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RPA and Gatekeeper Exercise

 (done as part of Staffing Module-start of day 2)

Lesson Plan

Purpose
This lesson plan is for the “RPA and Gatekeeper” exercise of the HR for New Supervisors course, which is conducted in conjunction with the Staffing module.  This exercise is intended to provide new supervisors with hands-on experience using DCPDS and the Gatekeeper checklist tool in ART. The Staffing module introduces many of the concepts that are items on the Gatekeeper checklist so this module is conducted at the start of day two.

Target audience
This training is intended for the following audiences:

· New supervisors (military or civilian) of Army civilian employees.  

This module can also be used for experienced supervisors if they have not had exposure to the tools described, also for pseudo-personnelists, administrative personnel, RM personnel, and others who may have a need to initiate RPAs and Gatekeeper Checklists.

Objectives
After completing this module, participants will be able to:

· Know where to go to get step-by-step instructions for initiating and RPA and gatekeeper checklist.

Prerequisites
Students must have completed the following module(s) prior to attending this session (or have been through comparable training):

· None.

Related training
The following modules provide related information:

· The Classification module introduces CPOL, FASCLASS and ART.  During that module, students will have identified a position description from FASCLASS, and they will use that PD number when preparing the Gatekeeper checklist in this exercise.  They will also use the sample TDA from the Classification Exercise to complete the Gatekeeper checklist..

Synopsis of lesson
This module contains the following: 

· Instructor demonstration with participants following along.  

· The module shows how to log into DCPDS, initiate an RPA and save it, initiate a Gatekeeper checklist in ART, retrieve an RPA from the inbox in DCDPS, and route the RPA to another user.

Estimated time
This module is scheduled for 1-1/4 hours.

Reference materials
The following references are applicable to this module:

· DCPDS Desk Guide (on line).

· ART Users Guide (on line).

· ScreenCam:  Gatekeeper.  Other ScreenCams can be used if desired based on the amount of time available.

These reference materials can all be found on CHRA’s HR Toolkit web page (http://www.chra.army.mil/mdcpds/hr_toolkit.htm).  

Handouts
The following handouts should be provided to each student:

· Gatekeeper Checklist for Position Establish (in binder).

Classroom setup
This module requires the following:

· An instructor workstation with Internet connectivity and an Internet browser (Internet Explorer) plus a hook up to a data projector and sound capability (for showing ScreenCam movies).

· A computer classroom with workstations that have Internet connectivity and an Internet browser (Internet Explorer).  

· Note, if students are participating, they will want to be able to print.

Preparation
Prior to conducting this module, the following tasks need to be completed:

· Instructor needs ART and DCPDS accounts with “manager” permissions in order to create an RPA and gatekeeper checklist (you should go through the module on the computer and make sure that they work).

· Students need user IDs and passwords (to ART and DCPDS, both with standard “manager” permissions) in order to participate in this hands-on exercise, and must bring them to class.  If they do not have user IDs, they can watch or look on with a neighbor.

· Students need a PD number from FASCLASS (from Classification module exercise) to reference on Gatekeeper Checklist.

· You should have the Gatekeeper ScreenCam downloaded on the instructor workstation, with a desktop shortcut (and any other ScreenCams if you are going to use them).

· If DCPDS and/or ART are not available, you can cover most of this module using the Gatekeeper ScreenCam, which goes through the same process as the demo.  

Notes to instructor
In the instructional module, the following format conventions are used:

· Actions that you are to perform are shown in bold (e.g., Click the <OK> button.)  Buttons that you are to click are shown in angle brackets.  Successive steps are both bulleted and in bold type.

· Points that you are to share with the class are so indicated, and are bulleted.

· Additional notes to the instructor are shown in italics (e.g., Make sure all students are successfully logged on before proceeding.)

· Underlined spaces are used to indicate items that you need to know in advance (e.g., Retrieve position number __________).  Hint:  fill these out in your copy of this lesson plan before you teach this module – and check to make sure the item works.

Instructional Segment – Initializing an RPA

Purpose
This portion of the module covers the following:

· Locating and using the DCPDS Desk Guide and ScreenCams.

· Logging into ART and then into DCPDS from the ART menu.

· Initializing an RPA, completing requesting office info, and saving it.

