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Purpose and
Use of this
Guide

What are
Army
Regional
Tools (ART)?

Introduction

This guide provides systematic, step-by-step instructions for using the tools available
in ART. The guide is for use by Civilian Personnel Advisory Center (CPAC) staff
members, Civilian Personnel Operations Center (CPOC) staff members, managers,
supervisors, resource management officials, administrative officers, commanders,
and other designated users.

ART is an integrated, web-based package of applications and links providing access
to various automated tools needed to manage the Army civilian workforce.

- ART has its own built-in applications to assist managers and other users in
managing the civilian workforce. These include tools to view employee,
position, and organizational data, tools to assist in requesting and tracking
personnel actions, and many others.

The ART main menu also provides links to a number of centralized and
external civilian personnel management applications, including DCPDS, the
CSU Application, FASCLASS, and the SF50 History Database.

See the table below for a brief description of the current tools:

ART Main Menu Description

Selection
Central DCPDS Links to DCPDS and to the DCPDS Desk Guide (how to
11i, Central guide for end users).

DCPDS 11i Desk
Guide

Centralized
Applications

Links to ANSWER, CHR Army Based Costing (ABC),
FASCLASS, SF50 History Database, and Web Based
Referral.

Employee Data

Provides access to data about employees and their position,
organization, and personnel actions.

External Links to the CSU Application

Applications Il

Gatekeeper Automated checklist that prompts users to provide
information relevant to requested personnel actions. Specific
Gatekeeper Handbooks are available on the CHRA
Homepage, under DCPDS, Army Regional Toolset (ART).

Helpdesk Non-Personnelists — Please do not use this tool, it is not

applicable to OCONUS
CPOC Personnelists and CPAC PSMs Only
(Separate guide is available on the CHRA Intranet)

Inbox Statistics Il

Provides information on timeliness of processing personnel
actions (formerly known as the Red-Amber-Green report).
This tool can provide consolidated information by region,
CPAC location, Command, Inbox Sub-Type, or Inbox Type. It
also provides access to individual RPAs.

My Stuff

Personnelists Only.

NPA Tracker

Tracks NPAs (SF50s) processed in DCPDS. Provides NPA
data, related information (e.g., position data), status, and
history.




Relationship
to DCPDS

ART Users

ART Main Menu
Selection

Description

OPF Tracker

Personnelists Only.

OPF Tracker is a link to the OPF Tracker application, which
is a tool, used by CPOC and CPAC staff to keep track of the
location of employee Official Personnel Folders (OPFs).

Organization
Structure

Provides information about organizations, i.e., number of
organizations, vacant and encumbered positions, etc.

Pay Data

Provides pay data information such as IVRS interface
problems, pay data rejects, pay data reverse interface
problems, and pay data transaction (W3L) reports (primarily
for CPOC users).

Pay Problems

This chapter is under development.

Phone and Email
List

Provides phone number(s) and email addresses of ART
users in the region. They can be searched by command,
user type, CPAC (installation), or name.

RPA Tracker Tracks RPAs processed in DCPDS. Provides RPA data,
related information (e.g., position data), status, and history.

Review and Provides management information such as supervisory

Analysis ratios, PATCO (professional, administrative, technical,
clerical, other) breakdowns, minority/non-minority and
male/female statistics, etc.

Suspenses Provides information about upcoming personnel action

suspenses such as expiring appointments, expiring
temporary promotions, within grade increases coming due,
etc.

DCPDS is the system of record for Army civilian personnel. Army Regional Tools
(ART) has a direct interface with DCPDS which provides both real-time information
and information that is refreshed during overnight updates, depending on the tool.
See the sections on specific tools to for more information.

Anyone who has access to DCPDS and CSU can get access to ART. As with
DCPDS, different users have access to different tools within ART and to different
sets of records. Supervisors and managers will have access to information for their
subordinate employees only. CPAC personnel can only access information relevant
to serviced activities at their installation. ART is a web-based program; therefore,
users need a browser to access ART.

The Information Systems Division of each CPOC controls the levels of user access.
The following is indicative of typical user access:
CPOC and CPAC Personnelists in all functional areas.
Managers and supervisors who initiate RPAs and require access to
information pertaining to personnel actions, processing times, tracking of

RPAs, etc.

Resource management personnel who are involved in the RPA process.
Administrative personnel and personnel liaisons who need access to RPA
information in order to perform their jobs or who provide personnel related-
information to managers and supervisors.




Getting Help

Non-Personnelists users should contact their servicing CPAC. Personnelists should
contact the CPOC HRMIS representative if assistance is needed. You may also
send an email, please see ‘Frequently Asked Questions (FAQs) on page 15 for
appropriate email address.

ART Login Process

Logging In

To gain access to ART, you must have a valid CSU/ART user id and password.
ART is located on the CHRA Homepage at http://www.chrma.hqusareur.army.mil
under DCPDS, Army Regional Toolset (ART).

Step Action
1 Enter your CSU/ART User ID and Password.
Note: Your CSU and ART user id and password are identical.
2 Click on <Click Here to Login>.

; Army Regional Tools - Microsoft Internet Explorer

Army Regional Tools

Login Information

m% Tgé e CSU/ART user id
R/ L LS M Your password
%:’ "\Q Password]

“Frargs otF
R | Click Here To Login I

Accessibility Help
and Information

|@ l_ ré_ |0 Internet

N




Step

Action

If this is your first time using ART, see Initial Login (Account Editor),

page 11 (you will need to enter your phone and email information).

Click on <Proceed into System> to get to the ART main menu.

Click on <Change User Settings> to change your phone
number(s) or email address (see Initial Login (Account Editor),

page 11, below).

Click on <Add to Favorites> to add the ART Internet address

(URL) to your Internet browser's list of favorite websites (you will
notice that the browser menu and toolbar are not available when

using ART).

'ﬁ Army Regional Tool: - Login - Microszoft Internet Explorer

Army Regional Tools

Successful login - Army Regional Tools

User D

User Name

IP Address

User Location

User Comm Phone Number
User DSN Number

User Email Address

ISAMPLE

SAMPLE IMA
123.456.789.111
EUROPE REGION
49-6214871234
375-1234

ima.sample@us.army.mil

Proceed Into Systern >> |

Change Uzer Seftings |

Add to Favorites |

|@] Dore

[ & [ Intemet

N

You may occasionally receive pop-up messages upon logging in to ART.
These are from the system administrator informing you of any scheduled
down time, systems maintenance, holiday hours, etc.




Initial Login Upon initial login, your ART account will not have phone numbers or an email
(Account address associated with it.

Editor
) To add your AKO (Army Knowledge Online) e-mail address (usually ends in
“@us.army.mil”) and telephone numbers.
To change them if they are incorrect:
<Click> on Change User Settings.
<Enter> the requested information (Note: You can also change the
background image on this screen).
CPOC users should also complete the Branch, Division, and Servicing Region
blocks using the drop down menus (this will insure that the data displayed when
using the My Stuff tool is appropriate for your CPOC location.
Once you are done, <Click> on Edit Account and Go to Main Menu.

<3 ART Account Editor - Microsoft Internet E xplorer

Flease Edit Account Information |

Your Login User ID will be

User ID: AGMAAASPCOM automatically displayed
Comm Phone: [410 305 1728 '“

DSN Phone: |45=3 -|1?29|

o Ent

Email: ! Your.Username@us.army.mil Aﬂgrg;%
Background Image: address
I I || ‘K=

C L 1o | . .

. . . . =
Branch:l *I Di'-.rision:l 'I Servicing Region: | *I

Edit Account and Go to Main Menu | L=

Cancel Account Edit and Go to Main Menu

@] Dore I_ré_|ﬂ Internet

Bl




Changing your Password

Changing your
CSU password

ART and the CSU Application share the same user IDs and passwords. To change
your ART password, you change your CSU Application password. Follow these
steps to change your password:

Step Action
1 To access the CSU Application select the following from the ART menu:
External Applications II.
Central Site.
Central Site CSU.
Push any key when the DOD warning statement displays.
2 When the CSU logon window displays, enter

Your current ART/CSU user ID, e.g. Ima_Sample.

Your current password.

Then click <Connect> or push [Enter].

Do not enter anything on the "Database” line.
Note, the hourglass will continue to display -- just

<Connect> button with the hourglass-shaped cursor:

click the

Logon Ed
Usemame: Ima_Sample
Password:  [=======77]
Database:

10



Step

Action

On the "CSU Options" screen, click the <OK> button:

3 #army Central C5U - Microsoft Inbermet Explorer

OS50 APPLICATION Vi1.0

i T C5U OFTIONS

: mﬁummuwutm

P CSU TITLE

 CIVILIAN SERVICING UNIT APPLICATION

nmmmnmntﬁmwmmmmmnruimmmm
tuvnnnlezmmrmu.mummnmmrsmmuas
mm:unrmmcpmmmmmm:mmmn

; :llote w '.I:m and ey mu reflect wn' cll:l.'m- mn 10!!1,

On the "CSU Title" screen, click the <Password> button:

CIVILIAN SERVICING UNIT APPLICATION

DEVELOPED BY THE DEPARTMENT OF DEFENSE
CIVILIAN PERSONNEL MANAGEHENT SERVICE

AND

THE AIR FORCE PERSONNEL CENTER

WAEHIMNG: Oificial United States Government system [or authorizesd use only. Do not

discuss, enter, transfer, process or transmit classifiedfsensitive natiomal Security
information of greater seasitivity than this system is authorized. Using this systen
constitutes congemt to security testing and monitorimy. Unauthorized use could reswlt

in crimimal prosccution.

Displays { Reports | sy8 AAnin Productivity

Exrm 75

Exit
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Step

Action

On the "Change Password" screen, enter:

A new password twice
Then click <OK>.

Your password must be at least six characters and must contain at least
one numeric character (but not as the first character). Hint: if you make
your password at least eight characters long, you may be able to use the
same password for DCPDS (if you have a DCPDS User ID).

¥ Change Password <]

Enter Hew Oracle Password: "

¥erify Hew Dracle Password: |

Password must bhe at least 6 characters in length. Use
a comhination of letters and numbers. Include mumhers
within the password, not at the beginning or end.
Change vour password every 90 day=s or =sooner.

Warning! If you runfprint a report during this login
sesgion, you will receive the "Login Prompt" again.
¥You must enter the required loginfpassword and server,
hefore the report will be produced.

1] -4 I Cancel |

Back at the "CSU Title" screen (see step 4 above), click the <Exit>
button.

Then, on the "CSU Options" screen (see step 3 above), click <Exit>
again.

Next time you log into ART, use the new password you just created.




Main Menu

Main Menu

The ART main menu provides access to the various ART links and tools:

'3 Army Regional Tools - AGMAAASPCOZ1 - Microsoft Intermnet Explorer

ART 1.1 ==l

=N=]

Main
Menu

Navigation: Main

+ ART Testing

+ Centralized Applications
Employee Data

+ External Applications Il
Headquarters L‘\S

+ Helpdesk

+ Inhox Statistics Il
NPA Tracker

+ Organization Structure
Phone and Email List
RPA Tracker

+ Review and Analysis

blenu ltem Descriptions

|&] Ay Fegional Tools - NORTHEAST REGION [ S [ Intemet

The actual selections on your menu will vary depending on your roles and
responsibilities. Managers and supervisors have a somewhat different menu than
personnelists; CPAC personnelists have different menu selections than CPOC
personnelists.

13



Navigating in  Selections on the main menu that are preceded by a "+" have subordinate menu
ART selections. When you click on one of these items, another menu is displayed. For

example, when you click on "Centralized Applications," the following menu displays:

Navigation: Main > Centralized Applications

FASCLASS
SFa0 History Database

Menu lterm Descriptions

From here you can select either of the two subordinate selections
(FASCLASS or SF50 History Database).

Notice the Navigation line at the top of the menu. This indicates where you
are in the ART menu hierarchy, and you can use any active links in the
hierarchy ("Main" in this case) to return to a previous screen.

Clicking on "Menu Item Descriptions” opens a window that provides a brief
description of the menu selections:

<3 Information - Microzoft Internet Explorer

Close Windowy %

FASCLASS
DA centralized web application FASCLASS

5F50 History Datahase
Centralized web application

14



The ART Toolbar

Toolbar The toolbar provides general information about your location in ART as well as a
number of general-purpose icons.

Cumment Application

User ID

E Army Regional Tools - AGHMAAASPODZT - Microsoft Intemet Explores

ART1a &7 BB B 8 AF T

Navjgation: Main > Centralized Qppliculiunﬁ
Havigation line

Yersion number

Toolbar Icons

Function

Return to previous screen (you can also use the links in the navigation
line)

Return to main menu

Copy

Paste

Find

Print

Report error (opens a ticket for the Helpdesk where you can report any
problems you have encountered in ART)

Make suggestion (opens a note to the ART developers)

S W (BB | oF =] | ¢ (2

User preferences (opens the "Edit Account” window to change your
phone number(s), email address, or screen background

Get help (some topics available, others are under development)

ﬂ Exit from ART

15



Frequently Asked Questions

How can | change my password for ART?
Your ART user ID and password are exactly the same as your CSU user ID and password. If you
change your password in the CSU database, your ART password will also be changed. Log in
with your new password the next time you log into ART.

