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GETTING STARTED

LOG ON
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action Help Window

[ WARNING **WARNING***WARNING " WARNING +7]
Unauthorized access to this ULS. Covernment computer system.

and software is prohibited by Tidle 18, US Code, Section 103
"Fraud and Related Activity in connection with Compuiers”
Unauthorized use is a felony which is punishable by a $10,000
fine and 1 to ten years in jail. Do not discuss, enter, fransfer,
Drocess, or transmit data of greatex sensitivity than.
sensitive-unclassified. Using this system constitutes consent to
security testing and monitoring.

Unauthorized use could sesultin criminal prosecution.
The information contained in this system is subject to
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Password |
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Enter User Name: ________ (Tab)



Enter Password:   _________(Connect)

                                Note:  Your initial password will be established by the System

                                Administrator

__________________________________________
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Notification that your password has expired. (Click OK)



Change password - see next screen

_______________________________________
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  Enter Old Password: ____________ (Tab)


              Enter New Password: ___________  (Tab)

                          Re-enter New Password: _________ (Click OK)

Changing your   Passwords will expire every 90 days.  To change your password

Password            at any time use the following steps:
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                       Main Menu Bar

	Click Special  (  Change Password  (see above). 
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Exiting
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     Menu Bar - < Action - Exit >
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KEY TOOLBAR BUTTONS
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Many functions can be performed using the buttons (icons).  However, these functions may also be performed using the Main Menu Bar. 

Note toolbar buttons will vary between screens depending on what functions are available, also some will be grayed out.

Commonly used buttons

	Button
	Title
	Function
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	Save
	Saves any pending changes.
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	Print
	Prints the current window or a report.
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	Edit Field
	Opens a window to display the data in the current field 
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	Attachments
	Opens the Attachments Window.
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	List of Values (LOV)
	Shows the List of Values for the current data field (if available)
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	Notepad
	Opens the notepad to add notes to a Request for Personnel Action (available on the RPA screens only).
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TOP TEN LIST

You can create a Top Ten List to quickly find and open items you use frequently     within the Navigator Window.  The Top Ten List you create will be located on the right side of the Navigator Window.

	Top Ten List
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CREATING A TOP TEN LIST

	Step
	Action

	1
	Click Special on the Main Menu bar, then click Top Ten List.

	2
	Click an item from the navigation list you use frequently.

	3
	Click <Add>.

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.

	4
	Repeat steps 1 and 2 for the other items you want to put on your list (up to ten items).


	Removing Items from the Navigation Top Ten List
	To remove an item from the navigation Top Ten List:

· Click the item on the Top Ten List you wish to remove.

· Click <Remove>.


	Opening an Item from the Top Ten List
	To open an item from the Top Ten List: 

· Press the number key that corresponds with the Top Ten List number of the item you want to open.
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CREATING A REQUEST FOR PERSONNEL ACTION

Select - Request for Personnel Action (Expand directory) 
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___________________________________________________

Select - Recruit / Fill 
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          Click <OPEN>

_______________________________________________________
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                                       Page 1 (of 4)
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	1.  Actions Requested
	Automatically displays type of  action requested



	2.  Request Number
	Leave Blank (system generates a request number after RPA is saved

	3.  Additional Info

     Name/Phone #   
	Leave Blank (enter this information on page 4 of the RPA in the remarks area.

	4.  Proposed Effective       

     Date
	Enter (DD-MMM-YYYY) ex:  09-JUN-2001 or click ASAP

	5.  Action Requested by

     Title

     Request Date
	Type in your last name

Click on LOV button located on the Toolbar
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your name will automatically populate
Automatically populates

Automatically populates 

	6.  Action Authorized by 

 
	Authorizing Official will accomplish this task.  (Reference page 15 of the User Guide)


Click <NEXT> located upper right corner of screen
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                                                Page 2 (of 4)
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	15.  Position Title
	Click on LOV button  located on the Toolbar 
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Enter Reduction Criteria (ex:  Supply% for title) or enter % to see all positions within your organization

Select appropriate position to be filled 

Data fields will automatically populate with position information


NOTE:  Screen 3 advancement will be automatic after position data is displayed from the above step.

________________________________________________________
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                                  PAGE 3 (of 4)
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Data fields will automatically populate from the Position Title

                   
identified on the previous screen  above.



