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Changes: 31
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ART Users Guide Changes

General Information chapter: section on changing your password has
been added.

Central DCPDS 11i chapter has been added (also covers the DCPDS
Desk Guide).

Centralized Applications chapter has been modified with the addition of
limited information about ANSWER, CHRABC, and the CHRA 11i
Training Database.

External Applications chapter has been modified. Information about
accessing DCPDS has been removed.

Headquarters ART chapter has been removed.

Cosmetic and name changes -- CPOCMA organization name changed to
CHRA, logo changed, etc.

Suspenses chapter has been added.

Initial login (account editor) section has been changed to indicate that
users should enter their AKO email address.

Grammatical changes and corrections have been made throughout.

NPA Tracker chapter has been updated. It now includes an expanded
description of the NPA viewer and information about other ART tools
that can be used to view NPAs.

RPA Tracker chapter has been updated. It now includes an expanded
description of the RPA viewer and information about other ART tools that
can be used to view and track RPAs.

Review and Analysis chapter has been updated. It includes coverage of
the timeliness reports that are now available (in addition to population
statistics).




Changes: 24
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Helpdesk:

e The Pay Problem Reporting Tool User Guide, previously a separate
Word document, has been appended to the end of the Helpdesk
chapter.

e A “related tools” section has been added referring to accessing
helpdesk tickets through the My Stuff tool.

Inbox Statistics: “related tools” section has been added referring to

accessing Inbox Statistics through the My Stuff tool.

My Stuff chapter has been added.

Pay Data chapter has been added (this is very brief and points to the Pay

Problem Reporting Tool section of the Helpdesk chapter).
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Introduction

Contents This section covers the following topics:
Topic See Page
Purpose and use of this guide 6

What are Army Regional Tools (ART)? 6

Relationship to Modern DCPDS 7

Accessing ART 7

ART Users 7

Getting Help 8

Terms 8
Purpose and This guide provides systematic, step-by-step instructions for using the tools
Use of this available in ART. The guide is for use by Civilian Personnel Advisory
Guide Center (CPAC) staff members, Civilian Personnel Operations Center (CPOC)

staff members, managers, supervisors, resource management officials,
administrative officers, commanders, and other designated users.

What are Army  ART is an integrated, web-based package of applications and links providing
Regional Tools  access to various automated tools needed to manage the Army civilian
(ART)? workforce.

e ART has its own built-in applications to assist managers and other
users in managing the civilian workforce. These include tools to view
employee, position, and organizational data, tools to assist in
requesting and tracking personnel actions, and many others.

e The ART main menu also provides links to a number of centralized
and external civilian personnel management applications, including
DCPDS, the CSU Application, FASCLASS, and the SF50 History
Database.

See the following table for a brief description of the current tools:

ART Main Desription
Menu Selection

Central DCPDS | Links to DCPDS and to the DCPDS Desk Guide (how
111, Central to guide for end users).

DCPDS 111
Desk Guide
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Centralized
Applications

Links to various applications that are not part of ART
but are useful in managing the Army civilian workforce:
e ANSWER

CHR Activity Based Costing (ABC)

CHRA 11i Training Database

FASCLASS

SF50 History Database

Employee Data

Provides access to data about employees and their
position, organization, and personnel actions.”

External Link to the CSU Application.

Applications Il

Gatekeeper Automated checklist that prompts users to provide
information relevant to requested personnel actions.
More information is available in the Request for
Personnel Action chapter of the DCPDS Desk Guide.

Helpdesk Tool used to report and/or work ART problems, pay

problems, QC, suspenses, etc.

Includes the pay problem reporting tool which is used to
report and track problems with employee pay, benefits,
or entitlements which has a separate guide which is not
yet part of the ART Users Guide (available on the home
page of the ART Users Guide
(www.cpocma.army.mil/artguide).

Inbox Statistics
11

Provides information on timeliness of processing
personnel actions (formerly known as the Red-Amber-
Green report). This tool can provide consolidated
information by region, CPAC location, Command,
Inbox Sub-Type, or Inbox Type. It also provides access
to individual RPAs.

My Stuff

Provides CPOC personnel with access to Inbox
Statistics, Suspenses, Helpdesk, and Organization
Structure tools, tailored to the user's organizational
location in the CPOC (branch, division).

NPA Tracker

Tracks NPAs (SF50s) processed in modern DCPDS.
Provides NPA data, related information (e.g., position
data), status, and history.

OPF Tracker

OPF Tracker is a link to the OPF Tracker application,
which is a tool used by CPOC and CPAC staff to keep
track of the location of employee Official Personnel
Folders (OPFs).

Organization
Structure

Provides information about organizations, i.e., number
of organizations, vacant and encumbered positions, etc.
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Relationship to
DCPDS

ART Users
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Pay Data Provides pay data information such as IVRS interface
problems, pay data rejects, pay data reverse interface
problems, and pay data transaction (W3L) reports
(primarily for CPOC users).

Pay Problems This chapter is under development.
Phone and Email | Provides phone number(s) and email addresses of ART
List users in the region. They can be searched by command,

user type, CPAC (installation), or name.

RPA Tracker Tracks RPAs processed in modern DCPDS. Provides
RPA data, related information (e.g., position data),
status, and history

Review and Provides management information such as supervisory
Analysis ratios, PATCO (professional, admin, tech, clerical,
other) breakdowns, minority/non-minority and
male/female statistics, etc.

Suspenses Provides information about upcoming personnel action
suspenses such as expiring appointments, expiring
temporary promotions, within grade increases coming
due, etc.

DCPDS is the system of record for Army civilian personnel. Army Regional
Tools (ART) has a direct interface with DCPDS which provides both real-
time information and information that is refreshed during overnight updates,
depending on the tool. See the sections on specific tools to for more
information.

Anyone who has access to DCPDS can get access to ART. As with DCPDS,
different users have access to different tools within ART and to different sets
of records. Supervisors and managers will have access to information for their
subordinate employees only. CPAC personnel can only access information
relevant to serviced activities at their installation. ART is a web-based
program; therefore, users need a browser to access ART.

The Information Systems Division of each CPOC controls the levels of user
access. The following is indicative of typical user access:

e CPOC and CPAC Personnelists in all functional areas.

e Managers and supervisors who initiate RPAs and require access to
information pertaining to personnel actions, processing times, tracking
of RPAs, etc.

e Resource management personnel who are involved in the RPA
process.

e Administrative personnel and personnel liaisons who need access to
RPA information in order to perform their jobs or who provide
personnel related-information to managers and supervisors.
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ART Login

Logging in
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Users should contact their servicing CPAC or the servicing CPOC’s
Information System Division Help Desk if assistance is needed in accessing
DCPDS or ART.

Process

To gain access to ART, you must have a valid user ID and password. The
systems administrator at the CPOC will provide the user ID, password and
website address you will need to access the tools. The user ID and password
are the same as those used to access the CSU Application. To change your
ART password, change your CSU Application password (see Changing your
Password, p. 12).

Step Action
1 Enter your User ID and Password.
2 Click on <Click Here to Login>
; Army Regional Tools - Microsoft Internet Explorer
Army Regional Tools
Login Information
@“‘“ Fn,
@f?v E UseriD: |
g e & o £ Password |
%' Niii ﬁ
STares otF
| Click Here Ta Login I
(5' Accessibility Help
and Information
| |
|&] ’_E|Q Internet o

10
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If this is your first time using ART, see Initial login (account

editor), page 12 (you will need to enter your phone and email

information).

e Click on <Proceed into System> to get to the ART main
menu.

e Click on <Change User Settings> to change your phone
number(s) or email address (see see Initial login (account
editor), page 12, below).

when using ART).

4} Army Regional Tools - Login - Microsoft Internet Explorer

Army Regional Tools

Successful login - Army Regional Tools

User ID: AG%AAAASPCOQ'I
User Name: WERT GREGORY A
IP Address: 120114 13099
User Location: NORTHEAST REGION,
User Comm Phone Number:; 410-306-1729
User DSN Number: 4558-1729
User Email Address: greg wert@cpocma army.mil

Froceed Inta System »» |

Change User Settings |

Add to Favorites |

e Click on <Add to Favorites> to add the ART Internet address
(URL) to your Internet browser's list of favorite websites (you
will notice that the browser menu and toolbar are not available

|&] Dore ’_E|Q Internet

[
Z

You may occasionally receive pop-up messages upon logging in
ART. These are from the system administrator informing you of
any scheduled down time, systems maintenance, holiday hours,
etc.

to

11
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Initial login Upon initial login, your ART account will not have phone numbers or an
(account editor)  email address associated with it.

e To add your e-mail address and telephone numbers (or to change them if
they are incorrect), click on <Change User Settings>. You should use
your AKO (Army Knowledge Online) email address (usually ends in
“@us.army.mil”). Enter the requested information (you can also change
the background image on this screen).

e CPOC users should also complete the Branch, Division, and Servicing
Region blocks using the drop down menus (this will insure that the data
displayed when using the My Stuff tool is appropriate for your CPOC
location.

e Once you are done, click on <Edit Account and Go to Main Menu>.

<3 ART Account Editor - Microsoft Internet Explorer

FPlease Edit Account Information

User ID: AGMAAASPCO21 %
Comm Phone: [410 _[306 _[1729

DSN Phone: |458 _|1 724

Email: Igreg.wert@u:puu:ma.army.mil
Background Image:

s s o ] o
ol o | e e
o o o o o

Branch:l 'I Division:l 'I Servicing Region: | 'I

Edit Account and Go to kain Menu | 1]

icancel Account Edit and Go to Main Menu

|&] Dore |_|E_|ﬂ Internet

L

Changing your Password

12
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Changing your ~ ART and the CSU Application share the same user 1Ds and passwords. To
CSU password  change your ART password, you change your CSU Application password.
Follow these steps to change your password:

Step

Action

1

Access the CSU Application as follows: Select External
Applications 11 from the ART main menu, then select Central
Site, then Central Site CSU. Push any key when the DOD
warning statement displays.

When the CSU logon window displays, enter your ART/CSU user
ID and your current password, then click <Connect> or push
[Enter]. Do not enter anything on the "Database" line. Note, the
hourglass will continue to display -- just click the <Connect>
button with the hourglass-shaped cursor):

Logon E3

Usermname: greq_wert

Password:  [c====s===x |
Database:

SUAPPLICATION v11.0

BC

8 CSU DPTIONS

CIVILIAN SERVICING UNIT APPLICATION

DEVELOPED BY THE DEPARTHMENT OF DEFENSE
CIVILIAN PERSONNEL HMANAGEHENT SERVICE
AND
THE AIR FORCE FERZOQONNEL CENTER

Hote: Enployes Type amd Ovyg Compoment reflect your current access lewvel,
modi fy your options as regquived.

13
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On the "CSU Title" screen, click the <Password> button:

o CSU TITLE [_[Tx

CIVILIAN SERVICING UNIT APPLICATION

DEVELOPED BY THE DEPARTMENT OF DEFENSE
CIVILIAN PERSONNEL MANAGEHENT SERVICE
AHRD
THE AIR FORCE PERSONNEL CENTER

WHEHING: Dfficial United States overmment system for authorized use only. Do not
discuss, enter, transfer, process or transmit classified/sensitive natiomal Security
information of greater sessitivity than this system is authorized. Using this systen
constitutes consemt to security testing and momitorimyg. Unauthorized use could reswlt
in criminal prosecution.

Froductivity

Displays ‘ Reports ‘ e Rdmin Password

On the "Change Password" screen, enter a new password twice,
then click <OK>. Your password must be at least six characters
and must contain at least one numeric character (but not as the first
character). Hint: if you make your password at least eight
characters long, you may be able to use the same password for
DCPDS (if you have a DCPDS User ID).

8 Change Pazsword ]

Enter Hew Oracle Password: “

Verify Hew Oracle Password: |

Password must bhe at least & characters in length. Use
4 combination of letters and mumbers. Include numbers
within the password, not at the beginning or end.
Change your password every 90 days or So00nNer.

Warning! If vou runfprint a report during this login
sesgion, yvou will receive the "Login Prompt" again.
¥You must enter the remquired loginfpassword and server,
hefore the report will be produced.

0K I Cancel |

Back at the "CSU Title" screen (see step 4 above), click the
<Exit> button, then, on the "CSU Options" screen (see step 3
above), click <Exit> again. Next time you log into ART, use the
new password you just created.

14
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Main menu
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The ART main menu provides access to the various ART links and tools:

'3 Army Regional Tools - AGMAAASPCO21 - Microsoft Internet Explorer

ART 1.1 BB R & AF

Main
Menu

Navigation: Main

+ ART Testing

+ Centralized Applications
Employee Data

+ External Applications Il
Headquarters %

+ Helpdesk

+ Inbox Statistics Il
MPA Tracker

+ Organization Structure
Phone and Email List
RPA Tracker

+ Review and Analysis

fenu tem Descriptions

|&] my Regional Tools - NORTHEAST REGION [ 8 [ Intemet

The actual selections on your menu will vary depending on your roles and

responsibilities -- managers and supervisors have a somewhat different menu

than personnelists, CPAC personnelists have different menu selections than
CPOC personnelists.

15
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Selections on the main menu that are preceded by a "+" have subordinate
menu selections. When you click on one of these items, another menu is
displayed. For example, when you click on "Centralized Applications," the
following menu displays:

; Army Regional Tools - NE_GREG_WERT - Microsoft Inter

ART 1.1 o

Navigation: Main = Centralized Applications

ANSWER

CPOCMA 11i Training Database
FASCLASS

S5F50 History Database

5F50 History Database (Ho AKO)

Menu ltem Descriptions

16
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e From here you can select any of the subordinate selections (ANSWER,
FASCLASS, etc.).

e Notice the Navigation line at the top of the menu. This indicates where
you are in the ART menu hierarchy, and you can use any active links in
the hierarchy ("Main" in this case) to return to a previous screen.

e Clicking on "Menu Item Descriptions™ opens a window that provides a
brief description of the menu selections:

<} Army Regional Tools - NE_GREG_WERT - Microsoft Inter

ART 1.1 «F BB E

Navigation: Main = Centralized Applications

ANSWER a Information - Microsoft Internet Explorer
CPOCMA 11i Train
Bty Close Wyindowy %

SF50 History Datal
S5Fa0 History Datal | ANSWER
Centralized web application

Menu ltem Descrip| CPOCMA 11i Training
Datahase

For accessing the CRPOCKMA 110 Training Database

FASCLASS
DA centralized web application FASCLASS

SFa0 History Databhase
Centralized web application

The ART Toolbar

17
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Toolbar The toolbar provides general information about your location in ART as well
as a number of general-purpose icons.

| cument application |

E Army Regional Tools - AGMAAASPLOZT - Microsoft Intemet Explores

ART11 & BB S AF L ,:;lm_ bl
| Nm\g:ﬂiun: Main > Centralized Qpplicaliunﬁ
Yersion number Havigation line

Toolbar Icons:

Function

Return to previous screen (you can also use the links in the
navigation line)

Return to main menu

Copy

Paste

Find

Print

Report error (opens a ticket for the Helpdesk where you can
report any problems you have encourntered in ART)

| |BP 8| |™| ¢ [E

Make suggestion (opens a note to the ART developers)

Bl
e

User preferences (opens the "Edit Account” window to change
your phone number(s), email address, screen background, or
organizational preferences (for CPOC users).

2 Get help (some topics available, others are under development)

ﬂ Exit from ART

Frequently Asked Questions

18
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How can I change my password for ART?
Your ART user ID and password are exactly the same as your CSU user ID and
password. If you change your password in the CSU database, your ART password will
also be changed. See Changing your Password, p. 12.

How can I get assistance with a problem | encountered while using ART?
ART comes with a "Report Error” icon on the taskbar. Using this icon will generate a
helpdesk ticket.

What if | forget my CSU/ART password?
You will need to follow your region’s procedure for getting your CSU password reset.

How can I navigate from one tool to another?
Once you have logged into ART, you navigate between tools by using the "Back to Main
Menu" link and then select the tool you wish to use.

Can | be logged into DCPDS, the CSU Application, and ART at the same time?
Yes. You can be logged into all three applications at the same time. ART provides a link
to both DCPDS and the CSU Application. Once you have logged into either of these,
minimize your screen to return to the ART screen.

What is the Employee Data tool, and how can | benefit from using it?
The Employee Data tool provides employee information ranging from elected benefits,
position information, organization information, a link to completed NPAs and RPAs, and
more.

Terms and Acronyms

Terms and The following are terms and acronyms used in this guide:
Acronyms
Term/Acronym Definition
ART Army Regional Tools
CHRA Civilian Human Resources Agency (formerly Civilian
Personnel Operations Center Management Agency, or
CPOCMA)
CMD or MACOM Major Command
CPAC Civilian Personnel Advisory Center
CPOC Civilian Personnel Operations Center
CSU Civilian Servicing Unit
CSU Application A read-only extract from the primary database
containing records of civilian employees. This
application allows the user to view data about a
specific employee or to run reports covering a group
of employees.

19
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DCPDS Defense Civilian Personnel Data System. DCPDS is a
human resources information system that supports
civilian personnel operations throughout Department
of Defense and is the database of record for all Army
civilian employees (appropriated fund,
nonappropriated fund, and local national).

HQDA or DA Headquarters, Department of the Army

Legacy DCPDS The term used to refer to the older version of the
Defense Civilian Personnel Data System (DCPDS).
The legacy DCPDS, a mainframe system, has been
phased out and replaced by the Oracle 11i (web-
based) DCPDS.

NPA Notification of Personnel Action (SF-50)

RM Resource Management

RPA Request for Personnel Action (SF-52)

SF50 Standard Form 50, Notification of Personnel Action

SF52 Standard Form 52, Request for Personnel Action

Smart Number

Tracking number assigned to each Request for
Personnel Action.

SSN

Social Security Number

20
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Central DCPDS 11i

This section covers the following ART menu selections:
Central DCPDS 11i
Central DCPDS 11i Desk Guide

Central DCPDS 11i is a direct link to the central Army Defense Civilian
Personnel Data System (DCPDS) database. This is the database of record for
all Army civilian employees (appropriated, nonappropriated, and local
national) worldwide and is housed at a central site. A DCPDS user ID and
password is required to access this application.

For more detailed information about using DCPDS, refer to the DCPDS Desk
Guide (immediately below).