How can | get assistance with a problem | encountered while using ART?
Non-Personnelists should contact their servicing Civilian Personnel Advisory Center or send an
email to Art-Help@cpoceur.army.mil for assistance.

What if | forget my CSU/ART password?
You may send an email to the CPOC requesting to get your CSU password reset. Address the
email to Art-Help@cpoceur.army.mil.

How can | navigate from one tool to another?
Once you have logged into ART, you navigate between tools by using the "Back to Main Menu"
link or the and then select the tool you wish to use.

Can | be logged into DCPDS, the CSU Application, and ART at the same time?
Yes. You can be logged into all three applications at the same time. Once you have logged into
either of these, minimize your screen to return to the ART screen.

What is Headquarters Army Regional Tools?
Headquarters Army Regional Tools (HART) is an enhanced version of ART. HART is designed
for use by HQDA staffmembers, MACOM Civilian Personnel Directorate staff members, and other
users who need to see consolidated data.

What is the Employee Data tool, and how can | benefit from using it?
The Employee Data tool provides employee information ranging from elected benefits, position
information, organization information, a link to completed NPAs and RPAs, and more.

16



Terms and Acronyms

Terms and
Acronyms

The following are terms and acronyms used in this guide:

Term/Acronym Definition
AKO Army Knowledge Online
ART Army Regional Tools
CMD or MACOM Major Command
CPAC Civilian Personnel Advisory Center
CPOC Civilian Personnel Operations Center
CPOCMA Civilian Personnel Operations Center Management Agency
CSuU Civilian Servicing Unit

CSU Application

A read-only extract from the primary database containing
records of civilian employees. This application allows the
user to view data about a specific employee or to run
reports covering a group of employees.

DCPDS Defense Civilian Personnel Data System. DCPDS is a
human resources information system that supports civilian
personnel operations throughout Department of Defense.

HQDA or DA Headquarters, Department of the Army

Legacy DCPDS

The term used to refer to the older version of the Defense
Civilian Personnel Data System (DCPDS). The legacy
DCPDS is being phased out and replaced by the DCPDS.

NPA Notification of Personnel Action (SF-50)

RM Resource Management

RPA Request for Personnel Action (SF-52)

SF50 Standard Form 50, Notification of Personnel Action
SF52 Standard Form 52, Request for Personnel Action

Smart Number

Tracking number assigned to each Request for Personnel
Action.

SSN

Social Security Number

17



Purpose

Connecting to
DCPDS

Central
DCPDS 11i
Desk Guide

Central DCPDS 11i

Central DCPDS 11i is a direct link to the central Army Defense Civilian Personnel
Data System (DCPDS) database. This is the database of record for all Army civilian
employees (appropriated, non-appropriated, and local national) worldwide and is
housed at a central site. A DCPDS user ID and password is required to access this
application, e.g. Ima.Sample/MGR.

Note: For detailed information about DCPDS, refer to the Central DCPDS 11i Desk
Guide; the access link is included on the ART menu.

From the ART main menu

<Select> Central DCPDS 11i.

<Enter> your DCPDS User ID, e.g. Ima.Sample/MGR.
<Enter> your DCPDS password.

<Click> on Connect.

Central DCPDS 11i Desk Guide

Central DCPDS 11i Desk Guide is a link to the website containing the DCPDS Desk
Guide. This Guide is intended for Army managers, supervisors, resource managers,
administrative personnel, and CPAC staffs, and provides step-by-step instructions
for the tasks that these users may need to do in DCPDS (such as creating a Request
for Personnel Action). The Guide is available on line and as a downloadable Word
document. You can also get to the Desk Guide web page using this link:
http://www.chra.army.mil/deskquid/index.htm..

18



Purpose

ANSWER

Description

Centralized Applications

Centralized Applications provides direct access to several applications. These
applications are not part of ART, but are useful in managing Army civilian human
resources and hence have been included on the ART menu for users' convenience.
They are both maintained at HQDA. Click on Centralized Applications on the ART

main menu to display the applications available, which may include the following (not
all users will have access to all the applications):

ANSWER

CHR Activity Based Costing (ABC) — Personnelists Only

FASCLASS

SF50 History Database

SF50 History Database (No AKO) — will be removed in the near future
Web Based Referral — Personnelists Only

ANSWER allows applicants for Army jobs to view the status of their resume, their
referral preferences and the status of the jobs for which they have applied, and view
their resume on file in the Central Resumix database.
Most applicants will access ANSWER via the Employment page of Civilian
Personnel On Line (CPOL), the Army's civilian personnel website.
A Userid and PIN number are required for an applicant or employee to access
their information, but these can be obtained from the ANSWER main screen.

ANSWER 1 .0 Mondey, Jarwsary 26, 2004

B AMSWER
Home

o Welcome to ANSWER - Yersion 1.0 Lagon with Answer or Resume Builder credentials
Welcome to ANSWER! From this page you i
may view the status of your resume, your Repeat user
referral preferences and status of the jobs Usaridi I
for which you have apphed. You may also

view the resume and supplemental B1N: I
infarmmation currently an file in the Central '
Resumiz database,
[ Lﬂﬂhlﬂmm“l " K . NEW user dick here Contack s
- - CPAC user chckhara

Repeat User: Input your Army Civilian
Resumme Builder Userid and PIN, or the
Userid and PIN you previously crested in
AMEWER

Mew User: If vou have not previously
created a Userid and PIN in the &rmy

19



CHR Activity Based Costing (ABC) — Personnelists Only

Description

This link provides access to the CHRABC application that CPOCs and CPACs are

using to record the amount of time they spend on various personnel tasks. Clicking

this link opens the CHRABC login screen. Note, only personnelists will see this
selection on the Centralized Applications menu.

FASCLASS

NOTE: You can also access FASCLASS through the CHRA Homepage.

Under the FASCLASS link you can find additional guidance as shown in the figure below.

See next page for FASCLASS access via ART.

a CHRMA (Civilian Human Resource Management Agency) - Microsoft Internet Explorer

J File Edit ‘Wiew Favorites Tools  Help

b

J EBack + =~ () ot | il 5earch  [GeFavorites & #History ||%v = B

o
[ & |

x| @eo |JLinks >

v o i
A a1
Aragy pnets

a System - 2002 CG An
Master Index
What's New?
DCPDS
FASCLASS
Mational Emergency
Employment
Downrange Employm
TiM
Living/Working Overs
Management Tools
Pay Information
Training Opportunitie
Reference Library
Automation InfoiTool
DOCPER Information
Deployed Civilians

CPAC Homepages
_>lJ

Links

J.C\gdress IE http: fhwww, chrma. hqusareur, army. milf P

FASCLASS Information

@ Frequently Asked
Cuestions/Problems and Fixes

@ FASCLASS Starter Kit

@ LASCLASS User's Guide

@ Ceneral FASCLASS Access

(Public user access)

@ Managers/Supersors Lodin

iManagers/supenisors and
administrative users log in to
FASCLASS Account)

click an General FASCLASS Access, then click an help in the upper
right hand cormer. Once there, click on Get Tutarial and follow the
onscresn instructions.

Attend FASCLASE training.

For general gquestions on FASCLASS contact your servicing CRPAC
representative or send an email to fasclass@@cpoceur anmy mil

For FASCLASS access problems send to
fasclassi@asamra.hoffman.army.mil

@ External Link
@ Internal (CHRMA) Link

A FASCLASS Tutorial is available for users. To access the tutorial,

s

&

l_ l_ |4 nternet

|




Connecting to  From the ART main menu

FASCLASS

Using
FASCLASS

<Select> +Centralized Applications.
<Select> FASCLASS.

23 FASCLASS: - Microsoft Internet Explorer

J File Edit “iew Favorites Tools  Help |
&y 3
w5 Q Al Q@ G 9 | B &
Back Fonward Stop Fiefresh Home Search Favorites Hiztary il Size
J Address I@ hitp: / /cpsfc. belvair. army. mil/fasclass/inbox/ j @Go

&
o FiM;M

PAC NC SC SwW NE WEST KOR EUR

To begin, move the mouse over one of the menu items in the
gray menu bar, as an example FASCLASS, to reveal the sub-
menu item choices. Click on the desired menu choice.

Fully Automated System for Clagsification (FASCLASS) is a centralized database at HQDA that gives
access to active position descriptions and position related information throughout Army. Access to
data is restricted according to assigned user privileges .

If you have any suggestions, please E-Mail us with your comments.

3 ’_ ’_ | Intemet

a

After accessing FASCLASS, proceed as you normally would to work in this area or

to search for the position description of your choice. There are two levels of access
to FASCLASS:

General, unrestricted access which allows you to view position descriptions,
and

Restricted access, which provides additional capabilities such as creating and
editing PDs.

Instructions for obtaining a user ID for the restricted access functions of FASCLASS
are available in the "Restricted Access" section of the Help menu (see next page).
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Help with For Help on using FASCLASS, click on the Help link within FASCLASS (on the right

FASCLASS side of the blue bar above). This provides access to the FASCLASS Help system
which includes an entire User Manual (in PDF format), a downloadable Tutorial, and
other basic on-line help information:

<3 FASCLASS Help - Microsoft Internet Explorer Hi=] E3

@ Prsssrnane

Welcome to FASCLASS
@ Wigwy User Manual
[£] et Tutorial
@ Getting Around FASCLASS |
@ Puklic User Access
@ Restricted Access

‘Welcome to FASCLASS i’

' Fully Automated System for Classification [FASCLA
web-based automated position classification records sy
which has been impleriented at all 10 Armmy regional Ci
Fersannel Operatinns‘benters (CPOC) FASCLASS is ¢

Pl centralized system maintained at HQDA. The applicatic
automates position descriptions (PD's), provides a seart
autormated Master File of PD's, maintaing autormated re
competitive levels and competitive area logs, an archive
ability to search Army wide, a multiple sort feature, an s _

k]

i i oA e e TS e P ] el el

P Sy et At sk al Al L LLOODIOCEE
] |




SF50 History Database

Purpose

Different
Tools

The "SF50 History Database" is a web-accessed SF50 repository that allows
DCPDS users to access a library of SF50s of their US employees.

- SF50s in the database go back a number of years. SF50s that were
generated in the legacy (PPI) system are available, as are all new SF50s
that have been and are being generated in the DCPDS.

The SF50s in the database can be viewed on screen, or printed. They are
displayed and printed as regular forms.
SF50s are accessed by employee’s social security number.

NOTE: For detailed information to include recommendations and resolutions for
errors you may encounter using the application, please see SF50 History Database
Handbook available on the CHRA Homepage under DCPDS, Army Regional Tools.

There are several different tools available for obtaining SF50 information from
DCPDS and related applications. Each has a different purpose:

Application

Description

DCPDS, Civilian Inbox

Allows the user to track, display and/or print an RPA, or
an NPA (SF50)* if the RPA has passed through that
user’s inbox.

* NPAs are available once the action has been
processed and the effective date has passed.

DCPDS, Processes and
Reports

Allows the user to display and/or print an NPA (SF50)
or RPA for any employee in the user’s organization.
Does not allow for tracking an action. Does not require
that the action passed through the user’s inbox.

SF50 History Database

Allows the user to display and/or print an NPA for any
US employee in the user’s organization.

ART: NPA Tracker

Allows the user to view and print information about any
NPA (SF50) processed in DCPDS for any employee in
the user’s organization. Includes tracking history and
all the data from the form itself, but not formatted into a
"form".

ART: RPA Tracker

Allows the user to view and print information about any
RPA processed in DCPDS for any employee in the
user's organization. Includes tracking history and all
the data from the form itself, but not formatted into a
"form".




Using the
SF50 History
Database

NOTE:

To use the SF50 History Database, you need a CSU Application
account/login. The same security that is used for your access to the CSU
Application is used for the SF50 database (and you log in using the same
username and password).

There are two selections under the Centralized Applications menu for
accessing the SF50 History Database (one reads, SF50 History Database,
the other reads SF50 History Database (No AKQO)). The second selection
(no AKO) will be removed in the near future. Users should use the first
selection.

Follow these steps to access and use the SF50 History Database (the logon
screen for this application requires your user name and password, and you
must select your region from the drop-down menu):

For detailed information to include recommendations and resolutions for

errors you may encounter using the application, please see SF50 History Database
Handbook available on the CHRA Homepage under DCPDS, Army Regional Tools.

Step Action
1 From the ART main menu
<Select> +Centralized Applications.
<Select> SF50 History Database.
2 When the SF50 History Database Logon Screen appears, enter your

AKO username and password, and then click <Click Here To Logon>.