Click <NEXT> located upper right hand corner of page

                       _____________________________________________________________________

                              PAGE 4 (OF 4)
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         No Data Input Required


         Attaching notes / documents to an RPA (Reference page   of the User Guide)
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Saving the RPA 

IMPORTANT NOTE!   You must save the RPA to your own Groupbox, (use the steps below). This allows tracking of the RPA, also provides access to the RPA for the authorizing official approval.  After the RPA has been authorized it may then be routed to another Groupbox.  (See page _)
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	Click 
	<Action> - <Save> (located on the Menu Bar)

	Routing Box 
	Routing Request box displayed

Respond <YES> 
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	Click on
	Select Groupbox
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	Find Box

Click on

Select

Click


	Enter 4D%  (this will locate all inboxes assigned to Ellsworth)

Find Button (located lower left corner of window)

Your Organizational Groupbox which saves the RPA to your organizational inbox  so it may be Authorized by the Approving Official and also it starts the tracking history of the RPA.

<OK>


Notes:   After RPA has been saved and routed  to your organizational inbox a blank RPA  will be displayed.  The following options may be used:

To Continue creating additional RPAs:

	Click on
	<Action> - <Close Window>

This will return you to the Navigator Window

	Select  
	The type of action to be initiated


Exiting Oracle:

	Click on 
	<Action> - <Exit Oracle Applications>
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The Civilian Inbox

Logon
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Enter User Name: ________ (Tab)



Enter Password:   _________(Connect)

Navigate to Civilian Inbox
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	The Civilian Inbox  is your Organizational inbox of actions that you have initiated (and saved to your inbox), or that have been sent to you.
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	IMPORTANT!  Press F8 to refresh your inbox, this will add new RPAs that may have just been created or sent to you by another user.

IMPORTANT!  RPAs routed to another Groupbox will still appear in your inbox. Pressing F7 will hide the RPAs that have been routed.  Note! RPAs will remain as an active RPA in the background until all Personnel Action processing has been completed by the Center.  At that time they will convert to a "Closed Action"
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ACCESSNG RPAs 

FROM YOUR CIVILIAN INBOX

	
  Civilian Inbox Window
	Displays your organizational "Request for Personnel Actions" 
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	Accessing an action from the inbox 
	IMPORTANT!  You must press F8 to refresh your inbox, this will add new RPAs that may have just been created or sent to you by another user.

To access a specific RPA, click on it  so that the blue record indicator appears on the left side of the action.    

· To display, edit or  authorize the RPA, click the <Respond> button. The RPA will be displayed. 

· To track or view information about the RPA click <Open> button.
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 AUTHORIZING RPAs

1. Log On

2. Navigate to "Civilian Inbox"

3. Highlight  the RPA - "Respond"  

The following screen will be displayed
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	  Action Authorized by 

  Title 

  Concurrence Date              
	Authorizing Official will accomplish this task.

     Type your last name in block 6.

     Click on the LOV button located on the Toolbar
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 your name will automatically populate
     Automatically populates

     Automatically populates 
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ROUTING THE RPA TO ANOTHER GROUPBOX

	Click 
	<Action> - <Save>

	Routing Box 
	Routing Request box displayed

Respond <YES> 
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	Click on


	Select  <Groupbox> the following window will be displayed.
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	Find Box

Click on

Select

Click


	Enter 4D%  (this will locate all inboxes assigned to Ellsworth)

Find Button (located lower left corner of window)

The appropriate Organizational Groupbox to route your RPA.

<OK>


	Exiting 
	Click Action on the menu bar then Close Window to return to the Navigator Window and exit the Civilian Inbox
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Attaching a Document to an RPA
 RPA opens, click on the paperclip button on the main olbar and the attachment window will display

[image: image37.wmf]When the RPA opens, click on the 

paperclip button on the main toolbar and 

the attachment window will display


	Step
	Action

	1
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	While the RPA is displayed on your screen, click on the Attach Document icon on the toolbar. 





[image: image39.wmf]Place the cursor 

in the Category 

Data Field 

(Step1) 

Click on LOV 

(Step2) 


	2
	On the Attachment window

· Click on the Category Data Field Column

· Click on the LOV button
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[image: image40.wmf]Select “Miscellaneous” 

(Step 1)

Click “OK” (Step 1)


	3
	Select

· “Miscellaneous” (for attaching existing documents, e.g., Word documents) or,

· “Comments” (for free-text notes) 





[image: image41.wmf]Type in the description 

of the document you 

are attaching.  Press the 

{TAB} on your 

keyboard to advance to 

the next data field. 

