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Introduction

This section covers the following topics:

This guide is for managers and supervisors who have need to access
information about the civilian personnel workforce or initiate or review
personnel actions using DCPDS. It provides abbreviated, step-by-step
instructions.

DCPDS (Defense Civilian Personnel Data System) is a human resources
information system that supports civilian personnel operations in the
Department of Defense (DoD). It covers all DoD civilian employees:
appropriated fund, non-appropriated fund, and local national employees.

5 October 2005



Contents

Before You
Begin
Logging on to
DCPDS

Version 6.0

The DCPDS Desk Guide

Logging On to DCPDS

This chapter covers the following topics:

Topic See Page
How to log on 6
Changing your password 12
How to log off 12

You will need a user ID and password to gain access to and use DCPDS.

Follow these steps to log in to DCPDS:

Step Action
1 Launch Internet Explorer, type the following in the address:
https://cols7.hroc.dla.mil:8007/0A HTML/US/ICXINDEX.htm
DCPDS will open in a separate browser window.
2 Enter your DCPDS user ID and password, then click <Connect>:

A Oracle Applications Login - Microsoft Internet Explorer EIE'E‘ |

Fle Edt View Favartes Tooks Help )

@Eack M > | \ﬂ \EL‘ _;‘, /VWSearch ‘-:“E’Favor\tes <) = ﬁ 'a ‘3‘

Address | @] hitps: jrols?.hroc. dla.mil: 800704 _HTMLIUS{ICKINDEX, htm v B o Lnks *

~

OFFICIAL U.§. GOVERNMENT STSTEM
FOR AUTHORIZED USE ONLY
[+ WARMING ++* WARNING ++*WARNING **WARNING +++]

Unauthorized access to this U.5. Government computer system
and sofiware is prohihited by Tifle 18, US Code, Section 1030,

it th
s nclassified. Using this systeom consiibutes consant 1o
security testing and monitoring.
Unauthorized use could result in criminal prosecution.
The information contained in this system is subject iv

The Privacy Act of 1974 as amended.

Tser Mame ||

ORACLE

Applications

a: rd

Connect

Could you please take 5 minutes of your time to complete an anonymous customer survey on DCPDS? Thank |«
€] Connect S @ Internet

“Tistart |3 Microsort outlook. 7§ Oracle Applications. Media Pla, &# 09 At

If this is the first tlme you are Iogglng in, or if you have had your
password reset, you will get a message that your password has
expired and you will have to change it. The window for changing
your password will open when you click the <OK> button on the
message window.
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3 After successfully entering the user ID and password the users
“home page” will display.

Navigator

Edit Faworites

(3 CIVDOD CLASSIFIER
(3 CIvDOD Demo Process

CIVDOD PERSONNELIST
(&) Civilian Inbox

3 CIVDOD MANAGER
o

(3 CIVDOD Reconstruct History
(1 CIvDOD STAFFER

(1 CIvDOD SE REFORTS

(3 LM Personnelist - Germany
(3 My Biz

(1 PER NGECOLORODO

(7 System Administration

(0 Systerm Administrator

(0 US Federal HR Manaigar

“Warkflow Inbax

() CIvDOD PAVROLL REGENERATION | (] Breakdown Folder

[ PSEUDOSFED
[ Coredoc

[ PAYS00

[ Pay Status

Request for Personnel Action
(] Appointrment

(] Award/One-Time Payment
(] Cancellation/Correction
(E1D0D 811

DOD Correction Process
(] Details

Conversion to Appaintrent
(] Extension of NTE

Federal Position Change
[&F] Living Benefits

Non Pay/Duty Status

[E#] Realignment

(] Reassignment

(& Recruit / Fill

[E] Long-term Training

(] Return to Duty

[E] RIF Exception

[E] Separation

(] Student Loan Repayment
Foreign Languags Prof Pay
USUHS Salary Change

Warkflow Inbox

Entries

PAY500

Submit Processes and Reports
Deseription

Person Summary

Enter and Maintain

Requests

EEE

The web page displays with three columns, Responsibilities,
Functions List, and Favorites. The left column displays all of the
Responsibilities attributed to the user.

T CWDOD CLASSIFIER
T CWDOD Demo Process Administrator

1 CvDOD MANAGER

(2 CIvDOoD PAYROLL REGENERATION
(IICIVDOD PERSONNELIS

(T3 CWDOD Reconstruct History

(1 CIWDOD STAFFER
(1 CIWDOoD VSE REPORTS

1 LM Personnelist - Germany

7 Wy Biz

(1 PER NGBCOLORODO

1 System Administration

1 Systern Administrator

1 US Federal HE Manager

The column in the middle displays the functions allowed by the
responsibility selected, below is an example of what a CIVDOD
PERSONNELIST would see if that responsibility on the left

column was selected,

CIVDOD PERSONNELIST
Civilian Inboox

Workflow Inbosx
Breakdown Folder
PSEUDOSFSO
Coredoc

EAys00

Fay Status

Request for Personnel Action
[EE] Appointment

[EZ] Award/One-Time Payrnent
Cancellatinn/Correction
DOD G811

DOD Correction Process
Details

Carversion to Appointrment
Extension of NTE

Federal Position Change
Living Benefits

Mon Pay/Duty Status
Realignrment
Reassignment

Recruit / Fill

Long-term Training

[EE] Return to Dty

RIF Exception

Separation

Student Loan Repayment
Foreign Language Prof Pay
USUHS Salary Change

Request for Personnel Action
CAO/Transfer Reguest
Change Appointing Ofice
Transfer Interagency

: CAO/Transfer

Version 6.0
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The column on the right is your stored favorites. This feature provides the user the ability to
create a list of most often used items — similar to the top ten list available in the professional user
interface views. Your top ten list will still be available within the professional user interface but
those links can be recreated here, on your home page, at your leisure. Favorites allow a user to
personalize their home page with those menu items used most often for quick access, and can be
a shortcut to DCPDS functionality or a link to “favorite” web sites. Use the following procedure
to add a favorite to your Framework home page.

Click the Edit Favarites

| button, the Customize Favorites window will display.

Available to Select Selected to Display
Select responsibility L
€sponsitility [CvDOD PERSONNELIST |

Appointrment - Workflow Inbox
Award/One-Time Payment Entries
Cancellation/Carrection P&Y500

DoD 9N Submit Processes and Reports
DOD Carrection Process Description

CADTransfer Reguest Person Summary

Change Appainting Office Enter and Maintain

Transfer Interagency Reguests

Change in Data Element >
Change in ART Status hove
Change in Duty Station P T
Change in FEGL haowe All
Change in Hours =
Change in Retirement Plan <
Change in SCD Rernoe
Change in Tenure <<
Change in Veterans Preference Rerove All
Change in Work Schedule

MNarne Change

Change Position Sensitivity =l

Description

b

Add URL Rename |

Cance| | Apply

To add a “favorite” DCPDS function select the Responsibility that provides the function you
desire to set as a favorite. Our example will add “Appointment from the “CIVDOD
Personnelist” responsibility.

Highlight the function you want to add as a favorite, click the “Move” arrow.

Available to Select Selected to Display

Responsibility | c/vDOD PERSONNELIST ﬂ

Wiorkflow Inbox
Awvard/One-Time Payrent Entries

Cancellation/Correction PAYS00

DD 911 Submit Processes and Reports

DOD Carrection Process Description

CADMransfer Request Ferson Sumrmary

Change Appointing Office Enter and Maintain

Transfer Interagency Requests -
Change in Data Elermant = .
Change in ART Status MWove 8
Change in Duty Station S 7
Change in FEGLI Mo ¥

Change in Hours

Change in Retirement Plan <
Change in S3CD Rem
Change in Tenure <l
Change in Weterans Preference Remaove All

Change in Work Schedule

Version 6.0 8 October 2005



The DCPDS Desk Guide

The function will move from the left column and be added to the column on the right.

Responsibility  [ClvDOD PERSONNELIST

=

Awrard/One-Time Payrment
Cancellation/Correction
DoD 3811

DOD Correction Process
CAOTransfer Request
Change Appointing Office
Transfer Interagency
Change in Data Elernent
Change in ART Status =
Change in Duty Station
Change in FEGLI

Change in Hours

Channea in Retirement Plan

To add a “favorite” website, click the

= Indicates required field

j WWorkflows Inbosx
Submit Processes and Reports
Description

Person Summary
Enter and Maintain

Requests

hove

W 56

==
Move All

Add LIEL

button.

= MName IOF'M Website

*Un Iwww oprn goy

[coee |

Type the name you want displayed on your home page, type the URL information, and click the

Apply button.

Responsibility [ClvDOD PERSONNELIST

=l

Appointment
AwvardfOone-Time Payment
Cancellation/Carrection
DoD 911

DOD Correction Process
CAO/Transfer Request
Change Appointing Office
Transfer Interagency
Change in Data Element
Change in ART Status
Change in Duty Station
Change in FEGLI

Change in Hours

Change in Retirerment Plan
Change in SCD

Change in Tenure

Change in Weterans Preference
Change in ¥Work Schedule
Marme Change

Change Position Sensitivity

Description

= WWarkflow Inbox
Entries
PAMS00
Submit Processes and Reports
Description
Person Surmmary
Enter and haintain
Reqguests
= Appointrment
Move OPM Website
>
Move All

<
Remove

€@ 36

<<
Rermove All

Ll

Add URL Rename I
Cancel | Apply |

When you return to the Customize Favorites window the OPM Website has been added to the

favorites list. When you have finished adding all of the favorites you desire click M.
After applying the changes you are returned to your home page, the new links should appear
under the favorites column.

