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MDCPDS TRAINING MODULE

REPORTS

Lesson Plan

Purpose
This lesson plan covers the standard reports capability in modern DCPDS.  It specifically covers the Notification of Personnel Action (SF50), and the Batch Print Notification of Personnel Action, although the same processes are used for other reports.  The following related topics are also covered:

· When to use the Batch Print NPA report.

· Viewing and printing reports using Ghostview (and a caution about Ghostview).

· Canceling a report request.

It does not cover:

· Running standard reports from the CSU Application.

· Preparing ad hoc reports using a reporting tool (DESIREs in Legacy, Business Objects in Modern).

Target audience
This training is intended for the following audiences:

· CPOC staffs.

· CPAC staffs.

· Personnel coordinators and liaisons and other frequent end-users (super users).

This module is optional for “casual” end users (e.g., first line supervisors or managers who only access modern DCPDS occasionally).

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

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

· Request and run a standard report (Notification of Personnel Action).

· View and print a standard report using Ghostview.

· Understand the timing and parameters for batch printing of NPAs.

· Cancel a report request.

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

· Fundamentals (logging on, navigating, and exiting).
· Request for Personnel Action (recommended).

Related training
The following modules provide related information:

· CSU Application provides another way of running standard reports of a different type (e.g., alpha roster, org roster).  The CSU Application lesson is recommended for all end users, since it is more accessible and more familiar to most users.

· Business Objects is the reporting tool that Army has selected to produce ad hoc reports, to provide a capability similar to DESIREs in legacy DCPDS.  Training is being provided separately.

· The Request for Personnel Action module covers how to print an RPA.

Synopsis of lesson
This module contains the following:  

· Instructor demonstration (participants follow along).

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

Estimated time
This module takes approximately 30 minutes to complete.

Reference materials
The following references are applicable to this module:

· Modern DCPDS User’s Guide, module 1, chapter 8 (reports).

· Modern DCPDS Desk Guide (Nov 00), p. 39.

· Short Guide to Modern DCPDS (Nov 00), p. 5.

Handouts
The following handouts should be provided to each student: 

· Desk Guide for CPAC and non-personnelist audiences.

· User Guide for CPOC audiences (appropriate extracts).
· Short Guide to Modern DCPDS for infrequent user audiences.

Classroom setup
This module requires the following:

· A computer classroom with workstations that have access to the modern DCPDS training database at CPOCMA through the CPOCMA Metaframe server using a 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 printer – 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):  

· SUPV (secure user) (end user audience).

· CSU (secure user) (CPAC audience).

· CIVDOD PERSONNELIST (CPOC audience).

· Note:  these three responsibilities each contain the reports that are used in the lesson.

· User ID and password for the instructor, same responsibilities.

· Recommendation: have a name picked out in advance for printing a Notification of Personnel Action.

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: Submitting a Report Request

Purpose
This portion of the module covers the following:

· Selecting and submitting a report request from the modern DCPDS.

· The Notification of Personnel Action (SF50) is being used as an example.

Background
Provide the following background information to the class:

· There are a number of standard reports available in modern DCPDS.  Access to these reports depends on your responsibility; different responsibilities have access to different reports.  

· The reports in modern DCPDS are not the “list” type of reports that you might think of when you think of “reports” – e.g., alpha roster, org roster, etc.  The CSU application gives us access to these types of canned “list” reports (covered in a separate lesson).

· Many of the reports in modern DCPDS are similar to the “RIPs” that were used in legacy DCPDS (reminders about NTE dates, employee briefs, etc.).  Most of these are set up to run automatically by the CPOC ISD.

· Two of the more commonly used “reports” are the Request for Personnel Action (RPA, or SF52), and the Notification of Personnel Action (NPA, or SF50), which is covered in this lesson.  Also covered is the use of the Batch Print capability for printing a number of SF50s at once.

· We learned how to print an RPA in the RPA lesson; we also learned that we can print an NPA from the RPA once the action had been completed and the effective date had arrived.  This “reports” lesson shows us another way to print these forms.

· Detailed information about reports in contained in Module 1, Chapter 8 of the User Guide, page 39 of the Desk Guide, and page 5 of the Short Guide (printing an NPA).

Reports available
· From the navigator, select Process and Reports ( Submit Processes and Reports.

· In the Name block, click the <LOV> button. 

· As you can see, there are a number of reports available.  

· The list will vary depending on what responsibility (hat) you are using.

· Some of these reports are used in specific situations.  We will not be covering those in this lesson.

