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Purpose and Use of this Guide
This guide provides systematic, step-by-step instructions for using the tools available in ART.  The guide is for use by Civilian Personnel Advisory Center (CPAC) staff members, Civilian Personnel Operations Center (CPOC) staff members, managers, supervisors, resource management officials, administrative officers, commanders, and other designated users. 

What are Army Regional Tools (ART)?
With the deployment of Modern DCPDS, Department of the Army (DA) realized the need for specialized tools related to specific functions of Modern DCPDS.  ART was developed as a common entry to standard modern DCPDS applications and to enhance the user’s ability to track or retrieve information from modern DCPDS.  Users can capture information such as status of RPAs, organizational information, supervisory ratio, and processing times.  The current ART tools, with a brief description, are as follows:

ART Tool
Description

In-Box Statistics
Information concerning a specific action or groups of actions.  Replaces Red, Amber, Green Report.  Available to all users.  New data will not be reflected in ART until the next day.

Gatekeeper Checklist
Automated Checklist that prompts users to provide information relevant to the requested personnel action.  Available to all users.  This application has no time delay.  RPA’s initiated in MDCPDS today are accessible in Gatekeeper today.

Legacy Tracker
Tracks SF50s and SF52s processed in the Legacy system.  Only available to NE region Personnelists.

RPA Tracker
Tracks RPAs processed in modern DCPDS. Available to all users.  New data will not be reflected in ART until the next day.

NPA Tracker
Tracks NPAs processed in modern DCPDS. Available to all users.  New data will not be reflected in ART until the next day.

Review and Analysis
Report function the user can access for information such as supervisory ratio, PATCO, minority/non-minority male/female statistics, etc. Available to all users.  New data will not be reflected in ART until the next day.

Help Desk
ART users can use this tool to report problems encountered when using the tools or Modern DCPDS.  Available to all users.  New data entered in MDCPDS will not be reflected until the next day, however, data input to Help Desk is available to others immediately.  

Organization Structure
This tool provides information about the organization, i.e., number of organizations, vacant and encumbered positions, etc.  Available to all users.  New data will not be reflected in ART until the next day.

Pay Data
ART users can access pay data information such as IVRS interface problems, pay data rejects, pay data reverse interface problems, and pay data transaction (W3L) reports.  Only available to Personnelists. New data will not be reflected in ART until the next day.

Links
Art users can access the following modern applications without exiting the ART tool:

· Modern DCPDS

· FASCLASS

· OPF Tracker  (Only available to Personnelists.)

· CSU

· Phone and E-Mail List

Relationship to Modern DCPDS
Army Regional Tools (ART) has direct interface with the Modern system.  ART is a toolkit designed to streamline the work processes and complement Modern DCPDS. NOTE:  Most of the ART tools interface with CSU and require an overnight refresh so, they have a one day delay to view data just entered into MDCPDS.  The Gatekeeper has a direct interface with Modern DCPDS.  Therefore Gatekeeper is available as soon as an RPA requiring one is created.

Accessing ART
Anyone who has access to Modern DCPDS can have access to ART.  Access to records in the Modern system and the tools in ART is based on the user’s role and responsibilities on a need to know basis.  Therefore, users may not have access to the same records or same set of tools.  For instance, supervisors and managers will have access to information for their subordinate employees only.  CPAC personnel can only access information relevant to serviced activities at their installation.  ART is a web-based program; therefore, users will use a browser to access the tools in ART.  It is recommended that you use Microsoft’s Internet Explorer.  Some of the applications do not work properly if you are using Netscape.  For assistance in loading Microsoft’s browser on your system, please contact your local systems support service.

ART Users
The Information Systems Division of each CPOC controls the levels of user access.  The following is indicative of typical users who have access:

· CPOC and CPAC Personnelists in all functional areas.

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

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

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

Getting Help
Users should contact their servicing CPAC or the servicing CPOC’s Information System Division Help Desk if assistance is needed in accessing modern DCPDS or ART.  Errors can be reported and assistance can be requested via the ART Help Desk.  There are instructions for this tool in this guide.  If you cannot access the Help Desk or cannot find and appropriate category to report your issue, you may also send an email to the CPOC using:  modern.helpdesk@cpocner.apg.army.mil

Terms and Acronyms
The following are terms and acronyms used in this guide:

Term/Acronym
Definition

ART
Army Regional Tools

CMD or MACOM
Major Command

CPAC
Civilian Personnel Advisory Center

CPOC
Civilian Personnel Operations Center

CPOCMA
Civilian Personnel Operations Center Management Agency

CSU
Civilian Servicing Unit

CSU Application
A read-only extract from the primary database containing records of civilian employees.  This application allows the user to view data about a specific employee or to run reports covering a group of employees.

DNRP
Defense National Relocation Program

HQDA or DA
Headquarters, Department of the Army

Legacy DCPDS
The term used to refer to the Defense Civilian Personnel Data System (DCPDS).  The legacy DCPDS has been replaced by the modern DCPDS.

Modern DCPDS
Modern DCPDS is a human resources information system that supports civilian personnel operations throughout Department of Defense.

NPA
Notification of Personnel Action (SF-50)

PATCO(B)
Professional, Administrative, Technical, Clerical, Other, (Blue Collar). PATCO(B) refers to types of positions within the Federal service.

PCS
Permanent Change of Station

RM
Resource Management

RPA
Request for Personnel Action (SF-52)

SF50
Standard Form 50, Notification of Personnel Action

SF52
Standard Form 52, Request for Personnel Action

Smart Number
Static portion of the RPA number assigned to RPAs from the same organization.  (Ex:    RPA # 01MAY-4ALSCAA-00027598.   The segment between the dashes, 4ALSCAA, is the Smart Number.  It reflects the Region, 4=NE; CPO ID, AL; and then an additional 2-8 characters, SCAA, that designate the organization that initiated the action.  All RPAs from this activity will contain these characters.)

SSN
Social Security Number
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ART Login Process

Logging in
To gain access to ART, you must have a valid CSU user ID and password.  The systems administrator will provide the user ID, password and website address you will need to access the tools.  Once you have accessed the website, you will see a log-in screen similar to Figure 2.1.

Step
Action

1
Enter your User ID and Password

2
Click on <Click Here to Login> (Figure 2-1)
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Figure 2-1. Art Login Screen

Initial Login
Upon initial login, you will see a screen similar to the one below (Figure 2-2).  If your telephone numbers and e-mail address are correct, click on <Proceed Into System>.  
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Figure 2-2. Successful login screen.




If your e-mail address and telephone numbers are incorrect, click on <Change Email/Phone>.  Enter the requested information, then click on <Edit Account and Go to Main Menu>. 

Pop-Up Messages

 Pop-up Messages and Notifications
You may also receive two pop-up messages (Figures 2-3, 2-4), prompting you to enter your email address and telephone numbers. Your systems administrator may also communicate scheduled down times, systems maintenance, and holiday status. These pop-up notifications are not restricted to your initial logon.
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Figure 2-3. Email notification message           Figure 2-4. Telephone notification message.



After entering your current email address and telephone number (Figure 2-5), you will go to the ART Main Menu.  Your permissions and levels of usage are pre-defined by the systems administrator.
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                 Figure 2-5.  Email and Telephone Number Edit Screen.

Main Menu

Main Menu
The ART main menu provides a hierarchy of components that allows the user to navigate to the selected tool (Figure 2-6).
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        Figure 2-6. Main Menu Screen

Main Menu Frames
The screen is divided into two frames, a top frame and a bottom frame.

Top Frame
· The top frame shows the current application (in Figure 2-6, Main Menu) and other options.  

· The top frame will also provide the number of hours a specific tool is available.   Certain tools are only available at certain times of the day due to data refreshes, system maintenance, etc.  

· The top frame will inform you if the scheduled downtime of a specific tool is approaching (Figure 2-7.).
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Figure 2-7.  Individual tool window.  Note the uptime indicator (under the tool name in the upper right hand corner) and the warning message that the tool will be unavailable in 19 minutes.

Bottom Frame
The bottom frame contains the individual tools.  

· The yellow bar shows current location in the main menu; the blue bar contains all the ART components available to you at this level.  

· A plus sign next to a component indicates that there are sub-menu items for the component. (Figure 2-6). Click on the item to open up it’s sub-menu.

NOTE:  Remember that access to the ART components is based on the users’ assigned level of permissions.

Individual Tools 

ART Tools
Upon entering a tool, the navigation frame will show you which application you are currently using.  Each tool is covered by a section of this guide.  If a tool is currently unavailable, you may receive a message explaining why and when a tool will be available again.

Navigating in ART
Navigating in the tools area of ART is very simple.  Use the links located at the top of the screen to log off, go to previous screen, ART Main Menu, or to check the menu for a specific tool.

Logging Off
You can log out of ART at any time using the Log Off button located at the top right hand corner of each screen. 

 Printing
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You may print the information at any time by clicking on the “Print” 

icon at the top of each screen.

Finding/Search 

[image: image10.bmp]
You may search a screen of data for particular characters by clicking on the “Find” icon at the top of each screen.

Copying

[image: image11.bmp]
You may copy information to paste in other applications by clicking the “Copy” icon at the top of each screen.

Pasting 

            [image: image12.bmp]

You may paste information that you have copied clicking on the “Paste” 

icon at the top of each screen.

Error Reporting  [image: image13.bmp]

There is a short cut for reporting errors.  Click on the “Report Error” icon at the top of each screen.  Follow the instructions in the Help Desk section of this guide beginning with when you click on <Report Error>.

Making Suggestions       [image: image14.bmp]

There is a short cut for making suggestions for changes and enhancements to an ART application.  Click on the “Make Suggestion” icon at the top of each screen.  Follow the instructions in the Help Desk section of this guide beginning with when you click on < Suggestions>.

