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Summary: This guide contains the step-by-step instructions for requesting
an electronic Request for Personnel Action for the state of California.

Applicability: This guide applies to all Joint Force Headquarters elements, the
California Army National Guard, and the California Air National Guard. Itis
tailored for Title 32 Technician Supervisors and Active Guard Reservist
(AGR) Supervisors, supervising Title 32 Technicians.

Suggested improvements: Users are invited to send comments and suggested
improvements to Joint Force Headquarters, Attn: WI1JS-J1-1S PO Box 8111,
Madison, W1 53708-8111. By email at fedhrfeedback@ng.army.mil or by
telephone at DSN: 724-3713/3728 or COMM: 608/-242-3713/3728.

Accessibility: www.dma.wi.gov/dma/hr/fed/fedhr.asp

Releasability: There are no releasability restrictions on this publication
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Section One — General Information
Terms

Term Description
AGR  |Active Guard Reservist
DCPDS Defense Civilian Personnel Data System
eRPA (electronic Request for Personnel Action
RPA  |Request for Personnel Action (also known as the Standard Form 52).
NPA  Notification of Personnel Action (also known as the Standard Form 50).

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

Gaining Access to DCPDS

Gaining access to the Defense Civilian Personnel Data System (DCPDS) is a supervisory
responsibility. DCPDS is used to electronically request personnel actions (eRPAS) on
subordinate technician employees. Supervisory responsibilities are defined within assigned
position descriptions and may include Active Guard Reservists (AGR) supervisors of
technicians. Each supervisory position is coded in DCPDS.

Supervisors must complete a DD FM 2875 System Access Authorization Request (SAAR).
Completing the SAAR includes coordination by the immediate supervisor and the Unit Security
Manager. Upon completion and coordination of the DD FM 2875 SAAR submit to the
J1/Information Systems Section for processing.

The DD FM 2875 SAAR is available on the California Department of Military Affairs website:
http://dma.wi.gov/dma/hr/emp_resources/Self Service HR.asp or by request at DSN: 724-
3713/3728 or COMM: 608-242-3713/3728.
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Logging into DCPDS

Step Action
1 Open your Internet Explorer. Enter the web site: https://compo.dcpds.cpms.osd.mil.

Click on the OK button on the DOD Notice and Consent banner page.

‘Windows Intemnet Explorer

nttps:;//compo.dcpds.coms.osd.mi

DOD NOTICE AND CONSENT BANNER

S.¢ Favorites | 2 |%| AF Portal - JFHQ-WL J1-M... @& |BMC Remed .

You are accessing a U.S. Government (USG) Information System
~ § (IS) that is provided
#_) httpsy//compo.dcpds.coms.osd.mil/ o usa—aul:t,horizea use only,
By using this IS (which includes any device attached to this IS),
you consent to the
following conditions:

~The USG routinely intercepts and monitors communications on
this IS for purposes

including, but not limited to, penetration testing, COMSEC
monitoring, network

operations and defense, personnel misconduct (PM), law
enforcement (LE), and

counterintelligence (CD) investigations.

-At any time, the USG may inspect and seize data stored on this
Is.

-Communications using, or data stored on, this IS are not private,
are subject to routine

monitoring, interception, and search, and may be disclosed or
used for any USG-

authorized purpose

~This IS includes security measures (e.g., authentication and
access controls) to protect
USG interests--not for your personal benefit or privacy.

-Notwithstanding the above, using this IS does not constitute
consent to PM, LE or CI
investigative searching or monitoring of the content of

H privileged communications, or
1. Click on the OK button WorK product, related to personal representation or services by
psychotherapists, or clergy, and their assistants. Such
ommunications and work product

confidential. See User Agreement for details.

[ o ]

This will take you to the DCPDS Portal window. Click the Login Button.

/= Login - DEPDS Portal - Windows Internet Explorer,

= |@ 54T eamiD evelopment.DesigntOther . 2010_08_Fortal_FRedesigntLogin DCPDS P v| || >

= Edit “iew Favortes Took Help

o o

2 P= =) =

- I & Login : DCPDS Portal

iy WORKPLA

MNews and Information
Last updated October 4, 2010
18:00 COT
Announcing DoD's New
DCPDS Portal - with a "News

For personnel data concerns in
"MyBiz", contact your Servicing Human
Resources Office.

Returning Smart Card
user? Login and select your
non-email certificate when

asked to choose a digital i i
Shd Information” Section for _ Zorgmcaes, ° For echnical problems with S | iar
employees (My Biz), managers _ N - e —
(My Workplace) and HR First time Smart Card user = = for your organization's computer
Professional users! or need to make name __EQ'S L support Help Desk.

changes? Register before

legging in.

Self Service Users

VY Sy
werification (EvY), available on Authorized Non-CAC Log CPMS Contact Information

October 10, 2010, will allow Returning Non_CAC user? Use the Department of Defense

you to relez’lse em’ployment username and password fields below to Ciwvilian Personnel Management Service
and/or salary information to login. HR. Business Information Technology
an external organization or Portal Usermame: | | Solutions Division - HR-BITS

1400 Key Boulewvard, B-200
Portal Password: | Arlington, VA 22209-5144

HR Professional Users Email: hr-bits@cpms.osd.mil
Operation Mew Dawn with Lac First time Non-CAC user?
7BE has replaced Operation Before using the DCPDS
Iraqi Freedom with LAC 7AB system, you must first
and is now awvailable for coding register.
Ciwvilian Expeditionary
workforce {(CEW) Password problems? you
deployments. may go here if you have

configured your account for

automatic password resets.

person! Click EV for more info!

Privacw Act | Accessibility | Privacy and Security Polic

% Local intranet 100% -
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3 | You will see a Windows Internet Explorer window that will state the webpage you are
viewing is trying to close the window. Do you want to close this window? Click Yes.

Login : DCPDS Portal - Windows Internet Explorer

€| https;//compa.dcpds.coms.osd.mil/

o< Favorites | 98 V| AF Portal - JFHQ-WI, J1-M.. &|BMC Remedy Mid Tier 7.1.. &*|BMC Remedy Mid Tier 7.1...

€ Login : DCPDS Portal

fll Smart Card Access B Help | Reporting Problems
Returning Smart Card For personnel data concerns in

user? Login and select your "MyBiz", contact your Servicing Human
non-email certificate when Resources Office.

asked to choose a digital
certificate.

First time Smart Card user | Ragister
or need to make name
changes? Register before

logging in.

Authorized Non-CAC Login

News and Information
Last updated Nov 19, 2010
18:00 COT

Announcing DoD's New
DCPDS Portal - with a
"News and Information”
section for employees (My
Biz), managers (My
Workplace) and HR
Professional users!

For technical problems with the
application, select the Contact List
for your organization's computer
supporkteln Deck

==

‘Windows Internet Explorer

Self Service Users

1

My Biz, Employment Returning Non-CAC user? Use the Depar 'e The webpage you are viewing is trying to close the window.
Verification (EV), available on username and password fields below to Civilia _

oct 31, 2010, allows you to login. HR Bu Do you want to close this window?

email employment and/or Portal Username: Soluti

saltary u‘wfurmatiunt to an Portal Password: ;:?nugt

external organization or

person d\regct\y from DCPDS. http:/

3. Click Yes Yes H No l

Select EV for more info!

First time Non-CAC user?

(Please note: The use of

L

"The Work Number" to verify
employment and salary
information is still available

| Before using the DCPDS

system, you must first
register.

through the established

Password problems? You
process.)

may go here if you have
configured your account for
automatic password resets.

HR Professional Users

Privacy Act | Accessibility | Privacy and Security Policy

You should then receive a window that contains your CAC certificates. Make sure you
select the certificate that is not your E-Mail certificate. The click
OK.

4,5

| hitps: pms.osd.mil/

8 0 e e o D s et B - =
B hirps/compop dopds.cpms.osd.mil =4 K| B L

[ Favorites | 5 Y| AF Portal - JFHO-WL J1-M.. €2 8

& Login : DCPDS Portal Favorites | 55 | AF Portal - IFHO-WL J1-ML. 63| BMC Remedy Mid Tier 7.1 2 BMC Remedy Mid Tier 7.1,

L_# hipsyfcompop.depds.cpms.osdmilfp. '-} = D = | o - Pagew Safety~ Took~ i~ N

Bl Smart Card Access 8

e
Raturning Smart Card Choose a digital certificate [ 9 ]
user? Login and seect
Anncuncing Dol's New non-email certficate whj o
f:“”' "':'I""I" - ""l"" 3 asked to choase a digitd -}
s and Informatior tfheate "
saction far empioyens (My certifics The website you wank 1o view requests
By, managers (My First time Smart Card |§ S, wencicaton. iease chovse 3 certficate,
Workplace) and HA cr need to make name,
SSI0nD A changes? Register bef: .
Profussional users ogging in. Narne d 4. Select the Non-Email or
DONOHUE.SCOT...  DOD FMAL CA-19
Self Service Used i ifi
oo tpsers wers  ———__ Email certificate
My Biz, Employment Returning Non-CAC us T
venfication (BV), avalabla on | | Lsemame and passwerd
! lagin.
Portal Username:
salary information to an X
external organization o Portal Password:
parson diractly from DCPOS.
Sebect £Y for more infa! | More ko Wew Centficate...|
(Ploase nate: The use of Flrst tima Non-CAC usf:
The Work Number® ba vesify Before usng the DCPOS
employment and salary system, you must frst - —
information & stll avalable register. L
through the [\
process.) may o here if you have
configured your account
MR Professional Users . autsmatic password res|
iy | assipiky
5. Click OK

6 You will then enter your
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PIN
% httpsy//compop.dcpd .mil/po: rtal - ernet

@ https://compop.dcpds.cpms.osd.mil/portal/page/portal

v |+ X giiVQSQGrrh
————
File Edit View Favorites

Tools Help

& Favorites | F E AF Portal - JFHQ-WIL, J1-M... 9\ BMC Remedy Mid Tier 7.1... g| BMC Remedy Mid Tier 7.1...

|Q https://compop.dcpds.cpms.osd.mil/p... | |

Eﬁ - - [= %a v Page > Safety > Tools @v 7

ActivClient Login

Actividentity

ActivClient

Please enter your PIN.

p—

0K Cancel

v

6. Enter your Pl

The “Accessing Your Database” window will open. Click on the “NGB Region”.

