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Objective and audience
This movie introduces the Inbox Statistics tool in ART, from a first line supervisor’s perspective.

This is for Army supervisors and managers and personnelists who use ART and the Inbox Statistics tool.

It covers:

· Item…

Prerequisites:  None.

Setup
Setup requirements:

· An ART account for a first line supervisor.

Begin recording at the ART main menu, logged in as a first level supervisor (ne_greg_wert). 
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(intro) 
In this movie we’re going to take a look at one of the Army Regional Tools called “Inbox Statistics.”  

This tool is extremely valuable to many different types of managers, both in the personnel community and out.  It provides information about open requests for personnel actions and thus can be used to help manage workload, check on the status of actions, maintain communication between the personnelists and customers, and provide a basis for review and analysis of individual or organizational performance. 

I’m going to show you some of the ways that different types of users might use this tool – in this segment, I’ll be starting with how it might be used by a first line supervisor.

Point to title bar (ART), then click on Inbox Statistics on menu.
I’m at the ART main menu, and I’m logged in as a first line supervisor.  I’ll select Inbox Statistics.

Point to sub-menu items, select “all actions.”
This takes me to the subordinate menu where I can elect to see all actions, fill-recruit actions, or non-fill-recruit actions.  As a first line supervisor I probably don’t have a lot of open actions at any one time, so I’m just going to select All Actions.

Point to sub-menu items, select “all actions.”
Once again I have another subordinate menu where I can look at all actions, or actions opened recently (in the last 5 days or last day).  I might mention here that the data in this particular ART tool is refreshed from the DCPDS database nightly, so it’s no more than one day old.  I’m going to continue by selecting all actions.

Point to “colorized by” entries.
As you’ll see in a moment, the Inbox Statistics tool uses a color scheme to reflect the number of days in the "aging" process for each functional area (management, CPAC, CPOC) or event in the staffing or processing cycle (open announcement, rating, referral, etc.).   As actions age, they move from green to amber to red – hence the former name of this report, the “Red-Amber-Green” report.

I can elect to colorize actions based on how long the actions have been in management or in the CPAC or CPOC, or by how long they’ve been in their current “event”.  

· “Event times” are based on the event codes which the staffer or classifier enters on the RPA.  

· Time in management, CPAC, or CPOC is based on the time and date stamp that DCPDS generates when an action moves from one inbox to another.  Each inbox has a designation to indicate if it’s management, staffing, processing, classification, etc.  

Point to “by event” default.
As a first line supervisor, I’m just going to leave this at the default setting, which is by event.

Click on “View Colorization Chart”.
To see the basis for the colorization, you can click on the “View Colorization Chart” link.  

Point to CPOC, 84+ entry.
This is the colorization chart.  It basically tells you how many days an action has been in a particular type of inbox to warrant a particular color.  So actions that have been in CPOC inboxes for more than 84 days are going to be in the red zone.  This can, of course, assist personnelists in monitoring the timeliness of actions.

Point to In-Class entries.
If you are looking at actions based on event time, the same principle applies – actions that have been in classification for less than three days are going to be dark green, and more than 12 days will be red.

Close the color chart, click on <Proceed to Inbox Statistics>.
I’m going to close the colorization chart and proceed to the Inbox Statistics themselves.

Point to “loading data” message.
It can take a moment to display, depending on a number of factors including how many actions you have, how many other people are using the system, etc.

Point to totals.
Now because I’m logged in as a supervisor of one small organization, I won’t have many open actions at any one time.  Right now, I only have one.

Point to category selections.
I have different options here as to how I want to display this information – by CPAC (or installation, which is the default), by command, event status, etc.  With a small number of actions, some of these categories aren’t of great value to me.  

Click on “event status”.
One that I might be interested in is the “event status” category, so I’ll check that one.  This shows me that my one action is currently referred.

Click on “inbox.”
The inbox category tells me who currently has the action.

Click on “inbox sub-type”
Inbox sub-type tells me that both my actions are in staffing inboxes (that’s the COS) – this is based on the “productivity suffixes” that are appended to all Army DCPDS user IDs.  

Click on “inbox type”
Inbox type tells me in more general terms where the actions are located – in this case, they are in the CPOC.  Other inbox types would be Management, CPAC, and so forth.

Click on <View Details>.
Now let’s dig a little deeper and look at the details.

Point to the data line, and the summary chart.
Here I’m seeing a line of information for each of my actions, plus a summary chart at the bottom.  

Point to columns as they are discussed.
The data includes the request date, the RPA number (or “Smart” number) – and you’ll notice that this is a link which I will return to in a moment – event time (that’s where the colorization comes in), the current event for each action (the first action is “referred,” and it’s been referred for 29 days), the type of action…

Drag the scroll bar to the right.
Then I can scroll right to see more…

Click the “GK” link.
The “GK” column indicates if there is a gatekeeper checklist for this action. Notice that this is a link so I can actually pull up the checklist if I want to see it.

Select <View all modules>, and scroll through checklist.
Gatekeeper checklists are web-based questionnaires that are used in Army to supplement the information that is provided on an RPA.  The concept is to make sure that the CPOC has all the information needed to process an action without having to go back to the manager for more information.  For a recruit action, for instance, the checklist will ask about security clearance requirements, travel requirements, and a host of other items that the CPOC will need to produce a good vacancy announcement. 

Close the checklist.
I’m going to go ahead and close the checklist.

Point to columns as they are discussed.
This table also shows me where the action is currently located – whose inbox it’s in (in this case, Kimberly Closer).

Drag the scroll bar back to the left and click the RPA link.
I can dig deeper by displaying the RPA, which I do by clicking on the RPA number link.

Point to basic data.
This opens ART’s “RPA Viewer.”  Here we find basic information about the action.

Scroll to bottom of window, point to notes areas.
There’s also a “notes” area where I can send a note to the current owner of this RPA, and a place notes are recorded. There’s a note from Mike asking about the status of the referral list for this action.

Click in notes block.
If I want to, I can send Kimberly a note from here.  When I click on <Submit Note>, Debra will receive a notification on her ART toolbar that looks like a mailbox with a letter in it.  If she’s not logged in, she’ll get the message when she next is logged in, just by clicking on the icon.  

Scroll to top of window, click “View RPA” link.
To actually see the data from the RPA, I click the “View RPA” link.

Point to Gatekeeper Checklist link.
There’s that gatekeeper checklist again, if I want to see it.  

Scroll down through the RPA.
Now, although this does not look like the RPA form that we use in DCPDS, it contains all the same information, and more:

· requesting office information

· status events (these are the events entered by the classifier and staffer)

· first and second actions

· from and to data

· employee and position data

· and the routing history which shows who currently has the action, and who has had it in the past and for how long.

Close the window, then click the “View position information” link.
The other link on this screen allows me to access position information.  This provides me with basic data about the position, organized into different categories – organization, resource management, etc.  


So you can see that Inbox Statistics can be a valuable tool for managers who want to monitor the progress of their actions in process.  You can get information at a summary level, or dig down to virtually any level of detail.

Thanks for watching!
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