Central DCPDS 11i Desk Guide is a link to the website containing the
DCPDS Desk Guide. This Guide is intended for Army managers,
supervisors, resource managers, administrative personnel, and CPAC staffs,
and provides step-by-step instructions for the tasks that these users may need
to do in DCPDS (such as creating a Request for Personnel Action). The
Guide is available on line and as a downloadable Word document. You can
also get to the Desk Guide web page using this link:
http://www.chra.army.mil/deskguid/index.htm..

21
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ANSWER

Description
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Centralized Applications

Centralized Applications provides direct access to several applications that
are not part of ART, but are useful in managing Army civilian human
resources and hence have been included on the ART menu for users'
convenience. Click on Centralized Applications on the ART main menu to
display the applications available, which may include the following (not all
users will have access to all the applications):

e ANSWER

CHR Activity Based Costing (ABC)

CHRA 11i Training Database

FASCLASS

SF50 History Database

ANSWER allows applicants for Army jobs to view the status of their resume,
their referral preferences and the status of the jobs for which they have
applied, and view their resume on file in the Central Resumix database.

e Most applicants will access ANSWER via the Employment page of
Civilian Personnel On Line (CPOL), the Army's civilian personnel
website.

e A Userid and PIN number are required for an applicant or employee to
access their information, but these can be obtained from the ANSWER
main screen.

ANSWER 1 .U Moncley, January 26, 2004

P AMNSWER
Home

o Welcome to ANSWER - Yersion 1.0 Lagon with Answer or Resume Builder credentials
Welcome to ANSWER! From this page you i

may view the status of your resume, your Repeat user

referral preferences and status of the jobs Usid: I

for which you have appled. You may also

view the resume and supplemental BIN: I
information currently on file in the Central ;
Resumiz database,
Login Instructions NEW user dick here Contack us

CPAC user chck bars

Repeat User: Input your Army Civilian
Resurne Builder Userid and PIN, or the

Userid and PIN you previously crested in
AMEWER

Mew User: If you have not previously
created a Userid and PIN in the Army
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CHR Activity Based Costing (ABC)

Description This link provides access to the CHRABC application which CPOCs and
CPAC:s are using to record the amount of time they spend on various
personnel tasks. Clicking this link opens the CHRABC login screen. Note,
only personnelists will see this selection on the Centralized Applications
menu.

CHRA 11i Training Database

Description The CHRA 11i Training Database (formerly the CPOCMA 11i training
database) is an operational DCPDS database that can be used for training and
testing in DCPDS. It is an extract of a portion of an actual region's data, but
names have been scrambled to protect individual privacy. User IDs and
passwords are required to access the database. Potential users should contact
their CPOC Information Systems Division (ISD) or send an email to
training@chra.army.mil for more information.

FASCLASS

23
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From the ART main menu, select Centralized Applications, then
FASCLASS.

23 FASCLASS: - Microzoft Internet Explorer

J File Edit “iew Favortes Tool: Help

L ¥
- v A a & 3 5
Biach FEariward Stop Refrezh Home Search Favorites History M ail Size
JAQC"ESS I@ hitp: /cpsfe. belvoir, armny. mil/fasclassinbos! j @G

: @ Pi.hw 4 @ G,%‘—’“’ @ k
NC SC SW NE WEST  KOR

PAC EUR

To begin, move the mouse over one of the menu items in the
gray menu bar, as an example FASCLASS, to reveal the sub-
menu item choices. Click on the desired menu choice.

Fully Autamated System for Classification (FASCLASS) is a centralized database at HQODA that gives

access to active position descriptions and position related information throughout Army. Access to
data is restricted according to assigned user privileges .

If you have any sugoestions, please E-Mail us with your comments.

’_l_lﬂ Internet

s

After accessing FASCLASS, proceed as you normally would to work in this
area or to search for the position description of your choice. There are two
levels of access to FASCLASS: general, unrestricted access which allows
you to view position descriptions, and restricted access which provides
additional capabilities such as creating and editing PDs. Instructions for
obtaining a user ID for the restricted access functions of FASCLASS are
available in the "Restricted Access" section of the Help menu (see below).
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Help with For Help on using FASCLASS, click on the Help link within FASCLASS (on

FASCLASS the right side of the blue bar above). This provides access to the FASCLASS
Help system which includes an entire User Manual (in PDF format), a
downloadable Tutorial, and other basic on-line help information:

a FASCLASS Help - Microzoft Internet Explorer

Welcome to FASCLASS
@ Wigwy User Manual

=) ot Tutori .Welcome to FASCLASS =
@ Getting Around FASCLASS |
@ Public User Socess ' Fully Automated System for Classification (FASCLA
@ Restricted Access web-based automated position classification records sy

which has been impleriented at all 10 Arrmy regional Ci
Personnel Operatinns‘benters ICPOC). FASCLASS is ¢
P centralized system maintained at HQDA, The applicatic
automates position descriptions (PD's), provides a sear
autormated Master File of PD's, maintaing autormated re
competitive levels and competitive area logs, an archive
ability to search Army wide, a multiple sort feature, an s
k|

e e B e e LA B e e e B e e
‘]

SF50 History Database

Purpose The "SF50 History Database" is a web-accessed SF50 repository that allows
modern DCPDS users to access a library of SF50s of employees.

e SF50s in the database go back a number of years. SF50s that were
generated in the legacy (PPI) system are available, as are all new
SF50s that have been and are being generated in the modern DCPDS.

e The SF50s in the database can be viewed on screen, or printed. They
are displayed and printed as regular forms.

e SF50s are accessed by employee social security number.

Different tools ~ There are several different tools available for obtaining SF50 information
from DCPDS and related applications. Each has a different purpose:

| Application | Description |
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DCPDS, Civilian
Inbox or Workflow
Inbox

Allows the user to track, display and/or print an
RPA, or an NPA (SF50)* if the RPA has passed
through that user’s inbox.

* NPAs are available once the action has been
processed and the effective date has passed.

DCPDS, Processes
and Reports

Allows the user to display and/or print an NPA
(SF50) or RPA for any employee in the user’s
organization. Does not allow for tracking an
action. Does not require that the action passed
through the user’s inbox.

SF50 History
Database

Allows the user to display and/or print an NPA for
any employee in the user’s organization. NPAs
can come from either the legacy or the modern
system.

ART: NPA Tracker

Allows the user to view and print information
about any NPA (SF50) processed in modern
DCPDS for any employee in the user’s
organization. Includes tracking history and all the
data from the form itself, but not formatted into a
"form".

ART: RPA Tracker

Allows the user to view and print information
about any RPA processed in modern DCPDS for
any employee in the user’s organization. Includes
tracking history and all the data from the form
itself, but not formatted into a "form".

To use the SF50 History Database, you need a CSU Application account.
The same security that is used for your access to the CSU Application is
used for the SF50 database (and you log in using the same username and

password).

There are two selections under the Centralized Applications menu for
accessing the SF50 History Database (one reads, SF50 History Database,
the other reads SF50 History Database (No AKQ)). The second selection
(no AKO) will be removed in the near future. Users should use the first

selection.

Follow these steps to access and use the SF50 History Database (the logon
screen for this application requires your user name and password, and you

must select your region from the drop-down menu):

Step Action

1 From the ART main menu, select Centralized Applications, then

SF50 History Database.
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When the SF50 History Database Logon Screen appears, enter
your CSU username and password, select your region from the

drop-down menu on the logon screen, then click the indicated
button:

/2] SF50 History Database - Microsoft Internet Explorer
J File Edit View Favorites Tools Help ‘
. - 0 Al B x B S 2 F
Back Famward Stop Refresh Home Search Favorites History Mail Size Print Edit
| Address [@] bttps: //cpsapp belvair aimy mil/sf50/defaul asp =] @6 |j Links >
=
.
SFS50 History Database
Logon Screen
Username I
Password I
Eegion HCO TEST
Click Here To Logan I
Hote: Use your CETT usernameipassword from Moderm DCPDS
=
|&] Done [ 8 [ intenet /

On the SSAN Search Screen, enter the social security number of
the employee for whom you are searching (without hyphens), then
click on the indicated button. The employee must be part of your
organization (one whose record you would normally have
permissions to view in modern DCPDS or the CSU Application).

; SF50 History Database - Microsoft Internet Explorer
J File Edt “iew Favoites Took Help ‘
. 7 9 o D 4 9 B 8 g A
Back Fonard Stop Refresh Home Search  Favortes  History Mail Size Print Edit
JAgdless I@ https: //cpsapp. belvoir, amy. mil/sf50/ogin.asp j G H Links **
Bl
.
SFS0 History Database
SSAN Search Screen
SEAN ofEmployEe'I
Click Here To Track SFE0s |
Eeturn Back to Logen Screen
El
/@] Dane ,_’—é_le Internet G

27



Army Regional Tools (ART) Users Guide

Once you enter an SSAN, a listing of the SF50s for that employee
displays, as shown. To view any of the SF50s, click on either the
[HTML] or [PDF] option in the view column. If you are going to
print a hard copy of the SF50, the PDF version provides a better
printed copy.

A SF50 History Database - Microsoft Internet E xplorer
| Fie Edt View Favortes Took Help |
« & B O &' 8 6 I K 4 5 o -
Back e Stop Refresh Home: Search  Favortes  History Madl Size Pririt £t
jAg‘hesk l@ hitps:/fcpsapp. bebvoir. sy, mil/ s(50/5(50tack. asp EI |{>Eﬂ H Lirks *
SF30 History Database
SF50 Search Results Screen
Name: Dovetonsils, Percy  SSAN: 922-11-8069
SF 50 History
Type of Action Auth. Code  Eff. Date PP Series GD ST Agency [Salary  View
Individual Cash Award (B40) 01-JAN-2001 (G 0201 12 08 ARSB | $6183600[HTML] PDF] |
Individual Cash Award (240) I7.DEC-2000 (OF 0201 12 D% ARSB | $61.23600[HIML] [FDF]
WITHIN.GRADE INC (893) QM 24SEPO0  OS 0201 12 08 ARSB | $6133600[HTML] FDR] |
SPECIAL ACT OR SERVICE (377) V3G 27-AUGDD | | | ARSB $22500[HTML] FDF] = —
PAY ADI (394) QWM LM 02JAN-D0  GS 0201 12 07 ARSE | $40,16500[HIML] PDF]
TIME OFF AWARD (872) V3E 19-DEC | ARSB 24HRS[HTML] [PDF]
TIME OFF AWARD (872) V3E 31JAN9Y | ARSE 8 HRS[HTML] [PDF] |
PAY ADI (894) QWM [ZLM D3JAN.9 05 M0l 12 07 ARSE | $54000[HTML[PDF| | .|
2] [ 15 [ intemet 4

Here’s a sample of an SF50 being viewed using the PDF (Adobe
Acrobat) format. From here you can click on the print icon on the
Adobe Acrobat toolbar to print a hard copy.

2} https: 2 /cpsias. belvoir.aimy. mil/cgi-bin/iwegib0?s150_prodkeykserver=1epb0_cpsiaskDE SFORMAT =PDF4& - Microsoft Intemnet... [ [=] [E3
Fle Edt View Favortes Tooks Help |-
L 4 A P o =l Ad - L »
@ o* 9 G A M I B 8 5 N
| Back el Stop Refresh Home | earch  Fawortes  History Mail Size Print it
| Agaress [@] 1-1ep50_cpsiaslDESFORMAT =PDFSDE STYPE ~CACHE dreport=SF50/HO_SFS0_RFT rdftP_AOWID=0000CES5.0000 003F | P Ba | | Links
nBsE - [OXE 1 rn «»O0OF B& 0o '
‘Stamdard Form S8 »
e fars Mg NOTIFICATION OF PERSONNEL ACTION e
1. Name (Last. Birst, Middich 2. Sacial Security Number | 3, fete nf et 4 Effective Date
Dovetonsils, Percy 022-11-3069 08-04-1543 12-17-2000
FIRST ACTION SECOND ACTION
SA. Code 6-A. Code o1, Nature of Action
840
. Code 5.0 Legal Authority 60, Code 0. Legal Authority
SE. Code SF. Leal Authority (6.1, Cotle 6-F. Legal Authoriry
7. FROM: Pasigion Title and Numbir 18, TO: Position Tithe amd Numsber
PERSONNEL MANAGEMENT SPECIALIST PERSONNEL MANAGEMENT SPECIALIST
RA260 - 1486 RA260 - 1486
& Foy Pion [0.Ove Cote 0. Grodlovst |11 StopRots |12, Tunt Sary |12 Pay Basn | 16, Poy Fan | 17 0. Coue [ 1R Girodeonst | 195pRate |50, Ttk Kabryiaward 21, Po e
Gs n®n 12 (L3 $61.836.00 Fa SLTAL
1A e Py 128 Locatiy Ak 11 Ad) B Par 20 O Pay | 08 Bk P S0 Locally Ay |20 Ad) B Py | 500t Py
S57.910.0 $3.926.00 6181600 0,00
14 Name e Location of Pasitian’s Organizatian 22, Name wad Location of Pusition’s Orgamization.
DEPARTMENT OF THE MY DEPARTMENT OF THE ARMY
CIVILIAN PERSON OPERATIONS CENTER vl N PERSONNEL OPERATIONS CENTER
NCINFO SERY DIV, FUNC AUTO BR NCALO NG JSERY DIV, FUNC AUTO BR NCALY
ROCK ISLAND 1L 612997650 ROCK ISLAND 1L 61299-T650
SFUP-NCA SFOP-NCA
EMPLOYEE DATA
23 Veterans Preferesce 24, Temure |25, Agency Use l.‘n.\'«rum Preference for RIF _,._I
L I A T N e | e A W iz
@] Done [ [5 [ intemet 4
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When done, click the <Back> button on your web browser to
return to the previous screen (the list of SF50s). Click the <Back>
button again to return to the SSAN Search Screen.
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Employee Data

The purpose of the Employee Data tool is to provide quick and easy access to
basic data about employees, including personnel and position data (including
their job description), NPA and RPA history, organization information, and
similar information. This data is refreshed from the DCPDS database nightly
(so it can be up to one day old).

Although the Employee Data tool is very easy to use, there are occasions
when you may need to use other sources to find the information you want.
Additional information about employees is also available from the following:

Application Description

DCPDS Contains detailed information about employees, the
source from which the data for all other tools flows.
Database of record, so this data is real time. However, it
Is not always easy to locate specific information. For
more information see the Retrieving Information chapter
of the DCPDS Desk Guide.

CSU Application | A read-only source of information about employees,
similar to the Employee Data tool but with somewhat
different types of data available. For more information
see the CSU Application Guide (available on the

DCPDS Desk Guide web site).

30



Accessing
Employee Data

Types of
employee data

Army Regional Tools (ART) Users Guide

To access the Employee Data tool, select <Employee Data> from the ART
main menu. On the search screen that displays, enter some or all of the
employee's last name, and click <View Details> (note, you can also search by
another part of the name using the "Contains" or "Ends with™ radio buttons,
e.g., if you enter a first name in the search block, click on the "Contains"
radio button before clicking <View Details>):

; Army Regional Tools - AGMAAASPCO21 - Microsoft Internet Explorer

=Y =Y

ART 1.1 o

Enter Name Search Text |
& Begins with ¢ Caontaing  © Ends with

Yiew Details

If the name you entered has more than one match you will see a listing of
matching names, together with their installation (CPAC) and pay plan, series,
and grade. Click on the name of the employee from this list.

Once the employee's record has been retrieved, click on any of the links to
view data or more options.

Employee Data

Hame: SERKIN, ANDREWPP Seri-Gr: F50301-11
CPAC: CAalP SAMPY  Command: FC
CPOC Division: | CPOC Branch: »

Information
Employee Infarmation Position Information
Job Descriptior Organization Streclure

History
NPARFPA History Helpdask Ticket History
Pay Data

WaLs Pay Rejects
Revarse Imedace RS Interface
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For instance, clicking on the Employee Information link displays the
following screen, with a number of additional radio buttons to view SCD,
TSP, WIGI, NTE data, etc. There are also links to position data, the job
description, organization structure, NPA/RPA History, and pay data (used
primarily at the CPOC).

H Emplopee Information - Miciosoft Intemet Explones

&

Close Window

Employee Information

55N:
Pay Plan: Series:
Grade: Step:
PayRD: CPOID:
# Salary T SCD C TSP WG " NTE £ Other CPCN's

" Retainad © Benafiz  © Projectad C her  © Training  © Owerseas
' Appraisal ' Aaward CLoa -

Salary Data
Post Differential Amount:
Basic: 71239 Puost Differential Pct: Y
Table Sal: 7izam Post Differential Begin:
Locality: B184 Post Differential End: :I
[&] Dare (5 o Interet
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External Applications Il

CSU Application

Purpose

Connecting to
the CSU

External Applications provides direct access to the CSU Application. This
application is not part of ART, but is included on the ART menu for users'
convenience. Note, ART and the CSU Application share user IDs and
passwords. You use your CSU Application user ID and password to access
ART. To change your ART password, you need to change your CSU
password. See Changing your Password, p. 12.

For more information about the CSU Application, see the CSU Application
Guide (available from the DCPDS Desk Guide website).

From the ART Main Menu, select External Applications, then Central Site,
then Central Site CSU. You must have a user ID and password to log in to
the CSU Application. This is the same user ID and password as you use to
log into ART. To change your ART password, change it in the CSU
Application; the change will also affect your password when logging in to
ART.
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Gatekeeper

Information about the Gatekeeper checklists has been moved to the
Request for Personnel Action (RPA) chapter of the DCPDS Desk Guide.
This chapter contains step-by-step instructions for initiating an RPA
with a Gatekeeper Checklist, instructions for completing the checklist,
and descriptions of the types of questions asked by different checklists.