Version 6.0
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Edit Favorile

V0D PERSONNELIST
¢ | Civian

onnel Action

ne Payment
L grreclion

(5 Student Loan Repaymont
() Eareign Language Prof Pay
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The professional user interface is launched only when a form used in the DCPDS has to be
loaded.
Simply click on any of the normal functions and the professional forms will be loaded. Clicking
on the Enter and Maintain favorite link produces the following results:

e JInitiator launches

£ oracle Developer Forms Runtime - Wi

|
x|[7]
(]
01 CIVDOD =
[@)civoon]

ORACLE

Applications

A\ mpPoRTA

Closing this w
any unsaved «
‘once all work in Oracle Forms-based applications is complete.

; [&] Opening https:/jfred.dcpds.coms.osd. ms{Formserviet? Isarvsessionldr d 1. nBBzr\ZTymR1yuMquE-FNtAXNr\Z [ [ [& [@ mtemet =
[] Cpening https-rre acle Applications Home Page - Microsoft Internet Explare:

@l start “-@@ H £ Micrasoft.. |@Th "le@P <Rel., |@ ntitled -, |@o \A [ &ora \A "—@Draclen ‘D skbop |W@<ﬂr$‘:ﬁé 1005 AW

e People > Enter Maintain

o People

Name

Person Types

Search by number
Personal ¥

Type Employee -
Mumber

Effective Dates

Frarm Tn_ Latest Start Date _ [ . ]
Once you have entered the professional user interface there is no need to return to the

Framework homepage, normal DCPDS navigation can be used. Closing the Person window will

return you to the Navigation list you are familiar with and you can continue with the normal
usage.
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4, con’t

It can take a moment for the navigator menu to display while several
different windows open. Never close this window while using
DCPDS.

2 https:dfcols7. hroc. dla.mil: 2007 - Oracle Applications 111 - Microsoft Internet Explorer

£ IMPORTANT: Do not close this window

Closing this window will cause Oracle Forms-based applications to close immediately, losing
any unsaved data. This window may be minimized safely at any time and may be closed
once all work in Oracle Forms-based applications is complete.

é . Inkernet

@ Opening https: ficols7 . hroc.dla.mil: 3007 fFarmsiFormserviet ?15ervSessionldforms=Fiu3uezts1 . mOHGahl

i4 start 75 3 Internet Explorer - | ) &) 9:32 aM
The Navigator menu will display shortly (see Navigator Window, p.
13). When you arrive at the Navigator window, maximize your
browser window by clicking the Maximize window control button at
the top right of the screen:

Once you maximize your screen, you should see the lower panel
showing the record number. You should have at least the following
windows open (J-Initiator, DCPDS) during a typical DCPDS
session.

l Coredoc 5
PAYANN

A https:ffeols7 brar.... & Oracle Applications. .. EE' Document? - Micra. ..
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Changing your At times it may be necessary, or you may want, to change your password:
password e When you first log in to DCPDS.
e If you know or suspect someone else has learned your password.
e As a matter of security procedures, you will periodically (e.g., every 90
days) be required to change your password.
e You may want to change your password in conjunction with changing
other passwords.

To change your password, from the Navigator menu click the Edit menu, then
select Preferences - Change Password.

Your new password must be at least eight characters long, with no two of the
same characters in a row, and must start with a letter.

How to exit When you are done working in DCPDS:
from DCPDS

Step Action

1 Click File 2 Exit Oracle Applications from the main menu.

2 Click <OK> on the prompt window asking, "Exit Oracle
Application?”

Caution

3 Close any other windows that wereon duing your session
(using the Close Window control button). These may include:

Close Window

bak v = - ) [ A Qsenh (G
_W[{J hitges:eckesaki. ace anwre el S5O0

6] Pyt imted. : ; T I T vt
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Navigating in DCPDS

Contents This section covers the following topics:
Topic See Page

The navigator menu 13
How the navigator menu is organized (expanding and 14
collapsing headings)

The top ten list 15
The toolbar 16
Keyboard shortcuts 17

Navigator Window

The Navigator ~ The Navigator window displays the menu of categories and tasks you can
window perform in DCPDS, based on the responsibilities you have been assigned.
e At the top of the Navigator Window you will see the name of the
responsibility to which you have logged on (e.g., "MGR

SECUREVIEWO02903").

Ilustration Below is a typical Navigator menu which is displayed if you log on under a
Personnelist responsibility (actual items shown on the navigator will vary

depending on your role):

B Ovocle Applcations - MODSYS fILA) TlJlJl Bar
Eie Edt Yiew Tosls Vinsge kel
S g [ :
D Maigatar - CIVT NELEST £

Chyllian Inbox

|| Workilow Inbex

o |+ Complaints Tracking
Braakdswn Foldes

+ Puople

|+ Recrultment

= Work Structures

' = Expand/Collapse
tomdad BUttONS
Py

e . =
= Message Line
+d start o 3 Inteerek = | 0 irutowed Mocks Player

Version 6.0 13

October 2005




The DCPDS Desk Guide

How the _ The Navigator menu contains two types of entries: headings and tasks. The
Navigation List  tasks are the actual operations that you can perform (for example, initiate a
is Organized Promotion RPA). Headings are used to organize tasks into various categories,

and are similar to the hierarchy of a file system, with main headings and
subheadings. Headings and subheadings can be recognized because they have
a plus (+) or minus (-) sign in front of them; every heading and subheading
has at least one task associated with it.

Expanding and  Upon logging on, you will see a combination of headings and tasks on the

collapsing Navigator menu. You can expand headings that begin with a plus sign (+) to
headings display tasks and additional subheadings (if there are any).
e Subheadings will display indented below the items from which they are
expanded.
e When a heading has been expanded, a minus sign (-) will display next
to it.

e Once a heading is expanded, you can collapse it again to see only the
main category heading and thus view a shorter list.

e Items with no plus or minus sign are tasks and cannot be expanded or

collapsed.
4 —— Expand selected heading
= —— Collapse selected heading
+

. ‘— Expand selected heading and subheadings

4% — Expand all headings

e

= Collapse all headiings

Startingatask  To start a task from the Navigator menu ("tasks" are the items that don’t have

fromthe  aplus or minus sign next to them):
Navigation List e Click the task on the navigation list you need to use, then click
<Open>, or

e Double-click the task.

Version 6.0 14 October 2005



The DCPDS Desk Guide

Top Ten List

The Navigation
Top Ten List

How to add
items to your
Top Ten List

Version 6.0

To quickly find and open menu items that you use frequently, you can create
your own "Top Ten" list. The Top Ten List you create will be located on the
right side of the Navigator Window.

e To start a task from your top ten list, press the number key on your
keyboard that corresponds with the Top Ten List number of the item
you want to open. For instance, to submit a report request, | would
click the [2] key on my keyboard. You can also double-click the item
from the top ten list or click it once (select it), then click the <Open>
button.

e If you have more than one responsibility, you can create a different
Top Ten List for each responsibility.

e Top Ten List
Processes and Hepors:Submit Process & Repont

Submii processes or run standard repons

Federal Position o Top Ten List
+ Request for Personnel Action 1. Civilian Waorkflow Inhox
Chvilian Inbox 2. Requests: Submit

1 Workflow Inbox
|+ Mass Action = -
|1+ Work Structures A

+ Wiew b
|- Processes and Repors -
Submit Process & Repont
Wiew Hequests

Wiew Heports

AutoRif Extract

Cobol Extract
Workflow Notifications

[« R

Follow these steps to add items to your top ten list:

Step Action

1 Click an item from the navigation menu you use frequently.

15 October 2005
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2 Click the <Add> button.

e The item is now displayed in the navigation Top Ten List,
with a Top Ten List number beside it. Note: the wording
used for an item on the Top Ten list may vary somewhat
from the wording used on the navigator list.

3 Repeat steps 1 and 2 for the other items you want to put on your

list (up to ten items). You can add or remove items at any time.

e Toremove an item, select it (click on it) on the top ten list,
then click the <Remove> button.

e Each time you log on, your top ten list will be as you left it
when you last exited.

The Toolbar

The Toolbar Many functions in DCPDS can be performed by using the toolbar icons at the
top of the screen (just below the menu bar). Some general points:
e Toolbar buttons will vary between screens depending on what
functions are available; also, some may be displayed but "grayed out."
e Todisplay the function of a button, move your mouse over it and an
identifier will display briefly.

Toolbar Button 2 o & & - < P | :, S (205 @ 22 = 5]
i | | | 1
Functions [Fina ] [ save] || prim | [ cut ||| Paste ||| petete | [ Ean ]
I Add recond I | rgggr?s"ﬂ:ﬁnty | I Copy || r(‘;l:za“rj | I Attachments I Export
A==
Alt EFF DY

List of Values  There is no longer a "List of Values™ (LOV) icon on the toolbar. Instead, lists
of values are embedded in each field for which there is a list, and the list can
be accessed by clicking on the button containing three dots at the right side of
the field. Once the List of Values has displayed, use it the same as before.
Note, the LOV button is not visible until you have actually clicked in the
field.

F--.-quJH..Tan *ersonnel Action (dwardiOne-Time Payment, Routing Group EUR_REGION) -l -- - Lt e

IH Change Family SEIUEHINITIATED

List of Values icon

Requesting Info Position Data Employee and Position Data (appears when you
PART A - Requesting Office click in the field)
1 Actions Requested 2 Request Number
[Awardmne-'nme Payment §l]3.lllL1tll]2li
3 For Additional Information Call (Full Name) Telephone Number 4 Prop. Efi. Date, /ASAP
|Ater,wrhr B | | [
5 Action Requested By (Full Name) Title Request Date
%
6 Action Authorized By (Full Name) Title Concurrence Date
| |
i 1
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Keyboard Shortcuts

Keyboard Everything that can be done with a mouse, by "pointing and clicking,” can
shortcuts also be done using the keyboard. Keyboard "shortcuts™ are alternate ways of
performing the same functions available through the menu and Toolbar keys.

