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CHR-ABC SYSTEM
BASIC NAVIGATION
	Objective and audience
	This movie shows basic navigation for the Civilian Human Resource-Activity Based Costing system.

The audience for this movie is Civilian Personnelits who will input time into the CHR-ABC system.

It covers:

· The various buttons on the screen.

· Moving between the various screens inside the CHR-ABC system

· Entering data in to the CHR-ABC system

· Adding or editing Unit Identification Codes (UICs).

Prerequisites None.  This is the first movie on the CHAR ABC system.  



	Setup
	Setup requirements:

· For this movie all you need is a PC with sound capabilities.  If your PC does not have sound capabilities, the attached script may be substituted.

 


SCRIPT

Opening the Civilian Human Resource Activity Based Cost Accounting System.

	Action
	*Script

	(Intro)
	This movie shows you what the Civilian Human Resource-Activity Based Cost Accounting System, which we’ll call CHR-ABC from now on, looks like.  Included is a brief tour of its major components.  The intent of this movie is to help you become familiar with the application.  It is not intended to be a complete course of instruction.  You will receive that just before CHR-ABC is deployed in your region.  

	Point to the various items on the Welcome screen.

Show the URL


	When the screen comes up, the first thing you will notice is the “Welcome” screen with the ABC logo.  

Notice the calendar in the upper left side.  

Using your web browser, you will log on to CHR-ABC using the internet and the following URL:  https://chrabc.belvoir.army.mil/abc/

	Point to “ABC Administrative Box”
	If you point to the “ABC Administrator” box, you will see that it turns blue.  If you click on the box you will get a message that says, “You don’t have sufficient privileges to view this page.”  

	Point to “User’s Manuel”

- Mover cursor over the TOC.


	The next box on this screen is the “User’s Manuel” box.  You may have to “Maximize” the screen.  You do this by clicking on the appropriate box in the upper right hand side of this window.

· Start by moving the cursor up and down over the “TOC”, which is the Table of Contents.  Notice how the text changes color as the cursor moves over the list.  When an item selected, the system will launch the Acrobat Reader program.



	Point to the On-Line Evaluation
	You don’t have to use this box, but if you click the On-Line Evaluation button, the ABC On-Line Feedback screen comes up. (The following part is not shown in the movie)  Highlighted in gold will be a Welcome to ABC feedback Section. With your user name.  You may post your feedback on any question at any time.  All questions and feedback are optional.  It contains 9 windows.  Each one has a drop down menu colored green, yellow (2) and red.  Select one of the four choices and add your comments.  When done, scroll back up to the top and  “Submit” your feedback.  By checking on the “Submit – Feedback” button.


Making an Entry in CHR-ABC

	Action
	Script

	Point your cursor to one of the dates on the calendar.

Point to today’s date on the calendar.

Point to the Auto populate Holidays link.


	Once back to the main or “Home” screen, move over to the calendar.  

When you are ready to begin entering data you will click on the date specific to your needs.  Could be the current date, shown with a square around it.  Or another date.  By clicking on any date, a new screen opens up for you.

You will see that the current date has a box around it.  Move your cursor over the various dates on the calendar and see what happens.  As you move the cursor over the dates, the numbers will turn yellow.  

Holidays are also yellow if you run the “Holiday” routine in the “Auto Populate Holidays” box in the lower right side.  This will enter all of the Federal holidays for you automatically.



	Point to the daily view screen.

Select “Daily View”


	You will see your name and the dated that you selected.

Under your name you will see “Daily Total”.  If you have entered time on this day, you will have a number.  If you have not entered any time yet, you will just see “00:00”.  Otherwise in red you will see “There are no records for this day”



	Point to:

“Existing”, “ and Long List”

Point to “Cut and Paste.”
	When you are connected to DCPDS and you have RPAs in your In Box, you will be able to charge time against the RPAs.  If you were connected to DCPDS, you would click on “Existing” a slightly different window opens.  “Charge new activity for existing RPAs.”  You see a drop down menu of the RPAs that are in your In Box.  There is also a Long List 

A new feature was recently added called “Cut and Past” which allows you to copy the RPA numbers of actions that are so new that they have not been through the overnight processing.  You would copy the PRA numbers and paste them using this feature.  



	Point to “New Key Activity (UIC) / Leave”

Click on “New Key Activity”

Click on “Staffing”.

Click on “DC Advise and Assist Customers”.

Click on “Save” to add to your daily record
	This button gives you the choice of selecting a New Key Activity or entering Leave.  This is done by selecting or clicking on one of the two “radio buttons” near the top of this window.

To enter time against a UIC, you first have to select an Activity (UIC) from a list of values you created.  To add to or edit this list of UICs will be explain a little later on.

Once you have an activity (or UIC) selected, you select a “Function” from the list of values by clicking the down arrow to the right of this window.  There are several main functions to choose from.  I will select “Staffing”.

Because I selected “Staffing” a list of about 25 “Key Activities” related to staffing comes up from which you can select from.  Notice that the key activities start with “DC”.  This stands for Direct Cost.

Each function has a different list of Key Activities.  Staffing has the longest list.  You can see the long list of Key Activities listed under Staffing.  Select “DC Advise and Assist Customers.”

When finished, click on “Save” and the time will be added to your daily record.

	Point to “New Key Activity (UIC) / Leave” and click on the “Leave” radio button”

Click on the “Type of Leave” down arrow to see the list of values for leave.

Select “Annual Leave”.

Select 2 hours for duration.

Click on “Save”
	To enter Leave, go the “New Key Activity (UIC) / Leave” on the menu and then; 

select the “Leave” radio button.

You see that the screen changes.  Next to type of leave, click on the down arrow to see a list of values for leave.  You can see the various types of leave that you may select.  For this example I will select “Annual Leave”

Enter the duration of time.  For this example I will select 2 hours.

When you Save, the leave time will be added to your daily total.



	Point to the daily total.

Notice the color keys for the entries. 
	Take a look at the daily total.  Notice that the numbers now include the two entries we have just added.  Also note the colored vertical bars next to each entry.  Per the color key, the dark blue bar represents Direct Costs and the red bar represents Leave.

	Select the Time Sheet

Point to the “Print a copy of this time sheet.”
	As time is added, it will show up on the Time sheet feature in CHR-ABC.

As you move the cursor up and down this list, you will see how the colors change.  Note how the total time is shown in red in the lower right hand corner.  You can also print a copy of this sheet if you choose to do so.


	Point to User Profile.

Select “Enter / Edit UICs”.

Enter a UIC

Enter a “Friendly. Name” for the UIC

Edit the “Friendly” UIC name.


	From the Home screen, select “View User Profile.”  This is where you can add, delete UICs, or edit UIC friendly names.

If you do not have any UICs listed, you will need to enter a valid UIC.  UICs are not case sensitive, so you may enter UICs in upper or lower case.  As long as they are valid, or on the UIC table list, if will accept them.  

You may also provide a friendly name to the UIC.  The example I have is WOATAA, with is the UIC for Headquarters U.S. Army Japan.  

I’ll now select and edit the “Friendly” name for WOATAA.  I can call it anything I wish.  Once saved, this will be on my drop down menu or list of the UICs I use.  If I will be using other UICs not on my list of UICs, I would add them here.



	Closing
	This has been a very basic tour of the CHR-ABC application.  A complete hands on training program will be provide just before your region deploys CHR-ABC.  Hope you enjoyed the movie.  We may add more movies as need.  Thanks for watching.
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