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The Toolbar

	The Toolbar 
	Many functions in the modern DCPDS can be performed by using the toolbar icons at the top of the screen (just below the menu bar).  Some general points: 

· Toolbar buttons will vary between screens depending on what functions are available; also, some may be displayed but “grayed out.”

· If you are unsure of the function of a button, move your mouse over it and an identifier will display briefly. 

· A brief explanation of the function of each button follows.


	Toolbar Button Functions
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	Button
	Title
	Function
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	Navigate to
	Returns to the Navigator Window.
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	Zoom
	This function is not available.
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	Save
	Saves any pending changes.
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	Save and Proceed
	Saves any pending changes and prepares the window for the entry of a new record.
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	Print
	Prints the current window or a report.
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	Clear Form
	Clears all data in current window.
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	Summary/ Detail
	Switches between summary and detail views of a combination block.
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	Find
	Choosing once invokes the query mode; choosing again runs a query.
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	New Record
	Creates a new record.
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	Delete Record
	Deletes the current record from the database.
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	Clear Record
	Clears all data pertaining to current record in window.
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	Tool Palette
	Displays the Folder Tool Palette.
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	Translations
	This function is not available.
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	Attachments
	Opens the Attachments Window.
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	List of Values

(LOV)
	Shows the List of Values for the current data field (if available).
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	Edit Field
	Opens the Editor Window for the current data field.
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	Help
	Displays online help.
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	Alter Effective Date
	Displays the Alter Effective Date Window, to change the effective date of an action.
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	Date Track History/ 

Notepad
	The Date Track History button displays a history of changes made to a record over time.

The Notepad button displays a window to input notes about an action you are working.
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	Export Data
	Used to export (copy) data to another document outside the modern DCPDS (e.g., to a spreadsheet).
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	Responsibility (change hats)
	Displays other responsibilities you have been assigned (if available) and enables you to switch your logon to another of these responsibilities (without having to exit the system).


	Keyboard shortcuts
	Everything that can be done with a mouse, by “pointing and clicking,” can also be done using the keyboard.  Keyboard “shortcuts” are alternate ways of invoking the same functions available through the menu and Toolbar keys.

A list of keyboard shortcuts is also available through the modern DCPDS online help.  To access the list, click Help on the Main Menu Bar, then Click Keyboard Help.  Click <OK> when you are done using the help screen.


	Types of Actions
	The following types of actions can be requested by most users with a manager or supervisory level of responsibility:

· Award / One-Time Payment

· Change Actions:

· Change in Hours

· Change in Work Schedule

· Name Change

· Details

· Extension of NTE (use to extend any type of temporary action)

· Non Pay / Non Duty Status (use to submit Leave Without Pay actions)

· Federal Position:

· Abolish

· Establish

· Review

· Realignment

· Reassignment

· Recruit / Fill

· Return to Duty

· Salary Change (includes promotion and temporary promotion, change to lower grade, pay adjustment, quality increase, and within-grade increase)

· Separation

Many of these actions will display an additional list of selections; for example, when you select "Separation," you will be asked to indicate whether the action is a retirement, resignation, etc.




Request for Personnel Action
	Request for Personnel Action Window
	The Request for Personnel Action –Page 1 Window is displayed.
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	Request for Personnel Action – Page 1

(Buttons) 
	A description of the buttons located on the RPA –Page 1 is discussed below.  See the window above for the location of these buttons.


	Buttons
	Description/Function
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	Routing Group Button provides you the opportunity to change the routing group for the action you are processing to another routing group.  Everyone belongs to at least one routing group based on the organizational hierarchy.

Note Pad Button permits you to make comments about the action that you are processing.  Other routing group members can read the note, change, amend, and delete the action.

Change Family Button allows you to change the Nature of 

Action family to a different action.  

Caution:  If you change the NOA to a different family after you have input data, some of the information on the RPA may be deleted.  A message will display with information on what is being deleted.

The Status line indicates the current action for the RPA.  This is displayed after the action has been saved.

<Prev and Next > Buttons.  Click <Prev> to take you to the previous page of the RPA.  Click <Next> to take you to the next page of the RPA.

Taskflow Buttons.  These buttons are at the bottom of each page of the RPA and are used to view additional information about an employee or position that is not included on the RPA.


