B.  Charging Time and Activities

1.  Charging Time and Activities to Uncaptured RPAs

a.  Click on the Charge New Activity / Leave link on the Daily View screen.  The Charge New Key Activity (UIC) / Leave for (date), UIC Mode pop up window will appear.  See Figure 9.  Notice that the date on your Daily View screen is displayed on the title pane of the window.  The day and date are also indicated in the window after the title, “Date.” 

b.  Your system automatically defaults to the Activity (UIC) radio button when the pop up window appears.  If for some reason the Leave radio button is filled in (e.g., you made a manual change to your selection), click on the Activity (UIC) radio button. 
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Figure 9.  Charge New Key Activity (UIC)/Leave for (Date), UIC Mode window 


     c.  Click on the link, “Charge New Activity with RPA” in the upper right-hand corner of the popup window (See Figure 9).  Another popup window with “Select RPAs from List” in the title pane will appear.  Below the title pane, you will see the message, Click Refresh to build new list from Modern.  Hit “F5” key to Re-load current List.  You will also see a Select your Region drop down menu, and Refresh and Cancel buttons.  See Figure 10. 

d.  To return to the Charge New Activity (UIC)/Leave for (date) – UIC Mode window, click on the Cancel button.
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    e.  From the Select your Region drop down menu, select the appropriate region (that is, the regional server where the RPA data reside), highlight it, and it will appear in the field.  Next, click on the REFRESH link to see an updated list of RPAs that you can access.  

NOTES

Each time the Select RPA(s) from List popup window opens, you should ALWAYS select a region  and click on the REFRESH button to build a new list from the MDCPDS OR hit the F5 key to re-load the current list.

The title pane of the window containing the list says, Select RPAs from List.  Generated on: (date, time – Microsoft Internet Explorer).  After clicking the REFRESH button, ensure that the current date and time are refelcted in the title pane.  If the current date and time do not appear, hit the F5 key.

To see a list of RPAs from a different regional server, highlight the desired region from the Select your Region drop down menu and click on the REFRESH button or F5 button.  Make sure that the date and time appear in the title pane of the window.  You will see your requested list of RPAs.

     f.  You will also see several columns of data, with the following column headings:  RPA, Status, NOA Desc, Inbox, UIC, and Date Sent.  See Figure 10.
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NOTES ON “SELECT RPA” WINDOW

· Under the column, “RPA,” you will see a list of RPA numbers available to you. These RPAs may be in one or more inboxes that you are permitted to view at the time you select this option.

· Status refers to whether an action is open, closed, cancelled, etc. 

· NOA Desc refers to the primary nature of action for the RPA. 

· Inbox refers to the MDCPDS inbox (as identified by an employee’s userid) where a specific RPA can be located.

· UIC refers to the Unit Identification Code of the position tied to the RPA.  

· Date Sent refers to the date that the RPA was sent from the last user’s inbox to the current user’s inbox.
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Figure 10.  Select RPA from List pop up window

g.  To help you locate an RPA more quickly, you may sort the information listed in each column by clicking the column heading descriptions.


[image: image2.wmf]NOTES ON SORTING

Clicking a column header will sort listings in that column by the first alphanumeric character, then the second character, etc.  

If the arrow above the column heading is yellow-green in color, it indicates that the column has been sorted.  If the arrow is pointing upward, then the list has been sorted in ascending order.  If the arrow is pointing downward, then the list has been sorted in descending order.  The system automatically defaults to sorting the list of RPAs in ascending order.

     h.  Click on the RPA number that you want to capture.  See Figure 10.

IMPORTANT!!
Your personal MDCPDS inbox is associated with a unique, personal userid.  You can view and select any RPA from your personal system account, provided that you know:   a) which inbox the RPA resides in and b) the userid assigned to that particular inbox.  With this information, you can add userids to your ABC System account and thus, view RPAs in other users’ inbox(es).

To add the userid assigned to any MDCPDS inbox (e.g., pause, RIF, etc.) to your account, follow the guidance contained in Section VI, View Profile Screen, paragraph C, Set Up Inbox Function.
11

i.  The RPA number will populate the field “RPA Number (SF 52)” that appears in a new pop up window -- “Charge New Key Activity (RPA)/Leave for (date)” – RPA Mode (See Figure 11).  You may change the RPA number that appears in the field by clicking on the Select RPA link and selecting the correct RPA number from the Select RPA popup window.  The newly-selected RPA number will then populate the field.


Figure 11.  Charge New Key Activity (RPA)/Leave – RPA Mode pop up window


[image: image3.wmf]NOTES ON THE RPA MODE
Your system will not allow you to save data in the RPA Mode unless you have selected an RPA number.

When you select an RPA number by using the Charge New Activity with RPA function, the Unit ID Code (UIC) field disappears.  Your system automatically captures the UIC from the RPA you selected.  No manual entry is needed.

j.  Select the appropriate Function from the drop down menu.  If you forget to add a function before trying to save your entry, you will see a pop up window stating, “Please select a function.”

k.  Select the appropriate Key Activity from the drop down menu.  If you forget to add a Key Activity, you will see a pop up window stating, “Please select a key Activity.” 

l.  Enter the appropriate Type of Time (regular, compensatory, overtime, or uncompensated) that applies to the work performed.  Your system automatically defaults to “Regular” time, unless you change it by selecting another category from the drop down menu.  If you forget to select a Type of Time, you will see a pop up window stating, “Please select a Type of Time.”

m.  Fill in the Duration of time spent on the activity.  Select the “Hour” and “Minutes” from the drop down lists.
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[image: image4.wmf]NOTES ON RECORDING TIME
· Your system immediately defaults to 0 hours and 15 minutes upon entry.

· Actual times spent on activities from 0-15 minutes are recorded to the minute.

· Times spent on activities beyond 15 minutes are recorded to the nearest 15-minute interval by rounding your time up or down.

You must account for all regularly scheduled hours worked each day.  If you work eight hours a day, 40 hours per week, you must account for a minimum of eight hours of work and/or leave each day and 40 hours of work and/or leave each week.

If you are on a compressed work schedule, and work eight nine-hour days, one eight-hour day, and have one day off, you must account for a minimum of eight nine-hour days, one eight hour day, and one day off for each pay period.

n.  Click the Save button to save your entry or the Cancel button to exit from the window.  Clicking the Save button will update your Daily View screen (Figure 12).  A color bar to the left of your entry indicates the type of cost (direct, indirect, or sustaining) associated with your entry.  All entries are listed in order of their UICs.  Clicking the Cancel button will return you to your original Daily View screen (refer back to Figure 7).  If your Daily View screen has not been updated, click on the REFRESH icon.



Figure 12.  Daily View screen with updated key activity information
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Don’t know which key activity to associate your time against?  Click on the dictionary icon to the left of the words “Key Activity.”  The links that appear will help you identify which activity to charge your time against.
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