Frequently Asked Questions (FAQs)

Frequently Asked Questions
The following are examples of questions asked by ART users.

How can I change my password for ART?

Your ART user ID and password are exactly the same as your CSU user ID and password.  If you change your password in the CSU database, your ART password will also be changed.  Log in with your new password the next time you log into ART.

How can I get assistance with a problem I encountered while using ART?

ART comes equipped with a ‘Helpdesk’ tool.  Refer to the guide for this application to understand how to enter a ticket.

What if I forget my CSU/ART password?


You may send an email to the CPOC at modern.helpdesk@cpocner.apg.army.mil
How can I navigate from one tool to another?

Once you have logged into ART, you navigate between tools by using the “Back to Main Menu” link and then select the tool you wish to use.

Can I be logged into modern DCPDS, the CSU and ART at the same time?

Yes.  You can be logged into all three applications at the same time.  ART provides a direct link to both modern DCPDS and the CSU, eliminating the need to log in and out of the different applications.  

Links 
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Purpose

Purpose
The purpose of this chapter is to provide information on ART’s links to Modern DCPDS, CSU, OPF Tracker, FASCLASS, and Phone/E-mail lists.  You may use ART as the gateway into these applications.  These functions may be accessed at any time while using the tools in ART.  There is no need for the user to log out of ART in order to access one of the links described below.  Once you have launched the external application, minimize your screen and you will find that ART is still up and running.  You can then toggle back and forth between the external application and an ART application.

OPF Tracker

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

FASCLASS

Connecting to FASCLASS
FASCLASS (Figure 3-2) may be accessed directly from the ART Main Menu.  After accessing FASCLASS, proceed as you normally would to work in this area or to search for the position description of your choice.
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       Figure 3-2. FASCLASS



Modern DCPDS

Connecting to Modern DCPDS
From the ART Main Menu, select Modern DCPDS.  If you have current valid permissions to use Modern DCPDS, you can connect directly with the system.  At the prompt, use your User ID and Password to make the connection.

CSU Application

Connecting to the CSU
From the ART Main Menu, select CSU.  You must have current valid permissions to use Modern DCPDS and the CSU.  At the prompt, enter your User ID and Password to connect to the CSU application.

Phone/E-mail Lists

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

· Command

· User Type

· CPAC

· Name

[image: image17.png]Phone and Email Listing

©ByCMD OByUserType CByCPAC O ByName

Commanis Total
[ANC All others %
[Field Operating Offices Of The Sec Of The Arng 256
[Field Operation And Staff Support A gencies @
HO Dé Staff Field Operating A gencies 14
'HO US Military Entrance Processing CMD 2




                      Figure 3-3. Phone and Email List.
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 In-Box Statistics

 What are “In-Box Statistics”?
The In-Box Statistics feature in ART is best known as the “Red, Amber, Green (RAG)” Report. The major difference in this tool and the previous version of the Red, Amber, Green Report is that In-Box Statistics has an enhanced statistical reporting capability and direct links to organizational information and position information.

Purpose
The purpose of “In-Box Statistics” is to provide Modern DCPDS users with a tool that can gather information on specific actions or groups of actions.  The links to position information, organizational information, and individual RPAs should decrease the amount of time expended on manual reports, providing status of actions to managers, etc.

Benefits of In-Box Statistics

Benefits to CPOC Staff
In-box statistics can be used by CPOC staff members in many ways:

·  As a tracker – The staffer can track individual actions quickly and efficiently.

· As a status report – The status of an action is reflected in the In-Box Statistics tool, if the event codes and information is entered timely and accurately.

· As a workload indicator – In-Box Statistics provides numbers and types of actions in individual in-boxes.  The staffer can access information on actions initiated by management that are en route to the CPOC for workload planning and forecasting.  Team leaders, Branch Chiefs, and Division Chiefs can monitor workload to ensure even distribution of work and resources.

· To assess and monitor processing times.

Benefits to the CPAC
In-Box Statistics can be used by CPAC staff members to:

· Track actions routed to the CPOC. 

· Obtain the status of actions.

· As a workload indicator.

· Assess and Monitor processing times.

Reduce number of inquiries forwarded to CPOC

Benefits to Managers
Managers can benefit:

· Track initiated actions.

· Check status of actions.

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

Benefits to Administrative Personnel
Administrative personnel, personnel liaisons, etc., can benefit:

· Track actions.

· Check status of the RPA(s).

Benefits to Resource Management
Resource management personnel can benefit:

· Access and retrieve information pertinent to their organizations.

· Ensure proper execution of salary dollars.

· Check status of open/closed actions.

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

Sort Capabilities

Sort Capabilities 


The In-Box Statistics Report is capable of sorting RPA information based on:

· Types of actions (All Actions, Fill and Recruit Actions, or Non Fill and Recruit Actions)

· Days in a specific function (i.e., manager, resource management, CPAC, or CPOC)

· By Region, MACOM, Installation, activity, etc.

 Reports
· Information is presented in the form of colorized charts and graphs.  

· The Colorization Chart (Figure 4-1) indicates the number of days in the “aging” process for each functional area/event. 

· These reports are critical to the overall management of workload and allow managers to access current RPA status information.
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                  Figure 4-1. Colorization Chart

Links to the RPA
After accessing the In-Box Statistics tool, the user has the ability to use direct links to the individual RPA, position description, and organizational information.  Please note that the RPA will not look like the form in modern DCPDS, but it will contain the same information in a different format.

How to Sort
The In-Box Statistics tool has many sort capabilities. The sort includes lighter shades of colors as the actions age through the various functional areas. The following information is reflective of the sort capabilities of ART:

 Step
Select From:

Sort By
·  All Actions

·  Fill and Recruit Actions

·  Non Fill and Recruit Actions

Sort By
· All Colors

· Red

· Amber

· Green

Sort By
· All times

· Total Time in Management

· Total Time in CPAC

· Total Time in CPOC

· Total Time in Personal Box

· Event Time (Fill and Recruit Actions Only)

Sort By
· Open Actions

· Closed Actions

· Future Actions (Projected)

Sort By
· Region

Example
The following is an example of the steps involved when selecting criteria for a report using the In-Box Statistics Tool:

Step
Action

1
Make selections as indicated above (i.e., select All Actions, All Colors, Total Time in CPOC, Open Actions, By Region). (Figure 4-2)

[image: image19.png][_[C1x]

osoft Intemet Explorer

ZZWEBE|

T Amy Regi
Army Regional Tools

Inbox Statistics

ART Main Mens Logeff

@ All Actions € Fill and Recruit Actions € Non Fill and Recruit Actions

@ AlICoors  Cligreent Cyellow  Coambert  Cred

Colorized By:  © Total Time in Management € Total Time in CPAC @ Total Time in CPOC € Total Time in

Personnel © Event Time

Status: @ Open © Closed © Future

Region: [NORTHEAST REGION [

Submit

View Colorization Chart

Internet

Brishos0ro | [GEE 21300

&1 Ay Regiona Todls
g Start| 2jinbox - Microsaft... | FllMicrosaft Office 5...| & 1hitps://neregion.a..| [€TArmy Regional





          Figure 4-2. Selecting Sort Criteria for In-Box Statistics Report.



2
Once you have made selections, click on <Submit>.

3
The data reflected is sorted based on your selections; you may click on <View Details> to see the data you have requested.  However, you now have the capability of refining the data even further to reflect the status of  Open Actions by Division (Figure 4-3), Customer Focused Branch, CPAC, Command, In-Box Type, Smart Number, or by event.
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                  Figure 4-3. Actions by division.


View Details
As you go through the sort process, you will notice a button at the bottom of the In-Box Statistics Screen.  This button is the <View Details> button and is designed to expand the parameters of the selected group to give specific details of actions.  Follow these steps to view additional information on specific actions/RPAs.

Step
Action

1
Select sort criteria.  Figure 3-3 indicates the sort criteria for Fill/Recruit Actions, All Colors (Colorized by time in personnel), and then further sorted by Division.  

2
Click on <View Details>.  

3
The next screen lists the sort fields (Figure 4-4) you may choose from or you can bypass the selection of sort criteria by clicking on the <Submit> button. To select a sort field(s), click on the field, then click on <Sort By>.  To remove a sort field, highlight the sort field then click on <Remove>.  Once you have selected the required sort field(s), click on “<Submit>.
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Figure 4-4 Sort Fields.   



4
All RPAs for the selected group(s) will be reflected.  To view a particular RPA, click on the <Smart Number>  (Figure 4-5).
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Figure 4-5. Listing of RPAs.



5
The next screen is a preliminary RPA screen, which opens to reveal information about the action (Figure 4-6).  At this point, you have a direct link to the RPA.  

NOTE:  There is a notes section to this screen where questions or comments may be entered.  These comments, responses, etc., are saved in ART as part of the recruitment/action dialogue and become part of the historical information pertaining to the individual action.  (A user has to be viewing the RPA in ART to see the note.)  The notes/comments section is an ideal way of making request for information or the status of the action.  When someone has submitted a note on an action, the individual who currently has the action is notified when they sign on to ART.  When they sign on, they will see a gold “HELPDESK” ticket on their screen.  When the ticket is clicked on a screen like the one below comes up with the comment.  Responses can be made in the same manner.  Managers, supervisors, directors, division chiefs, branch chiefs, team leaders, specialist, generalist, processors and any other users can benefit from using this tool.  
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Figure 4-6 Preliminary RPA screen.

Viewing Information 

Viewing the Request for Personnel Action
To open the RPA, click on <View RPA> (Figure 4-6).  The user can then see the entire action, status, and all information pertinent to the action.