@B L DCPDSrortAL

v NS I
4 i s
b Astions ppcatonasbases
Accessing Your Database

Region Association

To access a "CMIS" database, select the appropriate link below

NG BoBJ] Account

To access an HR/MyBiz/MyWorkplace database, select the appropriate link below

7. Click on the NGB region link

NGB region

To protect your personal information, ‘log out’ of your DCPDS Portal session by selecting the *Portal Logout’ button.
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Department of Defense

The Navigator window displays. On the left side of this window is your DCPDS
responsibility — for most users, this will be a “secure user ID” which is what DCPDS
uses to control access to records. This will be either a PER or MGR folder.

You can click on the responsibility, PER or MGR folder to expand your view to see
Request for Personnel Actions. The center section of the Navigator screen will populate

with the tasks appropriate for the responsibility you select.

8. Click on the PER or MGR folder to expand
your view for Request for Personnel Actions

ICE MyBiz ICE PAAV3 FAQ Logout Help

2911 NGB WIHROD0001
£ AGR Mgr WIHROQ0001
- CIVDOD Self Service Hierarch:
59 HR-TRNG WIHRQO00001T
ly Biz
' PER WIHRO00001
9 RPT WIHRO00001
L CIVDOD PAYROLL REGENERATION
£ WI MANAGER

d/'1'r-‘lﬁoumm1
T Civilian Inbox

Workflow Inbox

= Breakdown Folder

=8 PSEUDOSF50

Coredoc

PAYS500

| Pay Status

= Completed Training

[ NPA Maintenance

& oOrganization Maintenance
BUS Code Maintenance

Request for Personnel Action
= Appointment
[ Award/One-Time Payment
[ Cancellation/Correction
[ DOD Correction Process
@ Details
[# Conversion te Appointment
[E Conversion to NSPS
| Extension of NTE
Federal Position Change
# Incentives
1 Living Benefits
B Non Pay/Duty Status
[# Realignment
& Reassignment
| Long-term Training
[ Recrur /Fil

On the right side of the Navigator window there's a place for you to set up "favorites” if
you want to (this is optional). See Favorites, for instructions.

Favorites |
_Personalize
After using your browser to access DCPDS, close all of your
browser windows and restart a new browser session.
‘Sometimes the browser can hold that information in memory
(e.g. cache, etc) and some web sites know where to look to
find it. For more information Click here

The Defense Civilian Personnel Data System
(DCPDS) has been upgraded from Oracle® E-
Business Suite 11i to Oracle® Release 12.
Aside from the screen color changes, there are only
a few minor changes Users may encounter. none of
them affecting functionality. To see what these
specific minor changes are. please go 10 this link -
R12 User Documentation(PDF’

CPMS does not maintain Federal Long Term Care Insurance and
Flexible Spending Account Programs.
B Tsp Homepage
E opPM Homepage
MyPay
USA Jobs
OPM Health Benefits Homepage
OPM Life Insurance Homepage
OPM Retirement Homepage
CPMS Homepage
Federal Long Term Care Insurance Program
Civilan Inbox (PER WIHROO00O1,
Flexible Spending Account
Eederal Employees Dental and Vision Insurance Program
SF182

6l 6 6 & & DHDEHD6

Department of Defense

—911 NGB WIHRO00001 PER WIHRO00001
£ AGR Mgr WIHROO00D1 @ Civilan Inbox

- CIVDOD Seff Service Hierarchy Manager
| HR-TRNG WIHRO00001T &
“1 My Biz [E Breakdown Folder

! PER WIHRO00001 3 _PSELIDOSESO

= Workflow Inbox

Once you have selected a task, i.e. a Request for Personnel Action or the Civilian Inbox,
the Oracle Applications 11i Java Applet window opens. Click on the Run button.

B Favorites ¥

ICE MyBiz ICE PAAV3 FAQ Logout Help

| Personalize
After using your browser to access DCPDS, close al of your
browser windows and restart a new browser session.
Sometimes the browser can hold that information in memory
(e.g. cache, etc) and some web sites know where to look to

1 RPT WIHROO0001 [ Java Security Warning

find it. For more information Click here
The Defense Civilian Personnel Data System
(DCPDS) has been upgraded from Oracle® E-

L WI CIVDOD PAYROLL REGENERATION i

T MANAGER The application requires an earlier version of

@ | Java. Do you want to continue?

- Suite 11i to Oracle® Release 12.
Y = Aside from the screen color changes. there are only
/ ' a few minor changes users may encounter, none of
2 them affecting functionality. To see what these

Name: NonForms

From: https://pt depds.cpms.osd.mil:8007

[ Run { [ cancel

specific minor changes are, please go to this link ©
R12 User Documentation(PDF}

oes not maintain Federal Long Term Care Insurance and
Spending Account Programs.
P Homepage

M Homepage
Pay
A Jobs

= A
r _i_ The required version of Java, 1.5.0_16, is not the late: may not contain
4 . the btest security updates.

/ \=

M Health Benefits Homepage

il Conversion to Appointment
Conversion to NSPS
Extension of NTE

Federal Posttion Change
Incentives
Living Benefits
Non Pay/Duty
Realignment

B

9. Click on the RUN button

OPM Life Insurance Homepage

OPM Retirement Homepage

CPMS Homepage

Federal Long Term Care Insurance Program

[ Cviian Inbox (PER WIHRQO0001]

| Flexible Spending Account

Federal Employees Dental and Vision Insurance Program
SFi182

[# Reassignment
[ Long-term Training
& Recruit / Fil
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10

button again.

& Oracle A pplications R12 - Windows Internet Explorer:

@;@2_9| nttps//p.. -~ & | B 42| X ||

b Live Search

The Oracle Applications Java Applet window will open a second time. Click on the Run

File Edit View Favorites Tools Help

‘ i Favorites | /i \] AF Portal - JFHQ-WI, J1-M...

‘ g Oracle Applications Home Page ‘ |

¢ Favorites | iz | AF Portal - JFHQ-WI, J1-M... &3] BMC Remedy Mid Tier 7.1...
_‘ [ A= % ~ Page~ Safety~ Tools~

‘ g Oracle Applications R12 ‘

Department of Defense

2 Logout Help

| " Java Security Warning
l l The application requires an earlier version of "'\
Java. Do you want to continue? ey
= all of your
| |5 21L NGB WIHROO0001 PER M <ession.
\’4 AGR Mgr WIHRO00001 = Name: MNonForms ination in memory
| £ cvDOD Seff Service Hierarchy Manager = 0 look to
[3 HR-TRNG WIHROO0Q01T - From: https://potter.dcpds.cpms.osd. mil:8007 3
| BEr B At - r
"/ PER WIHRO00001 = \[e1 Data system
£ RPT WIHROQ0Q01 = /from Oracle® E-
3 WI CIVDOD PAYROLL REGENERATION =) é - 12.
- l( j The required version of Java, 1.5.0_16, is not the latest 3 ot contain -
5 WI MANAGER @ | ! the latest security updates. ‘fges. there are only
= \counter, none of
- Be what these
| @ "Be go to this link :
| =
| “ 10. Click on the RUN button, again
| Req)|
[ = 4 T
| @ 4| Copyright ©1998, 1999, 2000, 2001, 2002 Oracle Corporation -
@ g
= Applet ¢ +/ Trusted sites | Protected Mode: Off
@ Dotk T
[ Conversion to Appointment [E OPM Life Insurance Homepage
& Conversion to NSPS = OPM Retirement Homepage
@ Extension of NTE © CPMS Homepage
[# Federal Position Change & Federal Long Term Care Insurance Program
[ mcentives & civilan Inbox (PER WIHRO00001

11

(ERPAS)

The DCPDS Navigator page will open in a new window. You are now logged into
DCPDS to request, coordinate, or route Electronic Requests for Personnel Actions

TepTenLig
1. Payrell 500 format

2 Requests: Submt

3, Define Position

4. Comisined Person & Assigrment Form

5. Define PA Request - Cancelation'Correction

5. Define PA Riequest - Reazsignment

7. i Dufiow PA Request - COA Cormection

% Civilan Workiow Inben

3, Payrell Processing Status
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Setting up Favorites

If you want to set up a “favorites” list on the new navigator, follow the steps below. This is an
optional step, but it can be handy if you perform certain tasks in DCPDS repeatedly (it saves you
from having to scroll through the entire navigator list).

' Step | Action
1 |On the new navigator screen, click on the “Personalize” button.

@ Department of Defense

B2 Fovorites ¥ ICE MyBiz ICE PAAV3 FAQ Logout Help

= Favorites ~ —
- Navigator Personalize
. After using your browser to acce - all of your
1911 NGB WIHROQ0001 Please select a responsibility. browser windows a i s
T can hold that information in memory

~1 CIVDOD Self Service Hierarchy Manager
[ HR-TRNG WIHRO00001T

, etc) and some web sites know where to look to

I

It
) AGR Mgr WIHROO0001 o
ind it. For more information Click here

iy Be 1. Click on the
"I PER WIHROOOO0O1 i The Defense Civilian Personnel Data System
“1 RPT WIHROO0001 “Personalize” button (DCPDS) has been upgraded from Oracle® E-

| = WI CIVDOD PAYROLL REGENERATION Business Suite 11i to Oracle® Release 12.
| = WI MANAGER % Aside from the screen color changes, there are only
"My Biz and associated web pages are web-based tools created by the Department of Defense (DoD) as part of the Defense ;S: ;}22;:; ?:gg?;:ﬁ; Triyszgc"?;gﬁ;er;:ne of
Civilan Personnel Data System (DCPDS) to allow DoD personnel access to and management of their personal personnel records. specific minor changes are, please go to this link -
The DoD MyBiz and associated tools can be accessed only by authorized DoD personnel within a .mil or dodea.edu network. The R12 User Documentation(PDF)
DoD MyBiz tool has no assodiation with any private or other enterprise using "MyBiz" in whole or in part as a title or logo.”