	Types of Data Fields
	Data fields on the RPA are colored to represent levels of access:

· White:  you can enter or edit data in these fields.

· Light gray:  you can view data in these fields.

· Dark gray:  you can not enter or view data in these fields.

The RPA is configured based on the type of action you select; different actions require different types of information.  The coloring scheme makes it very easy to determine what information you need to include on the RPA – just look for the white fields.


	Part A - Requesting Office of RPA – Page 1
	Part A – Requesting Office data fields of the RPA are described below.  
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	Data Field
	Description/Action

	Actions Requested
	The data field is automatically populated based on the action selected from the Navigator menu.

	Request Number
	Each RPA is assigned a ‘Smart Number’ by the modern DCPDS for identification.  The ‘Smart Number’ format is YYMMM / 1-char Region indicator / 2-char MACOM indicator / 6-char UIC / 6-Digit Sequential Number.   The data field number will populate after the “first” time the RPA is saved.  

Example:  98SEP5FCWAC001000156

	For Additional Information Call
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	Type in your last name or the last name of the person to contact in case there are questions about this action.  

      Or

You can click the LOV button on the Toolbar for a listing of database names, click the name from the LOV, and click <OK>.  

Note:  When the screen is displayed asking you to reduce the list, type the last name (or the first few letters of the last name) of the individual, followed by the % sign and click <OK>.  Click the correct name when the list is displayed. Click <OK> to automatically populate the data field.  

Note:  If you type in the name of a person to contact or any other names in Part A, it must match the way it is listed in the database, e.g., SMITH, JOHN E or Smith, John E or Smith, J.E.

	Proposed Effective Date
	Leave this field blank if you want the date to default to ASAP (see below); otherwise, type the proposed effective date for this action in the DD-MMM-YYYY format, i.e., 09-JUN-1998.  Hyphens are required and the month is always capitalized.

      Or

Click the LOV button on the Toolbar and select the proposed effective date from the calendar LOV, then click <OK> to automatically populate the date field.

	ASAP
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	Click this data field if you want the effective date on this action to be As Soon As Possible.  

Note:  You can not select both an effective date and the ASAP field.  If you do not check ASAP or enter a date the system date will automatically default to ASAP.

	Action Requested By
	Type in your name as the Requestor. 

      Or

Click the LOV button on the Toolbar for a listing of names given the responsibility of requesting.  Click the correct name and click <OK> to automatically populate the data field.  

	Request Date
	The date is automatically populated once the Action Requested data field is completed.  You can change the date by deleting it and typing in a new date or use the LOV button on the Toolbar to select another month, day and year.

	Action Authorized By
	Type in your name if you have the role of the Authorizer or leave blank if you will be routing the action to the authorizing official. 

      Or

You can click the LOV button on the Toolbar for a listing of names.  Click the correct name and click <OK> to automatically populate the data field.

	Concurrence Date
	The date is automatically populated once the Action Authorized By data field is completed.  You can change the date by deleting it and typing in a new date.

      Or

You can click the LOV button on the Toolbar for a calendar.  Click the correct date (DD-MMM-YYYY) and click <OK> to automatically populate the data field.


	Part B – For Preparation of SF 50 – Page 1
	Part B – These fields will be available only when you originate an action on an employee in your organization (e.g., Reassignment, Detail).  They will not be available for a recruit action.
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	Data Field
	Description/Action

	Last Name 
	Click the LOV button from the Toolbar, click the name from the list displayed, and click <OK> to automatically populate the data field.  Only the names of your employees are displayed in the LOV.

If you select a name from the LOV, the First Name, Middle Name, Date of Birth, and Social Security Number data fields will automatically populate on the RPA. 

	Social Security Number
	This is automatically populated based on the Name data field.  

	Effective Date
	This entry will be completed by the HRSC.



	Nature of Action Code
	This entry will be completed by the HRSC.

	<Next>
	Click <Next> at the top of the RPA Window to display the next page of the RPA.  You can also click [Tab] to display the next page of the RPA, if the cursor is in the last data field of the current page.


	Request for Personnel Action - Page 2
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	The Request for Personnel Action - Page 2 is displayed.
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Notes:  


The Routing Group, Note Pad, and <Prev and Next> buttons are always located at the top of each page.  


Employee and SSN fields are automatically populated on each page of the RPA once a person has been identified with an action. 


