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Building an Applicant for CAO or Transfer Interagency Actions

	Introduction
	To process a CAO or Transfer Interagency (TI) action in the modern DCPDS, you must first enter the person as an applicant.  Use the following steps to complete this process.  Changes to the system due to implementation of SCR-02-559 require the following steps to be completed when creating the applicant for creation of a Pseudo record to facilitate the Reconstruction process for CAO or TI actions.
· Before you create an applicant through the process explained below you must have the SCD-Leave date for the employee to be hired.  The applicant record must be created and approved a minimum of one day prior to the SCD-Leave date in order for the CAO or TI action to process in the database.  

	Building an Applicant
	The following procedures describe how to build an applicant.  Only the required data fields are described.



	Step
	Action

	1
	Navigation Path  (  People  (  Enter and Maintain  (  <Open>. 

The Find Person window opens.  Click the<New> button
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	2
	The People window opens:
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Continued on next page

Building an Applicant for CAO or Transfer Interagency Actions

	Step
	Action

	3
	Your cursor will be in the LAST data field of the NAME Region.  Enter the applicant data, as described below.

Caution:  Press [Tab] each time you want to navigate to the next data field.  Do not use [Enter].                                       

	Data Filed
	Action

	Last
	· Type in the last name of the applicant.  The system accepts mixed case (e.g., Smith not SMITH) and data converted from the legacy DCPDS system will be in mixed case.

· Press [Tab].

	First
	· Type in the applicant’s first name.

· Press [Tab] several times until your cursor is in the Middle data field.

	Middle
	· Type in a middle name or initial.

· Press [Tab].

	Unknown Gender
	· Click the“M” key for Male or “F” for Female. [image: image3.png]Male
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· Press [Tab] or click in the Action data field

	Action
	· Select Create Applicant from the list

	Person Type for Action
	· Select Applicant from the LOV, then click the <OK> button 
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Continued on next page
Building an Applicant for CAO or Transfer Interagency Actions

	Step
	Action

	Social Security Number
	· Type in the applicant's SSN.

· Use the format NNN-NN-NNNN (you must type the dashes).

· Press [Tab].

	Employee
	No action – automatically populated

	Applicant
	No action – automatically populated

	Birth Date
	· Type in the applicant’s birth date, using the format:  DD-MMM-YYYY. 

· Press [Tab]

	4
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	Click the Save icon 
The Message Line will indicate “Working…” followed by “Transaction complete:  1 Records applied and saved.”
Note:  The system calculates the applicant’s age and populates an Applicant Number in the Applicant data field.


	Accepting the Applicant
	You are now ready to “Accept” the applicant.



	Step
	Action

	5
	In the People window, Click the Alter Effective Date  [image: image6.png]=]



 icon on the Toolbar, and change the effective date so that it is at least one day prior to the SCD-Leave date of the applicant.  Click the<OK> button.

	6
	Click the <Others> button.  

	7
	The Navigations Options window opens.  Select “Application” from the of LOV then click the <OK> button.  

[image: image7.png]Bookings
Apsence
Contact

Compstence Profile
Qualiications

Wark Choices

Schools and Colleges Atiended
End Application

Phones

Person Summary
Communication Delivery Methods
Person Type Usage

Contract







Continued on next page

Building an Applicant for CAO or Transfer Interagency Actions

	Step
	Action 

	8
	The window opens with the applicant’s name in the Title Bar.
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Note:  The Received Date data field populates.

	9
	In the Assignment Region of the Application window, click in the Status data field (Active Application will displayed).
Click the LOV icon select “Accepted” from the list then click the <OK> button.
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	10
	The Status data field now displays “Accepted” and an Option window opens, asking you to choose <Update> or <Correction>. Click the <Update> button
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Building an Applicant for CAO or Transfer Interagency Actions

	
	

	11
	Click the Save icon.The From date in the Effective Dates region at the bottom of the window changes (from the date used to enter the applicant to the date currently used to accept the applicant).

Exit the windows to return to the People window and reset the effective date.  

	12
	The applicant is ready to be assigned to a position via the RPA.

· Click the Alter Effective Date  [image: image11.png]=]



  button on the Toolbar.

Click the <RESET> button this resets the effective date to the current date, so the applicant is ready to be assigned.  

· Click the <OK> button.

	13
	Close this window.  Once you have completed the applicant build you are ready to process the CAO/Transfer Interagency Request Form.  


Processing the CAO/Transfer Interagency Request Form
	Purpose 
	The following procedures describe how to create and submit the CAO/Transfer Interagency request form.  CAO or Interagency Transfer Request Form must be:

· Processed by the Gaining Region prior to Update HR of the RPA action.

· Processed no earlier than ten days prior to the effective date of the appointment and no later than ten days after the effective date.

· Processed against an Applicant record.  




	Step
	Action

	1
	Navigation Path  (  CAO/Transfer Request  (  Transfer Interagency <Open>.

· Enter the SSAN without dashes in the Social Security Number Field, the Last Name, First Name and Middle Name will populate.

· Enter the two digit SOID for the Gaining Office ID

· Enter the two digit POID for the Gaining Payroll Office

· Enter the two digit SOID for the Losing Office ID

· Enter a two digit Gaining Agency “AF, AR, DD or NV”

· Enter the appropriate NOA for the action to be processed

· Enter the effective date of the action to be processed
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Click the Save icon to request

	2
	Click the <Submit Request> button.  

	3
	The system will begin processing your request, you will receive several notices of Loss Table updates once the process is complete you will receive a notification that the CAO Request has been submitted.  The message line will say “Check workflow inbox”.  