 Viewing Position Information
Click on <View Position Information> (Figure 4-7) to access position information.  The position data displayed will reflect the position on the To Side of the RPA.  If the To Side position is blank and there is an employee on the RPA, the position data displayed will reflect the position on the From Side of the RPA.  If both the To Side and From Side position blocks are blank this feature will not be available.  There are five types of position data available:

· General (Figure 4-7)

· Organizational

· Resource Management

· Career Program

· Acquisition
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Figure 4-7. Position Information

Navigating to Position Data
To navigate through the various types of position data, simply click on the data type radio button (i.e., General, Organization, Resource Management, etc.) in the top frame of the screen.

NPA Tracker
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Purpose
The NPA Tracker is used to track Notifications of Personnel Actions processed using Modern DCPDS.  The NPA Tracker tool allows the user to easily locate and view the NPA.  The information provided is the same as that on the formal NPA, although the format of the document is different.  Users may use the NPA tracker to research and review actions processed in Modern DCPDS.

Locating the NPA
After logging into ART, follow these steps:

Step
Action

1
Select <NPA Tracker> from the ART Main Menu

2
Enter the Social Security Number (SSN) of the employee, then click on <Click Here to Track NPAs> (Figure 5-1)
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Figure 5-1. NPA Tracker Screen

3
If the employee’s SSN is unknown, use the <Name Lookup> key.  Enter the last name of the employee and select the appropriate name from the list of employees.

4
A listing of NPAs for the selected employee will be generated.  Select the appropriate NPA and click on the effective date to open the action.  When you open the NPA, you will see the same information that is provided on the Notification of Personnel Action (NPA) that is printed and provided to the employee and filed in the employee’s Official Personnel File (OPF).

NOTES: 

(1) You will receive a message if there are no NPAs on file for the selected employee.

(2) You cannot print the NPA using this ART tool.

Links to the RPA
Once you have accessed the employee’s NPA Tracker History, you will also have access to the Request for Personnel Action (RPA) History.  The RPA may be opened by clicking on the request number.  The RPA may be printed by using the print icon at the top of the screen.

Legacy Tracker

Contents
This section covers the following topics:
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28
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28
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29
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29
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30

Purpose
The Legacy Tracker is used to track either Notifications of Personnel Actions (Standard Forms 50) or Requests for Personnel Actions (Standard Forms 52) that were processed by the NE Region CPOC in Legacy system before deployment of Modern DCPDS.  (Only NE region personnelist have access.)

Using the Tracker
From the ART main menu, select <Legacy Tracker>.  You will note that there is a “+” in front of this menu selection, which means that there are submenus present for this item.  Click on Legacy Tracker.  The next screen reflects the submenus. Choose either SF52 Tracker or SF50 Tracker.

SF50 Tracker

Accessing the SF50 Tracker
Click on <SF50 Tracker> (Figure 6-1) and proceed to the next screen.  You will need to enter the employee’s social security number (SSN) or, if you do not know the employee’s social security number, use the name lookup (Figure 6-2) .  Once you have entered the SSN or selected the appropriate name, click on <Click Here to Track SF50s>.  The next screen provides a listing of all SF50s processed for the employee using the Legacy system by the servicing CPOC. To view the SF50, click on the effective date of the action.  The flag codes at the bottom of this screen reflect the status of the action or reasons why the SF50 was processed. 
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Figure 6-1. Legacy Tracker Figure                      6-2. Employee Information

NOTE:   There is also a history of the SF52s available through the SF50 Tracker function.  To view the SF52, click on the SF52 Request Number.  In order to track the SF52 using the SF52 Tracker, you must have the complete request number.

 

SF52 Tracker

Accessing the SF52 Tracker
After clicking on the <SF52 Tracker> button, you will be prompted to enter the PERSACTION request number (Figure 6-3).  After entering the number, click on <Click Here to Track Action> button.  The SF52 will open so that you can view the action.  
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Figure 6-3. SF52 Tracker 



Printing

Printing the SF50 and SF52
The SF-50 and the SF52 may be printed by clicking the print icon at the top of  screen.
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RPA Tracker
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 Purpose
The purpose of the RPA Tracker is to provide the user with an easy to use search mechanism for locating RPAs initiated and processed using Modern DCPDS.  

Accessing the RPA Tracker

Accessing the RPA Tracker
Follow these steps to access and locate an action processed using Modern DCPDS.

Step
Action

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

2
Enter the RPA number if available.  If the number is not available, you may use a partial number as indicated in Figure 7-1.  Click on <Begin Search> to locate the RPA.
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Figure 7-1. RPA Tracker.



3
If the RPA is located, the information will be presented in a format different from that in the formal RPA.
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 What is “Gatekeeper”?
The “Gatekeeper” is an automated information gatherer that complements the functions of Modern DCPDS.  The Gatekeeper concept is to make sure the CPOC has all the information needed to process an action without having to go back and forth to the initiator of the action.  Gatekeeper is easy to use and is responsive to customers’ needs.  Gatekeeper provides a standard, efficient and simple way for management to provide information regarding an action that would otherwise require an attachment to the RPA.

Purpose
The purpose of the Gatekeeper function of the Army Regional Tools is to prompt initiators of Requests for Personnel Actions (RPAs) to provide information pertinent to the type of action requested.  The amount of information required will vary by type of action.  Therefore, the Gatekeeper will prompt the initiator for information sufficient to process the action.  By customers submitting the proper RPA type and complete information, the CPOCs will be able to provide more timely and accurate personnel services.

Getting Started

Getting Started
Access Modern DCPDS and the Gatekeeper using the Army Regional Tools (ART) website.  You will need your user ID and password for both functions.  NOTE:  We recommend that you access Modern DCPDS first then the Gatekeeper.  In order to access the Gatekeeper Checklist, the RPA must be in your in-box when you access the Gatekeeper function.  The following steps will assist you in getting started using Modern DCPDS and the Gatekeeper checklist.

NOTE:  Appendix A to this guide contains in-depth step by step instructions for management to use when initiating RPAs and accompanying Gatekeeper checklists.  The appendix also provides specific definitions for the different RPA types available to mgmt.  It is important that actions are initiated in accordance with this guidance as the type of action (Fill/Recruit, Position Establish, Award, etc.) determines the information that is requested on the checklist.

Step
Action

1
Access Modern DCPDS using the Army Regional Tools (ART) website.

2
Initiate the RPA in accordance with the “Job Aid for Initiating RPA’s and Information Gatherers (Using the Gatekeeper Checklists)”.  (Attached at appendix A.)  

3
Save and hold the RPA in your in-box.

4
Access the Gatekeeper using ART.

5
Click on the radio button next to the initiated RPA.

6
Click on <Fill Out Checklist> at the bottom of your in-box.

7
Complete the checklist.  Review your answers to ensure all required questions are accurate and complete.  (Step by step guidance is available in the Job Aid cited in Step 2 above.)

8
Click on <Save the Checklist> at the bottom of the screen.  Your information will be saved and you will be returned to the Gatekeeper function.

9
Return to modern DCPDS and access your in-box; then, coordinate the RPA to the next in-box in the processing chain.

Information

Types of Information
The questions/information required will vary by type of requested personnel action and the coordination levels of the action (i.e., managers, resource management, CPAC, CPOC).  Managers and users must provide specific information in order for the CPOC to process the RPA accurately.  This information may include:

·  Recruitment strategies and areas of consideration

·  Conditions of employment (clearances, physical examinations, drug testing, licenses/certifications)

·  Payment of relocation expenses (PCS, DNRP), recruitment bonuses, retention bonuses, amount of monetary awards, etc. 

·  Position information.  

·  Resource Management information.

Responsibilities

Levels of Responsibilities
All users are responsible for ensuring the Gatekeeper Checklist is accurately completed.  All questions must be answered before coordinating the RPA to the next in-box in the processing chain.  The following is indicative of the levels of responsibilities for completing the checklist:

User
Required Information

Manager
The manager is responsible for initiating the RPA and ensuring the Gatekeeper Checklist is completed. . 

Resource Management
Resource management (RM) officials often review the action before coordination to the next “stop” in the processing chain.  RM will ensure the position is approved for manpower and funding purposes.  They will also ensure the RM data is complete and correct.  

NOTE:  Should an action be submitted to the CPOC that does not have RM data for the position build, the CPOC will enter zeros in the applicable fields.

CPAC
The CPAC generalist is responsible for ensuring all required information is provided and correct before coordinating the action to the CPOC for processing. 

CPOC
The CPOC Gatekeeper reviews the action to ensure all information is present.  If any of the required information is omitted or conflicts with other data, the action is coordinated back to the CPAC for clarification.  

The CPOC Personnelist uses the provided information to classify a job, build a position record, determine non-competitive placements, prepare vacancy announcements, determine selectee entitlements, etc.

Editing the Checklist
Only the user who has the RPA in his/her inbox can edit the checklist.  Therefore, if changes need to be made the RPA will need to be forwarded to the individual responsible for making changes.  Additionally, there is an editing hierarchy built into the program.  Resource Managers can only edit RM data.  Managers can edit Mgmt or RM data.  The CPAC can edit CPAC, Mgmt or RM data.  The CPOC can edit all.

Links to Position Information

Position Information
Position information is available by using the links provided in the Gatekeeper Checklist. Once you have accessed the Gatekeeper Checklist, you will find there are two position information hyperlinks that show different data.

Position Selected Link
When you initiate an RPA that involves an employee being moved into a position record, you are asked to select a position to use.  If you select an already existing position record the Position Selected hyperlink shows you the title of the selected position.  When you click on the title you can see the data currently in the position record.  This allows you to review the data to ensure it is still correct.  Gatekeeper then allows you to edit the data if it needs to be changed.  CPOC will update the position record directly in Modern as necessary. 

To Position Link
When you initiate certain RPA’s Modern automatically populates the To Side of the RPA with the position record the employee is currently occupying. This is the position data that initially shows up when you click on the To Position hyperlink.  Once the CPOC has built a new position record and placed it on the To Side of the RPA, the new position record is displayed when you click on the To Position hyperlink.  In short, when you click on the position’s title you will see the position record that is currently on the To Side of the RPA. 

