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Overview
Introduction This guide explains the initial steps to navigate Oracle 111, the web-based
version of DCPDS. New features in 111 include:
e Required fields are highlighted.
e List of Values (LOVs) are embedded with the data fields.
e Date format allows for free form entry, which is automatically
converted to the correct system format.
e Tabs have replaced many flexfields.
e A Person Summary for viewing all the employee data.
e A Position History for viewing changes to the position record.
e Less down time — no client loads for patches.
See Also Modern DCPDS User Guide posted on the DoD CPMS Home Page for
" specific processing details.
Before You e Current 10.7 User name/Password may be used to access 11i.
Begin e Ifuser is new submit request to obtain a User Name.
e Set up your secure password.
e Ensure you are: Assigned the Workflow Inbox responsibility to view
your inbox.
System
Maintenance = Down time every other Sunday for Updates.

= No client loads for DPCPDS patches.

= Because Oracle 111 is web-based, files are added to your temporary
internet file folder. You should periodically purge this folder. Use the
following steps:

Step Action

1 In the Internet Browser, click Tools/Internet Options on the Main
Toolbar. The Internet Options Window displays. In the middle
Region, “Temporary Internet Files,” states: ‘“Pages you view on
the internet are stored in a special folder for quick viewing later.”

2 Click <Delete Files.> The Delete Files Window Displays.

3 Click <OK>.
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System Changes/New Features

Purpose This section explains some of the system changes and new features in 11i and
the action required to use them.
System
Changes/
Description/
Function
System Changes Description/Function
Switch Responsibility Replaced with a new icon on the toolbar (a derby hat).

& |

System Times Out

Leave the Oracle picture on the screen, right click on the
mouse and click “Refresh” on the menu. Saves logging on
again.

Function Key s F7 & F8
are now F11 + CTRL F11

For Query:
e Place the cursor in the first blank data field.
e Press F11 and then Ctrl and F11 simultaneously.

List of Values (LOVs)

Are located within most windows.

Wild Cards

Wildcards are software tools that enable you to define a
range of values that begin with, end with, and/or include
specific letters, numbers, words, or phrases .i.e.

e You may want to conduct a query of all the
employees whose last name starts with the letter L.

e You may forget how to spell an employee’s name
and want to look up all of the employees whose
last name ends in the letters th.

¢ You may want to look up all of the employees that
have a birth date in the month of April.

The wildcard symbol in Oracle is the percent symbol on
your keyboard (%). Wildcards can be used in any field
that Oracle permits you to access while in the query mode.

Data fields

Color denotes functionality:

Color Types of Data Fields

Blue Query

Yellow Required

White Optional

(Doesn’t mean you do not need to use)

Gray Cannot be entered
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System Changes/New Features, Continued

Function (continued)

Record Types

Tabs

Position has enhanced
Date Tracking

RPA, Salary Change,
Awards and Mass
Awards

Navigator Menu Items:

System Changes Description/Function
If you cancel a The employee goes back to previous position.
realignment:
New HR Manager Career Management: (Rating Scales, Competencies,

Competence Types, Competence requirements, Schools &
Colleges, Qualification Types, Assessment Template, and
Appraisal Template.)
Employee — Ex Applicant: Someone appointed

and hired in DCPDS.
Employee: Someone who was converted from Legacy or
moved from one region to another (Mod to Mod).
Replaced alternate regions
You can view all the history of changes that have occurred
on a position.
System calculates percentages.
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Purpose This section shows you how to log on to Oracle 11i.
Logging On Follow these steps to log on:
Note: Should not see the next two screens but if you do - Request assistance
from you PSM to set up correctly.
Step Action
1 Click on the Oracle 11i Icon on your desktop. The Oracle Rapid
Install Release 11i Web Page displays:
e .
E?]r?im Rapid Install Release 11i
Oracle Applications Rapid Install Portal
These web pages prowide you with information about the Oracle Applications
mstallation created by the Rapid Install, inchiding:
Deseriptions of adrmmistratm t ated by the Rapad Install
i & 1 . ESCTY e SCNpls Create ]
Lk » Links that can be used to connect you to Oracle Apphcations.
Server Administration
Machine Admin Scrpts
2 Click <Apps Logon Links>. The right side of the window
populates:
A :
ORACLE  Rapid Install Release 11i
[Rapid Install Setup | Logon Options for Oracle Applications 11i
Home
App: inks
Logon to Personal Home Page Pers fome Page “Cpmmm—
11i Online help Logon to CEM Apphcations CEM Home Page
Logon to Oracle Applcations Manager Oracle Appheatons Manager
Server Administration
Machine Admin Senpts
HTML @2000 Oracle Cosporation.
Continued on next page
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Logging On, Continued

Logging On
(continued)

Step

Action

Click <Personal Home Page>. The Oracle Application Login
Window displays:

Important Note: Depending on the set up of your account you
will either see one of the following three screens to log in.

i Oracle Applications Legin - Microsoft Intemnet Explores provided by AFPC
Ede Edkt Wiew Favoiles TJTooks Help -
= - > = =
= o= @ [ iR o T I [ S m
E Stop Refesh Hoene Search Favosites Histoty | el Prire. Edi
Adcress [@] birp /ived ermedd sy md B001 /D _HTMLAS ACINDES b =] #Go ||Links

'.';Jl._n._.— — § 5% i

Type your assigned User Name in the User Name field.
Note: If you had a current 10.7 user Id/Password it will convert
over to 111

In Password, type in “Password.” Click <Connect> (or Enter).

e If you have established an 11i Password, disregard this
step.

e If you have not established an 11i Password, a screen will
display which will ask you to type in the old (“Password”)
and your own unique password (twice). Click the
<Connect> button.

The Welcome Window displays with the roles assigned to you.
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Purpose This section shows how to navigate through Oracle 11i.
Welcome
Window

Step

Welcome Dee Armstrong,CPMS-AMD, 7-6500 % 5 )

1 On the Welcome Window, select your role and double click. For
example: “CIVDOD PERSONNELIST.”

ORACLE"

P inns
Applications

Wain henu

@ CvDOD CLASSIFIER
& CVDOD LI HA MGR

& CI/DOD LI HE MGR:Az0res

'f.' I i
E CWDOD MAF HR Manager (AF)

= Cr/O00 MAF HRE Manager (Arny)

3 .

w CIYDOD NAE Personnatist (AF)

|ﬁ CIVDOD NAF Persannalist (Amy)
Fl FF

% I TA MHNGRISLIEY

I‘.‘f’“l OO0 OTA ORG TRM MORITOR

2 CIvDOD OTAPERSOMNELIST

) CWDOD OTA TN ADM

'%' CHWDOD PERSOMMELIST

2 CHOOD STAFFER

2 CvDOD SUPERVISOR

& CwpoD SUPR OTA

v CHWDOD US GOW NAF MGR

2 CHDOD YSE REPCRTS

|f.l B 25 sili

I Classifier - Belgium

\ LN Classifier - Cuba

L0l Classifier - lcafand

LM Claggifier - ltaly

Li Parsonnafist

LM Persgnnglist - Japan

LB Staffer

Lkl Supervisor

L3R Reporls

MGR DECARMS

Ciacle Training

LS Federsl HR Manager

2
(tH

£S5 F3

e

=]

5 g 3

) [

[

E3
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Navigating, Continued

Action

The Oracle Application 11i Window displays as it is connecting,
stating: “Loading Java Applet.”