CPMS does not maintain Federal Long Term Care Insurance and
Flexible Spending Account Programs.
E TSP Homepage
OPM Homepage
MyPay
USA Jobs
OPM Health Benefits Homepage
OPM Life Insurance Homepage
OPM Retirement Homepage
CPMS Homepage
Federal Long Term Care Insurance Program
Civiian Inbox (PER WIHROG00O1
Flexible Spending Account
Federal Employees Dental and Vision Insurance Program
SF182

it it O i e s s

2,3,4 | On the “Customize Favorites window, Enter “Civilian Inbox” in the Function Prompt
block and select your “PER™ or “MGR” responsibility and click on the Go button.

Department of Defense

g CE PAAV3 FAQ Home Logout
3. Select your “MGR” or “PER”
responsibility from the LOV

Customize Favorites

2. Enter “Civilian Inbox” [Gancel | [Anply |

Search and Select | [
l/ —~
Function Prompt Responsibility ®
Description =3
Select Function Prompt Description Menu Hier: dhility

No search conducted.

4. Click on the Go button

Selected to Display

“TIP A favorite may not be updateable if the responsibility from which that favorite was originally added is not avaiable from the current server hierarchy or is expired.
¥ TIP Only non oracle ebusiness suite links can be set to open in a new window.
Select Favorites: | Remove

Select All | Select None

Previous 1-1naf1 ~ Next3 ®

Move
Select Up Down Favorite Description  Responsibifity URL Open in New Window

B | ® Y TSP Homepage Wi, tsp.gov B
B @ ¥ OPM Homepage i WWW.0pm.gov ||
[&] @ MyPay | https:/fmypay. dfas.mifmypay.aspx 0
0 @ @ |USA Jobs Wi Usajobs. gov B
0 @ ¥ | OPM Health Benefits Hor hittps/fvww.opm.gov/insure /health/ B
0 ¥ |OPM Life Insurance Home http:/fwww.opm.gov finsure flife/ 5]
1 ®| © oPMRetrementtomena hittp:/fwww.opm.gov retire/ [l
0 @ ¥ |CPMS Homepage hittps/ s cpms. osd.mi/ B
n 9 |Federal Long Term Care ! wiw ltcfeds.com ]
Fl ¥ | Civiian Inbox (PER WIHR PER WIHROQ0001

Previous 1-innf1 ~ Next3 @
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Check in the Civilain Inbox and click on the Add button.

Department of Defense

7 Navigator ¥ B2 Favorites ¥ ICE MyBiz ICE PAAV3 FAQ Home Logout

Customize Faverites

Cancel | [ Apply

 Search and Select.
Function Prompt  cvilian inbox ] Responsibiity  PER WIHRO00001 ¥,
Description Go

Functions: [Add | 6. Click on the Add button
Select All | Select None

Select Function Prompt Description Menu Hierarchy Responsibility
[yiian Inbox PER WIHROO0001

5. Check in the Civilian Inbox !

¥TIP A favorite may not be updateable if the responsibiiity from which that favorite was originaly added is not avalable from the current server hierarchy or is expired.
“TIP Only non oracle ebusiness suite inks can be set to open in a new window.

Select Favorites: | Remove | < Previols 1-1nnf1 v Next2 @
Select All | Select None
Move

Select Up Down Favorite Description ibiity URL Open in New Window

b @& & TsPHomepage W, tsp.gov B

B e @ WWW,0pm.gov @]

o |le| @ mray hittps: /fmypay.dfas.mijmypay.aspx 0

B & ® usaibs wiww.usajobs. gov 0

O @ @ OPMHealthBenefits Hon http:/fwww.opm.gov finsurehealth/ B

[ @ @ OPMUfelnswranceHome | | Pt e, opm. o insure fife o

[l @ @ OPMRetrementHomepa https/fuiw.opm. govjretire/ B

£l @ & CPMSHomepage hitp:/fwww, cpms. osd.mil/ B

[l @ @ FederallongTermCare! | | o lecheds.com o

] & O Flexible Spending Accour https:/fwww.fsafeds.com/fsafedsfindex.asp [dl

Add URL |

Verify the Civilian Inbox is listed as a Favorite and click on the Apply button.

Department of Defense

M Nevigator ¥ B9 Favorites ¥ ICE MyBiz ICE PAAV3 FAQ Home Logout

Customize Favorites

| Cancel | | Apply

- Search and Select

Function Prompt  cvilan inbex i Responsibiity  PER WIHROO0001 -

Description [ 8. Click on the Apply button

Select Functions: | Add |
Select Al | Select None
Select Function Prompt Description Menu Hierarchy Responsibility
[ |Gviian Inbox PER WIHRO00001

~TIP A favorite may not be updateable if the responsibiity from which that favorite was originally added is not avaiable from the current server hierarchy or is expired.
“TIP Only non oracle ebusiness suite links can be set to open in a new window.

Select Favorites: | Remove < Previous 1-1nnf1 v Next3 @
Select Al | Select None
Move
Select Up Down Favorite Description Responsibility URL ‘Open in New Window
B |® @ |75 Homepage wiw. tsp.gov B
£ |®@ @ |OPMHomepage www,opm.gov B
0ola @ |mpay https:/jmypay. dfas.mi/mypay.aspx o
E @ @ |usAlbs | www,usajobs.gov B
0 | @ % | OPM Health Benefits Hom hittp: fuw, opm. gov,insure health/ 0
[0 '@ @  OPMLifeMsurance Home hittp: [fwww.opm. govinsure fife/ ]
B @ ¥ OFMRetirement Homepa hittp:  fuww, opm. gov fretire/ B
I |®@ @  cPMSHomepage http:/fww. cpm. osd.mil/ B
o |@e @  |Federal Long Term Care : www.ltcfeds.com o
[ |® @ |CivilanInbox (PER WIHR PER WIHRO00001 0
| Add URL

7. Verify the Civilian Inbox is listed as a Favorite
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The Civilian Inbox should now appear as a Favorite

Department of Defense

B Fovorites ¥ ICE MyBiz ICE PAAV3 FAQ Logout Help

Favorites
- Navigator | Personalize
After using your browser to access DCPDS, dlose all of your
UI 911 NGB WIHRO00001 Please select a responsibilty. browser windows and restart a new browser session.
‘; AGR Mgr WIHRO0000L Sometimes the browser can hold that information in memory
= CIVDOD Seff Service Hierarchy Manager (e.g. cache, etc) and some web sites know where to look to
-/ HR-TRNG WIHROO0001T | find it. For more information Click here
= My Biz : E ~
£ PER WIHROO000L The Defense Civilian Personnel Data System
= RPT WIHRO00001 (DCPDS) has been upgraded from Oracle® E-
5 WI CIVDOD PAYROLL REGENERATION Business Suite 11i to Oracle® Release 12.
1 W1 MANAGER Aside from the screen color changes, there are only
"My Biz and associated web pages are web-based tools created by the Department of Defense (DoD) as part of the Defense TN ifor changes Usets Iy SricoUnter, rionc;of

2 them affecting functionality. To see what these
Civilan Personnel Data System (DCPDS) to allow DoD personnel access to and management of their personal personnel records. specific minor changes are, please go to this link -

The DoD MyBiz and associated tools can be accessed only by authorized DoD personnel within a .mil or dodea.edu network. The R12 User Documentation(PDF}
DaD MyBiz tool has no association with any private or other enterprise using "MyBiz" in whole or in part as a title or logo.”

CPMS does not maintain Federal Long Term Care Insurance and
Flexible Spending Account Programs.

& 1SP Homepage

E oPM Homepage

B mypay

@ USA Jobs

& OPM Health Benefits Homepage
& OPM Life Insurance Homepage
& OPM Retirement Homepage

9. The Civilian Inbox should now be listed as a Favorite ) CPMS Homepage
3 Federal Long Term Care Insurance Program

@ gwilan Inbox (PER WIHRO00001

& Flexible Spending Account

i Federal Employees Dental and Vision Insurance Program
@ sr182
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Navigating Within DCPDS

Navigator Window

The Navigator window displays the menu of categories and tasks you can perform in DCPDS,

based on the responsibilities you have been assigned (a supervisor has a somewhat different list

than a manager, for instance).

e At the top of the Navigator Window you will see the name of the responsibility to which you
have logged on (e.g. PER WIHRO0001 or MGR ALHRO00001)

'" E”t = : — (1 i Too'bar

Top Ten List

+ Mas ons 1. Payroll 500 format
- Civil box 2. Requests: Submit
|4 Workflow Inbox . | |3 Define Position

reakdown Folder «  |4. Combined Person & Assignment Form

-+ 5. Define PA Request - Cancellation/Correction
| | Define PA Request - Reassignment
||+ efine PA Request - CDA Correction
— WWorkflow Inbox
=]+

\ cessing Status

Current Responsibility

Completed Training

NPA Maintenance
QOrganization Maintenance
BUS Code Maintenance

_ Below is a typical Navigator menu which is displayed if you log on under a
Illustration supervisor or manager responsibility (actual items shown on the navigator
will vary depending on your role):

B Oracle Applicatio
dit
A= oA

Functions
Federal Position

Federal Position Description

Federal Position Top Ten List
+ Request for Personnel Action

Cancellation/Correction

Other Pay

DOD -91 :]

Conversion to Appointment

Change in Data Element :]

RIF Exception

Separation

Position Establish

Chy in Position Title

Chy Position Title

Civilian Inbox

+ Mass Artinn

7 Gintemet | B2 ova(T.. - T DCPDSDes. | E Covervad. | < @ ® WA g

10
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How the Navigation List is used

The Navigator menu contains two types of entries: headings and tasks. The tasks are the actual
operations that you can perform (for example, initiate a request for Award). Headings are used to
organize tasks into various categories, and are similar to the hierarchy of a file system, with main
headings and subheadings. Headings and subheadings can be recognized because they have a
plus (+) or minus (-) sign in front of them; every heading and subheading has at least one task
associated with it.

