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ScreenCam Script Outline:  INITIATING AN RPA 

Objective and audience
This movie shows how to create (initiate) an RPA in modern DCPDS.  It is primarily directed at managers and other end users who are usually the ones who initiate an RPA, but is also appropriate for CPOC staff who may need to initiate an RPA on occasion.  Using an award RPA, it covers the following:

· Completing the requesting office area

· Color coding – white, gray, dark gray; use [Tab] to advance 

· The requested effective date

· Entering the employee name and reducing the list of names

· Using the notepad

· Saving the RPA to the inbox

Prerequisites (recommended):  Logging On, Navigator, RPA Overview

Setup
Setup requirements:

· A modern DCPDS account with a secure view “manager” responsibility.  (LANED/MGR).  Account should have requesting permission for RPAs, but not authorizing permission.

· Employee account for the award:  Jones, Valerie K. (make sure there are no pending actions for this person).

Do not have the screen maximized.

Begin recording with the modern DCPDS navigator open, as it appears just after logging on. 

SCRIPT

Initiating an RPA

Action
Script

(Intro)

Point to RPA on navigator and open it.


This movie is going to show you how to initiate a Request for Personnel Action, or RPA.  

· RPAs are usually initiated by a supervisor or manager or someone designated, then forwarded through the chain of command to the manager who is designated with the authority to authorize the action (usually a higher level manager), often with other reviews on the way by resource management offices for budget and manpower considerations.  Once these approvals and concurrences are completed, the request is sent to the installation CPAC and then to the regional CPOC for final processing.

· This movie is going to cover the initial creation of the RPA only – watch for subsequent movies that deal with routing the RPA and other related topics..

Open the RPA heading, then open Award.
For our example, we are going to initiate an RPA for an award for an employee.

Completing the Requesting Office area
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Point to the Requesting Office area, then click in the “for more info” segment, type the last name (Lane), then tab. Select Drew Lane from the list.
Must always do the top part – (Part A, requesting office).

· POC – this will usually be your name, although it could be someone else.  It should show whoever is in the best position to answer any questions about this action.  To complete, enter your last name and push tab, then pick from LOV.  

Type the phone number and DSN prefix.
In some cases, the phone number is inserted automatically from the record.  If not, be sure to enter a good phone number.  This is important in case there are any questions as this action goes through the process.

Tab to proposed eff date and type in a date.

· Then tab to the ASAP block and click (date clears).

· Return to the date block and click the LOV button and select the date.
Use the tab key to move between fields on the RPA.  

· For the Proposed eff date, you can enter a date or use ASAP, but not both.  

· To enter the date, you can type it in using this format (DD-Mon-YY) or you can use the LOV to display a calendar.

· As a general rule, a specific date is preferred rather than ASAP.

Tab to Requesting Official block and click the LOV button.
Usually, just pushing the LOV button on the Requestor’s name field will populate that field.  Notice that the system adds the full name, title, and date.

Point to the authorizing official area.
The Auth official’s block is gray since I don’t have authority to authorize this action.  A higher level manager will fill this in.

Entering the Employee Name
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Point to Part B.
Part B is where we provide the name of employee to receive the award – Valerie Jones.

Click in last name block, type jones and tab.
The fastest way to enter the name is to type in the last name and push tab – this brings up a list of matching names (all the Jones records to which I have access).

Click on Valerie’s name, then OK.
When I select the employee, the full name, SSN, and DOB are automatically populated.

Delete the last name, then push the LOV.

· On the Reduction Criteria window, type %, then enter.
Another way to populate the name is to use the LOV.  This could be a long list so you get a “Reduction Criteria” window.  To see all the records to which you have access, type a “%” sign and push enter.

Point to “working…” note on status line.
This can take a while depending on the size of your organization.  The cursor is an hourglass, meaning the system is working, also note that it says “Working” at bottom status line.

Point to the count of records on the status line.
I have 273 people on my list.

Type “J”, point to highlighted “J”s on the list.  Then type “O”, and “N”.  
Once the list displays, the fastest way to find an employee on this list:

Don’t use the mouse, just start typing the last name (J).

“J” is now highlighted.  To further reduce, type the next letter. Notice how the typed letters are bolded.

Backspace three times (returns to original list).
To back these out, use the backspace key to return to the original list.

Click in the find block (after the % sign), type Valerie%, then push Find button.
Another option:  use the find block to find “embedded” text, such as the first name.  Click in the Find block – after the % sign – type in the text you want to look for “Valerie”, and follow with another %, then push Find button.

Point to eff date, NOAC, auth blocks.
The rest of page 1 (eff date, NOAC, or auth) is filled out by CPOC.

Click on Next button (go to page 2).
As the initiator, this is actually all we need to complete on this RPA.  As we page through we can look for other white fielods.  On page 2 the Amount and UoM are white.  The Amount is the award amount.

Tab to UOM field and click the LOV.  

· Cancel from the LOV.
The UoM is “unit of measure” and reflects either hours or money, depending on what type of award (time off or monetary). In the Army, we don’t have to fill these in on the RPA – the preferred method is to use the Gatekeeper Checklist where you will indicate both the TYPE of award and the amount.  This is covered in a different movie.

Click Next (to page 3).

· Point to empl and posn data.
On page 3 notice that all the fields are gray, and that empl and posn data have been populated from the record of the employee.

Click Next (to page 4).

· Point to remarks (part D)

· Point to remarks (part F)
On page 4 the remarks section in part D allow you to add notes, however, there are better ways to do this.  

· Part F is strictly for CPOC use.

Return to Page 1
We are essentially done with this action now.

Using the Notepad
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Click Next to return to page 1.
We are essentially done completing this RPA, but I want to show one more thing you can do – using the Notepad to add notes about the action.

Click the notepad icon.
Use the Notepad icon to display the notepad.  Click the New button to get the white screen.

Type a note, then type your name (Drew Lane).
Include your name so others will know who wrote the note.  Notes on the notepad are visible to anyone who accesses this RPA as it is routed and processed.

Click OK (close the notepad), then click the notepad again.
The system will add date and time to your note.

Click the New button (show the warning), then cancel.

· Click Append.

· Close the notepad.
If you want to add to the note, use the Append button, otherwise you’ll overwrite what’s there.

Saving the RPA
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Point to and click the Save icon.
When you’re done with the RPA, it’s important to save it to your inbox – this enables you to track the action once you’ve sent it.

· Click the Save icon (yellow diskette) to begin this process.

Click Yes on the decision window.
When you save, a decision window displays – do you want to route the action now? Click Yes – we’re going to route it to our inbox.

Point to default (save to inbox) and to other routing options, then click OK.
The routing window defaults to saving in your inbox.  The other routing options will be covered in a separate movie, so just click OK.

Click OK to close the RPA number window.
The RPA number is generated once saved (you can jot it down if you want, although it is usually pretty easy to locate this action later).  

Close the RPA with the “X”.
A new blank RPA is displayed, you can start another award request, or close the RPA to return to the Navigator.


That’s it for this movie.  Watch for subsequent movies – using the Gatekeeper Checklist and routing actions.

Thanks for watching!
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