A list of keyboard shortcuts is available through the DCPDS help menu. To
access the list, click Help on the Main Menu Bar, then click Keyboard Help.
Click <OK> when you are done using the help screen.

Queries If you use queries in DCPDS (e.qg., to retrieve position records, or find a
particular DDF in Extra Information), the keys used to run queries are [F11]
to start the query function and Ctrl-[F11] to run the query. [F4] cancels a

query.

Version 6.0 17 October 2005
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Retrieving Information

Contents This section covers the following topics:
Topic See Page
Information available in DCPDS 18
Retrieving and viewing employee records 19
The Person Summary 21
Information Information in DCPDS can be retrieved in a variety of ways to meet specific
available in needs. The following are discussed in this chapter:
DCPDS e Employee records can be retrieved to find specific pieces of

information about one employee;

Terms Query — Query is used interchangeably with search to describe the retrieval
of records or data.

Version 6.0 18 October 2005
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Retrieving and Viewing Employee Records

Finding an Your access to employee records is determined by the permissions established
employee with your user ID. As a general rule, supervisors, managers, and
record administrative personnel will have access to the records of employees in their

organization only.
Follow these steps to retrieve an employee record:

Step Action

1 From the Navigator Window select People - Enter and
Maintain. The People window displays, with the Find Person
window open on top:

M Type emplovee's
e
ik [ g se—
T FEE
. .

Search by number

1 - | Employee ol
Mumber

T BT TR

Effective Dates

g 28 JUL-2003

2 Type in some or all of the employee's last name, and press [Tab].
Note: you can also find a record using the employee’s social
security number by entering the SSN (with dashes) in the Social
Security block.

Version 6.0 19 October 2005
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3 If there is more than one employee whose last name matches the
letters you entered, a list of matching names will display:
Find Paople

M e e SRR P T
Aqut,Jw, Digidg 5 Employes
Aqud, Jhurge G Ex-emplayea

Aqui, MNerije C Ew-ermplayes

e Select the desired employee from the list and click <OK>.
The selected employee’s record will be displayed on the
Find Person window.

e If only one employee’s name matches, no list will display;
the employee’s record will be displayed on the Find Person
window.

4 With the information on the Find Person window fully populated,
click the <Find> button. The employee's record will display in the
People window:

Perso
Parson Types

Identification
Employee B Lot RN

Social Security

Bih Date 109 AUG.1936 Age 6
Town of Bifth | Status
Region of Bidh | Nationality

Country of Bith | Registerad Disabled |

Effective Dates

71 76.FEB.1981 | ~ Lalest Start Date roRda:BLL # B

Version 6.0 20 October 2005



The DCPDS Desk Guide

The Person Summary

Accessing the The "Person Summary" is a feature that provides quick access to basic data

Person from an employee’s record organized into various categories. This is read
Summary only data. Follow these steps to access and use the Person Summary:
Step Action
1 Follow the instructions above for retrieving the employee record

for which you want to view the employee summary.

Once the employee's record is displayed, click the <Others> button
on the bottom of the People window, and select "Person
Summary" from the Navigation Options window that displays.

YWork Choices
Schools and Colleges Attended
End Application
Fhanes
: Persan Summary
Communication Delivery WMethods
Ferson Type Usange )

The Person Summary displays with the first three tabs visible.
Additional tabs can be displayed by clicking the double arrow icon
at the right side of the tabs.

= ut Veua

Full Mame .qlﬂ..\fom] e

Perzan: Information §

e son: Information
Date of Binh |09-AUG 1936 Gender M« pargon: Military/Education
Citizenship |1 U.5. Citizen, in1 * Assignment: Information
Race or Mational Origin |E White, not of Hi  Assignment: ProbationRetained Grade
i enti e R |I Comp c Dos!'ll.un: Title/Fay F'Ian.f'GrsdEiEIc.
Position: Extra Information
pefEmEkyent f' B B Bt Position: OrganizationfAppropriation Code/Ete.
FERS Coverage [0 Mot Covered by  pay- Salary
Previous Refirement Covarage [P Previously Cowi  Pay. Benefits
Anency Code Transfer From [ { Perfarmance
i Awards/Bonus
Date Last Promotion  (30-JUL 2000 Hatification of Personnel Actions
Date Cormvarsion Career Beging Civilian EZG-FEB-!!IH
Date Conversion Career Due | RIF E-FEB-’H1 |
Date YRA Conversion Due | TSP E
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When you’re When you have finished reviewing the record, you can exit or search for
done another employee's record:

e To exit, close any windows that you have opened until you return to the
Navigator window.

e To search for another employee's record, close any open windows until
you have returned to the People window. Then click the Find button
on the toolbar (the flashlight) to re-display the Find Person window,
and follow the instructions for steps 2-4 of Finding an employee
record, page 19.
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Many users want to print a hard copy of RPAs that they initiate (or review).
There are two ways to do this:

You can print from the RPA itself (using the Print icon on the toolbar).
See Printing an RPA in the RPA chapter of this Guide (you will also
need to follow the instructions for the printing process described
below). If you initiate an RPA and want a hard copy, you should print
it after you have saved it to your inbox (so that the RPA number
prints).

You can select "Request for Personnel Action™ from the Processes and
Reports selection on the Navigator menu (this process is described
below).

Notifications of Personnel Actions (NPAs) can be printed using one of the
following options:

You can print an NPA from the RPA once the action has been
processed and the effective date has arrived, using the Print icon on the
toolbar). However, you must use the Civilian Inbox, not the Workflow
Inbox, to do this (you cannot view a closed action using the Workflow
Inbox). See Two Inboxes Available, p. 47.

You can select "Notification of Personnel Action” from the Processes
and Reports selection on the Navigator menu (this process is described
below).

In order to print directly from DCPDS, users must have an IP-addressable,
post-script enabled printer that is registered with the DCPDS server.
Ghostview allows you to view a NPAs or RPAs on screen and print it to a
local printer. Instructions in this section assume that you are using Ghostview.
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The Request for Personnel Action (RPA)

Contents This section covers the following topics:
Topic See Page
Introductory information 24
Terms 25
Types of Personnel Actions 25
Initiating a Request for Personnel Action 26
The RPA windows 26
Attaching a note to your RPA with the notepad 33
Saving your RPA 33
Routing and Tracking an RPA 34
Routing an RPA 34
Tracking an RPA 36
Printing an RPA or an NPA 39
Attaching Documents to an RPA 40
Viewing and printing an attachment 44
Deleting an attachment 45

Introduction The Request for Personnel Action (RPA) enables supervisors and managers to
request employee and position actions. It enables the CSO to record staffing
and classification actions, as well as make personnel record changes.

The RPA is an interactive electronic form that automates the creating, editing,
approving, coordinating, and tracking of personnel actions. It provides a
single, integrated process to supervisors, managers, personnelists, and payroll
to manage personnel actions electronically, coordinate to the appropriate
officials, and provide reports.

This module explains how to use the automated RPA to initiate personnel
actions.
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Terms The following terms are used in this section:
Term Description

RPA Request for Personnel Action (also known as the
Standard Form 52).

NPA Notification of Personnel Action (also known as the
Standard Form 50)

NOA Nature of Action. A code that identifies a specific type
of personnel action such as promotion (702), resignation
(317), etc.

Types of Personnel Actions

Types of The “Request for Personnel Action” heading on the Navigator menu shows
Actions the types of actions can be requested by most users with a manager or
supervisory level of responsibility.
Although most types of personnel actions are self-explanatory, there are
some types of actions that can be confusing. It is important that the
correct type of action be selected. If you have questions about the correct
type of action to select, contact your servicing CSO.

ﬁ Mavigator - CYDOD MANAGER -0 00l e0e)

Functions | Documents

Request for Personnel Action:

Enter Personnel Action Information

- Request for Personnel Action |5

Award / One-Time Payment
- Change Actions
Change in Hours
Change in Work Schecule
Name Change
Details
Extenstion of NTE
Non Pay / Non Duty Status
- Federal Position
Abolish
Estahlish
Review
Realignment
Reassignment -

o [fl® Lo (e

The following sections provide general information about these types of
actions.

Note: DCPDS does not include an “other” category. If the action you want to
request is not covered, consult your servicing CSO for assistance.
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Initiating a Request for Personnel Action

From the Navigator Window, follow this path to access Page 1 of the RPA
Window to create an RPA.

Request for Personnel Action > <Open> -> Recruit/Fill (or any of the
other types of actions listed under the Request for Personnel Action menu) to
display the RPA — Page 1 Window. Recruit/Fill is used in this guide as an
example.

The Request for Personnel Action —Page 1 (Requesting Info) window is
displayed.

Use tabs to move
between pages
Reguesting Info
~ PART A - Bequesting Office
1 Actions Reguested 2 Reguest Murmber
|Appnimmem |
3 For Additional Information Call (Full Narme) Tzaleml -
| | RPA number is
5 Action Requested By (Full Narne) Title generated after saving
| T
B Action Authorized By (Full Mame) Title Concurrence Date
- PART B - For Preparation of SF 50 : :
1 Last Mame First Mame iddle Marme
2 Social Security Number 3 Date of Birth 4 Effective Date
~ FIRST ACTION SECOND ACTION
9-A Code  5-B Mature of Action 6-A Code 5-B Mature of Action
5-C Code  5-D Legal Authority B-C Code 5-D Legal Authority
5-E Code  5-F Legal Authority B-E Code B-F Leg=t m—
| Taskflow Buttons
History Extra Information Ferson Positing Others. .. |

Record: 111
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Data fields on the RPA are colored to represent levels of access:
e White: you can enter or edit data in these fields.
e Gray: you can view data in these fields but not change it.

The RPA is configured based on the type of action you select and your

responsibility; different actions require different types of information. The
coloring scheme makes it very easy to determine what information you are
able to include on the RPA — just look for the white fields.

A description of the buttons located on the RPA —Page 1 are discussed

below. See the window above for the location of these buttons.