The “Gatekeeper” is an automated checklist that complements the functions
of DCPDS. The Gatekeeper concept is to make sure the CPOC has all the
information needed to process an action without having to go back and forth
to the initiator of the action. Gatekeeper is easy to use and is responsive to
customers’ needs. Gatekeeper provides a standard, efficient and simple way
for management to provide information about a personnel action that would
otherwise require an attachment to the RPA.
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Helpdesk

This section covers the following topics:

Topic See Page
Purpose 35
Accessing the Helpdesk 36
Enter a New Ticket 36
Ticket Report — Closed 38
Ticket Report — Open 38
View Tickets You Created — Closed 39
View Tickets You Created — Open 39
Work Tickets 39
Work Tickets You Own 39
Work Tickets/Change Owner 39
Pay Problem Reporting Tool

Introduction (purpose, pay problem definition, resolution 40
timeframes, responsibilities)

Reporting pay problems in ART 41
Viewing pay problems in ART 45
Assigning pay problem tickets (CPOC function) 48
Working pay problems in ART (CPOC function) 52
Running pay problem reports 62

Helpdesk is used to report problems, including application problems with
DCPDS or ART, employee pay problems, or RPA problems such as a mis-
routed RPA. Problems reported thorugh the Helpdesk are forwarded to the
appropriate person or section within the CPOC for resolution.

Reporting on and working pay problems is done through the Helpdesk tool.
A special section at the end of this chapter provides details on the processes
for using this part of the Helpdesk tool. Although it specifically addresses
procedures pertaining to pay problem reporting, these procedures are also
applicable to other types of problem reporting.
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Related tools CPOC users can access Helpdesk information using My Stuff, which is
another way to access helpdesk tickets and other ART tools but they are
tailored to each user's organizational location (for example, the user sees

helpdesk tickets pertaining to his/her branch or division only). See My Stuff,

page 76.

Accessing the Helpdesk

Helpdesk The user may access the Helpdesk feature in ART by logging into the ART
tools; select <Helpdesk> (Figure 11-1) from the Main Menu.

Navigation: Main > Helpdesk

+ Enter a New Ticket
Ticket Report - Closed
Ticket Repori - Open
YView Tickeis You Created - Closed
Yiew Tickets You Created - Open
Work Tickeis
Work Tickets You Own
Work Tickeis/Change Owner

Figure 11-1. Helpdesk Menu.

At this screen, select from the listing of Helpdesk tools, then click on the
desired topic.

NOTE: A “+” preceding the tool indicates there are sub-menus for that tool.

Enter a New Ticket

Entering a New  Users may access this function by following the steps listed below:
Ticket

| Step | Action
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Select <Enter a New Ticket> (Figure 11-2) from the Helpdesk
menu. At this point, you may select from the three (3) menu
items. Click on the item and proceed.

Mavigation: Main > Helpdesk > Enter a New Ticket
+ ART Problem
+ Pay Problem
+RPA Problem
Figure 11-2.

Example: After clicking on <Enter a New Ticket>, select <ART
Problem> from the sub-menu. The next screen give three (3)
options (Figure 11-3). Select <Report Error>.

MNavigation: Main > Helpdesk > Fmier a New Ticket = ART Problem

+ Report Exror
Request Guidance/Assistance
+ Buggestions

Figure 11-3.

After selecting <Report Error>; the next screen will provide a
listing of the various ART tools (Figure 11-4). Select the ART
tool that you are experiencing troubles.

Navigation: Main > Helpdesk > Enter a Mew Ticket > ART Problem > Report Exror

ART

Applications - Admin
Art Administration
C5U

Demo Joh Muniber Log
External Applications
FASCLASS - Classifier
FASCLASS - Ulser
Gatekeeper

Helpdesk

Inbox Statistics

Joh Nuniher Log
Legacy Tracker
Modern DCPDS

NPA Tracker

OPF Tracker
Organization Struciure

Figure 11-4.
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Report the type(s) of problem(s) that you are experiencing (Figure

11-5).
Control: ZZWEBER
Problem: Feport Error Ticket Histony

Sub Problem: ART

I [

Comments:

Figure 11-5.

Click on <Ticket History> to review previously submitted tickets.

The steps for <Request Guidance/Assistance> or <Suggestions>
are essentially the same as indicated above.

Ticket Report — Closed

Ticket Report - Follow these steps to use this feature:

Closed

Step

Action

1

Click on <Ticket Report - Closed>. At the next screen, you may
select how you wish to view the closed ticket report (i.e., Division,
CF Branch, CPAC, CMD, Error Type, Creator, or by owner.

Select from the list as indicated above. Click on <View Details>
at the bottom of the screen to see all closed ticket reports for the
selected area.

You may click on the <Ticket #> to view the complete ticket
report.

Note: The tickets are colorized according to the time in the personnel office.

Ticket Report — Open

Ticket Report—  Click on <Ticket Report — Open>. Follow the same steps as above to use
Open this feature.
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View Tickets You Created — Closed

View Tickets Click on <View Tickets You Created — Closed>. Follow the same steps as

You Created -  above to use this feature.
Closed

View Tickets You Created — Open

View Tickets Click on <View Ticket You Created — Open>. Follow the same steps as

You Created - above to use this feature.
Open

Work Tickets

Work Tickets  Users of ART and DCPDS may use work tickets to report problems or issues
with the ART Tools and DCPDS. Follow these steps to use this feature.

Step Action

1 Click on <Work Ticket>. At the next screen, you may select how
you wish to view the work ticket report (i.e., Division, CF Branch,
CPAC, CMD, Error Type, Creator, by owner, or by assignment.
2 Select from the list as indicated above. Click on <View Details>
at the bottom of the screen to see all work ticket reports for the
selected area.
3 You may click on the <Ticket #> to view the complete ticket
report.

Work Tickets You Own

Work Tickets Click on <Work Tickets You Own>. Follow the steps as listed above to use
You Own this feature.

Work Tickets/Change Owner
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Follow these steps to use this feature:

Step Action

1 Click on <Work Tickets/Change Owner>. At the next screen,
you may select how you wish to view the ticket reports (i.e.,
Division, CF Branch, CPAC, CMD, Error Type, Creator, by
owner, or by assignment.

2 Select from the list as indicated above. Click on <View Details>
at the bottom of the screen to see all work ticket reports for the
selected area.

3 You may click on the <Ticket #> to view the complete ticket
report.

Pay Problem Reporting Tool

Introduction

Purpose

Pay problem
definition

The Pay Problem Reporting Tool is a part of the ART Helpdesk.

The Pay Problem reporting tool in ART will be used to report pay problems
for corrective action. Only problems that meet the definition of a pay problem
should be reported using this tool. All issues that have not yet impacted pay
but will in the next pay cycle, as well as corrections that do not impact pay
should be reported to your CPOC POC. The data recorded in this database
will be used to keep all parties informed of the status of the request and for
analysis to determine trends of pay problems. The ultimate goal is to identify
recurring pay problems, determine the causes, and prevent them.

A legitimate pay issue, reported to the automated payroll problem reporting
system that impacted salary, entitlement, or benefits. This would include any
issue when the paycheck or leave is either too little, too much, or too late.
Examples include invalid SCD that impacts the amount of leave accrued;
missing WGI; no check for a new hire. Examples that are not pay problems:
questions about when a WGI is due; timekeeper recorded the wrong amount
of leave or hours worked.
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The CPOC will attempt to complete their action required to correct reported
pay problems within 2 weeks of receipt. Some resolutions are more complex
and will require a longer time period. The status of the action will be reflected
in the ticket.

CSRs: will forward all non-personnel related DCPS issues directly to the
Action Request System (ARS) Remedy for pay technician resolution.
They will forward all personnel pay problems to the CPACSs for validation
as a pay problem.

CPACs: will ensure that tickets meet the definition of a pay problem and
are entered into the Pay Problem Reporting tool.

CPOC:s: will receive pay problem tickets and resolve them in the
prescribed timeframes. If necessary, they will report DCPS pay problems
directly into the Action Request System (ARS) Remedy. They will close
tickets when the fix to the reported issue has been confirmed via DCPS
(regardless of who has to perform the fix).

DFAS: will work all ARS Remedy tickets and resolve them in their
prescribed timeframes.

Reporting Pay Problems in ART

Who reports
problems?

Reporting steps

At this time, all CPACs are invited to enter pay problems into the Pay
Problem Reporting Tool in ART when these problems are identified or
forwarded by management. CPACs wishing to participate in using the Pay
Problem Reporting Tool should contact their CPOC POC before they start
using it so that the CPOC personnel are aware to start checking for them.

Follow these steps to report a pay problem:

Step Action

1 Select Helpdesk from the ART main menu.
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From the Helpdesk menu, select Enter a New Ticket:
a Army Begional Tools - NETESTCPACT - Mic

ART 1.1 (RC-12)

MNavigation: Main > Helpdesk

+ Enter a New Ticket
View Tickets You Created - Closed
View Tickets You Created - Open
Work Tickets

Menu lterm Descriptions

From the Enter a New Ticket menu, select Pay Problem:
; Army Regional Tools - NETESTCPOCS - Microsoft Internet

ART 1.1 (RC-12) !

Mavigation: Main >Helpdesk > Enter a New Ticket

+ ART Problem
+ Pay Problem
+ RPA Problem

Menu ltem Descriptions
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Select the type of pay problem you are reporting:
; Army Begional Tools - NETESTCPOC

ART 1.1 (RC-12)

Navigation: Main >Helpdesk = Er

+ Admin Uncontr Overtime
+ Annual Pay Adjustment

+ Awards

+ CAO

+ COE dual Rates

+ Change to Lower Grade
+ Demo Conversion

+ Demo Pay

+ FEGLI

e This should reflect what you believe the problem to be -- the
CPOC will be able to change this to reflect the actual issue
involved.

e If you don't know what to use, read the Menu Item
Descriptions at the bottom of the list. If you still do not find an
option that is applicable, choose "Other."

e Make sure that you only include pay problems (see the Pay
Problem Definition above).

e If you are trying to report a problem that will occur on the next
pay check if not fixed before then, do not use this system --
instead contact your CPOC POC (ex: new hire is not in DCPS
for timekeeping).
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Enter the SSN of the employee, then click <Submit> to retrieve
the record of the employee who is experiencing the problem. If
you do not know the SSN, click on the <Name Lookup> button to
find the SSN.

; Army Hegional Tools - HETESTCPOCS - Microsoft Internet

ART 1.1 (RC-12) o

Navigation: Main =Helpdesk = Enter a New Ticket =

Please enter the Social Security Number

Submit

Mame Lookup

henu ltem Descriptions

If there are other OPEN Pay Problem tickets for this employee,
they will display on a table such as seen below, otherwise proceed
to step 7. If the same problem that you are reporting has already
been reported, place a note on the open ticket rather than starting a
new ticket (click on the Ticket # to open the ticket and add your
note). To see closed tickets for this employee, click the <Closed>
radio button.

'5 Helpdesk - Microzolt Internet Explorer

Close Window 5
Similar ticket{s) have already been created for this ticket type.

History of Tickets for 223847807 Open & Closed ©

Tlc:.et Submitted MName Problem Owner Responded Response
o " NE TEST AL-Health Benefits- Mot
I 207133 |[1/22/03 cPOC B et
View QC Logic
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7 The problem reporting screen displays. Type the specifics of the

pay problem in the "Comments" box, then click <Submit>.

e Employee Information, Position Information, NPA/RPA
History, and Ticket History is available via the links on the
upper right side of the window (ticket history will show any
other issues that have been reported either by system processes
or by problems reported to the Pay Problem reporting tool. If
there are no tickets on the employee, you will not be able to
click on it).

e Include the RPA/NPA number that reflects the problem, if
applicable.

e Provide any additional information you might have that might
help in researching the cause of the problem. Examples: "The
employee is no longer eligible for grade retention, but current
pay adjustment reflects he/she is still on grade retention™;
"Employee is duty stationed in Germany, but is not receiving
LQA™; "Employee is being charged for Health insurance, but
has terminated their election™; "RPA
02NOVBGMDDAAAO0002 (a 721 Reassignment effective 3
Nov 2002) placed John Doe on the wrong geographic location
code which impacts the salary. The salary should be based on
GEOLOC 178023334 with base salary $64,430". Click
<Submit> when you are finished adding your comments.

E Army Aegional Toeols - NETESTCPOCE - Microsoft Intermet Explorers

ART 1.1 {RC-12) «f & AZ
Employee Name: Employaa Information
Control: Position Information
Problem: Fay Problem “Wiewy MPARPA History
Sub Problem:  Health Benelits Tickel History

Employes terminated he=slth benefic=s on 1/24/03, but is _-_-'l
gcill being charged for them.
Comments:

=

e The CPOC will monitor the reported Pay Problem Tickets and
assign them to be worked by a particular team/individual. They
will also have the capability to mark the ticket as "not a pay
problem" if the definition of Pay Problem is not met.

Viewing Pay Problems in ART
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You can use the Helpdesk application to view the status of the tickets that you
created, and can also add notes to the ticket. Follow these steps to view
and/or annotate a pay problem ticket:

Step

Action

1

Select Helpdesk from the ART main menu, then select View
Tickets You Created - Open or View Tickets You Created -
Closed. If you look for your ticket under OPEN and do not find
it, look under CLOSED. If it is found in the CLOSED area, you
will see how the problem was resolved. Often the CPOC will be
able to fix the problem directly; if so, this will be annotated and
the fix should be reflected in the next pay cycle. If processing
outside the CPOC is required (e.g., action required by timekeeper,
CSR, or pay technician), it will be annotated. In these cases, the
corrective action may take longer.

'; Army Begional Tools - NETESTCPACT - Mic

ART 1.1 (RC-12)

Navigation: Main > Helpdesk

+ Enter a HNew Ticket
View Tickets You Created - Closed
View Tickets You Created - Open
Work Tickets

Menu lterm Descriptions

When viewing tickets, you can also add notes to the ticket (see
step 5 below). The CPOC user will resolve the issue and place
notes on the ticket indicating what action was done. The CPOC
will not close the ticket until the pay problem has been fixed in
DCPS. If the submitter does not agree with the resolution or has
additional questions, the submitter can place a note on the ticket
and add their question. This note will flag the CPOC to relook at
the ticket. If the action has been forwarded to a pay technician,
CSR, or timekeeper for further action, the ticket will be marked as
such and not closed until the employee receives his/her
pay/entitlements.
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On the Layout Options screen, click on <Proceed to Helpdesk>:

; Army Regional Tools - HETESTCPALCS - Microszolft |

ART 1.1 (RC-12) =

Helpdesk; “iew Tickets You Created - Clpen

Please Select the Overall Layout:

Cpen Tickets 1 || view Layout Details

Froceed to Helpdesk

Click on the "Ticket Type" radio button to see your tickets sorted
by ticket type, then select "Pay Problem™:

ZX Army Fiegional Tools - METESTCPACT - Micosnlt |ntemet Ewploesr

ART 1.1 (RC-12) 0 R RS AF | Helpdes!

Helpdask; Vigw Tickets Tou Craated - Dpen; Layowt = Cipen Tickats 1, States = Open; Ticket Type = [Suspenses
Graipings

© Brnch  © CBAT © Command € Creatoe  © Division  © Owner € Sandcing Region  © Ticket Employes  © Ticket Sub Type | @ Tickst Trps

Ticket Type Red Amber Yellow B Sk Tatal
Enhance Currant Tool 0 0 0 n 1
Pay Proklam o o o 0 5
Tatals . 0 0 i

Wiew Colanzation Char

Wiew Ticket Descriptions

Click on <View Details> to see a list of your open pay problem
tickets:

3 Mt Fleginnal Tools - NETESTCRALS - Micsnsodt Intnimet Explores

ART 1.1 [RC-12) - ERB & AT T =4 Helpdesk

Haslpdask; View Ticksts You Craated - Opsn Layour = Cipan Tickets 1 ; States = Opan; Ticket Type = |Suspsrsss
Groupiigs, Ticket Type = Pay Problen
Sarted by Cpened Date, Ticket Employee

Tickst Ticket  Opumed el Organization Ticket Last iy
Humber fgo Date Type Code [ Respanse
2 -2 ERMANT FRAADLEA] [002-19-20; I 1urvie aut that Th. i 0
o0 foozi-zn 11 G ERMAWIFBAAFT B
T4l C02 11200115736 Tamimations of Appointrantf S0 SF(;
L] [2002-11-20 442 fawsede ERMAWIFERADHEE NE TEST CPOC BMNE T
175604 o 1121 081636 fowards ERMAWIFEAASH INE TEST CPOC BRE TI

pRGDRR | VB

Summary Data
CPAC Tutal Bovry Ppe

Tickess in Diays
ICOE NEW YORK 1 62521
MWEST POINT & A2.53
Tatal Bwg Age
Tieket Type AT m%{:;’_s
Pay Prober El 2.5
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5 Click on the ticket number of the ticket you want to view. Add
any notes that may be applicable to the ticket in the "Enter Notes
Below" Block, then click on <Submit Notes>.

; Heldpdesk - Microsolt Intesnet Explores

Close Window 5

Ticket Number : 179804
Problem: Pay Problem
Sub Problem: Huweards

iployae Informatior
Date Submitted: 11/21/02 6 16:35 AM SIPLTR W Al

Position Information

Status: CLOSED i
Visw NPA/RE ;
Creator: NE TEST CPAC 3 T'f":ﬂ J: i rp*‘ ey
: is
Owner: NE TEST CPOC 8 s
Control:

Employee Hame:

Comments Made:

Employee was Supposed to receive & cash awvard in his 10-31-02 paycheck but did
ot . FPA waz processed Ior the 10-05-02 pay perilod. EPA number

02 OCTRGHADDODS4T

Enter notes below:

‘ H

Submit Notes i |

Date
Responded:| Er 1
IME

Response:

102203 [TEST
10:24:17 AMCPOC
B

I"."EHT - Ser notes

Assigning Pay Problems in ART

Assignment
steps

This phase of Helpdesk processing is done by designated person(s) in the
CPOC: once pay problem tickets have been submitted, they are assigned to a
specific individual or team in the CPOC for working. Follow these steps to
assign incoming pay problem ticket(s):

Note: Illustrations used in this Guide are from a testing database and do not
reflect appropriate ticket ages (i.e., most of the tickets are in the "red" range
meaning they are quite old). New pay problem tickets should be assigned
within the CPOC, and worked, promptly after they are submitted.

| Step | Action |
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Select Helpdesk from the ART main menu, then select Work
Tickets / Change Owner. Note: The "Work Tickets" selection
allows you take ownership of tickets yourself, they do not need to
be assigned to you.

