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MDCPDS TRAINING MODULE

REALIGNMENTS

 Lesson Plan

Purpose
This lesson plan covers simple realignments done for one position. Mass realignments are being tested and will be included in a revision to this module.

Target Audience
This training is intended for the following audiences:

· Personnel specialists and assistants (Classifiers and/or Staffers) who process realignment actions.

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

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

· Know how to successfully process a single realignment action in modern DCPDS.

Prerequisites
Students must have completed the following modules prior to attending this session:

· MDCPDS fundamentals (logging on and navigating).

Synopsis of lesson
This module contains the following:

· Follow-along demonstration.

· A power-point slide show is provided as a contingency.

Estimated time
This module takes approximately 20 minutes to complete.

Reference materials
· Modern DCPDS User’s Guide (Aug 99), module 2, chapter 1.

· Realignment job aid.

Handouts
None.

Classroom setup
This module requires the following:

· A computer classroom with workstations that have access to the CPOCMA training database using either Metaframe (Citrix client) 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.

· Access to a print (if applicable) – know the printer name.

· Butcher block paper and/or whyteboard.

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

· Appropriate student user Ids and passwords need to be set up, with the following roles and responsibilities (provide each student with a printed page or card showing their logon and password):  CIVDOD PERSONNELIST or CIVDOD CLASSIFIER.

· User ID and password for the instructor (same responsibilities).

· Arrange for another instructor to be available to assist students during hands-on segments.

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.  Successive steps are both bulleted and in bold type.

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

Assumption
This is the procedure for a single realignment.   This procedure assumes that the manager has annotated the note section or remark section of the RPA with the name of the organization that the incumbent is realigning “to”, since the manager may not have access to specific organizational codes required to process the action. 

Mass realignments are being tested and will be included in a revision to this module.

Before you begin
· If the locality rate changes because of the realignment, process the action as an 895, Locality Rate Change (see: salary changes). 

· If the duty station code is changing because of the realignment, process the action as a 792, Change in Duty Station.

Processing Realignments
On the Navigation Window ( Civilian Inbox ( highlight the realignment RPA and depress Respond key.   Note:  for training purposes, students can create the RPA to be used in processing the action.

Step
Action

1
In block 5-A code, type in 790 or click the LOV and select.

2
With your cursor in 5-C Code, type in the Legal Authority Code or click the LOV and select.  If it has an insertion value, the PA Request First LA1 Insertion Values Window displays.  Type in the required data.  Click <OK>.

3
Click Save on the Toolbar.

4
A Message Box displays telling you an RPA number has been generated.  Click <OK>.

US GOV Realignment
Follow these steps to add extra information needed to process the realignment:

Step
Action

1
Click <Extra Information>.  The Extra PA Request Information Flexfield displays with the name of the employee and action on the Title Bar.  Click the Record Indicator and select US GOV Realignment. 

2
Click the Details data field.  The Extra PA Request Information Window displays.  Enter data in the following fields:

Data Field
Description/Action
Old DIN

Date Arrived Personnel Office
Type in Date

DD-MON-YYYY


Payroll Office ID
Click the LOV
JAP

Personnel Office ID
Click the LOV (4 digit numerical code)
JAL

Office Symbol
Optional
JPH

Organization Function Code
Commonly referred to as the SWC code.  Use the last 3 digits of the ams/appropriation code.
JQB

Position’s Organization
Combination of “CPO ID / Command Code / UIC / Org Code”

e.g., BGSFW4MMAATA23
JBM

Target Organization Name
Same as above:                                                                        CPO ID / Command Code /                                                                 UIC / Org Code


Agency Code/Subelement
AR & Command Code, 

e.g.,ARXQ
JRB & JRC  (Agency-Cd & Agcy-Sub-Elm-Flag)

Save and go back to the extra information screen.



Realignment extra information
Complete the Realignment Extra Information DDF as follows:

Step
Action

1
From the Extra PA Request Information Flexfield display, click Realignment Extra Information.

2
Click the Details data field.  Enter data in the following fields:

Data Field
Description/Action
Old DIN

Servicing Office ID
CPO ID
BCB

Payroll Org Code
SKIP


Organization Structure ID
Org Code
JEG

Competitive Level
Enter only if changing
JQT

Competitive Area
Enter only if changing
X1C

Region
AR plus the region code i.e., NE or SE etc.
JNF

Unit ID Code
UIC
JES

PAS Code
SKIP. Airforce only


Payroll System
Enter D.  (DCPS)
BDA

Product Distr Instructions
LOV


Report Distr Instructions
LOV


Save and close the window to return to the RPA.



Completing the RPA
Complete the processing of the realignment as follows:

Step
Action

1
From the Realignment RPA, click <REFRESH> (found at the top left of the RPA form).  A message box tells you what items have been refreshed.  Click <OK>.

2
Click Save on the Toolbar.  A Message Box displays asking if you want to route this action.  Click <YES>.

3
The Routing Window displays.  Click UPDATE HR and print your action if desired.

Select the Approval checkbox.

Click <OK>.
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