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Computer Training Video Script Outline:  

ART and DCPDS LOGON

Objective and audience
This movie shows how to access and log on to Army Regional Tools (ART) and DCPDS.

This is for all ART and DCPDS users.

It covers:

· Accessing ART via CPOL.

· Logging in to ART, adding to favorites, changing user settings.

· The ART main menu and toolbar.

· The DCPDS Desk Guide.

· Logging into DCPDS via ART.

Prerequisites:  None.

Setup
Setup requirements:

· An ART manager account.

· A DCPDS manager account. 

· Make sure ART is not on the Favorites list.

Begin recording with Internet Explorer opened to CPOL.

SCRIPT

Accessing ART
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(intro)
This movie is going to show you how to access and log in to the Army Regional Tools, or “ART”, and the Defense Civilian Personnel Data System, or “DCPDS”.  

· ART is a set of applications and links that provide a simple, consistent way to access DCPDS and related civilian human resource management applications.  It’s web-based and uses a standard Internet browser.

· DCPDS is the Dept of Defense’s primary database for civilian employees.  It is used to maintain the official records of all civilians in the Department, and to request and act on personnel actions.

Point to CPOL URL address.
If this is the first time you have used ART, the easiest way to access it is through Army CPOL. 

Point to Tools, slide mouse, click on Army Regional Tools
ART is one of the options under the CPOL “Tools” menu.  



Click OK on security alert and DOD notice.
I have a security check and a DOD notice to click through to get to the logon screen.




Logging In
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Type the user ID and password.
Now I’m at the ART login screen.  

To use ART, you need to have a user ID and password.  The user ID is usually the same as, or very similar to, your AKO (Army Knowledge Online) user ID – usually first name and last name – which which every Army employee should have.  If you don’t have an ART account and need one, contact your servicing Civilian Personnel Advisory Center (CPAC).   

The one difference in the ART user ID is that you use an underscore between your names.  In my case, I have more than one account and I’m using the “manager” account.  Normal user IDs will not have the “ne” prefix, which simply identifies this as an additional account and, in this case, from the Northeast region.

Click on Click Here to Logon button, point to lock icon at bottom of screen.
After typing my user ID and password, I click on the “Click here” button. 

· Notice the lock at the bottom of the screen – that means I am in a secure site (not available to the general public).

Point to system down notice, click OK.
Occasionally, ART or DCPDS may be taken down for system maintenance, and if known in advance, there will be a notice to that effect when you log in.  

Point to “successful login”


Now I’m at the “successful login” screen.  There are three options available here.  

Point to top of screen (no menu), then click on Add to Favorites.
Notice that there is no longer an Internet Explorer menu at the top of the screen.  Because of this, I can’t add this site to my favorites the way I would normally, but I can use the “Add to Favorites” button to do this.  Next time, I can get to this page quickly by selecting ART from my browser’s Favorites menu (rather than going through CPOL).

Point to phone and email entries. 


If this is the first time you’ve used ART, your phone numbers and email address will be blank.  You will need to enter these before proceeding.

Click on “Change User settings” button.
If you need to, you can change these items any time you log in (also from the ART main menu) by clicking on the “Change User Settings” button.  

Point to phone and email blocks, and to background choices.
You add your contact info here (phone numbers, email address). 

· You can also select a different background pattern if you’d like.

Point to branch, div, svcg CPOC items.
These three items are used by CPOC users to help identify the population that the CPOC employee services.  Users outside of the CPOC do not need to use these items.

· Point to “Edit Acct” button.

· Click on “Cancel” link.
If you make any changes here, you’d click on the Edit Account button.  If not, click on “Cancel Edit.” Either way, you are taken to the main ART menu.

Point to “Proceed into System”.
Click on “Proceed Into System” to get to the main ART menu.

Logging into DCPDS from ART
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Point to menu selections.
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.

Point to Central DCPDS 11I Desk Guide.
I will mention that the Desk Guide is available from the ART main menu.  This is a “how to” guide for managers, admin staff, and other end users who use DCPDS.  Pretty much everything that I am discussing in this video is covered in the Desk Guide.

Click on Central DCPDS 11i.
We’re not going to look further at the ART tools or features in this movie, they are the subject of other videos.  What we are going to do is access DCPDS.  For that we use the Central DCPDS 11I link on the ART main menu.

Click OK on security alert.
First thing we get is another security alert.

Enter user ID and password, click Connect.
Then the Oracle login screen displays.  This will normally be similar to your ART login but uses periods instead of underscores.  

· There is also a suffix with each DCPDS user ID that is used for productivity tracking – it identifies the user as a manager, admin staff, personnelist, or whatever your role is.  In this case, my suffix identifies me as a manager.

· By the way, the user ID is not case sensitive.  

· If this is the first time you are accessing DCDPS, you will be required to change your password.  I’ll show you that screen in a moment.

Point to Applet loading msg
It can take a moment for the main DCPDS menu to display while a few different windows open.

Point to Navigator
OK, here’s the main menu, called the Navigator.

Click maximize button
Each time you enter DCPDS, get in the habit of maximizing your screen (even though it looks like it is using the full screen).  This allows you to see some important information that is sometimes displayed at the bottom of the screen.  

Changing your password

Action
Script

(intro)
As I mentioned a moment ago, I’ll show you how to change your password.  

· You are required to do this during your first logon and this window will automatically display during the logon process.

· You will also be be required to change your password periodically (usually every 90 days).

· You should change your password if you think it has been compromised.

Click Edit – Preferences – Change Password
Use the Edit menu to access the password window.  

Click on Change Password
Then select “Change Password.”

Point to selections on window
This is the same window you’ll see when first logging in to DCDPS.  You enter your current password, then enter your new password twice.  

· Passwords must be at least 8 characters and must contain at least one number.  

· Also they should follow the rules for good passwords:  don’t use your name or other recognizable words, use a combination of letters and numbers, etc.

Click Cancel
I’m not going to change the password again, so will just cancel.

Exiting
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(intro)
The last thing I’m going to cover in this video is how to Exit from both DCPDS and from ART.

Point to task bars
When you enter DCPDS, a number of windows are opened.  You will need to close them.

Select Action, point to “Exit Oracle Applications” and OK on exit message.
Begin by selecting Exit Oracle Applications from the Action menu, and selecting OK on the exit message.

Close other Oracle windows.
Use the Close Window buttons at the upper right of the other open windows.

Click on Exit icon on ART toolbar.
Once you’ve closed DCPDS, you end up back at the ART main menu.  To exit from ART, use the exit icon on the ART toolbar.

Thanks for watching!
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