; Army Hegional Tools - HETESTCPOCSE - Mig

ART 1.1 (RC-12)

MNavigation: Main > Helpdesk

+ Enter a New Ticket
Ticket Report - Open
View Tickets You Created - Closed
View Tickets You Created - Open
Work Tickets
Work Tickets You Own
Work Tickets/Change Owner

Menl ltem Descriptions

On the Layout Options screen, click on the <Proceed to Helpdesk>
button (this screen is not shown). By default, open tickets are
displayed by CPOC branch. Click on the <Ticket Type> radio
button at the top of the screen:

2 Avmry Fegsunal T ools - HE TES 1 CPUCH - Miciosofl Infemnel Eaplose

ART 1.1 (RC-12) «FF =B B &AZTW: Helpdesk
Helpdesk: Work Tickets/Change Owmer, Layout = Open Tichets 1.; Status = Open; Ticket Type = ISuspenses =
Gioupings
€ Hranch  © CPAC © Commind  © Cwador © Owenon © Owner © Soracng Hogon © Tiekot Emplayee © Tickot Sub Type | © | Tiekel Type

Ticket Typn Rued Ambi Firllowe é‘:&:‘:‘ GDF::’ Tatal

En word Taol 0 ] 1l 0 I

HEAT 0 0 o 0 13

Pay Prabilum (] ] il a5

OC Ermors ] 53 = 123

Report Freor 0 la n 0 |78

Totals a &3 = =

I I “fou cIm only vigw 1000 or less Tickete

“iew Colorization Chart
a | _'l_I
4] by Regional Tocks - NORTHEAST REGION - TEST |5 o Iriemet P
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ART 1.1 (RC-12)

f

Select Pay Problem. On the next screen (this screen is not shown),
click on <View Details>. A list of open pay problem tickets
displays.

3 Army Regional Tools - NETESTCPOCS - Microsoft Internet Explorer

B & A9

Helpdesk; ¥Work Tickets/Change Owner, Layout = Open Tickets 7., Status = Open; Ticket Type = [Suspe

Groupings; Ticket Type = Pay Problem

Sorted by Opened Date, Ticket Employee

Change Ticket Ticket Opened Tiscl:(l;at Organization

Owner Number| Age Date T Code

vpe

c heerze [EE2002-07-16.08-21-07|incomrect Pay Setting EEMCWISJAAAAHC  SPRING
c heaons [EE2002-07-31 14-58-53 ncamrect Pay Setting ALEWAGBZ0JDDA  |[ROTT L
el 72314 002-08-22.07-57-58 Incorrsct Pay Setting ACXDWZE2AAAAHC  |EVERE
73737 [EE2002-09-06 13-24-40pWork Schedule BNFCWOXQAAUGBA  MARGL
173951 [EE2002-09-10:14-15.08Teminations of Appointment/ALSFW1ESAAYC FANAR.
C 173063 [E2002-09-10:14-23-53fF refighter Pay BRMAWIFEAAFUF  CHAVE
e 74676 [2002-09-30.15-38-22jw1GH AGATWAQUAAACHE  [5COTT
e 7o [z002-10-02.08-34-21jawards AGSEW! JMAAAD GALE h
174609 [EE2002-10-02:08-365-22/Change to Lower Grade  [AGSEWIJ4AAAD GALE h
¢ 7497 [2002-1003.1805-56|New Hire ERMAWIFEAADG  ACKER
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Sorting: By default, tickets are listed by opened date (oldest first),
then by employee name. Depending on how your CPOC works in
assigning tickets, it may be more convenient to re-sort the tickets
by different column(s), for instance, you can re-sort by ticket
owner so that all unassigned tickets (assigned to "(Not Owned)")
are listed together, or re-sort by ticket sub-type so that all "WIGI"
problems are listed together. To do this, click on the <Resort
Data> button at the bottom of the list and re-arrange the sort fields:

Choose the sort arder for this Report:

Columns on the Report: Sort by these Columns:
Ticket Mumber =] Dpened Date =
Ticket Age Ticket Employee
Dpened Date

Ticket Sub Type

Crganization Code
Ticket Employees Sortby -> | ﬂ
Last Fesponse

Chwiner

Creator <~ rErmove | ﬂ

Assignment

= [

Goto Report |

As an example, to change the sort order to "Owner," remove each
of the items in the "Sort by" (right side) column by clicking on
them, then clicking the <remove> button, then click on "Owner"
in the "Columns" (left side) side and click on the <Sort by>
button. Use the up- and down-arrows to the right of the "Sort by"
column to further rearrange the sort fields if you are sorting by
more than one. When you have selected the desired sort order,
click the <Go to Report> button to return to the listing of open
tickets (in the new sequence).
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Once the tickets are sorted to your satisfaction, click on the
<Change Owner> button for each ticket that you are going to
assign. The ownership window displays.

e Each ticket must be individually assigned.

e Select the user to be assigned the ticket from the drop down
list. Use the guidelines provided at your CPOC for who should
be assigned each ticket. The list of names that you have
available is governed by the access granted to your USERID.
Contact the local ART System Administrator if you do not see
the appropriate personnel on the list.

e Once you have selected the assignee, click the <Submit>
button.

3 Army Regional Tools - NETESTCPOCS - Miciosoft Internet Explore

=4

atamets T BB RS AZW

Helpdesk; Work Tickets/Change Owner, Layout = Open Tickets 1.; Status = Open; Ticket Type = |Suspenses
Groupings; Ticket Type = Pay Problem
Sorted by Owner

: Please select the user you would like
o [174915 -[2002-10-03.18-4?-3 to have ownership of ticket 174915:

Change| Ticket [Ticket Opened '3 Helpdesk - Microsoft Internet Explorer = E3 [

Owner [Number| Age Date Al

C 174597 P002-1003:18-03-5 | [\ior Owned =]

74917 [illz002-10-0318-50-3

C 174927 [2002-1003:19-10-4) | Submit | | Cancel |

c 74937 [iiz002-10-0319-27-5

7493 [iilz002-10-0519-418-5 =
- Py R === V= P T . L AT P

/3 Helpdesk - Microsoft Internet Explorer

Please select the user you would like
to have ownership of ticket 207133:

| Mot Owhed j

Mot Crwened

ART DEVELOPERS [(Z2WEBER)
BARMNABEE PAM (NEBBCSPOO3)
EETEST CPOCI(EETESTCFOCT)
EETEST CPOCA(EETESTCROCY) —
KEITH SKROCKI (ZZ2WEBERA)

KOTEST CPOC I (KOTESTCROCT)
KOTEST CPOC 4 (KOTESTCROC)
LISAHETTCHEM (Z2WEBERE)
MCTEST CPOC 3 (MCTESTCFOCT)
MCTEST CPOC 4 (NCTESTCFOCY) =

Repeat this for each ticket to be assigned.

Working Pay Problems in ART
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This phase of Helpdesk processing is done by designated person(s) in the
CPOC. Follow these steps to work a pay problem ticket:

Note: illustrations used in this Guide are from a testing database and do not
reflect appropriate ticket ages (i.e., most of the tickets are in the "red" range
meaning they are quite old). New pay problem tickets should be assigned
within the CPOC, and worked, promptly after they are submitted.

| Step | Action
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Select Pay Problems* from the ART main menu, then select Work
Pay Problems I Own.

3 Army Regional Tools - NETESTCPOCS -

ART 1.1 (RC-12)

Navigation: Main > Pay Prohlems
View Pay Problems

Waork Pay Problems
Work Pay Problems | Own

Menu ltem Descriptions

e View Pay Problems is an option available for non-CPOC
employees to view the pay problems. They can add notes to
pay problem tickets.

e Select Work Pay Problems to see all the open tickets that
have been received. This option is for CPOC users to take
ownership, assign ownership, and work pay problem tickets, as
well as supervisors or employees assigned to track status of
pay problems. The user will be able to add notes which will be
"marked" for the user assigned to work the ticket the next time
the user signs on. The "mark™ is a mail slot with a letter
sticking out of it on the ART toolbar.

e Select Work Pay Problems I Own to get tickets already
assigned to you for working, resolving, and closing (for CPOC
users) (this option will be used in this Guide).

* Note: This section is accessing pay problems via the Pay
Problems selection on the ART main menu. The Helpdesk
selection will allow you to do the same thing. The primary
difference is that going through the Pay Problems selection filters
the Helpdesk tickets to only show tickets that are in the Pay
Problem category.
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On the Layout Options screen, click on the <Proceed to Helpdesk>
button (this screen is not shown). When the list of tickets displays
(this screen is not shown), click the <View Details> button to
display your list of tickets.

A Aumy Regional Tooks - METES TCFDCH - Miciosalt Iniesnet Explores

ART 1.1 (RC-12) «f S AF T Gl Pay Problems
Fay Froblams; Wark Pay Problams | Cwn, Layout = Cipen Fay Froblem Tickets . Status = Opan; Ticket Type = Pay Problam
roupings
Sarted by Opened Date, Ticket Employee
Ticket Ticket  Opened Tickal Onganizati Ticket Last
icket Ti pene b rganization ke a 3 2
Numbes Age Date Type Code Employee [ U
174676 [lE00z05-3015.38 22WG1 AGATWLOUASACHE BO00C-08-30. this was a fes) |ME TEST CROC BMC TES
| EnEX[ERE: ork Schecule E BAADF | ME TEST CPOC AMNC TES
o ationg of Appoirémant F& FIREIROAND, ME TEST CPOC GMNE TES
17oa0s 02 11-21 060442 wards B BAADHEE | [ MNE TEST CPOC BMNE TES
07133 0030122 09.00-41 Hesith Bensfts AUBWAGVAARECA | NE TEST CPOC BNE TES
Fesor Data [ “Viaw in Excal
Summary Daia :
oA Total Ay Age
(2L Tickets | in Days
WEERDEEN PROVING GROUND 1] 11396
COE NEW YORK 1 5314
FORT MONMOUTH 1 026
PYEST POINT | z 6 56
) Total Posy Ange
Ticket Typs | Tiekew | inDays
Pay Problem 5 0.1

e Ownership: If you are using the Work Pay Problems selection,
you have access to all the open pay problem tickets in your
CPOC. These tickets may or may not have been assigned to
you. If not, you must take ownership in order to work them by
using the "Change Owner" button on the table.

e Optional display order: When the table displays (in Branch
order by default), click on the <Ticket Sub Type> radio button
at the top of the screen to sort the tickets by type of problem
(or by any of the other sort options), and then select the desired
sub-type.
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working on to display the ticket itself.

A Helpdesk. - Miciosolt Intesnet Explorer

Close Windaow @

Ticket Number : 207133
Problem: Pay Problem
Sub Problem:  Health Benedils

Date Submitted:
Status:

Creator:

Ohaenier:

172203 2:00:41 AM
OPEN

NE TEST CPOC 8
NE TEST CPOC 8

Click on the ticket number of the ticket you are going to be

Employee Inforrmation
Pasition Information
Wiew NPARPA History
Ticket History

Canitrol:
Employee Name:

Comments Made:

Employee terminated health benefits on 1/24/03, but a5 still being charged for
T hizm,

Choose Action:

f
j Lse a combination of the Cid key and &
left mouse chek to choase more than ane option.

-

C,I'urll__:u Ticke! T'}r_;_lu
Choose Cause of Pay Froblam
Choose Mature of Action

What do vou wash the status of this ticketto be? & Open © Closed
Submd Besponse |

Enter notes balow:

Submit Motes
Date Responded: By Response: =
4| | k]
] 7] Views NPARFA History |8 miere b

The information describing the problem will be in the "Comments

made" section. Using the information provided on the ticket, plus
research capabilities on the page (Employee information, Position
Information, View NPA/RPA History, and ticket history) and
DCPS inquiries, determine the cause of the problem and the
resolution required. Available actions at this point are (these are
covered in the following sections):

e Provide interim information

e Change ticket type

e Reassign ticket

e |dentify fix (cause, NOA, and resolution)
e Close the ticket

Interim information, changing type, reassigning
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Provide interim  Enter status notes in the "Enter Notes Below" section (example: called

information

Change ticket
type

submitter for more information) and click <Submit Notes>.

Enter notes below:

Jubmitter was contacted on 23 Jan 03 for more infDrmatiDn.| ;I

[~

| Subimit Motes I

When information is added to the ticket, a notification is sent to the originator
(mail slot with a letter sticking out of it will appear in the ART toolbar).

This option is used to change the ticket to a different sub-type of pay
problem, or to a different type of problem ticket altogether (not a pay
problem). If the ticket type is changed, it will no longer belong to you, and
you will have to take ownership of the ticket again if you are going to
continue to work on it.

Under the "Choose Action™ block, click on Change Ticket Type, then click
<Click here to enter data for the selection(s) above>:

Choose Action:

‘Change Ticket Type | Use a combination of the Ctrl key and a

Choose Cause of Pay Problem left mouse click to choose more than one aption.
Choose Mature of Action |

Click here to enter data for the selection(s) abowve
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Select the correct ticket type from the list (descriptions follow):

/24 Error Rectification - Microsoft Internet Explorer

Employee Name: VWESLEY GREGORY D
SSN: 223547807
Please Choose Hew Ticket Type: Enter a Mew Ticket =

+ ART Prohlem
+ HEAT

+ NPA Problem
+ Pay Data

+ Pay Problem
+ RPA Probhlem

henu ltem Descriptions

Skt | Cancel |

ART Problem: Choose Request Guidance/Assistance: use if the ticket
submitted does not meet the definition of a pay problem (see Pay problem
definition, page 40).

HEAT: not used at this time.

NPA Problem: choices are "incorrect data™, "missing data", and "other
problem”. This choice reflects a problem on the NPA that requires action,
but did not cause a pay problem. Examples: wrong step but the correct
salary. Wrong SCD for leave, but doesn’t impact leave accrual. Note:
these tickets still need to be resolved; however, they are not as time
critical as pay problems.

Pay Data:

Pay Problem: Click on Menu Item Descriptions to see definitions of pay
problem choices. Once the ticket is changed to a different sub-type of pay
problem, the user must take ownership of the new type of ticket created.
RPA Problem: "RPA has been mis-routed"” does not cause a pay problem,
but requires assistance.
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Reassign ticket  Use this option to assign the ticket to a different group (to assign to a different
person, use the Work Tickets-Change Owner option from the Helpdesk
menu). Under the "Choose Action" block, click on Reassign Ticket, then
click <Click here to enter data for the selection(s) above>:

a Enor Rectification - Microzolt Internet Explores

Employes Name;

S5M:

FPlease choose the group for assignment; | =
R -

_Cancel | ANOMALIES
ARTADMINODT
ARTBUGFE00
ARTEMHAMCEIDN
ARTGKBUGFED01 =

ARTOCLOGICOM
ARTRAGLOGICHI
AFRTRELEASESN0T
ARTSLICERLOGICD0
BPGO0 ¥

Click on the drop down menu, select the group to which the ticket should be
assigned, and click <Submit>.

Identifying the fix and closing

Identify fix When you have fixed the problem, you need to document the cause, NOA,
(cause, NOA, and resolution before you can close the ticket. This is done by selecting these
resolution) items from the "Choose Action" block of the ticket. They can be entered

individually or all at once; to enter all at once, hold the CTRL key while
clicking on these items:

Choose Action:

se a combination of the Ctrl key and a
left mouse click to choose more than one option.

Click here to enter data for the selection(s) abave

59



Army Regional Tools (ART) Users Guide

Once selected, click the <Click here to enter data for the selection(s) above>
button to display the screen for inputting the information for the selected
item(s). When you have completed all the items (whether selected
individually or as a group), click the <Submit> button to update the ticket.

a Emor Rectification - Microzndt Intemaet Explornen

Employee Mame:
SSN;

|s this a previous CPOC's error? ves © Ro &

Please choose the cause of this Pay Problem: | =
IF*Iaas-& choose the Nature of Action for this ijroblam:

Please choose the Effective date for this Mature of Action:

[ =l =l =

FPlease choose the resolution of this Pay Problem: | =l
Please choose who fixed this Pay Problem: 1o

Submt I Cancel |

Cause of pay Identify what condition caused the pay problem, using the drop down list.

problem This will be used to identify trends of problems for possible future training or
system changes. If the pay problem was inherited from another CPOC,
change the radio button to "Yes" (otherwise leave as "No").

Is this a previous CPOC's error? Yes ©  No &
Please choose the cause of this Pay Problem: | =

Submitl Cancel |

MDCFDS System Problem
Timing

DCFS System Prakblem
MRS Reject

Late RPA,

MODCFDS User coding
Fay Feject
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NOA Identify the nature of action of the personnel action which caused the pay
problem This will be used to identify trends of problems for possible future
training or system changes:

Please choose the Nature of Action for this Pay Problem:
FEHEB Llpdate (M2B) - Federal Employees Health Benefits j

781/782 - Change inWork schedule/Hours ;lf Action:
790 - Realignment

866 - Term of Grade Retention
881 -FEGLI Change

A9z - Q5]

B93 -WIG

894 - Pay Adjustment

B - Aavard s

‘FEHE Update (t2E)

TsP Update (T3] - Thrift Savings Plan
Mo - Other -

Also identify the effective date of the personnel action (hint, when selecting
the year, if you click on the "2" key on your keyboard you will jump quickly
to the "2000" area):

Please choose the Nature of Action for this Pay Problem:
| FEHB Update (M2E) - Federal Employees Health Benefits =]

Please choose the Effective date for this Nature of Action:

[Jan =] |12 =] 2003 =
- 1933 -
Sukimit Canc1994
1945
1996
1997
1995
1939
2000
2001
2002
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Resolution Select the appropriate resolution from the drop down list, and include the
action office that corrected the problem:

Please choose the resolution of this Pay Problem: | [~

Please choose who fixed this Pay Problem: = .
Correction Processed
Submit I Cancel | Cancellation Processed

Update MDCFDS
Fayroll Regeneration
DFAS Remedy Ticket
hail to FROD

Fax to PRO

Please choose the resolution of this Pay Problem: |Update MDCPDS =l
Please choose who fixed this Pay Problem: "|

Submitl Cancel |

Fayroll Tech
CPAC
CSR

Closing the Do not close the ticket until after you confirm that the problem is fixed both

ticket in personnel and in payroll. If the action was forwarded to payroll or CSR for
the actual correction, leave the ticket open until the correction is actually
made. Once the correction is confirmed, highlight the "See Notes™ in the
Chose Action Box, select the radio button for "Close"” (in answer to the
question "What do you wish the status of the ticket to be?") and click the
<Submit Response> button to mark the action closed:

Choose Action:

Choose Nature of Action -]
Choose Resolution of Pay Problem | Use a combination of the Ctrl key and a
Feassign Ticket left mouse click ta chaose mare than one optian.