Review and Analysis
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Review and Analysis

Review and Analysis
Managers, resource management officials, CPAC staff members, and CPOC staff members routinely require reports concerning their serviced populations.  The Review and Analysis function of ART easily sorts information concerning the workforce and provides information such as PATCO(B), Career Programs, information on Engineers and Scientists positions, number of employees in each grade level, supervisory ratio, minority/non-minority statistics, male/female statistics, etc.  

Purpose

Purpose
The purpose of the Review and Analysis function is to provide users with an easy to use tool to generate workforce statistics for serviced installations/employees.   



Sorting

Sort Capabilities
The Review and Analysis function has many sort capabilities.  The user may select any of the following criteria to generate reports on population statistics. Figure 9-1. 

Sort Criteria/Emphasis Area
Available Information

Command
· Supervisory Ratio

· Total Population

· Minority/Non-Minority

· Male/Female

Division
· Total Population

· Minority/Non-Minority

· Male/Female

Customer Focused Branch
· Total Population

· Minority/Non-Minority

· Male/Female

CPAC
· Supervisory Ratio

· Total Population

· Minority/Non-Minority

· Male/Female

Grade Groups
· Total Population

· Minority/Non-Minority

· Male/Female

Engineers and Scientists
· Total Population

· Minority/Non-Minority

· Male/Female

PATCO
· Total Population

· Minority/Non-Minority

· Male/Female


Career Program
· Total Population

· Minority/Non-Minority

· Male/Female
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                             Figure 9-1.  Review and Analysis by Command.

NOTE:  Once you have selected your initial sort criteria/emphasis area, in this case CMD, you may then drill down to a particular command simply by clicking on it.  In this case US Army Corps of Engineers was selected (Figure 9-2).  You may further refine the sort by clicking on the <View Details> button.  You can then sort from the criteria as indicated in Figure 9-3. 
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Figure 9-2. Review and Analysis for Corp of Engineer activities in one region.
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Figure 9-3. Further Sort Criteria.

The resulting report can be printed as is, or downloaded as an Excel file.  Once in an Excel file you can modify and save the file to fit your needs.  

Links to Other Information

Employee Information Link
Current employee information is available by clicking on the Employee Name hyperlink.  You can then view different types of employee data by clicking on the categories of information, (e.g., Salary, SCD, Benefits, etc.).

Job Number Link
You can view the position description that is currently in FASCLASS for the selected position number by clicking on the Job Number hyperlink.  

NOTE:  The position description that is reflected here is the generic version of the job description that is in FASCLASS.  You cannot view the specific position record (CPCN/sequence number) that the employee is assigned to in the Review and Analysis tool.  You will need to access FASCLASS to do this.

Position Title Link
When you click on the Position Title hyperlink you can view the data currently in an employee’s position record.  You will need to click on the category of information that you want to view.  
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Purpose

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

IVRS Interface

IVRS Interface
The user may access information on IVRS interface problems using this tool.  Follow these steps to access the required information:

Step
Action

1
Log in to the ART tools; select <Pay Data> from the Main Menu.  The next screen will reflect the four types of Pay Data information you may select from.  At this screen click on <IVRS Interface> (Figure 10-1). 
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                                  Figure 10-1.  Types of Pay Data

2
After selecting IVRS Interface from the menu, you may select from the following options (Figure 10-2).  You may select data based on the number of days, by all, or by name.  In addition, the data may be selected by “Errors Only” or by “Processed and Errors”.  After making selections, click on <View Details> to provide further sorting options.

Note:  Selecting “Errors Only” will display just the records that contain an error condition.  Selecting “Processed and Errors” will display all of the IVRS transactions that were processed, both with and without Errors.  
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Figure 10-2. Selecting Criteria – IVRS Interface.



3
After clicking on View Details, you may sort your selected data by the following categories:  Command, Division, by CF Branch, by CPAC,  or by Date Time Stamp (Figure 10-3). [image: image36.png]Army Regional Tools Pay Data
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Figure 10-3.  Sort Selections – IVRS Interface.

4
After sorting by Command, Division, CF Branch, CPAC or Date Time Stamp, you may view all of the selected data by clicking on <View Details> OR you can further refine your data by clicking on the hyperlink of the category of data that you want to further review.  Figure 10-4 reflects IVRS Interface Problems by CPAC, total actions, and number of errors.  Figure 10-5 reflects actions by Date Time Stamp.
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Figure 10-4. Sort Selections – CPAC
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Figure 10-5. Sort Selections – Time Date Stamp

5
In either case, once you click on <View Details> you will get an opportunity to sort the data in additional ways.  Click on the category you want to sort by and click <sort by> and then <Submit>.  You may add multiple sorts at this point.  To remove any selected in error, highlight the category and click <remove>.  Figure 10-6 reflects the sort categories you may choose from, or if you choose to bypass these sort categories, click <Submit>.
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           Figure 10-6. Sort Categories.



6
After making the final selections from the sort fields, you will see a screen similar to Figure 10-7.  The information pertaining to the employee has been eliminated from Figure 10-7 due to security restrictions.  Therefore, only the headings are reflected in Figure 10-7.  By clicking on the Date Time Stamp hyperlink, the user may view the error(s) and specific information for each type of error.  By clicking on the Employee Name hyperlink you may view employee data.
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     Figure 10-7. 



Pay Data Rejects

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

Step
Action

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

2
At the next screen, select from the available options (Figure 10-8).  Click on <View Details>.
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Figure 10-8.



3
Select from the sort fields (Figure 10-9):  Command, Division, CF Branch, CPAC, Transaction Date, or Payroll Office ID.  Figure 10-9 is sorted by Command.  You may view all of the selected data by clicking on <View Details> OR you can further refine your data by clicking on the hyperlink of the category of data that you want to further review.  Click on <View Details> at the bottom of the screen.
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Figure 10-9.

4
In either case, once you click on <View Details> you will get an opportunity to sort the data in additional ways.  Click on the category you want to sort by and click <sort by> and then <Submit>.  You may add multiple sorts at this point.  To remove any selected in error, highlight the category and click <remove>.  Select sort criteria (Figure 10-10), or you may bypass the sort function by clicking on the <Submit> button.
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Figure 10-10.



5
Once you click on the <Submit> button, you will be taken to the next screen (Figure 10-11). Click on the Employee Name hyperlink to receive information as depicted in (Figure 10-12).  There are many types of information available from this screen:  Salary, SCD, TSP, WIGI, NTE dates, Benefits, Training, etc.  By clicking on the NOA hyperlink (Figure 10-11), you can view very explicit information pertaining to the pay data reject.  Due to personal security restrictions a representative screen is not available.
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Figure 10-11.
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Figure 10-12.



Pay Data Reverse Interface 

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

Step
Action

1
Log in to the ART tools; select <Pay Data > from the Main Menu.  The next screen will reflect the four types of Pay Data information you may select from.  At this screen click on <Pay Data Reverse Interface> (Figure  10-1).

2
At the next screen, select from the available options (Figure 10-13).  Click on <View Details>.
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Figure 10-13.



3
Select from the sort fields (Figure 10-14):  Command, Division, CF Branch, CPAC, Pay Date, or TIC ID.  Figure 10-14 is sorted by Command.  If you have access to more than one Command, you may further refine the selected records by clicking on just one of the Commands.  OR, you can just click on <View Details> at the bottom of the screen to select all of the Commands data. In either case, you may then chose sort criteria as identified in Figure 10-15. 
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Figure 10-14.
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sort criteria (Figure 10-15), or you may bypass the sort function by clicking on the <Submit> button.  To sort, highlight the sort criteria you desire and click on <sort by>.  To remove a sort, highlight a selected sort criteria and click on <remove>.
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     Figure 10-15.
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Once you click on the <Submit> button, you will be taken to the next screen (Figure 10-16). Click on the Employee Name hyperlink to receive information as depicted in (Figure 10-12).  There are many types of information available from this screen:  Salary, SCD, TSP, WIGI, NTE dates, Benefits, Training, etc.  By clicking on the Job Number hyperlink (Figure 10-16), you can view the position description.  By clicking on the TIC hyperlink you can view explicit information pertaining to the pay data reverse interface error.  Due to personal security restrictions a representative screen is not available.
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Figure 10-16.

Pay Data Transactions W3L

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

Step
Action

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

2
At the next screen, select from the available options (Figure 10-17).  Click on <View Details>.
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Figure 10-17

3
Select from the sort fields (Figure 10-18):  Command, Division, CF Branch, CPAC, Transaction Date, or Payroll Office ID.  Figure 10-18 is sorted by Command. If you have access to more than one Command, you may further refine the selected records by clicking on just one of the Commands and then clicking <View Details>.  OR, you can just click on <View Details> at the bottom of the screen to select data for all of the Commands you have access to.[image: image52.png]Pay Data: Transactions - W3L - Command = AMC All others - Time Frame = Last 7 Days

©ByCMD COByDivision OBy CFBranch CByCPAC O By TransactionDate O By Payroll Office Id
©ByNOA
Command Total Actions

17

[AMC All thers

7

TOTALS

View Details




Figure 10-18.