<} SF50 History Database - Microsoft Internet Explorer B o ]
File Edit View Favorites Tools  Help ﬁ
gmBack -~ = - () G} | @search [GalFavorkes Eivedia 08 | Ey- S w7 - 5
Address I@ https:ficpsappe bekvair, armny il isFS0)sFS0ake_au/default. asp j (("bGD | Links **
-
SEF30 History
Database

Logon Screen

Tsername I

Password |

| Click Here Ta Lagon I

Waote: Use your Army Enowledge Orline
{(AK.O) usernamefpassword.

|&] Done [T E|° Internet

sl
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Step Action
3 On the SSAN Search Screen, enter the social security number of the

employee for whom you are searching (without hyphens), and then click

on the indicated button. The employee must be part of your organization

(one whose record you would normally have permissions to view in

DCPDS or the CSU Application).

! LF50 Hiztoy Datlabace - Micsocod inbenet Esplosen

Bl EW  Yiw Fivlas Took Hip ]
5.+ . @ B A @ u 9 b & F of .*

| Eack [ Sip Armch . Hora Samch  Fawoie:  Hily Ha Zim Fid E®

| By {2 e b s s Fikngin e 7] G |Leke ®
=l

SF50 History Database
S55AN Search Screen
S5 A0 of Employme
| CickHamToTrackEfste |
Eietarn Biarks te Lepon Seees,

=

& Ciorm N =

4 Once you enter an SSAN, a listing of the SF50s for that employee

displays, as shown. To view any of the SF50s, click on either the
[HTML] or [PDF] option in the view column. If you are going to print a
hard copy of the SF50, the PDF version provides a better-printed copy.

24 51 00 Hesloey Datsbass - Miciosslt Inieonet Laplares
Be L# eu Footm Lok oo B
e R 2 B P (B % o9 .7
Back éa nij.a. E‘I-. Eu. Piorhas: - Hickats 'Né. S P
WHII-JHII n\.—'wpl.v-'\-.rl-ln_l,lml‘lm.-'l.u'lu:rl:p _] p:‘al\'.l Lnks =
SF50 History Database
S50 Search Results Screen
5F 50 Hirtery
L Audh.Code  ENLDake PP Series 0D 5T Agrmcy Sabey  View
Inrvrdud Cash Award G40 [ UIJAHG00  fE RO 13 K6 ARSD | 361500 preve) Foe
ndvidial Cash Awerd 4T, ITOECIN (8 0N 11 f6 ARAE | 5615340 ML) PR
TITHIN SRALE I E53) oM | amEa pE DOl 13 fE ARSE | %1340 ML [PD6)
EPRCIAL AT OR SRETREGTT) 0 AU | MR | spopmwe) poy | —
FAY ADIE4) i:wu zul IZJAH00 .m D 1 fr lwrmm | 56016500 ITVREL) [PIY |
TIMEGT? AWARL 67 N [ hem | smepmeipnn |
TIMB OFF ARARD 073 v anw | | ke ieepmepon |
FAY AU (04 QWM ZIM D3JANSS OG5 001 11 pT ARSH BT A0 PITML) [PDF] |
@ : B L
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Step Action

Here’s a sample of an SF50 being viewed using the PDF (Adobe

Acrobat toolbar to print a hard copy.

Acrobat) format. From here you can click on the print icon on the Adobe

nantl irksinet,,, M= EL
[l [ Yeu Fyodes ook Hebp =
oo @ & AR W D8 3
L e L, T L i I s

MFEI mipbl]_cpauribDESFORMAT ~POFLDES TVYPE =CAHE bisper=SPR0HO_SFE0 RPT adiP_FiOWwID=0000C B l:l:ECI-IIF:i ] | ok ™)

L

BEE A F 04 b oee OB | o b
p e — MAVTIFICATION O FERSONNEL A0 TIRN
i Frets e T—_
E-04-1341 13-17-2004
Ak i ks | (- 2L Ul ol Sty o Nl
- |dmitiviainal Caik ki
i i 180 lapd L 18 Cale e
L 4. Lrpad iy - B F Loysl hoam by
TN =TT r=pr=— [EN Ty T
PRENGCNSEL SLASAL EWE W] SFECTALIST FERSANEL MARLMLEVMENT SFELLLLIXE
FLA 20 - e LT - AR
e L T [ P B e [ TR T ——
5] - miamm [y BTV |
T TR Fr— S T e — R (TIPS ey
il wn An N ]
oL M el W s i P EFrhanbaiban = FRRI] W r———
T AR T OF THE AN T ERMTARE Y CIF THE AU
ATVELELS FERESONSNE] FORATH PGS O VT R TIHHLLAS FORSCTS L P A THNE TN TER
G, INETESTHY THY_ PN AT B SR NE, PN EERY TV FU S KL B S R
WK ISLANT 1 Si3ERTiE T T R T P
(S TR S Ee L TR
FMPLOVEER T
e i Protim - 15, ey i |, merena o e BBY
. o e B e e A
=

6 When done
<Click> the Back button on your web browser to return to the

previous screen (the list of SF50s).

<Click> the Back button again to return to the SSAN Search Screen.

Web Based Referrals — Personnelists Only

Description

This link provides access to the RESUMIX application that CPOCs are using to
prepare RESUMIX referral lists. Clicking this link opens the Referral List login

screen. Note, only personnelists will see this selection on the Centralized
Applications menu.
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Purpose

Other Sources
of Employee
Data

Accessing
Employee
Data

Employee Data

The purpose of the Employee Data tool is to provide quick and easy access to basic
data about employees, including personnel and position data (including their job
description), NPA and RPA history, organization information, and similar information.
This data is refreshed from the DCPDS database nightly (so it can be up to one day
old).

Although the Employee Data tool is very easy to use, there are occasions when you
may need to use other sources to find the information you want. Additional
information about employees is also available from the following:

Application Description

DCPDS Contains detailed information about employees, the source
from which the data for all other tools flows. Database of
record, so this data is real time. However, it is not always
easy to locate specific information. For more information see
the Retrieving Information chapter of the DCPDS Desk
Guide.

CSU Application A read-only source of information about employees, similar to
the Employee Data tool but with somewhat different types of
data available. For more information see the CSU

Application chapter of the DCPDS Desk Guide.

To access the Employee Data tool, select <Employee Data> from the ART main
menu. On the search screen that displays, enter some or all of the employee's last
name, and click <View Details>.

NOTE: You can also search by another part of the name using the "Contains" or
"Ends with" radio buttons, e.g., if you enter a first name in the search block, click on
the "Contains" radio button before clicking <View Details>).

’a Ammy Regional Tools - AGMAAASPCO21 - Microzoft Internet Explorer

ART 1.1 -

Enter Name Search Text |
% Begins with € Contains ' Ends with

Yiew Details

If the name you entered has more than one match you will see a listing of matching
names, together with their installation (CPAC) and pay plan, series, and grade. Click
on the name of the employee from this list.
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Types of
Employee
Data

Sample Data
Screen

Once the employee's record has been retrieved, click on any of the links to view data
or more options.

Employee Data

Hame: SERKIN, ANDREWPP SariGr: G50301-11
CPAC: CAMP SWWAMPY  Command: FC
CPOC Division: . | CPOC Branch: .»
Infarmation
Employee Information Position Information
Job Description Organization Streclure
History
NEARPA History Helpdesk Ticket History
Pay [vaia
AALl's Pay Rejects
Revarse IMedace VRE Interface

For instance, clicking on the Employee Information link displays the following screen,
with a number of additional radio buttons to view SCD, TSP, WIGI, NTE data, etc.
There are also links to position data, the job description, organization structure,
NPA/RPA History, and pay data (used primarily at the CPOC).

E Emplopes: Information - Micriosoft Intemet Explores
=
Close Window %
Employee Information

S5N:
Pay Plan: Seres:
Grade: Step:
PayRD: CPOID:
& Salary  SCD C TSP o WGH ' NTE " Other CPCN's
' Retainad ' Bonafils ' Projectad © Other € Training ' Cherseas
0 Appraisal  Award COLGA s

Salary Data
Post Differential Amount:

Basic: 1z Post Differential Pot: %
Tahle Sal: Tz Post Differential Begin:
Locality: B184 Post Differential End: :I
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Purpose

Connecting to
the CSU

External Applications Il

External Applications Il provides direct access to the CSU Application. This
application is not part of ART, but is included on the ART menu for users'
convenience.

Note: For detailed information about the CSU Application, see the CSU Application
chapter in the DCPDS User Guide located on the CHRA Home Page, under DCPDS,
User Guides and Information.

From the ART main menu

<Select> + External Applications II.
<Select> + Central Site.
<Select> Central Site CSU.

Note: You must have a user ID and password to log in to the CSU Application. This
is the same user ID and password as you use to log in to ART, e.g. IMA_SAMPLEL1.
To change your ART password, change it in the CSU Application; the change will
also affect your password when logging in to ART.




Gatekeeper
Access and
References

What is

“Gatekeeper”
?

Gatekeeper US & LN

Please use the Handbooks listed below that are located on the CHRA Homepage at

http://www.chrma.hqusareur.army.mil under DCPDS, Army Regional Tools (please
see screen prints below).

Appendix A — Gatekeeper Checklist Handbook for Managers US RPAs
Appendix B - Gatekeeper Checklist Handbook for Managers LN RPAs
Appendix C — Gatekeeper Checklist Handbook for Resource Managers

The “Gatekeeper” is an automated checklist that complements the functions of
DCPDS. The Gatekeeper concept is to make sure the CPOC has all the information
needed to process an action without having to go back and forth to the initiator of the
action. Gatekeeper is easy to use and is responsive to customers’ needs.
Gatekeeper provides a standard, efficient and simple way for management to
provide information about a personnel action that would otherwise require an
attachment to the RPA.
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Non-
Personnelists

Personnelists

What are
Inbox
Statistics?

Related Tools

Helpdesk

Please do not use thistool; it is not applicable to OCONUS.

Applicable to CPOC Personnel and CPAC PSMs Only
Please see separate guide available on CHRA Intranet

Inbox Statistics Il

The Inbox Statistics tool provides information on timeliness of processing personnel
actions (formerly known as the Red-Amber-Green report). This tool can provide
consolidated information by region, CPAC location, Command, Inbox Sub-Type, or
Inbox Type, as well as information on specific actions to include links to position
data, organizational information, and individual RPAs.

Show Me (ScreenCam): Inbox Stats-1 Headphones or speaker
required (9-minute movie showing managers and supervisors how to use
inbox statistics.)

Click to download movie script (to view the movie without sound)

Show Me (ScreenCam): Inbox Stats-2 Headphones or speaker
required (12-minute movie showing how to use inbox statistics as an
activity manager, CPAC director, or CPOC manager.)

Click to download movie script (to view the movie without sound)

Show Me (ScreenCam): Inbox Stats Headphones or speaker required
(6-minute movie showing how to use inbox statistics to help manage
workload and production in the CPOC, target audience is CPOC branch
chiefs.)

Click to download movie script (to view the movie without sound)

Inbox Statistics Il presents information about open personnel actions (including

actions that have been completed but not consummated, i.e., the effective date
has not arrived). To view historical information about closed actions, use the
Review and Analyses tool, page 70-75.

CPOC users can access the same information that is provided by Inbox
Statistics Il using My Stuff, page 40-45. My Stuff is another way to access
Inbox Statistics and other ART tools but they are tailored to each user's
organizational location (for example, the user sees inbox statistics pertaining to
his/her branch or division only).

The RPA Tracker tool provides access to RPAs for specific employees (based

on the RPA number). Both Inbox Statistics and RPA Tracker use the same RPA

Viewer to look at individual RPAs. See RPA Tracker, page 62-69.
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Benefits of Inbox Statistics

Benefits to
CPOC Staff

Benefits to
the CPAC

Benefits to
Managers

Benefits to
Admin
Personnel

Benefits to
Resource

Management

In-box statistics can be used by CPOC staff members in many ways:
As a tracker — The staffer can track individual actions quickly and efficiently.

As a status report — The status of an action is reflected in the Inbox Statistics tool,

if the event codes and information are entered timely and accurately.

As a workload indicator — Inbox Statistics provides numbers and types of actions in

individual in-boxes. The staffer can access information on actions initiated by

management that are in route to the CPOC for workload planning and forecasting.
Team Leaders, Branch Chiefs, and Division Chiefs can monitor workload to ensure

even distribution of work and resources.

Inbox Statistics can be used by CPAC staff members to:
Track actions routed to the CPOC.
Obtain the status of actions.
Reduce number of inquiries forwarded to CPOC.

Managers can benefit:
Track initiated actions.
Check status of actions.
Comment on the action at any time during the life of the RPA.

Administrative personnel, personnel liaisons, etc., can benefit:
Track actions.
Check status of the RPA(s).

Resource management personnel can benefit:

Access and retrieve information pertinent to their organizations.

Ensure proper execution of salary dollars.
Check status of open/closed actions.