Processing the CAO/Transfer Interagency Request Form
	Step
	Action

	4
	Navigate to the Workflow inbox where you will receive a CAO/Transfer Request Notification.  This notice will appear in the CAO Group Box for your region.  If you are not been attached to the CAO Group Box you will not be able to view this notification. 
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The notification will tell you whether the request was successful and you can continue or notify you that the request failed.  Close the notification.
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Remember:  

· This request should be received within 24 hours of the time you input the request.   

· The notification will be sent to the CAO group box for your region.

· If the request failed you will need to go back to the Request Form correct any errors on the form and re-process the request.  

	5
	Once you have received the notification that your request has processed successfully you are ready to process the action.  Navigate to your inbox and process your CAO or Transfer Interagency action.

	6
	If you do not create and accept an employee with an effective date of one day less than the SCD-Leave date when you attempt to process the RPA you will receive the following error message:
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If you receive this error message you will not be able to use the applicant record you created.  You must delete the applicant record used to process the request form. Use the steps described in the Canceling, Deleting and Purging records created using the CAO or Transfer Interagency process to delete the erroneous applicant record.  Once you have completed these steps you will need to return to the beginning of this section and create a new applicant record insuring that the record is created and accepted with dates prior to the effective date of the SCD-Leave. 


Viewing the Pseudo Appointment
	Purpose 
	Once you have appointed your CAO or Transfer Interagency the system will create a pseudo assignment entry from the SCD-Leave date to the day before their hire date.  You can view this pseudo assignment by using the following steps. 


	Step
	Action

	1
	Navigation Path  (  People (  Enter Maintain <Open>
 You will notice the employee’s hire date is no longer the effective date of the appointment action but the SCD-Leave date of the employee.  To view the Pseudo assignment click the <Assignment>button, then Click the Alter
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  icon on the Toolbar change the date prior to the Assignment Start Date The Pseudo Assignment is effective from the SCD-Leave date through the current active assignment.  
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Continued on next page

Cancellation of a CAO or Transfer Interagency Applicant Record
	Canceling, Deleting and Purging records created using the CAO or Transfer Interagency process.  
	If you are required to cancel an applicant or an employee record created using the CAO or Transfer Interagency process.  Because the records created with a pseudo assignment to enable users to process record reconstructions you will have to use the following steps to successfully process your cancellation action.  Failure to follow these steps will result in an unsuccessful attempt when processing the cancellation RPA.  



	Step
	Action

	1
	If you are attempting to cancel an applicant record, one that has never been appointed to your database, remove the applicant record from the Name field on the RPA. Cancel the CAO/Transfer Request form is used to process the CAO request.  To cancel the CAO or Transfer Interagency Request

	2
	Navigation Path  (  CAO/Transfer Request  (  Transfer Interagency <Open>.

· Enter Query mode (F11), type in SSN of applicant, execute query (Ctrl F11),
· Once record is retrieved click the <Cancel Action> button,
· Wait 1 day before re-initiating the CAO/Transfer request.  This will allow adequate time for the cancellation to process against both the gaining and losing region box as well as the interface server. 
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Note:  If you do not enter query mode before you enter the SSN only the name will populate.  If you fill in the remaining data and execute you will not delete the transaction stored in the database.  You MUST enter query mode prior to clicking the  <Cancel Action> button.


Cancellation of a CAO or Transfer Interagency Applicant Record

	Step
	Action

	3
	Using the US Fed HR Manager Responsibility navigate to People ( Delete Personal Records 
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To find the record you want to delete enter query mode <F11> enter the Last Name and Social Security number <Ctrl F11>.  Verify the applicant record is displayed. Once you have verified the correct record has been selected click  the <Delete Person> button.  

	4
	A popup dialog box opens asking if you are sure you want to delete this record.  Click  the <Yes> button.
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	5
	Click Save icon Once you have completed these steps you will need to return to the beginning of this section and create a new applicant record insuring that the record is created and accepted with dates prior to the effective date of the SCD-Leave.


Continued on next page

Cancellation of a CAO or Transfer Interagency Employee Record
	Cancellation of a CAO or Transfer Interagency after Update of HR
	If you have completed the CAO or Transfer Interagency action and determine that it must be canceled the process described in this section must be followed to successfully process the cancellation action.  

Before canceling a CAO or Transfer Interagency appointment action you must:

· Cancel any follow on personnel action processed after the CAO or Transfer Interagency appointment you are canceling.

· Run the CAO Pre Cancellation Routine.

· Cancel the CAO or Transfer Interagency appointment action.


	Step
	Action

	1
	Using the CIVDOD PERSONNELIST Responsibility navigate to Processes and Reports  ( Submit Processes and Reports <Open>
The submit a new request window opens click the <OK> button 
The submit request window opens with the cursor in the Name data field of the Run this Request region.  Click the LOV icon and select CAO Pre Cancellation Routine from the list.
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The Parameters window opens use the LOV to select the employees name or Type in the Employees Name, click the<Okay> button.
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Click the <Submit> button.


Cancellation of a CAO or Transfer Interagency Employee Record

	Step
	Action

	2
	The Request window will open click the <Refresh Data> button to view status complete after the request has completed proceed to the next step.
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	3
	Navigate to Request for Personnel Action (  Cancellation/Correction Query the record you wish to cancel.
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Click on the <Cancellation> button.  The system will create a cancellation RPA complete required data fields and Update HR.  


Cancellation of a CAO or Transfer Interagency Employee Record

	Step
	Action

	4
	If you fail to submit the CAO Pre Cancellation Routine your cancellation will not process and you will receive the following error message. 
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Red X the cancellation RPA so that it will be returned to the Approved Requests for Personnel Actions area and start over at step one of this section.  

	5
	Update cancellation action.
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