Submit Response |

Once closed, the problem ticket will no longer appear on the Open Tickets
list.

Running Pay Problem Reports
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Reports of open pay problem tickets can be produced through ART with the
output in a Microsoft Excel spreadsheet to allow for more flexibility in
reviewing and analyzing pay problem tickets (at this time there is no
capability of using this process to view closed pay problem tickets; this will
be provided in the future). Follow these steps to prepare a report of pay
problem tickets:

Step Action

1 Select Pay Problems from the ART main menu, then select View
Pay Problems.

2 Click on the <Proceed to Helpdesk> button.

3 At this point, you can select how you view the tickets. ART allows
you to select on any of the radio buttons on the Details screen.
Click on the radio button by your first selection. The following
selections are provided on the first screen:

Branch

CPAC

Command

Creator

Division

Owner

Servicing Region

Ticket Employee

Ticket Sub Type

Unit Identifier

Once your selection appears, you can then click on your next
select criteria in the first column to further reduce your selection.
For example, if your first selection was "CPAC" then you would
see a listing of CPACs in the first column and you just need to
click on the CPAC you want. You can further select by using the
radio buttons again. For example, once you see your CPAC
selection, you can then choose to see the tickets by Ticket Sub

Type.

4 Once the selection process is done, click on the <View Details>
button at the bottom of the screen. This will give you a listing of
the pay problem tickets with the ticket number in the far left

column.
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You can then resort the data on the screen by clicking on the

<Resort Data> button. The following selections are available:

e Ticket Number: the unique number assigned to reported
problem. It is assigned sequentially as the tickets are
submitted.

e Ticket Age: calculated field indicating how many days the
ticket has been opened. This date is based on the opened date.

e Opened Date: the actual date, hour, minute, and time that the
ticket was created (this is the default primary sort).

e Ticket Sub type: the type of pay problem submitted (see listing
of available choices under Create a new ticket).

e Organization Code: the organization code of the employee for
that pay problem.

e Ticket Employee: the name of the employee for that pay
problem (the secondary default sort).

e Last Response: the last information entered into the ticket as a
response. This field always starts with the date of the response,
so the sorting by this field will indicate the last time anyone
entered data into the ticket or whether the ticket does not yet
have a response.

e Owner: the person who currently has ownership of the ticket
and is responsible for resolving the problem. If this is blank no
one has ownership yet.

e Creator: the person who submitted the ticket originally.

e Assignment: the group to which the ticket is assigned. For pay
problems, they will all be assigned to Pay Problem001.

e Servicing Region: the region that services the employee’s
record.
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Choose the sort order for this Report:

Columns on the Report: Sort by these Columns:
Ticket Mumber = Opened Date =
Ticket Age Ticket Employees
Dpened Date

Ticket Sub Type

Organization Code

Ticket Employee Sort by -> | ﬂ

Last Fesponse

et
Creator < remove | ﬂ

Assignment

=l [

Goto Report |

The reports are originally sorted alphabetically by the opened date
of the problem ticket; however, the user can change the sort by
highlighting the preferred sort on the left and clicking Sort by - .
This will move the selected choice to the right column under "Sort
by these Columns”.

Once you have your selection criteria in the right column, you may
use the up and down arrows for your sort order. To change the
order, highlight the option that must be moved and then use the up
or down arrow on the right to move the option up or down.

Then click on the <Go to Report> button to see your list of tickets.

For an electronic copy of the report, click the <View in Excel>
button at the bottom. This will open the report in Excel where you
can further manipulate the data and save it as an Excel spreadsheet
(Note: If saving the report in Excel, change the type of file from
text to Excel worksheet).

/3 hitps://130.114.131.193/DATA/PRINT /6098747772 xls - Microsolt Internet Explorer

J File  Edit Miew Inset Format Toolz Data Go  Favoites  Help ﬁ

DEHERY RS - &= A 2l 3l |id e -B)

arial ‘o dBlru=E==E|8 %, B8EE_-H-A

Al j = Ticket Mumber
A [ B [ ¢ [ D [ E [FE[] 6 [ H [ 1T [ J4 [ K

1 TicketNu!Tlcket Age Opened D:Ticket Sub Organizati Ticke Last ResprOwner Creator | Assignment
| 2 | 166728 191 2002-07-1E Incarrect FBBMCWIE SPRI2002-08-2 ART DEVEBROYYN EPAYPROBLEMOOT
| 3| 163908 176 2002-07-3Incorrect FALKEWA G ROT 2002-09-04 ART DEVEBROYYN EPAYPROBLEMOO1
| 4| 172314 154 2002-08-22 Incorrect FACKDW2E EVEI2002-09-0Z W TEST BROYWN EPAYPROELEMOOT
| 5 | 173737 139 2002-09-06Work Sche BNFCWOX MAR 2002-10-07 ME TEST (Perezroms PAYPROBLEMOO1
| B | 173961 135 2002-09-10Terminatio ALSFWIE FAN: . .. ART DEVEBROWWN EPAYPROBLEMOOT
| 7 | 173963 135 2002-09-1CFirefighter BRMAWTFCHA 2002-10-3C NE TEST (BROYYN EPAYPROBLEMOO1
| 8 | 174338 113 2002-10-02 Awards | AGSBWILGALE: .. ART DEVENE TEST (PAYPROBLEMOO1

9 174889 113 2002- 1D D Change to AGSEIW1 GALE2DD2 11-2€5W TEST |NE TEST (PAYPROBLEMOON
T M “J:rl..r T AT A TR R R RA
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Inbox Statistics Il

What are Inbox The Inbox Statistics tool provides information on timeliness of processing

Statistics? personnel actions (formerly known as the Red-Amber-Green report). This
tool can provide consolidated information by region, CPAC location,
Command, Inbox Sub-Type, or Inbox Type, as well as information on
specific actions to include links to position data, organizational information,
and individual RPAs.

Related tools e Inbox Statistics presents information about open personnel actions
(including actions that have been completed but not consummated, i.e.,
the effective date has not arrived). To view historical information about
closed actions, use the Review and Analysis tool, page 108 (which also
has population statistics).

e CPOC users can access the same information that is provided by Inbox
Statistics using My Stuff, page 76. My Stuff is another way to access
Inbox Statistics and other ART tools but they are tailored to each user's
organizational location (for example, the user sees inbox statistics
pertaining to his/her branch or division only).

e The RPA Tracker tool provides access to RPAs for specific employees
(based on the RPA number). Both Inbox Statistics and RPA Tracker use
the same RPA Viewer to look at individual RPAs. See RPA Tracker,
page 100.

Benefits of Inbox Statistics

Benefits to In-box statistics can be used by CPOC staff members in many ways:
CPOC Staff e Asatracker — The staffer can track individual actions quickly and
efficiently.

e As astatus report — The status of an action is reflected in the Inbox
Statistics tool, if the event codes and information are entered timely and
accurately.

e Asaworkload indicator — Inbox Statistics provides numbers and types of
actions in individual in-boxes. The staffer can access information on
actions initiated by management that are in route to the CPOC for workload
planning and forecasting. Team leaders, Branch Chiefs, and Division
Chiefs can monitor workload to ensure even distribution of work and
resources.
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Inbox Statistics can be used by CPAC staff members to:
e Track actions routed to the CPOC.

e Obtain the status of actions.

e Reduce number of inquiries forwarded to CPOC

Managers can benefit:

e Track initiated actions.

e Check status of actions.

e Comment on the action at any time during the life of the RPA.

Administrative personnel, personnel liaisons, etc., can benefit:
e Track actions.
e Check status of the RPA(S).

Resource management personnel can benefit:

e Access and retrieve information pertinent to their organizations.
e Ensure proper execution of salary dollars.

e Check status of open/closed actions.

NOTE: Users only have access to information based on the level of permissions assigned
by the systems administrator.

Color Coding

Color coding

Inbox statistics uses a color scheme to reflect the number of days in the
"aging" process for each functional area (management, CPAC, CPOC) or
event in the staffing or processing cycle (open announcement, rating, ranking,
etc.).

Click on <View Colorization Chart> (on the layout screen as you are
accessing a particular report) to view the chart, part of which is shown here:
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Close Window
Colorization Values i Days
status Type Red Amber |Yellow Elrih:n g::l.:n
Ages
cPAC Ae B o 15 151 (1005 5%
206 A B o o 0 22100
Management Age Bl 215 15-1 1-05 05%0

Personnel Age {368 120 - 90

01

- Manager -| 4-3

02 -

CPAC Bl 2o

03 -

CPOC 088 0305 5-0.

04

- Classification -| 12-9

05 -

Staffing 088 03-0505-0.

06 -

07 -

Rating BBl s-4s

03

- OpenReferral | 28- 21

09 -

Commited i 120

10 -

Staffing Delay ~ [[00N 20 - 15

Accessing and Using Inbox Statistics

Using inbox
stats

Follow these steps to use the Inbox Statistics tool:

| Step |

Action
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From the ART main menu, select Inbox Statistics Il to access this
tool. A submenu displays:

/) Army Regional Tools - AGMAAASPCO021 - Mig

ART 1.1

Navigation: Main > Inhox Statistics Il

+ All Actions
+ Fill / Becruit Statistics
+ Non Fill / Recruit Statistics

MWenu ltem Descriptions

Select the type of actions that you want to examine (all actions,
fill/recruit, or non-fill/recruit). A further submenu displays:

'; Army Begional Tools - AGMAAASPCOZ2T - Microsoft Interndg

ART 1.1 o

Navigation: Main >Inhox Statistics Il = All Actions

All Open Actions
Opened in the Last 5 Work Days
Opened in the Last Work Day

Menu lterm Descriptions

installation).

Select the timeframe for the actions you want to examine (all,
opened in the last 5 workdays, opened in the last workday (not
available for fill/recruit). (The options for actions opened in the
last 5 workdays or last workday are particularly useful for CPACs
who want to monitor actions being sent to the CPOC from their
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On the layout screen, use the radio buttons to indicate whether you
want to see actions based on total time in management, CPAC,
CPOC, in personnel (CPAC and CPOC), or by events:

Inbox Statistics Il; All Actions; All Cpen Actions

Please Select the Overall Layout:

All Actions 01 || “iew Layout Details

Colorized By: © Total Time in Management  Total Time in CPAC
& Total Time in CPOC  Total Time in Personnel  Event Time

View Colorization Chart

Froceed to Inbox Statistics |

e The <View Layout Details> button displays information about
filtering, grouping, and the level of detail that will be used in
the report you have selected. This is provided for information
only.

e The <View Colorization Chart> link displays the colorization
chart shown above (see Color Coding, page 68).

Click on <Proceed to Inbox Statistics>.
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The report displays, sorted by CPAC location. You can change this
to Command, event (rating, ranking, etc.), inbox, inbox type
(manager, RM, classifier, etc.) or subtype, NOA (nature of action),
smart number (RPA number), or UIC by clicking on another of the
radio buttons at the top of the table.

Note, for many users, this table will not be as lengthy as shown
here since you will only see the actions for your organization(s).
You can click on <View Details> at the bottom of the table to
proceed (step 8 below).

Inbox Statistics Il; All Actions; All Open Actions; Layowt = Al Actions 01. Colorized by Total Time in CPOC; Status = OPEN; Status = FUTURE
Groupings

@ CPAC Location € Command € Event Status € Inbox € Inbox Sub-Type € Inbox Type  © NOA O Srart Number € UIC

CPAC Location ‘ Red ‘ Amber Yellow | G"r'g:ﬁ | ey | Total

ABERDEEN PROVING GROUND | B 56 R -
ARL - ADELPHI B o [ T =
ARL - APG I o

COE BALTIMORE E > 15 - ES
COE BUFFALO I 29 B R o
COE DETROIT | H 6 B s
COE NAD NEW ENGLAND | H 3

COE NEW YORK Bl >: 10 2 EE

Here's the same report sorted by inbox type:

Inbox Statistics II; All Actions; All Open Actions; Layout = All Actions 0. Colorized by Total Time in CPOC; Status = OPEN; Status = FUTURE
Groupings

€ CPAC Location € Command € Event Status € Inbox 0 Inbox Sub-Type '_f_"__i\nbox Type  © NOA 0 Smart Number € UIC

Inbox Type ‘ Red Amber Yellow GLIIE!::l
— g
cPoc | EE 364
hlanager _‘2 &
RMO o o o
Systems D : 1
Unkngun 0 o o
[WGI Box I - o
Totals I - 373

ViERISEIEIE *¥ou can only view 1000 of less RPA's

Use the links in the left column to narrow down your selection
(e.g., choose a particular CPAC location or a particular inbox

type):

Inbox Statistics II; All Actions; All Open Actions; Layout= Alf Actions 07. Colorized by Total Time in CPOC; Status = OPEN; Status = FUTURE
Groupings; CPAC Location = CARLISLE

@ CPAC Location ¢ Command ¢ Event Status  © Inbox € Inbox Sub-Type  © Inbox Type € NOA € Smart Number € UIC

CPAC Location Red Amber Yellow Light Dtk Total
Green Green

View Details
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to display:

2} Army Regronal Tools - AGMAAAGPLOZ - Microsedl Inbeinet Evploser

ART 1.1

=i

SRR S AY

Click the <View Details> button at the bottom of the table.
Depending on the size of the report this can take a moment or two

= Inbox Statistics N

Grouplngs; CPAC Lecation = ARL - APG
Sorted by Actions Requested, Evert Stalus

Inbor Statistics |l All Actions; All Open Actions, Layout = AN Aztions 07. Colerized by Total Time in CPOC, States = OPEN, Status = FUTURE

f| I
(2] ey Flegaonsl Tock.- NORTHEAST REGION

Note the following on this screen:

CPAC (or event or inbox, etc.).

etc.

different columns.

link.

[ P I
Fequest  Smart  Fegeest MGMT CPAC CPOC Actions: | FI::
Date Humber Sequence Time Time Time Reguested | 28:::
| |G
NGy MACROAAN) (159421 i) i 1] AWARD -
D1JUN MAGARNAD [0540  B46 [ 0 |POS ESTABUSH
O1MAY MAGARHRD] D14583  Fe2 19 0 |POS ESTABLISH
010CT  MAGARCIO 51051 == ] n REALIGNMENT [0 |-
BOiMaY MAGARWTDD 276 EID 0 0 [REASSIGNMENT E
[2HUL WACARAMOO 12218 [IB1 0 0 |RECRUT FILL G5-1102408
2001 MO 122028 i 18 (162 |RECRUT FILL GS-1102-12
07 by 0 (6743 EE1 [0 0 |RECRUAT FILL 5
Boene RO0 158075 1115 [SALARY ChG  Pad poDesoi: |
W12 52 1] 0 Bl SALARY CHG B3 joe-1102-12
Hozin MO0 [177410  POA [0 D [SEPARATION @52 -
Bz MIO (117564 O3 [0 0 |SEPARATION [0
0120 00 pmazrs |t 1 B3z |SEPARATION  Bm
1AL AAG 00 0287 { i 532 |SEPARATICN <
BoidL MAGARCOO poAzEs i 532 |SEPARATION [0
Fason Data Wiaw in Excel
i Purg Tima in Aug Tima in | Aug Time in Awy Time in W
RPA Type Total| MGR lnbox | CPAC Inbax CPOC lnbox  Personnel Inbox
FillRacnit | 0 [} [Ty [} [
Cithar 15 ] 257 43 1236 127 B
RPA Total | 15

| Pup -

| E

i *
POC2-12-12 0021212 [¥
001 0715

B001-10:07

DO0203-24 200240324
200301-12
Lo0g-07-13
BO00207-13 20020713
2om-05-:3
20010930
20010903

e The table contains an entry for each RPA for the selected

e To view RPA information for a particular action, click the
RPA number in the "Smart Number" column (see next step).

e The table scrolls to the right to display additional columns of
information, including the current inbox, event time and status,

e The small table at the bottom provides summary statistical
information about timeliness of actions.
e The <Resort> button allows you to resort the actions by

e The <View in Excel> button exports the table into an Excel
spreadsheet for additional manipulation or analysis.

e The "GK" column indicates if the RPA has a gatekeeper
checklist. If "Y," you can view the checklist by clicking on the

| AGARCIMGRIISMC

[f IACARAMMERIZEN

| SWARAAGENDOGT

Gk,

ACROBAMGRICENM
¥ BCARHRMGROA7 M
PACARHRMGRIAT M

A ARWDMBGROTI
ACARAMMERT S
WEADESFIOAL0S
(ACARHAMGRDABM
NEBASSPLIAICOS

WGIPERSONIEL - |
ACARAMMGRIS Y

EMABAAGENDOGT

EMAELANGENDOGC
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To

Close Window %

view more information about a specific RPA, click the RPA

number link in the "Smart Number" column

Army Regional Tools - Microsoft Internet Explorer

RPA Number: 01JUNSAGARHROOO20640

Action Requested: POS_ESTABLISH

Pay Plan-Series-Grade: --

Effective Date: '
Proposed Effective Date: 7/15/01 View RPA
Name:

MNature of Action:

CPAC Code: yira
Command Code: iz

Yiew Position Information

Enter notes below:

Submit Motes |

Date Responded: | By: | Response: |_

=l

To view the RPA data itself, click the "View RPA™ link (see
next step).

If a position record exists, click the "View Position
Information” link to view this data (the link will not be active
if the position is not in the database).

You can add comments in the "Notes" block (and then click
<Submit Notes>). These notes will be accessible to other
users who view this RPA.
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10

The RPA Viewer displays all the data on the RPA itself, plus

3 APA Viewer - Microzoft Internet Explones

Close Window

provides access to the Gatekeeper checklist (if there is one), and (if
you scroll down) notes, current inbox (location), and tracking data:

é GateKeeper Checklist

1. Actions Requested: POS_ESTABLISH

2. Request Number: 01 JUNAAGARHRI0020640 [Dpen)
3. For Additional Information Call:

4. Propoesed Effective Date: 7/15/01

5. Actions Requested By:

ADMINISTRATIVE OFFICER

61301

6. Actions Authorlzed By:

|

DIRECTOR, HUMAN RESEARCH & ENGINEERING DIRECTORATE

1. Name (Last, First, Middle): 2. Social Security Number:

EXHHN

3. Date of Birth:
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My Stuff

Note, this tool is for CPOC personnel.