NOTE: Users only have access to information based on the level of permissions assigned by the
systems administrator.
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Color Coding

Color coding  Inbox statistics uses a color scheme to reflect the number of days in the "aging”
process for each functional area (management, CPAC, CPOC) or event in the
staffing or processing cycle (open announcement, rating, ranking, etc.).

Click on <View Colorization Chart> (on the layout screen as you are accessing a
particular report) to view the chart, part of which is shown below:

Cloze Window
Colottzation Values i Days
Light |Dark
status Type Red |Amber |Yellow Green |Green
Ages

CPAC Age Bl 21s

CPOC Age |88 34-63

IManagement Age -| 2-1.5;

Personnel Age [868 120 90

Events

01 - Manager | RS
02 - CPAC B as
03 - CPOC 088 08 -05
04 - Clagsification -| C12-9
05 - Staffing 0880305
06 - Open Announcetnent -| C12-9
07 - Rating Bl s as
08 - OpenReferral | 28-21
09 - Commited Bl 120

10 - Staffing Delay 8 20-15




Accessing and Using Inbox Statistics

Using Inbox

Stats

Follow these steps to use the Inbox Statistics tool:

Step

Action

1

From the ART main menu, select Inbox Statistics Il to access this tool.
A submenu displays:

<3 Army Regional Tools - AGMAAASPCO21 - Mig

ART 1.1

Navigation: Main > Inhox Statistics l|

+ All Actions
+ Fill / Recruit Statistics
+ Non Fill / Recruit Statistics

Menu lterm Descriptions

Select the type of actions that you want to examine (all actions,
fill/recruit, or non-fill/recruit). A further submenu displays:

3 Army Regional Tool: - AGMAAASPCO21 - Microsoft Interng

ART 1.1 o

Navigation: Main »Inbox Statistics Il = All Actions

All Open Actions
Opened in the Last 5 Work Days
Opened in the Last Work Day

Menu ltem Descriptions

Select the timeframe for the actions you want to examine (all, opened in
the last 5 workdays, opened in the last workday (not available for
fill/recruit). The options for actions opened in the last 5 workdays or last
workday are particularly useful for CPACs who want to monitor actions
being sent to the CPOC from their installation.




Step

Action

4 On the layout screen, use the radio buttons to indicate whether you want
to see actions based on total time in management, CPAC, CPOC, in
personnel (CPAC and CPOC), or by events:

Inbox Statistics II; All Actions; All Open Actions
Please Select the Overall Layout:
All Actions 01 || “iew Layout Details
Colorized By: © Total Time in Management  Total Time in CPAC
& Total Time in CPOC  Total Time in Personnel © Event Time
View Colorization Chart
Froceed to Inbox Statistics
The <View Layout Details> button displays information about
filtering, grouping, and the level of detail that will be used in the
report you have selected. This is provided for information only.
The <View Colorization Chart> link displays the colorization
chart shown above (see Color Coding, page 33).
5 Click on <Proceed to Inbox Statistics>.




Step

Action

The report displays sorted by CPAC location. You can change this to
Command, event (rating, ranking, etc.), inbox, inbox type (manager, RM,
classifier, etc.) or subtype, NOA (nature of action), smart number (RPA
number), or UIC by clicking on another of the radio buttons at the top of
the table.

NOTE: For many users, this table will not be as lengthy as shown here
since you will only see the actions for your organization(s). You can
click on <View Details> at the bottom of the table to proceed (step 8
below).

Inbox Statistics II; All Actions; All Open Actions; Layout = All Actions 07. Colorized by Total Time in CPOC; Status = OPEN; Status = FUTURE|
Groupings

@ CPAC Location € Command ' Event Status € Inbox € Inbox Sub-Type ¢ Inbox Type € NOA € Smart Number € UIC

CPAC Lacation ‘ Red ‘ Amber Yellow ‘ i

ABERDEEN PROVING GROUND T 2 56 B oz
ARL - ADELPHI N 0 10 s E s
ARL- APG . o o SO =
CARLISLE . 4 G (-
COE BALTIMORE E 15 21 N =
COE BUFFALOD . - 2 B EN
COE DETROIT - El 3 [E o
COE NAD NEWY ENGLAND - 3 s
COE NEW YORK E : 0 2 Es

Here's the same report sorted by inbox type:

Inbox Statistics Il All Actions; All Open Actions; Layout= All Actions 07. Colorized by Total Time in CPOC; Status = OPEN; Status = FUTURE|
Groupings

C CPAC Location € Command € Event Status  C Inbox ¢ Inbox SubType | @ nbox Type  © NOA € Smart Number O UIC

Inbox Type | Red ‘ Amber Yellow ‘ (Iv‘-rlg!:; ‘ e | Total
cPrc I 5 E
Groc [ B = L s
e — L Eeaas

RMO o o
Sy —

Unknawn o o
WGl Box I - o
Touls = o S

iziniziEle *Yau can anly view 1000 or less RPA's

HEREE
|
5

Use the links in the left column to narrow down your selection (e.g.,
choose a particular CPAC location or a particular inbox type):

Inbox Statistics II; All Actions; All Open Actions; Layouat = All Acttons (7. Colorized by Total Time in CFOC; Status = OPEMN; Status = FUTURE
Groupings;, CPAC Location = CARLISLE

& CPAC Location € Command  C Event Status € Inbox € Inbox Sub-Type € Inbox Type O NOA € Smart Mumber  C UIC

CPAC Location Red Amber Yellow Light ark Total
Green Green
CEET: — : T
Totals - + P N,

Wiew Details




Step

Action

Click t

he <View Details> button at the bottom of the table. Depending

on the size of the report this can take a moment or two to display:

2 Army Fegional Tools - AGMAS 21 - Microsalt Internet Exploser =
= | B B | o= e |
ART 1.1 0 SRS AF T e | Inbox Statistics I
Inkan Statistics |1, All Actisns, All Dpan Actiore, Layout= AN Aztiona 07, Colorized by Tetal Time in CPOC, Statws = OPEN, Status = FUTURE
[ Growpings; CPAC Location = ARL - APG
Sorted by Actions Requested, Evert Status
= : I - T Pay Eip ]
Fequesi  Smar Hequest MIGMT CPAC CPOC Actions IIMI Plan " | H' BT eyl
Date  Mumber  Sequence Time Time Time  Aeguested | m - dt |
| | G | | I
2NCY MACROAMN [153421 WO 1 0 |AWARD g PO02-12-12 20021212 ¥ (SCROAAMGRIEM
D1JUN  HAGARHAOD 0640 | 1] POS_ESTABLISH b BO0107-15 ¥ ACARHRAMER147 M
D1tAY  lag R I POS_ESTABLISH - [t CARHRMGROAT M
D10CT _HAG, 0051051 Hes 0 1] REALIGNMENT  [fa0 - BO0-10407 | AGARCIMGRIZSM
01hAY 001368 B0 D 0 REASSIGNMENT 9 BCARWDMGROTU
Il MACARAMDO 122138 Bl D O RECRUIT_FILL 5511020 't ACARAMMGRITSMN
(0L MACARAMIO 122278 |1 18 162 [RECRINT_FILL JEE1102-12 ¥ WEADSEFIIACOS
D1MAY HAGARMAD] D6748  EB1 [0 0 RECRUT_FILL [¥ BCARHRMGROAEM
20EC  MACARHROOD 158376 [ 11 15 |SALARY CHG B Da-l:ﬁ.’ﬂ-l??_ DOCR0324 POI203-24 [Y  NEBASSPOOSICOS
(WGI2  Dele 1] 0 B [SALARY CHG B9 Ge1102-12 20030112 | JWGPERSONMEL - |
20N MECARAMDO (117411 D9 D 0 SEPARATION o952 L PO007-13 ¥ ACARAMMERIZEN
O20UN  MACARAMDD [117564 g3 D a SEPARATION 353 PO02O7-13 200240713 ¥ ACARAMMERIZEN
D1 MAGARCIOD 123278 fi 1 A32 [SEPARATION @02 - o053 EWABAAGENDIGIG
D10JL  MAGARCID [2H27 0 il 637 |SEPARATICN a2 b 200109-30 | EWABAAGENDIGT
01001 MAGARCID [00A293 i E A37 [SEPARATION  [0d pooi0e03 SN ALCENDOGIC
Fesor Data Wigwin Excel
] [ Aarg T i Ao Tiame In | g T I | Ay Time in H
RPA Type Total m:m-m | CPAC Inbox | CPOC Inbox  Peisonmel nbis
FillRecnat | 0 [ [ [ A,
Crhar 15 235.7 43 1336 127 8
P& Total | 15
al I ]
K] Pury Fiegaonal Took - NORTHEAST REGION [ 9 Inteinet
Note the following on this screen:

The table contains an entry for each RPA for the selected CPAC
(or event or inbox, etc.).

To view RPA information for a particular action, click the RPA
number in the "Smart Number" column (see next step).

The table scrolls to the right to display additional columns of
information, including the current inbox, event time and status,
etc.

The small table at the bottom provides summary statistical
information about timeliness of actions.

The <Resort> button allows you to resort the actions by different
columns.

The <View in Excel> button exports the table into an Excel
spreadsheet for additional manipulation or analysis.

The "GK" column indicates if the RPA has a Gatekeeper
Checklist. If "Y," you can view the checklist by clicking on the
link.
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Step

Action

; Army Regional Tools - Microsoft Internet Explorer

To view more information about a specific RPA, click the RPA number
link in the "Smart Number" column

=

Close Window

RPA Number: 01JUN4AGARHROOOZ20640

Action Requested: POS _ESTABLISH

Pay Plan-Series-Grade: --

Effective Date: '
Proposed Effective Date: 7/15/101 View RPA
Name:

Nature of Action:

CPAC Code: iz
Command Code: Iz

“iew Position Information

Enter hotes below:

Submit Motes |

| Date Responded: | By: | Response: |_

[l

To view the RPA data itself, click the "View RPA" link (see next
step).

If a position record exists, click the "View Position Information”
link to view this data (the link will not be active if the position is
not in the database).

You can add comments in the "Notes" block (and then click
<Submit Notes>). These notes will be accessible to other
users who view this RPA.




Step Action

10 The RPA Viewer displays all the data on the RPA itself, plus provides
access to the Gatekeeper Checklist (if there is one), and (if you scroll
down) notes, current inbox (location), and tracking data:

zoft Internet Explones

Close Window @ Gatekeeper Checklist

1. Actions Requested: POS_ESTABLISH

2. Request Number: 01JUNAAGARHRO0020640 (Dpen)
3. For Additional Information Call:

4. Proposed Effective Date: 771501

5. Actions Requested By:

ADMINISTRATIVE OFFICER
B/1301
. Actions Authorlzed By:

|
DIRECTOR, HUKAN RESEARCH & ENGINEERING DIRECTORATE

1. Name (Last, First, Middle): 2. Social Security Number:
EEKHH

3. Date of Birth:

Status Remark Occur Date 1 Date 2 Com
‘i ! r!‘
3] N T 4




My Stuff (Personnelists Only)

Purpose My Stuff provides CPOC/CPAC users with a convenient way to access various ART
tools, tailored to the CPOC/CPAC staff member's organizational location (branch and
division, and region) within the CPOC. The tools that you can access from My Stuff
are:

Inbox Statistics.
Helpdesk.
Suspenses.
Organization Viewer.
Review and Analysis.

Tailored The tools available under My Stuff are the same as their counterparts accessed

Views from the ART main menu, but they are "tailored" to your organizational location
within the CPOC. The branch and division which is used for My Stuff is based on
the information you provide on the User Preferences window (ART Account Editor) --
see Initial Login (Account Editor, page 9).

Accessing Inbox Statistics using My Stuff

Introduction Follow the steps outlined on the next pages to access and use the Inbox Statistics
tool through My Stuff. (Which automatically filters the data to your desired
organizational level -- branch, division, or region).

"My Branch" is being used as an example here, but the same steps apply for My
Division and My Servicing Region. The primary difference between these
options is, of course, the amount of data that will be displayed.

Additionally, the examples below are using the "all open actions" option, but the
other options work the same way also (all open actions, all open fill/recruit, or all
open non-fill/recruit).