Buttons

Description/Function

s

Routing Group Button is not used by DLA.

1=

Note Pad Button permits you to make comments about the
action that you are processing. Other recipients of the RPA
can read the note, change, amend, and delete it. See
Attaching a note to the RPA, page 33

Change Familyl

Change Family Button allows you to change the Nature of
Action family to a different action (used in the CSO).

Status

The Status block indicates the current status for the RPA.
This is displayed after the action has been saved.

History |

Taskflow Buttons. These buttons are at the bottom of each
page of the RPA and are used to view additional
information about the RPA or the employee or position.

A description of key data fields on page 1 of the RPA is provided below.

Data Field | Description/Action
Part A - Requesting Office of RPA — Page 1
1. Actions The data field is automatically populated based on the action
Requested selected from the Navigator menu.
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2. Request
Number

Each RPA is assigned an RPA number by DCPDS for
identification. The format is YYMMM / 2-char CPOID/ 2-
char Activity Code/ 2-char Org code/ 6-Digit sequence
number. The data field number will populate after the first
time the RPA is saved.

Example: 00MARJ8HIDC000156

3. For
Additional
Information
Call

Click the LOV button on the Toolbar for a listing of
database names. Enter reduction criteria when requested
(type the last name or the first few letters of the last name of
the individual and click <OK>), click the name from the
LOV, and click <OK>. This should be someone who can
address specific questions about the action. If the phone
number is not automatically populated, be sure to include it.

4. Proposed
Effective
Date

Enter the proposed effective date for this action in the DD-
MMM-YYYY format, i.e., 09-JUN-2001. Hyphens are
required and the month is always capitalized (or you can
click the LOV button on the Toolbar and select the requested
effective date from the calendar LOV).

Alternately, click in the “ASAP” box if you want the
effective date on this action to be As Soon As Possible.
Note: You can not select both an effective date and the
ASARP field. If you do not check ASAP or enter a date the
system date will automatically default to ASAP.

5. Action
Requested
By

Click the LOV button on the Toolbar for a listing of names
given the responsibility of requesting (it may just be your
own). Click the correct name if there is a list, and click
<OK> to automatically populate the data field.

The Request Date field is automatically populated once the
Action Requested data field is completed. You can change
the date by deleting it and typing in a new date or use the
LOV button on the Toolbar to select another month, day and
year.

6. Action
Authorized
By

Click the LOV button on the Toolbar for a listing of names
given the role of authorizing official (it may just be your
own), or leave blank if someone else will be authorizing this
action (this field will be grayed out if you do not have
authorizing responsibility).

The Concurrence Date is automatically populated once the
Action Authorized By data field is completed.

Version 6.0
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Part B - For Preparation of SF 50 — Page 1

1. Last Name

Click the LOV button from the Toolbar, click the name from
the list displayed, and click <OK> to automatically populate
the data field. Only the names of your employees are
displayed in the LOV.

If you select a name from the LOV, the First Name, Middle
Name, Date of Birth, and Social Security Number data
fields will automatically populate on the RPA.

2. Social This is automatically populated based on the Name data

Security field. If desired, you can select the employee based on the

Number SSN rather than by name (which will automatically populate
the name field). Use the LOV or enter the SSN with
hyphens (999-99-9999).

Effective These entries are completed by the CSO.

Date, Nature

of Action,

Authority

codes
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Request for The Request for Personnel Action - Page 2 (Position Data) is shown here:
Personnel
Action - Page 2

Regquesting Info T Fasition Data IEmp\nyee and Position Data Rermarks and Address
FROM INFORMATION TO INFORMATION
7 Paosition Title Mumber Seqg Mo 15 Position Title Mumber Seq Mo
8 Pay Plan 9 Occ. Code 10 Grade ar Level 16 Pay Flan 17 Occ. Code 18 Grade or Level
11 Step or Rate 12 Total Salary 19 Step or Rate 20 Total Salary Aowvard Uahd

124 Basic Pay 128 Locality Adj. 12C Adj. Basic Pay 20A Basic Pay 20B Locality Adj.  20C Adj. Basic Pay
120 Other Pay 13 Fay Basis 20D Other Pay 21 Pay Basis

14 Mame and Location of Position's Organization 22 Name and Location of Position's Organization

[
\ “From” and “To” position

\ information populates
automatically from the database

History Extra Information Persan Position Others

Page 2 notes:

e Employee and SSN fields are automatically populated on each page of
the RPA once a person has been identified with an action (not
applicable for a recruit/fill action since the selectee has not yet been
identified).

e The From Information data fields are automatically populated (or not
populated) based on the action requested. The To Information data
fields may also be populated (or not) based on the action.
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Request for The Request for Personnel Action — Page 3 (Employee and Position data)

Personnel is shown here:
Action — Page 3

EF‘+ guest for Personnal Action (Recruit®ill, Routing Group:EUR_REGICMN)

E a = |'|'|',:|||:|'_-|'E:-:: SEN Mature of Action

Reguasting Info Pasiti Employes and Position Data Rarm
g E“’LME MT‘ ..................................................................................................................................

1
23 Weterans Preferance 1iTanunau 26 Veterans Preference for RIF
IEEGU 28 Annurant Indicator 29 Pay Rate Determinant
30 Retirerment Flan 31 Bewice Comp, Dal

i S _ " Employee and Position Data |
32 Work Schedule 33 Part-Time Hours A populate automatically
from the database

34 Position Occupied 35 FLSA Category 36 Appropriation Coda

=] F] 1 2|

37 Bargaining Unit Status 33 Dty Station Code 3% Duty Station (Cy-County-State £ Overseas Location)
I I ! |

45 Educational Level 46 Year Dag. AW 47 Academic Discipline 48 Functional Class
EEmE I | l | |

49 Citizenship A0 Veterans Stafus 51 Supemisory Status
E= BE feEl

l History I Extra Information I Person I Pgstion l Otharg.... .

Page 3 Notes:

e Information on this page will vary depending on the type of action
requested and whether an employee name or position title has been
entered on pages 1 and 2.
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Request for The Request for Personnel Action - Page 4 (Remarks and Address) is

Personnel shown here:
Action - Page 4

Remarks and Address

— PART D - Remarks by Reg ing Office
(Mote to Supervisors: Do you know of additional or conflicting reasons for the employee's resignation/retirement?)
Clfes,  Clg

1

PART E - Employee Resignation/Retirement
Reasons for Resignation/Retirement

Faorwarding Address City State

Zip Code Country

1l

~ PART F - Remarks for SF 50 .
Code Description Required

I -

-
-
-

History Extra Information Person Position COthers. ..

Page 4 Notes:
e Remarks by Requesting Office (Part D): It is provided to include
additional information about the action.
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Attaching a Note to an RPA

Attaching a

note to the RPA

-

Information
about the
notepad

Saving your
RPA

&

Version 6.0

Use the Notepad button on the top of the RPA to access the notepad.

Click here and typ e your notes,
click <0K> when done.

Here is my note.
G. Wert

Here's some maore info added later.

You can use the notepad to write any notes pertinent to the action.
Click in the white text area and begin typing to start a new note. If
there is already information in the notes section (that is, the action was
sent to you from someone else who added a note), add your notes to the
bottom. (You do not need to use the <New> or <Append> buttons).
You should include your name and the date with your note so that
others reading the note will know where it came from. Notes
accompany the RPA during its routing and are accessible to anyone
who has access to the RPA.

When you receive an RPA routed to you from another user, you should
make it a habit to check for accompanying notes by clicking on the
notepad button.

Notes have a limit of 2000 characters. If you need more room, you
should include the information using the “attach document” feature
(see Attaching Documents or Comments to an RPA, page 40.

When you are done working on the RPA, click the Save button on the toolbar
to save your RPA action, or click File = Save from the main menu bar, then
proceed with the routing instructions (see Routing the RPA, page 34).
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Routing and Tracking an RPA

Routing an RPA

Routing the
RPA

The Routing
Window

Version 6.0

Once you click the save icon, a dialog box is displayed:

e Click <Cancel> to return to the RPA.
e Click <No> to save your action and return to the RPA (without routing
it).

e Click <Yes> to display the Routing Window.
When you click <Yes> on the routing decision window, the Routing Window
is displayed. This window gives you several options for processing your
RPA.

You will normally route the RPA from your inbox to another group box by

using the “Select Groupbox” option.

EEZ Routing

RoutingTo

#® Select Routing List
®Select Person

% Update HR

S Frjrii |

Jif]
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Routing
Options

Routing Window options are described below. Note: if you want to print a
hard copy of the RPA, you should do this before routing it; see Printing an RPA
or NPA, page 36.

Routing To

Description/Function

Select Routing
List

Not used by DLA.

Select Person

This option routes the action to a particular individual.
DLA does not route to individuals, we use ONLY
Groupboxes.

Select Groupbox

This option sends the RPA to a “groupbox,” which is an
inbox shared by a group of people. Groupboxes serve
as general “in boxes” for actions coming into the CSO.

Click Select Groupbox to display a listing of established
groupboxes (contact your servicing CSO if you are not
sure of the correct groupbox to select). Then click the
groupbox and click <OK> to populate the data field on
the Routing Window. Finally, click <OK> on the
Routing Window to route the action to the selected
groupbox.

Save and Hold in
Personal Inbox

This is the default option; it saves the RPA in your own
inbox. DLA does recommend using the Personal Inbox,
there are times when RPA’s cannot be retrieved.

Update HR

This selection generates a Notification of Personnel
Action (SF50) and is done at the CSO after all
authorizations are done and processing is completed.

Interim Approval,

These blocks are used by the CSO.

Approval

<Cancel> Click <Cancel> to stop the routing process and return
to the RPA.

<OK> Click the <OK> button to route the action to the

selected user or inbox.