Introduction
Share with the class:

· In this segment we are going to initialize an RPA to fill a new position in our organization (the position you identified in FASCLASS during the Classification module).  After that we will complete a “gatekeeper checklist” for the action.  

· The “gatekeeper checklist” is a web-based form that is used in conjunction with a Request for Personnel Action to make sure that the CPOC has all the information needed to complete the action without having to go back and forth for more information.

· This is how you (or someone designated in your organization) begin the process of filling a job.  Even if it is not you that does this, you should be familiar with the process and be able to provide the crucial information needed to the person who does this work in your organization.  You are essentially providing written instructions that document the staffing and classification decisions you’ve made.

References, HR Toolkit
Point out:

· Instructions for everything that we will be doing in this segment is documented in the DCPDS Desk Guide.  This and other tools for using HR applications can be found on the CHRA HR Toolkit web page.  It’s also available on the ART main menu.  We’ll be looking at that in a moment.

Open Internet Explorer and navigate to the CHRA HR Toolkit page (http://www.chra.army.mil/mdcpds/hr_toolkit.htm).  (Write this URL on the board.  Students should follow along.)

Point out:

· The DCPDS Desk Guide (which contains step-by-step instructions for using DCPDS)

· The ART Users Guide (descriptions and instructions for all the other ART tools)

· A list of applicable computer training videos.

· Other references and training aids. 

Computer training videos
Computer Training Videos are narrated recordings showing how to perform specific operations on the computer.  I’m going to show part of one now so you can see what they are like – the Gatekeeper.

· Open the Desk Guide and navigate to the RPA chapter (chapter 5).  

· Scroll down to the Step-by-Step Instructions section and point out the embedded Gatekeeper Computer Training Video.  

· Run this ScreenCam for a few minutes (you can run it right from the Desk Guide or – the quicker way – run it from your workstation if you have already downloaded it).  You don’t have to run it all the way through since you will be demonstrating the same process, the idea is to familiarize students on what the videos look like.

Identifying the type of action
When the video is done, return to the “Step-by-step instructions for initiating an RPA and gatekeeper checklist” in the Desk Guide.

Point out:

· This part of the Desk Guide lists the steps we will be following.  Notice that the first step is to identify the type of action.  

Click on the “Types of Personnel Actions” link.  

Point out:

· This section describes the types of RPAs, what actions have checklists, what actions don’t, what information is needed on the RPA, and what information you provide on the checklist (if there is one).

· Ask class what type of action is appropriate for our exercise? – we want to fill a new position.  Class should select Position Establish – Rct/Fill is used if you already have a position in the database.

· Use the Back button to return to the step-action table.  Have the class read through steps 2-3, which is to log into ART and then log into DCPDS.

· Point out that by keeping the Guide open (minimized), you can easily return to it using the taskbars at the bottom of the screen (to continue following the steps).

Logging in to ART
· Open another iteration of the Internet browser and navigate to ART (via CPOL “Tools” or using your “Favorites”) (students with ART user IDs should follow along).

· Click <Yes> and <OK> on the security windows that display.

· When the ART logon screen displays, log on.  Your ART user ID/Password (ex: jane_doe):  _________________________________. 

Logging in to DCPDS
· From the ART main menu, select “Central DCDPS 11i”.  

· When the Oracle logon screen displays, log on. Your DCPDS user ID and password (ex: jane.doe/mgr):  _________________________________________________.

· If a welcome page displays, select the “MGR SECUREVIEW” responsibility.

Wait to make sure all students get logged on (if they have user IDs).

Using the Navigator menu
Point out:

· This is the DCPDS main menu, called the “Navigator.”  

· The list of items on the navigator screen is arranged in a “hierarchical” fashion – some items are headings, others are tasks that you can perform.

· Headings are items that have a “+” or “-“ sign in front of them. Tasks are items that allow you to perform a selected operation.  

· You can double-click any heading with your mouse to expand it, or collapse it if it is expanded, or you can use the buttons at the bottom; they work on headings only:

· The “+” button expands the selected heading to display the tasks listed underneath that heading (click the Request for Personnel Action heading and click the “+” button, and point out how the list expands).

· The “-“ button collapses the items under the selected heading (select the Request for Personnel Action again and click the “-“ button).
· There is more information about using the Navigator (how to use the “top ten list,” etc., in the Desk Guide.