4
Select sort criteria (Figure 10-19), or you may bypass the sort function by clicking on the <Submit> button. To sort, highlight the sort criteria you desire and click on <sort by>.  To remove a sort, highlight a selected sort criteria and click on <remove>.
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Figure 10-19.
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At the next screen (Figure 10-20), on the Employee Name hyperlink to receive information as depicted in (Figure 10-12).  There are many types of information available from this screen:  Salary, SCD, TSP, WIGI, NTE dates, Benefits, Training, etc. By clicking on  the NOA hyperlink, you can view explicit information pertaining to the pay data transactions W3L.  Due to personal security restrictions a representative screen is not available.
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  Figure 10-20

Help Desk

 Contents
This section covers the following topics:

Topic
See Page

Purpose
51

Accessing the Help Desk
52

Enter a New Ticket
52

Ticket Report - Closed
55

Ticket Report - Open
55

View Tickets You Created - Closed
56

View Tickets You Created - Open
56

Work Tickets
56

Work Tickets You Own
57

Work Tickets/Change Owner
57

Purpose

Purpose
The purpose of the Help Desk function is to provide users with an easy to use tool for reporting problems encountered when using Modern DCPDS or the ART tools.  It also provides a consistent and organized method for the problem solvers to use in addressing user issues, thus facilitating accurate resolutions in an accountable, personal and timely manner.

Accessing the Help Desk

Help Desk
The user may access the Help Desk feature in ART by logging into the ART tools and selecting <Help Desk>.  This will bring up the Help Desk Main Menu (Figure 11-1).
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Figure 11-1. Help Desk Menu.

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

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

Enter a New Ticket

Entering a New Ticket
You may enter a help ticket to report a problem you are experiencing with: ART, an ART program, Quality of data in an employee’s record, or RPA.  Additionally, under ART Problems you can also request user guidance and make suggestions for enhancements to the tool(s).  This ART tool will walk you through the sequential steps needed to put in a helpdesk ticket in any of these areas.  Below is an example with step by step instructions of how to report an ART problem using this feature.  

Step
Action

1
Select <Enter a New Ticket>  (Figure 11-1) from the Help Desk Main Menu.  Then select the particular area (ART, Pay RPA) that the problem is occurring in (Figure 11-2). 
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Figure 11-2.  

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

Note:  This is also where you could request guidance or make a suggestion .

    2
After selecting <Report Error>, the next screen will provide a listing of the various ART tools (Figure 11-4).  Select the ART tool in which you are experiencing trouble.   
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Figure 11-4.



3
The ART tool that you select, in our example ART, will be reflected on the ticket that opens up.  This ticket will also show your User ID (ex:  ZZWEBER) and the category of reporting  (Report Error) you have selected. Write an explanation of the problem in the Comments section and click on <Submit> (Figure 11-5). 
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Figure 11-5.

From this screen you can also view the history of similar types of tickets you have submitted.  To do this click on the Ticket History hyperlink.



4
Once you have submitted your ticket the problem solver with responsibility for your organization or type of problem will work the ticket.  This may involve questions being asked to you via the ticket you have initiated.  A gold Helpdesk ticket present at the top of your ART screen is advising you that you have a response to your ticket(s).  To view the response, simply click on the golden ticket.

5
Closing the ticket.

Ticket Report – Closed

Ticket Report - Closed
You can request a report of all closed helpdesk tickets or you can select just the types of closed tickets you want to see.  Additionally, you may sort the data in a variety of ways.   Follow these steps to use this feature:



Step
Action

1
Click on <Ticket Report - Closed>.  At the next screen, you may select how you wish to sort the closed ticket report (i.e., Division, CF Branch, CPAC, CMD, Error Type, Creator, or by owner.    

2
Select from the list as indicated above.  Then click on <View Details> at the bottom of the screen to see all closed ticket reports for the selected area.  Or click on one of the hyperlinks on the left to select the limited records that you want to view, and then click <View Details>.

3
You may click on the Ticket # hyperlink to view a complete individual ticket.

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

Ticket Report – Open

Ticket Report – Open
You can request a report of all open helpdesk tickets or you can select just the types of open tickets you want to see.  Additionally, you may sort the data in a variety of ways.  Follow the same steps as above to use this feature, except begin by clicking on <Ticket Report – Open>. 



View Tickets You Created – Closed

View Tickets You Created - Closed
This feature allows you to view the closed tickets that you have created.  Click on  <View Tickets You Created – Closed>.  Follow the same steps as above to use this feature. 

View Tickets You Created – Open

View Tickets You Created - Open
This feature allows you to view the open tickets that you have created.  Click on <View Ticket You Created – Open>.  Follow the same steps as above to use this feature. 

Work Tickets

 Work Tickets
ART Users may use the Work Tickets feature to view, take ownership of, and respond to help desk tickets.  Follow these steps to use this feature.


Step
Action

1
Click on <Work Ticket>.  At the next screen, you may select how you wish to sort the tickets (i.e., Division, CF Branch, CPAC, CMD, Error Type, Creator, by owner, or by assignment).

2
Select the sort criteria as indicated above. Then click on <View Tickets> at the bottom of the screen to see all help desk tickets you have access to.  Or click on one of the hyperlinks on the left to limit the records that you want to view, and then click <View Tickets>. 

3
Click on the Ticket # hyperlink to view the complete ticket report.  

4
If you are responsible for the ticket you are viewing, you may take ownership of the ticket, by clicking on <Take Ownership of this Ticket> as long as the ticket is still unowned.  

5
You can request or provide information in the Enter Notes Below section.  When you have completed your note click on <Submit Notes>.  

NOTE:  You do not have to own the ticket to make comments.  

6
Once you own a ticket you are responsible for closing it.  When resolution has been reached, annotate the fix or outcome in the “Enter notes below:” section and click on <Submit Notes>.  Then choose the “See notes” option, and answer that you want the status of the ticket to be “Closed.”  Then click on <Submit Response>.




Work Tickets You Own

Work Tickets You Own
This feature will allow you to view, respond and close just the tickets you own.   Follow the steps below to Work Tickets You Own.

Step
Action

1
Click on <Work Tickets You Own>.  At the next screen, you may select how you wish to sort the tickets (i.e., Division, CF Branch, CPAC, CMD, Error Type, Creator, or by owner).

2
Select the sort criteria as indicated above. Then click on <View Tickets> at the bottom of the screen to see all help desk tickets you have access to.  Or click on one of the hyperlinks on the left to limit the records that you want to view, and then click <View Tickets>. 

3
Click on the <Ticket #> to view the complete ticket report.  

4
You can request or provide information in the Enter Notes Below section.  When you have completed your note click on <Submit Notes>.  

  

5
When resolution has been reached, annotate the fix or outcome in the “Enter notes below:” section and click on <Submit Notes>.  Then choose the “See notes” option, and answer that you want the status of the ticket to be “Closed.”  Then click on <Submit Response>.




Work Tickets/Change Owner

 Work Tickets/Change Owner
This feature allows Help Desk Administrators to work tickets and change ownership of them.  This will not be available to all users.

Step
Action

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

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

3
You will see a list of all the tickets that met your criteria.  To reassign a ticket click on the box next to the ticket number to be reassigned.  In the Owner column a drop down menu will appear with user names.  Find the user that is to own this ticket and then click on <Submit Owners> at the bottom of the screen.  Confirm your edit on the next screen.

4
Users who have access to this feature can also work tickets here.  Click on the ticket # hyperlink and follow steps 3-6 in the Work Tickets section above.

Organizational Structure

Contents
The following topics will be covered in this section:

Topic
See Page

Purpose
59

Organizational Structure 
59

Purpose

 Purpose
The purpose of the Organizational Structure tool in ART is to provide the user with information about the organization, such as Organizational Addresses and codes, Position Structure including current incumbents, and Position Information.

Organizational Structure

 Organizational Structure Information
The user may access this tool by selecting <Organizational Structure> from the ART Main Menu.  Follow these steps to use the tool:

Step
Action

1
After accessing the Organizational Structure tool, click on <View 

Information> (Figure 12-1).  
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Figure 12-1.
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Once you click on <View Information>, please be patient while the data loads.  As with all of the tools, users only have access to the records they need to have access to.  (Therefore, if you are a first line supervisor, you will only see information on the organizational unit you supervise.  If you are a Commander, you will get a list of all of the organizational units you command.  If you are a CPAC generalist, you will see a list of all installation customers broken down by UIC’s or all Commands.)  Depending on your role, you may need to drill down to the organizational unit that you want to look at.  To do this you can select one of the breakouts at the top of the screen and sort by CPAC, Command or UIC.

3
The available information is depicted as follows:

· Total Organizations

· Organizations with Positions

· Organizations without Positions

· Organizations Pending

· Encumbered Positions

· Vacant Positions

4
There are two buttons at the bottom of the screen <View Organizational Clear Text> and <View Positions>.  

a. <View Organizational Clear Text> provides a listing of all the organizational units you have access to.  If you click on the coded hyperlink you will see the actual position structure of that unit. The Employee Name hyperlink provides data in the employee’s record.  The Job Number hyperlink takes you to the job description.  The Title hyperlink provides data in the position record.  If there is a “Yes” in the RPA column, when you click on it the RPA that contains that position on its To Side will be displayed.  

b. <View Positions> provides a complete list of all positions in your select criteria.  You will be provided sort criteria or you may bypass the sort function by clicking on the <Submit> button.  To sort, highlight the sort criteria you desire and click on <sort by>.  To remove a sort, highlight a selected sort criteria and click on <remove>.  In either case, after you click on <Submit> you will get the list of positions you have requested.  The Employee Name hyperlink provides data in the employee’s record.  The Job Number hyperlink takes you to the job description.  The Title hyperlink provides data in the position record.  

APPENDIX A

Job Aid for Intiating RPA’s and Information Gatherers 

(Using the Gatekeeper Checklists)

7/25/01:  modification added ANCR’s website address and clarified definition of “Status” under universal features on page 74.

I.  Purpose:  To assist the end user in selecting the appropriate RPA type and completing the Information Gatherer.  A Modern system user’s guide on initiating RPA’s and retrieving data from the system is available on the CPOCMA website.  (http://cpma.apg.army.mil/mdcpds)  It is called the User Desk Guide.  This document supplements that guidance and provides specific information that will aid you in selecting the correct RPA type and initiating that action correctly.  Submitting the proper RPA type and complete information will assist the personnel community in providing you timely and accurate services.  Actions that are submitted incorrectly or incompletely may be returned. 