Copyright ©1998, 199%, 2000, 2001 Cracle Corporation

Note: The desk top bottom toolbar displays: € Oracle Appl.

If you have actions in your inbox, a notification displays:

kb0 wEd and

Refer to the Workflow Inbox section in this guide to work these
actions after you open the Navigation List. Click the <OK> button.

Note: Ignore the hour glass which stays on.

Welcome
Window
(continued)
Step
2
g
3
4
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Navigating, Continued

Navigator
Window

Step

Action

The Navigation window displays two tabs (Functions and
Documents). This list of functions is the starting point to process
actions, build positions, maintain employee records, run reports, etc,

Request for Personnel Action:

Enter Personnel Action Information

+ Request for Personnel Action

+ CADTRANSFER Request

+ Mass Actions
Workflow Inbox

+ Complaints Tracking
Breakiown Folder

Top Ten List

Reduction In Force (RIF)

+ People

4" ||+ Recruitment

o ||+ Work Structures
PSEUDOSFS0

+ View

+ Processes and Reports
Coredoc
PAYS00

+ Local Tables

Description
Displays the Navigation List starting
with the RPA, or OTA, etc.,
Depending on the responsibility/role
selected.
Not currently used by DoD.
Displays all the items that may be
performed.

Part
Functions Tab

Documents Tab
Navigation List

You may click on the plus sign to expand the functions and the
minus sign to contract them.

B Naviga L

Request for Personnel Action:Appointment
New Appointment

Top Ten List
1. Customizable Workflow Worklist

- Reguest for Personnel Action a

Award / One-Time Payment
Cancellation/Correction

DOD Correction Process
+ CAO/Transfer
+ Change Actions
— Details

=i
{
|
& c oA

§ & o
. ||
+ Comversion to Demo Project

i
Rermaove from L:stl
Extension of NTE B {

Fodoral Pacition Channa }2'-;

Double click on the item to start a

|
process, or click <Open>.
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Navigating, Continued

Navigator
Window
(continued)

Step Action

3 To set up a Top Ten List of your most frequently performed
actions, highlight the item on the list and click the middle arrow
key to the right. The item displays under “Top Ten List.”

For example: Highlight Workflow Inbox and click the arrow key.
The Top Ten List populates with “1. Customizable Workflow
Work list.”

Advanced workflow worklist with the option to personalize worklist search and display

+ Request for Personnel Action Top Ten List

+ CAD/TRANSFER Request 1. Customizable Workflow Worklist
+ Mass Actions

{+ Complaints Tracking _”_j

Breakdown Folder

Reduction In Force (RIF)

= |+ People

+ Recruitment

+ Work Structures
PSEUDOSFSD

+ View

Apt

+ Processes and Reports
Coredoc
PAYS00

+ Local Tables

To view your inbox in the future, you only need to type a “1” to
open the Work list.

Note: To remove from the Top Ten List, highlight item and click
the middle arrow pointing to the left (Navigation List).
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Toolbar Icons, Functions, and Shortcut Keys

Toolbar Icons  Slide cursor over the Icon on the toolbar to display the function:

BY0I& SR8 2R L0005 BEs?

Returnto Save Next

New L
Record Find Navigator

l Close J‘ l Paste Clear J Edllt
Step Print Folder Cut Cépy Record Delete

Alter
Folder Effective Date Export

Attachments Tools Date Track Data Help

Functions,
Shortcut Keys,
and Icons in
Alphabetical
Order
Functions Shortcut Keys/ Icons Functions Shortcut Keys/
Icons
Alter Effective m Find (flashlight) %
Date (calendar) 31 il
Attachments Folder Tools :
Block Menu Ctrl+B List of Values Ctrl+L
Clear Block F7 List Tab Pages F2
Clear Field F5 Next Block Shift+PageDown
Clear Form F8 Next Field Tab
Clear Record F6 Next Primary Key Shift+F7
Commit/Save Ctrl+S Next Record Down
Clear Record Export Data (document E
(Pencil eraser) 1B w/blue arrow) =
Count Query F12 List of Values Ctrl+L
Copy List Tab Pages F2
(documents) E BN
Close Form New (green plus)
(yellow folder @
w/blue arrow) —
Cut (scissors) Next Step (arrows on
H document)
Date Track _| Next Set of Records Shift +F8
History
Delete Record Ctrl+Up Previous Block Shift+PageUp
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Toolbar Icons, Functions, and Shortcut Keys, Continued

Functions, Shortcut Keys, and Icons in Alphabetical Order (continued)

Function Shortcut/ Icon Function Shortcut/Icon
Delete (Red X) y Previous Field Shift+Tab
Display Error Shift+Ctrl+E Previous Record Up
Down Down Print Ctrl+P
Duplicate Field | Shift+F5 Print (printer) _

&
Duplicate Shift+F6 Return Return
Record
Edit (pencil) Save (yellow disc)
Z &r
Edit Ctrl+E Show Navigator- returns A
to Menu
Enter Query F11 (Press twice to Help Ctrl+H
display last query)

Execute Query | Ctrl+F11 (Use for blind Insert Record Ctrl+Down

queries to retrieve all

records)
Exit F4 Translations Not used
Paste . More Information < >

i Available
Window Help i Zoom Not used
(blue question ?
mark)
Switch
Responsibility a
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Other Functions of the Oracle Applications Window

Window Message Line: Oracle Applications display pertinent information for
Functions processing your form, including error messages at the bottom of the page.

g5 'eople

Name

L Person Typ

First Person Types

Identification

hiddle

rsonal

Birth Date |

Town of Birth Status

Region of Birth Nationality
Country of Birth Registered Disabled

| ffective Dates

S0 26-MAR 2003 7 [ Latest Start Date [ AN | D !

0: Field is protected against update.
1

Record Indicator: Display the information about how many records are
retrieved in your query and which record is currently opened. For
example, in the above screen you are in the 10th record of a total of 71
records.

Other Functions of the Oracle Applications Window
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Menu Bar

There is a series of pull-down menus at the top of the window. You can operate
the pull-down menu using either keyboard shortcuts or the mouse. On the
keyboard, use the Alt key to drop down the menu (e.g. Alt + Q for the Query

Menu), the Down Arrow to move to the option required, and then Enter to
execute.