(Step 1)

Click on “LOV” 

(Step 2)


	4
	· Description:  type a brief description of the document being attached.

· Click on the LOV button
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[image: image42.wmf]Click “OK” (Step 2)

Select the OLE 

Object for your 

attachment (Step 1)


	5
	Data Type: 

·  Select “OLE Object” for documents (e.g., Word or Excel) or
·  Select “Long Text” for free-form notes.

·  Click "OK"





[image: image43.wmf]With your cursor in the blank 

area, right click your mouse 

to display drop

-

down menu 

and click “Insert Object”


	6
	To attach a document, right-click with your mouse in the large white area of the Attachment window, select “Insert Object, When done, go to step 7

To enter a free-form note, click in the large white area of the Attachment window, and type in the note.  When done, go to step 9
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[image: image44.wmf]Click on “Create from File” (Step 1)
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(Step 2)


	7
	Click on the “Create from File” button, 

Click "OK"then use the <Browse> button to locate the file from your workstation that you want to attach.



[image: image45.wmf]Click “Browse” to select 

the drive, directory and 

file you want to attach 

(Step 1)

Click on the “Display As 

Icon” and select the type 

of document  (Step 2)

Click “OK” (Step 3)


	8
	· Click on the <Browse> button, locate the file from your workstation that you want to attach. 

· Click the box next to Display As Icon .

· Click <OK>.
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[image: image46.wmf]
	9
	· On the above Attachment window, click the Save icon on the toolbar, then close the window to return to the RPA.


Attaching a Note to an RPA

	Step
	Action

	1

[image: image47.png]



	While the RPA is displayed on your screen, click on the Notepad icon on the upper right corner of the RPA window.   

	2
	If there is already a note use the <Append> button to add to the note.  If there is no note, use the <New> button.

	3
	Include your name with your note so that other recipients will know who added the note.
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PRINTING AN RPA
To print a copy of the RPA, click Action - Print on the Menu Bar while the RPA is displayed on your screen, or click the Print  button on the Toolbar.  The Printing Window is displayed.

	
	[image: image48.png]Emplayee Name
Front Page
Back Page

[_[CIx]

[ves

No





Use the LOV on the Parameters window to select the employee's name.


Tracking an RPA
Use this process to locate the current holder (or routing history) of an RPA that has been in your inbox.

	Step
	Action

	1
	From the Civilian Inbox, select the RPA that you want to track, then click the <Open> button.  

· If the RPA is not displayed in your inbox, un-check the “Query Only Open Notifications” block at the top of the inbox, then push [F8].  This will display all RPAs that have ever been in your inbox, both closed and open.

	2

[image: image49.png]PA Routing History




	On the Notifications window, double-click the <PA Routing History> button.  This displays the Routing History window. Scroll to the right to see the “Routing history” section, which shows who currently has the action (the top entry), and who has had the action.  

	3
	Close the Routing History window and the Notifications window to return to the inbox.
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Type in the description of the document you are attaching.  Press the {TAB} on your keyboard to advance to the next data field. (Step 1)



Click on “LOV” (Step 2)
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With your cursor in the blank area, right click your mouse to display drop-down menu and click “Insert Object”
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Click “Browse” to select the drive, directory and file you want to attach (Step 1)



Click on the “Display As Icon” and select the type of document  (Step 2)



Click “OK” (Step 3)





Remember to always click on the Display As Icon.  If you don’t the complete text of your document will be placed on the screen.
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Recommend that you always open the document you attached to ensure the correct item was chosen.
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Click on “Create from File” (Step 1)



Click “OK” (Step 2)





Do not use Create New as this is a long and difficult process.  You will normally use create from file to add attachments you have created in  other programs.
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Click “OK” (Step 2)



Select the OLE Object for your attachment (Step 1)





For most purposes you will use the OLE Object when attaching documents.
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Place the cursor in the Category Data Field (Step1) 





Click on LOV (Step2) 
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Select “Miscellaneous” (Step 1)



Click “OK” (Step 1)





You will not  use the Comments selection
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When the RPA opens, click on the paperclip button on the main toolbar and the attachment window will display
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