Expanding and Collapsing Headings

Upon logging on, you will see a combination of headings and tasks on the Navigator menu. You

can expand headings that begin with a plus sign (+) to display tasks and additional subheadings

(if there are any).

e Subheadings will display indented below the items from which they are expanded.

e When a heading has been expanded, a minus sign (-) will display next to it.

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

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

4 — Expand selected heading
= —— Collapse selected heading
"}',— Expand selected heading and subheadings

4.'5‘— Expand all headings

- Collapse all headings

Starting a Task from the Navigation List

To start a task from the Navigator menu (“'tasks" are the items that don’t have a plus or minus
sign next to them):

e Click the task on the navigation list you need to use, then click <Open>, or

Double-click the task.

The Top Ten List
The Navigation Top Ten List

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

11
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e To start a task from your top ten list, press the number key on your keyboard that
corresponds with the Top Ten List number of the item you want to open. For instance, to
submit a report request, click the [2] key on the keyboard. You can also double-click the
item from the top ten list or click it once (select it), then click the <Open> button.

Functions
Request for Personnel Action:Award / One-Time Payment

Award / One-Time Payment

Federal Position Taop Ten List
- Reguest for Personnel Action 1. F4 Define PA Request - CDA Correct

Award / One-Time Payment 2 2. Define PA Requir‘—“ﬂ—‘-rr
+ Change Actions < e Add

!

Details =
Extension of NTE
Non Pay / Non Duty Status ﬁ'
+ Federal Position

Incentive

Realignment

Reassignment

Recruit/ Fill

Return to Duty

+ Salant Channa

il

= @ 7~ '@ mbox M. | B GuideCov.. et = B2 )sva(T.. ~ | T DCPDS Des.. ||} CoverVad. | < B® ¥IGEA
£ (T.

How to Add Items to Your Top Ten List

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

Step Action
1 Click an item from the navigation menu you use frequently.
2 Click the <Add> button.

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

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

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

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

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

12
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The Toolbar

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

Toolbar Button Functions

BY%Y0 T S8 Pl L NNERI A0 2 EEH?

| | L | ' '
Find Save Prin cut || Paste Edit AlLEff Export | Help
Change Copy Delete Attachment Date Track
responsibility
Add record
Clear record Folder tools

List of Values

Lists of Values (LOV) are embedded in each field for which there is a list, and the list can be
accessed by clicking on the down arrow (or a button containing three dots) at the right side of the
field. Note: the LOV button is not visible until you have actually clicked in the field.

Reguesting Info Fasition Data Employee and Position Data Remarks and

PART A - Requesting Office
1 Actions Requested

2 Re i .
|Award.-"0ne—Time Payment LISt Of Values-

Appears when

3 For Additional Infarmation Call (Full Mame) Telep L Prop. Eff.
[ you click in the —
5 Action Reguested By (Full Name) Title field Equest Dz
|

B Action Authorized By (Full Name) Title Concurrenc
PART B - For Preparation of SF 50 5 5

1 Last Mame First Mame Iiddle Name
2 Social Security Mumber 3 Date of Birth 4 Effective Date

Keyboard Shortcuts

Everything that can be done with a mouse, by "pointing and clicking,” can also be done using the
keyboard. Keyboard "shortcuts™ are alternate ways of performing the same functions available
through the menu and Toolbar keys. A list of keyboard shortcuts is available through the
DCPDS help menu. To access the list, click Help on the Main Menu Bar, and then click
Keyboard Help. Click <OK> when you are done using the help screen.

13
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Section Two - Inbox

Civilian Inbox

The "Civilian Inbox" is the inbox that will display within the Navigator Window. It is the
original inbox view that was created for DCPDS. This inbox will contain the same actions as
the Workflow Inbox, just with a different view.

Displaying the Request for Personnel Action (RPA) using the Civilian Inbox

Step Action
1 Select Civilian Inbox from the Navigator menu (note, if you move this item to
your "Top Ten" List, it will show as Civilian Workflow Inbox).
2 The Civilian Inbox will display (called Notifications Summary). It will appear to

be empty -- you need to REFRESH it to display any actions that you may have by
pushing Ctrl-[F11] on your keyboard:

B o Applica Q

L @& RSP RO DE AP 252

= R Defa
Priotity ||Due Date To Subject Camrn
50 Kim P Action : Career Appointment : Re B
50 Marshall, Kim Personnel Action : Update HR Complete : Ex
50 Kim P Action : Update HR Complete : Ret
50 Marshall, Kim Personnel Action : Update HR Complete : Ex
50 Kim P Action : Update HR Complete : Te
50 Marshall, I e : Ex
50 marshall, | Scroll right to see more  fe:Te
50 Marshal columns e : Ex
50 e : Ret
I =

To view an RPA, select it from the

list then click <Respond>
Marshall, KD D /3386

Respond Open

To see information
about an RPA, select
it from the list, and
then click <Open>

[ ® 4 25 A ) A i

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

14
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3 To access a specific action in your inbox, click on it (anywhere on that line) so
that the blue record indicator appears on the left side of the action. If your list is
long, you may need to use the scroll bar on the right side of the inbox window.
e To view the action, click the <Respond> button.

e To track or view information about the action, click the <Open> button.

Saving a Standardized California Folder View

The following Steps and Actions will configure your personal Civilian Inbox:

Step Action

1,2 Click on the Folder Tab and select Open

1. Click on the Folder Tab

Cracle ﬁeeticatians - radar_REG1!

2. Select Open

L S @ [ hew. [ 38 [ [T &
o
=] m Save
Save As.
Raoutin Delate Date Sent INITIATOR || Status || MOA | MOA - translated Mame FROP-EFF-D
E— 26 APR2010 |WIHRO  [Open /893 [Reg WRI PLATTA, JR, CLARENCE|09-MAY.2010 |~
SVT P i:';:;j: 29.APR2010 |WIHRO  |Open |292 ||RTD (Return To Duty) Davis, James L 31-MAY-2010
SVS- Al v 05-MAY 2010 [WIHRO Open 571 ||Conv to Excepted Appointi|Lindow, Jr, Creswell R |23-MAY 2010
SVS.Au ms:z iim v 05.MAY2010 (WIHRO  |Open |571 |Con to Excepted Appoint McCartney, Hary E | 23.MAY2010 |
I 10-MAY:2010 |wi115FW [Open |846 [Individual Time Off Award [Hastings, Christina M 102-JAN-2010
STVJ0 1100 Do [310.5Tv [[11-MAY.2010 [WIHRO  [Open
L - P dom Fisid SFW 17 MAY 2010 [WIHRO  |Open ,
SHRS Shrink Field 15-MAY 2010 |WIHRO Open 357 ||Termination Saatzer-Bishop, Michae|05-JUN-2010
STV-D ghange Prompt. 17 MAY 2010 WIHRO | Open ,
ISS-Re Autnzize Al tw 18-MAY-2010 [Wi126ARW [Open 846 |Individual Time Off Award [Huschka, Natalie K [29-MAR2010 |~
S conpats 2
Wiew Query.
Reset Query

PLATTA, JR, Folder Tools 89

Respond Qpen

Qpen

15
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3,4,5

Use the right scroll bar and go to the bottom of the Open Folder window and

select the WI-SAD folder and click OK

BRI Y X I R I W ] 3. Scroll to the bottom of the
= AD Open Folder window
Routing / Comments Date Sent INITIATOR | Status || NOA || NOA - tran
26 APR2010 |WIHRO Open |893 |Reg WRI PLATTA, JR, CLARENCH
SVT-Process 29.APR-2010 | WIHRO Open [292 |RTD (Return To Duty) Davis, James L
SVS-Add Benefits Info-STv 05-MAY-2010 | WIHRO Open [571 | Conv to Excepted Appoint]| Lindow, Jr, Creswell R
SVS-Add Benefits Info-STV 05-MAY-2010 | WIHRO Open 571 |Conv to Excepted Appaint]|McCartney, Harry E
ISS - Training Test - ISS 10-MAY2010 |[Wi115FwW  [open |846 |Individual Time Off Award|Hastings, Christina M
STV-Job 10186 Closes 63-10-STV | 11-MAY-2010 | WIHRO Open
CLJ - Plz Rev & Proc - 115FW 12-MAY-2010 |WIHRO Open ,
SHRS-Approval-SHRS 15-MAY-2010 [WIHRO Open [357 |Termination Saatzer-Bishop, Michae|
STV- Drafted 10-191-STV 17-MAY-2010 |WIHRO Open 5
I1SS-Rev & Approve- TSgt W 18-MAY-2010 | wiizearw [open |Individual Time Off Award|Huschka, Natalie K
n

el

4. Select the WI-SAD folder

PA HRO GROUP INBOX

Robin's Folder

T-PSN (Names)

THHRO

WA_INBOR

WA_INEOX

WIGH ( Default WGl Approval Workiow )

Respond

6,7, 8

After the WI-SAD Inbox opens select the Folder Tab and select Save As

6. WI-SAD

Inbox opens

—

cle Appicstons - acar REGL A I aad S 20200000 |
P AR
= G || Mew. o 1 A0 2 5% 7
o QOpen..
é AD Save
Routing 02 5 Date Sent || INITIA 8. Select the Folder Tab F-D
A |26-aPR2010 [WIHRO Open~ 010 |~

Show Field
SVTPY e Frorg 2010 [|WIHRO Open 010
SVS-A v 05-MAY>._aaRO Open 010
SVS A EM E'f‘“‘ v 05-MAY 2010 Vo agen_ 010

owe Le

1SS T e 0 10-MAY-2010 |[WIH15FR ~ 10
STVJG oy Down [3-10.sTv [[11-MAY-2010 [WIHRO Open o
CLI - B en Freid SFW 12-MAY-2010 |WIHRO Open T~ ,
SHRS sprink Field 15-MAY-2010 |[WIHRO Open |3 10
STV- D| Change Frompt 17-MAY-2010 [WIHRO Open 7. Select Save As
ISS-Re| Autosize All tw 18-MAY-2010 |WI12BARW |Open |8 10 |
= Sort Data ' 2

wiew Query

Reset Query

PLATTA, JR, Folder Tools 35
Respond Open
Open
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9,10,11,12 | The Save Folder window displays. Change the “SAD” to your first initial,
middle initial, last initial of your name. Be sure to check the Open as
Default box. Be sure to uncheck the Public box. Click OK to save your

personal inbox.