Version 6.0
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Refreshing Important!
your inbox If you are using the Civilian Inbox it is very important that you refresh your
after routing inbox after routing the RPA to another groupbox (see The Inbox, p. 46, for

distinctions between the Civilian Inbox and the Workflow Inbox).

After you route an RPA that was opened from your Civilian Inbox, you
are returned to your inbox. The action that you routed is still visible
even though it is not technically "your" action any more. You can still
click the <Respond> button, display the action, even route it again to
another user. However, this can cause system problems.

If you are using the Workflow inbox, the RPA will not be in your
Workflow inbox after you route the action.

Always remember to refresh your inbox by pushing Ctrl-[F11] on your
keyboard when you return to the civilian inbox after routing an RPA.

Tracking an RPA

Two options There are two ways of tracking an RPA:

Within DCPDS, you can track any RPA that has been in your groupbox
using the <History> button on the RPA itself. This process is
explained in this section.

Use the SF52 Tracker available on the DLA HR website,
www.hr.dla.mil, under the heading HR Automated System/Tools, then
More..., Request for Personnel Action (RPA) Tracker.

Version 6.0
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To view the RPA history within DCPDS, you must first retrieve the RPA.
This can be done whether the RPA is currently in your civilian inbox (active)
or in someone else’s inbox — as long as it has been in your groupbox at some
time in the past. The procedure for doing this varies somewhat depending on
which inbox you are using (see The Inbox, p. 46, for distinctions between the
Civilian Inbox and the Workflow Inbox).

Workflow Inbox:

e If the RPA is active in your inbox (open), select (click on) the subject
link in the inbox to display the RPA Notifications window. Scroll
down and click the <References> icon to display the RPA history.

e If the RPA is closed (not active in your inbox), change views to display
"All Notifications" (click the <Go> button after selecting the "All
Notifications"” view). Then select (click on) the subject link in the
inbox to display the RPA Notifications window. Scroll down and click
the <References> icon to display the RPA history.

Civilian Inbox:

e If the RPA is active in your inbox (open), open your inbox, click the
<Open> button to display the Notification Details window. Click the
<Routing History> icon to display the RPA history.

e If the RPA is closed (not active in your inbox), un-check the <Display
Only Open Notifications> checkbox at the top of the window, and
push Ctrl-[F11] on your keyboard. Then select the RPA and click the
<Open> button to display the Notification Details window. Click the
<Routing History> icon to display the RPA history.

Clicking the <History> Button (at the bottom of the RPA) will show a
history of the routing of the RPA — who initiated the request, who approved
it, who reviewed it, etc.

e This window scrolls to the right to provide additional tracking
information.

e No information can be changed in this window. It is for viewing
only.
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Action history ~ The “Action History” section, shown below, indicates what user has had the
action, and what action they took (if any).

 |GREG.WERT/RS \Acmm,Wertg 0 AUTHORIZED

SMGRODZMGR Arrt, Llcmrgh  [NO_ACTION
SMGROR2/MG R |Antt, lllcmrgh  REOUESTED
Most recent user at Action taken RPA permissions
- top, oldest a hottomjl— % by each user of the user
4 L3

Routing history  As you scroll to the right, the “Routing History” section displays, showing
what user (inbox or groupbox) had the action, and when. The user (or
groupbox) shown in the top line of the routing history is the user who
currently has the action.

tequest for Personnel Action - Riouting Histong)]

Routing History Oribn

Date Motification
Seq. Sent Famils

_ Usemarne GFroupbox Marme Routing List Marne

Cument holder of the RPA
(in this case, a groupbox

Additional information is shown as you continue to scroll right.
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Printing an RPA or NPA

Printing an To print a hard copy of the RPA, click Action - Print on the Menu Bar
RPA while the RPA is displayed on your screen, or click the Print button on the
2 Toolbar. The Printing Window displays.

PR - 3 g

O Printing
Report
JRequest for Personnel Action

SNt catiomeiFersonne Eetion

SIS 000NO_LAN_PRINTER
_ Cancel _

-

e You have the option of printing the Request for Personnel Action
(RPA) or the Natification of Personnel Action (NPA, or SF50).
However, this latter option is grayed out until on or after the effective
date of a finalized personnel action. In addition, the option to print the
Notification of Personnel Action is only available using the Civilian
Inbox, not the Workflow Inbox (see The Inbox, p. 46).

e No printer name will show in the "Printer"” block, click in that block to
display the list of values and select the printer you want to use. Using
the dummy printer (OOONO_LAN_PRINTER) allows you to both
display the RPA on your screen, and print a hard copy.

e Click <OK> on the Printing Window to print the action.

Other printing e Besides printing the RPA from the RPA itself, you can also print RPAs
options and NPAs individually, or for a specific employee, or you can print
NPAs using Ghost View
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Attaching Documents to an RPA

This section shows how to attach Word documents, spreadsheets, or other
computer files (including lengthy comments) to a Request for Personnel
Action (RPA), how to view and/or print an attached document, and how to
delete an attachment.

e This section does not cover attaching a note using the notepad, see
Attaching a Note to the RPA, page 33.

Attaching Documents or Comments to an RPA

Accessing the
Request for
Personnel
Action

Attaching a
Document

Version 6.0

You can attach a document or note to an RPA that you are creating, or to an
RPA that has already been created and is in your inbox.

e See Initiating a Request for Personnel Action, page 26, for instructions
for creating an RPA,; you can then use the processes in this section to
attach a document to that RPA.

e See The Inbox, page 46, for instructions on viewing and acting on an
RPA that is in your inbox (either an RPA that you created and saved to
your inbox, or an RPA that someone else created and sent to your
groupbox). Use the processes in this section to attach a document to an
RPA once you have opened it. To view an attachment to an RPA that
you have received, see Viewing and printing an attachment, page 44.

Follow these steps to attach a document to an RPA:

Step Action

1 While the RPA to which you want to attach a document is open on
your screen, click the Attachments icon (the paperclip) on your

f""
& toolbar.
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The Attachment Window is displayed:

Diescnption Data Type May Be Changed
¥

=
-
-

Category is Comments
or Miscellaneous

Entity Name PA Requast

Magnification

Bogument Catalog

Click the Category data field. Type in the letter "C" or "M"
depending on whether you are going to type in some comments
("C™), or attach a file ("M" -- Miscellaneous). You can also select
one of these using the LOV button.

e Comments allows you to enter text and save it with the
RPA. This is similar to using the notepad, but using
Comments does not have the 2000-character size limitation
of the notepad.

e Miscellaneous is used to attach an existing document from
another application such as Microsoft Word, Excel, etc.

Type a description of the information to be attached in the
Description data field by typing something descriptive, short,
specific, and understandable to users, e.g., "Job description
PD0314," "Org Chart Trng Div," etc.

Click the Data Type data field. Then click the LOV button for a
listing of data types that can be attached. Click the data type you
want and click <OK>. The most commonly used data types are:

e File —allows you to attach a Word document, spreadsheet,
etc., to the RPA. When you select this, an Upload File
window will open. Continue at Attaching a file, p. 43.

e Long Text —allows you to type free-form comments similar
to using the notepad, but without the 2000-character
limitation of the notepad. Continue at Adding a comment
(long or short text), p. 42.

e Short Text — allows you to type free-form comments similar
to the notepad. Also like the notepad, Short Text has a
2000-character limitation. Continue at Continue at Adding
a comment (long or short text), p. 42.
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Adding a Click in the large white area and type your comments:

comment (long
or short text)

Descriplion

Diata Type

May Be Changed

Seq  Category
ill] |Hhu:nllananm

iF osition Description

[File

l 0 [Comments

Comments on action

Long Text

-
7
Entity Marne PA Ragquest

Here are my comments.

Type your comment here

Magnification

When you are done typing the comments, click the Save button on the toolbar
to save the attachment information. You can then close the attachment
window to return to the RPA, or add another attachment if desired.
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Follow these steps to attach a file (Word document, Excel spreadsheet, or
other computer file):

Step Action
1 When you select "File™ as the "Data Type" in step 5 above, a File
Upload window displays:
/3 File uplead form - Microsoft Internet Explorer i o ]
File Edit ‘iew Favorites Tools Help ﬁ
d=Back - = - @ 7ot | @Search [3&] Favarites @Media @ | %" & = =
Address I@ https:,l',l'mdcpds.apg.army.mil:BDD?,I'pls,l'CIVARMY,I'fnd_File_upload.displayGFMForm?acﬂ @GD |Links »
=
ORACLE
Upload aFile
File
I Browse. . |
%l Cancel |
-
|&] Done l_l_la_|0 Internet Y
2 Click the <Browse> button and find the file that you want to
attach. You will have access to the same drives and folders that
you normally access from your workstation. After you have
selected the file, click the <OK> button on the File Upload
window.
3 Once the file has been uploaded, the following message displays:

< File upload form - Microsoft Internet Explorer B 1ol x|

Fil Edit V“iew Favorites Tools Help ﬁ
<=Back - = - &) | Dsearch [GeFavorites @meda (% | - (B S =
Address I@ https:,l',l'mdcpds.apg.armv.mil:BDD?,I'pIs,I'CIVARMYIfnd_FiIe_upload.uploadcompletemefj @GD | Links **
=
ORACLE
Upload a File
File upload completed successfully.
* Please close the web browser.
* Return to the Attachments form and click the Yes button to indicate file
upload is complete.
=l
|&] Done ’_ |_|—[§ | nternet 7
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Close the window to return to the Attachment window, and click
the <Yes> button on the decision window:

Click the Save button on the toolbar to save the attachment
information. You can then close the Attachment window to return
to the RPA, or add another attachment if desired.

Follow the steps below to view or print an attachment to an RPA.

Action

To view the attachment(s) to an RPA, click the Attachment button
on the Toolbar (the RPA must be open on your screen).

Note: You can tell if there is an attachment to an RPA or any
other personnel document by the “paper” in the paper clip
Attachment button on the Toolbar.

