REVIEW QUESTIONS

OVERVIEW:

1.
In Modern DCPDS, a PERSACTION is called a ____________________________.

2.
In Modern DCPDS, an SF-50 is called a ____________________________.

3.
People who have two roles in modern DCPDS (e.g., a personnelist and manager) can switch between these roles by ___________________________________________________

4.
A “responsibility” is commonly referred to as a ___________.

5.
Most users will have more than one user ID when modern DCPDS is deployed.  What related applications require a separate logon process?  _________________________________________

6.
Regional Application in the PPIs  is being replaced by ____________________________________

7.
To view or print SF50s for an employee, you can use the ______________________________

8.
The application that is being used to generate ad hoc reports from modern DCPDS (similar to DESIREs in legacy DCPDS) is called ______________________________________

9.
To enter query criteria in Modern DCPDS, which function key is used?  ______________________

10.
To run a query in Modern DCPDS, which function key is used?  ________________________

FUNDAMENTALS:

1.
The screen where you choose what type of action you wish to perform is called the _______________ Screen (or window).

2.
From the above mentioned screen, under which heading would you find a Recruit and Fill Action?  ____________________________________

3.
What should you do first once you get connected to modern DCPDS?  ______________________

4.
How do you create a Top Ten list?  __________________________________________________

5.
What are three ways to start a new task from the Navigator window?  ___________________________________________________________ ___________________________________________________________  ___________________________________________________________

6.
To see a list of choices pertaining to the current data field your cursor is in, which icon on the tool bar do you use?  ______________________________  What does it look like?  _________________

7.
What function key (F-key) can you use instead?  _____________________

8.
What is the fastest way to narrow down a List of Values?  ________________________________

ACCESSING RECORDS:

1.
What is the navigation path if you want to look up specific data about a particular employee? _____________________________________________

2.
What do you enter on the “Find Person” window to retrieve an employee record?  ______________________________________________

3.
If you are viewing an employee record and want to view a different employee’s record, what icon on the toolbar do you use?  ____________________

4.
On the “People” screen, what button do you click to find an employee’s position number? ______________________________________________

5.
What is the navigation path if you want to look up specific data about a position? ______________________________________________

6.
When the position window first displays, what is the first thing you need to do in order to retrieve a position record?  ______________________________________________

7.
What icon on the toolbar do you use to view the entire contents of a lengthy data field?  ____________________    What does it look like?  ________________________________

8.
What element of the position “name” is unique?  __________________________  Where is it located in the position name field? ________________________________

9.
If you are unsure where to look for a specific data element, where could you go to find out?    ________________________________

10.
From the People window, what button(s) do you click to find:

a.
Pay-related information (TSP, health benefits, etc.):  _____________________________________

b.
Multiple-occurring data such as performance ratings, completed training courses, education instances, etc.:  ___________________________________________________

RPA:

1.
To route an RPA, which icon on your tool bar will you use?  ______________________________ What does it look like?  _______________________

2.
In Modern DCPDS, a promotion is found under what RPA “family”? _______________________

3.
In Modern DCPDS, a QSI (quality step increase) is found under what RPA “family”? _______________________

4.
What icon on the toolbar do you use to attach a document to an RPA, or to view an attachment?  ____________________

5.
Which key should you use when going from data field to data field on an RPA?  __________________

6.
If you are completing the nature of action block on an RPA, which NOA codes should you use when selecting from the List of Values?  _________________________________________

7.
What should the initiator of an RPA do prior to routing the RPA to another user? _________________________________

8.
In order to print an NPA (SF50) from the RPA, what two things must have occurred?  _________________________________________________________

CIVILIAN INBOX:

1.
Where would you find an RPA that you need to review?  __________________________

2.
Where do you find an RPA that has been sent to a groupbox to which you belong?  _____________________________

3.
What button on the inbox window is used to display the selected RPA? ____________________

4.
When searching for an action in your inbox, which key is used as a “wild card”? _____________

5.
Give an example where you would use the “wild card” before entry:


___________________________________________________________

Give an example where you would use the “wild card” after an entry:


___________________________________________________________

6.
What function key is used to refresh your inbox?  __________________

7.
To see both open and closed actions in your in-box, what do you do?  _________________________________________________

8.
What is the name of the window which displays more detailed information about an RPA?  __________________________

9.
What are three ways of displaying this window?  _________________________________________________  _________________________________________________  _________________________________________________

10.
What button on the Notifications window can be used to find the current location of an RPA? ________________________________

LISTS AND REPORTS:

1.
What is the navigation path used to display the reports menu? _________________________________________________

2.
How do you display a report on your screen once you have submitted it?  _________________________________________________

3.
How do you cancel a report once you have submitted it? _________________________________________________
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