HUolG 84PN 288 252 9. Change the “SAD” to your
o tin . e . ..

& wisan first initial, middle initial, last
Routing / Comments Date Sent [NITIATOR || Status ||NOA |NOA - tra |n|t|a| Of vour name
e e Al [26-APR-2010 | WIHRO Open (893 [Reg WRI 'ﬁ /IR CLARENCI09-MAY Z070 |
SVT-Process 29-APR-2010 I| WIHRO Open 292 |RTD (Return To Du/ ﬁamas L 31-MAY 2010
SVS-Add Benefits Info-STV 05-MAY-2010 |WIHRO Open 571 |Convto Exceptel/ /{nw, Jr, Creswell R [ 23-MAY 2010
SVS-Add Benefits Info-STV 05-MAY-2010 |WIHRO Open [571 |Convto Excepty’ IM'cCarmey, Harry E 23-MAY-2010
ISS - Training Test - 1SS 10-MAY 2010 |WITISFW [Open {846 |Individual Tirr/ /d[Hastings, Christina M [02-.JAN 2010
STV-Jobh 10-186 Closes 6 3-10-STV | 11-MAY 2010 | WIHRO Open / I
CL.J - Plz Rev & Proc - 115FW 12-MAY 2010 | WIHRO Open 10 CheCk the O en as DEfault bOX
SHRS-Approval-SHRS 15-MAY-2010 | WIHRO Open 357 Terminati/ ) p
STV. Drafted 10-191-STv 17-MAY-2010 | WIHRO Open / / I 7 7
ISS-Rev & Approve- TSgt W 18-MAY 2010 | WI128ARW | Open 846 |Individ: ime Off Award | Hus 29-MAR-2010 | .

4 *
= e
WI-SAD

PLATTA, JR, CLARENCE P. / 3385 Auto

Respond
11. Uncheck the Public box AR
_ oK Cancel
12. Click OK to save
13 The new name of your personal inbox is now showing next to the folder icon

at the top of the window. It will automatically open when you open the

civilian inbox.

Lo IG a8 SPIRDDHE L2100 05%1°
— Save

=

Routing / Comrments Date Sent INITIATOR || Status [MOA || MOA - translated MNarng FROP-EFF-D
|SSWorking Name Chg- Appy-SVT ||26-APR-2010 [WIHRO  |Open |893 |Reg WRI IPLATTA, JR, CLARENCE|09-MAY-2010 |~
SVT-Process 29-APR-2010 FWIHRO Open 292 [RTD (Return To Duty) Davis, James L 31-MAY 2010 |
SVS.-Add Benefits Info STV 05-MAY-2010 |WIHRO Open |571 ||Conv to Excepted AppointifLindow, Jr, Creswell R |23-MAY.2010
SVS-Add Benefits Info-STV 05-MAY 2010 |WIHRO Open |571 [Conv to Excepted Appointi||McCartney, Harry E 23-MAY 2010

RO - Rev & Process 10-MAY 2010 [WITISFW  [Open (846 |Individual Time Off Award |Hastings, Christina M |02-JAN-2010
STV-Job 10-186 Closes 6-3-10-STV  111-MAY-2010 [WIHRO Open B
CLJ - Plz Rev & Proc - 115FW 12-MAY 2010 |WIHRO Open 5
SHRS-Approval-SHRS 15-MAY-2010 |WIHRO Open 337 ||Termination Saatzer-Bishop, Michae05-JUN-2010
STV- Drafted 10-191-STV 17-MAY 2010 |WIHRO Open 0
ISS.Rev & Approve- TSyt W 18-MAY 2010 |WI128ARW |Open (846 |Individual Time Off Award |Huschka, Natalie K 29.MAR-2010 | -
AR »

Hastings, Christina M / 3385

Respond Open

Qpen
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Accessing the eRPA

To view the eRPA history within DCPDS, you must first retrieve the eRPA from your inbox.
The procedure for doing this varies somewhat depending on which inbox you are using

o Civilian Inbox:

= |f the RPA is active in your inbox (open), open your inbox, click the
<Open> button to display the Notification Details window. Click the
<References> icon to display the RPA history.

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

The Notifications Window

The Notifications window provides additional information about the eRPA.

e You can enter comments that will show in your inbox if desired. These comments are only
for you -- they will not travel with the eRPA.

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

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

O Motifications

Priority @. Due Date i | Keder, Wiadyslawa
IS Personnel Action : Recruit/Fill : Reg? 12SEPYWIHROO000280786

/3385

{ 20-SEP-2012
INITIATED
NG_ROUTING_GP - HGB Routing Group
06-SEP-2012 / 06-SEP-2012

5[zt JOINT FORCE HQ - W NG
Recruit/Fill
- Recruit/Fill

Comments typed here show in
the Comments column of your
inbox

The Routing History shows
where the action has been

SIS HRO - Review & Bpprove - SHB

Routing Histol . .
g v Click <Respond=> to view the

RPA

06-SEP-2012 10:25:29 e 2369921 Status [

Respond
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Tracking History

Clicking the <Routing History> button (on the Notification Details screen) or the <History>
task flow button at the bottom of the RPA) will show a history of the routing of the RPA — who
initiated the request, who approved it, who reviewed it, etc. You can see the progress of a form
as it is routed, including personal inboxes and group boxes.

o Be sure to use the scroll bar on the bottom of the window to display additional
routing information.
o No information can be changed in this window. It is for viewing only.

The “Action History” section, shown below, indicates what user(s) have had the action, and
what action they took (if any).

| Action - Routing H

Action History

Approver

_ User Mame Full User Marme Action Taken d ster D nelist  Rewi

]
]
]
]
]
]

Zorich,Elda P |NO_ACTION
ZorichElda P [INITIATED

AN 1

Most Recent use at Action taken
top, oldest at by each user
bottom

]
Q
Q
Q
Q
]

]
Kl
K
Kl
K
]

L L LL L L LR

L L LL L L L E

[ 8 (0
[ 1 8 [
[ 8 (0

The “Routing History” section, shown below, displays as you scroll to the right. It shows what
user (inbox or group box) had the action, and when. The user (or group box) shown in the top
line of the routing history is the user who currently has the action.

. Biskit2fIn NRE) x

Othe
otification
Routing List Marme Seqg. 8 Farnily

|08-JUN-2007
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Section Three — Initiating the electronic Request for Personnel
Action

Introduction

This module explains how to use the automated RPA to initiate personnel actions. The steps
below take you through the process of initiating a Request for Personnel Action, and link you to
pertinent sections of this Guide (or other references) for more detailed information about that
step. Note: For security reasons, DCPDS will not allow you to process or view your own RPA.
Also, the person’s RPA that you are processing cannot be routed to that person for any type of
action.

Step Action
1 |Log into DCPDS (see Logging into DCPDS).

2 Determine what type of personnel action you are requesting. See Types of Personnel
Actions below, which describes the types of actions that can be requested by most users. It
also indicates what to include on the RPA. Although this is usually a straightforward
determination, it can be confusing in some situations; if you have questions, contact your
servicing HRO.

3 |Access DCPDS via the DCPDS Portal link. When the Oracle logon screen displays, log in to
DCPDS (see Logging into DCPDS).

4 Initiate the RPA (see Initiating a Request for Personnel Action, below, for more detailed
instructions). Follow the instructions in the Types of Personnel Actions section below to
determine what information to include on the RPA. In all cases, you will need to complete
applicable portions of the requesting office information (Part A).

5 [If you want to print a hard copy of the RPA, you should do this before routing the action to
the next user (see Printing an RPA or NPA below) (optional).

6 |Route the RPA to the next person in the routing chain (see Routing an RPA, below).

Types of Personnel Actions

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

To view step by step instructions on the completion of specific personnel actions in DCPDS
please refer to http://dma.wi.gov/dma/hr/emp_resources/forms.asp
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From the Navigator window, select Request for Personnel Action <Open> Recruit/Fill (or any
of the other types of actions listed under the Request for Personnel Action menu) to display the

RPA. Award/One-Time Payment is used in this guide as an example.
Types of Data Fields
Data fields on the RPA are colored to represent levels of access:

e White: you can enter or edit data in these fields.
o Gray: you can view data in these fields but not change it.

The RPA is configured based on the type of action you select and your responsibility; different
actions require different types of information. The coloring scheme makes it very easy to
determine what information you are able to include on the RPA — just look for the white fields.
Follow the instructions in the Types of Personnel Actions section below to determine exactly

what information to include on an RPA.

