ScreenCam Script Outline – RPA Tracker

Objective and Audience
This movie is intended to introduce the RPA Tracker function to managers, supervisors, personnel liaisons, and other Modern DCPDS users who need to track the RPA.  This is an automated means of tracking the personnel action and should eliminate any need of calling the servicing CPOC for routine information.

Setup
You must have a Modern DCPDS user account.  Information on requesting assistance for setting up a Modern DCPDS user account may be directed to your servicing CPOC Help Desk.
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Intro:  In this movie, we are going to demonstrate the use of the RPA Tracker tool in the Army Regional Tools (ART).  

· Managers, supervisros and personnel liaisons can use this feature to track an RPA that has been initiated.  The supervisor/manager/liaison can determine the location of the RPA (inbox) or the status of the action if it is being worked at the CPOC.

· CPAC generalists can use the feature to provide information on the location/status of the action instead of calling the CPOC for information.

· CPOC staffers can use the feature to retrieve individual RPAs to answer inquiries from CPACs, managers, supervisors, personnel liaisons, etc.

Point to the RPA Tracker tool in the ART Main Menu. Click on the RPA Tracker.
Everyone should have the RPA Tracker listed as tool in the ART Main Menu.  

RPA Tracker
This is the starting point when you need to track the RPA.  At this point you can select from open, completed, canceled, future or all actions.  For this scenario, we are going to select “Open” actions.  Click on “Open”.

RPA Number
You must have the RPA number or a portion of the number in order to use the RPA Tracker function.  If you have the complete RPA number, enter the number in “Enter RPA Number Search Text” block.  If you only know part of the RPA number, enter the number, and then click on “Begins with, Contains, or Ends with”. For this scenario, we will use the entire RPA number. Once you have entered the number or partial number, click on “Begin Search”.

Retrieving the RPA
· After entering the RPA number and clicking on “Begin Search”, you will receive a “Sort” screen, click on “Submit” to bypass this screen.

· If the RPA does not exist, you will receive a message indicating the RPA was not found.

Status Information
At the next screen, you will see information relevant to the RPA such as the number of days in each functional area (manager, CPAC, CPOC), action requested, current inbox, current event, etc.  

Viewing the RPA
· Click on the RPA “Smart Number” to begin the RPA retrieval process.  The next window provides the user with an opportunity to comment on the RPA or ask questions.  Use the “Notes” section for this purpose. Remember:  Be polite, as these notes/comments become part of the permanent RPA record.

· Click on “View RPA” to retrieve the electronic version of the RPA.  Keep in mind the RPA will not look like the formal printed version of the SF-52, but it contains the same information.

· Click on “Close Window” and return to the previous screen.

Viewing Position Information
· Click on “View Position Information”.  You can retrieve information relevant to the position, such as title, series, grade, and CPCN.  You can also retrieve general data, acquisition data, resource management data, career program information, etc.  Click on the radio button beside your selection to access the information.

Printing Information
Use the print icon at the top of the screen to print the information. 

Returning to the Main Menu
Use the <Return to Main Menu> toggle to return to the Art Main Menu for additional tools.