My Stuff provides CPOC users with a convenient way to access various ART
tools, tailored to the CPOC staff member's organizational location (branch
and division, and region) within the CPOC. The tools that you can access
from My Stuff are:

e Inbox Statistics

Helpdesk

Suspenses

Organization Viewer

Review and Analysis

The tools available under My Stuff are the same as their counterparts
accessed from the ART main menu, but they are "tailored" to your
organizational location within the CPOC. The branch and division which are
used for My Stuff is based on the information you provided in the User
Preferences option (ART Account Editor) -- see Initial login (account editor),
page 12.

Inbox Statistics using My Stuff

Follow these steps to access and use the Inbox Statistics tool through My
Stuff. (which automatically filters the data to your desired organizational
level -- branch, division, or region).

e "My Branch" is being used as an example here, but the same steps apply
for My Division and My Servicing Region. The primary difference
between these options is, of course, the amount of data that will be
displayed.

e Additionally, the examples below are using the "all open actions™ option,
but the other options work the same way also (all open actions, all open
fill/recruit, or all open non-fill/recruit).

| Step | Action
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From the ART main menu, select My Stuff to access this tool. A
submenu displays:

’a Army RBegional Tools - NHETESTCPOCS

ART 1.1 (RC-12)

Navigation: Main > My Stuff

+ My Branch
+ My Division
My Modern Inbox
+ My Servicing Region

Menu ltem Descriptions

See Accessing Other Tools using My Stuff, page 80, for
information about My Modern Inbox.
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the menu selections on the My Stuff menu:

/3 Information - Microzoft Internet Explorer

i_lose Window %

My Branch

Tools under this menu iterm use layouts that filter the data
based on the Branch setting in the user preferences

My Division
Tools under this menu item use layouts that filter the data
based on the Division setting in the user preferences

My Modern
Inbox

shows open actions that sit in any inbox that the user is
attached to in modern

My Servicing

Region

Tools under this menu item use layouts that filter the data
based on the Senicing Fegion setting in the user preferences

Clicking on the Menu Item Descriptions button explains each of

€] I_ E |4 Intemet

o B
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Click on My Branch to see the selections available under that
option. Each of the selections uses data from your branch:

) Army Regional Tools - NETESTCPOCS - Micros]

ART 1.1 (RC-12)

Navigation: Main =My Stuff » My Branch

+ My Branch Open Actions - All
+ My Branch Reports
Open Fill / Recruits
Open Hon Fill / Recruits
Open Tickets
Organizations

Menu lterm Descriptions

Note, the same selections are available under My Division and My
Servicing Region, but the data that is pulled for these options
pertains to your division and region respectively.

See Accessing Other Tools using My Stuff, page 80, for
information about My Branch Reports, Open Tickets, and
Organizations.

Click on My Branch Open Actions - All to see the selections
available under that option:

/3 Army Regional Tools - NETESTCPOCS - Microsoft Internet E xplorer

ART 1.1 (RC-12) o

=N

Navigation: Main >My Stuff > My Branch > My Branch Open Actions - All
All Open Actions

All Open Actions Opened in the Last 3 Work Days
All Open Actions Opened in the Last Work Day

flenu ltem Descriptions

79



Army Regional Tools (ART) Users Guide

At this point, if you click on any of the selections, the standard
Layout screen displays:

/3 Army Regional Tools - NETESTCPOCS - Microsoft Internet Explorer [
ART 1.1 (RC-12) 4= | B S

My Stuff, My Branch; My Branch Open Actions - All; All Open
Actions

Please Select the Overall Layout:
by Branch All Actions 01 || “iew Layout Details

Colorized By: " Total Time in Management © Total Time in
CPAC @ Total Time in CPOC " Total Time in Personnel
' Event Time

View Colorization Chart

Froceed to Inbox Statistics

This screen provides information about what data you have

selected, provides you the opportunity to colorize by time in
different types of organizations (Total Time in CPOC is the
default), and allows you to view the Colorization Chart.

Click on the <Proceed to Inbox Statistics> button to view the
open actions in your branch. At this point, follow the same steps
you would use if you had selected Inbox Statistics Il from the ART
main menu (see Accessing and Using Inbox Statistics, page 69).
The major difference is that the actions displayed will be from
your branch only.

Accessing Other Tools using My Stuff

Other tools

In addition to accessing the Inbox Statistics tool as shown above (at the
branch, division, or region level), My Stuff also provides access to other

ART tools.

ART Tool | My Stuff navigation path(s) |
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Review and Analysis - Fill Time
report, Classification report (see
Review and Analysis, page 108)

My Stuff -- My Branch -- My
Branch Reports

My Stuff -- My Division -- My
Division Reports

My Stuff -- My Servicing
Region -- My Servicing Region
Reports

Review and Analysis - Population
Statistics (see Review and Analysis,
page 108)

My Stuff -- My Servicing
Region -- My Servicing Region
Reports

Inbox Statistics - for your inbox(es)
only (see Accessing and Using Inbox
Statistics, page 69)

My Stuff -- My Modern Inbox

Helpdesk -- pay problems,
suspenses, QC errors, etc. (see
Helpdesk, page 35)

My Stuff -- My Branch -- Open
Tickets

My Stuff -- My Division -- Open
Tickets

My Stuff -- My Servicing
Region -- Open Tickets

Organization Structure -- org codes,
cleartext names, tables of position
data (encumbered and vacant) for
each organizational segment (see
Organizational Structure, page 88)

My Stuff -- My Branch --
Organizations

My Stuff -- My Division --
Organizations

My Stuff -- My Servicing
Region -- Organizations
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NPA Tracker

The NPA Tracker is used to track Notifications of Personnel Actions (NPAS)
processed using DCPDS. The NPA Tracker tool allows the user to easily
locate and view the NPA (NPAs are retrieved based on the name of the
employee). The information provided is the same as that on the formal NPA,
although the format of the document is different (not displayed as a "form™).
Users may use the NPA tracker to ensure actions are accurately processed. In
addition, when using the NPA Tracker, you also have access to the RPA that
was used to generate the NPA.

NPA: Notification of Personnel Action. This refers to the completed
Standard Form (SF) 50 which is the paper notification to an employee that
a personnel action has been processed (a copy is also filed in the
employee's Official Personnel Folder (OPF)). An electronic copy of this
form is maintained in DCPDS.

RPA: Request for Personnel Action. This refers to the "working
document” which is submitted by management to have a personnel action
taken on an employee (promotion, separation, recruitment, LWOP, etc.).
It is similar to a work order in other fields. Once an RPA has been
approved and processed, and the effective date has arrived, an NPA is
generated and sent to the employee and filed in the employee's OPF.

See the RPA Chapter in the DCPDS Desk Guide for additional
information.

Other tools provide information about NPAs and RPAs:

Employee Data, page 30, is an ART tool which provides personnel
information about specific employees and can be used to locate and view
NPA(s) for a specific employee. Once you have selected a specific NPA,
you have access to the same NPA Viewer as is provided in the NPA
Tracker tool (described below).

RPA Tracker, page 100, is an ART tool that allows you to track and view
RPAs before they have been completed (that is, when no NPA is yet
available). Note, once the RPA has been processed and the effective date
has arrived, you can use either tool to view the NPA -- however, the NPA
Tracker retrieves NPAs by the employee name, and the RPA Tracker uses
the RPA number. An additional difference is that the RPA Tracker
provides "tracking™ information, i.e., who has had the action and for how
long, which is not part of the NPA Tracker.

DCPDS, as the database of record for all employee and NPA data, can be
used to view NPAs. Refer to the DCPDS Desk Guide, Civilian Inbox
chapter, for instructions for accessing NPAs via your DCPDS inbox.
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Retrieving the NPA

Steps

After logging into ART, follow these steps:

Step Action
1 Select <NPA Tracker> from the ART Main Menu
2 Enter the name (or part of the name) of the employee, then click
on <View Details>:
; Army Regional Tools - AGMAAASPCO21 - Microsoft Internet Explorer
ART 1.1 -
Enter Name Search Text |
% Beging with  C Caontaing  © Ends with
Yiew Details |
3 If there is more than one employee matching the name

information, a list will be displayed. Click on the correct name

from the list.

E Army Aegional Tools - AGMAAASPLOZT - Microsoft Internet Esploner

ART 1.1 - §
Mame Begins with (3 Mames found)
Employee Name Divizion |[Branch CPAC |PP-Seri-Gr
L D CPOCMA GS0201-13
2 E LETTERKENNY [WG-2002-12
2 H FORT DETRICK [GE-2210-12
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4 A listing of NPAs for the selected employee will be generated.
Select the appropriate NPA and click on the effective date to open
the action (see NPA Viewer, below). This is the same information
that is provided on the "official" Notification of Personnel Action
that is printed and provided to the employee and filed in the
employee’s Official Personnel File (OPF). To view the RPA
instead of the NPA, click on the blue link in the "Request Number
(RPA)" column instead.

Linkto NPA Linkto RPA
f
)

wiification of Fersonmel Action | | guest for Persomnel Sction
Eff Date ROA{T) NOAZ)Accept Signature| | RoquestHumber Action Requested Approval Date Authaorizing Signature
el - Pay Ady | Donald P, Taylor || MSL267506-666 SALARY _CHG 11003
1203 B5G - Witken-grade Int: F Angels 0. Francis | Wil 225962 SALARY CHG NG
W02 B4D - Indiidual Cash Award - Pamela B. Bond [ D2UGLAGMAAS01 32653 AWARD B2102 Prabes, Carohyn P
1AR02 504 - Pay Adj I Donald P Taylor [ MSL109766.220 SALARY CHG (14202 Prater, Carohyn B
S0 BAD - Indmdual Cash Awsed - Lids & Faigon [ 01AUGEAGMASI003523 AWARD S Prater, Carnbyn P

The NPA Viewer

Viewing the
NPA

Once you have selected the NPA you want to view, it displays in the NPA
Viewer. This NPA contains the same data that is contained on the actual
NPA which is found in DCPDS but it is not displayed as a "form™ as it is in
DCPDS. For convenience, the NPA is broken into 3 panels (it is one long
document when viewed in ART). Most of the data is self-explanatory but a
few notes have been added:
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Panel 2
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a Army Regional Tools - Microsoft Interniet Explones

Close Window 5

1. HName (L ast, First, Middle): 2. Social Security Number: 3. Date of Birth: 4. Effective Date:
1412403 12:00:00 P

A
58 Code: 594

5.B. Nature of Action:

Pay Adj

5.C. Code: GV

5.0 Legal Authority: Reg 531205

5E. Code: ILh

5F. LegalAuthority: E O 13282, Dated 31-DEC-2002 |
R
68, Code:

6-B. Hature of Action:

6-C. Code:

G-, Legal Authority:
6-E. Code:

6-F. Legal Authority: =l

T COMNE: Daclilos Thila asd Bassbhar: DEDOMRAEL WARMACERERNT COECIAL QT ANTT2 SARE

The top part of the NPA contains identifying information about the
employee and the type of action taken.
Use the Printer icon at the top of the window to print a hard copy.

2l Army Regional Tools - Microsoft Internet Explores

7. FROM: Position Title and Number: PERSONNEL MANAGEMENT SPECIALIST 80703 5455 E
i, Pay Plan: G5 f
9, Dcec Code: 0201

10. Grade/Level: 13

11. Step/Rate 07

12, Total Salary: 72473

120 Basic Pay: 71289

128. Locality Adj: 5154

12C. Ad]. Basic Pay: 79473 [:\}1

120. Other Pay: 0O

13. Pay Basis: FPA

14, Name and Location of Position’s Organization:

ASAMERA)

CIV PERS OPERATIONS CTR MGMT AGEMCY

TRAINING MANAGEMENT DIVISION

ABERDEEN PROVING GROUND MD 21005

15, TO: Position Title and Number: PERSOMNNEL MANAGEMENT SPECIALIST 80703 5465
16. Pay Plan: G5

17, Oce Code: 0207 8
18. Grade/Level: 13

19. Step/Rate: 07

20, Toval Salary'Award:  G1941

204, Basic Pay: 73503

20B. Locality Adj: B433

20C. Adj. Basic Pay: 81241

200, Other Pay:

21. Pay Basis: FPA

22, Hame and Location of Position’s Organization:

ASAMERA)

CIW PERE OPERATIONS CTR MGWMT AGEMCY

TRAINING MANASGEMENT DRISION

ABERDEEN PROVING GROUND MD 21005

This section contains the "from" and "to" information.

85




Panel 3

Army Regional Tools (ART) Users Guide

2} Army Regional Tools - Microsoft Internet Explones

23. Veterans Preference: 2

24, Tenure: 1

25. Agency Use:

26. Veternas Preference for RIF: ¥

27, FEGLI: DO

Basic + Oplion &

28, Annuitant Indicator: 2

Mot Applicable

29. Pay Rate Determinant: 0

J0. Retirement Plan: 1

CSRS

. Service Comp. Date(Leave): B472

32. Work Schedule: F

Fulk-Tirre

33, Part Time Hours Per Bi-Weekly Pay Period: |
A
34, Position Occuplied: 1

35. FLSA Category: E

36. Appropriation Code:

4337000 AF

37. Bargaining Unit Status: 5388

38, Duty Station Code: 240015025

39, Duty Station:

ABERDEEM PROW GRND / HARFORD / MARYLAND

40. Agency Data:

1. Agency Data:

42. Agency Data:

43. Agency Data:

44, Agency Data:

45, Remarks:

d6. Employee Depariment or Agency:

Fld Operating Odcs of Ofc of the Secretary of Ammy [ARSE)

47, Agency Code: ARSE

48. Personnel Office 1D: 15962

49, Approval Date: 11003

50. Signature/Authentication and Title of Approving Official:

Donald P. Taylor B
Designated Approving Official =

e This section contains employee and position data. Notice that there are no

notes or tracking information (you must view the RPA to see this data).
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OPF Tracker

OPF Tracker is a link to the OPF Tracker application, which is a tool used by
CPOC and CPAC staff to keep track of the location of employee Official
Personnel Folders (OPFs).

The OPF Tracker function can be accessed directly from the ART tool kit.
Select <OPF Tracker> from the main menu. This link will take you directly
to the OPF Tracker (Figure 3-1). You will need your CSU User Name and
password for Modern DCPDS to access the Tracker. NOTE: Use of the OPF
Tracker is restricted to CPAC and CPOC staff members.

OPF Tracker 11

Logon Screen

TTzername |

Password |

Click Here To Logan

Note: Tze your C51T usemame’pasword from
MWaodern DCPDS.
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Organizational Structure

Purpose The purpose of the Organizational Structure tool in ART is to provide the
user with immediate, up-to-date information about the organization.

Organizational Structure

Organizational  The user may access this tool by selecting <Organizational Structure> from

Structure the ART Main Menu. Follow these steps to use the tool:
Information

Step Action

1 After accessing the Organizational Structure tool, click on <View
Information> (Figure 12-1).

MNavigation: Main > Organization Structure

View Information

Figure 12-1.

2 Once you click on <View Information>, please be patient while
the data loads. Once the data has loaded, you can select from the
following: CPAC Location, Command Code, or Unit Identifier
Code (UIC). Select the appropriate field and proceed to step 3.

3 The available information is depicted as follows:
e Total Organizations

e Organizations with Positions

Organizations without Positions
Organizations Pending

Encumbered Positions

e \/acant Positions

4 There are two buttons at the bottom of the screen <View
Organizational Clear Text> and <View Positions>. These
buttons provide a link to position information and employee
information.
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Pay Data
Contents This section covers the following topics:
Topic See Page
Purpose 45
IVRS Interface 45
Pay Data Rejects 48
Pay Data Reverse Interface 50
Pay Data Transaction W3L 52
Purpose
Purpose The purpose of the Pay Data ART tool is to provide personnelists with an

easy to use link for different types of Pay Data. The Pay Data tool provides
the user with information on IVRS Interface problems, Pay Data Rejects, Pay
Data Reverse Interface problems, and Pay Data Transaction W3L reports.

IVRS Interface

IVRS Interface  The user may access information on IVRS interface problems using this tool.

Follow these steps to access the required information:

Step Action

(Figure 10-1).

Navigation: Main > Pay Data

IVRS Interface

Pay Data Rejecis

Pay Data Reverse Interface
Pay Data Transactions W3L

Figure 10-1. Types of Pay Data

1 Log in to the ART tools; select <Pay Data> from the Main Menu.
The next screen will reflect the four types of Pay Data information
you may select from. At this screen click on <IVRS Interface>
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After selecting IVRS Interface from the menu, you may select
from the following options (Figure 10-2). You may sort data
based on the number of days, by all, or by name. In addition, the
data may be sorted by “Errors Only” or by “Processed and Errors”.

After making selections, click on <View Details> for specific
information.

Army Regional Tools Pay Data
Fay Data Main Menu ART Main Menu
Back to Previous Page

Logoff

IVRS Interface

# Last 7Days " Last 14 Days Last 21 Days  ©CLast28Days T Al € By Name

& Errors Only € Processed and Errors

Yiew Details |
Figure 10-2. Sort Selections — IVRS Interface.

After clicking on View Details, you may select from the following

categories: Command, Division, by CF Branch, by CPAC, or by
Date Time Stamp (Figure 10-3).

Army Regional Tools

Pay Data
Pay Diata Main Menu ART Main Menu
Backto Previous Page Logoff

TWES Interface - Time Frame = Last 7 Days - Errors Only =

@By CMD O ByDmision By CF Branch © By CPAC By Date Time Stamp

Command

(T Inactive Record
AMC All others

Total Actions Errors

Field Operating Offices Of The Sec Of The Arm;
Mo vatue

175 A iy Communications -Electronics Command

U2 Army Corps Of Engineers

UE Army Medical Cominatd

Figure 10-3. Sort Selections — IVRS Interface.