Step

Action

From the ART main menu, select My Stuff to access this tool. A
submenu displays:

; Army Regional Tools - NHETESTCPOCSE

ART 1.1 (RC-12)

Navigation: Main > My Stuff

+ My Branch
+ My Division
My Modern Inhox
+ My Servicing Region

Menu Iterm Descriptions

See Accessing Other Tools using My Stuff, page 45, for information
about My Modern Inbox.
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Step

Action

Clicking on the Menu Item Descriptions button explains each of the
menu selections on the My Stuff menu:

/3 Information - Microsoft Internet Explorer

Close Wyindow %

My Branch

Tools under this menu item use layouts that filter the data
based on the Branch setting in the user preferences

My Division
Toaols under this menu item use layouts that filter the data
based on the Divizion setting in the user preferences

My Modern
Inbox

shows open actions that sit in any inbox that the user is
attached to in modern

My Servicing

Region

Toaols under this menu item use layouts that filter the data
based on the Servicing Region setting in the user preferences

€] l_ E 4 Intemet

Nl
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Step

Action

3 Click on My Branch to see the selections available under that option.
Each of the selections uses data from your branch:
’a Army Regional Tools - HETESTCPOCS - Micros
ART 1.1 (RC-12)
Navigation: Main =My Stuff > My Branch
+ My Branch Open Actions - All
+ My Branch Reporis
Open Fill / Recruits
Open Non Fill / Becruits
Open Tickets
Organizations
Menu ltem Descriptions
NOTE: The same selections are available under My Division and My
Servicing Region, but the data that is pulled for these options pertains
to your division and region respectively.
See Accessing Other Tools using My Stuff, page 45, for information
about My Branch Reports, Open Tickets, and Organizations.
4 Click on My Branch Open Actions - All to see the selections available

under that option:

’a Army Regional Tools - HETESTCPOCS - Microsoft Internet Explorer

Navigation: Main >My Stuff = My Branch > My Branch Open Actions - All

ART 1.1 (RC-12) o

All Open Actions
All Open Actions Opened in the Last 5 Work Days
All Open Actions Opened in the Last Work Day

Menu ftem Descriptions




Step

Action

At this point, if you click on any of the selections, the standard Layout
screen displays:

a Army Regional Tools - NETESTCPOCS - Microzoft Internet Explorer [Ij[=
=1

by Stuff; My Branch; My Branch Open Actions - All; All Cpen
Actions

ART 1.1 (RC-12) 4=

Please Select the Overall Layout:

by Branch All Actions 07 || “iew Layout Details

Colorized By: " Total Time in Management " Total Time in
CPAC @ Total Time in CPOC " Total Time in Personnel
' Event Time

View Colorization Chart

Froceed to Inbox Statistics

This screen provides information about what data you have selected,
provides you the opportunity to colorize by time in different types of
organizations (Total Time in CPOC is the default), and allows you to
view the Colorization Chart.

Click on the <Proceed to Inbox Statistics> button to view the open
actions in your branch. At this point, follow the same steps you would
use if you had selected Inbox Statistics Il from the ART main menu (see
Accessing and Using Inbox Statistics, page 34-39). The major
difference is that the actions displayed will be from your branch only.




Accessing Other Tools using My Stuff

Other Tools

In addition to accessing the Inbox Statistics tool as shown above (at the branch,
division, or region level), My Stuff also provides access to other ART tools.

ART Tool

My Stuff Navigation Path(s)

Review and Analysis - Fill Time report,
Classification report (see Review and
Analysis, page 70-75)

My Stuff -- My Branch -- My Branch
Reports

My Stuff -- My Division -- My
Division Reports

My Stuff -- My Servicing Region --
My Servicing Region Reports

Review and Analysis - Population
Statistics (see Review and Analysis,
page 70-75)

My Stuff -- My Servicing Region -- My
Servicing Region Reports

Inbox Statistics - for your inbox(es) only
(see Accessing and Using Inbox
Statistics, page 34-39)

My Stuff -- My Modern Inbox

Helpdesk -- pay problems, suspenses,
QC errors, etc. (see Helpdesk Guide,
available on CHRA Intranet)

My Stuff -- My Branch -- Open
Tickets

My Stuff -- My Division -- Open
Tickets

My Stuff -- My Servicing Region --
Open Tickets

Organization Structure -- org codes,
cleartext names, tables of position data
(encumbered and vacant) for each
organizational segment (see
Organizational Structure, page 52)

My Stuff -- My Branch --
Organizations

My Stuff -- My Division --
Organizations

My Stuff -- My Servicing Region --
Organizations




NPA Tracker

Purpose The NPA Tracker is used to track Notifications of Personnel Actions (NPASs)
processed using DCPDS. The NPA Tracker tool allows the user to easily locate and
view the NPA (NPAs are retrieved based on the name of the employee). The
information provided is the same as that on the formal NPA, although the format of
the document is different (not displayed as a "form"). Users may use the NPA
tracker to ensure actions are accurately processed. In addition, when using the NPA
Tracker, you also have access to the RPA that was used to generate the NPA.

Terminology - NPA: Notification of Personnel Action. This refers to the completed Standard
Form (SF) 50 which is the paper notification to an employee that a personnel
action has been processed (a copy is also filed in the employee's Official
Personnel Folder (OPF)). An electronic copy of this form is maintained in
DCPDS.

RPA: Request for Personnel Action. This refers to the "working document”
which is submitted by management to have a personnel action taken on an
employee (promotion, separation, recruitment, LWOP, etc.). Itis similar to a
work order in other fields. Once an RPA has been approved and processed, and
the effective date has arrived, an NPA is generated and sent to the employee
and filed in the employee’'s OPF.

See the RPA Chapter in the DCPDS Desk Guide for additional information.

Related Tools Other tools provide information about NPAs and RPAs:

Employee Data, page 27-28, is an ART tool, which provides personnel
information about specific employees and can be used to locate and view
NPAC(s) for a specific employee. Once you have selected a specific NPA, you
have access to the same NPA Viewer as is provided in the NPA Tracker tool
(described below).

RPA Tracker, page 62-69, is an ART tool that allows you to track and view
RPAs before they have been completed (that is, when no NPA is yet available).
NOTE: Once the RPA has been processed and the effective date has arrived,
you can use either tool to view the NPA. However, the NPA Tracker retrieves
NPAs by the employee name, and the RPA Tracker uses the RPA number. An
additional difference is that the RPA Tracker provides "tracking" information, i.e.,
who has had the action and for how long, which is not part of the NPA Tracker.
DCPDS, as the database of record for all employee and NPA data, can be used
to view NPAs. Refer to the DCPDS Desk Guide, Civilian Inbox chapter, for
instructions for accessing NPAs via your DCPDS inbox.




Retrieving the NPA

Steps

After logging into ART, follow these steps:

Step

Action

1

Select <NPA Tracker> from the ART Main Menu.

2

Enter the name (or part of the name) of the employee, then click on
<View Details>:

3 Army Regional Tools - AGMAAASPCO21 - Microsoft Internet Explorer

ART 1.1 -

Enter Name Search Text |
& Begins with  © Containg € Ends with

Yiew Details

If there is more than one employee matching the name information, a list
will be displayed. Click on the correct name from the list.

E Armp Aegional Tools - AGMAAASPLEDZ2T - Microsoft Internet Exploner

ART 1.1 - N

[Wame Begins with (3 Mames found)

:Emplnyee Hame DIuIsiuniBrandiiE!"AE PP-Seri-Gr
[ o |CPOCHMA |G5-0201-13 |

2 [E |LETTERKENNY [WG-260212 |

g7 H [FORT DETRICK |6S-2210-12 |

A listing of NPAs for the selected employee will be generated. Select
the appropriate NPA and click on the effective date to open the action
(see NPA Viewer, below). This is the same information that is provided
on the "official" Notification of Personnel Action that is printed and
provided to the employee and filed in the employee’s Official Personnel
File (OPF). To view the RPA instead of the NPA, click on the blue link in
the "Request Number (RPA)" column instead.

Linkto NPA Linkto RPA

niification of Personmel Actian B Paguess for Personnel Action

Eff Dt ROAIT) NOAR)Accept Signature| | Rogu Action Requested Approval Date Awhorizing Signatsne
11200 - Pay Ady . Donakd P, Taylor [ MSLIS7506-E66 SALARY _CHG 110403

112003 ESE - Within-grade Inc s Angeta 0. Francis B W51 225962 SALARY CHG 12503

002 B4D - Indmidual Cash Award - Pamela B. Bond [ O2AUGLAGMAAAD0132563 AWARD B2102 Prales, Carohyn P
12 (B9 - Pay Adj [ Donald F. Taylor [l MSLI0S766.220 SALARY CHG  [1A203 Prates, Carohyn P
B30 B0 - Indmdual Cash Awsed - Lits & Faigon [ D1AUGEAGMASI00351T1 AWARD Sr1301 Pratee, Caentyr P
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The NPA Viewer

Viewing the Once you have selected the NPA you want to view, it displays in the NPA Viewer.

NPA This NPA contains the same data that is contained on the actual NPA, which is
found in DCPDS, but it is not displayed as a "form" as it is in DCPDS. For
convenience, the NPA is broken into 3 panels (it is one long document when viewed
in ART). Most of the data is self-explanatory but a few notes have been added:

Panel 1 E Army Regional Toolz - Microsalt Intemet Explooes

&

Close Window

1. Hame (Last, First, Middle): 2. Social Security Number: 3. Date of Birth: 4. Effective Date:
14122403 12:00:00 P

T |

50 Code: 594

5.8. Nature of Action:

Pay Adj

5.C. Code: OYyM

5.0. Legal Authority: Reg 531205

5E. Code: ILM

5.F. LegalAwuthority: E O 13282, Dated 31-0EC-2002

6. Code:
6-B. Nature of Action:
6.C. Code:
60 Legal Authority:
B-E. Code:
6F. Legal Authority:

T COMNE: Daclilos ThHia asmd Mussbae: DEDCOKAED LAARACEREKNT COEMCIMA DT ANTT2 SARE ;I

The top part of the NPA contains identifying information about the employee and
the type of action taken.
Use the Printer icon at the top of the window to print a hard copy.



Panel 2

E Army Regional Toods - Microsoft Internet Explones

7. FROM: Position Title and Humber: PERSONNEL MAMNAGEMENT SPECIALIST BO70E.5455
8. Pay Plan: GS

9. Occ Code: 0201

10. Grade/Level: 13

11. Step/Rate 07

12. Total Salary: 79473

12/ Basic Pay: /1289

126. Locality Adj: 5154

12C. Ad]. Basic Pay: 79473 %
12D. Dther Pay: O

13. Pay Basis: PA

14. HName and Location of Pogition’s Organization:
ASANMERA)

CIv PERS OPERATIONMS CTR MGMT AGEMCY
TRAIMING MANAGEMENT DIISION

ABERDEEN PROVING GROLUND MD 21005

15, TO: Position Title and Number: PERSORNEL MANAGEMENT SFECIALIST 80703 5465
16. Pay Plan: G5

17, Oce Code: 0201

18, Grade/Level: 13

19. Step/Rate: 07

20. Total Salary/Award: 81941

204, Basic Pay: 73503

20B. Locality Adj: B433

20C. Adj. Basic Pay: 81941

200, Other Pay:

21. Pay Basis: PA

22. Hame and Location of Position’s Organization:
ASAMERA)

CIY PERS OPERATIONS CTR MGWMT AGENCY
TRAIMIMNG MANASEMENT DMISHON

ABERDEEN PROVING GROUND MD 21005

This section contains the "from" and "to" information.
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Panel 3

2R Army Aegional Tools - Microsoft Internet Explones

23, Veterans Preference: 2

24, Tenure: 1

25, Agency Use:

26. Veternas Preference for RIF: ¥

27, FEGLI: DO

Basic + Option &

28, Annuitant Indicator: 9

Mot Applicable

29. Pay Rate Determinant: 0

J0. Retirement Plan: 1

CSRS

3. Service Comp, Date(leave): 5472

32. Work Schedule: F

FulkTirne

33. Part Time Hours Per Bi-Weekly Pay Period: |
N T
34, Position Occuplied: 1

35. FLSA Category: E

36. Appropriation Code:

4337000 AF

37. Bargaining Unit Status: 5388

38, Duty Station Code: 240015025

39. Duty Station:

ABERDEEM PROY GRND / HARFORD / MARYLAND

40. Agency Data:

1. Agency Data:

42. Agency Data:

43, Agency Data:

44, Agency Data:

45, Remarks:

d6. Employee Depariment or Agency:

Fld Operating Odes of Ofc of the Secrelary of Amy (ARSE)
47, Agency Code: ARSE

48, Personnel Office 1D: 1962

49, Approval Date: 1/10/03

50, Signature/Authentication and Title of Approving Official:
Donald P. Taylor

Designated Approving Official

£

This section contains employee and position data. Notice that there are no
notes or tracking information (you must view the RPA to see this data).




Purpose

OPF Tracker (Personnelists Only)

OPF Tracker is a link to the OPF Tracker application, which is a tool, used by CPOC

and CPAC staff to keep track of the location of employee Official Personnel Folders
(OPFs).

Connecting to The OPF Tracker function can be accessed directly from the ART tool Kkit.

the OPF
Tracker

Select <OPF Tracker - Europe> from the main menu. This link will take you
directly to the OPF Tracker Il, Direct Query Mode window (Figure below).

Direct Query Mode Window:

5 0PF Tracker |1 - Micnisodt Intermet Exdplorer
Pi= Bt Wew Favorbes Took  Helb

OPF Homa search for OPF | OFFs Checked Out Transfer OPFs Site Hodme

; OPF Tracker IT

OPF Tracker II s an Internet Bassd Litiiky designed to aid the CFF Fllesroom and fts
| custarmers with the processes of locating, requesting, obtaining, and retumireg files in ewery
| day operations.

