RPA Information:

1. “Attaching Docs to an RPA” explains how to attach short comments, word documents, spreadsheets, images or other computer files to an RPA.

2. “Using Ghost View” guides you through the procedure to use Ghost View to view reports (e.g., NPA’s and RPA’s).

3. “Using Ghost View to Print RPA and NPA” explains how Ghost View can be used to view and print RPA and NPA reports on local and network printers.

4. “Inbox Export” explains how to export the data in your Civilian Inbox to an Excel program file.

5. “NOAC-Family” matches Nature of Action and Nature of Action Codes to the “family” of options you have for creating an RPA.

6. “Query Inbox” shows how to quickly find a particular RPA in your inbox as opposed to scrolling through each one.

7. “Submit Processes and Reports” shows you how to find and print or review RPA’s or NPA’s for specific employees.

8. “Tracking RPA Number” explains the process used to track an RPA that has not been through your inbox (you have to have the entire RPA number for it to work).

9. “Tracking RPA from your Inbox” shows you how to track the Routing History of an RPA that has been saved to your inbox.

