1

MDCPDS TRAINING MODULE

BUILDING AN APPLICANT

Lesson Plan

Purpose
This lesson plan covers how to build an applicant.

Target
This training is intended for CPOC personnelists, especially those in staffing. 

· ISD may use this lesson for building external users, however, some steps are slightly different when using the CIVDOD External Users responsibility.

Objectives
After completing this module, participants will be able to:

· Locate reference materials that cover this topic.

· Build an applicant.

Prerequisites
Students must have completed the following module(s) prior to attending this session (or have been through comparable training):

· Overview (recommended)

· Fundamentals:  Logging on, navigating, and exiting

Synopsis of lesson
This module contains the following:

· Instructor demonstration (participants follow along).

· A PowerPoint slide show is provided as a contingency (Applicant Build backup.ppt).

Estimated time
This module takes approximately 30 minutes to complete.

Reference materials
Modern DCPDS User’s Guide:

· Module 4, chap 1 (Building an Applicant).

· Module 4, chap 2 (Building External Users) (if applicable).

Handouts
The following handouts should be provided to each student:

· Job Aid for Building an Applicant (Applicant Build JA.doc)

Classroom setup
This module requires the following:

· A computer classroom with workstations that have access to Modern DCPDS at the CPOCMA training database using either Metaframe or an Oracle client.

· An instructor workstation with the same connectivity plus a hook up to a data projector and the capability of running Microsoft PowerPoint 97.

· Butcher block paper and/or whyteboard.

Preparation
Prior to conducting this module, the following tasks need to be completed:

· Appropriate Modern DCPDS student user IDs and passwords need to be set up with the responsibility of CIVDOD PERSONNELIST.  (If used for ISD to learn about building external users, use the CIVDOD External Users responsibility – some procedures are slightly different.)

· Test out the user IDs and passwords.

Notes to instructors
At the instructional module, the following format conventions are used:

· Actions that you are to perform are shown in bold (e.g., Click the <OK> button.)   Buttons that you are to Click are shown in angle brackets.

· Points that you are to share with the class are so indicated, and are usually bulleted.

Additional notes to the instructor are shown in italics (e.g., Make sure all students are successfully logged on before proceeding.)

Instructional Module – Building an Applicant

Purpose
To teach students how to build an applicant in modern DCPDS

Background
Provide the following background information to the class:

· Before a person can be appointed to a position in Modern DCPDS, they must reside in the system as an “applicant.”  This is an Oracle rule.

· Applicant information may flow from RESUMIX if that is the source of recruitment – the “hire” process in RESUMIX triggers the automatic flow of applicant’s data to modern DCPDS and creates an applicant record in modern DCPDS.

· If RESUMIX is not used, then applicant data must be entered through the processed referred to as “Building an Applicant.”

· ORACLE uses a 3 day process to build an applicant:  one day to enter the information, the next day to “accept” the applicant and the following day to appoint the applicant.  Oracle HR has a process that allows all these actions to take place in one day, using a feature called “Date Track.”

· The database maintains records of employees, ex-employees and applicants.  An ex-employee cannot be re-activated, you must first build the ex-employee as an applicant before processing a re-appointment.  

· Duplicate SSNs are noted, but modern DCPDS will not prevent the use of a duplicate SSN.  

References
The instructions for all these activities are contained in the Modern DCPDS User Guide, module 4, chapter 1, pp. 1-10.

Building an Applicant 

Building the Applicant
Have students follow along in their job aid so they can highlight points of emphasis and make notes.  

NOTE:  [Tab] each time you want to move to the next data field – do NOT use [Enter].

Step
Action

1
On the Navigator List select People ( Enter and Maintain ( <OPEN>.

2
The Find Person Window displays.  The cursor is located in the Full Name field.  It is waiting for you to enter a name in order to view an employee record.  Instead, we are going to create a new record, so click the  <NEW>  button.

3
Your cursor will be in the Last data field of the NAME section.

Enter applicant Data as described below.