Initiating the RPA
Fully open the Request for Personnel Action section of the navigator (using the <plus-downarrow> button), and click on “Establish” (under “Federal Position”).  

Point out:

· We are looking at page 1 of the 4 pages of the RPA (as we saw in the ScreenCam movie).

· Have students refer to the step-action table in the Desk Guide and identify what to complete on the RPA (step 4) – for posn estab actions, just complete Part A.

· Request number will be filled in with a system-generated number when you first save this action.

Completing the Requesting Office area
Point out:

· You can’t type in any name in these blocks – they have to be from the database. 

· Click in block 3 (“For additional information call”), then type your last name (the name that you are using for your logon) and push the [Tab] key.  Select your (user) name from the displayed list and click <OK>. 
· [Tab] to the phone number field and type in the phone number (if your phone number is in the database, it will be filled in for you).

· Fill in the proposed effective date for this action.  If you leave the proposed effective date blank, it will default to “ASAP”.

· Click on the “Action Requested By” block, then click the LOV (at the right side of the field).  This will sometimes automatically populate with your name; if not (a list displays), select your name from the list.

Point out:

· The title and date areas will automatically populate.

· Unless you are an authorizing official, you will leave the “authorized by” field blank.  A higher level of management normally completes this.
· That is all we have to fill out on this RPA (according to the Desk Guide).  Remember, the RPA is really nothing more than a vehicle for getting a gatekeeper checklist to the CPOC.  The checklist is the document that contains the crucial information that the CPOC needs.

Saving the RPA
Point out:

· Saving to our inbox is crucial for (1) subsequent tracking and (2) accessing the gatekeeper checklist (later in this exercise).

· Click on the “save” icon (the yellow diskette on the toolbar).  

· On the window asking, “Do you wish to route the RPA now?” click <Yes>.  

· On the Routing window, accept the default (“Save and hold in personal inbox”).

· Click <OK> when the window with the assigned RPA number is displayed.  

Point out:

· We’ll cover the routing window later.

· Your RPA is now saved, and you saw that is was assigned a number.  A blank RPA displays on your screen.  We are not going to do another RPA, so close this window to return to the navigator window.

· We will be returning to DCPDS as soon as we complete the checklist, so don’t log out!

· Close the RPA window by clicking the “X” in the upper right corner of the RPA.   

Instructional Segment – Completing the Checklist

Purpose
This portion of the module covers the following:

· Accessing the Gatekeeper from the ART menu.

· Selecting the RPA from the gatekeeper inbox.

· Completing the checklist.

Introduction
Share with the class:

· In this segment we are going to complete the gatekeeper checklist associated with the Position Establish RPA we just saved.

· Ask class: Why do you think we call it a “gatekeeper”?  (This name reflects a function that has always been performed – does the SF52 have all the right information and attachments?  If not, send it back or call to get missing info).

Restore ART, start Gatekeeper
· Restore (switch to) ART using the task button at the bottom of the screen (reads “Army Regional Tools”).  

· Click on Gatekeeper, then Gatekeeper Checklist – Mgr.

Point out:

· You are looking at the “Gatekeeper inbox” (not to be confused with the DCPDS inbox).  

· RPAs must be in your DCPDS inbox in order to access the corresponding checklist.  Once routed to someone else, you cannot access the checklist any more.

· If you had more than one RPA in your inbox, they would all be displayed here. 

Click the radio button next to the RPA to “select” it, then click “Fill Out checklist” button.

Organizational location
Point out:

· The first thing you need to do is identify the org segment wherein the position is located (some users will have access to more than one).

· If you have more than one organization listed, select the appropriate one.  Your organization:  ___________________________________.

· Next, click <View Org Cleartext> for a list of subordinate organizations from which to select.

· Click on the org code to display table of current positions.

· Select the appropriate position – for our purpose, select “New Position” at bottom of table (then click “Submit Position Fill”).

Point out:

· “New” means it’s not in the database yet – it might be in FASCLASS. 

· If you were filling an established position (e.g., someone left and you were re-filling the job), you would pick that position from the table.

Position section
Point out:

· Since we are establishing a new position, we have to provide quite a bit of information.  For established positions, the checklist can be much shorter (don’t have to complete anything unless changing).

· The questions pertain to characteristics of the position, but say nothing about the duties itself.

Complete the position questions (you do not need to complete them all for this training exercise).  