Name

LS Dudy

F (NN EAE T Create Applicant
= Iffany Person Types Create Other

Identification

I —

Personal

Birth Date | Age

Town of Birth Status

Region of Birth Matianality
Country of Birth Registered Disabled

Effective Dates

(25 MAR 2003 o [N tart Date [ (B
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Other Functions of the Oracle Applications Window, Continued

Menu Options

File Edit View Folder Tools Window Help
New Undo Show Navigator | New Options Cascade Window
Typing change Help
Open Cut Zoom Open depending | Tile Oracle
on the | Horizontally | Applications
application Library
Save Copy Find Save and form | Tile Keyboard
in use. Vertically Help
Save and Paste Find All Save As List of Open | Diagnostics
Proceed Windows
Next Step Duplicate | Query by Delete Record
Example History
Export Clear Record Show About
Field Oracle
Applications
Place on Delete Translations Hide
Navigator Field
Log on as a | Select All | Attachments Move
Different Right
User
Switch Deselect Summary/Detail | Move
Responsibility | All Left
Print Edit Field | Requests Move
Up
Close Form Preferences Move
Down
Exit  Oracle Widen
Applications Field
Shrink
Field
Change
Prompt
Autosize
All
Sort Data
View
Query
Reset
Query
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Retrieving Data (Queries)

Query

The Find Mode

The Query Mode

A query is a request to “pull up” certain sets of records in a database. In
Oracle, you can define and run a query based on the parameters of any field
that you are able to navigate to and access in the various Oracle Applications
forms. In general, you do this by putting Oracle in query mode and then
entering specific information into one or more of the input field(s). The
information that you enter tells Oracle the type and the range of information
that you want it to search for and retrieve from the database. There are two
ways to create queries:

Step Action

1 Select View > Find from the pull-down menu or select the Find icon with

a flashlight A~ . The Find form will change appearance depending on

fields relevant to your search.

2 Enter you search criteria in the appropriate fields. You can use the
wildcard (%) character in the search phrase.

3 Click Find to find any matching records.

Step Action

1 Select View > Query by Example > Enter from the pull-down menu or

press F11.

Enter a query: press Cil+F11 to execute, F4 to cancel.

Record: 11 | | EnterQu.. | Listofval.. | | =05C=

The ENTER QUERY message will appear in the status bar in the
bottom left corner of the screen.

2 Enter search criteria in any of the fields, using wildcard and query

criteria in your last search.

3 Select View > Query by Example > Run or press Ctrl + F11 to perform

the search.
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Retrieving Data, Continued
Query Operators

Operators Meaning Example

= Equal to = ‘Steve’ or = 107

I= Not Equal to I= ‘Steve’ or I= 107

> Greater than >99.1 or > ‘Steve’

>= Greater than or equal to >= 55

< Less than <1000.00

<= Less than or equal to <=100

#BETWEEN | Between two values #BETWEEN1and 100
Query by Example

Step Action
1 Navigate to the form in which you would like to conduct your count.
2 Select View > Query by Example > Enter from the menu bar, or press

F11, to put Oracle in query mode.

3 The Enter a Query message will appear in the status bar in the lower left

corner of the screen.

l/; NOTE: You must complete this step (put Oracle in query mode) before

you can define any search criteria for your count.

4 Navigate to the field(s) where you wish to define search criteria for your

query. Enter complete or partial values in these fields, to define the type
of records that you wish to count.

I} NOTE: In the above step, “partial” refers only to sets of values defined

by wildcards, as described in the Wildcards section of this document. If
you enter a partial value without a wildcard, Oracle will not give you an
accurate count for the data set that you are requesting.
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Retrieving Data, continued

Query by Example
(Continued)

Step Action

5 Choose Count Matching Records from the View > Query by Example
menu on the menu bar. A message will appear on the status bar,
informing you of the number of records that would be retrieved if you ran
the query at this point. Once you see the number of records, you can do
one of the following:

e Run the query by selecting View > Query by Example > Run
from the menu bar or press Ctrl + F11.

e Ifyou only need to know the actual number of records or you do
not wish to run the query at this time, take Oracle out of query
mode by pressing F4 on your keyboard or by selecting View >
Query by Example > Cancel from the menu bar

Exiting out of
Query mode

Step Action

1 Once you run a query (View > Query by Example > Run) and Oracle
retrieves the records that you have requested, it will exit out of query
mode automatically.

e If you enter a query and you wish to cancel it before it runs, take
Oracle out of query mode by pressing F4 on your keyboard or by
selecting View > Query by Example > Cancel from the menu
bar. Oracle will return to its normal (input) mode.

ara fquery; press Ctrl+F11 to execots, F4 to cancel
Record: 14

The CANCEL QUERY reminder will appear in the status bar in the
bottom left corner of the screen
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Accessing On Line Help

On Line Help The Online Documentation and Help features can greatly enhance your ability
to understand how to accomplish tasks using Oracle Applications. You can
also determine how to identify the user responsible for the entry or
maintenance of the record for further clarification of a business issue.

Help Menu

Step Action

1 Select Help > Window Help > Oracle Applications Library. A Help
window is displayed through your web browser tool, providing
information and a list of topics associated with the current application
window.

3 Oracle Applications Help - Microsolt Internet Explorer provided by Deloitte Consulting 2 Mictophone B Tools | & Handwiting @) 7 |=l81x

| Fle Edt View Favoites Tools Help

| et - = - @ [E & | Qoearch GdFavorites (Bstory | B Sl 5 2

| address [ 1 hitp:oouider.steris.com:3000/04_HTMLjspffndfndhelp.jspPdbo=bmuider_bronzeiang=Uséroot=GL: CONTENTSépath=US FNDI@CONTENTS ~| Pen Hmks B

Getting Help

LIS Online Help
Find | Search Tips Cracle Applications provides you with a complete online help facility

Whenever you need assistance, simply choose an item from the Help menu to pinpoint the type of
infarmation you wiant

p To display help for a current window:

B Oracle General Ledger Il 1. Choose Windoew Help from the Help menu, click the Help button on the toolbar, or hald
2 Getting Started down the Control key and type 'h'
EW A web browser window appears, containing search and navigation frames onthe left, anda  _|
Budgsting frame that displays help documents on the right
£ Online nauiries
1 Einancial Statement Generator (ESC The dacument frame provides information on the window containing the cursor. The
B3 Multi-company - Single Set of Books navigation frame displays the top-level topics for your responsibility, arranged in a tree
3 Multi-comparny - Multiple Sets of Boc control.
£ Global Consolidation System
3 Global Intercormparty System [GIS) 2. If the document frame contains a list of topics associated with the window, click on & topic

25 Sefting Up General Ledaer of interest to display more detailed information

B Maintenance —

3. You can navigate to other topics of interest in the help system, or choose Clese from your

B Muti-Currency web browser's File menu to close help
B Encumbrance Accounting
3 Average Balance Processing Example
£ Standard Reports and Listings
£ General Ledger Navigator Paths Suppose you are using Oracle General Ledger and are in the Define Budget Organization
B4 Profile - Options W\_ﬂdOW. Youwant to know how to credle a budget arganization using this window. Choose
R | ;lll Window Help from the Help menu to display a help on this topic [

e The Glossary provides help information by topic, alphabetically.
The information contained in the Glossary is primarily a brief
description of each topic.

e Navigation Help provides information of the navigation paths to
forms within each Oracle application.

e The Library icon gives you access to online Help for any Oracle
Application products and complete reference and documentation
of the products

117 Quick Start Guide Page 21 of 86




CPMS-AMD Revision 3 March 06, 2003

Folders Tools

Folders Folder Tools are available in the Personnelists and Federal HR Manger roles.