If & problem oocurs pleass contact the flleroom@cnocner soc sy mil and detall te
i preblem that vousre experiencing.

<Click> on the Search for OPF button to query for an OPF.
<Enter> either employee’s SSN or Last Name (at least 3 letters of the name).
<Click> on Search for OPF.

M 0PF Tracker | - Search for OFF - Hicrosoft Inbernet Explorer =0l =
Fi= EX “Wew Fwwbss Toak  Help

OPF Home Baarch for OPF | 0FFs Checked Ol Pick fwait List Transfer OPFs Site Howme

Enter OPF Search Criteria

By S5H (Format: ©99-99-9999 or 995393900]
== |

| ™ By Mame [Must supply at least 3 latkars)

| hizme: |
* Starting with Last Hame

C anywhare in Hame

| Saarch ior OFF
|
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Purpose

Organizational
Structure
Information

Organizational Structure

The purpose of the Organizational Structure tool in ART is to provide the user with
immediate, up-to-date information about the organization.

The user may access this tool by selecting <Organizational Structure> from the
ART Main Menu. Follow these steps to use the tool:

Step

Action

1

After accessing the Organizational Structure tool, click on <View
Information> (Figure 12-1).

Mavigation: Main > Organization Structure

View Information

Figure 12-1.

Once you click on <View Information>, please be patient while the data
loads. Once the data has loaded, you can select from the following:
CPAC Location, Command Code, or Unit Identifier Code (UIC). Select
the appropriate field and proceed to step 3.

The available information is depicted as follows:

Total Organizations.
Organizations with Positions.
Organizations without Positions.
Organizations Pending.
Encumbered Positions.

Vacant Positions.

There are two buttons at the bottom of the screen <View Organizational
Clear Text> and <View Positions>. These buttons provide a link to
position information and employee information.
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Purpose

IVRS Interface

Pay Data (Personnelists Only)

The purpose of the Pay Data ART tool is to provide personnelists with an easy to
use link for different types of Pay Data. The Pay Data tool provides the user with

information on IVRS Interface problems, Pay Data Rejects, Pay Data Reverse
Interface problems, and Pay Data Transaction W3L reports.

The user may access information on IVRS interface problems using this tool. Follow
these steps to access the required information:

Step

Action
1

Log in to the ART tools; select <Pay Data> from the Main Menu. The
next screen will reflect the four types of Pay Data information you may
select from. At this screen click on <IVRS Interface> (Figure 10-1).

Navigation: Main > Pay Data

IVRS Intexface

Pay Data Rejecis

Pay Data Reverse Interface
Pay Data Transactions W3L

Figure 10-1. Types of Pay Data

After selecting IVRS Interface from the menu, you may select from the
following options (Figure 10-2). You may sort data based on the number
of days, by all, or by name. In addition, the data may be sorted by

“Errors Only” or by “Processed and Errors”. After making selections,
click on <View Details> for specific information.

Army Regional Tools

Pay Data
SRAZ
Pay Data Main Metin

ART Main Mesu
Backto Previous Page

Logoff

TVRS Interface

@ Last 7 Days  ©Last 14 Days  CLast21Days O Last 28 Days  C Al O DBy Name

@ Brrors Only € Processed and Errors

“iew Details
Figure 10-2. Sort Selections — IVRS Interface.




Step

Action

After clicking on View Details, you may select from the following

categories: Command, Division, by CF Branch, by CPAC, or by Date
Time Stamp (Figure 10-3).

Army Regional Tools

SBaAZ

Pay Data Main Menu

Pay Data

ART Main Menu
Back to Previous Page Logoff

IVERS Interface - Time Frame = Last 7 Days - Errors Ounly

@By CMD € By Dwision By CF Branch € By CPAC € By Date Time Stamp

Command
(1) Inactive Recotd
AMC ANl others

Field Operating Offices Of The Sec OF The Army
Howalue

Total Actions Errors

U5 Army Communications -Electronics Command

U3 Army Corps Of Engineers

105 Army W edical Command

Bl im i~
slelel—dol—l~

Py

Figure 10-3. Sort Selections — IVRS Interface.

After making your selection by Command, Division, CF Branch, Date
Time Stamp, etc., click on the hyperlink in the left column. Figure 10-4
reflects IVRS Interface Problems by CPAC, total actions, and number of
errors. Figure 10-5 reflects actions by Date Time Stamp.

Army Regional Tools Pay Data

aRA¥
Pay Data Wain Wena

ART Wlain Mema
Back to Previous Page Logoff

TVES Interface - Time Frame = Last 7 Days - Errors Only

C Ry CMD € RByDivision € By CF Branch

By CPAC O By Date Time Starap

CPAC
T) Inactive Fecord
ABERDEEN FROVING GROUND
ARL - ADELFHI
COE BALTIMORE

Total Actions Errors

| e

— | s

-

Figure 10-4. Sort Selections — CPAC

Army Regional Tools Pay Data

SlaA¥
Paw Data Main Wem

ART Wlain Wetn
Back to Previous Page Logoff

IVES Interface - Time Frame = Last 7 Days - Errors Only

-

CByCMD O ByDivision By CF Branch € By CPAC | & By Date Time Stamp

Date Time Stanp
2001.06-14
20010617
2001-05-13
2001.06-15
2001.06-21
2001 -05-22
2001.06-24
2001.06-25
2001 0626

Total Actions Errors

| — o= —
IS T VG UV U RUCR 7= vy gy

TOTALZ

Figure 10-5. Sort Selections — Time Date Stamp




Pay Data
Rejects

Step

Action

5 Click on the category in the left-hand column to bring up information for
that particular category. Figure 10-6 reflects the sort categories you may
choose from, or if you choose to bypass the sort categories, click
<Submit>.

How would wou like to sort the data: Sort by these fields:
Ermployes MName
PP-SERIGR
Organization
Date Time Stamp T |
W =
<-remove I
Submit |
Figure 10-6. Sort Categories.
6 After making the final selections from the sort fields, you will see a

screen similar to Figure 10-7. The information pertaining to the
employee has been eliminated due to security restrictions. Therefore,
only the headings are reflected in Figure 10-7. By clicking on <Date Time
Stamp>, the user may view the error(s) and specific information for each
type of error.

[VES Interface - Command = AMC All others - Time Frame = Last 7 Days - Errors Only

Daie

PP-Seri- A Time
Enmployee Name or Organization Stamp

Figure 10-7.

Date
Reject Comment

The user may access information on Pay Data Rejects problems using this tool.
Follow these steps to access the required information:

Step Action
1 Log in to the ART tools; select <Pay Data> from the Main Menu. The
next screen will reflect the four types of Pay Data information you may
select from. At this screen click on <Pay Data Rejects> (Figure 10-1,
page 53).
2 At the next screen, select from the available options (Figure 10-8). Click

on <View Details>.

Pay Data: Eejects In

@ Last 7 Days  © Last 14 Days O Last21 Days  © Last 28 Days € Al O By MName

Wiew Detaills |

Figure 10-8.




Step

Action
3 Select from the sort fields (Figure 10-9): Command, Division, CF Branch,
CPAC, Transaction Date, or Payroll Office ID. Figure 10-9 is sorted by
Command. Click on <View Details> at the bottom of the screen.
Pay Data: Rejects In - Time Frame = Last 7 Days
@By CMD O ByDiwision By CF Branch O By CPAC O By Transaction Date " By Payroll Office Id
€ By MOA
Command Total Actions
Field Operating Offices Of The Bec OFf The Army 4
Field Operation And Staff Support A gencies 3
Figure 10-9.
4

Select sort criteria (Figure 10-10), or you may bypass the sort function
by clicking on the <Submit> button.

Howe would you like to sort the data: Sorn by these fields:
Employee Mame

FP-SERI-GR

Organization

MNature of Action (MOA)

Payroll Office |d sart by >

Lo remove

i

Subimit |

Figure 10-10.




Pay Data
Reverse
Interface

Step

Action

Once you click on the <Submit> button, you will be taken to the next
screen (Figure 10-11). Click on the <Employee Name> to receive
information as depicted in (Figure 10-12). There are many types of
information available from this screen: Salary, SCD, TSP, WIGI, NTE
dates, Benefits, Training, etc. By clicking on <NOA> (Figure 10-11),
you can view very explicit information pertaining to the pay data reject.
Due to personal security restrictions a representative screen is not
available.

Pay Data: Fejects In - Cormand = Field Operating Offices Of The Sec Of The Army - Time Frame =Last 7 Days

NOA Payroll Pay
Employee MName ‘PP-Seri—Gr NOA Eff Date ‘Organizaiion Office Perind ‘
Figure 10-11.
Enployee Information
Pay Plan: 3 Beries: (0830
Grade: 07 Siep: 01
PayRD: £ CPOID: FW

& Falary 0 3CD O TSP © WIGT © NTE € Other CPCH's

" Retained  Benefits © Projected ' Other Training

Figure 10-12.

The user may access information on Pay Data Reverse Interface problems using this
tool. Follow these steps to access the required information:

Step Action
1 Log in to the ART tools; select <Pay Data > from the Main Menu. The
next screen will reflect the four types of Pay Data information you may
select from. At this screen click on <Pay Data Reverse Interface>
(Figure 10-1, page 53).
2 At the next screen, select from the available options (Figure 10-13).

Click on <View Details>.

Pay Data: Eeverse Interface
@ Last7 Days  © Last 14 Dayz  C Last 21 Days  Last 28Days Al O By MHame

@ Errors Only € Processed and Errors

Yiew Details I

Figure 10-13.
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Step Action
3 Select from the sort fields (Figure 10-14): Command, Division, CF
Branch, CPAC, Transaction Date, or Payroll Office ID. Figure 10-14 is
sorted by Command. Click on <View Details> at the bottom of the
screen. Select sort criteria as identified in Figure 10-15.
Pay Data: Eeverse Interface - Time Frame = Last 7 Days - Errors Only
@By CMD ¢ ByDivision O By CF Branch © By CPAC C ByPayDate O ByTICId
Command Total Actions Frrors
Tl Inactive Record 245 245
Field Operating Offices Of The Sec Of The Army 5 5
Figure 10-14.
4 Select sort criteria (Figure 10-15), or you may bypass the sort function
by clicking on the <Submit> button.
Howe weould wou like to sortthe data: Son by these fields:
Employees Name
PP-SERIGR
Job Ngmber
_IC_)IrgjrSzatmn SRS |
PAYROLL_ORG_CODE
REMARKS Pl |
Figure 10-15.
5 Once you click on the <Submit> button, you will be taken to the next

screen (Figure 10-16). Click on the <Employee Name> to receive
information as depicted in (Figure 10-12, page 57) under Pay Data
Rejects. There are many types of information available from this screen:
Salary, SCD, TSP, WIGI, NTE dates, Benefits, Training, etc. By clicking
on <Job Number> (Figure 10-16), you can view the position description.
By clicking on <TIC> you can view explicit information pertaining to the
pay data reverse interface error. Due to personal security restrictions a
representative screen is not available.

Bewerse Pay Transactions - Command = Field Operating Offices Of The Sec Of The Army - Time Frame = Last 7 Days -

P-SERI- [Joh
|E|||plnyeeName IIE}R rumber

Errors Only - Errors Only
Organization r’l’lC |Pay Date|REIVLA.RKS

Figure 10-16.




Pay Data The user may access information on Pay Data Transactions W3L problems using
Transactions this tool. Follow these steps to access the required information:

W3L

Step

Action

1

Log in to the ART tools; select <Pay Data > from the Main Menu. The
next screen will reflect the four types of Pay Data information you may
select from. At this screen click on <Pay Data Transaction W3L>
(Figure 10-1, page 53).

At the next screen, select from the available options (Figure 10-17).
Click on <View Details>.

Pay Data: Transactions - W3L

@ Last 7Days ' Last 14 Days  © Last 21 Days  © Last 28 Days  © ALl © By Mame

Wiew Details |

Figure 10-17

Select from the sort fields (Figure 10-18): Command, Division, CF
Branch, CPAC, Transaction Date, or Payroll Office ID. Figure 10-18 is
sorted by Command. Click on <View Details> at the bottom of the
screen. Select sort criteria as identified in Figure 10-19.

Pay Data: Transactions - W3L - Command = AWC All others - Time Frame = Last 7 Days

@By CMD © ByDiwision By CF Branch By CPAC  © By Transaction Date ' By Payroll Office Id
© By NOA

Command Total Actions

AMC Al others 17

TOTALS 17

wiew Details |

Figure 10-18.
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Step

Action

Select sort criteria (Figure 10-19), or you may bypass the sort function
by clicking on the <Submit> button.