II.  Getting Started: Access MDCPDS and the Gatekeeper program through Army Regional Tool (ART) website.  
For NE Region:  (https://neregion.apg.army.mil/art)  For ANC Region:  (https://ancrweb.belvoir.army.mil/art)  You will need your user id and password for both.  It is recommended that you launch MDCPDS first and then Gatekeeper.  If you are initiating more than one RPA that requires an Information Gatherer we recommend that you initiate all of the RPA’s and then access ART.  [In order to access the Information Gatherer the RPA must be in your MDCPDS inbox when you open your Gatekeeper inbox.]

Follow the instructions in part III for the specific type of RPA you are initiating.  Definitions are provided to assist you in selecting the correct RPA type.  See the section IV of this guide for instructions on Viewing Status, Reviewing the Data, Editing the Information, Printing the Checklist, and Maneuvering from Module to Module.

Note:  After initiating any RPA in MDCPDS “Save and Hold” it to your inbox as soon as possible.  (This can be done as soon as any info is put on the RPA.)  If you forward it without saving it to yourself you will not be able to track the action in MDCPDS.

III.  RPA Types
Award/One Time Payment: Documents and authorizes payment of Awards.

Use for Individual Monetary and Time-off Awards.  (For Non-Monetary Awards simply submit the 1256 or email.)  

-Initiate an RPA in MDCPDS.  Fill out page 1, part A, and enter employee in part B.  Stop after you have entered the employee on the RPA.

-Save and hold the RPA in your inbox.

-Enter Gatekeeper program via the Army Regional Tools.

-Click on the radio button next to the Award RPA you have just initiated.

-Click on the <Fill-out Checklist> button at the bottom of your inbox.

-Fill out the information.  All questions must be answered for the Information Gatherer to be complete.  

-Click on the <Save Checklist> button at the bottom of the screen.  Your information will be saved and you will be returned to your Gatekeeper inbox. 

-View the status to ensure the Information Gatherer is complete.  Review the data and make edits as necessary.  (See part IV for instructions.)

-Access the RPA via MDCPDS and coordinate it to the next inbox in your processing chain.  (The Information Gatherer travels from Gatekeeper inbox to inbox as the RPA travels from MDCPDS inbox to inbox through the processing chain.)

Change Actions

Change in Hours: Changes the total number of hours that a part-time employee is scheduled to work.

Use for part time employees only.  Do not use when change is for 2 pay  periods or less.

-Initiate an RPA in MDCPDS.  Fill out page 1, part A, and enter employee in part B.  

-Fill out the new biweekly hours (number of hours per pay period), on page 3, block 33.

-Save and hold the RPA in your inbox.

-There is no Information Gatherer to fill out for this type of action.  Provide any additional comments you have in the Notes section of the RPA and coordinate it to the next inbox in your processing chain.  

Change in Work Schedule:  Changes an employee from full- to part-time or vice-versa, or some other type of schedule change (intermittent, seasonal, etc.) 

If action must be processed competitively or clear PPP, use other appropriate RPA such as Recruit/Fill.  Do not use when change is for only one pay period.  If the Chg in Wk Sch is in conjunction with another personnel action such as Reassignment, Salary Change, Recruit/Fill, etc., use the other RPA type and advise of Chg in Wk Sch via Comments option on the Checklist.

-Initiate an RPA in MDCPDS.  Fill out page 1, part A, and enter employee in part B. 

-Fill out the new work schedule, on page 3, block 32.  If the change is to part time, include the biweekly hours (number of hours per pay period) on page 3, block 33.

-Save and hold the RPA in your inbox.

-There is no Information Gatherer to fill out for this type of action.  Provide any additional comments you have in the Notes section of the RPA and coordinate it to the next inbox in your processing chain.  

Name Change:  Processes the name change of an employee.  Usually the result of marriage, divorce or other court action which legally changed the employee’s name.

Do not initiate ‘Name Change’ until advised by employee that Social Security Administration has been notified of the change.

- Initiate an RPA in MDCPDS.  Fill out page 1 part A.

-Enter the employee by SSN (on Page 1, part B, block 2) on the RPA.

-Enter the new name in the name block of the RPA.

-Save and hold the RPA in your inbox.

-Enter Gatekeeper program via the Army Regional Tools.

-Click on the radio button next to the Name Change RPA you have just initiated.

-Click on the <Fill-out Checklist> button at the bottom of the screen.

-Fill out requested information.  All questions must be answered for the Information Gatherer to be complete.  

-Click on the <Save Checklist> button at the bottom of the screen.  You will be returned to your Gatekeeper inbox.

-View the status to ensure the Information Gatherer is complete.  Review the data and make edits as necessary.  (See part IV for instructions.)

-Access the RPA via MDCPDS and coordinate it to the next inbox in your processing chain.  (The Information Gatherer travels from Gatekeeper inbox to inbox as the RPA travels from MDCPDS inbox to inbox through the processing chain.)

Details:  The assignment of an employee to a different position (or set of duties) for a short period of time without any change in grade or pay.

Use to initiate a detail, extend a detail, or terminate a detail for an employee.  (DA no longer actually updates Details in the database.  Rather, policy dictates that we now completely document the Detail on the RPA and file it in the employee’s OPF.  Once the action is complete, you can track the RPA and print out a copy of the finalized action for your records and to give to the employee.)  If you are requesting a competitive Detail please submit a Fill/Recruit RPA.

-Initiate an RPA in MDCPDS.  Fill out page 1, part A, and enter employee in part B.  Stop after you have entered the employee on the RPA.

-Save and hold the RPA in your inbox.

- Enter Gatekeeper program via the Army Regional Tools. 

-Click on the radio button next to the Detail RPA you have just initiated.

-Click on the <Fill-out Checklist> button at the bottom of the screen.

-Fill out the additional information.  All questions must be answered for the Information Gatherer to be complete. Managers will need to click on the Resource Management radio button in order to see these questions.

-Click on the <Save Checklist> button at the bottom of the screen.  You will be returned to your Gatekeeper inbox.

-View the status to ensure the Information Gatherer is complete.  Review the data and make edits as necessary.  (See part IV for instructions.)

-Access the RPA via MDCPDS and coordinate it to the next inbox in your processing chain.  (The Information Gatherer travels from Gatekeeper inbox to inbox as the RPA travels from MDCPDS inbox to inbox through the processing chain.)

Extension of NTE:  Extends a previously processed temporary action without interruption in the temporary assignment.  

This RPA is not used to Extend a Detail, instead use Detail RPA.

Most commonly used for:

Extension of a temporary appointment (NOA 760);

Extension of a term appointment (NOA 765);

Extension of a promotion NTE (NOA 769);

Extension of a position change (NOA 770);

Extension of a furlough (NOA 772);

Extension of LWOP (NOA 773); and

Extension of reassignment NTE (NOA 5944).

If the extension must be competitive or be cleared through PPP please submit a Fill/Recruit RPA and provide the non-competitive name request on the Information Gatherer.  

-Initiate an RPA in MDCPDS.  Fill out page 1, part A, and enter employee in part B.  Stop after you have entered the employee on the RPA.

-Save and hold the RPA in your inbox.

-Enter Gatekeeper program via the Army Regional Tools.

-Click on the radio button next to the Extension RPA you have just initiated.

-Click on the <Fill-out Checklist> button at the bottom of the screen.

-Fill out requested information.  All questions must be answered for the Information Gatherer to be complete.  

-Click on the <Save Checklist> button at the bottom of the screen.  You will be returned to your Gatekeeper inbox.

-View the status to ensure the Information Gatherer is complete.  Review the data and make edits as necessary.  (See part IV for instructions.)

-Access the RPA via MDCPDS and coordinate it to the next inbox in your processing chain.  (The Information Gatherer travels from Gatekeeper inbox to inbox as the RPA travels from MDCPDS inbox to inbox through the processing chain.)

Non Pay / Non Duty Status:  Places an employee in an authorized non-pay or non-duty status.

Most commonly used for:

     Placement in non-pay status (usually for seasonal employees) (NOA 430);

     Suspensions (placement in non-pay and non-duty status for disciplinary reasons) (NOA’s 450 and 452);

     Leave without pay (LWOP) (NOA 460);

     Furloughs (resulting from lack of work or funds) (NOA’s 471 and 472); and

     LWOP-US (leave without pay to serve in the uniformed services) (NOA 473).

-Initiate an RPA in MDCPDS.  Fill out page 1, part A, and enter employee in part B.  Stop after you have entered the employee on the RPA.

-Save and hold the RPA in your inbox.

-Enter Gatekeeper program via the Army Regional Tools.

-Click on the radio button next to the Non Pay/Non Duty Status RPA you have just initiated.

-Click on the <Fill-out Checklist> button at the bottom of the screen.

-Fill out requested information.  All questions must be answered for the Information Gatherer to be complete.  

-Click on the <Save Checklist> button at the bottom of the screen.  You will be returned to your Gatekeeper inbox.

-View the status to ensure the Information Gatherer is complete.  Review the data and make edits as necessary.  (See part IV for instructions.)

-Access the RPA via MDCPDS and coordinate it to the next inbox in your processing chain.  (The Information Gatherer travels from Gatekeeper inbox to inbox as the RPA travels from MDCPDS inbox to inbox through the processing chain.)

Federal Position


Abolish Position:  Identifies an encumbered position that is being abolished in RIF.

Only use when the abolishment will result in RIF.  To delete or close vacant position records send an email thru your CPAC generalist to your CPOC principal classifier.

-Initiate a RPA in MDCPDS and fill in page 1, part A.

-On page 2 enter the official title of the position your are abolishing in capital letters and hit <TAB>.  If you have access to more than one position record with this title, you will get a list of all such positions for you to choose from.  Select the record that corresponds to the position and sequence number you are abolishing.