A Folder is a special block in which the field and record layout can be
customized. A folder block lets you satisfy the following basic customization
needs:

e Display only those fields that are of interest to you.

Instantly modify the width, sequence, and prompts of the fields you

want to display.

Display a subset of records based on your specific criteria.

Display records in a specific order.

Save your folder customizations for later use.

Automatically query for a subset of records each time you open a

specific folder.

e Keep your folder customizations private or make them public for
others to access.

e Make your customizations the default layout for a folder block.

Folder Tools When you navigate to a folder block, the Folder Tools button gets enabled on
Vi
the toolbar. Choose this button =& to display the folder tools palette on
your screen.

The folder tools include the following buttons that replicate the actions of
some commonly used Folder menu items:

Buttons Function
> Open another folder.
@, Open Folder P
EF;J Save the current folder.
"] Save Folder
[fj_ Create a new folder
Create New Folder
Ck Delete an existing folder
= ® Delete Folder

T=1S Widen Field Increase the width of a field

*E" Shrink Field Decrease the width of a field

Show a currently un displayed field

*] Show Field

Continued on next page
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Folder Tools
(continued)

Buttons

Function

*| Hide Field

Hide a currently displayed field.

«_ Move Left

Swap the current field with the field to its left in a
multi-record block. In a single-record block,

move the current field one character width to the
left

= | Move Right

Swap the current field with the field to its right in
a multi—record block. In a single-record block,
move the current field one character width to the
right

" | Move Up

Move the current field up by one character height
for a single-record display

U Move Down

Move the current field down by one character
height for a single—record display

117 Quick Start Guide

Page 23 of 86




CPMS-AMD

Creating a Folder

Revision 3 March 06, 2003

Folder Window

Step

Action

Navigation Path —View — List —People Folder

People folder

+ Total Compensation
- View
+ Histories
- Lists

People Folder
Assignment Folder
People by Assignment
Assignments
Employees by Organization
Employees by Position
Emps by Position Hierarchy
Employees by Element
Employees by Absence Type
People by Special Information

Vacancies

Organization Budgets

Position Budgets

Employee Accruals

Employee Benefits

Tax Balances

System Messages

Assinnment Proress Results

ol [0 ]

NOTE: Any window listed under the View, List navigation is a
folder window and the following procedures work the same for all

Select Folder > New. You will see a Create New Folder window.

Folder [ Toals

[y, .
Qpen...
Save
Save As..
Delete...

The create New Folder window opens: Enter a new and unique
folder name.

z Mew Folder

Autogquery

Inc : ry
Shows Query
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Creating a Folder

Folder Window

Step Action

4 Select the Auto query option you require.

Autoquery

__._:' .‘I;I". I LTes] '_|||' S

NOTE: You must be very careful in assigning the Autoquery
option. The basic rule is that the folder should behave the same as
l;? the standard screen. If, when you enter the standard screen, data is

automatically displayed, set the autoquery option to “Always”; if it
is not, set the option to “Never.”

5 Check Open as Default if you want this folder definition to open as
your default every time you invoke the form.

7 Click the <OK> button when you are finished
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Creating a Folder, Continued

Defining Folder One advantage of a folder is that you can customize it to display only the
Query Criteria  records you want to see. You can easily define and alter the query criteria for
any folder and save those criteria in a folder definition

Step Action

1 Run the query by Pressing the F11 key, Enter the Search Criteria
and press both the F11 and the CTRL buttons. At least one record
has to be retrieved for the folder to memorize the query.

[E] wy folder

2 After the query has completed click Folder > Save. This query is
saved in a folder definition
Folder ‘Tools ‘Wi

[
Qpern...
Save
Save As..
Delete...

3 Verify this folder has been saved with the parameters you have
selected. Click <Folder> <Open>. The open folder window will
appear with the Name of the folder and creator.

4 You can query your folder in this window with the specific
parameters given. And if you choose you can reset the query
criteria by selecting Folder > Reset Query
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Exporting Data  You can export Data from any of your Views (Folder windows)

Step Action
1 While in the Folder window you have completed the query,
arranged the columns to your needs. From the main menu Click
<File> <Export> This will be the data you want to export.
Eile Edit “iew Folder Too
[l ety
Open
Save
Save and Proceed
[Wext Step
—port
2 If there are several hundred records to be retrieved a Decision box
will appear click the <Continue> button.
number of
NOTE: This will occur after every 100 records retrieved, to avoid
having to click the continue button several time, Click the
<Continue to End> button to expedite query.
3 A Progress box will appear showing the percentage of data being
exported.
Progress
Exporting data..
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Exporting Data, Continued
Exporting Data  (Continued)
Step Action
4 After the export is complete a File Download window will open.
You have a choice of Save the File to disk or Open this file from
the current location. Click the <OK> button.
File Download x|
*fou have chosen to download 3 file from this location.
trdl_gfrn. download from aspen. steris.com
What would you ke to do with this file?
" Open this fils from its cursnt location
% Save this file to disk
7 Blways ask before opering this ipe of il
ok | Cancel | Moeinio |
5 Save this file to disk will — Allows you to save file to a particular
format for viewing at a later point.
T 2l
Savein [ 4 My Documents JE s s 3 e
File name =] save |
Save &3 ype: [ tsv Document =] Cancel Il
2 |
6 When opening the file the Program window will appear:
Highlight EXCEL and click the<OK> button.
Click the program you want ta Use ko open
@ Frd_gfm[ 1] tsv",
1F the program is nat listed, dick Sther,
Description For files of this bype:
I
Choose the program you wank to use:
%Fnrmﬂnw Fillsr B
[E]mnagina
. = .
[2]microsoft Access
[ Always use this program to open these files
ok | cawd | other. |
The data you exported will now be imported to an excel
spreadsheet save the file with a .XLS file extension to the directory
of your choice.
NOTE: The file will download as a text delimited. Change the
file type before saving the file to your directory.
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Closing Oracle Applications

Action

Using the menu bar click <FILE> - Exit Oracle Application.

sl e
Qe

Sawve

Save and Proceed
Rext Step

Export

Flace on Mavigator

Lo om as a Different Wser...
Switch Responsihility. ..

