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MODERN DCPDS TRAINING MODULE

FUNDAMENTALS:  Logging On, Navigating, and Exiting

Lesson Plan

Purpose
This lesson plan covers how to log on to modern DCPDS, use the Navigator screen and the Top Ten List, and exit.  This lesson does not cover logging on to the CSU application.

Target audience
This training is intended for all users of modern DCPDS.

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

· Know what reference materials cover this topic, and where to find them.

· With an appropriate user ID and password for modern DCPDS, be able to successfully log on to the application.

· Change their password.

· Change their responsibility and/or sign on again without logging out of modern DCPDS.

· Expand, contract, and launch entries on the Navigator screen.

· Recognize toolbar icons for common functions.

· Use the main menu bar for common functions.

· Create a Top Ten list.

· Exit from modern DCPDS.

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

· Overview (recommended) (From & To.ppt)

Related training
The following modules provide related information:

· CSU Application contains instructions for logging onto that application (CSU Appl LP.doc).

Synopsis of lesson
This module contains the following:  
· Instructor-led activities.

· A PowerPoint slide show is available as a contingency (Fundamentals backup.ppt).

Estimated time
This module takes approximately 20 minutes to complete.

Reference materials
The following references are applicable to this module:

· Modern DCPDS User’s Guide (Aug 00), module 1, chapter 2 and part of chapter 3.

· Modern DCPDS Desk Guide (Nov 00), pages 15-28.

Handouts
The following handouts should be provided to each student:

· Modern DCPDS Desk Guide (for CPAC and frequent users), or Modern DCPDS User Guide (selected modules, for CPOC users), or Short Guide to Modern DCDPS (for infrequent users).
· Quick Start Card (Nov 00) (lists basic tasks that should be performed when users receive their actual modern DCPDS user ID).
· Student user IDs and passwords for modern DCPDS, on individual sheets or cards for each workstation.

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 a Citrix 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:

· Citrix clients need to be set up on student (and instructor) workstations and configured for access to modern DCDPS at the CPOCMA training database.

· Appropriate Modern DCPDS training user IDs and passwords need to be set up (provide each student with a printed page or card showing their logon and password).  User IDs for training are set up with several responsibilities, which normally include at least the following:

· SUPV (secure user ID) 

· CSU (secure user ID) (for CPAC classes)

· RMB (secure user ID)
· CPOC user IDs for training also include the CIVDOD PERSONNELIST responsibility.

· If the set of Oracle logons has been used before (students will have a top ten list), hide the top ten list from the instructor’s logon before beginning by dragging the right side of the navigator window to the left.

Notes to instructor
In 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.)

· Underlined spaces are used to indicate items that you need to know in advance (e.g., Retrieve position number __________).  Hint:  fill these out in your copy of this lesson plan before you teach this module – and check to make sure the item works.

Instructional Module – Logging on

Purpose
This portion of the module covers the following:

· Logging on to modern DCPDS.

Background
Provide the following background information to the class:

· Most modern DCPDS users will connect to this system using a program called CITRIX.  This allows you to connect to both modern DCPDS and the CSU Application at your region’s CPOC.

· Citrix provides a faster method of connecting than other methods for use over a wide area network, and

· It avoids having to load a large piece of software on every user’s workstation, and avoids the need to update this software every time the system is updated.
· Some regions may not use this method; you will be given specific instructions when you are given your real user IDs and passwords.

· For training purposes, you will be connecting to a training database at CPOCMA (not to your CPOC).

Note:  if your region uses a different method to log on, explain or demonstrate that method.  The steps in this lesson plan assume that you are logging on with a Citrix client which has been pre-configured with the Citrix user ID and password (so it is transparent to the user).

References
Point out:

· The instructions for all these activities are contained in the MDCPDS Desk Guide and the User Guide.

· Point out the location of this information in the appropriate guide.

· For CPOC users, refer to module 1, chapter 1 of the User Guide.

· For Desk Guide users, refer to the Logging On and Navigating sections in the Desk Guide.  Use the on-line version if a hardcopy is not being provided:

· Browse to the CPOCMA MDCPDS web site (http://www.cpocma.army.mil/mdcpds/), click on Desk Guide and navigate to the logon section.

· Write the Internet address for the on-line Desk Guide on the board (http://www.cpocma.army.mil/deskguid/index.htm ).

Overview
In this lesson, we will:

· Learn where to find this same information for use at your office.

· Log on to modern DCPDS.  