-Save and hold the RPA in your inbox.

-There is no Information Gatherer to fill out for this type of action.  Provide any additional comments you have in the Notes section of the RPA and coordinate it to the next inbox in your processing chain.  

Position Establish: Establishes a new official position description and initiates recruitment action for that position.  

Use this RPA to request the classification review, position record establishment, and recruitment for a newly described set of duties. If you already have an established position description (PD) with a position description number assigned, use the Fill/Recruit RPA option.  (If you need to classify a job that you are not filling right now, please coordinate this with your principal classifier before initiating this type of action.  In this case, you will also want to put a note on the RPA and Checklist explaining why the Recruit Information module is not filled out.)

-You must submit a properly formatted draft job description and a proposed classification.  It is recommended that you use COREDOC or PD Library to assist you in preparing the PD, if possible.  Unedited COREDOC and PD Library PD’s are processed within routine action time frames as DA has approved the classification of these positions.  

-The draft must be attached to the RPA.

-Initiate the RPA in MDCPDS and fill out page 1 part A.

-Save and hold the RPA in your inbox.

-Enter Gatekeeper program via the Army Regional Tools.

-Click on the radio button next to the Position Establish RPA you have just initiated.

-Click on the <Fill-out Checklist> button at the bottom of your inbox.

-There are four modules for management in this Information Gatherer:  Position Decision Logic, Position Information, Resource Management and Recruit Information.  All questions must be answered for the Information Gatherer to be complete.  

-You will be started with the Position Decision Logic section.  You must fill out this section first to show where the position is located. Click on the <View Organization Cleartext> button.  (If more than one activity is displayed, click on the one where the position is located.  Then click on the <View Organization Cleartext>.)  Scroll down to and click on the Organization Code Hyperlink where the position is located.  Instructions in the system describe what selecting a Yellow, Green or Blue position mean.  Since this type of action is to establish a new position description and record, select the Blue, New Position, by turning on the radio button.  Click on <Submit Position Fill> so that a new position record can be established.  

-This will save your selection and bring you to the 2nd module, Position Information.  Fill out all information and click <Go to Next Module> at the top of the screen. Click on <OK> to save your changes and move to the next module.  (For additional info on maneuvering from module to module see section IV.)

-This will save your input and bring you to the 3rd module, Resource Management.  Managers will need to click on the Resource Management radio button in order to see these questions.  Fill out all information and click <Go to Next Module> at the top of the screen. Click on <OK> to save your changes and move to the next module.

-This will save your input and bring you to the 4th module, Recruit Information.  Fill out all information and click the <Save Checklist> at the bottom of the screen.

-This will save your information and return you to your Gatekeeper inbox.

-View the status to ensure the Information Gatherer is complete.  Review the data and make edits as necessary.  (See part IV for instructions.)

-Access the RPA via MDCPDS and coordinate it to the next inbox in your processing chain.  (The Information Gatherer travels from Gatekeeper inbox to inbox as the RPA travels from MDCPDS inbox to inbox through the processing chain.)

Position Review:  Requests classification review of an encumbered position that will result in a non-competitive reassignment, promotion or change to lower grade. Resulting action must be an exception to PPP.  If this is not the case or competition is required, use the Position Establish RPA.  If you want to conduct a Position Review of an unencumbered position, please submit it as a Position Establish.

-You must submit a properly formatted draft job description and a proposed classification.  It is recommended that you use COREDOC or PD Library to assist you in preparing the PD, if possible.  Unedited COREDOC and PD Library PDs are processed within routine action time frames as DA has approved the classification of these positions.  

-The draft must be attached to the RPA.

-If a non-comp promotion is being requested, the non-competitive promotion certificate must be forwarded at the time of submission.

-Initiate an RPA in MDCPDS.  Fill out page 1, part A, and enter employee in part B. 

-Save and hold the RPA in your inbox.

-Enter Gatekeeper program via the Army Regional Tools.

-Click on the radio button next to the Position Review RPA you have just initiated.

-Click on the <Fill-out Checklist> button at the bottom of the screen.

-There are three modules for management in this Information Gatherer:  Position Decision Logic, Position Information and Resource Management.  All questions must be answered for the Gatekeeper to be complete.  

-You will be started with the Position Decision Logic section.  You must fill out this section first to show where the position is located.  Instructions in the system describe what selecting a Yellow, Green or Blue position mean.  Since this type of action is to establish a new position description and record, select the Blue, New Position, by turning on the radio button.  Click on <Submit Position Fill> so that a new position record can be established.  

-This will save your selection and bring you to the 2nd module, Position Information.  Fill out all information and click <Go to Next Module> at the top of the screen. Click on <OK> to save your changes and move to the next module.  (For additional info on maneuvering from module to module see section IV.)

-This will save your input and bring you to the 3rd module, Resource Management.  Managers will need to click on the Resource Management radio button in order to see these questions.  Fill out all information and click the <Save Checklist> at the bottom of the screen.

-This will save your information and return you to your Gatekeeper inbox.

-View the status to ensure the Information Gatherer is complete.  Review the data and make edits as necessary.  (See part IV for instructions.)

-Access the RPA via MDCPDS and coordinate it to the next inbox in your processing chain.  (The Information Gatherer travels from Gatekeeper inbox to inbox as the RPA travels from MDCPDS inbox to inbox through the processing chain.)

Realignment:  The movement of an employee and the employee’s position resulting from an organizational change such as reorganization.  There is no change in the employee’s position, grade, or pay.

Currently Modern only allows us to process individual realignment actions. If you have a realignment that will effect more than 10 employees, please contact your CPOC principal classifier to coordinate submission of information.  While you will need to initiate one RPA per employee, your principal classifier can give you a template to fill out so that you won’t have to do an Information Gatherer for each RPA.

-Initiate an RPA in MDCPDS.  Fill out page 1, part A, and enter employee in part B.

-Save and hold the RPA in your inbox.

-Enter Gatekeeper program via the Army Regional Tools.

-Click on the radio button next to the Realignment RPA you have just initiated.

-Click on the <Fill-out Checklist> button at the bottom of your inbox.

-Fill out the additional information.  All questions must be answered for the Information Gatherer to be complete. Managers will need to click on the Resource Management radio button in order to see these questions.

-Click on the <Save Checklist> button at the bottom of the screen.  Your information will be saved and you will be returned to your Gatekeeper inbox. 

-View the status to ensure the Information Gatherer is complete.  Review the data and make edits as necessary.  (See part IV for instructions.)

-Access the RPA via MDCPDS and coordinate it to the next inbox in your processing chain.  (The Information Gatherer travels from Gatekeeper inbox to inbox as the RPA travels from MDCPDS inbox to inbox through the processing chain.)

Reassignment:  The change of an employee from one position to another without promotion or change to lower grade.  

Use Reassignment RPA to move an employee non-competitively from one position to another already-established position description with no change in grade.  If this reassignment requires competition, use Fill/Recruit RPA.  If it requires PPP to be cleared, submit a Fill/Recruit RPA and provide the Non-competitive name request for the employee that you would like to reassign to this position.  If the position employee is to be placed in requires classification, use Position Establish or Position Review as appropriate. 
-Initiate an RPA in MDCPDS.  Fill out page 1, part A, and enter employee in part B.

-Save and hold the RPA in your inbox.

-Enter Gatekeeper program via the Army Regional Tools.

-Click on the radio button next to the Reassignment RPA you have just initiated.

-Click on the <Fill-out Checklist> button at the bottom of your inbox.

-There are three modules for management in this Information Gatherer:  Position Decision Logic, Position Information, and Resource Management.  All questions must be answered for the Information Gatherer to be complete.  

-You will be started with the Position Decision Logic module.  You must fill out this section first to show where the position is to be located.  Instructions in the system describe what selecting a Yellow, Green or Blue position mean.  Since this type of action will use an already classified position, you may select the Yellow, Green or Blue.  Use Yellow or Green if you see the position record you want to use or copy for this action.  Use Blue if the position description is classified in your organization but you don’t see a position record to use or copy.  After selecting the position record,  click <Submit Position Fill>.

-This will save your selection and bring you to the 2nd module, Position Information.  Fill out all information and click <Go to Next Module> at the top of the screen. Click on <OK> to save your changes and move to the next module.  (For additional info on maneuvering from module to module see section IV.)

-This will save your input and bring you to the 3rd module, Resource Management. Managers will need to click on the Resource Management radio button in order to see these questions.  Fill out all information and click the <Save Checklist> at the bottom of the screen.

-This will save your information and return you to your Gatekeeper inbox.

-View the status to ensure the Information Gatherer is complete.  Review the data and make edits as necessary.  (See part IV for instructions.)

-Access the RPA via MDCPDS and coordinate it to the next inbox in your processing chain.  (The Information Gatherer travels from Gatekeeper inbox to inbox as the RPA travels from MDCPDS inbox to inbox through the processing chain.)

Fill/Recruit:   Initiates recruitment and filling of a vacant position that is already classified and has a PD number assigned.  

Use for the fill of any established position that requires competition and/or must be cleared against PPP.  (Any recruitment action requiring the establishment of a position description should be initiated on the Position Establish RPA.)

-Initiate a RPA in MDCPDS and fill out page 1 part A.

-Save and hold the RPA in your inbox.

-Enter Gatekeeper program via the Army Regional Tools.

-Click on the radio button next to the Recruit/Fill RPA you have just initiated.

-Click on the <Fill-out Checklist> button at the bottom of your inbox.

-There are four modules for management in this Information Gatherer:  Position Decision Logic, Position Information, Resource Management and Recruit Information.  All questions must be answered for the Information Gatherer to be complete.  