Erint...

Close Form
Exit Oracle Applications <

Closing
Applications
Step
1
2

The following caution message will appear — click the<OK>
button to exit:

Close all remaining browser windows related to Oracle.
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Accessing the
Workflow
Inbox or
Worklist

Your system administrator must add the Workflow Inbox to the menu for a
responsibility assigned to you before you can access it and view your
Worklist. It is used to manage your RPAs and Notifications, i.e., HR
updates, WGI Notices, etc. For example, a Mass Realignment will display a

notice on each employee realigned.

4

It lets you choose which notifications to display and what information

to display for those notifications.

In addition to the preconfigured Worklist viewing options, you can

create personal Worklist views by defining a set of filtering criteria to

determine what types of notifications and properties to display.

You can:

e Perform one-time searches to locate notifications you want to

view.

e Save the search criteria as a personal Worklist view to repeat
the same search later.

Respond to your notifications.

Reassign notifications to another user.

Request more information about a notification from another user,

and define automatic notification routing rules.

Note: Your System Administrator can turn off notices that may fill up your
viewing space in the inbox, such as notices for the manager to approve an

RPA; a Personnelist to approve an RPA, and Auto WGI notices.

Step

Action

1

Navigation Path — Workflow Inbox — Open.

Request for Personnel Action:

Enter Personnel Action Information

+ CAOTRANSFER Request
11 Mass Actions
—Ppiiorkilow Inbox

| |+ Complaints Tracking
Breakdown Folder
Reduction In Force (RIF)
i+ People

| |+ Recruitment

|+ Work Structures

|| PSEUDOSFS0

+ Wiew

Top Ten List
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Workflow Inbox, Continued

Accessing the
Workflow Inbox

or Worklist
(continued)

Worklist
Window
Description

117 Quick Start Guide

Step

Action

The Worklist window opens:

ORACLE
Workflow

Workdist

Select one of the search quenes from the pulldown list and choose the “Go” button to view the resulls. 2
i e o Simple Search
To creale @ new saved search or update an existing one select the "Persanalize” button,

Wiew | Open Notifications 'iﬂ Personalize

Select Notification(s) and ... Opan L Reassign l
Select Al | Select Mone Mext 25
Select anlniType |Suhje1:t iSen‘I uEI
r Federal HR - Personnel REA - Realianm ES4721-21 20-Novw-2002
Action
" Federal HR - Personnel  ppa - pe P i ¥ 20-Moy-2002
Action
r Faderal HR - Persannal 18- Mow-20002
Action
I Federal HR - Perzonnel 19-Now-2002
Action
r Federal HR - Personnel 19 s WU

The features associated with this new inbox for viewing and responding to
notifications are:

e Simple and advanced searches
e Customized views (Personalize)
e Open and reassign
e Creating routing rules to manage your notifications
Buttons/Links Function
Logout To be developed.
Preferences Displays a General Preference Window — not currently used.
Help Assists with the window.
View List of preconfigured views.
Go Execute the search to review the results.
Personalize Creates a custom view
Simple Search | Locates a one-time search of notifications that match your
criteria

Continued on next page
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Workflow Inbox, Continued

Function

Opens the selected notification.

Currently not available.

Selects all notifications on the current page using check boxes.

Deselects notifications.

Allow you to view next 25 notifications for the preconfigured

views. (Customized views can be set for a different number to

view.)

Worklist

Window

Description

(continued)
Buttons/Links
Open
Reassign
Select All
Select None
Next
Columns

Allows you to sort the columns by clicking on the desired
column. By default, the list is sorted by sent date from most

recent to oldest, and then by subject in alphabetical order. For

example, click on Subject and the notifications are sorted
alphabetically by subject, i.e., all the cancellations are listed

together, and all the corrections are listed together, by Sent date.

From The role from which the notification was sent.
To The role to which the notification was sent.
Type Displays name of the item type of the
notification:
e Federal HR-Personnel Action (RPA),
e OTA Training Request Forms.
Subject | Description of the notification.
Sent Date when the notification was delivered.
Due Date by which the notification should be
completed.
Status Shows “Open,” “Closed,” or “Cancelled.”
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Workflow Inbox, Continued

Viewing the
Details of a
Notification

Step Action

1 Navigate to the full details of a notification by clicking on the
notification’s underlined Subject link. Or check the select box and
the click the <OPEN> button.
Worklist

Select one of the search quernies from the pulldown list and choose the “Go” button to view the resulls i
. . " imple Search
To create & new saved search or update an existing one select the "Personalize”™ button,

WView | Open Matifications -iﬂ Peraonalize
Select Notification(s) and ... Open | Reassign i
b Mext 28

Selact All | Selact Mone SRl
Select leniTwa |S::hject _ iSem Jbu EI
/' I Federal HR - Personnel APA - Realianment . Reod® MRESAT21 _?EQ/ 20-Now-2002
] Action
I~ Federal HR - Personnel  BPA - Realignmen . Req# MREAAT713-2102 20 Mow- 2002
Action
r Federal HR - Personnal - \RPA - Appoiniment NTE 15-MAR-2003  Reqft (2NOVIGA3S 13-Now:2002
Action
2 The Notification Details window opens:
WOTKIIOW |

Subject RPA : Realignment : Reqd MREB4T21.2102

Sent 20-Nov-2002 06:02:20

To CAQ Notifications

Mame fPOI: Tripp, Lorraine / 1991
Effective Date | 15-JAN-2002 Froposed Effective Date | ASAP
Current Status | APPROVED
Routing Group - ARMYF AB - Ammy Fab Routing Group
Date Recsived | 20-NOWV-2002 Date Initiated | 20-NOV-2002
Organization : US ARMY ACQ EXEC SPT AGCY, LONG TERM TARAEWZTF3T 01
NOA Family - Realignment
First Action Requested : 790 - Realignment
Second Action Requested
Update HR Eror - ORA-20001: CIV_PAYROLL_S00_11:

Attachments
Response

e If you revisit a notification to which you have already
responded, the Response section indicates that the
response has been submitted, and displays the response
values that were submitted.

e Ifanotification does not require a response, the Response
section indicates that as well. Choose the Close button in
the Response section to close the notification so that it
does not appear in your Worklist the next time you view
your open notifications.

Continued on next page
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Workflow Inbox, Continued

Viewing the
Details of a
Notification
(continued)

Step

Action

Click on the attached form icon in the Response section to act on
the notification.