Y S [N ) ) e e
|||~ —
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After making your selection by Command, Division, CF Branch,
Date Time Stamp, etc., click on the hyperlink in the left column.
Figure 10-4 reflects IVRS Interface Problems by CPAC, total
actions, and number of errors. Figure 10-5 reflects actions by Date

Time Stamp.
Army Regional Tools Pay Data
Pay Diata Main hlenu ART Ilain henu
Back to Previous Page Logoff
IVES Interface - Time Frame = Last 7 Days - Errors Only =
CByCMD € ByDivision By CF Branch | By CPAC € By Date Time Stamp
CPAC Toial Actions Errors
(Ti Inactive Record 1 1
ABERDEEN PROVING GROUND 4 4
ARL - ADFLFHI 3 3
COE BALTIMORE 1 1
Figure 10-4. Sort Selections — CPAC
Army Regional Tools Pay Data
Pay Diata Main Menu ART Main Menu
Backto Previous Page Logoff

IVES Interface - Time Frame = Last 7 Days - Errors Only

OBy CMD  OByDivision ©ByCFBranch By CPAC |& By Date Time Stamp

Date Time Stamp Total Actions

wlw|—|w|l—|w|o|—|—

wlw|—lw|l~|wlo|l=|—~

TOTALS

Figure 10-5. Sort Selections — Time Date Stamp
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5 Click on the category in the left hand column to bring up
information for that particular category. Figure 10-6 reflects the
sort categories you may choose from, or if you choose to bypass
the sort categories, click <Submit>.

How would vou like to sortthe data: Sart by these fields:
Employvee Name
PP-SERI-GR
Crganization
Date Time Stamp - |
<{- remowve |
Subrmit |
Figure 10-6. Sort Categories.
6 After making the final selections from the sort fields, you will see

a screen similar to Figure 10-7. The information pertaining to the
employee has been eliminated due to security restrictions.
Therefore, only the headings are reflected in Figure 10-7. By
clicking on <Date Time Stamp>, the user may view the error(s)
and specific information for each type of error.

IVES Interface - Command = AMC All others - Time Frame = Last 7 Days - Errors Only

Daie
PP-Seri- A Time
e Organization Stamp

Daie
Reject Comment

Employee Name

Figure 10-7.

Pay Data Rejects

Pay Data
Rejects

The user may access information on Pay Data Rejects problems using this
tool. Follow these steps to access the required information:

Step

Action

1

Log in to the ART tools; select <Pay Data> from the Main Menu.
The next screen will reflect the four types of Pay Data information
you may select from. At this screen click on <Pay Data Rejects>
(Figure 10-1).
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At the next screen, select from the available options (Figure 10-8).
Click on <View Details>.

Pay Data: Eejects In

@ Last 7 Days  C Last 14 Days  C Last 21 Days  © Last 28 Days Al © By Name

e Detals |

Figure 10-8.

Select from the sort fields (Figure 10-9): Command, Division, CF
Branch, CPAC, Transaction Date, or Payroll Office ID. Figure 10-

9 is sorted by Command. Click on <View Details> at the bottom
of the screen.

Pay Data: Bejects In - Time Frame = Last 7 Days

@By CMD O ByDiwision © By CF Branch € By CPAC € By Transaction Date  © By Payroll Office Id
€ By NOA

Conmand Total Actions

Field Operating Offices Of The Sec Of The Ay

Field Operation And Staff Support A gencies

Figure 10-9.

Select sort criteria (Figure 10-10), or you may bypass the sort
function by clicking on the <Submit> button.

How would you like to sort the data: Sort by these fields:
Employee Mame
FP-SERI-GR
Drganization

Mature of Action (MOA)
Payroll Office Id SEq gy

i

- remone

Submit |

Figure 10-10.
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Once you click on the <Submit> button, you will be taken to the
next screen (Figure 10-11). Click on the <Employee Name> to
receive information as depicted in (Figure 10-12). There are many
types of information available from this screen: Salary, SCD,
TSP, WIGI, NTE dates, Benefits, Training, etc. By clicking on
<NOA> (Figure 10-11), you can view very explicit information
pertaining to the pay data reject. Due to personal security
restrictions a representative screen is not available.

Pay Data: Rejects In - Command = Field Operating Offices Of The Sec Of The Army - Tine Frame = Last 7 Days

NOA Payroll Pay
Employee Mame ‘PP-Ser‘i—Gr NOA Eff Date ‘Organizaﬁnn Office Period ‘
Figure 10-11.
Enployee Information
Pay Plan: G3 Beries: 0230
Grade: 07 Step: 01
PayRD: f CPOID: FW

& Salary 30D O TSP © WIS © NTE 0 Other CPCH's

' Retained € Benefits © Projected ' Other Training

Figure 10-12.

Pay Data Reverse Interface

Pay Data The user may access information on Pay Data Reverse Interface problems
Reverse using this tool. Follow these steps to access the required information:
Interface
Step Action
1 Log in to the ART tools; select <Pay Data > from the Main Menu.

The next screen will reflect the four types of Pay Data information
you may select from. At this screen click on <Pay Data Reverse
Interface> (Figure 10-1).

94




Army Regional Tools (ART) Users Guide

At the next screen, select from the available options (Figure 10-
13). Click on <View Details>.

Pay Data: Eeverse Interface

@ Last 7 Days  Last 14 Days © Last 21 Days © Last 28 Days 4l © By IMame
@ Errors Only  © Proceszsed and Errors

YWiew Details |
Figure 10-13.

Select from the sort fields (Figure 10-14): Command, Division,
CF Branch, CPAC, Transaction Date, or Payroll Office ID. Figure
10-14 is sorted by Command. Click on <View Details> at the
bottom of the screen. Select sort criteria as identified in Figure 10-
15.

Pay Data: Reverse Interface - Tune Frame = Last 7 Days - Errors Only

@By CMD ¢ ByDivision O ByCFBranch By CPAC CByPayDate CByTICId

Command Total Actions Exrrors

(T Inactive Record 245 245

Field Operating Offices Of The Sec Of The Army 5 5

Figure 10-14.

Select sort criteria (Figure 10-15), or you may bypass the sort
function by clicking on the <Submit> button.

How would wou like to sort the data: Sort by these fields:
Employee Mame
FPP-SERI-GR
Job Mumber

Organization
TIED _sontby>> |

PANYROLL_ORG_CODE

REMARKS <- rermove |

Subrmit |

Figure 10-15.
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Once you click on the <Submit> button, you will be taken to the
next screen (Figure 10-16). Click on the <Employee Name> to
receive information as depicted in (Figure 10-12) under Pay Data
Rejects. There are many types of information available from this
screen: Salary, SCD, TSP, WIGI, NTE dates, Benefits, Training,
etc. By clicking on <Job Number> (Figure 10-16), you can view
the position description. By clicking on <TIC> you can view
explicit information pertaining to the pay data reverse interface
error. Due to personal security restrictions a representative screen
is not available.

Reverse Pay Transactions - Command = Field Operating Offices Of The Sec Of The Army - Time Frame = Last 7 Days -

Errors Only - Errors Only
Organization 'TIC |Pay DaiE|REMARKS

P-SERI- Job
|E"‘P]'“We Name GR umber

Figure 10-16.

Pay Data Transactions W3L

Pay Data
Transactions
W3L

The user may access information on Pay Data Transactions W3L problems
using this tool. Follow these steps to access the required information:

Step Action
1 Log in to the ART tools; select <Pay Data > from the Main Menu.
The next screen will reflect the four types of Pay Data information
you may select from. At this screen click on <Pay Data
Transaction W3L> (Figure 10-1).
2 At the next screen, select from the available options (Figure 10-

17). Click on <View Details>.

Pay Data: Transactions - W3L

@ Last7 Days ' Last 14 Days C Last21Days CLast28Days O Al € By MName

“iew Details |

Figure 10-17
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Select from the sort fields (Figure 10-18): Command, Division,
CF Branch, CPAC, Transaction Date, or Payroll Office ID. Figure
10-18 is sorted by Command. Click on <View Details> at the
bottom of the screen. Select sort criteria as identified in Figure 10-
19.

Pay Data: Transactions - W3L - Command = AMC All others - Tune Frame = Last 7 Days

@By CMD  © ByDivision By CF Branch € By CPAC ¢ By Transaction Date  © By Payroll Office Id
C By NOA

Command Total Actions
ANC All others 17

TOTALS 17

“iew Details |

Figure 10-18.

Select sort criteria (Figure 10-19), or you may bypass the sort
function by clicking on the <Submit> button.

How waould wou like to sart the data: Sort by these fields:
Employee MNarme
FP-SERI-GR
Job Mumber

Organization
T D _sorty > |

FAYROLL ORG_CODE

REMARKS < remove |

Submit |

Figure 10-19.

At the next screen (Figure 10-20), click on the <Employee Name>
to receive information as depicted in (Figure 10-12) under Pay
Data Rejects. There are many types of information available from
this screen: Salary, SCD, TSP, WIGI, NTE dates, Benefits,
Training, etc. By clicking on <NOA>, you can view explicit
information pertaining to the pay data transactions W3L error.

Due to personal security restrictions a representative screen is not
available.

Pay Data: Transactions - W3L - Command = AWMC Al others - Tine Frame = Last 7 Days

. NOA Payroll Basic  [Trams
PP-Seri- i 4 |EffDate [Organization JEI |Offce e SIIET' Salary |Date

Enployee Name Gr

Figure 10-20
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Pay Problems

The Pay Problems application in ART provides access to that segment of the
Helpdesk that is used to work pay problems. It is an alternative way of
accessing the Helpdesk that automatically filters Helpdesk tickets to display
only those that are identified as pay problems. See Pay Problem Reporting
Tool, page 40 (part of the Helpdesk chapter).

<3 Army Regional Tools - NETESTCPOCS -

ART 1.1 (RC-12)

Navigation: Main > Pay Problems
View Pay Problems

Work Pay Problems
Work Pay Problems | Own

Menu lterm Descriptions

Menu Selection Refer to...

View Pay Problems

e Viewing Pay Problems in ART, page 45
e Running Pay Problem Reports, page 62

Work Pay Problems

Working Pay Problems in ART, page 52

Work Pay Problems

| Own | Working Pay Problems in ART, page 52
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Phone and Email List

Purpose The ART Phone and Email List tool provides a convenient way to find the
phone number(s) and/or email address of other ART users. The information
on the phone and email list comes from each user's preferences (see Initial
login (account editor), page 12).

Accessing From the Art Main Menu, select Phone and Email List. You can then select
Phone/E-mail from a list of commands and operating offices (Figure 3-3) or select from one
Lists of the following buttons at the top of the Phone and Email Listing screen.

e Command

e User Type

e CPAC

e Name

Phote and Email Listing

® By CMD C ByUser Type © By CPAC By Name

Commands Total
AMC Al others 26
Field Operating Offices Of The Jec Of The Ay 238
Field Operation And Staff Support A gencies 40
HO D& Staff Field Operating A gencies 14
HO U8 Military Entrance Processing ChiD 2

Figure 3-3. Phone and Email List.
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RPA Tracker

Purpose The RPA Tracker provides an easy to use search mechanism for locating and
viewing specific RPAs (Requests for Personnel Action) initiated and
processed using DCPDS. You can also add notes to an RPA using this tool.

Related tools Although you can use the RPA Tracker to find and view any RPA to which
you have access, it is most efficiently used to look for and view one RPA,
particularly if you know the RPA number. Other ART tools may be more
appropriate in other circumstances -- several tools provide access to the same
RPA viewer function:

e Inbox Statistics 11 (page 67), which provides timeliness information about
the processing of open RPAs, can be used to locate and view a specific
(open) RPA. Once you have selected a specific RPA, you have access to
the same RPA Viewer as is provided in the RPA Tracker tool (described
below).

e Review and Analysis (page 108), which provides timeliness information
about closed RPAs, can be used to locate and view a specific (closed)
RPA. Once you have selected a specific RPA, you have access to the
same RPA Viewer as is provided in the RPA Tracker tool (described
below).

e Employee Data (page 30), which provides personnel information about
specific employees, can also be used to locate and view RPA(s) for a
specific employee. Once you have selected a specific RPA, you have
access to the same RPA Viewer as is provided in the RPA Tracker tool
(described below).

e NPA Tracker (page 82) can be used once a personnel action has
processed and a Notification of Personnel Action (NPA) has been
generated. With this tool you can view either the NPA or the RPA. The
major difference between these two is that the RPA record includes
tracking information (who had the action, for how long). In addition, the
NPA Tracker retrieves records based on the employee's name rather than
the RPA number.

e DCPDS, as the database of record for all employee and RPA data, can be
used to view both open and closed RPAs. Refer to the DCPDS Desk
Guide, Civilian Inbox chapter, for instructions for accessing RPAS via
your DCPDS inbox.

Locating an RPA
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Accessing the Follow these steps to access the RPA Tracker and locate an RPA:
Tracker

Step Action

1 From the ART Main Menu, click on <RPA Tracker>.

2 Click one of the radio buttons to select whether you are looking for
open, completed (closed), canceled, future, or all RPAs. Then
enter the RPA number if available (if you are searching for a
specific RPA by number and are not sure of its status, click the
"All" button).

e If you don't know the number, you can use a partial number or
you can just enter the wildcard (%) in the RPA number box.
However, if you have access to a large number of RPAs, ART
will not display more than 1000 records so if your criteria will
select more than that, you will receive an error message (see
Related Tools, above, for other ways of viewing an RPA if you
do not know the number).

e Click on <Begin Search> to locate the RPA.

'3 Army Regional Tools - AGMAAASPCO21 - Microsoft Internet Explorer
ART 1.1 «f PR & AZ

SearchforRPAsthatare: & Open  © Completed © Canceled € Future € All

Enter RPA Number Search Text ||
& Begins with  © Contains € Ends with

Begin Search |
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Specify the sort criteria that you want to use on the next screen.
This is important if you expect to get a large list of RPAs and need
to look for one in particular. Once you've selected the sort fields,
click the <Submit> button.

e If you don't care about the sort order (or if you are searching
for one RPA by its number -- in which case the sort is
irrelevant), just click the <Submit> button without entering any
sort criteria.

Fields to sort the data by: Sort by these fields:

Reguest Mumber
Smart Mumber
Date
Management Time
CRAC Tirme
CPOCTime

Personnel Time sart by -> |

Ewvent Time

Arction Requested

PP-Seri-Gr < remove |
Effective Date

Mame

MOA,

Current Inkaox

Current Event

Responded

Response

Submit |

Hit the submit button without choosing any fields to bypass the sort.

A list of matching RPAs will display (or just one if you are
searching by the RPA number):

icimsalt Intenel Explosos

_____FGIE
RPA Tracker

IFPA Tracker. Fulure RS / Begins wilh / % (375 RPAs fund) 1=

[Sored Sy Reguesi Mumber [
i mce e i ¢
A Smad  Unique G P P | E| Acion | PP.Seri. | Effeciive Current Cusresd ™ G
T Wum Wam WA O R| Requosted | G Date bichy o inbus Event | K g
E Tccls =

NZ0EC MABDMATIO 1E2S003 WE3 57 [Salary_Chy “El' e ftu] gary h Y

OIDEC MALRDENT 1EE2F1 B (117 1B Malary Chy G50654 ?v:u}”r' r

20EC HALRDEIO 1652728 [1}17 1B Salary cng (BT 055 PO03-dar-

[20EC {ALADIED 1652730 B0 16 fSalary_Chg  [oF Pt d0-len-

N2D0EC {HALRDED 15274 B 1[17 16 Salary cng  [3U8SE pI-Gn

DZ0EC MALRDSTIO ET127 1 MMO M4 [Separation ‘T'n il
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5 Once you locate the RPA that you want to view, click the blue
"Smart Num" link to display the basic data window about the

RPA:
a Army Aegional Tools - Miciosoft Intemet Explores
=L
Close Window =4
RPA Humber: D2DEC4ALRDETOONET 127
Action Requested: SEPARATION
Pay Plan-Series-Grade: -
Effective Date: 103103 12:00:00 P View RPA
WIEW M
Proposed Effective Date: 1431103 St
Name: Wienw Position Infarmation
Mature of Action: 302
CPAC Code: AL
Command Code: HB
Enter notes below:
=
x
Submit MNotas
Daie Responded: By: Response:

e If desired, you can enter a note pertaining to this RPA -- type
the note in the Enter notes below area, then click the <Submit
Notes> button. Any notes you enter will travel with the RPA
and be accessible to others who view or work on this RPA.

e Click on the View RPA link to display the RPA Viewer
(discussed in the next section).

The RPA Viewer

Viewing the
RPA

Once you have selected the RPA you want to view, it displays in the RPA
Viewer. This is the same viewer that is used when you display RPAs from
other ART tools (Inbox Statistics, Review and Analysis, Employee Data, etc.
-- see Related Tools, above). The RPA Viewer in ART displays the same
data that is contained on the actual RPA which is found in DCPDS (including
some additional information), but it is not displayed as a "form" as it is in
DCPDS. For convenience, the RPA is broken into 4 panels (it is one long
document when viewed in ART). Most of the data is self-explanatory but a
few notes have been added:

103



Panel 1

Army Regional Tools (ART) Users Guide

¢ Note the Gatekeeper Checklist link at the top of the RPA. If this link is
active (blue), you can view and/or modify the Gatekeeper Checklist for
this action. See Gatekeeper Checklist section in the RPA chapter of the
DCPDS Desk Guide.

e The top part of the RPA contains information about the requesting office,

the type of action being requested, and the subject of the action.

e The Status Remarks section contains any event codes that have been

entered by the CPOC pertaining to this action (none are present in this
example).

Gatek eeper Chacklist

Close windo %

1. Actions Fegquested: SEPARATION

2. Reguast Numbar: 02DEC4ALRDETOONET127 (Opsen)
1. For Additional Infarmation Call:

A. Proposed Effective Date: 173103 -
4. Actions Reguesied By

MANAGEMEMNT AMALYST
121202
. Acthons Authorized By:

TECHMICAL DIRECTOR
1. Mame [Last, First, Middlej: 2. Bpcial Security Number: 3. Date of Binh: 4. EMective Dage: :
13103 12400000 PM

Ramark (heear Date 1 Data 2 Commants

IF

an, Code: 502

5.8, Nature of Action: Refiremend-oluntary  NTE:
5.C. Code: SOM

a0, Legal Awthority: S U.5.C 8336

A.E. Code:

-
H

68, Code

6.B. Nawre of Action:  NTE:

6.0, Coide:

60, Legal Authority: -

L] |;IJ
@] Dore I_T|5-|i Inbmaret &
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This section contains the "from" and "to™ information (similar to what is
shown on page 2 of the RPA in DCPDS). In this sample, there is no "to"
information since the action is a separation.