How would you like ta sort the data: Sort by these fields:
Ermployvee Name
FF-SERI-GR

Job Mumber
Organization

TIC_ID
FAYROLL_ORG_CODE
REMARKS < remove

sort by -»

i

Subrmit |

Figure 10-19.

At the next screen (Figure 10-20), click on the <Employee Name> to
receive information as depicted in (Figure 10-12) under Pay Data
Rejects. There are many types of information available from this screen:
Salary, SCD, TSP, WIGI, NTE dates, Benefits, Training, etc. By clicking
on <NOA>, you can view explicit information pertaining to the pay data
transactions W3L error. Due to personal security restrictions a
representative screen is not available.

Pay Data: Transactions - W3L - Command = AWC All others - Time Frame = Last 7 Days

PP.Seri NOA Payroll ALT. Basic Trans
Employee Name phl ®TL INOA [Eff Date |Organization JE] |Office i e [Salary  Date

Figure 10-20




Purpose

Accessing
Phone and
Email List

Phone and Email List

The ART Phone and Email List tool provides a convenient way to find the phone
number(s) and/or email address of other ART users. The information on the phone
and email list comes from each user's preferences (see Initial Login (Account Editor,

page 11).

From the Art Main Menu, select Phone and Email List. You can then select from a
list of commands and operating offices (Figure 3-3) or select from one of the

following buttons at the top of the Phone and Email Listing screen.

Command.
User Type.
CPAC.
Name.

Photie and Email Listing

® By CMD OBy User Type © By CFAC  © By Name
Commands Total
AMC A1 others 26
Field Operating Offices OFf The Sec Of The Army 256
Field Operation And Staff Support & gencies a0
HO DA StaffField Operating & gencies 14
HO U3 Militaty Entrance Processing CRMD 2

Figure 3-3. Phone and Email List.
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Purpose

Related Tools

RPA Tracker

The RPA Tracker provides an easy to use search mechanism for locating and
viewing specific RPAs (Requests for Personnel Action) initiated and processed using
DCPDS. You can also add notes to an RPA using this tool.

Although you can use the RPA Tracker to find and view any RPA to which you have
access, it is most efficiently used to look for and view one RPA, particularly if you
know the RPA number. Other ART tools may be more appropriate in other
circumstances. Several tools provide access to the same RPA viewer function:

Inbox Statistics Il (page 31-39), which provides timeliness information about the
processing of open RPAS, can be used to locate and view a specific (open) RPA.
Once you have selected a specific RPA, you have access to the same RPA
Viewer as is provided in the RPA Tracker tool (described below).

Review and Analysis(page 70-75), which provides timeliness information about
closed RPAs, can be used to locate and view a specific (closed) RPA. Once you
have selected a specific RPA, you have access to the same RPA Viewer as is
provided in the RPA Tracker tool (described below).

Employee Data (page 27-28), which provides personnel information about
specific employees, can also be used to locate and view RPA(s) for a specific
employee. Once you have selected a specific RPA, you have access to the
same RPA Viewer as is provided in the RPA Tracker tool (described below).
NPA Tracker (page 46-50) can be used once a personnel action has processed
and a Notification of Personnel Action (NPA) has been generated. With this tool
you can view either the NPA or the RPA. The major difference between these
two is that the RPA record includes tracking information (who had the action, for
how long). In addition, the NPA Tracker retrieves records based on the
employee's name rather than the RPA number.

DCPDS, as the database of record for all employee and RPA data, can be used
to view both open and closed RPAs. Refer to the DCPDS Desk Guide, Civilian
Inbox chapter, for instructions for accessing RPAs via your DCPDS inbox.
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Locating an RPA

Accessing the Follow these steps to access the RPA Tracker and locate an RPA:

Tracker

Step

Action

1

From the ART Main Menu:

<Click> on RPA Tracker

Click one of the radio buttons to select whether you are looking for open,
completed (closed), canceled, future, or all RPAs. Then enter the RPA
number if available (if you are searching for a specific RPA by number
and are not sure of its status, click the "All" button).

If you don't know the number, you can use a partial number or you
can just enter the wildcard (%) in the RPA number box. However, if
you have access to a large number of RPAs, ART will not display
more than 1000 records so if your criteria will select more than that,
you will receive an error message (see Related Tools, above, for
other ways of viewing an RPA if you do not know the number).
<Click> on Begin Search to locate the RPA.

'3 Army Regional Tools - JEANETTE_HEYER - Microsoft Internet Explorer

ART 1.1 «f “%‘A

Searchfor RPAsthat are: & Open € Completed ¢ Canceled  Future © All

Pipeline Status: @ Wot-Pipelined  © Pipelined

Enter BPA Number Search Text: |
@ Beginswith Contsing " Ends with

Begin Search l




Step

Action

Specify the sort criteria that you want to use on the next screen. This is
important if you expect to get a large list of RPAs and need to look for
one in particular. Once you've selected the sort fields, click the
<Submit> button.
If you don't care about the sort order (or if you are searching for one
RPA by its number -- in which case the sort is irrelevant), just click
the <Submit> button without entering any sort criteria.

Fields to sort the data by:

Reguest Number
Srmart Number
Date
Management Time
CPAC Time
CPOC Time
Parsonnel Time
Event Time
Action Requested
FP-Sen-Gr
Effective Date
Mame

MOA

Current Inbox
Current Event
Responded
Response

Submit |

Hit the submit button without choosing any fields to bypass the sort.

Sort by these fields:

sort by -» |
<- rermove |

A list of matching RPAs will display (or just one if you are searching by
the RPA number):

R S B A R S PR OSSR k] M
ART 1. « BRRB3AF T e | RPA Tracker
FF& Tracker Fulure RRAs ¢ Begns wilth / % (375 RPAS fund) 1=
[Sarted Sy Reques! Murmiber .l

o MCcC P ‘E.r
A Sman Unique G PP E Aztion PP-Seri- | Effective Curremt Curroet,. G
T Hum Ham M A Q| R| Requested G Date Hoeme g fiiki Everdt ;" Flasponss
E TCC|S <
D20EC HasDraTO 65005 WE3 [ Salary Chy ‘_"E— A0 ':;}03 Jane | I
D20EE HALR DN 165271 B (1017 B Balary_Chg i il |
DODEL: ML RDEND HEE7IR [HT [iB [Salary_Chg i ke I
DDEC HALAOE0D 1ES273E B0 1B Salary_Chg P L
D20EC MALRDE00 1EE74E (117 [IB Salary Ty - A;J.J”-.':I'- L
NIDEC HALROSTD 161127 1 W0 44 Saparsiion .:m dan- |




Step

Action

Once you locate the RPA that you want to view, click the blue "Smart
Num" link to display the basic data window about the RPA:

5 Army Aegional Tools - Miciosoft Inbemet Explores

Close Windaow

RPA Humber: 0ZDECAALRDSTOOIGET127
Action Requested: SERARATION
Pay Plan-Series-Grade: --
: . . - il v
Effective Date: 173106 12:00:00 P View FPA
Proposed Effective Date: 1/3110G o
wienw Position Infarmation
Hame:
Hature of Action: 302
CPAC Code: AL
Command Code: B

Enter notes below:

Submil Notas

| DaeResponded: | By

- E
2] Dare [ 15 [y Intemet 7

If desired, you can enter a note pertaining to this RPA -- type the
note in the Enter notes below area, then click the <Submit Notes>
button. Any notes you enter will travel with the RPA and be
accessible to others who view or work on this RPA.

Click on the View RPA link to display the RPA Viewer (discussed in
the next section).




The RPA Viewer

Viewing the
RPA

Panel 1

Once you have selected the RPA you want to view, it displays in the RPA Viewer.
This is the same viewer that is used when you display RPAs from other ART tools
(Inbox Statistics, Review and Analysis, Employee Data, etc. -- see Related Tools,
above). The RPA Viewer in ART displays the same data that is contained on the
actual RPA, which is found in DCPDS (including some additional information), but it
is not displayed as a "form" as it is in DCPDS. For convenience, the RPA is broken
into 4 panels (it is one long document when viewed in ART). Most of the data is self-
explanatory but a few notes have been added:

Note the Gatekeeper Checklist link at the top of the RPA. If this link is active

(blue), you can view and/or modify the Gatekeeper Checklist for this action. See

Appendix A, B, and C, Gatekeeper Checklist Handbooks for instructions.

The top part of the RPA contains information about the requesting office, the

type of action being requested, and the subject of the action.

The Status Remarks section contains any event codes that have been entered

by the CPOC pertaining to this action (none are present in this example).

B HPA Ve - Matiozalt Inleinet Esplones

Clase Window % Gatebaeper Checkdist

1. Actions Reguested: SSPARATION

2. Reguest Mumbar; I2DEC4ALRDETIONE127 [Dpen)
1. Fur Addditional Infermation Call:

4. Proposed Effective Date: 173103 =
5. Actions Reguesied Bhy:

MANAGEMENT AMALYST
121202
6. Actions Authorized By:

TECHMICAL IRECTOR

1. Mame [Last, First, Middlej: 2. Social Security Humber: 3. Dt of Binth: 4. EMective Date:
131403 120000 P

ah, Code: 302

5.8, Nature of Action: Reliremeni-Voluntars  NTE:
5.C. Cade: S0OM

G0, Legal Autharity: 5150 8336

S Code:

5F. Legalfwtharity:

A, Codee
6-B. Hawne of Aclion NTE:
6-C, Code;
G-, Legal Suthority: -
| ||
] o [ 5 [ inmwei ¥




Panel 2 This section contains the "from" and "to" information (similar to what is shown on
page 2 of the RPA in DCPDS). In this sample, there is no "to" information since the

action is a separation.

;III'.'. Viawar - Hacioend! Inkeened [aplorer

6.F, Legal fathoring

T, Position Title and Humhes:
SECRETARY (04)

B, Pay Plan: 5

4, Dee Coda: 1318

. GradeLevel: 05

11. Step/Rate 10

12, Total Salans 35112

124 Basic Pay: 31252

126, Locality fAdj: 33550

12C. Ad). Badic Pay: 35112

120, Dither Pay: 0

13, Pay Basis= P&

i, Hame and Lacaion of Posstion's Organization:
HQ CECDM

RESEARCH, DEVELOPMENT, & ENGR CTR
SPACE & TERRESTALAL COMMUNICATIONS
DISMOURTELNEENSOR NETWORKS (GBG)
FT M0MMIOUTH, Bl 07703

T0: Position Tithe and Kumhe

16. Pay Plan:

7. Dce Code:

18, Grade/Lovel:
14, StepRate:

20, Total Salans
204, Basic Pay:
208, Localing Adj:
20C, hdj, Basic Pay:
20D, Oikar Pay: 0
1, Pay Basis

#2. Hamae and Lecation of Position’s Organization:

4
TR R T i




Panel 3 This section contains employee and position data (similar to what is shown on page
3 of the RPA in DCPDS).

3. Waterans Fraference; |

2. Tenure: 1

2. Bpericy Les:

26. Weterans Preference for REF: N

21. FEGLE ED h
M. Anmuitant Imdicator: 9

9. Pay Rate Determinant: &

0. Ratiremanm Plan: |

. Senvice Comp, Date(leaval: 127574

12, Wark Schadule: F

33, Pait Time Howrs Per BiWeskly Pay Period:

O B e A P e
3. Posifion Dccupied: 1

35, FLSA Categony: N

3. Appropriation Code:

BT HIHOEE

17. Bargaining Umit S1atus: ARITEG

30, Dty Seation Code: 541065005

10, Duety Seatiom: FT MORRAOUTH f MORMOUTH ¢ NEW JERSEY
40 Agency Daiac

41, Agancy Data:

42, Agency Data:

41, Agercy Data:

dd. Agency Data:

45, Education Level: 13

46. Yr Degree Antained Degree: 1571

47. Academic Discipline: 230101

4. Funciional Oass: 00

49, Clsizenship: 1

Al Vatarans Stansse N

. Supendisary Stahes: o =l




Panel 4 - The Remarks section contains any remarks that have been added by the CPOC
(these are the remarks that are shown on the final NPA when the action is
processed).

The Current/Last Box and Coordinator sections show who currently has the
action or who has had the action in the past (respectively).

JIII Y Wiewes - Miciosalt Inbeened Laploees

|
[Buthorizing Omcia Tl |
—I
||=m-p Box hox Bame !m]- Rt E‘“‘
g _INBOWCORD | HARTSINCOR - o ln.gg (20702 44131

BN R BRI

bV BLEPASSPEONTERG - | b g f2riame  [ETE2

HALCPANIDKES [ pagss am o

' BLRDODMGRITIMER - | bg 12122 é%g%i?:
3008 P Al i

PLRDSTMGRIZSMGA- | o (21202




Purpose

Related Tools

Review and Analysis

The Review and Analysis application provides users with various statistical reports
about their civilian workforce population as well as personnel action timeliness
reports.

The population statistics report shows such things as numbers of employees,
number of supervisors, minority/non-minority statistics, male/female statistics,
grade levels, career programs, education levels, etc. From this report, you can
drill down and examine individual employee and/or position records.