	From and To Information
	The From Information region fields are automatically populated (or not populated) based on the action requested.  The To Information region fields are also populated (or not) based on the action.  If the data fields are white, you will need to complete some or all of them.

Information for the To Information region fields is described below.  The same information is applicable to the From Information region fields, if applicable.


	Part B –From and To - Page 2 of RPA
	A description of the data fields on page 2 of the RPA is described below. 

	
	

	Data Field
	Description/Action

	Position Title
	This field will populate when you enter an employee name on certain actions.  Otherwise, see below for instructions on how to complete this field.

	Pay Plan; 

Occ. Code;  Grade or Level; and Pay Basis 
	These data fields are automatically populated based on the employee selected.

	Step or Rate
	This field will be completed by the HRSC.

	Total Salary; Basic Pay; Locality Adj; Adj Basic Pay; and Other Pay
	These data fields are automatically populated.

	Award
	Enter the award amount (money, or hours if it’s a time off award) in this data field if the action being requested is an award.

	UoM
	Enter the required Unit of Measure if this is an award action (money or hours).

	Name and Location of Position’s Organization
	This information is automatically populated when you enter an employee’s name on page 1.  

	<Next>

    <PREV>
	Click <Next> at the top of the RPA Window to go to the next page of the RPA or click <PREV> to return to the previous page. 


	Entering the Position Title
	Follow these instructions for those actions where you need to enter the position.  

· Even if the position title field is “white”, you should only complete it if you know the specific position to be used; if you are unsure, or if the position has not been established in the database, leave it blank for completion at the HRSC.  

· If you know some information about the position, you can include what information you know as a note accompanying the RPA.


	Step
	Action

	1
	Click on the Position Title field, then click the LOV button on the toolbar.  An Enter Reduction Criteria for Long List window will display:
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	2
	Type in the first letters of the position title for which you are looking, followed by a percent sign (%) as shown above (or just type a percent sign to see all listings), then click <OK>.  A list of matching positions will display.

	3
	Select the correct position from the list, then click <OK>.  Position data about the selected position will populate on the RPA:
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	4
	Click <Next> at the top of the RPA Window to go to the next page of the RPA.


	Request for Personnel Action – Page 3
	The Request for Personnel Action – Page 3 is displayed. Information on this page will vary depending on the type of action requested and whether an employee name or position title has been entered on pages 1 and 2.  Otherwise, initiators do not complete these data fields.
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Click <Next> at the top of the RPA Window to go to the next page of the RPA.


	Request for Personnel Action - Page 4
	The Request for Personnel Action - Page 4 is displayed.

[image: image40.png]Action  Edit Query Go Special  Help Window

B mws sl A2l Bl

equest for Personnel Action (Recrui Routing Group:ARMY PACIFIC)
Employee 58N Nature of Action

e

< Prev| page 4 of 4

PART D - Remarks by Requesting Office

(Noteto Supervisors: Do you know of additional or conflicting reasons for the employee's resignationjretirement?)
5 o

PART E - Employee Resignation/Retirement
Reasons for Resignation/Retirement

Forwarding Address City State

Zip Cade Country

[
PART F - Remarks for SF 50

Code  Description Required
IS
=
=
=

History Extra Information Person Others...

Count. "0







	Parts D and E, Page 4
	Part D and Part E data fields on RPA – Page 4 are described below.


	Data Field
	Description/Action

	Remarks by Requesting Office (Part D)
	Type in any information pertaining to this action in the “Remarks by Requesting Office” area.

If this is a resignation or retirement action, check in the "Yes" or "No" button to indicate whether you know of additional or conflicting information about the separation: 

· If “Yes” is checked, the Remarks section of Part D is grayed out.  You must attach a separate explanation to the RPA using the Attachment button on the Toolbar.  

· If “No” is checked, you will be able to type information into the Remarks section of Part D.

	Resignation/Re-tirement (Part E)
	Enter the employee’s statement in this data field if this action is a resignation or retirement.

	Forwarding Address
	Enter the employee's forwarding address if this action is a resignation or retirement.


