FASCLASS Movie #2:  Restricted Access

Action
Narrative

Introduction.  Open PC to CPOL, link to FASCLASS, and keep FASCLASS web page as background.
Welcome to FASCLASS—Restricted Access.  My name is Steve Matthews.    In this movie you will learn:

· How to log onto Restricted Access, and

· How to create a PD.

Another movie explains how to locate FASCLASS on the worldwide web and how to conduct a search for a position description.

Logging into Restricted Access.
In order to use Restricted Access, you will need to obtain a log in ID and password.  

At the FASCLASS web page place the cursor at the upper right corner where Restricted Access is highlighted.  Click on Restricted Access and you’ll get the log in screen. [Place cursor in right corner and click on Restricted Access.]

New users will note that you can request a FASCLASS account by clicking on the appropriate link.  I’m going to enter with my own ID and password. [Enter log in and password.]

Notice that my name is now printed on the FASCLASS screen after “Welcome”.

Quick Tour.
Let’s look at the options that are now available under restricted access.  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 [move cursor to show these options], we have options such as searching for a sequence number when more than one employee is assigned to a PD, searching for an organization, searching for archived (inactive) PDs, searching for interdisciplinary PDs (important for engineering and scientific positions), or even locating a PD associated with an employee name.  You also have options on the right side of the FASCLASS pull down menu.  Today we’ll look at Create PD. [Put cursor on Create PD link and click.]



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.  For today’s illustration, I’ll select Aberdeen Proving Ground from the pull down menu; the CCPO ID code is “AG”.  All PD numbers for Aberdeen Proving Ground begin with AG.                 Continued next page>>
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Create PD Screen. Continued

Create PD Screen. Continued


The next block covers Delegation of Classification Authority.  If you don’t have classification authority leave this blank.  If you do have DCA, authority, select yes, and your name and today’s date will automatically populate the screen.  

The next blocks we’ll talk about are required: pay plan, in this case GS for General Schedule, and of course series and grade level. [Type in today’s date, GS, 0201, and 12 in the respective blocks.]

Today I’m simulating the creation of a PD for an HR specialist, and it’s going to be a GS-12 position.

Now FASCLASS assumed that I wanted to use the title, Personnel Management Specialist, because it still has the old classification standard registered in the program. However, the appropriate title under the new standard is Human Resources Specialist, so I need to correct the title. [Type Human Resources Specialist.]

If this were real, I would also type in the name of the new standard in Citation #1:  JFS for Administrative Work in the Human Resources Management Work, GS-200. 

[Scroll down the screen.]

There are other blocks on the Create PD screen that are completed by the CPOC.  One is Fair Labor Standards Act.

We don’t want supervisors to guess on FLSA code, exempt vs. nonexempt.  We want trained classifiers at the CPOC to make this determination. [Put cursor at FLSA block and select Exempt from the pull down menu.]

[Scroll down the screen.]

The most important field at the bottom of the screen is Position Duties.  [Place cursor on Position Duties.]

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 final PD in advance and paste it into this block.

                                                                        Continued next page>>

For this example I’ll type in “Major Duties” and “Job Factors” as a reminder to insert the PD I already prepared. [Type in Major Duties and Job Factors.]

The last block on the Create PD screen is for Position Evaluation.  Sometimes the proposed title, series, or grade is unusual and the supervisor will need to indicate the rationale for the particular title, series, or grade.

However, most supervisors will put all necessary information under Position Duties.  For example, you would insert for a GSSG or FES PD the appropriate major duties, job factors, factor levels, point levels, total points, and grade conversion.  When all of this information is contained in the PD, we call it an embedded position evaluation.  In most cases, that’s all you need to do in the Army.

[Scroll to the top of the screen.]



Summary of Create PD Screen
To review, we’ve gone to FASCLASS web page, in the upper right corner we selected Restricted Access, and we typed in our log in and password.  Under the FASCLASS pull down menu in the upper left corner of the screen we selected Create PD.  We inserted information in the required fields, and we added position duties.

Next Step: Route PD
At this point, if I were creating a real PD, I’d select the “create position” button at the bottom of the screen. [Scroll to the bottom of the screen to show button.]  I’d be taken to another screen.  At that screen I’d route the PD to the appropriate official, such as the DCA manager or the CPOC.  At that screen I could also add a note like “This PD replaces Steve Matthews who is going to the Department of Agriculture”, or This PD is a for a new position authorized by Commander Jones.”

Closing.
You’ve now learned everything you need to know to go to FASCLASS, log into restricted access, and create a new position.  Good luck as you classify with FASCLASS.