Response

=

Submit Reassign Mors lnfermation ]

Batyrm to Waorklist

The Launching Form window dlslays
i Launching Form .. < Microselt S [=| 1]

Flease look for the form m the
Navigator window

Keep Window j

You can choose <Keep Window> to continue displaying the
launch window. Otherwise, this window automatically closes after
30 seconds.

| Java 4

The Request for Personnel Action form displays with the details
of the elected notiﬁcation

Requesting Info G
PART A - Requesting Office - ~ ~ ~
1 Actions Requested 2 Raquest Number
‘Realignment MREB4T21.2102
3 For Additional Information Call (Full Mame) __ Telephona Mumber rﬂ:r_%ﬂ@e_&w
-
I
| 5 Action Requested By (Full Name) |T‘llle Request Date
1
6 Action Authorized By (Full Name) Title =] Date

[ | {

-PART B - For Preparation of SE50
1 Last Name

First Name _ Middie Name
[Tripp [Lorraine
2 Social Security Mumber 3 Date of Birth A Effective Date
[16.nOV-1969 (15.1AN 2002
FIRST ACTION = ~ . SECOND ACTION

SACode 5B Nallle of Action E-ACode 6B Nature nl‘k;‘hun
{790 |Realignment :

Note: Ifthe RPA does not open when selected, it might be
“minimized” and you have to click on the Oracle Application at
the bottom of your desktop to retrieve it.

Enter your information. Save and route the RPA. Or, if you need
more information, close.
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Workflow Inbox, Continued
Viewing the
Details of a
Notification
(continued)
Step Action
7 To request additional information for an RPA, click on the More
Information link.
Response
2 —
sybmi Beazsign 1Al
Batym to Worklist
8 The Request More Information window displays:
C)R/—\CI'_E'
\\( )]_‘l\'ﬂ( o7 Returnto Portal Logout  Preferences
Subject RPA: Realignment : Reg# MRE84721.2102
Request Mare Information From & \Workflow Participant G
 Any User I ef
# |nformation Requested =
H
Cancel  Submit |
Return to Portal | Logout | Preferences
Copyright 2001 Oracle Corporstion. All rights reserved. Privacy Statement
9 Select Any User, and click on the flashlight. The Search and
Select List of Values window is displayed:
=10
Search and Select: Any User
Search
To find your dem, sedect & fiber Eom in the pulldown Bst and enter some lettars in the texd feid, then sslect the “Go™ button.
Search by |D|spla',' Namej | .G_°_| ;
Results
Display Name Usar Name
Continued on next page
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Viewing the
Details of a
Notification
(continued)
Step Action
10 Choose Search By, Display Name on the drop down list, and enter
a value for the display name using the wildcard (%) to search, if
necessary. Click <Go> to view the results of the search.
Search and Select: Any User
Search
Search by |D|s;1|.a',I Namej |Jc|h1% .6;0_| Clear
Results
Display Hame User Name
htete, Michells PEGGY. YORK
LEPOREM
EATPOI\iLSR
VAMADAA
TAIRA]
INABATAL
11 In the Results section, select a name by clicking on the underlined

Display Name. The Request More Information window
displays with the selected User Name. Enter your remarks in the
Information Requested section. This datafield is required as
indicated by the sterisk.

ORACLE _
Wotkflow 2T

Subject RPA: Realignment : Reg# MREB4721.2102

Request More Information From ¢ Workflow Participant 'i

@ Any User [Johtetn, Michelle L I

* Information Requested [Plaase prowde additional infarmation] =]

i i
| _Submit | —t—

tal | Logout | Preferences

Copyriaht 2001 Oracle Corporstion, #1 rights reserved,
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Workflow Inbox, Continued

Viewing the
Details of a
Notification
(continued)

Step Action

12 Click <Submit>. The request is sent to the specified user. The user
opens up the notification and the following displays:

ORACLE' _ _
\\‘ 31‘1(“‘: W Retyrnio Podsl Logoad Preferences Help

Subject RPA: Realignment : Reqf MRES4T21.2102

Sent 20-Now-2002 06:02:20

To Johtetn, Michelle L

History £ Johtetn, Michelle L @1.Nov-2002):Please provide additional information
Mame { POl Tripp, Lorraine £ 1991
Effective Date - 15-JAN.2002 Proposed Effective Date : ASAP
Current Status | APPROVED
Routing Group - ARMYFAEB - Armmy Fab Routing Group
Date Received © 20-NOV-2002 Date Initiated ; 20-NOV-2002
Organization - US ARMY ACQ EXEC SPT AGCY, LONG TERM TARAEW2T7P37 01
MOA Family - Realignment
First Action Requested : 790 - Realignment
Second Action Requested
Update HR Emror - ORA-20001: CIV_PAYROLL_S00_11

Attachments

Response

= ;

v

This History line shows who the request was sent to along with
comments from the sender. The receiver then clicks on the
Response Icon.

You can also select <Cancel,> to return to the previous page
without sending the request. After you request more information for
a notification, the notification does not appear in your Worklist as
an open notification until the user responds to your request.
However you can still view the notification by selecting the view
Notifications From Me from the Worklist window.

e If you do not want to wait for the additional information
requested, you can respond to the notification using the
Response section of the Notification Details page. In this
case, your pending request is cancelled.

e Ifyou want to request more information from a different
user, you can submit a new request using the <More
Information> button in the Response section of the
Notification Details page. In this case, your initial request is
replaced by the new request, and only the user to whom you
sent the new request can respond with more information.

Continued on next page
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Workflow Inbox, Continued

Simple Search

Step Action
1 On the Worklist Window, click the<Simple Search> button. The
Simple Search window opens:

ORACLE
Workflow Pt

Simple Search

Type in a search sting to find a specific object or results set Advanced Search Worklist
Subject ||
From |
Sent
ﬂ[ Clear
Select From Type Subject Sent Due Status

nch conducted.

@ otifications using fouting niles
Save Search
2 Enter your search criteria to locate specific notifications. The

search options are Subject, From, and Sent. The Simple Search
window will displays with that search data field populated.

h

ng to find & speciic object o resuls set Advanced Search Workl|
mand
Go| Clest
Select Netification(s) and .. Open | Reassg
L | 1 Noae 1202 ¥
Select From [Type [Subject |Sam | ]
I Faderal HR - Passatnal Action  BPA_ Aspsintmeal . Real 12N £a31 1N 2002 o)
r Federal HR - Personngl Action  Lipdate WA Compiste  BIPA Corw 1o Citeer Cond Appoiment . Bea® ID0CTO 1S3 24-0ct-2002
Save Sem

3 Click <Go>

Continued on next page
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Workflow Inbox, Continued

Simple Search
(continued)

Advanced Search

Step

Action

The Simple Search window displays the notifications that match
your criteria including those that are closed. Click <Save> to save
your search for a future view. If this search does not provide
enough parameters, you can go to the <Advanced Search> for

additional features.
WOTKTIIORNY

Simple Search
Type in a search string to find 3 specific object or results sel. Advanced Search I Waorkfist

Subject |Rea||qnmem

Frorm |
Sent
Select Notification(s) and ... Open | Reassign
Select All | Seloct None : 110 of 10 v | =
Select From i]ype ISubjed 4 ISenl Fﬂue iS1a|us I
L Federal HR - Personnel Action RPA . Realignment - Regi MRES4T21-2102 20-Mov-2002 Cpen
I, Fedaral HR - Parsonnel Action Realignment . Reoft MRESAT 132107 20w 20012 Open
- Federal HR - Parsonnel Action A - Reallonment . Req MREESIREE- 2054 19-hoy- 2002 Open
L Federal HR - Parsonnel Action HPA : Realignment © Reof DJNOWVDTE3IST 19-Nov-2002 Cpen
r Federal HR - Personnel Action RPA - Reslignment . Reg# MRERI8EE- 2004 18-Mov-2002 Closed

Note: The total number of records that match your criteria is
indicated above the notifications list.