	Taskflow Buttons
	At the bottom of each page of the RPA are five “buttons” called Taskflow Buttons.  These areas can be used to view additional information about an employee or a position that is not included in the RPA. 
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Managers and supervisors will rarely have reason to use these buttons when initiating an RPA, with the exception of the <History> button (described below), and the <Position> button from which you can attach a core document (see Attaching a Core Document to a Request for Personnel Action, page 29).

Note:  You can access any of these Taskflow Buttons at any time while in the RPA; however, you must always save any work you have completed before accessing the Taskflow Buttons.  After saving, follow any directions that are displayed on the screen.  


	History button
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	Clicking the <History> Button will show a history of the routing of the RPA – who initiated the request, who approved it, who reviewed it, etc.  You can see the progress of a form as it is routed, including the personal inboxes and groupboxes.  

Note:  No information can be changed in this window.  It is for viewing only.
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	Attaching a note to the RPA
	Use the Notepad button on the top of the RPA to access the notepad. 
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Here you can write any notes pertinent to the action.  You should include your name and date of the note with your note so that others reading the note will know where it came from.  Notes accompany the RPA during its routing and are accessible to anyone who has access to the RPA.

When you receive an RPA routed to you from another user, you should make it a habit to check the notepad button.


	Saving your RPA


	When you are done working on the RPA, click the Save button on the Toolbar to save your RPA action. 

      Or
On the Main Menu Bar, click Action (  Save
      Or

Click Action  (  Save and Proceed


Routing an RPA

	Routing the RPA


	Once you have saved your RPA, a dialog box is displayed.
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Click <Cancel> to return to the RPA.

      Or
Click <No> to save your actions and return to the RPA. 

      Or

Click <Yes> to display the Routing Window. 


	The Routing Window
	The Routing Window is displayed.  This window gives you several options for processing your RPA.  You will select the correct option based on your alternatives at this point in the routing of your RPA.  

· You will normally route the RPA from your inbox to another user by selecting the “Select Person” option.

· Some of the options in the Routing Window may be grayed out, depending on your role and responsibility.  For instance, the “Update HR” selection is only available to personnelists in the HRSC. 
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	Routing Options
	Once you have completed your role in the RPA process, you can select a number of routing options.  These Routing Window options are described below:


	Routing To
	Description/Function

	Select Routing List
	You can choose to route the action to a Routing List group if such a group has been set up; this option sends your RPA to a pre-determined sequence of recipients.  The listing defines the order in which a personal inbox or groupbox receives the workflow notification.  
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Click the correct routing list and click <OK> to populate the data field on the Routing Window.  Then click <OK> on the Routing Window to route the action.

	Select Person
	You can also choose to route the action to a particular individual.  This is the most commonly used method of routing an RPA.  Click Select Person to display a listing of individuals.  

Click the correct individual to route the action to based on their role.  Click <OK> to populate the data field on the Routing Window.  Then click <OK> on the Routing Window to route the action to the correct person.
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	Select Groupbox
	A third alternative is to route the action to a Groupbox.  Click the Select Groupbox to display a listing of a group of people who share a common function in the RPA process.  The Groupbox could contain members of an office, branch, workgroup, etc.  Each Groupbox member’s roles are individually defined and may or may not be identical to the roles of other Groupbox members.
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Click the correct groupbox for routing the action based on their role in the RPA process.  Click <OK> to populate the data field on the Routing Window.  Then click <OK> on the Routing Window to route the action to the correct groupbox.

	Save and Hold in Personal Inbox

[image: image50.wmf]
	You can select this option if you have not finished working on the RPA action.  It will be saved in your Workflow Inbox.  You can then select and complete the RPA action at a later time.  Click <OK> to save the RPA to your Workflow Inbox.

Notes:  

· The system automatically defaults to the Save and Hold in Personal Inbox option.

	Update HR


	This procedure and will generate a Notification of Personnel Action (SF50) and is done at the HRSC after all authorizations are done and processing is completed.

	Interim Approval, Approval
	These are used by the HRSC.

	<Cancel>
	Click <Cancel> to stop the process and return to the RPA.

	<OK>
	Click the  <OK> button to route the action to another inbox.


Accessing RPAs in the Workflow Inbox

	Purpose
	This section explains how to access and act on Requests for Personnel Action (RPAs) from the Workflow Inbox.  From the Workflow Inbox, you can:

· Query and view both RPAs and Notifications of Personnel Actions (NPAs), which are actions that have been effected. 