Point out:

· Notice how the questions change depending on your responses.

· Most questions have drop down menus.

· Normally you should complete all the questions.  If you do not know the correct answer, try to find out (CPAC advisor can assist).

When done, click on <Save checklist and go on to next module>. 

Recruit section
Point out:

· The recruit section gives you an opportunity to provide name requests or specify recruitment sources that you know about.

· Your replies can affect how your job is filled, and can have a big impact on timeliness.

Complete the recruit questions (you do not need to complete them all for this training exercise).  

Point out:

· The first few questions ask about the POC and selecting official.

· The AKO email address is needed because it is used by RESUMIX.

· Many of the questions are primarily “conditions of employment” information that goes onto a vacancy announcement. 

· “Obligated position” means someone will be returning to this position (overseas tour, etc.).

· Note the comments block at the end, use this to include any other pertinent information

· Normally you should complete all the questions.  If you do not know the correct answer, try to find out (CPAC advisor can assist).

When done, click on <Save checklist and go on to next module>.

RM section
Point out:

· The RM section is used to provide budget and manpower type information, including TDA, AMS code, etc.

· It may be filled out by you (the supervisor) or by your RM office. 

· Click “Resource Management Section” radio button to show the questions. (You do not need to complete them for this training exercise.)  

· When done, click on <Save checklist and go to inbox>, then return to the ART main menu (using the ART main menu icon on the ART toolbar).

Instructional Segment – Routing the RPA

Purpose
This portion of the module covers the following:

· Using the DCPDS Inbox.

· Routing an RPA

· Deleting an RPA.

Introduction
Share with the class:

· In this segment we are going to return to DCPDS and open the “inbox,” retrieve the RPA that we initiated earlier, talk about how to route it to another user, and finally delete it.

The DCPDS inbox
Point out:

· Since we didn’t exit from DCPDS, we don’t have to log in again. We just “restore” DCPDS using the task buttons at the bottom of the screen (this is the “steamin’ cup o’ Java” task button).  

· To retrieve the RPA, we use one of the inboxes in DCPDS – there are now two available (Workflow inbox and Civilian inbox).  

· Restore (switch to) DCPDS by clicking on the task button at the bottom of the screen. 

· Select Workflow Inbox from the navigator menu.

· Locate the RPA in the inbox (probably the only one there).

· Click the link (in the “Subject” column).

· Scroll down to the “Response” area and click the RPA icon to open the RPA.

Routing the RPA
Point out:

· We have retrieved the RPA that we created earlier and had saved to our own inboxes.  From here we can make any changes that might be needed, and then proceed to route the action to the next person who needs to see it.

· If you want a hard copy of this RPA, this is a good time to print it (it has the RPA number on it).

· Instructions for routing the RPA are in the Desk Guide.

· Normal routing for most actions is as follows: initiator (creator) of the RPA ( next level of management ( Resource Management office for budget and/or manpower reviews ( authorizing official ( CPOC.

· At the CPOC, it is routed appropriately (usually to a classifier, then to a staffer, then to a processing clerk to update the database).

· Who gets the RPA after you initiate it?  You need to find this out once back at home.

· Begin the routing process by clicking on the “save” icon (the yellow diskette).

· When the “Decision” window appears (“Do you want to route the RPA now?”), select “Yes.”

Routing options
Point out and briefly describe the routing options:

· Select routing list – not widely used in Army.

· Select person – the most common way of routing.  This option displays a list of all DCPDS users and you select the person to whom you want to route the action.

· Select groupbox – allows you to send the RPA to a “groupbox” (an inbox shared by a number of users). 

· Save and hold in personal inbox – covered earlier.  The default value.

· Update HR – available only in the CPOC.  Used to effect the action and update the database. 

Do not route the RPA – we are going to delete it.

Deleting the RPA
Point out:

· The process of deleting an RPA is not covered in the Desk Guide.  We are only doing this because this is a training exercise and we do not want to use this RPA.

· With the RPA on your screen, click the “delete record” icon on the toolbar (the big red X), and click <OK> on the confirmation message.

· Click <OK> on the “Transaction complete, record updated” message.

· You will be returned to the inbox.  The RPA should be gone.

Miller time
Any questions?

Exit from DCPDS (close all DCPDS/Oracle windows), and then exit from ART (use the Exit icon on the ART toolbar).
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