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Screencam Script Outline:  INBOX DEFAULT VIEW

Preparation

Start at Navigator menu using a MANAGER responsibility (logon:  MEL.ALVAREZ/MGR, p/w ALVAREZ1).  Start with a “clean” inbox (no default view, no top ten list), but have some actions that will populate.

Overview

· This movie is for modern DCPDS users who will be using the civilian inbox to receive and route personnel actions.  

· It is going to show you how to set up a default inbox view that automatically “populates” with your open actions when you open the inbox.  This is a one-time job that should be done the first time you log into modern DCPDS.

· This material is covered in writing in the Modern DCPDS Desk Guide and as a job aid under the heading “Inbox Management”, both available on the CPOCMA modern DCPDS web site.

Inbox on the navigator / top ten list

· The first thing we do is open our inbox.  On the navigator, select the “CIVILIAN INBOX,” NOT the “WORKFLOW INBOX” which we do not use.  

· If you don’t have a Top Ten List set up, this is a good time to do that. The top ten list just provides a shortcut way of navigating to tasks that you perform often in modern DCPDS.  The inbox is a good item to add to the top ten list since you will probably be using your inbox frequently. 

· (demo) To start a top ten list, move your cursor over the edge of the navigator window, then when it displays as a double-headed arrow, click and “drag” the window to the right.  A second panel appears for your “top ten” list. 

· (demo) To add the inbox to the top ten list, click on it, then click the <Add> button.  You follow the same process to add other items to your top ten list:  select the item and push <Add>.

· (demo) To remove an item, I would highlight it on the top ten list and then push the <Remove> button.

· (demo) Now that the inbox is a selection on the top ten list, we can either click on it in the main navigator window and click the <Open> button, or push the corresponding number key on our keyboard, in this case number 1.

Selecting the default view

· (demo) The first time I open my inbox, it appears empty.  I have to “refresh” it to populate it with any personnel actions that have been sent to me.  I do that by pushing the F8 key.

· What we are going to do is set up a “default view” for our inbox so that it automatically populates with open actions whenever we open the inbox.  

· The default view will also give us a better arrangement of columns in the inbox.

· Start by clicking the file folder icon in the upper left corner of the inbox window.  

· You’ll see this icon on other screens in modern DCPDS, it means that the screen you are looking at is a “folder” so you can do a variety of things to “personalize” these “folder screens” for your purposes.

· (demo) When I click the folder icon, I get a list of inbox “views” that are already set up.  

· (demo) One of these views should be a default view that your CPOC has set up.  It might be called 1REGION DEFAULT or something similar.  Your region’s default view will provide you with a view that is satisfactory for most users. I select this view and push <OK>.  See how the appearance of the inbox changes?  

· Also notice that the name of the view you just selected is now showing.

Saving the view as your own default view

· (demo) Next we want to save this view as our own personal default view.  Start by selecting Folder ( Save As from the menu.

· (demo) On the Save As screen, you should give your default view a new name, probably your own (use MEL’S INBOX).

· (demo) Make sure the “Always” button on the query section is checked – this is what causes your inbox to automatically populate.

· (demo) Check the “Open as Default” button so that this view will automatically display every time you open the inbox.

· (demo) Always UN-check the “Private” button because this is your own personal view.  Only selected people in the CPOC should be setting up views for region-wide (public) use.

· (demo) Click <OK>, then click <OK> on the caution notice that displays (telling you that this will be saved as a private view, which is what we want).  Notice that your inbox view name now displays next to the file folder icon.

· You can make other changes to your inbox – rearrange columns some more, resize them, remove them totally, change the sort sequence, etc.  Instructions for doing this are in the Desk Guide and Inbox Management job aid.

Testing the new view

· To test out the new view, I’m going to close the inbox (demo) and then come back to it (demo).

· See how the inbox view has remained, and the actions automatically populate?

Caution about refreshing the inbox

· Although you don’t have to refresh your inbox when you enter it, there is one time when you HAVE to refresh your inbox.  That is after you have routed an RPA to another user.  I'm going to show you why:

· (demo) First, I’m going to open an RPA in my inbox (by selecting it and pushing <Respond>).

· On the RPA, I would do whatever it is I needed to do, which depends on my role – authorizing it, reviewing it, adding information, whatever.  

Routing the action:

· (demo) When I’m done, I’m going to route the action to the next person who needs to see it.  I start this process with the Save icon.

· (demo) On the routing decision window, select Yes, you want to route the action.

· (demo) On the routing window, select whether you are going to route to a person or to a groupbox (which is an inbox shared by a number of users, commonly used in the CPACs and CPOCs).  I’m going to send this action to another person.

· (demo) When the list of names appears, find the one you want. 

· (demo) Narrow the list quickly by typing the first letter of the desired name (usually the first letter of the user’s last name), or use the Find function to find an embedded name.

· (demo) Make sure the person is selected (click on it), then push <OK>.

Return to the inbox:

· Now the action has been sent – I am returned to the inbox.  

· But look:  the RPA is still present in the inbox.  Unfortunately, I can still open the RPA even though it is really not my RPA any more.  I can even route it again.  However, if you do this, you can cause some problems in the system.

· If you push F8 now, it will disappear (demo).  The lesson here is you want to get in the habit of pushing F8 each time you return to the inbox after routing an RPA.

That’s about it for this movie.  Don’t forget, everything covered here is also found in both the modern DCDPS Desk Guide and the “Inbox Management” job aid, both available on the CPOCMA MDCPDS web site (www.cpocma.army.mil/mdcpds).

Thanks for watching.
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