Date tracking decision
At this point a decision is required:  to date track or not to date track. 

· Date tracking allows you to meet the ORACLE requirement that applicants must be built one day, accepted the next day and assigned to a position the following day, without actually doing this over a 3-day period.  

· If the applicant you are building is not being hired for at least three days, you have the option of NOT date tracking, since you can perform one action each day before the hire date.  

· However, in most cases, you will want to date track even if you don’t have to, since it allows you to complete all preliminary actions in one sitting (rather than waiting for a day to pass before continuing).

Date Track
To date track you use the “Alter Effective Date” button.  It is the icon that looks like a calendar page with “31” on it in the upper right corner of the Toolbar.  Follow these steps:

Step
Action

1
Click “Alter Effective Date” button on Toolbar

2
Change the Effective date so that it is at least 2 days prior to the current date or the effective date of the appointment (whichever is earlier), then click <OK> (you can type in the date, or use the LOV).  

Note:  The altered effective date will be displayed on the title bar of the People menu.  You need to always be aware of this date since it is easy to forget that you are “date tracked,” and it can affect other actions that you work on later.

Naming convention
Cover the following naming conventions with the class.  Stress that it is important that names be entered the same way across Army.  These conventions are also listed in the Applicant Build job aid.  (Notes regarding how names flow to payroll are provided below the table):

Guideline
Example:

Last name
Example:

First name
Example:

Middle

Always use mixed case when entering names.
Smith 

NOT SMITH or smith 
Robert


James



Use hyphens, spaces, and/or apostrophes in names as used by the employee.
Jones-Smith

Jones Smith

O’Reilly



If used, enter the full middle name of the employee in the middle name field.  If more than one middle name, enter them both separated by a space.
Smith 


Robert
James

James Edgar



If just an initial(s) is used for the middle name, enter just the initial(s).  Use period(s).
Smith 


Robert
J.

J. P.

If the employee has no middle name, enter NMN in the middle name block
Smith 
Robert
NMN

Include Jr, III, etc., if used, in the last name field, separated from the last name by a space (no comma).
Smith Jr

Smith III
Robert 
James

Do not include titles (Dr., Mrs., etc.), and do not use the Title, Prefix, or Suffix blocks.




Payroll Interface
· Special characters will not flow to payroll.  All names flow entirely in upper case.  

· Hyphens and apostrophes in the last name do not flow to payroll.  Jones-Smith will flow as JONESSMITH, O'Reilly will flow as OREILLY.  

· If you put a comma between the last name and a suffix (Jones, Jr), payroll will only flow the name before the comma (Jones, Jr will flow as JONES, Jones Jr will flow as JONES JR).

Entering Applicant Data
Enter applicant information as indicated below.  

Step
Action

1
Type in last name of applicant, then < Tab >.

2
Type in first name, then < Tab >.

3
 Type in middle name or initials, then < Tab >.

4
Click the drop down menu for Gender and highlight appropriate value and click <OK>, then < Tab >.

5
Click the LOV button on the toolbar for “Type.”  “Applicant” will be highlighted – click <OK>.

6
Type applicant’s SSN using the format NNN-NN-NNNN, then push <Tab>.
· Duplicate SSNs are OK, but the system will provide a message to that effect – ex-employees may be re-appointed and certain employees may be on dual appointments. 

· For external users, you can use a “constructed” (fake) SSN. Start with 8 or 9, followed by the 4-digit POI (personnel office identification), followed by 4 other numbers which can be made up, e.g., 922-11-1234.  

7
Type in the birth date using DD-MMM-YYYY format (or use the LOV button). Click < Tab>.  (Note the applicant’s age is automatically computed.)

Entering the address
If the applicant is going to be appointed into an appropriated fund position and will be entitled to make a health insurance election, be sure to complete the home address section as follows.  

Note:  Although employees’ home addresses are maintained by DFAS (payroll) and are reverse fed into modern DCPDS, for new employees this process will not happen immediately.  By entering the home address directly into modern DCPDS, the new employee will be able to use ABC-C to make a health insurance election.  