The Attachments window is displayed. Click on the line
containing the attachment you want to view or print (if there is
more than one item).

e For afile, click the <Open Document> button. The file
will open in a separate browser window where you can view
or print it.

e Comments will display automatically when you select a
"Comment™ item.

Seq Eg-l.:lq' Diescription Data Type May Be Changed
lﬁ |llwsllannm Position Description ;Fhl ] .

20 il:qmmp“ Comments on action il.ll'lg Text

[
& I r
2

] i

Endily Name PA Request

Magnddication gilE
Click here to open an

atached file {(Comments
will show herej
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When you are done, close the Attachment window to return to the
RPA.

To delete an attachment to an RPA, follow these steps:

Step

Action

1

UL

Click the Attachment icon on the Toolbar (the RPA must be open
on your screen).

Note: You can tell if there is an attachment to an RPA or any
other personnel document by the “paper” in the paper clip
Attachment icon on the Toolbar.

2 The Attachments window is displayed. Use your scroll bar to
locate and click on the item you want to delete (if there is more
than one item).

3 Click the Delete Record button on the Toolbar.

4 The following message is displayed. Click the appropriate button.
& Decisior S i

9 Delete only attachment or delste
bath documant and attachmend 7
mert and Aftzchmert | dtachment

e Attachment means that you are "un-attaching™ the document
from the RPA, but the document itself will still exist. Note:
documents attached to RPAs in DCPDS are saved (stored)
on the DCPDS server. When you use the delete
"Attachment” option, the document will still be using space
on the server.

e Document and Attachment means that you are both un-
attaching the document and deleting it. [This option will
remove the document from the DCPDS server.]

5 Click the <Save> icon on the toolbar to save your changes to the

Attachment window.
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The Inbox
Contents This section covers the following topics:
Topic See Page
Introductory information 46
Two inboxes available 47
Open vs. closed actions 49
Acting on RPAs sent to you 49
Deleting an RPA 49
Workflow Inbox (11i version) 50
Displaying an RPA 50
Inbox views 52
Closed actions 53
Sorting the inbox 53
Searching the inbox 54
Personalizing inbox views 55
Civilian Inbox (10.7 version) 58
Displaying an RPA 58
Viewing closed actions 59
Searching the civilian inbox 60
Sorting the civilian inbox 61
The Notifications window 62
Customizing your inbox 62

Purpose of the  This chapter explains how to access and act on Requests for Personnel
inbox Actions (RPAs) from the inbox. Your Inbox displays the following:

e actions you have saved to your Inbox;

e actions sent to you by others; and

e actions residing in any groupbox to which you belong.

From the inbox, you can access Requests for Personnel Actions that have
been saved in or received in your inbox. When an RPA is displayed, you can:
e make changes to the action,
e review or approve the action,
e route the action to another groupbox, and/or
e view the status of an action and its routing history.

You should check your Inbox frequently since it can contain actions sent to

you by other users, awaiting action by you. This is particularly true if you are
an authorizing official for personnel actions.

Version 6.0 46 October 2005



The DCPDS Desk Guide

Two Inboxes Available

Two inboxes

Inbox
identifiers on
the Top Ten list

Version 6.0

There are two inboxes available on the Oracle 11i navigator menu. Both have
the same function and either one can be used.

e The Civilian Inbox is the Oracle 11i equivalent of the Oracle 10.7

inbox.

e The Workflow Inbox is new to Oracle 11i
The reason for the two inboxes is because the new 11i Workflow inbox does
not have all the features that some users wanted, so the older 10.7 version of
the inbox (the civilian inbox) was also brought over to Oracle 11i.
Improvements will be made to the 11i Workflow inbox and eventually it will
be the only one available.

& Navigator- CIVDO

Civilian Inbox {(10.7 version)

sonalize worklist search and dis

Federal Position - .
Request for PersguiPBCt Workflow Inbox (11i version)

Civilian Inbox
Workflow Inhox

Mass Action

People

Waork Structures

View

Processes and Reports
Coredoc

If you move either of the inboxes to your top ten list, they will display as
follows:
e Civilian Inbox shows as "Civilian Workflow Inbox" on the Top Ten
list.
e Workflow Inbox shows as "Customizable Workflow Worklist" on the
Top Ten list.
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Which touse?  The two different inboxes each have their own advantages (and
disadvantages). Select the one that is best for you. You do not need to stick to
one at all times — you can use one during one session and the other during
another session if desired, although you should not have both inboxes open at
the same time.

General rule: Frequent users (e.g., at the CSOs) or users who have many
personnel actions in their inbox should use the older 10.7 Civilian Inbox.

Civilian Inbox (10.7) Workflow Inbox (11i)
Already familiar to users. New, unfamiliar look.
Provides more columns of Has only limited information about

information about items in the inbox | items.
(e.qg., pay plan-grade).

Replaces the navigator window Opens in a separate browser window

when opened. S0 you can have it open at all times
even when performing other
DCPDS tasks.

Allows you to set up "views" with Provides an easier process for

different selection and sorting setting up different "views" with

criteria but the process is not user- different selection and sorting

friendly. criteria.

Can only select one item at a time. Allows you to select more than one
Can only route one action at a time. | action at once. May allow mass
routing of actions (not currently

working).
Can view and print open or closed Cannot view (or print) closed
actions. actions.

The <Respond> button (to display Must "open™ an action in order to
the RPA) is available from the inbox | access the <Respond> button to

screen. display the RPA.
Can export data from the inbox. Cannot export data from the inbox.
Will eventually not be available. Will eventually be the only inbox
available.
Coverage The two inboxes are addressed separately in this chapter:

See Workflow Inbox (11i version), p. 50.
See Civilian Inbox (10.7 version), p. 58.
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Both inboxes indicate whether an action is Open or Closed:

e Open RPAs are those that are active in your inbox, meaning that you
can update them and then route them.

e Closed RPAs are RPAs that have been in your inbox in the past, but
are now active in someone else’s inbox or groupbox.

e Closed RPAs also include RPAs that have been completed — the action
has been processed and the effective date has arrived. Completed
actions are in a closed status to everyone.

e An RPA is only open in one groupbox at a time.

Many of the people involved in the RPA process receive RPAS in their
inboxes that have been routed to them by other users and initiators. This
includes authorizing officials (management officials who approve the
personnel action), resource management staffs (who review personnel actions
and evaluate impact on manpower and budget), and others.

These users should make it a point to check their inbox regularly so that
actions routed to them do not sit for long periods of time waiting for their
action.

e The general procedure for users who receive RPASs routed to them by
others is to open the action from the inbox (using the <Respond>
button), perform any review necessary, then route the action on to the
next groupbox in the routing chain.

e Users can add supplementary information about the action using the
Notepad (see Attaching a Note to an RPA), or can attach longer
comments or a document to the action using the Attach Document
feature (see Attaching Documents or Comments to an RPA).

Occasionally you may need to delete an RPA. This should be a rare
occurrence, for instance, if you created an RPA by mistake. RPAs that have
been processed cannot be deleted. If a RPA needs to be deleted and you were
not the creator, please contact your CSO System Administrator for assistance.

The RPA must be in your inbox in order to delete it. Follow these steps:

Step Action

1 Display the RPA from your inbox (either the workflow inbox or
the civilian inbox).
e See Displaying an RPA using the workflow inbox, p. 50, for
instructions for doing this using the Workflow Inbox.
e See Displaying an RPA using the civilian inbox, p. 58, for

instructions for doing this using the Civilian Inbox.
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When the RPA is displayed on your screen, click the Delete icon
on the toolbar (the "red X").

o N

A Decision window displays, asking you to verify that you want to
cancel the action; click <Yes>.

e e e e e e e e e e e T e e e e e T e e

A "Transaction complete, 1 records applied and saved™" message
displays. Click <OK>. The RPA will disappear.

e If using the Workflow inbox, you will be returned to the
Navigator window. The Notification window is still open
and can be accessed by clicking the "Notification™ taskbar
button at the bottom of your screen. From there, click on
<Return to Worklist> to return to the inbox. The deleted
RPA will be gone (no need to refresh).

e If using the Civilian inbox, you will be returned to the
inbox. You will need to refresh the inbox using Ctrl-[F11]
in order for the action to disappear from the inbox.

Workflow Inbox (11i version)

Displaying an The "Workflow Inbox" is the new Oracle 11i version of the inbox on the
RPA using the  navigator menu. Follow these steps to display an RPA from this inbox:

workflow inbox

Step

Action

1

Select Workflow Inbox from the Navigator menu (note, if you
move this item to your "Top Ten" List, it will show
as Customizable Workflow Worklist).

Version 6.0
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2 When you select this, your "Worklist" displays in a separate
window:

4 Worklist - Microsoft Internet Explorer : : T o [=] 3
Be f Yow Favortes Tols beh =
ook - - QD A Qe et Gede 3 A S I

e [ ] s fmvicpds.apg.army.i-007/0A_HTMLIOA. e abegicn Code=WFNTPWLFULLPAGER akRegicndpplcationid=0erbe=ac ] P60 | Links *

ORACLE Current View Bralmnces liek Ceeefesioe: .
Workflow ‘

Select one or more nofificatio
notification subject 1o open

Worklist

View | Opan Motifications ot

m the list and Open or Reassign them using the appropniate buttons, You may also chick on the
ricular notification.

(S0 (Pesanalze ) | Simple Searh )

Select Notification(s) and ... . Open } | Reassign )
Salect A1l | Select blane
Select From |Tﬂe'. |S|£ajg::t- |sent Due
r Federal HR - Personnel Action EEA - Award/One-Time Payment ~ e 030U 10026 O7-Jul-2003
[ Federal HR - Personnel Action BRA | Award/One-Time Payresggleoé O3LILWERT] 10024 07-Jul-2003

®TIP: Radirect o auto-raspond to notifications

Click link to open RPA

Preferences | Help | Cloze Window

Cogiytight 2003 Oracke Corporstion. AR fgnts reserved. Piiwacy Slatemsnt

-

& [717 [5 [ marnet 3]

3 When the Workflow inbox displays, click on the underlined link in
the subject field of the inbox for the RPA that you want to work
on.

