Demo of Pay Problem Reporting Tool (PPRT)

Log on to ART
Select: ART Test
Select:  CPOC4
Proceed into system

Select HELPDESK
Select: Enter a new ticket
Select:  Pay Problem
Select:  Awards
Select:  Name Lookup
Type in Barnabee
Select Barnabee  (SSN populates)

Select:  SUBMIT
          A list of all open tickets will populate


Check to see if there is an open Ticket already existing for an Award


  Change from OPEN to CLOSED


  Check to see if there are any closed tickets for an Award that might have resolved recently.


Note:  Can select QC Logic to for a description of each pay problem category

If there are no open or closed tickets, Select:   Close Window
A ticket is opened.   VERIFY  Name, SSN,  problem and sub problem


NOTE:  Point out links to Employee Information, Position Information, View RPA/NPA History and Ticket History.

Enter a description. Of the pay problem

Select:   Submit.

Will take you back to sub menu for Help Desk.  Go to View A Ticket you created - Open

VIEW TICKETS YOU CREATED – OPEN

Select: View Tickets you Created – Open

Select:  Proceed to Help Desk 

Change sort to Ticket Employee  (above rows)

Select:  Barnabee, Jerry

Select:  View Details

Select:  the ticket you created.  

Scroll down and View.

Use Main Menu Icon to return to ART Test Main Menu

To Work a Pay Ticket

Select:  Pay Problem

Select:  Proceed to Helpdesk

Change sort to Ticket Subtype

Select:  Awards

Select:  View Details

Select:  Ticket Number for Barnabee

Select:  TAKE Ownership of this ticket

Enter Notes

Select:  Holding down the control key, at the same time

  Select:  Choose Cause of Pay Problem


    Choose Nature of Action

                Choose Resolution of Pay Problem

Select:  Enter here to submit data for selection(s) above. 

Enter data in each Field – use drop down menus where available.

Select:  Submit

  Chance to double check

Select:  Submit

Reopen ticket and scroll down to show the entries.

To Close Ticket:

After corrective action is verified:

Select:   See Notes   (in Choose Action Box )
Select:  Close   (Radio button option off to right)

Select:  Submit Response

Ticket is closed. 
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