· Learn about different responsibilities, how to change responsibilities, and when different logons are required and how to change between them.

· Learn how to change the password in modern DCPDS.

· Learn how to use the main menu (the “Navigator”).

· Learn how to create a Top Ten list.

· Learn about the function of several commonly-used toolbar icons.

· Learn how to navigate using the main menu bar.

· Learn how to exit from the system.

Modern DCPDS log on
Students are to follow along as the instructor performs the following actions; classroom monitors should assist students as needed.

· Click on the Modern DCPDS icon.

· Sometimes the Citrix connection to the training database does not work on the first try – if this happens, try again.
· Once the Oracle logon screen displays, log on to Modern DCPDS.

· Oracle user ID and password:  __________________.

Point out:

· Use the modern DCPDS user ID and password you have been assigned.

· Use the [Tab] key or your mouse to move from the User name block to the password block on the Oracle logon screen.

· Click <Connect> or press [Enter] when done.  This will connect you to the modern DCPDS training database.
· If you or someone else has unsuccessfully attempted to log on with your user ID, you will get a message to that effect.  If you are not responsible and this recurs, you should report this attempted access to CPOC ISD.
· If you enter the wrong user ID or password three times, the system will exit and you need to re-start.
Make sure all students are successfully logged on before proceeding.

Select a responsibility
Point out the following (the “Responsibilities” window will be on the screen):

· For training, your user ID has more than one “responsibility” (also called a “hat”) assigned.  In a live environment, many (most) users will only have one responsibility and will therefore not see this window.

· A responsibility is a combination of functions and tasks that are needed for various roles.  For instance, a personnelist has different tasks to perform than a manager. 

Click on SUPV (secure user ID) and click <OK>.

The Navigator list
Point out the following (the “Navigator” window will be on the screen):

· This is the “Navigator” list – the “main menu” of modern DCPDS.  From here you select the tasks you need to perform.

· Recommend that you maximize your screen the first thing after logging on; this eliminates a lot of scrolling.

Maximize your screen with the maximize button in the upper right (point out this button to the class). 

Change responsibility
Point out:

· From the Navigator list, you can change your responsibility.

· Click on the top hat icon on the toolbar.

· Select CSU (secure user ID) (or some other responsibility) from the list of responsibilities, and click <OK>.

· Sometimes the list of selections on the menu changes when you “change hats.”  You can change responsibilities without logging off any time you need to.

· Click on the top hat icon again, and select the SUPV (secure user ID) responsibility again for the remainder of this lesson. 

Responsibilities vs. user IDs
Some users will have more than one user ID for modern DCPDS because they have more than one role.

· Example:  managers in a personnel office will have both a manager user ID (to request personnel actions for their employees) and a personnelist user ID (to perform personnelist work). 

· The suffix at the end of each user ID indicates the role that is currently being used (/MGR for manager, /MGA for administrative staff, /CPG for CPAC users, etc).  This suffix is significant because it is used in measuring productivity and timeliness of personnel action processing.

· For training, the suffix is included on each user ID but may not appropriately represent the actual role being used.  For convenience, several different responsibilities have been included for each user ID.  In a live environment, each of these responsibilities would actually be a separate user ID.

Signing on again
If you have two user IDs for modern DCPDS, you can switch between them without having to exit and log back in.  This is done using the “Sign on Again” function (demonstrate):

· Click Special ( Sign on Again from the menu bar.  

· The Oracle sign on screen displays, allowing you to enter your other user ID and password.

· <Cancel> to return to the navigator under the original user ID.

· Caution:  do not leave this “sign on” screen on your workstation if you are leaving the area.  This is not secure – another person can click <Cancel> and will have your access to the system.

Change password
Point out:

· From time to time you will need to change your password – if you think your password has been compromised, or every 90 days or so the system will require you to do this.  Keeping your password private and protected is a key component of system security.

· The first time you log into MDCPDS with your new user ID, you will be forced to change your password.  The process is the same, but the change password window will appear when you first log on.

· Passwords must be at least 8 characters long.

This section is a demo only – do not allow students to change their password.

· Click Special ( Change Password from the main menu bar.

· Type in the old password, and a new password in the two blocks.

· Click <Cancel> to exit from this window (demo only).

Instructional Module – the Navigator List

Purpose
This portion of the module covers the following:

· Expanding and collapsing entries on the navigator screen.

· Launching a task from the navigator.

· Setting up a Top Ten list..