· SF52 Tracking Actions, which is supposed to provide status of personnel actions, is not working properly – do not run this report. 

Different lists for different responsibilities
This segment is for CPOC audiences only.

The reports available to users vary depending on what hat is being worn.

Demonstrate as follows:

· Change hats if necessary (so you are NOT wearing the CIVDOD PERSONNELIST hat).  Use a SUPV (secure user) or CSU (secure user) hat.  Students can just watch this segment.

· Select Processes and Reports ( Select Processes and Reports from the navigator (if using an OTA hat, select Reports ( Submit Report.)
· Click in the “Name” field and click the LOV icon to display the list of reports for this type of hat.  Cancel and close the reports window.
· Switch hats back to CIVDOD PERSONNELIST.

Printing concepts
Explain the following:

There are two different approaches to printing reports in modern DCPDS: 

· CPOC and CPAC users have access to “registered” printers (printers that have been identified in the modern DCPDS server).

· These users can identify a specific printer to print a hard copy of a report when they submit the report request.

· All other users (those outside of the CPOC and CPACs) do NOT have access to a “registered” printer.  For these users, a “dummy” printer has been set up in each region.  

· This dummy printer allows you to run the report, but it will not print directly (since the dummy printer does not really exist).  

· To actually print, an additional piece of software is used – Ghostview (used for printing RPAs and NPAs) or a word processing program such as Notepad or Wordpad (for “text” type reports).  You actually print the report through this software, not through Oracle HR.

· This software (Ghostview will be used in this lesson) allows you to view the report on your screen, then print it on your own local printer (CPOC and CPAC users can also do this).   

· Ghostview is part of the modern DCPDS “package” and is automatically available to all users.

Requesting a Notification of Personnel Action (SF50)
The Notification of Personnel Action report prints an SF50.  It is available to most users. The same general procedure is used for all other reports.

· Select Notification of Personnel Action from the list and click <OK>.

· Be sure you select the correct NPA – some lists have an NPA that is for demo project employees (called “Notification of Personnel Action (DEMOSF50)”) – do not select that one.

· Note:  if you know the name of the report you want, you could type part of it in the name block, e.g., “Notif”, then push [Tab].  

· Each report has a Parameters window, specific to that report, which displays when that report is selected.
· Use the LOV to select an employee name in the parameters window; enter the first letter or two of the desired name in the Longlist window that displays (or type part of the last name then [Tab]).  Instructor:  select any name.  If you and your class are using a secure view, you should have a name picked out in advance.

· Your access to employees on this list is based on your secure view access. CPOC employees (using the CIVDOD PERSONNELIST hat) have access to all the employees in the region.

· On the list that displays, point out the information available – besides employee name, you also select the specific action to be printed (by type of action and effective date).

· Select the employee and action from the list and click <OK>.

· You can change the Back page option to “Yes” if desired (the back page is “information to employees”). 
· Click <OK>. 

Print options
Explain the Print Options:
· Copies automatically fills in with one copy.  
· For Ghostview users who are using the “dummy” printer, you should change this to zero (0) since you use a separate process to actually print the hard copy.  If you do not do this, you will get a “warning” error message but it is not harmful.
· For CPOC/CPAC users who are printing directly to an actual printer, change the number to the number of copies desired.
· Style data field indicates Landscape, Portrait, etc. as determined by the report.  This does not need to be changed.
· Printer populates with the default printer name for your user ID.  
· For most users, the region’s “dummy” printer is the default (in the training database, this is called 0default_prn and it’s the first printer on the list).  
· If you click the LOV for Printer, you will see a list of all the registered printers in the region.  For CPOC or CPAC users who want to print the NPA at another printer or location, you can select the desired printer from the list (you have to know the name of the printer, of course).
· Save Output should remain checked (it has to be checked in order to view the report on line).

· The Run Options region is used to set up a report to run automatically at specified time intervals (weekly, etc.).  We are not covering that in this session; complete instructions are in the User Guide.

Submit the report
· Verify that printing options are correct, then click <Submit> to submit this report for processing.

· The report will show in the Submission History at the bottom of the screen. The Request ID number is assigned by the system and can be used later to check on the status of the report (you would only want to keep track if you were running a large number of reports at one time – you don’t really need to keep track of this otherwise).  

· When processing is complete, the report will automatically print at the selected printer if you are not printing to the “dummy” printer.  (Instructions for viewing and printing the report using Ghostview is coming up next.)

· Close the window.

