FASCLASS Movie #3:  

The Review or Route Process in Restricted Access Mode
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Open PC to CPOL, link to FASCLASS, and keep FASCLASS web page as background.
	    Hello!  Welcome to FASCLASS—This is movie number 3 “How to Review and Route PDs”.  My name is Tom Whiting and I want to demonstrate how to use a draft job description and send it to a CPOC classifier for review.  

    In this movie you will learn:

· How to Route or

· Review PDs in Restricted Access Mode using FASCLASS.

    Let’s go into FASCLASS.  You’ll recognize the screens.  You’ve already seen the screens when you looked at (the prerequisites):

· The first FASCLASS movie, which explained how to locate FASCLASS on the worldwide web and how to conduct a search for a position description or PD.

· The second FASCLASS movie explains how to log on to FASCLASS using Restricted Access.  

    Today I want to point out that we are using FASTRAIN, which is for training purpose only.

	Logging into Restricted Access.

Place cursor in right corner and click on Restricted Access. 

Enter login and password.
	    Let’s go into the Restricted Access mode.  I put my cursor over the “Restricted Access” words and click my left mouse button.

And of course, I have to login.  I am going to use a login name for the training database, FASTRAIN, as a Manager.  The ID I’m suing is a “training” NE Manager.  I can either hit the enter button or click on the “login” button.

    Here again you will see the “Welcome”.  In this case it’s for “Training Manager”.

We have to go into the “Restricted Access” mode, so I place the cursor on the words “Restricted Access” located on the right hand side of the gray menu bar.  Click and you’ll get the login screen. 

New users will note that you can request a FASCLASS account by clicking on the appropriate link.  I’m going to enter using a training “Manager’s” ID and password. 



	Move cursor to left side of screen and move down over “Power” search buttons position data; sequence number, organization, interdisciplinary PDs and archived PDs.

“Create PD” button.  

Put cursor on Create PD link and click.


	    In addition to the public access options, like the Power Search in the right hand corner, or the Search Position Data option in the left hand corner, we can “Power” search position data; sequence number (when more than one employee is assigned to a PD), organization, for interdisciplinary PDs (important for engineering and scientific positions) archived (inactive) PDs.

Note if you are a Classifier or a Personnelist, you can locate a PD associated with an employee’s name.  

    Note, when using the “Power Search”, you must enter the CCPOID and PD number.  This is the only place in FASCLASS where the two are combined.  Everywhere else, you must enter CCPOID and PD in separate fields. 

  Today we’ll look at Create PD, so I will click on the “Create PD” button.    

After you click on Create PD, you will go to the Create PD screen.



	Create PD Screen.
	(The first block on Create PD screen is RPA #.  This block is optional.  After you have created a PD in FASCLASS, you’ll get a PD # that you can use for the RPA and Gatekeeper Checklist.)  

The first required block is CCPO ID.  I’ll enter “AG” which stands for (Aberdeen Proving Ground in) the North East Region.  (You can use the “List of Values” or “LOV” to select your CCPO ID.) 



	Create PD Screen. Continued

Type “GS” in the pay plan box.

Type 0318 in occ series code box.
Type “05” in the grade block.

Scroll down the screen.
Scroll down to Position Duties block.
Open the minimized Word document.

Highlight all of the text (Position Duties).
Create PD Screen. Continued

Paste the draft PD in the Positions Duties block.
Scroll to the top of the screen.
	  (Note that FASCLASS automatically defaults to “NO” for Delegation of Classification Authority.  If you do have DCA authority, select yes, and your name and today’s date will automatically populate the screen.)  

The “pay plan” for the draft PD in this case is “GS” for General Schedule.

Today’s example I will use “Secretary” which is in the 0318 occupational series.  Notice how FASCLASS enters the Title and the occupational citation.

The grade I’m looking for is 05 or GS-5.

(There blocks on the Create PD screen that are completed by the CPOC.  The Fair Labor Standards Act response will be removed since a manager is not held accountable for this determination.  We want trained classifiers at the CPOC to make this determination.)

If I scroll down I come to a block for “Position Duties.”

  For this example I’ve created a draft job description in word processing and have it minimized.  I will pull this draft up and copy the duties.

  There are three ways to copy.  You can highlight everything you want and hit either <Control “C”>; you can also just click on the save icon on your menu, or you can click your right mouse button.  All three ways place the highlighted text into your PC’s memory for later use.

    (Note Supervisors are encouraged to create a PD in advance.  Get everything ready—Major Duties, percentages of time, and job factors.  Then cut and paste from the Word document into this block.  Again, supervisors are encouraged to prepare a PD in advance and paste it into this block.)

    Go back to the FASCLASS application and place your cursor in the Position Duties block.  Paste the “draft” fro your PC’s memory into this block by either clicking your right mouse button and select paste; using the paste found in Edit on your screens menu or by holding down your <control button> and hitting the letter “V” as I Victor. 

    The last block on the Create PD screen is for Position Evaluation.  Since the submitted draft was done in the Factor Evaluation System (FES), and if the points were done correctly, there is no need to do an evaluation statement.

I’m going to “create” the position by clicking on the “Create Position” button.



	Route PDs

Move from one section to the next.

Select a Role
Select a User
Scroll down to “Comments” block.
Scroll to the bottom of the screen to show button.
	    Note that the system has already generated a job number.  We have a title; the pay plan “GS” which I chose the occupational series is a 318 and grade “5”.  If I wanted to edit it, I could edit by clicking on this button.

    Let’s go down a little bit further.  Now what we need to do, we next need to select a user role.  I’m going to send the “draft” job description to the “Servicing CPOC Classifier.”   I do that.

  Select a user.  And again this my selection (since we are in FASTRAIN) I select TRAINING CLASSIFIER as my selected “user.” 

In the comments block I could send a note (or any special instructions)  

Now just go ahead and (click) Send Email.

There it is.  An email has been sent to the Classifier Training.  This notifies me that it has been sent.



	Review
	To review, again, we are in training database FASTRAIN, but it functions the same as FASCLASS.  We went into the “Restricted Access” mode.  We looked at the (Power) search buttons and clicked on “Create PD.”  We added duties by copying a draft job description from Word processing into FASCLASS and sent (routed) it forward (to the CPOC classifier.)  



	Closing.
	    Hope you enjoyed this movie.  There will probably be more of these movies to come.  Thanks for your attention.
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gray menu bar, as an example FASCLASS, to reveal the sub-
menu item choices. Click on the desired menu choice.
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