Background
Provide the following background information to the class:

· The Navigator list is the “main menu” of modern DCPDS.

· From here you will launch any of the tasks that you need to perform – creating a Request for Personnel Action, creating a training request, running a report, etc.

· Module 1, Chapter 3 of the User’s Guide contains a large amount of valuable information about the menu bar, toolbar and performing a variety of functions. It is not possible to cover all of the functions available at the navigator at this time. We will cover some of the common tasks you will want to be able to perform routinely.

Navigator structure
Point out the following on the navigator list:

· The list of items on the navigator screen is arranged in a “hierarchical” fashion – some items are headings, others are tasks that you can perform.

· Headings are items that have a “+” or “-“ sign in front of them.  These headings can be expanded (or collapsed) to display (or hide) the items under them.  Some headings have additional sub-headings beneath them.

· Tasks are items that allow you to perform a selected operation.  

· Hint:  if you keep your navigator list collapsed, and only expand headings to reach a task you need, you don’t have to scroll as much.  

Expanding and collapsing items
Demonstrate each of the following as you explain them; have the students follow along:

· There are several ways of expanding and collapsing items.

· You can double-click any heading with your mouse to expand it, or collapse it if it is expanded.

· You can use the buttons at the bottom; they work on headings only:

· The “+” button expands the selected heading to display the tasks listed underneath that heading (click the Request for Personnel Action heading and point out how the list expands).
· The “-“ button collapses the items under the selected heading (select the Request for Personnel Action and click the “-“ button).

· The plus sign with the arrow expands all the items (both tasks and any additional sub-headings) under the selected heading (use Request for Personnel Action again – point out the sub-headings).
· The “++” button expands ALL the entries on the entire navigator list (click ++ and scroll through the whole expanded navigator list).

· The double-minus button collapses all items on the list (click “- -“ and point out how the whole list contracts).

· The <Open> button works like the “+” button – it expands the selected heading.  

Launching a task
There are two ways to “launch” (start up) a task once you have selected it (you select it by clicking on it):

· Double-click it with your mouse, or

· Click the <Open> button.

Double-click on Request for Personnel Action to open it, then click on Recruit-Fill and click <Open> to show how an RPA opens.  Close the RPA when done.

Creating a Top Ten list
Note:  if the students’ logons have been used for previous training sessions, they may already have a top ten list on their screen.  Adjust your remarks accordingly.  You should begin the session WITHOUT a top ten list on your instructor workstation.

· The top ten list provides a short-cut method of accessing the tasks that you perform most often – your “favorites.”

· It allows you to start a task without having to “drill down” through the navigator headings; for instance, if you use the “position description” task frequently, you don’t have to drill down through “Work Structures,” then “Position,” to get to the “Description” task.

Create a top ten list by moving your mouse cursor over the right hand line bordering the navigator list until it turns into a double arrow.  Click and hold the cursor, and drag it to the right to reveal the top ten list area.

· You may need (or want) to move the navigator window around on the screen to give yourself more room.  Do this by clicking on the blue bar at the top of the navigator window, then dragging it to a new position (demonstrate).

· Point out that you can also select “Top Ten List” from the “Special” menu to create the top ten list.

· Once you create the list, it is always available when you log on.  You can change (add or remove) tasks on the top ten list whenever you want.  (Explain that some of the students may already have a top ten list created from prior classes.)

· You have a different top ten list for each responsibility (hat).

Adding and removing items
· To add a task to the top ten list, select the task from the navigator list and click the <Add> button (demonstrate using Processes and Reports ( Submit Processes and Reports).

· You will notice that the terminology used on the top ten list may be slightly different than the corresponding entry on the navigator.  In this example, “Submit Processes and Reports” becomes “Requests:  Submit” on the top ten list. 

· To remove an item from the list, select (click on) the item on the top ten list and click the <Remove> button. (demonstrate, then return the item to your top ten list).

· To use the top ten list, hit the assigned number key on your keyboard or double click the item with your mouse.

Windows features
Open the Processes and Reports ( Submit Processes and Reports window to point out some Windows features.  You can start it from the top ten list.

You can see that modern DCPDS is a typical Windows application, with common Windows features:

· Main menu bar (selected items will be covered as we continue training).

· Toolbar – the row of icons that can be used to perform common operations.

· Drop down menus (show the drop down menu that appears when you click in the “Type” field).

· Minimize, maximize, restore, and close buttons at the upper right corner of the window, and a control button at the upper left corner.