Step

Action

On the Simple Search window, click the <Advanced> button.
The Advanced Search window opens:
Advanced Search

Specify parameters and values to filter the data that is displayed in your results set Simple Search Woarklist

& Show table data when all conditions are met.
" Show table data when any condition is met

Subject | j[
From | jl
Message Aftribute | j|
Sent [ E“
Go| Clear | Add column =] Add |
Select From Type Suhbject Sent Due Smu;
No search conducted.
@TIP: Redirect or auto-respond to notifications using routing rylss
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Workflow Inbox, Continued

Advanced
Search
(continued)

117 Quick Start Guide

Step Action
2 Select one of the options for locating specific notifications.
Select one of the two radio buttons:
e “Show table data when all conditions are met.” (Results in
notifications that only met all of your criteria.)
e “Show table data when any condition is met.” (Results in
notifications that match at least one of your search criteria.)
3 To select notifications that meet all conditions, click the first radio

PP & Show table data when all conditions are met,

button.

Advanced Search

Specify parameters and walues to filter the data that is displayed in your results set Simple Search Worklist [

" Shew table data when any condition 18 met

Subject s j[ﬂe alignment
From | |
Message Attribute | =l
Sent  [aer =116 Nevz002
EEJ Clear | Add column mfiﬂ
Select From Type Subject Sent Due Staius

o search conducted

You have the ability to add .additional columns to your search by
clicking on the drop down arrow beside the “Add column” field,
selecting the desired field and clicking the Add button.

! B B | | el |
T L
T
L et - )
Fesp] WpEla plen|L) 0 & oy || nsvey )
£ (L - [hsates Jises
T —
| b
-0
[
!
WIS ST R rp—— ey gro—
re.
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Advanced
Search
(continued)
Step Action
(Cont) | When the window repopulates you will see the selected field now
as a part of the search criteria. _
4 . z
i i i b s ot ) | Wi )
; =
‘ﬂJ O;I ,|' | :‘,
Teinri et pmaniu) IHI_ :) A i
o et o i . I-I"— e ]
5 In the Subject drop down list, select “contains.”
6 Enter “Realignment” in the subject data field.
7 In the Sent drop down list, select “after” and enter the date.
8 Click <Go>. The Advanced Search result displays:
Select MNotification(s) ar;;-.‘_, . T Open | Reassign
Select All | Select None : 18 of 8 | Mt
Select From |Type |S|_1I_!jent.' |Sent [gue |Status |
I Federal HR - Parsonnal Action EPA : Realignmeant . Reof MRESAT2-2102 20-Now-2002 Open
I Federal HR - Personnal Action [PA - Realignment . Regi MRE o2 20-Mow-2002 Cpen
I Federal HR - Parsonnel Action RPA : Realignrnant ; Reg# MRESIGEE-2084 19-Now-2002 Closed
LI Fedaral HR - Personnel Action RPA - Realignmeant . Regi I2HOWVD1 19-Nov-2002 Closed
I Federal HR - Persennal Action BPA . Realignmant : Reqi MRED 18-Naw-2002 Closad
r Federal HR - Personnel Action L 18-Noy-2002 Closed
L Federal HR - Personnel Action BPA - Realig 18- Nov-2002 Closed
r Federal HR - Personnel Action RBP4 - Realig 18-Now-2002 Clozed
TP Redirect or avlo-respond te notifications
Save Search | e—
9 You can save this search criteria for future use by clicking the
<Save Search> button at the bottom of the Worklist. The Create
View window displays. Follow the procedures for creating a view
if desired. See Personalized View in this section for details.
Continued on next page
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Workflow Inbox, Continued

Personalized
View

Step Action
1 The Worklist window defaults to “Open Notifications.” There are
four other preconfigured views on the drop down list:

e All Notifications
e FYI Notifications (Includes those not routed for approval)
e Notifications From Me (Only those you generated)
e To Do Notifications (Require actions)
Worklist

Select one of the search quenes from the pulidown list and choose the "Go® button to view the results.

h M ] Simple Search
To create a new saved search or update an exmisting one select the *Personalize” buttan.
View |Open Motifications vl Gao|  Personalize

Select A Notifications
Salech A FYl Notdfications

Mext 25

— S e e |subject’ [sent  Joue|
" 7o Do Notifications kfow Traning Recuest Avwating Appraval 20-MNow-2002
r Federal HR - Personnel  Update HR C ele - BPA : Ext of Promotion NTE 31-ALG-2002 20-Mow- 2002
Action Blag#f DRNOVDIEE5S
I Federal HR - Personnel  Update HR Complete . RPA . Promaotion NTE 371-JUL-2002 : Reg# Moy X007
2 Use any of the preconfigured views, or create your own view.

Click the <Personalize>button. The Personal Worklist Views
window opens:

Personal Worklist Views
Below is alist of all pre-configured andfor personalized views applicable to "Worldist" table on the previous
screen
Select Yiew and ... Update | Delete | Duplicate I
|15 of 5 7] 1ot
Select View Name Description Last Update Date Default
Al Netifications 01-0ct-2002 Mo
© FYlNetifications 08-0ct-2002 Mo
. Notfications From Me 01-0ct-2002 Mo
©  Open Notifications 01-Oct-2002 Mo
© To Do Maotifications 01-Oct-2002 Mo
Betum 1o Worklist Cragle Vigw Cm——
. . L _ Preforences | Help _

Continued on next page
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Workflow Inbox, Continued

Personalized
View (continued)
Step Action
3 ¢ You can duplicate one of the preconfigured views by
selecting one of the views and clicking the <Duplicate>
Button.

e Or you can create your own view, by clicking on the
Create View Link at the bottom of the window.

4 To duplicate a preconfigured view, select the view to duplicate, i.e.

Open Notifications. Click the <Duplicate>. button The Duplicate

View window opens:

Duplicate View
Below is & list of attributes that can be edited to change the view andfor filter the data that is displayed in your table
General Properties

= ‘iew Name iM',' Open Realignments

Number of Rows Displayed |25 Rows ';

Set as Default T

Description [y Opan Realignmants =]
H
Column Properties
Update the appropriate colurn altributes as desired. Advanced setlings
Columns Shown and Column Order
Available Celumns Columns Displayed {in Order)
IStatus IFrom
5 In the General Properties section, enter a View Name, Number

of Rows to be displayed, and a Description. 1f you would like this
view to be the default view when opening the Worklist, check the
Set as Default box (currently not working.)