Step
Action

1
Push the <Address> button at the bottom of the People window.

2
Enter the employee’s street address in the “Address” block.

3
Tab to the “City” field and click the LOV.  Enter some or all of the city name when prompted.  When the matching list displays, select the city entry with the correct state and zip code.  

4
Entry of additional fields is not required (e.g., telephone).  Save, and close the Address window.

Saving the applicant’s data
There are 2 ways you may save the data

· Click Action ( Save on the menu, or

· Use the save button [the yellow disk] on the tool bar.

The message line will indicate “Working” followed by “Transaction complete: 1 Records applied and Saved.” 

Accepting the applicant
The next step after entering the basic applicant data is to “accept” the applicant. You cannot process the personnel action until this step is accomplished.  Also remember that a record cannot be accepted the same day that it is built.  Follow the steps below to accept the applicant.

NOTE: If you have a number of applicants to build, you can input them all at the same time and then accept them all at the same time rather than doing them individually (this saves a lot of date tracking).

Step
Action

1
· Click the “Alter Effective Date” button on the toolbar 

· Change the effective date to one day after the date you used to input the applicant’s data. 

· Click <OK>.

2
Click the <OTHERS> button at the bottom right.

3
Select “Application” from the Navigation Options window, and click <OK>

4
The Application window will be displayed.  The “received date” is automatically populated by the system

5
· In the Assignment area, click the Status data field. 

· Click the LOV button.

· Make sure “Accepted” is highlighted on the drop down menu. 

· Click <OK>.

6 
Select <Update> from the Option Window.

7
Close the Application window to return to the People screen.

Final actions
After accepting the application, you must remember to reset the date tracked date to the current date, unless you are processing more than one applicant.  This is to avoid processing other actions on the wrong date!

Click the Alter Effective Date icon on the toolbar, click <Reset> to restore date tracking to the current date, then click <OK>.

· Note that the date on the People window title bar is now gone.  Close the People window to return to the navigator.  You can now process an appointment action with this applicant.

Applicant records from Resumix
Cover the following with the class:

When a selection is made from Resumix, the Modern DCPDS-Resumix interface flows the information on the selectee into modern DCPDS as an applicant record.  

· By using the tracking code of "accept" in Resumix on an external applicant (one that is not currently serviced by the region), the Modern DCPDS-Resumix interface flows the required information on the selectee into modern DCPDS as an applicant record. 

· Before inserting the Resumix applicant onto a recruit/fill RPA, you will need to go through the process of "accepting" the applicant in modern DCPDS as we did earlier.  

· Before “accepting” the applicant you should carefully check the applicant record to insure it has correct information, meets the naming conventions, etc.

Changing an Applicant record
Show the class how to retrieve an applicant record in order to make a change. 

· Applicant records received from Resumix (as well as other applicant records) should be checked before they are “accepted,” and changes made if necessary to meet naming conventions and insure that all required data is present and valid (DOB, SSAN, gender, etc.).

· Changes can be made to an applicant record UP UNTIL the applicant is actually appointed (placed on the RPA and “Update HR” processed).  Once appointed, changes must be made through standard correction processes.

· If there are lots of errors or changes, it might be easier to just delete the applicant record and start a new one.  Instructions for this are provided in the job aid.

· To change an applicant record, follow these steps:

Step
Action

1
From the Navigation List select People ( Enter and Maintain. 
The Find Person displays. Enter the applicant’s name, then click (Find(.

2
Date track (alter effective date) to the date the applicant record was created.  This is the date shown in the “effective date” section at the bottom of the People window.

3
Make the necessary changes.  Some changes (e.g., modifying the name) will ask you if you want to <Update> or <Correct> the record.  Usually, you will be correcting (the original data was entered incorrectly), so click <Correct>.  

4
Save the changes, and reset date tracking back to the current date.
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