Instructional Module:  Viewing a Report

Coverage
This section of the lesson covers:

· Checking the status of a report request.

· Displaying and printing a report using Ghostview.

· Caution about using Ghostview.

 Viewing the report 
· To view (and print) the report, or to check status, select Help ( View my Requests from the menu. 

· The Requests Window displays with five columns

· Request ID is the system-assigned number.  Your most recent request will always be at the top of the list.  Requests are maintained on line for about a week (you can return to this list tomorrow and still view and print a report you ran today).

· Phase shows if the report is pending, running, or completed.

· Status indicates if processing was normal or an error occurred.

· Program Name column indicates the name of the requested report or program.

· Parameters column shows the parameters that were used.

· Use [F8] to refresh the status until the phase column shows “Completed.” 
· Once completed, you can view the report on screen by selecting it (clicking on it), then click <Report> at the bottom of the screen.  

· This invokes the Ghostview program, which automatically opens and displays the SF50.  

· The report can be printed from Ghostview.

· Printing from Ghostview gives you access to your local printer (for users who do not have a printer registered at the CPOC).

· If problems are indicated at the status column, click <Diagnostics>.  This Window provides an explanation for the error condition.  

· If you selected the dummy printer, you will receive a “warning” if you did not change the number of copies to zero (0).  This is normal and does not hurt anything – it just means that Oracle HR could not “find” the dummy printer.

The Ghostview window
The Ghostview window is a separate window that sits “on top” of the Oracle application.  Demonstrate:

· You can scroll through this window using the scroll bars, and make the window bigger or smaller (or maximize), as desired.

· If your report is more than one page (e.g., if you requested both the front and back page of the SF50), use the Ghostview menu View ( Next Page or View ( Previous Page to navigate between pages.

Printing from Ghostview
To print a hard copy, select File ( Print from the Ghostview menu (do NOT use the Oracle toolbar printer icon – see the caution below).
· The list of printers is shown under the heading “Queue”.  This list will vary depending on how your system is set up, but should reflect the printer(s) to which you have access.
· If the “queue” area is not accessible (grayed out), make sure the “Print to File” block is NOT checked.
· If the report is more than one page, you can select specific page(s) to print.
· You should not have to change any other parameters.

Ghostview caution
You need to be careful when Ghostview is open on your screen (note: your Ghostview window should not be maximized for this segment).  The same information applies to Notepad or Wordpad (which are used if you are viewing a “text” type report rather than a “form” type report).  Demonstrate as follows:
· If you click with your mouse anywhere OUTSIDE of the Ghostview window, Ghostview will automatically minimize.

· This can happen easily if, for example, you click the Printer icon on the Oracle toolbar.

· When Ghostview is minimized, the Oracle screen “behind” Ghostview displays – but it is “grayed out” and it appears that your system is frozen.

· Although Ghostview is minimized, it still has “control” of your system.

· The same thing happens if you intentionally minimize Ghostview.

· To correct this, all you have to do is restore Ghostview using the Ghostview icon on the taskbar at the bottom of the screen.

· If this is not visible, you can also restore Ghostview by pushing [Alt]-[Tab] on your keyboard, the same keystrokes you use to switch between multiple windows when doing other tasks.

· Once you have restored Ghostview, you should be back in business.  You must exit Ghostview properly in order to restore control to Oracle HR.

· Rules:  

· When using Ghostview, do not click outside of the Ghostview window, and do not minimize Ghostview.

· When you are done with Ghostview, exit properly by closing the window with the little “X” in the upper right corner of the Ghostview window, or selecting File – Exit from the Ghostview menu.

Instructional Module: Batch Printing SF50s

Coverage
This section of the lesson covers:

· When to use the Batch Print report.

· Setting up the Batch Print parameters.

· Canceling a report request.

When to batch print
Cover the following with the class (adjust depending on the audience):

The Batch Print Notification of Personnel Action provides a method for CPACs and activities to print their NPAs all at one time without specifically requesting NPAs for each employee individually. 

· At the activity level, you might want to print out employee (and/or supervisor copies) of all the SF50s that were effected for your employees once each pay period.

· Timing is important in how you do this, and you should discuss this with your CPOC before setting up any kind of recurring schedule.  

· The CPOC will most likely be batch printing SF50s every night so that they have a hard copy for employee OPFs.  

· As a rule, activities should wait several days AFTER the end of a pay period before printing for that pay period, at least until the payroll deadline for that pay period has passed. 