Lol

Part A information is
needed on all actions

Refresh

7 Notepad — Include Supervisory Information, “cut & paste” remarks information
from Sample SF52s. anv uniaue RPA related information. and auestions for HRO

. Position Data Employee and Position Data | Remarks and Address
PART A - Requesting Office .
3 Remote 1 Actions Requested | 1 Auto populates Z Request Number 2 RPA number is generated after
personnelist or |Awardf0ne-Time Payment I
1st line 3 For Additional Information Call (Full Mame) ITelephone MNumber 4 Prop. Eff Da| 4 Proposed Effective Date
supervisor last : | 5 1st line supervisor
name 5 Action Reguested By (Full Mame) last name Reguest D Include J1/HR’s 15 “work
G Action Authorized By (Full Mame) e Concurrence Of days processing time

6 2nd line supervisor

Then the start of the first

last name. ;
PART B - For Preparation of SF 50 . pay period after the 15
tale e First Mame (Rou}e in group box ame “work days”
| | to 2" line supervisor)
2 Social Security NMumber 2 Date of Birth ive Date
FIRST ACTION SECOND ACTION
5-A Code 5-B Mature of Action 6-A Code 5-E MNature of Action
50 Eode 5-D Legal Authority 6-C Code 6-D Legal Authority
5-E Code 5-F Legal Authority G-E Code B-F Legal Authority

Historsy I Extra Information I Person I Position (B) I

Cthers... (D) -
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Requesting Info — Tab 1, Part A — Completed by Requesting Office

1 Actions The data field is automatically populated based on the action selected from the
Requested | Navigator menu.
2 Request | Each RPA is assigned an RPA number by DCPDS for identification. The
Number format is YYMMM / 2-char State Code/ HRO/ 10-Digit sequence number. The
data field number will populate after the first time the RPA is saved.
Example: 10SEPWIHRO0000352692
3 For Typically this is the requesting 1* line supervisor or unit Remote personnelist if
Additional [assigned. Type the last name or the first few letters of the last name of the
Information | individual and click <OK>), click the name from the LOV, and click <OK>.
Call This should be someone who can address specific questions about the action. If
the phone number is not automatically populated, be sure to include it.
4 Proposed | Enter the proposed effective date for this action in the DD-MMM-YYYY
Effective format, i.e., 09-JUN-2001. Hyphens are required and the month is always
Date capitalized (or you can click the LOV button on the Toolbar and select the
requested effective date from the calendar LOV).
5 Action Typically this is the requesting 1* line supervisor. Type the last name or the
Requested | first few letters of the last name of the individual and click <OK>), click the
By name from the LOV, and click <OK>. (It may just be your own). Click the
correct name if there is a list, and click <OK> to automatically populate the data
field.
The Request Date field is automatically populated once the Action Requested
By data field is completed.
6 Action Typically this is the authorizing 2nd line supervisor. Type the last name or the
Authorized | first few letters of the last name of the individual and click <OK>), click the
By name from the LOV, and click <OK>. (it may just be your own) Or leave
blank if someone else will be authorizing this action (this field will be grayed
out if you do not have authorizing responsibility).
The Concurrence Date is automatically populated once the Action Authorized
By data field is completed.
7 Notepad | Notepad — Include Supervisory Information, “cut & paste” remarks information
information | from Sample eRPAs, any unique RPA related information, and questions for

HRO. Reference the J1/HR public website for sample notepad remarks required
for the specific Nature Of Action (NOA) (cut & paste)
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Requesting Info — Tab 1, Part B - For Preparation of SF 50
(Completed by Requesting Office)

Requesting Info Position Data Employee and Position Data. Remarks and Address

PART A - Requesting Office

1 Actions Requested Z Reqguest Mumber

|Award,‘Dne-Time Payment |

3 For Additional Information Call (Full MName) Telephone MNumber 4 Prop. Eff. Date ASAP
| | | -
5 Action Reguested By (Full Name) Title Reguest Date

| [

& Etel SRl s HE R R B ) ! 1 Type the Last name of the individual the RPA is for a5

PART B - For Preparation of SF 50

2 Should auto

populate based

upon the name

input

1 Last MName First Mame Middle Mame
] e

2 Social Security MNumber 3 Date of Birth 4 Effective Date
FIRST ACTION SECOND ACTION

5-A Code 5-B Mature of Action 6-A Code B-B Mature of Action

| [ [

5-C Code  5-D Legal 4, 5-A Select the appropriate Nature of Action (NOA)
| code from the drop down menu.

5-E Code 5-F Legal Authority

Histars: l Extra Information l Eerson l Position (B) . Cthers . (D) -

1 Last Type the last name or the first few letters of the last name of the individual and

Name click <OK>), click the name from the LOV, and click <OK>, to automatically
populate the data field. Only the names of your employees are displayed in the
LOV. If you select a name from the LOV, the First Name, Middle Name, Date
of Birth, and Social Security Number data fields will automatically populate on
the RPA.

2 Social This is automatically populated based on the Name data field. If desired, you

Security can select the employee based on the SSN with hyphens (999-99-9999).

Number

4 Nature of | Select the appropriate Nature Of Action (NOA) from the List Of Values (LOV)

Action, drop down menu. Reference the Sample Standard Form SF52s from the J1/HR

Block 5-A | public web site or page 21 from this guide.
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Position Data — Tab 2 — To Information
(Completed by Requesting Office)

Note: Depending on the NOA this information may Autopopulate. If it does autopopulate

skip to Entering Notepad Remarks

0
FROM INFORMATION

¥ Position Title 1 Input the Title of the 15 Position Title Mumber Seq Mo
I Posi_tion as it appears uman Resources assistant F I l
& Pay Plan 9 Occ. g?ﬁ')t:‘rew%r';ma 16 Pay Plan 17 Oce. Code 18 Grade or Lavel
I [ account and press | I |
“TAB”
11 Step or Rate 12 Tota 19 Step or Rate 20 Total Salary Aoward Llahd

TO INFORMATION

12A Basic Pay 128 Locality Ad). 12C Adj. Basic Pay |

20A Basic Pay 20B Locality Adj. 20C Adj. Basic Pay

I

120 Other Pay

I

13 Pay Basis

14 Mame and Location of Posifion’s Organization

I |

200 Other Pay 21 Pay Basis

22 Name and Location of Position's Organization

I

I

I

Extra Information

Position (B)

Histary

1 Position
Title

Input the Title of the Position as it appears on either your HRMD or your
MyWorkplace account and press “TAB”
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HliE| Human Resources Assistant%

Position Title Occupied Pay Flan 0cc Series Grade Organization Name Pos hy Pos Seq Mum | Agency C.
{ HUMAN RESOURCES / ES i 0203 07 JOINT FORCE HQ - W] HGARWBETA P00 06047 HGAR
HUMAN RESOURCES A YES it 0203 o7 JOINT FORCE HQ - W1 b o TO40B000 364463 NGAR
HUMAN RESOURCES ASSISTANT NO 68 0408000 396113 NGAR
HUMAN RESOLRCES ASSISTANT YES 68 2 Scroll to the right and look for Pos Seq Num  |osozoo0 491767 NGAR
HUMAN RESOURCES ASSISTANT YES 68 n4ngo00 501200 NGAR
HUMAN RESOURCES ASSISTANT YES 68 D4ngO00 514634 NGAR
HUMAN RESOURCES ASSISTANT YES 68 0203 07 15 FRS 50 NGAFMETCFMRTDT 0532000 28300 NGAF
HUMAN RESOURCES ASSISTANT (MILITARY) NO 68 0203 it HQ 426 REGT LDR TNG BDE NGARWEFLA. (07261000 371835 NGAR
HUMAN RESOURCES ASSISTANT (MILITARY) YES 68 0203 o7 JOINT FORCE HQ - W NGARWEETAA 01 70415000 318987 NGAR
HUMAN RESOURCES ASSISTANT (MILITARY) YES 08 0203 o7 JOINT FORCE HO - W1 NGARWSBTAA 01 FOS41000 270433 NGAR
HUMAN RESOURCES ASSISTANT (MILITARY) = 68 0203 o7 JOINT FORCE HQ - W1 NGARWEETAA 01 70541000 27602 NGAR
HUMAN RESOURCES AGSISTANT (MILITARY) YES 3 0203 o7 JOINT FORCE HQ - W1 NOARWBEBTAS 01 70541000 277049 NGAR
HUMAN RESOURCES ASSISTANT (MILITARY) YES e 000+ a7 JOINT FORCE HQ - W1 NGARWEBTAA 01 7041000 278131 NGAR
1| |

October 2012

2 Position
Title

A new window should pop up. Scroll right until you see the Pos Seq Num
column Scroll through the Sequence Numbers until you find the correct one for
the position you are trying to advertise. here may be a lot depending on the
position so be careful to select the correct one as it appears on your HRMD or
MyWorkplace account

Note 1: If you are not sure which sequence number you want, select one
in your area and the HR Staff will work with you to determine which one you’re
looking for after you’ve submitted the request

Note 2: If there is no position currently built within your section for you
to reference leave this field blank, provide a description of what you’re looking
for in the notepad (a later step)

Employee and Position Data — Tab 3

Completed by HRO

Remarks and Address — Tab 4

Completed by HRO

25



October 2012

Entering Notepad Remarks

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

Type in your comments here|

e

Click here and type your
notes/comments. Click <OK> when
done.

e You can use the notepad to write any notes pertinent to the action. Click in the white text
area and begin typing to start a new note. If there is already information in the notes
section (that is, the action was sent to you from someone else who added a note), select
<Append> and add your notes to the bottom.

e You should include your name and the date with your note so that others reading the note
will know where it came from. Notes accompany the RPA during its routing and are
accessible to anyone who has access to the RPA.

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

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

Attaching Documents or Comments to an RPA

This section shows how to attach word documents, spreadsheets, or other computer files

(including lengthy comments) to an eRPA, how to view and/or print an attached document, and
how to delete an attachment.
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Attaching Comments

' Step | Action

1
&

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

2

The Attachment Window is displayed:

[© Afttachments - Huschka, Matalie K, |

Seq Category Description May Be Changed
fo Iml —_ w

-
-
-

Entity Name: PA Reguest
Type m and enter to populate the
category with Miscellaneous

Open Document

U [pyeifvjefe Biallzjizie] Eieie =i Publish to Catalog Cocument Catalog. ..

Click the Category data field. Type in the letter "C" or "M" depending on whether
you are going to type in some comments ("C"), or attach a file ("M" --
Miscellaneous). Then press the tab key.