· View the status of an action and its routing history

· Review or approve an action

· Re-route the action to another user

This section also tells how to customize your inbox.


	Before You Begin


	Your Workflow Inbox displays the following:

· actions you have saved to your Inbox;

· actions sent to you by others; and

· “unclaimed” actions residing in any Groupbox to which you belong.

You should check your Inbox frequently since it can contain actions sent to you by other users, awaiting action by you.  This is particularly true if you are an authorizing official for personnel actions.


	Accessing the Workflow Inbox
	From the Navigator Window follow this path to access your Workflow Inbox:

· Navigator Window  (  Workflow Inbox  (  <Open> to display the Workflow Inbox Window.


	Workflow Inbox Window
	The Workflow Inbox Window is displayed.  It is also known as the Notifications Summary Window.  This window is your personal inbox of actions as they relate to your user role and responsibility, your Routing Group, and Groupbox.  
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	Accessing an Action from the Workflow Inbox 
	To access an action, click on the action (if your list is long, you may  need to use the scroll bar on the left side of the Workflow Window).  The Message block at the bottom of the Workflow Inbox displays pertinent information about the action.  

· To view the action, click the <Respond> button.

· To track or view information about the action, click the <Open> button.


	Inbox Buttons
	A number of buttons on the Workflow Inbox Window have special functions.  These functions are described below.  


	Button/

Taskflow Button
	Description/Function
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Open
	Click the “Open” folder button to display a listing of Inbox folders available to you.  Click the folder you want to access.  Click <OK> to display the new folder and its contents in the Workflow Inbox Window.

	[image: image53.png]X Query Orly Open Natifications



Query Only Open Notifications
	Click the box located next to Query Only Open Notifications to list only open actions.  Click to clear the “X” in order to query all actions (open, processed, closed, etc.).  If you change this block (add or remove the “X”), press the <F8> key to refresh your view.
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Respond
	Click the <Respond> Taskflow button to open Page 1 of the RPA so you can view and work on the action.
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Open
	Click the <Open> Taskflow button to open the Notifications Window to review information about the action.  From the Notifications Window, you can open the RPA by clicking <Respond>.
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	Double-click the <PA Routing History> Icon on the Notifications Window to display the Routing History Window.  This window shows where this action has been, who has had the action, and what they did with it. 
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Scroll to the right to see additional information about the action; close the window to return to the Workflow Inbox.

	Message Block
	As you look at the Workflow Inbox Window, a message area is displayed for the highlighted action.  Use the scroll bar on the right to scroll through and read the entire message.  When action needs to be taken, the message will inform you in this area. 

  ( Example:
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	Workflow Column Titles
	The Workflow Inbox has a number of column headings that apply to the RPA action.  Use the scroll bar located beneath the columns to move left or right to view the column headings and the information that is contained in the columns.  


	Column Heading
	Description/Function

	Priority
	Not used.

	Subject
	Information about the action.

	To
	Lists the name of your Groupbox, Routing List, or Person the action was routed to.

	Date Sent
	Date action was submitted to your Inbox.

	Due Date
	Not used.

	Comment
	A statement that you can make in your Inbox about the action.

	Date Closed
	Date the action was closed by you.

	Notification ID
	The number given to an individual action by the system

	Status
	Describes the workflow designation:

· Open – actions currently in the routing or processing stage

· Canceled – actions that have been completed or had some type of action taken on them

· Closed – workflow-generated notifications and other actions that have been updated to the database


	Exiting 
	Click Action  (  Close Window to return to the Navigator Window and exit the workflow inbox.


Attaching Documents to an RPA

	Purpose
	This section 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 section will explain:

· Attaching a document

· Viewing and printing an attachment

· Deleting an attachment




	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: image60.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.
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	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: image65.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: image68.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

[image: image69.wmf]

	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: image76.png]


on the Toolbar.

	4
	The following message is displayed.  Click the appropriate button.

[image: image77.png]Delete only attachment or delete
both document and attachment 7

Cancel | | Atachment | [[Document and Atachment |





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 the 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.


Using GhostView To Print RPA And NPA

	Purpose
	This guide will introduce you to GhostView and how it can be used to view and print RPA and NPA reports on local and network printers.




	Who Can Access
	[image: image82.png]


 You must be in a role that allows you to print an RPA or NPA.