4 This opens the "Notification Details” window. From here, scroll
down to the "Response" area and click on the RPA icon to open
the RPA itself (a "Launching Form™ window displays, it will close
automatically).

™ Worklor Preferences Help Clse Window
Workflow e b

RPA : Award/One-Time Payment . Reqg# 03JULWERT110024

\ Reasaign ) | Requast Imormatlun}

From
To Acmm, Wenyg O
Sent 07 -Jul-2003 09:03:50
Matification [0 743100

Narme POl Agut, Voug 174170
Effective Date | Proposed Effective Date - ASAP

Current Status : INTIATED

Routing Group - EUR_REGION - Army European Region

Diate Receivad - 07-JUL-2003 Date Initiated : 07-JUL-2003

Organization : 55TH PERSOMMNEL SERVICES BATTALION AREBWDR39S 01
MCA Family  Award/One-Time Payment

First Action Requested | - Award/One-Time Payment

Second Action Requested

References Use References icon to
display action history

% -< or atachments

Response

- Use Response icon

% to display the RPA

Belum lo Worklist Use Retum to Workdist { Reassign ) | Request Infomation )
I Display next notification after my re: to return to inbox

— o
Caferences [ Diel) [ LIoze Window

5 The RPA will display in a different window. Review and/or
change the RPA as needed.
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6 When you close the RPA (or route it to someone else), you will
return to the Notification Details window (shown in step 4
above). Click on "Return to Worklist" to return to your inbox

(don’t just close this window as this will also close your inbox).

The Workflow Inbox comes with five standard "views" that you can access
by using the drop-down list to select the one you want, then clicking the
<Go> button:

DF?_}&C LE
Worktlow

—

Select one ar more notifications from the list and Open or Reassign them using the appropriste buttons. You may also click on
the naffication subject to open a paricular natification

Worklist

View [Open Matifications

Preferences Help Close vwindoww

(Pereonalize ) | Simple Search )

Sel (agen) (Gioss )
Zalact FYI Motifications
=l MDtiﬁcatiu.ns From e Use the drop-down list ;
Seleet open Motifications . |S'Elll s
I~ |To Da Matifications to change views, 10-Apr-2003
Action { thendick <Go> ;
O Federal HR - Parsonnal =g T TO0E 430 2-Apr-2003
Action

The most commonly used views are "Open Notifications" (the default view)
and "All Notifications” which will display all actions that have ever been in
your inbox.
e You can create your own views with different columns, sorts, and
filtering criteria. See Personalizing inbox views, p. 55.
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Closed actions e Use the "All Notifications" view to search for a closed action (one that

is no longer in your inbox or one that has been completed).

e If there are lots of actions in your inbox, you will have links ("Next
25," "Prev 25") that allow you to view additional pages of information.

e You cannot actually view a closed RPA from the workflow inbox.
You can "open” it to display the Notifications Details window, but you
cannot view or print the RPA form itself. To view a closed RPA, use
the Civilian Inbox (see Viewing closed actions, p. 59).

. Use “‘Next 25" and
Wiorklist “Prev 25° to
Wiw [ All platifications =] (=) (Perscralize ) | Simple searcn | view other pages
Select Motification(s) and ... o | Class )

Salect Al | Salec] Mona e Mewl 25 =
Select From ~ I‘J’ype Subject - |Sm|.l ¥ |I]ue Status
= Federal HR - Personnel BPA : Award/One-Time Payment - Begs 4 _ Closed
Action 03APROOONEWSCTO0G268 Status shows =
I Fedaral HR - Personnal BPA . Change in Serace Computal Open or Closed 16-Dac-2002 Clozed
Action 2DECONONEVWSCTOON
r Federal HR - Personnel BRA - Individual Cash Award - Reg# 15 Mar-2003 Clozed
Action 03MARDCONEWSQTODS4 72
= Fedaral HR - Personnal BEA . Indwidual Cash &ward . Beg# 10-Apr-2003 Open
Action I ARIOONEW S OTONSAT.
I Federal HR - Personnel ppa B i i 034 IHEWS CTO0GA 022003 Clogad
Action
i ;ederal HR - Perzonnal RRA - Promation : Req#03APRODOKNEWSOTOOE4Z0 02-Apr-2003 Clozed
chion
r Federal HR - Perzonnel ppa  p on AP RINIHE WS CTO0RES 02-Apr-2005 Closed
Action

Sorting actions  To sort items in your inbox, click on the column heading of the column you

in the workflow  want to use for your sort.
inbox

Click on a column heading
to sort inhox items.

Worklist
Wiew 10pen Motifications 3 E:J -\Par\annallzaj _Eimpls S8
Select Motification(s) and ...

, Opan } | Closs )

Elac Al | Salect None

SelEﬂM’Tﬂ)e Subject lSenr'-. IDue
Federal HR - Personnel Action Update HR Complete : RPA : Beferral Bonus ; Reod MAWSSAS?  31-Jul2003
Federal HR - Personnal Action BPA . VWithin-grade Inc : Regh WiEE7 43291 A1-Juh- 2003
Faderal HR - Personnal Action Update HE Comglete . BPA . Referral Bonus ;| Reg# MAWSESSE  31-Jul 2003
Faderal HR - Personnel Action BEA - Individual Cash Aweard - Begi EOMARIDONEWS OTOO547 2 10-Apr- 20010
Federal HR - Personnal Action BRA - Promation - Res# 03APROIOONEWSQTOOE430 02-Apr-2003
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Searching the If you have a lot of actions in your inbox (for example, if you are looking at

workflow inbox  "All Notifications" which includes closed actions), you can use "Simple
Search" to help locate a specific action. Begin by clicking the <Simple
Search> button on the inbox window:

OoORACLE
Wt o Simple Search

VWorklist

iew [Open Neticamns =) o) | Pancraiza }
Select Notiflestianie) snd ..

Selact Frain ||5|[||l |".".".I.'l.".'
r Federsl HR - Pesgonnel Action BPA _ SwandOne- Tans Paymen

The Simple On the Simple Search screen, enter your search criteria.
Search window e In the "Subject" line, you can search for an RPA number, a type of
action (e.g., Promotion), or an employee name.

e Search criteria is not case sensitive and does not require use of wild
cards. To search for an action for John Smith for example, you can just
enter "smith" or "SMITH".

e Use the "From" line to search for actions sent to you from another user.

e Use the "Sent" line to search for actions sent to you on a specific date.

e Once you've entered your search criteria, click the <Go> button.
Actions that meet your search criteria will display.

e "Advanced Search" lets you set up more complex search criteria using
any of the data fields used in the Workflow inbox.
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Select one or more notifications from the list and Open or Reassign thern using the appropriate bultons, You may also chick on
the notilication subject to open a particular notdication.

Simple Search

Type in a search string to find & specific object or resulis =et, A Advanced Sear h) ‘ND”C‘IH)

Subject |

From | {type of action, RPA number,

Sent name), then click <Go>

Enter search criteria |

(Go) (Clear)
Select Subject From Sent Type Status Due

Mo search conducted

Select Subject From Sent Type Status Due

Nu_ data
gnists. Use advanced search
Advanced Search to set up more complex
= Show table data when all conditions are met search criteria

" Show table data when any candition iz mat

Subject [ =] [

Frorm [ =l |

Message Attribute | 3 I
Sent | :J | El

\E) (ciear Wdd calurnn i jﬂ}

@TIE: Redirect or autn respond to notifications using Routing Rules

Personalizing You can create your own "personalized” views of your inbox which allows
inbox views you to specify what columns to display, how the actions should be sorted, and
what filtering criteria to use (if any). Follow these steps to create a custom

view:

Step Action
1 Click the <Personalize> button on the inbox window.

DR’F‘\CLE'
Worktlonw Persondize

g

Sefect ome ar mone notifications fam the ksl and
Aot Atk SUbRC 10 opPan & pamcular nORACaTio

Worklist
Wi [l_:q-n h.:1n:.r NG = Ei '1_:;] Pamctaizs | | Gimgls Ssach

Swlect Notiflcation(s) and ...

Roassign (ham using Ih

aeec1 Ad | Select Nene
Saluct Fram _|Typs |Suljes -

I Federsl HR - Persennel Action BPA _ AwandUne-Time Paymand

Version 6.0 55 October 2005



Version 6.0

The DCPDS Desk Guide

On the Personal Table Views window, you can create a brand new
view using the <Create View> button, or you can copy an existing
view (recommended) by selecting the view to copy and clicking
the <Duplicate> button:

ORACLE

"r Bratetencas Hakp Close wWindoe:
Wortkflow T

'

Personal Table Views
Balew is a list of all pre-configured andfor personahized views applicable to "Worklis1® table on the previous screen
Select View and ... _Update )| Delete ) | Duplicate )

1-Select the
view to duplicate

Select View Name
C Al Notifications

ption Dedault W

C  FY1 Notifications Mo
©  Motifications Fram he 2-Clickthe Ha
 Open Nofffications <Duplicate> button Na
' Ta Do Motifications Mo
Returm to WWorklist [ Create Wiew )

Fill out the "General Properties™ fields as follows:

e View Name: Give your view a new name (this is the name
that will display on the drop-down list of views on the main
inbox window).

e Number of Rows Displayed: You can specify a different
number of rows to display if desired.

e Set as Default: Check the box if you want this to be your
default view (the view that will automatically display when
you open the inbox). "Open Actions" is the standard
default. Only one view can be the default.

e Description: Optional, add descriptive information if

desired.
ORACLE Prederences Help Close Window
Workflow Pretorances Hela Cinge Ve

&

Duplicate View

Below 1= & list of sitnbutes that can be edited to changa the view andfar filter the

Give your view
a new name

iz displayed in your table.

