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Computer Training Video:

ART INTRODUCTION

Objective and audience
This movie introduces Army Regional Tools (ART).

This is for supervisors, managers, CPAC staff, administrative assistants and officers, resource managers, pseudo personnelists, and other ART users.

It covers:

· Accessing ART via CPOL.

· The ART main menu and navigating.

· Links available through ART.

· Basic ART tools including Employee Data and Suspenses.

Prerequisites:  ART and DCPDS Logon (recommended).

Setup
Setup requirements:

· An ART manager’s account. 

Begin recording with Internet Explorer opened to CPOL.

SCRIPT

Accessing ART and Logging In

Action
Script

(intro)
This movie is an introduction to Army Regional Tools, or “ART”.  

· ART is a set of applications and links that provide a simple, consistent way to access various automated civilian human resource management tools.

Select Tools – ART from CPOL.
To access ART the first time, use Civilian Personnel On Line (cpol.army.mil).  Hover your cursor over the tools link, then slide it down to ART, and click.  

Click OK twice (secure window, DOD alert)
You’ll get a couple of security notices before you actually get to the login screen.

Type the user ID and password.
You need a user ID and password to access ART.  This is the same user ID and password that you use to access the CSU Application.  There’s a separate video available that discusses how to log into ART.

Click <OK> on system down notice.
If any applications are going to be down, you will see a notice to that effect when you log in.  Click OK to clear the notice.

Click on <Proceed into System>
After typing my user ID and password, I click on the “Proceed into System” button. 

ART Main Menu

Action
Script

Point to menu selections.
This is the ART main menu.  Each application or link to which you have access is listed on the main menu. 

· Users have different sets of ART tools depending on their roles.  Personnelists may have a somewhat different set than managers, for instance, although many are common to all users.

Click on Centralized Applications.
Some of them have “+” signs indicating subordinate selections, such as Centralized Applications.  Clicking these selections displays a subordinate menu.

Point to back arrow, click on Main Menu icon.
To return to the main menu, use the back arrow button (which always goes back one screen) on the toolbar, or the main menu button.

Hover on icons as discussed.
The icons on the toolbar are available throughout the system. Hover your mouse over them to identify their function.  A few bear special mention:

· I’ve already mentioned the back arrow and the main menu buttons.

· The printer icon allows you to make a hard copy of whatever you are looking at.

· The exit button logs you out of ART.

Other buttons on the toolbar are discussed in the ART Users Guide, accessible from the CHRA web site (www.chra.army.mil), which also has descriptions and how-to instructions for all the ART tools.

Selected Links
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(intro)
I’m not going to explain each of the ART menu selections here, but one of the advantages of using ART is that you can link to a number of civilian HR management applications right through the ART menu, such as DCDPS, the CSU Application, FASCLASS, and other applications.

Point to Central Site DCPDS 11i.
For instance, you can get to the DCPDS log on screen right here.  

Point to Central Site DCPDS 11I Desk Guide.
You can also get to the DCPDS Desk Guide, which is a how-to guide that provides step-by-step instructions for almost anything you might want to do in DCPDS. 

Click on Centralized Applications, point to apps as discussed
Let’s go back to Centralized applications.  This has links to a number of handy tools that are maintained at HQDA (hence the name, “centralized”).  These include FASCLASS, and the SF50 History Database.

Point to navigation line, then point to Centralized Apps at right.
The navigation line at the top of the screen shows you where you are at in ART, and the name of the application is shown at the right side of the toolbar.

Click on Menu Item Descriptions, then close the window.
You can also display brief descriptive information about the items on a menu by clicking on the Menu Item Descriptions link.

Employee Data
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Click main menu icon.
Let’s return to the main menu. Many menu selections are not links, they are programs.  We’re going to take a look at two of them.

Click on Employee Data.
If you’re a supervisor or manager, Employee data allows you to quickly look up information about any employee in your organization.  It’s real easy to use.

Type name, point to “begins with”, click View Details
Begin by entering the last name, or part of the last name, of the employee whose record you want to see.  Leave the “begins with” radio button selected, then click the View Details button.

Click record.
If there is more than one matching name to which you have access, you will see a list of all of them.  Click on the one you want.

Click on employee data.
This brings up the basic employee data screen.  Each of the categories are links that will display additional information.  For instance, clicking the Employee Data provides access to a whole lot of information about the employee.

Select one or two sample buttons, close each window.
Each of the radio buttons displays information from the record.

Close the empl data window, click the Position Descr link.
You can also display the employee’s position description.

Close the PD, click the Position info button
Position info is set up similar to the employee data button, but has information specifically about the employee’s position.

Close posn info window, point to org structure link
Org structure brings up a table of the positions and employees in this organizational segment – both vacant and encumbered.

Click on NPA/RPA history
The NPA/RPA history link brings up information about personnel actions that are pending or have been processed for the employee.  

Point to Notif title, then Request title
The table shows the completed actions on the left (notifications of personnel action), and the requests that are related to those notifications on the right.  

Click on an NPA link, point to areas on the form as described
Click on the blue links to display more detailed information.  For instance, to see the data from a notification of personnel action, click on the effective date link.  This displays the information that was on the SF50.  

Close NPA window, click on RPA link.  Point to the notes area.  
The RPA link displays more information about the request.  In addition to the information from the RPA, it has a notes area that will send a note to the current holder of that action (which is useful if you have a question or comment about a pending action).  

Click on View RPA.  Scroll down to show the routing history.
To view the actual RPA data, click the View RPA link.  In addition to the RPA data, it also shows who currently has the action (if not completed yet) and who had it before.

Point to other links
The other links on the employee data screen are more for CPOC use – to resolve pay problems or other issues.

Suspenses
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Click main menu icon.
Let’s return to the main menu. 

Click on Review and Analysis
The Review and Analysis tool gives you access to statistical data about your organization.  

Point to selections as discussed
Here you can get basic stats about the appropriated fund workforce such as supervisory ratios, gender breakdowns, etc.  You can also get information about the timeliness of personnel actions that were processed for your organization.

Return to main menu, select Suspenses, then click on Proceed to Helpdesk.
The other application I want to show you is Suspenses.  When the screen displays, click the Proceed to Helpdesk button.  

Suspenses provides you with information about upcoming personnel actions in your organization.  

Click on Ticket Sub type
By displaying items by subtype, I can see at a glance what types of actions are coming up.  In this case, it’s a within grade increase due for one of the employees in my organization.  

Point to view details button.
To see more detailed information, I use the view details button.  Other types of suspenses include such things as temporary appointments that are expiring, temporary promotions that are expiring, etc.  Some suspenses are for information only – I don’t need to act on them. Others may require me to do something – for instance, if I want to extend an appointment, suspenses will remind me to get a personnel action request going.

That’s about it.  There are lots of other tools available in ART that can make your job easier or give you important information – check out the ART Users Guide for more information.

And … Thanks for watching!
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