to return to the Attachments Window.
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	Delete an Attachment
	To delete an attachment to an RPA, follow these steps:


	Step
	Action

	1
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	Click the Attachment button on the Toolbar (the RPA must be open on your screen).
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Note:  You can tell if there is an attachment to an RPA or any other personnel document by the “paper” in the paper clip Attachment button on the Toolbar.

	   2
	The Attachments Window is displayed.  Use your scroll bar to locate and click on the block next to the item you want to delete (if there is more than one item). 
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	3
	Click the Delete Record button [image: image17.png]


on the Toolbar.

	4
	The following message is displayed.  Click the appropriate button.
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Attachment means that you are “un-attaching” the document from the RPA, but the document itself will still exist.

Document and Attachment means that you are both un-attaching the document and deleting it.

	5
	Follow the displayed message to save your changes to the Attachment Window.
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	Attaching a Core Document to an RPA
	Follow the steps below to attach a Coredoc to an RPA


	 Purpose
	Core Documents (COREDOCs) can be attached to many Requests for Personnel Action (RPAs).  You can attach a COREDOC to a previously completed RPA or create a new RPA and attach a COREDOC.  This procedure will guide you through attaching a Core Document to the RPA.


	See Also
	· Creating and editing a COREDOC is not covered in this guide. This process is covered thoroughly in the full Modern DCPDS User’s Guide available for downloading from the CPMS web page at http://www.cpms.osd.mil/pmo/userguide/userguide.html.



	Before You Begin
	· Before you can attach a COREDOC to an RPA, you must have the RPA open; this can be either an RPA that is in your Workflow Inbox, or an RPA that you are creating.

· You must also have a completed COREDOC that you will be attaching.


	How to Attach a COREDOC
	Follow these steps to attach a COREDOC to an RPA:


	Step
	Action

	1
	Click the <Others…> Taskflow button at the bottom of the RPA (from any page of the RPA).

	2
	The Navigation Options Window displays. 

Click Coredoc, then click <OK>.
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	3
	The Quick Copy Position Window displays.  Four options are listed.  

Click ATTACH to attach a previously built COREDOC.
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	4
	The Attach Core Document Window displays.  Click the Core Document you want to attach to the RPA. 

Click <OK>.
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	5
	The Quick Copy Position Window displays again.  The ATTACH button has a dotted line around it that indicates the Core Document has been attached.  

	6
	Click EXIT on the Quick Copy Window.

	7
	If you are done working with the Request for Personnel Action, click Save on the Toolbar and proceed with routing.  If you are not done, continue work on the RPA.
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