I can’t get logged into ART.
· Log into the CSU to verify that your userid and password are current.

· If that doesn’t work you can call the Helpdesk (CPOC) at

  dsn 793-7498/7499,  (309) 782-7498/7499 or email: helpdesk@cpocria.army.mil
When we go to RPA direct, how will the CPAC see the actions that have gone directly to the CPOC?

· You can look through the “inbox statistic” feature in ART.
After I complete the checklist, how do I route my RPA?

Art and Gatekeeper do not route your RPA’s.  To route an RPA, you must go into Modern and route your action as you normally would.

I have questions or ideas with how they can improve Gatekeeper, who is the POC in the CPOC?

· Kelli Hoague  (309) 782-4444  or dsn  793-4444

Kelli.hoague@cpocria.army.mil
or

Robin DeFauw  (309)782-1141 or dsn 793-1141

Robin.DeFauw@cpocria.army.mil
How do I attach the Gatekeeper checklist to the RPA in Modern?
You don’t.  The Gatekeeper checklist is separate and independent from the actual RPA.  The checklist stays in ART and can only be viewed through ART.

I have several actions that are identical.  Can I copy the checklist to use for another action or do I have to fill out a checklist for each action?

Gatekeeper does not have a copy or duplicate feature.  If you want to use one checklist for several actions, you may cross-reference the RPA number with the completed checklist in the remarks section of the RPA.  For instance, your remarks section would say “For gatekeeper checklist, see RPA # 99999”.

How do I send a copy of a new job description with my action through Gatekeeper?
You will no longer attach new or revised job descriptions to the RPA.  To create or edit a position, you will do that in FASCLASS.  FASCLASS will assign a new number to any position that you create or edit.  Reference this new job number in the appropriate place on the Gatekeeper checklist.  Based on that, you may want to prepare your position in FASCLASS to ensure that you have the new job number for your Gatekeeper checklist.

Where do I find the extra training guidance that CPOCMA has on Gatekeeper?

Web site: www.cpocma.army.mil
Select:  Divisions -> Training mgt ->Modern DCPDS Training ->Training Materials

How do I send a copy of an edited job description that I found in Fasclass?

You will not send a copy of it with the action.  Instead, go into FASCLASS and select the job description you wish to edit.  Select the quick copy feature and enter the position number you wish to copy.  Once you’ve made your changes to the copy, FASCLASS will assign a new position number when you hit save.  Make reference to the new position number on your Gatekeeper checklist.

How do I provide additional information with my action that was not included on the Gatekeeper checklist?
Gatekeeper has a comments section.  You can free-type in that space, or copy and paste text into it by using the clipboard at the top of the screen.

The actions listed in Gatekeeper don’t have a radio button for me to click on to open the checklist.
 We think that the radio button is deactivated when there is an effective date on the action.  However, it doesn’t do that consistently.  If you think it is because of the effective date, do the following:

· Go back into Modern and remove the effective date from the RPA.

· Hit refresh F8.

· Go back into Gatekeeper to start on your Gatekeeper checklist.

If that doesn’t work, you can call the Helpdesk for assistance.

Are my actions in Gatekeeper on live time?

The RPA’s are on live time and will mirror what has come and gone from your Modern in-box in real time.

However, the employee data is pulled from CSU and the overnight refresh required for CSU still applies.  So if the employee had received a wigi that day, his old step will still appear on the action.

Can I copy and paste into the comments section?
Copy the text you wish to paste.  Go into the Gatekeeper checklist and place the cursor in the comments section.

Then go up to the clipboard at the top center of screen and press it.

How do I refresh my Gatekeeper inbox?
Press F5.  The system will take you out to the main Art menu again.  

Select Gatekeeper and your new actions will show.

Do we do Gatekeeper checklists for every type of action?
No, you will not need a checklist for:

· Awards

· LWOP or extensions of LWOP

· Realignments

· Disciplinary actions

· Name changes

· Resignations

· Deaths

· Retirements

· Separations

· Change in work schedule

· Extensions to temporary promotions 

· Return to duty

· Position abolish

· Recruitment bonuses/allowances

· Retention bonuses

· Supervisory Differentials

When RPA’s go directly to the CPOC, how will we handle requesting Career Referrals?

The CPAC will work with the manager to complete the career referral request, identify the elements and assign weights to the selected elements.  Once this is done, the CPAC specialist will forward the career referral request to the appropriate activity.  