The timeliness reports cover various personnel actions -- fill actions, non-fill
actions, and classification actions -- showing amount of time in management, in
the CPAC, and in the CPOC. These reports are based on closed personnel
actions. From these reports, you can drill down to examine individual personnel
actions.

Inbox Statistics Il, page 31-39 provides timeliness information about the
processing of open RPAs. It can also be used to locate and view a specific
(open) RPA.

Employee data, page 27-28 provides personnel information about specific
employees. It can also be used to locate and view RPA(s) for a specific
employee.

RPA Tracker, page 62-39 provides access to RPAs for specific employees
(based on the RPA number).

NPA Tracker, page 46-50 can be used once a personnel action has processed
and a Notification of Personnel Action (NPA) has been generated. With this tool
you can view either the NPA or the RPA.

Population Statistics

Purpose

The population statistics report in the Review and Analysis tool provides data about
the civilian workforce. Once displayed, you can view the report using any of the
following options:

CPAC location.

Career program.

Command.

Education group (e.g., high school graduates, some college, bachelor's degree,
etc.).

Functional class (applicable to scientific and engineering positions only).
Grade group (e.g., GS 1-4, 5-8, etc.).

PATCOB (professional, administrative, technical, clerical, other, blue collar).
Series (occupational series).

Supervisory group (first line supervisor, leader, manager, etc.).

UIC (unit identification code).
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Procedures

Follow these steps to view this report:

Step Action
1 From the ART main menu, select Review and Analysis
2 From the Review and Analysis menu, select AF Population Statistics.
a Army Hegional Tools - AGMAAASPCD21 - Micros
ART 1.1 4
Mavigation: Main » Review and Analysis
AF Population Statistics
+ Classification Reports
+ Fill Time Reports
Non-Fill Action Report
Menu ltem Descriptions
3 On the layout window, click on the <Proceed to Population Statistics>

button:

3 Army Regional Tools - AGMAAASPCO021 - Microsoft Inte

ART 1.1 o

Review and Analysis; AF Population Statistics

Please Select the Overall Layout:

AF Population Statistics || View Layout Details

Froceed to Fopulation Stafistics
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Step

Action

When the report displays, it is sorted by CPAC location by default. You
can select from the various radio buttons at the top to view the data in
other ways (by career program, command, etc.). The columns of the
report otherwise remain the same (supv ratio, total population, etc.). The
illustration shows the data presented by education level:

anTAA T e (ROD S AXE 9 mewasn

Fviow i Aralyzin A Fopubdon Steimics, Lapeu = AF Foouistor Sedeits; Pasidias Type = &FFH =

© CPAC Lairiw  © Cower P Connand | [Edocotan Granp O Fuaitionl Gl GaldeGop © PATCOE © Omim O
Aupamipery Granp O LB

BACHELOH « MASTERE
WS - WTTERS: « KETORLTE
106 - PROF ESSI0NAL.
|
K3 . | FR O GROLP

TOWMS W | oz En] e

=i o oy v 0 o4 lass Pingd rpses

You can further narrow down the report by clicking on one of the
links in the left-most column (in this case, Education Level), and
once that displays, selecting additional radio buttons (CPAC, career
program, command, etc.).

If desired, you can view the data that comprise the report by clicking
the <View Details> button at the bottom of the report. Note that you
can only view records in groups of 1000 or less. This is true
throughout ART. It will not be a concern if you have access to less
than 1000 records, but if you have access to more than that, you
may run into this on occasion. To view details from a report with
more than 1000 records, you must first narrow down the number of
records by clicking on one of the links, then, if necessary, select a
different sort for the selected records (e.g., by CPAC, command,
grade group, etc.).

Here's a sample of the "Details" screen from Career Program 10 (Civ
Pers Admin):

A Ay Aegional Taol: - AGMARASPTIZ] - Micieesdl Inbeirst Exploss

e eF B0RGAZW? 1 reswemiio)

Paopulstion Statistics; Layout = AF Population Statistics; Pasttion Type = APFR =
Growpings, Career Pragram = CIVILLAN PERSONNEL ADMMISTRATION
Sonied by Mame

From here you can click on the links in the "Name" column to display a
particular employee's record, or the "Job Number" column to view the

position record (similar to that seen when using Employee Data, page

27-28).
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Timeliness Reports

Purpose

The timeliness reports in the Review and Analysis tool provide information about the

timeliness of processing classification actions, fill (recruit) actions, and non-fill
actions. The procedure for generating each of these reports is similar, so we will use
fill (recruit) actions as an example.

Step

Action

1

From the ART main menu, select Review and Analysis

2

From the Review and Analysis menu, select Fill Time Reports (or
Classification Reports or Non-Fill Action Report):

3 Army Regional Tools - AGMAAASPCO21 - Micros

ART 1.1 4

MNavigation: Main > Review and Analysis

AF Population Statistics
+ Classification Reports
+ Fill Time Reports
Non-Fill Action Report

Menu ltem Descriptions

From the Fill Time Reports menu, select Last 4 Quarters (the only option
at this time):

’a Army Begional Tools - AGMAAASPCO21 - Microsoft Internet Explorer

Navigation: Main »Review and Analysis > Fill Time Reports

ART 1.1 -

Last 4 Quarters

Menu ltem Descriptions

Next, click on the <Proceed to Fill Time Report> on the layout options
screen (this screen is not shown).
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Step

Action

When the report displays, it is sorted by CPAC location by default, and
shows the average length of time recruit/fill actions spent in
management, CPAC, and CPOC.

The classification report shows the same information for
classification actions, but also distinguishes between "routine" and
"non-routine” classification actions.

The non-fill report shows the same information for all types of
personnel actions other than recruit/fill, e.g., career promotion,
LWOP, awards, etc.).

You can select from the various radio buttons at the top to view the
data in other ways (by command, fiscal year, month, NOA (nature of
action), quarter, or UIC). You can also select one of the CPACs by
clicking on one of the blue links at the bottom of the graph.

ART 1.4 - " -rglﬂ BR, & | AT :ﬂ Roewiow and Anatysis

Frview and Anabymis; il Trra Aecoris, Lagi 4 Cussors] Capewt = Laad 402 M) o Fepost | Aciian Typs = F&Recen Acians Dais Clamd =3 Guanars Heck hiou
T

EICRal  CCpmmeed T Fheod e O Mool © ROW T Qiene O IAE
- St
+om
il T - i i -1 mraz a1
G i r e
——_— -
ar a auar e
f e e
(R Wi || 1 — = e
e o, a
n3 = -1
ot | e = a ]
[ — i T e LT man o
[T TE =] . = ] BT it T . 3

[T SEWFCERHFFORET JIDUND L SEEFHL AL CARLES  CONWLIMODFE CONEFIALD  CON CWTFDIT GO NAH BIWRNALNT  CON W

I "foe can onky view 1000 of lex BP&
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Step

Action

If desired, you can view the data that comprise the report by clicking the
<View Details> button at the bottom of the report.

Note that you can only view records in groups of 1000 or less. This
is true throughout ART. To view details from a report with more than
1000 records, you must first narrow down the number of records by
clicking on one of the links (e.g., one of the CPACSs), then, if
necessary, select a different sort for the selected records (e.g., by
command, fiscal year, etc.).

Once the detalil listing is on the screen, you can view the actual
personnel actions (RPAs) that comprise the report by clicking on the
"Smart Number" link. This will display the same RPA Viewer window
as the RPA Tracker, page 62-69. You can also click on the links in
the "Name" column to display a particular employee's record (similar
to that seen when using Employee Data, page 27-28).

You can resort the data using the <Resort Data> button at the
bottom of the detail table, or export the data to Excel for additional
analysis using the <View in Excel> button.

ool - HEMAAASPLOZT - Micros et
ART 1.1 e« =202 8AFW’
|
Rexiew and Analysis, Fill Tene Reports, Lasi 4 Quariers, Layour = Laal 4 Qira F Time Secod. Colorized by ;| Action Type = FilRecnil Actions, Date Closed = 3 Quar |
|

Groupings, CPAC = ARL . AFG
Sorted by Reguest Date, Smar Mumber, Reques! Sequence

024PR i i

<l Review and Analysis

=]

206N MACAR i i D
D2nty ol L AR o SRR : 200205
00T 147306 CAD_TRANSFER 2002-10-09
O20cT A 147310 CAD_TRANSFER | e 5 I 2 200z- 1008
Fleson Dats Wiew in Excel
L) .‘I'|I.I|. Time Time  Time Time
5 | =8 | 59 | s 438
A ST T B P S B LS AR

{ &

75



Purpose

Another
Source of
Suspense
Information

Accessing
Suspenses

Suspenses

Suspenses provides information for personnelists and managers about upcoming
personnel action suspenses such as expiring appointments, expiring temporary
promotions, within grade increases coming due, etc. It includes actions that are
system-generated (e.g., within grade increases) as well as actions that may require
initiating and submitting a Request for Personnel Action (e.g., extending a temporary
appointment). Information is for suspenses that are coming due within the next 30
days.

In addition to the ART Suspensestool, the CSU Application has a Suspense report
that provides similar information. The primary difference is that the CSU Suspense
report allows you to indicate the timeframe of the suspenses to be displayed. For
information on how to run CSU reports, see the “Reports” section of the CSU
Application part of the DCPDS Desk Guide. When you are in the Reports section of
the CSU Application, select "Suspenses"” from the list of available reports.

Follow these steps to access ART Suspense information:

Step Action
1 Log in to the ART tools; select <Suspenses> from the Main Menu.
2 On the "Layout" screen that displays, click on <Proceed to Helpdesk>.
3 If you are logged in as a Manager, you will probably not have many

suspenses and you can click on the <View Details> button at the bottom
of the "Groupings" window:

; Army Regional Tools - NE_GREG_WERT - Microsoft Internet Explorer

ART 1.1 - 2R B S
Suspenses; Layout = Suspense Tickets., Status = Open; Ticket Type = Suspenses
Groupings
* Branch  CPAC  Command " Divisian € Ticket Emplayee

Branch i Red i Amber Yellow

0 —

Yiew Details

Yiew Colorization Chart

“iew Ticket Descriptions
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Step

Action

Colorization of suspense tickets. Suspense tickets are colorized
based on the number of days until the suspense date arrives -- from
red, indicating that the date is very close (or has passed), to green
indicating that the date is further out. Hence the colorization is
intended to convey the "urgency" of the suspense (red needing
attention sooner than green).

The <View Ticket Descriptions> button displays a list of the
different types of Helpdesk tickets in ART. Scroll down this window
to see the "Suspenses" section (toward the bottom of the list) which
lists the types of suspenses that are tracked (some have
descriptions, some do not).

If you are logged in as a Personnelist, you may have many more
suspenses and may need to narrow the suspenses down to a
specific branch, CPAC, command, etc., using the radio buttons at
the top of the screen. ART will not display more than 1000
suspenses at a time.

The list of suspenses displays:
T sy Megonagl Touls - E_GHEG_WERT - Micresoll intermel Explorer e FI

ART 1.1 =i Bl EA & A% TI :ﬁ Suspense

Susgaraes; Layowr= Suspenas Tickets © Saatus = Open; Ticket Type = Suspanes
Grasupin
Seutad by Tic ksl Sub Type, Ticket Age, Ticket Emplogee

Ticket | Ticker | Tebet Susp Gimanization Tickn! et Last
Rumhber Ane Type Desie Code Employes Hospanse
e | ELTE e NAL IGEEWT HASAC iFick Chwnadl)
Fasoet Data J Wigw i Excal
Summary Daka
Tatsl B Age
(=0T Tickets in Dys
CPOCMA 1 EciE
Tetal fum Age
Ticket Type Tickets in D

15 s pEnsas 1| ErRE |

In this example, there is one pending suspense for a within grade
increase coming due in 8 days (indicated by the "ticket age").




Step

Action

To view the actual suspense ticket, click the blue link in the Ticket
Number column:

J Helpdesk - Microsoft Internet Explorer =10 x|
Close Window &
Ticket Number : Z2B8596
Probilem: Suspenses
Sub Problem:  WIGI Due
Date Submitted: 4/4/03 24002 A Emplayee Information
Status: OPEN Pasition Information
Creator: Auto Genarated Wiew MPARPA Histor
Owner: Mot Crwnied Ticket History
Control:
Assignment: SUSPEM=EOM
Employee Name:
Comments Made:
|WIGI Due - 2003-Hay-18
Enter notes below:
;l
=1 .t
‘ I .HJ
€] pare EY T p

The Suspense ticket provides links to employee and position
information, NPA/RPA history, and any other tickets pertinent to the
employee.

It also provides a place for you to make notes. If you have a
guestion on a suspense, you can enter it in the Notes section, then
click on the <Submit Notes> button at the bottom of the window (not
visible in the illustration above). If there are other notes that have
been made, they will also be visible on the ticket.
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