The main menu bar
The main menu bar contains menus to allow access to perform a variety of functions associated with modern DCPDS. 

· Click on some of the main menu bar headings to show the drop-down menus (students follow along). We will cover some of these as we go through additional lessons. 

· Menus and submenus can be accessed clicking with the mouse or using the ALT key plus the alphabetic key that is underlined. Example: to access the edit menu by keystrokes click ALT+E.

· CPOC classes:  this information is found in the User Guide, mod 1, chap 3, page 9.

The Help menu
Click on Help on the main menu.

· All audiences:  click on the help selections shown below and point out the type of information available for each:

· Window Help provides specific information about the current window, and allows access to the rest of the Help system.

· Keyboard Help provides keyboard shortcuts (same on every screen).

· CPOC audiences:

· About This Record gives information about the current record:  who created it and when, and who last updated it and when.

· About Oracle Applications provides information about the current user and responsibility, and software version number. 

The Toolbar
The toolbar contains icons that are shortcuts to perform many common operations.  All of the operations completed by clicking on an icon on the toolbar can also be completed by using the main menu bar and making selections from the drop-down menus. We’ll point out some of these as we continue training, but we’ll talk about a few of them now:

· The save icon (yellow diskette) is used to save your work.  

· The print icon (printer) will print your screen, or, if you are working on a form (Request for Personnel Action, or Training Request form, for example), will print the form.

· The List of Values icon (LOV), which is the button with the numbers 1-3 and a downward facing arrow, is used to display a list of selections for a specific item.  This is probably the most common button you will use on this toolbar. We’ll discuss it separately in a moment.

· The “top hat” icon, which we used earlier to change responsibility, is not visible on this screen.

· You will also notice that some icons are not always available – if they’re not available, they will be “grayed out.”

Lists of values button
· Demonstrate how the LOV button works (from the “Submit Processes and Reports” window):

· Click in the “Name” field and point out that the LOV button is available, meaning there is a list of values associated with this item.

· Click the LOV button to display the list of reports.  (Point out that you can also use the [F9] key to display the LOV.)

· Make any choice from the list, select it, and click <OK>.  This will populate the name field with your selection and display a “parameters” window.  Cancel out of the parameters window. 

· Demonstrate how to narrow down selections on the LOV:

· Click the LOV button to re-display the list of reports.

Narrowing the list
Instructor note:  This segment assumes your class is using a SUPV (secure user) account.  If your class is using a different type of account, make sure your class’  user IDs have the sample reports listed, otherwise select different reports to demonstrate use of the list of reports.
· Type the first letter(s) of the report (type “M” for various “mass action” reports), and point out how the list immediately narrows down to items starting with “M”.  To restore the full list, use the [Backspace] key to erase the “M”.

· If you type a letter that has only one corresponding entry on the LOV, it will immediately be selected.  Type “B” to select “Batch Print Notification of Personnel Action.” This will display in the name field.  Cancel or close the parameters window.  Delete the entry in the name field.

Shortcut using [Tab]
· Demonstrate how to short cut:

· You can type in one or more letters of a known selection and push the [Tab] key – type “Req” and push [Tab] to select “Request for Personnel Action.”  This will display in the name field, and the parameters window will display.  Cancel or close the parameters window.
· Batch Print caution:  The “Batch Print Notification of Personnel Actions” report is available on most users’ reports menu.  It allows you to print a number of SF50s at once.  Be particularly careful to use the [Tab] key when using this particular selection – not the [Enter] key.  If you type “B” and push [Enter] you will bypass the “Parameters” window and the system will begin to print SF50s.  More information is included in the “Lists and Reports” lesson. 

· Close the “Reports” window using the “X” in the upper right corner of the window.  Select <No> when prompted about saving changes.

· Back at the navigator, you will see that the “top hat” icon is once again available.

Instructional Module – Exiting the System

Exiting from modern DCPDS 
Note:  this section of the module can be done later – after you have done some other work using the system, or at the end of the class session.

· Click Action ( Exit Oracle applications from the main menu bar.

· Click <OK> to confirm that you want to exit from Oracle.

Summary and conclusion
In this module we have learned how to:

· Find this same information in the Desk Guide (or User Guide).

· Log on to modern DCPDS.  

· Change responsibilities and/or sign on again.

· Change our password in modern DCPDS.

· Use the navigator screen.

· Create and modify a top ten list.

· Recognize common toolbar icons and use the LOV.

· Exit from the system.

Any questions?  
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