	M odules
	
	Page

	
	1.  Printing from the Civilian Inbox
	1

	
	2. Viewing a Report
	4

	
	3. Using Submit Processes and Requests to Create a Report
	5

	
	4. Printing from Ghostview
	7

	
	5. Identifying a Print Queue Name
	8


	1. Printing from the Civilian Inbox
	
	
	

	
	Step
	Action
	

	
	1
	On the Navigation List (  Civilian Inbox ( Notifications Summary (   F8 (Execute Query)
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	Continued on next page
	


Using GhostView To Print RPA And NPA, Continued
1. Printing from the Civilian Inbox (continued)

	
	Step
	Action
	

	
	2
	Highlight the action you wish to see and click on the <Respond> button.  The RPA or NPA will be displayed.  Click on the Printer Icon on the Tool Bar.  The Printing Window will be displayed.

Place the cursor in the Printer field and click once.
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	3
	The Printers Window appears.  Select the b111_p0146ps printer and click the <OK> button.
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	Continued on next page
	


Using GhostView To Print RPA And NPA, Continued

1. Printing from the Civilian Inbox (continued)

	
	Step
	Action

	
	4
	The Printer field is supplied with the printer you selected.  Click <OK> to print.
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	5
	The Note Window appears.  Note the Request ID and click <OK>.  Now follow the instructions in Steps 5 & 6 of Module 3 to View the Request with Ghostview.
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Using GhostView To Print RPA And NPA, Continued

	2. Using Submit Processes and Requests to Create a Report
	

	Step
	Action

	1


	On the Navigation List  (  Processes and Reports  (  Submit Processes and Requesrts  (  <Open>.

	2
	The Submit Request Window displays.  With your cursor in the Name data field, click the LOV and select Print Request for Personnel Action or Notification of Personnel Action.



	3
	The Parameter data field opens.  Click the LOV and select the Employee Name using the LOV or shortcut query method. The next two data fields, Front Page and Back Page, are auto populated. Click <OK>.  
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	4
	In the Print Options Region of the Submit Request Window, click in the Copies data field and override with “0.”  It is not necessary to change the other two data fields.

Click <Submit>.

	

	Continued on next page


Using GhostView To Print RPA And NPA, Continued

3. Using Submit Processes and Requests to Create a Report (continued)

	Step
	Action

	5
	Your Report displays in the Submission History Region. Click Help on the Main Menu Bar and click View My Request.  
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	6
	The Requests Window displays and shows the Phase and Status of your Requests. Hit F8 until all say “Complete”.  With the Current Record Indicator on the Report you need, click <Report>.
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	7
	Your GhostView Window displays the Notification of Personnel Action for your review.

	
	


Using GhostView To Print RPA And NPA,  Continued

	3. Printing from Ghostview 
	
	

	
	Step
	Action

	
	1
	From the Ghostview document display, Select File (  Print.

	
	2
	The Print Setup Window appears:  Scroll in the Device field and select "laserjet". The Queue field lists your printers.  Select the printer you want by pointing on the queue name and clicking once.

To print all pages, click on "<All Pages>", then <OK>.

.
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	3
	Ghostview will display a print progress box while it prints the RPA

Module 5 shows you how to identify a print queue with the network printer name.


Using GhostView To Print RPA And NPA,  Continued

	4. Identifying a print queue name
	
	

	
	Step
	Action

	
	1
	Double click on the My Computer Icon to open the My Computer Window.  Double Click on the Printers Folder.
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	2
	The Printers Window will be displayed.  Double click on the "Add Printer" Icon.
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	Continued on next page


Using GhostView To Print RPA And NPA,  Continued

4. Identifying a print queue name (continued)

	
	Step
	Action

	
	3
	The Add Printer Wizard Window appears.  Ensure the "Network" button is marked and click <Next>.
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	4
	The Connect To Printer Window appears.  If necessary click on "+" next to the Computer Icon (your Print Server) to display the printer queues and their associated names.  Scroll through the list to find your printer and it's printer queue name.
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Using GhostView To Print RPA And NPA,  Continued

5. Identifying a print queue name (continued)
	
	5
	Exit by clicking on <Cancel>  for each of the screens in steps 3 and 4.  Exit Windows in Steps 1 & 2 by clicking on the File ( Exit in each Window.
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