General Properties [

= Wiew Hame [Duplicate of [Open Hatifications] Check to make this |
= Murnbar of Rows Displayed [25 Rows ) your default view
Set as Defaull [T
Description d
Add a description o
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In the "Column Properties” area, you can identify what columns to
include in your view, and what sort order to use.

e To add a new column, select (click on) the column from the
left side ("Available Columns™) and click the right <Move>
arrow to add it to the right side ("Columns Displayed"). To
remove a column, select it from the right and click the left
<Remove> arrow.

e Use the up- and down-arrows at the right side of the
window to change the left-to-right order of the columns.

e To select a column for sorting, select the column from the
drop-down list of columns, then select whether you want it
ascending (low to high) or descending (high to low).

Add to or remove

Column Properties colurns from your view

Lipdate the appropriate cafumn atinbutes as desired. LAdwanced Setlingsj

Columns Shown and Column Order
Available Columns

Change the order
of columns

olumns Displayed (in Order)

Status = [Subject
Closed heine From
i e~ Senl
Information Requested From Move A1 |Tipe &
Priority T = | |Due
Motification IC < W
Frorm e Remove
e
Eemuove
Al
Seort Settings
Column Name =5ort Order Select column(s) for
First Sort | Sent sorting, then indicate
Second Sort | Subject _'_J .-Ia.qr:nndnrg :_I ascending or descending
Third Son | =] o son order =]

You can include filtering criteria if desired. Begin by selecting the
column that will be used for filtering (e.g., use the "Subject"
column to filter for a type of action), then click the <Add> button.

Search Query to Filter Data in your Worklist
Specify parametars and values to filter the data thatis
& Show table data when all conditions are mei

Select acolumn to be
used for your filtering
critenia and click <Add=>

 Shew table data when any condilion is mat

Status [ig =] [oPEN
Add column |
(Revert)
canzel) LApely )
lp | Close ¥indow
Frivamy Styfement

pryngit 2003 Oracle Corparation

Massage Attribuie
Ta
Inforrmation Reguestad From =
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The screen will re-display with the selected column now available
for entering criteria. Select the type of comparison to be made (is,
contains, starts with, ends with), then enter the comparison value
in the adjoining field. For example, to filter your inbox to show
only promotion actions, this section would read Subject contains
Promotion.

Search Query to Filter Data in vour Worklist
Specify parameters and values to filter the data that i1s displayed inyour table
 Show table data when all conditions are met
" Shaw table data when any condition is met
Slalus E'E j [CF'EN
Subject - |

slars wilh

ends with Select the operator, then
enter the comparison value

You can add other data fields to your filtering criteria if desired by
repeating steps 5 and 6.

When you are done, click the <Apply> button at the bottom of the
window. Your new view will be available on the list of views for
the inbox.

Civilian Inbox (10.7 version)

Displaying an
RPA using the
civilian inbox

Version 6.0

The "Civilian Inbox" is the Oracle 11i equivalent of the Oracle 10.7 Civilian
Inbox. Follow these steps to display an RPA from this inbox:

Step

Action

1

Select Civilian Inbox from the Navigator menu (note, if you move
this item to your "Top Ten" List, it will show as Civilian Workflow
Inbox).
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The Civilian Inbox will display (called Notifications Summary).
It will appear to be empty -- you need to REFRESH it to display
any actions that you may have by pushing Ctrl-[F11] on your
keyboard:

Click the folder icon to see what To see closed actions, yn-check this
other inbox views are available bhox and re-query with Ctrl-[F11]

Priority |Due Date o | Subject || Comm
{Acmm, Wertg 0 [RPA : Award/One Time Payment : Req# 03U Here's
|Acmm, Wertg 0 [RPA : Award/One-Time Payment : Reys 13Ju)

\Acmm, Wertg 0 |RPA : fward/One.Time Payment : Req? 03411
1Actm, Wertg O |RPA : Change in Work Schedule @ Reg? 03U
|Acmm, Werlg O [RPA : Position Establish : Req# 03JUL110735

BB

 Sscroll right to see more columns

To view an RPA, select it fromthe
list, then click <Respond>

bl ) = - Aqut g [ 4170 To seeinformation about an RPA, select

it from the list, then click <Open>

Respond Opan

Note: the inbox window is substantially longer than one screen; to
see other columns, use the scroll bar at the bottom of the window
to move to the right. You can customize the display of your
Civilian Inbox by rearranging the order of columns or displaying
actions in a different sequence; see Customizing the civilian inbox,
p. 62.

To access a specific action in your inbox, click on it (anywhere on
that line) so that the blue record indicator appears on the left side
of the action. If your list is long, you may need to use the scroll bar
on the right side of the inbox window.
e To view the action, click the <Respond> button.
e To track or view information about the action, click the
<Open> button.

By default, whenever you open your inbox, you will see only open actions. In
order to see closed actions (those that have been in your inbox in the past),
click the Query Only Open Notifications block to clear the "+, then push
Ctrl-[F11] on your keyboard to refresh your inbox.
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If you have lots of actions in your inbox (e.g., if you are looking at both open
and closed actions) and want to search for a specific action, use the "Find"
function by clicking the Find icon (the flashlight) or selecting View = Find
from the top line menu. The Find window displays:

B Find Motifications

To gquery hoth open and cosed
actions, yn-check this box

_ Use the Subject lineto queny
by type of action or RPA number

Enter your search criteria in amy
of the fields, then click <Find=
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Sorting the You can sort the actions in your inbox by any of the first three columns.
inbox e If you want to sort on a different column (not one of the first three),
you must move that column to make it one of the first three. See
Customizing the civilian inbox, p. 62. By setting up and saving a
custom view, you can also set it up to sort the way you want.
e Select Folder - Sort Data from the top line menu. Use the drop-down
menu at the right of any or all three of the columns to select Ascending
(low to high) or Descending (high to low).
e Click <OK> to change the sort.

Select Ascending or
Descending for amy/al of these
fields, then click <0K =

You can sort by any of the
first 3 columnsin the inbox

= it ations Summan

l GHR_SF52 {© “ult SF52 Worlflow ) e Cuery Onby Crper
Subject
Update HR Complete : APA

Frionty [ L]

SEBEEE

WS IEE Mo Ordering

=L Mo Ordering

FBun Clugry
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The_ o The Notifications window provides additional information about the RPA.
Notifications e You can enter comments that will show in your inbox if desired. These
window comments are only for you -- they will not travel with the RPA.

e Click <Routing History> icon on the Notifications Window to display
the Routing History Window. This window shows where this action
has been, who has had the action, and what they did with it. This is the
same window that displays when you click the <History> taskflow
button at the bottom of an RPA (see History button, p. 37).

e Click the <Respond> button to display the actual RPA form itself.

Comments typed here show in the
Comments column of your inkbox

Carnrmeant

The Routing History shows
where the action has heen

Referenceas

Click <Respond> to

view the RPA
Nafification ID m - Status

Customizing You can personalize the appearance of your inbox in a number of ways:
the civilian
inbox e You can specify what columns to show or not show.

e You can change the order of columns from left to right.

e You can sort the items in different ways.

e You can expand or shrink the width of columns.

e You can save different views with different names.
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Using folder The folder tools menu lets you change the appearance of your inbox. You

tools can use the Folder menu or the Folder Tools window that displays when you
click the Folder Tools icon. When using the folder tools window, hover your
mouse over a button to display its function.

Folder Menu

Folder Tools icon

[E] Gur_sr{naig Norifla e
Priority Delete., v

Show Eleld
Hide Field
Folder Tools window
Mo Blght
Move Left

Wome LUip

{cve Erowe

Widen Field
T Bhnnk Field
Change Prompt..
Aurlosige Al

Sor Data...
Wind' Quary. .
Rasel Query

Foldar Tools

e To change the width of a column, click in the column you want to
change and click the Widen Field or Shrink Field icon (or the
corresponding entries from the Folder menu).

e To hide a column, click in the column you want to hide, and click the
Hide Field icon.

e To restore a column that you previously hid, click in the column next to
where you want to restore the column, then click the Show Field icon.
This will display a list of hidden columns from which you can select.

e To move columns around (left to right), click in a column and click the
Move Right or Move Left icon. You can do this repeatedly until the
column is located where you want it.

Saving a folder  You can save different folder views for various purposes, then the next time
view you open your inbox, you can select one of your pre-set views:
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Step

Action

Once your inbox is set up the way you want it (columns sized and
arranged, sorted, etc.), select Folder - Save As from the menu.
The Save Folder window displays:

Give your view a
descriptive name

Foldar  pey iR ET |

Autoguerny

Be sure to yn-check the
“Public” check boxd

N

Make up a descriptive name for the folder view.

Select the "Auto query" choice as follows:

e To "Always" for the inbox to auto-populate when the folder
is opened.

e To "Ask each time" if you want to be prompted to run the
query (not auto-populated).

e To "Never" if you never want the inbox to populate when
you open this view (use this if you just want the view to
display, with the intention of running a different query each
time you use this view).

Select (click) "Open by Default™ if you want this view to
automatically open each time you use this folder. You can only
have one default view, so if you make this your default, any
former default view will be canceled.

Important: Un-check the ""Public™ box if it is checked — users
should NEVER make their folder views Public (this allows
anyone in the region to see this folder view which could eventually
result in thousands of views).

Click <OK> to save your new folder view.

e The new name of the folder view is now showing next to
the folder icon at the top of the window.

e The next time you open your inbox you can retrieve and use
this view by clicking on the folder icon and selecting the
view from the list of folders.

e If you made this your default view, it will automatically
open when you open your inbox.
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