-You will be started with the Position Decision Logic section.  You must fill out this section first to show where the position is located.  Instructions in the system describe what selecting a Yellow, Green or Blue position mean.  Since this type of action will use an already classified position, you may select the Yellow, Green or Blue.  Use Yellow or Green if you see the position record you want to use or copy for this action.  Use Blue if the position description is classified in your organization but you don’t see a position record to use or copy.  After selecting the position record, click <Submit Position Fill>.

-This will save your selection and bring you to the 2nd module, Position Information.  Fill out all information and click <Go to Next Module> at the top of the screen. Click on <OK> to save your changes and move to the next module.  (For additional info on maneuvering from module to module see section IV.)

-This will save your input and bring you to the 3rd module, Resource Management. Managers will need to click on the Resource Management radio button in order to see these questions.  Fill out all information and click <Go to Next Module> at the top of the screen. Click on <OK> to save your changes and move to the next module.

-This will save your input and bring you to the 4th module, Recruit Information.  Fill out all information and click the <Save Checklist> at the bottom of the screen.

-This will save your information and return you to your Gatekeeper inbox.

-View the status to ensure the Information Gatherer is complete.  Review the data and make edits as necessary.  (See part IV for instructions.)

-Access the RPA via MDCPDS and coordinate it to the next inbox in your processing chain.  (The Information Gatherer travels from Gatekeeper inbox to inbox as the RPA travels from MDCPDS inbox to inbox through the processing chain.)

Return to Duty:  Places an employee back in pay and duty status after a documented period of nonpay or nonduty status.

Used for the following types of actions: 


Placement in Pay Status (usually for seasonal employees) (NOA 280); and


Return to Duty (RTD) (from LWOP, furlough, or suspension) (NOA 292).

If the RTD is in conjunction with another personnel action such as Reassignment, Salary Change, Recruit/Fill, etc., use the other RPA type and advise of RTD via Comments option on the Checklist.

-Initiate an RPA in MDCPDS.  Fill out page 1, part A, and enter employee in part B.  Stop after you have entered the employee on the RPA.

-Save and hold the RPA in your inbox.

-Enter Gatekeeper program via the Army Regional Tools.

-Click on the radio button next to the Return to Duty RPA you have just initiated.

-Click on the <Fill-out Checklist> button at the bottom of your inbox.

-Fill out the information.  All questions must be answered for the Information Gatherer to be complete.  

-Click on the <Save Checklist> button at the bottom of the screen.  Your information will be saved and you will be returned to your Gatekeeper inbox. 

-View the status to ensure the Information Gatherer is complete.  Review the data and make edits as necessary.  (See part IV for instructions.)

-Access the RPA via MDCPDS and coordinate it to the next inbox in your processing chain.  (The Information Gatherer travels from Gatekeeper inbox to inbox as the RPA travels from MDCPDS inbox to inbox through the processing chain.)

Salary Change: Use Salary Change RPA to request an action that will change an employee’s salary when neither classification of a position description nor recruitment is required.   This action will be most commonly used to request Pay Adjustments, Quality Step Increases (QSI), Career Ladder Promotions, Non-competitive Re-promotion actions, Change to Lower Grades and Denial of Within-grade Increases.  

If you are requesting that an employee be promoted non-competitively due to accretion of duties, use Position Review RPA.  If you are requesting an action that requires competition use Recruit/Fill RPA.  If it requires that PPP be cleared, use Recruit/Fill RPA and provide the non-competitive name request.  

For awards other than QSI’s, use Award/One Time Payment RPA.

--Initiate an RPA in MDCPDS.  Fill out page 1, part A, and enter employee in part B.  Stop after you have entered the employee on the RPA.

-Save and hold the RPA in your inbox.

-Enter Gatekeeper program via the Army Regional Tools.

-Click on the radio button next to the Salary Change RPA you have just initiated.

-Click on the <Fill-out Checklist> button at the bottom of your inbox.

-There are two to five modules with this Information Gatherer depending on what the Nature of Action is:  Nature of Action Decision, Position Decision Logic, Position Information, Resource Management and Salary Change.  All questions must be answered for the Information Gatherer to be complete.  

-You will be started at the Nature of Action (NOA) Decision module.  Select the NOA appropriate for the type of action you are requesting and <Submit>.

-If you select an NOA that does not require a position to be established you will only be forwarded to the Salary Change module.  Input the requested information and provide any information that you know is necessary to process the requested action. (For example there are a variety of reasons why a Pay Adjustment would be requested.  When selecting this option, provide the information that you know is needed in order to process this type of action.  If this type of action is initiated for a Faculty or Demo employee provide step or amount of increase.)  When finished click the <Save Checklist> at the bottom of the screen to save your input and return you to your inbox.

-If the NOA selected requires that the employee be moved to another position you will start with the Position Decision Logic section.  You must fill out this section first to show where the position is to be located.  Instructions in the system describe what selecting a Yellow, Green or Blue position mean.  Since this type of action will use an already classified position, you may select the Yellow, Green or Blue.  Use Yellow or Green if you see the position record you want to use or copy for this action.  Use Blue if the position description is classified in your organization but you don’t see a position record to use or copy.  After selecting the position record, click <Submit Position Fill>.

-This will save your selection and bring you to the 3nd module, Position Information.  Fill out all information and click <Go to Next Module> at the top of the screen. Click on <OK> to save your changes and move to the next module.  (For additional info on maneuvering from module to module see section IV.)

-This will save your input and bring you to the 4th module, Resource Management. Managers will need to click on the Resource Management radio button in order to see these questions.  Fill out all information and click <Go to Next Module> at the top of the screen.

-This will save your input and bring you to the 5th module, Salary Change.  Fill out all information and click the <Save Checklist> at the bottom of the screen.

-This will save your information and return you to your Gatekeeper inbox.

-View the status to ensure the Information Gatherer is complete.  Review the data and make edits as necessary.  (See part IV for instructions.)

-Access the RPA via MDCPDS and coordinate it to the next inbox in your processing chain.  (The Information Gatherer travels from Gatekeeper inbox to inbox as the RPA travels from MDCPDS inbox to inbox through the processing chain.)

Separation:  Removes an employee from DA rolls.  

Use for all types of separations:  Retirements, Resignations, Removals, and Terminations.

For Resignations please make sure that you print out the original RPA, have the employee sign it and forward to the CPAC.

-Initiate an RPA in MDCPDS.  Fill out page 1, part A, and enter employee in part B.  Stop after you have entered the employee on the RPA.

-Save and hold the RPA in your inbox.

-Enter Gatekeeper program via the Army Regional Tools.

-Click on the radio button next to the Separation RPA you have just initiated.

-Click on the <Fill-out Checklist> button at the bottom of your inbox.

-Fill out the additional information.  All questions must be answered for the Information Gatherer to be complete.  

-Click on the <Save Checklist> button at the bottom of the screen.

-This will save your information and return you to your Gatekeeper inbox.

-View the status to ensure the Information Gatherer is complete.  Review the data and make edits as necessary.  (See part IV for instructions.)

IV.  Explanation of universal features of the Gatekeeper Program:
Gatekeeper Inbox Features:

Inbox RPA Number with Hyperlink:

From your Gatekeeper inbox clicking on the RPA number hyperlink will show you the RPA.  However, this is not a live image of the RPA.  Rather it is a day old.  Gatekeeper pulls this data from the RPA tracker and we do not have access to the live database for this feature.  So, if you click on this on the same day that you initiate the RPA you will get a message that says, “Sorry, __(RPA#)____ has no data. Please notify your PSM of this, and include the SF52 Number!”  It is not necessary to contact your PSM, this is because the RPA is not available in the RPA tracker yet.

“Status” with Hyperlink:

When the word “Status” appears in the status column, a users has touched the Checklist attached to the RPA.   If the word “Status” does not appear, no user has visited the accompanying checklist yet.

-To view the status, click on the Status hyperlink next to the RPA you are initiating.
-To review the data, click on the module that you would like to see. This is a view only feature.  You can review the entire checklist by clicking <Go to Next Module> & <Go to Previous Module>, or by closing the window to return to the Status menu where you can click on another module to review.

-To edit the information from your Gatekeeper inbox, click on the radio button next to the RPA with the checklist you want to edit.  Click on <Fill-out Checklist>.  The Checklist will come up in edit mode. Make your changes and click on <Save Checklist> at the bottom of your screen.

-To print the checklist click on the Printer Icon at the top of the screen you want to print.

Position Decision Logic Table 55 viewer:

There are a few handy hyperlinks on the Org viewer.  

-Clicking on the Employee Name hyperlink will show you some employee data. The data viewed is a day behind.

-Clicking on the PD number hyperlink will take you to the PD in Fasclass.

-Clicking on the Position Title hyperlink will show you the position data in that record.  The data viewed in with feature is a day behind.

-Clicking on a YES hyperlink in the RPA column will show you the RPA that position record is sitting on. The data viewed is a day behind

Viewing Position Data in the position you have selected:  

The Position Selected hyperlink at the top of the Information Gatherer (for RPAs that require position information) will show you the position data in the position you have selected.  Compare this data to what is needed for your current action and make edits as necessary.

Maneuvering from Module to Module:  


-There are <Go to Next Module> and <Go to Previous Module> buttons at the top of the different module screens.


-<Go to Next Module> will only exist if you are on a module that has a next one.  The <Go to Previous Module> only exists if you are on a module that has a previous one.


-Clicking on one of these buttons will prompt you to click <OK> or <Cancel>.  <OK> saves any input on the current module and moves you to the next or previous module.  

<CANCEL> deletes any input on the current module and moves you to the next or previous module.

Saving the Checklist:


-There is a <Save Checklist> button at the bottom of every module.  When you click on this button your input  thus far will be saved and you will be returned to your inbox.  When you click on the radio button in your inbox next to this action and click <Fill-out Checklist> you will be returned to the next module of the checklist that has not been completed yet.
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