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

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

Type a title of the document to be attached in the Title field by typing something
descriptive, short, specific, and understandable to users, e.g., "Job description
PD0314," "Org Chart Trng Div," etc. Then press the tab key.

]In the Description field press the tab key.

In the Data Type field. Click the LOV button for a listing of data types that can be
attached. Click the data type you want and click <OK>. The most commonly used
data types are:
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o) File — allows you to attach a Word document, spreadsheet, etc., to
the RPA. When you select this, an Upload File window will open.
Continue at Attaching a File, below.

o) Long Text — allows you to type free-form comments similar to
using the notepad, but without the 2000-character limitation of the
notepad. Continue at Adding a Comment, below.

o) Short Text — allows you to type free-form comments similar to the
notepad.

Also like the notepad, Short Text has a 2000-character limitation.
Continue at Adding a Comment, below.

[S|attachments - Huschka, Matalie K, |

Category File or LRL
Miscellaneous i

Irielijel= [Ed=|=li=e| Eieie | rrj =iz Fublish to Catalog

Adding a Comment (Long or Short Text)

Click in the large white area and type your comments:

© Attachments - Gray, Biskil2, |

Se Category Description Data Type

Entity Mame: PA Request

Sl ENEE Ete A N eI E fie: Publish to Catalog Document Catalog...
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When you are done typing the comments, click the Save button on the toolbar to save the
attachment information. You can then close the attachment window to return to the RPA, or add
another attachment if desired.

Attaching a File

Follow these instructions to attach a file (Word document, Excel spreadsheet, or other computer
file):

\ Step \ Action

1 When you select "File" as the "Data Type" in step 6 above, a File Upload window
displays:

e
A

File Edit View Favorites Tools Help

77 Favorites 95 €| Login @ Suggested Sites »
| @ GFM Upload Page | | B~ v [ d= v Pagev Safety~ Tools~ @+

- ICEICE

Close
Biz V3 FAQ Preferences Help Window

File Upload

* Upload File

| Submit | | Cancel || Clear |

ICE My Biz ICE PAAV3 FAQ Preferences Help Close Window

Privacy Statement

2 Click the <Browse> button and find the file that you want to attach. You will have
access to the same drives and folders that you normally access from your workstation.
After you have selected the file, click the <Submit> button on the File Upload
window.

Once the file has been uploaded, the following message displays:

[ Confirmation

1. File upload completed successfully.
3 2. * Please close the web browser.
3. * Return to the Attachments form and click the Yes button to indicate file upload is complete.

ICE MyBiz ICE PAAV3 FAQ Close Window

4 |Close the window to return to the Attachment window, and click the <Yes> button on
the decision window:
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5 |Click the Save button on the toolbar to save the attachment information. You can then
close the Attachment window to return to the RPA, or add another attachment if
desired.

Viewing and Printing Attachments

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

\ Step \ Action

1 To view the attachment(s) to an RPA, click the Attachment icon on the Toolbar (the
_gl RPA must be open on your screen).
Note: You can tell if there is an attachment to an RPA or any other personnel document
by checking if there is "paper" in the paper clip Attachment button on the Toolbar.

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

) For a file, click the <Open Document> button. The file will open in a
separate browser window where you can view or print it.
o) Comments will display automatically when you select a "Comment" item.

Seq Category Title Description May Be Changed
Miscellaneous NGB FM 32 [

-
-
-

Entity MName: P& Reguest

Open Document

I e e zit=c| Eicicil|ri=riis) Publish to Catalog Document Catalog

\ 3 \When you are done, close the Attachment window to return to the RPA.
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Deleting an Attachment

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

' Step | Action
~1 [Click the Attachment button on the Toolbar (the RPA must be open on your screen).
I
! Note: You can tell if there is an attachment to an RPA or any other personnel document
by checking if there is "paper" in the paper clip Attachment button on the Toolbar.
2 | The Attachments Window is displayed. Use your scroll bar to locate and click on the
item you want to delete (if there is more than one item).
3 [Click the Delete Record button on the toolbar.
4  |The following message is displayed. Click the appropriate button.
ol L Cii0r
Delete only aftachrment or delste
both document and attachment ?
[ tachmens
o) Attachment means that you are "un-attaching” the document from the
RPA, but the document itself will still exist. Note: documents attached to RPAs
in DCPDS are saved (stored) on the DCPDS server. When you use the delete
"Attachment” option, the document will still be using space on the server.
o) Document and Attachment means that you are both un-attaching the
document and deleting it. This option will remove the document from the
DCPDS server and should normally be used.
5 Click the <Save> icon on the toolbar to save your changes to the Attachment Window.
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Saving an eRPA
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Once you have completed the Requesting Info tab, and added your Notepad comments, and if
necessary, attached documents, you are now ready to save and route the eRPA.

Step

Action

1

Click on the Gold DISC Save icon

PART A - Requesting omce
kcicns Re

3 Fur Aumumu Inlormdlon Call {Full Mams)

1. Click on the Gold Disc icon

9 to Save your RPA

4 Prop. €11, Dtle AP

=
(6082423713

'Donohue, Scatt A

Tithe Reguest Dale

bunal\uo Scott A

6 Action Authorized By (Full Name)
mh& A

Concurmence Date

P.‘lﬁ;l;‘BN;f‘:r Preparation of 5F 80

First Name Middle Name
|| 2 Social Security Number 3 Diate of Birth 4 Effactive Date
| T T or-sanzont

FIRST ACTION
5-A Code 5-B MNature of Action

lﬁwsw HUMAN RE [16-DEC-2010

| SECOND ACTION
&-A Code 6-B Mature of Action

Individual Time OT Award
5-C Code 5D Leogal Authonty

6-C Code  6-D Legal Authonty

SECode, SFlegalAuthodty | BECode GFlegalfuthorty
I [ r [

History I Extra Informaticn I

Eerson I Position (B) I Others.. (D) -

Routing an eRPA

Once you click on the Save icon on an RPA, a dialog box is displayed.

% Decision

h to route the Request

el Action

Cancel

The Routing Window

o Click <Yes> to display the Routing Window (including routing it to your inbox).
o Click <Cancel> to return to the RPA.

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

When you click <Yes> on the routing decision window, the Routing window is displayed. This

window gives you several options for processing your RPA. By default the Save and Hold in
Personal Inbox is selected.
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S Routing

RoutingTo
s Select Routing List
*Select Person

elect Groupbox

Default
Option pdate HR
SR e ir|
“AC|e
B |nterim Appro
-
'Routing To | Description/Function
1 Save and [This is the default option; it saves the RPA in your own inbox.
Hold in
Personal If you are the initiator of the RPA, the system will generate the RPA number and
Inbox

display it in a window; click <OK> to close this window.

The RPA that you saved will be accessible in your inbox and a blank RPA will be on
your screen; close the RPA window to return to the Navigator window or to the inbox.

1. Select Person

S Routing
RoutingTo

= Select Routing List
- Select Person
* Select Groupbox

* Save and Hold in Personal Inbox
e LUpdate HR
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Rauting Peaple
_2. Type WI in front of the %
(e wi%
4. Highlight the % Ice M : y
user’s name WADAMSR-PERS  Adams Ronald J

WIAHREND-PERS  Ahrens Debra 5
WIALBAUT-PERS  Alhaugh Travis D
WIALSTOJ-SUPY Alston Jeffrey M
YWIBAERM-SUPY Baer Michael A 3. Click on the find button to find California users
WIBAUERT-SURY Bauer Thomas J
WEBEANSH-SUPY BeanSharon &
WIBERBEK-SUPY  Berberich Kathring A
WBJUGSE-5UPY  Bjugstad Bruce L
WBLODGR-SUPY  Blodgett Robert A
WBOELSP-SUPY  Boglsing Patricia N
WIBOTSFS-SUPY Butsford Steven J
WIBRADLJ-SUPY Bradley Juseph L

EREEE -

%
%
%
k3

R

5. Click OK

4w ow

NBRANDD-5UF BRANDT DiFsk )
6 e
Routing Description/Function
To

Select This option routes the action to a particular individual and should be used only for
Person sensitive RPAs, i.e. suspension.
1,23, Click Select Person to display a listing of individuals, then click the correct
4,5,6 individual to whom you want to route the action.

Type WI in front of the % and click on the find button.

Then highlight the user’s name you wish to route the RPA to.

Click OK to populate the data field on the Routing Window.

Then click OK on the Routing Window to actually "send" the action to that person.

= Routing

RoutingTo

1. Select Group box s Select Routing List
'Select Person
'Select Groupbox

=Save and Hold in Personal Inbox
= Update HR
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2. Type WI in front of the %

<outing Grou

| Finc .
M Mame Display Mame e

ARHRO ARHRO

AKHRO_AGR ARHRO_AGR
AKHRO_ASSISTANTS AKHRO_ASSISTANTS
ARFHRO_BEMNIFITS ARHRO_BEMEFITS
ARHRO_CLASSIFICATION ARHRO_CLASSIFICATION
AKHRO_ERS AKHRO_ERS
ARHRO_STAFFING ARHRO_STAFFING

3. Click Find

| A

4. Highlight the Group
box you want to send

your RPA to

Fouting Grou

Find S

_ Display Name

TS E W
W 2BACS
W 2B AR
WILAR MG
WLAR S AT
W LAR SO
WAICLS
WIHRO
W IFEHC
WIIOBS

W 2BATT
W 2EAR
WWLARMG
WWIARSAD
WWIARS MO
WWICLS
WIHRC
WIIFHC
WWIIOBS
WWISTE WHISTE
WWISWCDS WSS
WVILESRPF O WWILISPFO
4

5. Click OK

October 2012

Select
Groupbox
1,2,34,5

This option sends the RPA to a "groupbox” which is an inbox shared by a group of
supervisors assigned to a Unit or Wing. Groupboxes are most commonly used at

the HRO, serving as general "in boxes" for actions coming into the HRO.