;III A Yeswar - Macrocolt Inbeened [ aplorer

6.F, Logal Muthority:

T, Position Tille and Hurmbed:
SECRETARY (04)

B, Pay Plan: ==

4, Dee Codez 0318

W, Grade'Lavel: 05

1. SsepRate 10

12. Total Salan: 35112

124, Basic Py 31262

128, Locality Adj: 3320

12C. Ad). Basic Pay: 35112

120, Oibver Pay: D

13, Pay Basis PA

W, Hame and Lecation of Postion's Qrganization;
HE CECOM

RESEARCH, DEVELOPMENT, & ENGR CTR
SPACE L TERRESTRLAL COMMUNICATIONS
DIEMOUNTELVEEMEOR NETWORES (1GBG)
FT BMOMMOUTH, M 070G

T0: Posstion Title and Bumber

1. Pay Plan:

7. D Code:

1. Grade/Level:

1, StepRate:

A, Toral Salany:
208, Basic May
208, Localing Adj:
20C, Ad], Basic Pay:
200, Oiker Pay: 0
1, Pay Bastse

#7. Hame and Lecation of Position's Organization:

4l l.d;l

@] Dere [ 3 ' imarel &
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This section contains employee and position data (similar to what is shown on

page 3 of the RPA in DCPDS).

;II-'.\ Viewsr - Mioiosadl Isinet Eaplores

3. Vetorang Frefenenca: 1

2. Tewire: 1

2. Bpemcy Use:

26. Weterans Preference for RIF: N

27 FEGLE BED

2. Anmuitant Indicatar: 9

9. Pay Rade Deierminant: 6

0. Rediremant Plan: 1

. Sandce Comp. Datellaswal: 12574
2. Wark Schedule: F

33. Panl Time Howrs Per Bi-Weekly Pay Pediod:

34. Posifion Dccupied: 1

35. FLSA Categony: N

J6. Appropriation Code:
EX7EIHEEKE

37. Bargaining Unit Status: ARITEG
38. Dty Stationm Code: 547065005
19. Duty Seatiom: FT MORSOUTH ¢ MORNMOLUTH / NEW JERSEY
40. Agency Dataz

41. Agency Dataz

42, Agency Data

43, Agency Data:

44, Agency Data:

45. Education Level: 13

46. v Dogree Anained Degroe: 1571
47. Academic Disciplime: 230101

401, Functional Class: 00

49. Cltlzemnship: 1

A0 Vadorans Statwse N

0. Supendsany States: 8

1]

@] Done
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Panel 4 e The Remarks section contains any remarks that have been added by the
CPOC (these are the remarks that are shown on the final NPA when the
action is processed).

e The Current/Last Box and Coordinator sections show who currently has
the action or who has had the action in the past (respectively).

=
=
(APEADVE R SIGMATUIRE T T e OAEE e
Padvezig OfcRt. em
A e e,
|
qu:rhl: khuﬂ-- EI-'II Days Date Received Em
. HARTSONCOP - i 12072 a3 |
B INBORACORD OFFICLAL [;3 0. BB M |
Fmﬁﬂu Hﬂchun Fnilhd*ﬂ b“mlﬂd Pllﬂ Sand
vz BLOPASSPCOOTACRG - | ly 33 21302 lzﬂ?;ilz
HALC PRANNCRG | 7 HAEEE AM F‘H.
ALRODDMGRIIEMGH - L 0. 12 22 é%ggg"
P 13008 Pw :
: ' L1 AN
| 3
FALRDSTHIGRT2MGA - i]m 2ranz 12;;2;;'
L =
il v
e L &
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Review and Analysis

Purpose The Review and Analysis application provides users with various statistical
reports about their civilian workforce population as well as personnel action
timeliness reports.

e The population statistics report shows such things as numbers of
employees, number of supervisors, minority/non-minority statistics,
male/female statistics, grade levels, career programs, education levels,
etc. From this report, you can drill down and examine individual
employee and/or position records.

e The timeliness reports cover various personnel actions -- fill actions,
non-fill actions, and classification actions -- showing amount of time in
management, in the CPAC, and in the CPOC. These reports are based on
closed personnel actions. From these reports, you can drill down to
examine individual personnel actions.

Related tools e Inbox Statistics I1, page 67, provides timeliness information about the
processing of open RPAs. It can also be used to locate and view a
specific (open) RPA.

e Employee Data, page 30, provides personnel information about specific
employees. It can also be used to locate and view RPA(s) for a specific
employee.

e RPA Tracker, page 100, provides access to RPAs for specific employees
(based on the RPA number).

e NPA Tracker, page 82, can be used once a personnel action has processed
and a Notification of Personnel Action (NPA) has been generated. With
this tool you can view either the NPA or the RPA.

Population Statistics
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Procedures
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The population statistics report in the Review and Analysis tool provides data
about the civilian workforce. Once displayed, you can view the report using
any of the following options:

e CPAC

location

e Career program
e Command
[ ]

Education group (e.g., high school graduates, some college, bachelor's

degree, etc.)

e Grade group (e.g., GS 1-4, 5-8, etc.)

e PATCOB (professional, administrative, technical, clerical, other, blue

collar)

e Series (occupational series)
e Supervisory group (first line supervisor, leader, manager, etc.)
e UIC (unit identification code)

Functional class (applicable to scientific and engineering positions only)

Follow these steps to view this report:

Step Action
1 From the ART main menu, select Review and Analysis.
2 From the Review and Analysis menu, select AF Population

Statistics.

"; Army Regional Tools - AGMAAASPCO21 - Micros

ART 11 4

Navigation: Main » Review and Analysis

AF Population Statistics
+ Classification Reporis
+ Fill Time Reports
Non-Fill Action Report

Menu ltem Descriptions
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On the layout window, click on the <Proceed to Population
Statistics> button:

23 Army Regional Tools - AGMAAASPCD21 - Microsoft Inte

ART 1.1 o

Review and Analysis; AF Population Statistics

Please Select the Overall Layout:

AF Population Statistics || “iew Layout Details

Froceed to Fopulation Statistics

When the report displays, it is sorted by CPAC location by
default. You can select from the various radio buttons at the top to
view the data in other ways (by career program, command, etc.).
The columns of the report otherwise remain the same (supv ratio,
total population, etc.). The illustration shows the data presented
by education level:

o3 Ay Hurgpusnal Tonsle - ARMAAASPIIET - Mucosol] Inbmrd F gl

ART 1.4 ] B4 5 8 AZ T 2l Reviewand Analysis
Hererw and Aalyeis, AF Poplatan Statetics, Layoul - AF Populbon Stdics, Position Type - APPR -
Groupings
© CPAL Location T Carear Pragram © Cammand & | Cducation Graup © Func tional Class T Grade Group. T PATCOR  © Seres -

Supervisary Group  © LIC

7 3 Tatal Population Minusity Hon.Minority
ElleorionSrom Supviate T | Famala | Taal | | Mala | Famale | Toul | | Mala | Faala | Tl
191 &5 13 534 8 5 LE] .- 72 I
181 748  6047| 1%%| | 976 o6 17| | 6614 4231 10745
1511 B47 | B53 42 IR 205 e
81 A | MaBEE I EE 621 te@a) ) 17|
i EEA 77| es| | s03) 13| Ban| | s I
41 1% 41 18H 15 4 14 110 - 148 |
51 00| EEIEE N B | 740 E
99 - LINKNI N GROL 171 1 118 o] .1 el 52 143 93 37
(ToTALs 10:1 yrrird 11619 I3 327 217 4453 18 saa42 25441

*¥ou can only view 1000 or lzsz Employses

110



Army Regional Tools (ART) Users Guide

(con’t)

e You can further narrow down the report by clicking on one of
the links in the left-most column (in this case, Education
Level), and once that displays, selecting additional radio
buttons (CPAC, career program, command, etc.).

e |f desired, you can view the data that comprise the report by
clicking the <View Details> button at the bottom of the report.

Note that you can only view records in groups of 1000 or
less. This is true throughout ART. It will not be a concern if
you have access to less than 1000 records, but if you have
access to more than that, you may run into this on occasion.
To view details from a report with more than 1000 records,
you must first narrow down the number of records by clicking
on one of the links, then, if necessary, select a different sort for
the selected records (e.g., by CPAC, command, grade group,
etc.).

Here's a sample of the "Details" screen from Career Program 10
(Civ Pers Admin):

AGMAAASPLOZY - Micissnb nbiioel Explioser

ARTil = BERER S A T 4 Review and Analysis

Population Statistics; Layoun = AF Populstion Statistics; Pasition Types = APPR
Groupings, Career Pragram = CIVILLAN PERSOMNEL ADMBISTRATION
Sonted by Mams

G5 g 12 100 E‘J PLUEWAGYAANC 1974-03-18C5RS 2006-0802 6 - MASTERS = DOCTORATE] T
GS o2 m RAIST AGSEWIJDLAFGE 1957-02-17 FERS 20020-06-26 02 - HIGH SCHOOL OR EQUINV D«

Gs oM m E-i Im-i PEHANANAARDY 7 s - - HIG OR EQUINV O
G5 Do B PO AHE BATWIMEAAER ELL 2 - . STERS |12
GS 0201 (9 D5 B0IGE  (AGRAWADVARKD 932 = z z IU-Ij U.i QR O
P T R R s SRR i P o S -

e | AR e A

From here you can click on the links in the "Name" column to
display a particular employee's record, or the "Job Number"
column to view the position record (similar to that seen when
using Employee Data, page 30).

Timeliness Reports

Purpose

The timeliness reports in the Review and Analysis tool provide information
about the timeliness of processing classification actions, fill (recruit) actions,
and non-fill actions. The procedure for generating each of these reports is

similar, so we will use fill (recruit) actions as an example.
Step Action
1 From the ART main menu, select Review and Analysis.
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From the Review and Analysis menu, select Fill Time Reports (or
Classification Reports or Non-Fill Action Report):

/) Army Regional Tools - AGMAAASPCO021 - Micros

ART 11 4

Navigation: Main > Review and Analysis

AF Population Statistics
+ Classification Reports
+ Fill Time Reports
Mon-Fill Action Report

Menu ltem Descriptions

From the Fill Time Reports menu, select Last 4 Quarters (the only
option at this time):

; Army Regional Tools - AGMAAASPCOZ1 - Microsoft Internet Explorer

MNavigation: Main =Review and Analysis = Fill Time Reports

ART 1.1 G

Last 4 Quarters

Menl ltem Descriptions

Next, click on the <Proceed to Fill Time Report> on the layout
options screen (this screen is not shown).
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When the report displays, it is sorted by CPAC location by default,
and shows the average length of time recruit/fill actions spent in
management, CPAC, and CPOC.

e The classification report shows the same information for
classification actions, but also distinguishes between "routine”
and "non-routine™ classification actions.

e The non-fill report shows the same information for all types of
personnel actions other than recruit/fill, e.g., career promotion,
LWOP, awards, etc.).

e You can select from the various radio buttons at the top to
view the data in other ways (by command, fiscal year, month,
NOA (nature of action), quarter, or UIC). You can also select
one of the CPACs by clicking on one of the blue links at the
bottom of the graph.

B Ay Hegumal Tusls - AGMAAASFIIRT - Mucaazall [nbarct Explom

ART 1.1 e ==Y 5 8 A7 T 2l Reviewand Analysis
R and Analyss, Fill Tieno Roports, Lirst & Quartors, Liont = Lied 4 Gl S0 Tare Boport | Action Type = FillfRocul Actions, Date Closed = 3 Guartons Back thiou
L
|@lcPAC € Command € Fscal Year  © Month © NOA O Quater € LIC

, = e
1008
6135
T = 81,4 241
07 4878
s s
CPOC Time et
IR L) 2837 2504
2708 Fh
Frus ~
CPAC Tima | ! 601
1681
[ | ey s
mt Tienr || | 5 1241
g Sak | 444 125 | 138
Actions T T e e T Nl e T R e R e e | T
CPAC ABERDEEN PROVING GROUND  ARL . ADELPHI ARL - APG CARLISLE COE BALTIMORE COE BUFFALO COEDETROIT  COE MAD NEW ENGLAND COE NEW
I I I *You can only view 1000 or less APA's
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If desired, you can view the data that comprise the report by

clicking the <View Details> button at the bottom of the report.

e Note that you can only view records in groups of 1000 or less.
This is true throughout ART. To view details from a report
with more than 1000 records, you must first narrow down the
number of records by clicking on one of the links (e.g., one of
the CPACs), then, if necessary, select a different sort for the
selected records (e.g., by command, fiscal year, etc.).

e Once the detail listing is on the screen, you can view the actual
personnel actions (RPAS) that comprise the report by clicking
on the "Smart Number" link. This will display the same RPA
Viewer window as the RPA Tracker, page 100. You can also
click on the links in the "Name" column to display a particular
employee's record (similar to that seen when using Employee
Data, page 30).

e You can resort the data using the <Resort Data> button at the
bottom of the detail table, or export the data to Excel for
additional analysis using the <View in Excel> button. More
instructions on these two functions is provided in the Running
Pay Problem Reports, page 62 (part of the Helpdesk chapter).

B fumy Heguonal Took - AGMAAASFUITT - Miciosofl bnlesnet Explores

Wi | el SRS OA0W T easaed

Review and Analysis, Fil Time Rspmts Lagl 4 Quariers, Layour= Las! 4 Qtea Pl Tire Sepod. Colodized by | Action Type = FilRecnil Actons, Date Closed = 5 Quar
Groupings, CPAC = ARL -
Sorted by Regues Dale, Smnrt Hurnber, Regues Sequends

0289 R LA AR AT 10857 iS-22 IU-IJ U.U-I Lb 02016 20020508 A

o2lam HACARAMOD O77 e ?!'.l 2oy BO0I0E1E Q00004
O2ray MACROASIO 107066 "UJZE IEI PO02-06-13  2N002-05-13 A KA
O20CT  MACARAMD 147906 AD TRAMSFER |iF] 1 C (;'- POO215  DOOL12-0 D008 ACHA
O20CT  MACARAMOD 147310 LA _TPAN FER A PSR 007 [O0G1215 [O03-42-20 0021008 pACKAL
Fesor Dats “viewin Excel
| MGR. | Ay CPAC uscmc Ay Persannel
RPATypa Total 11-- T Time

FilRecnil | & 53 3? ] 428
Ciher 1] '\IA. M NA& s

FiFA Total 5
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Another source
of suspense
information

Accessing
suspenses
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sSuspenses

Suspenses provides information for personnelists and managers about
upcoming personnel action suspenses such as expiring appointments, expiring
temporary promotions, within grade increases coming due, etc. It includes
actions that are system-generated (e.g., within grade increases) as well as
actions that may require initiating and submission of a Request for Personnel
Action (e.g., extending a temporary appointment). Information is for
suspenses that are coming due within the next 30 days.

In addition to the ART Suspenses tool, the CSU Application has a Suspense
report that provides similar information. The primary difference is that the
CSU Suspense report allows you to indicate the timeframe of the suspenses to
be displayed. For information on how to run CSU reports, see the “Reports”
section of the CSU Application part of the DCPDS Desk Guide. When you
are in the Reports section of the CSU Application, select "Suspenses” from
the list of available reports.

Follow these steps to access ART Suspense information:

Step Action
1 Log in to the ART tools; select <Suspenses> from the Main
Menu.
2 On the "Layout" screen that displays, click on <Proceed to
Helpdesk>.
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If you are logged in as a Manager, you will probably not have
many suspenses and you can click on the <View Details> button
at the bottom of the "Groupings" window:

3 Army Regional Tools - NE_GREG_WERT - Microsoft Internet Explorer

ART 1.1 «f R B &
Suspenses; Layout = Suspense Tickets., Status = Open; Ticket Type = Suspenses
Groupings
& Branch  CPAC  Command  Divigian " Ticket Employes

Branch i Red i Amber Yellow

D A 0

YWiew Colorization Chart

“iew Ticket Descriptions

e Colorization of suspense tickets: Suspense tickets are
colorized based on the number of days until the suspense date
arrives -- from red, indicating that the date is very close (or has
passed), to green indicating that the date is further out. Hence
the colorization is intended to convey the "urgency” of the
suspense (red needing attention sooner than green). .

e The <View Ticket Descriptions> button displays a list of the
different types of Helpdesk tickets in ART. Scroll down this
window to see the "Suspenses” section (toward the bottom of
the list) which lists the types of suspenses that are tracked
(some have descriptions, some do not).

e If you are logged in as a Personnelist, you may have many
more suspenses and may need to narrow the suspenses down to
a specific branch, CPAC, command, etc., using the radio
buttons at the top of the screen. ART will not display more
than 1000 suspenses at a time.
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The list of suspenses displays:

W By Hegional Touks - ME_GHEG_WERT - Micrssall Iabernel Enplorer T Fil

ART 1.1 wi R B SE AT :ﬁ Suspense
Susparaes; Loy = Susponss Tokets . Stwtus = Open; Ticket Type = Susparses
G

pings:
St by Ticksl Sub Type, Ticket Age, Tick et Emplige

Ticket | Tickm | pbet Suspens Orgasizasion Ticknt

o Lam
Wumber | Ane Type Do Cotle Employes o Hospanse
[oREEE | ELTE AL IEGEEWTMASAT ]
Rt Data | Viewis Excal
Summary Data
Totul B Age
e Tickets in ays
CPOCHA 1 EJE
Total
Ticket Tyne Tickes e

Suspenses 1 EENE

In this example, there is one pending suspense for a within grade
increase coming due in 8 days (indicated by the "ticket age™).

To view the actual suspense ticket, click the blue link in the Ticket
Number column:

ZAHelpdesk - Microsoft Internet Explorer AT =|of %]

Close Window %
Ticket Number : 228696

Problem: Suspenses

Sub Problem:  WIGI Due

Date Submitted: 4,/4003 24002 AM Employes Information
Status: QPEN Faosition Information
Creator: Auto Generated iew MPARPA Histor
Owner: Mot Cwned Ticket Histary
Control:

Assignment: SUSPENSEOD
Employee Hame:

Comments Made:
[#161 Due - 2003-May-18

Enter notes below:

=
il I % LJ;[
[&] pare R T y

e The Suspense ticket provides links to employee and position
information, NPA/RPA history, and any other tickets pertinent
to the employee.

e It also provides a place for you to make notes. If you have a
question on a suspense, you can enter it in the Notes section,
then click on the <Submit Notes> button at the bottom of the
window (not visible in the illustration above). If there are
other notes that have been made, they will also be visible on
the ticket.
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