· The Batch Print report selects SF50s based on effective date, not on date processed, so actions that are processed from an earlier pay period (retroactive NPAs such as corrections) will not be part of your regular pay period printing. You will therefore have to work out with your CPOC how you will handle these “out of cycle” NPAs.

Requesting the Batch Print NPA 
This report is available to most users of modern DCPDS.  We are not going to run the report in class, but will look at its parameters.

· Select Processes and Reports ( Submit Processes and Reports from the Navigator.

· Click in the name block of the Submit Requests window, then click the LOV.   Select Batch Print Notification of Personnel Action.  

Batch Print caution
Caution:  If you do not enter some limiting parameters in the Batch Print parameters window, you will probably print many more SF50s than you want to!  You HAVE to enter some parameters for this report.  

· For CPOC users in particular (using the CIVDOD PERSONNELIST hat), if you do not enter limiting parameters you are electing to print ALL SF50s that have ever been produced in your region, so this is particularly critical for CPOC users (but is also important for other users that have access to a large number of records).

· It is easy to accidentally start up the Batch Print process without entering parameters.  If you click in the Report “Name” field of the Submit Requests window, type the “B” key on your keyboard, and push [Enter], the Batch Print report will automatically start.  That’s because Batch Print is the only report that starts with the letter “B”, and by pushing [Enter] you are indicating that you are done with the “Parameters” window.  

· Remember:  If you are using the keyboard shortcut to select reports, don’t type “B”-[Enter] to select the Batch Print report.  Use the [Tab] key instead (“B”-[Tab]).  This will display the parameters window.

· See the section below on canceling reports if you DO accidentally start the batch print process without limiting parameters.

Batch Print parameters
The following parameters are available for batch printing of SF50s.  

Note: parameters will automatically adjust to reflect your access to records.  This means that if you are using a secure view, you will not be able to print NPAs for employees to whose records you do not normally have access.

Parameter
Description

Employee Name
Use the LOV button on the Parameters window to select an individual employee, or leave blank if you want to select by type of action, date range, etc.

NOA Code
Use the LOV button if you only want to print a certain type of action, e.g., Pay Adjustment (NOA code 894).

POI
Use the LOV button if you want to print actions based on the Personnel Office ID (note:  this POI refers to the CPOC, so will not often be used).

Organization
Use the LOV button if you want to print actions for an entire organization (at the UIC level).

From and To Effective Date
Use the From and To dates if you want to print NPAs based on a range of effective dates; e.g., if you want to print all actions effective for the pay period 12-25 Mar 2000, enter 12-MAR-2000 in the From block and 25-MAR-2000 in the To block. If a “To date” is not entered, only the NPAs for the specific “From date” will print.

Reprint Printed SF50s
Use the LOV button to set this parameter to “Yes” if you want to reprint NPAs that may have already been printed (most NPAs will have been printed at the CPOC, so you will want to change this to “Yes”).

Front Page, Back Page
Use the LOV button to change either of these parameters (e.g., if you want to print the back page of the NPA, containing “Information for Employees,” change the “Back Page” parameter to “Yes.”

Parameter settings for biweekly printing
The parameters for batch printing should be set as follows to print all NPAs for your activity that were effective during a pay period:

· From effective date:  enter the first day of the pay period.

· To effective date:  enter the last day of the pay period.

· Reprint Printed SF50s:  change to “Yes.” 

Canceling a report request
Most reports process fairly quickly in modern DCPDS, so you very rarely have the need to cancel a report – and often you will not even have the opportunity to cancel one (the report will have already been completed by the time you get to the window where you can cancel).  However,  if you accidentally kick off the Batch Print NPA process without entering limiting parameters (and therefore will be printing many more SF50s than you want), you can cancel the process as follows (demonstrate):

· From the Navigator, select Processes and Reports ( View Requests.

· On the “Concurrent Requests Summary” window, push [F8] to populate the screen.

· Make sure the report you want to cancel is selected.  It will usually be the top one on the list (the most recent).  

· The report must still be pending or running in order to cancel it (it cannot be completed).  This is shown in the “Phase” column.

· Click the <Cancel Request> button at the bottom of the window.  The “Status” column will then indicate “Terminating.”

· Click the Save icon on the toolbar to make the cancellation take effect.

Summary and conclusion
In this module we have learned how to

· Request and run a standard report (Notification of Personnel Action).

· View and print a standard report using Ghostview.

· Understand the timing and parameters for batch printing of NPAs.

· Cancel a report request.

Any questions?  
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