Click Select Groupbox to display a listing of established groupboxes (contact your
servicing HRO if you are not sure of the correct groupbox to select). Type wi in
front of the % sign. Then click Find. Then highlight/click the groupbox and click

OK.

= Routing

RoutingTo
= Select Routing List

VI 15FWW

’ d in Personal Inbox
= LUipdate HR

(L T

Cancel
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Select Verify the Groupbox data field populates with your groupbox name on the Routing
Groupbox Window.

Finally, click OK on the Routing Window to route the action to the selected

6 groupbox.

Update HR | This procedure is done at the HRO and will generate a Notification of Personnel
Action (SF50) after all authorizations are done and processing is completed.

\<Cance|> |Click <Cancel> to stop the process and return to the RPA.

\<OK> |Click the <OK> button to route the action to the selected user or inbox.

Refreshing Your Inbox after Routing - IMPORTANT

If you are using the Civilian Inbox it is very important that you refresh your inbox after routing
the RPA to another user or groupbox

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

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

Routing Comments

1 After saving an eRPA, be sure to add / edit your Routing / Comments next to
your eRPA. Then click on the Gold Disc icon to Save your Routing /
Comments.
LY IS BSPI A DDHE LD 2R 7
. . -é o Save
1' Add / Edlt ROUtIng / L Routing / Comments ent INITIATOR || Status [MOA || NOA - translated Mame PROP-EFF-D
Comments M ISS Working Name Chy- Appv-SYT 2o G —— - dacay 2010 [~
SV Process LN & 2. Click on the Gold Disc icon  f#am |
SVS-Add Benefits Info-STV [IﬁrMAYZ[H[I'Wh\ . NAY 2010
SVS-Add Benefits Info-STV 05-MAY.2010 [WIHRO to Save your Added / EdItEd NAY 2010
RO - Rev & Process 10-MAY 2010 |WI115FW  |Op) Routing / Comments AN-2010
STV-Job 10-186 Closes 6-3-10-STV  |11-MAY-2010 JWIHRO Op)
CLJ - Plz Rev & Proc - 115FW 12.MAY-2010 |WIHRO Op)
SHRS-Approval -SHRS 15-MAY 2010 | WIHRO Op) UN-2010
STV- Drafted 10-191.STV 17-MAY-2010 |WIHRO Op)
ISS-Rev & Approve- TSgt W 18-MAY 2010 | WI1Z8ARW [ O AR-2010 | .

K »

Hastings, Christina M / 3385

Respond Open

Qpen
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symbol. Some examples below:

last name

supervisor’s last name

Routing / Comments are saved.

e HRO - Rev & Proc — 2" line supervisor’s last name

¢ HRO - Rev & Proc — Remote personnelist’s last name

When adding / editing your Routing / Comments always address the last
name of the person/office you are sending to followed by a dash then add
your Comments followed by another dash and your last name or office

o 2" line supervisor’s last name — Rev & Auth — 1 line supervisor’s

e Remote personnelist’s last name- Rev & Route to HRO — 2" line

Press the CTRL+ [F11] keys to REFRESH your Inbox and verify your

Deleting an eRPA
Step Action
1,2

=

Routing / Commants INITIATOR | Date Sant

Select the RPA in the inbox and click on the Respond button.

U
. Select the RPA [

Huschka, Matalie K f 3385

. Click on the Resp

ond button caecd

3,4,5

Dpen

PROP-EFF-DT | Stotus | MOW, [NOW, - ransiated Mama

CLS-Prom 1 of 3 from Job 11-015-S1|WICLS DEC DEC-2010 |Open 702 [Promation Kowalk, Terance M
CLS- Working- CLS WICLS (01-DEC-2010 Open
CLS-Perm Appt Kwiatkowski-STV  [WICLS  [29-NOV-2010 28.FEB-2011 |Open (170 |Excepted Appointment
CLS-Perm Appt Bavuse-STV 'WICLS 124-MOV-2010 [03-JAN-2011  |Open (170 IE_mmd
CLS-Perm Appt Mueller -STV WICLS (24-MOV-2010 [03-JAN-2011  |Open (170 ]E:o.md Appointment |
CLE-Perm Appt Cywinski-STV IWICLS 24-MOV-2010 [03-JAN-2011  |Open (170 |[Excepted
CLS-Perm Appt for Bellile-STV WICLS 24 -MOV-2010 [03-JAN-201 1 |Open (170
CLS-Verify Pos Perm appt Kelley-STIWICLS 24-MOV-2010 [03-JAN-2011  |Open [170 [Excepted Appointment
CLS-Verify Pos Perm Appt WICLS 4-NOV-2010 [03-JAN-201 1 |Open [170 |Excepted Appointment 5

WIHRO 16-DEC-2010 [01-JAN-2011  |Open (845 |indlvidual Time O Award |Huschka, Natalle K

Click on the Red X. Confirm the cancellation, click on the Yes button, and
click on the OK button.
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T2 Oracie Appiications - radar REG L5 N

Eile Edit

3. Click on the Red X

AUTHORIZED

Requesting Info
- PART A - Requesting Office

1 Actions Requested 2 Request Number
|Award/One-Time Payment |[10DECWIHROO000105208
3 For Additional Information Call (Full Name) Telephone Mumber 4 Prop. Eff. Date ASAP
|Donohue,Scott A |6092423713 | i
5 Action Requested By (Full Name) Title Request Date
[Donohue,Scott A |HUMAN RESOURCES SPE! [16-DEC-2010
6 Action Authorized By (Full Name) Title Concurrence Date
[DYKSTRA,JUNE A. |SUPERVISORY HUMAN RE [16-DEC-2010
~ PART B - For Preparation of SF 50
1 Last Name First Mame Middle Name

[Natalie K
2 Social Security Number 3 Date of Birth 4 Effective Date

01-JAN-2011

- FIRST ACTION ~ SECOND ACTION
5-4 Code 5-B Mature of Action 6-A Code 6-B Mature of Action
lBas lIndividual Time Off Award [ Il |
5-C Code  5-D Legal Authority 6-C Code 6-D Legal Authority
]
5-E Code 5-F Legal Authority 6-E Code 6-F Legal Authority

History Extra Information Person Position (B) Others..

I: Tran an cor

5. Click the OK button

6. REFRESH the Inbox by entering the keys Ctrl+[F11] on your keyboard and
the RPA should be gone.

How to Exit from DCPDS

When you are done working in DCPDS:

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

ar_f

box
. |Personnel Action o Top Ton List

ent 1. Payroll 600 format

o-Time Payment 2, Requests: Submit

oniCorrection ., | [3. Define Position

rection Process 4, Combined Person & Assignment Form

sfer 5. Define PA Request - Cancellation/Correction
+ Change Actions *+ | |&. Define PA Request - Reassignment

Details

Conversion to Appointment
+ Conversion to Demo Project

Conversion to NSPS

Extension of NTE

Federal Position Change

st - COA Correction

rocessing Status
Define PA Request - Recruit/Fill

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

1 @ hitps://potter.depds.cpms.osd... ~
= -

File Edit View Favorites Tools Help

|(e Oracle Applications R12 | | h - [ %g ~ Page v Safety v

3. Click on the Red X box

/8% IMPORTANT: Do not close this window

Clasing this window will cause Oracle Forms-based applications to close
immediately, losing any unsaved data. This window may be minimized safely

at any time and may be closed once all work in Oracle Forms-based applications
is complete.

Copyright ©1998, 1999, 2000, 2001, 2002 Oracle Corporation

7.7 Favorites \ 9= | AF Portal - JFJHQ-WL J1-M.. & |BMC Remedy Mid Tier 7.1.. @ |BMC Remedy Mid Tj /

Applet oracle.forms.engine.M = +/ Trusted sites | Protected Mode: Off v ®|100%
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4,5,6

Close this window using the Logout link and then the close button and click
Yes.

| e Xu-l_‘gthkurth

File Edit View Favorites Tools Help
[.¢ Favorites | V| AF Portal - JFHQ-WL J1-M_. ) BMC Remedy Mid Tier 7.1.. §3| BMC Remedy Mid Tier 7.1
I - B - .5 e v Page~ Safety> Tools~ i~
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Department of Defertsc

MyBiz ICE 1 Help

Persanalize |
[Please seled = After using your browser o access DCPDS,
Please select a responsibility. dose all of your browser windows and restart a
new browser session. Sometimes the browser
can hold that information In memory (e.g.
cache, etc) and some web sites know where to =
look to find it. For more information Click here

The Defense Civilian Perscnnel Data
System (DCPD3S) has been upgraded
from Oracle® E-Business Suite 11ite
Oracle® Release 12. Aside from ihe
ﬁ screen color changes, there are ondy &
fow minor changes users may encounter,
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"My Biz and associated web pages are web-based tools created by the Department of Defense (DoD) as

Wl part of the Defense Civilian Personnel Data System (DCPDS) to allow Dol personnel access to and none of them alfect nchionality. To
| management of their personal personnel records. The DoD MyBiz and assodated tools can be accessed see whal these specific miner changes
are, please go to this link - R12 Liser

only by authorized Dol personnel within a .mil or dodea.edu netwark. The Dol MyBiz tool has no

association with any private or other enterprise using "MyBiz™ in whole or in part as a title or logo.” DocumentatoMPDF)

CPMS does not maintain Federal Long Term Care
Insurance and Flexible Spending Account
Programs.
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5. Click the close button

This DCPDS session has ended.
Close this browser window to protect your personal information.
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Done « Trusted sites | Protected Mode: Off ¢ v ®|100% ~ |

Windows Internet Explorer u

The webpage you are viewing is trying to close the window.

Do you want to close this window? 6. Click Yes
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Close this window using the Logout button and then the close button and click
Yes.
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ActivClient Login

Actividentity
ActivClient

8. Enter your PIN if prompted

Please enter your PIM.

PIN I ============| yZ

oK I Cancel |
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BEENS St 9. Click the close button

This DCPDS session has ended.
Close this browser window to protect your personal information.
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