Under Column Properties, update the columns to be displayed,
and the order in which they are displayed, as needed.

o ——

= View Name |M',' Open Realignments

Mumber of Rows Displayed |25 Rows '!

Set as Default [

Description My Open Realignments =]
H
Column Properties
Update the appropriate column alinbutes as desired Advanced setlings
Columns Shown and Column Order
fvailable Columns Columns Displayed {in Order)
Status From
Closed Bl Type
Priority Subject
From We Sent
Information Reguested From Due
Natification |0
To

Continued on next page

117 Quick Start Guide Page 43 of 86




CPMS-AMD

Workflow Inbox, Continued

Revision 3

March 06, 2003

Personalized
View (continued)

Step

Action

Status

Subject

Copyright 2001 Oracle Corporation. AR rights reser

Search Query to Filter Data in your Worklist
Specify paramesters and values to filter the data that is displayed in your table
® Show table data when all conditions are met
" Show table data when any condition is met

[is =lloPEn
[contains  =][Realignment]
Add column | Subject ~| Add

B

WF Celumns wath totaling capabiflies shown can only digplay ag the end colu
Sort Settings
Column Hame + Sort Order
First Sort | Sent ;] | dascending j
Second Sul!|Suhjec| :J | ascending _:J
Third Sort| =1 [no sort order ]

Use the Sort Settings section to modify any of the default
settings for your custom view.

e To specify additional parameters and values to filter data,
make changes in the Search Query to Filter Data in your
Worklist section.

Click on the <Apply> button when finished to save the new view.

screen

LI

Select View Name
Al Notifications

My Open Realignments

Personal Worklist Views
Below is alist of all pre-configured andfor personalized views applicable to "Worldist” table on the previous

Select View and ...

Description

FYI Notifications

My Open Realignments

Notifications From be
Open Motifications
To Do Motifications

7 The Personal Worklist Views Window displays, and the list of
views now includes the new custom view, My Open
Realignments. Click on the Return to Worklist link to select
and view the results of My Open Realignments.

Upaale] Delnm] Duplicate E

Last Update Date
01-Oct-2002
01-Cct-2002
21-Now-2002
01-Oet-2002
01-Oct-2002
01-Oct-2002

|16 of6 x|
Default
No
ho
Mo
o
o
hio
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Personalized
View (continued)

Step

Action

After selecting My Open Realignments view, the results display:

Worklist

Select one of the search quenes fram the pulldown kst and choose the "Ga® button to view the results
Ta create a new saved search or update an existing one select the “Personahze” button.

Wiew | My Open Realignments 'I GOI Personalize

Simple Search

Select Notification(s) and ... Open | Reassign
Select Al | Seloct Mong 1-20f2 = t
Select From ]-_Typu JSub_lec: |Snn!=. |D||o |

I Federal HR - Personnel Action RPA . Reahgnment : Reg# MBERIS 132102 20 Nov-2002

r Federal HR - Personmel Action RPA | Heahgnment | Req# MRES 21-2102 20 Nov-2002
@ TIP: Redirect or auto-respond te notifications using rputing lss

Ereferances

Copryright 2001 Oracle Corporation. A5 rights resenved Brivacy Stetemend

To create your own custom view, click on the <Personalize>
button from the Worklist window. The Personal Worklist Views
window opens.

Personal Worklist Views
Below is alist of all pre-configured andfor personalized views applicable to "Worldist” table on the previous
screen

Select View and ... Update | Delete | Duphicate I

|16 of6 #] 1=t
Select View Hame Description Last Update Date Default

Al Netifications 01-Oct-2002 No
© FYI Notifications 01-0ct-2002 Mo
My Open Realignments My Open Realignments 21-Mow-2002 No
© MNotifications From he 01-Oct-2002 Mo
© Open Notifications 01-Oct-2002 No
©  To Do Notifications 01-0ct-2002 No

Lraale Viey

Clic”k on the underlined Create View link.

10

Follow the instructions for Duplicate view (Steps 4 — 6), to create
a new custom view.
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Workflow Inbox, Continued

Creating
Routing Rules

You can create customized routing rules for automatic notification

processing. For example, you can route certain types of notifications to a co-
worker for coordination.

Step

Action

1

On the Worklist window click the underlined routing rules link

at the bottom of the window:
Salect Motification(s} and ... Open ﬂ

@TiP Redirect or avlo-respond o notifications using roufing rles

Ratuym 1 | Logout | Ersferences
Copymght 2001 Oracle Corporation. Al rights: reserved Privac

The Notification Routing Rules window opens:

MNotification Routing Rules
You have not setup any notification routing rules. Please use the Creata Rule button to create & new
notification routing rule

Create Rule
A
Poifal | Logowt | Pueferences | Help

Bty §
Copyright 2001 Orack Corparation, AL rights reserved Privacy Stalelnect

Click on the underlined Create Rule. The Activating Type of
Notification window opens:

Activating Type of MNotificatian
Select the type of notification that will activate this rule,

* e Type | j
1w l® 5 Siibabid, youU will skip o Slep 3

g ) 1 of 3 Makt
Ratiin o Ponal | Logout | Pefesaces | Halp
Copyright 2001 Oracle Corporaion, A1 rights reserved Privacy Statemend

Choose a type of notification from the drop down list:
Mesn TypeNalitcationR
Activating Type of Notification

Select the type of notification that will activate this rule,
* [tem Type | j

- All-

— o HCAD ACTIONS
=—“AChange of office
Federal HR - Personnel Aclion oyt |
Copryright 2001 Cracle CotF ederal HR - Within Grade Increase
Trainmg Request Workflow
Transfer

Note: If you choose “All” you can skip to Step 3 Next at the
lower right corner.
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Workflow Inbox, Continued

Action

Click the <Next> button. The Rule Response window opens:

Fule Response
Rule Response
Complete the form balow to sat up the proper respanse for the rule

ltem Type Al
Motfication  All

* Start Date [21-Nov-_7"332

End Date |
Meszane 3
iz
Waork ltem = Reassign to | e;?

@ Delegate sutharity for respanding to this notification
" Transfer cwnarship of this notification

Creating
Routing Rules
(continued)
Step
5
6

Enter values in the Start Date and End Date fields to specify the
period that this rule should be active.
e Ifyou leave the Start Date blank, the rule is effective
immediately.
e Ifyou leave the End Date blank, the rule is effective
indefinitely.
CAUTION: Since you can define different rules for the same
notifications to be effective at different time, the system allows
you to define multiple rules for the same notifications.
e You should be careful to ensure that rules for the same
notifications do not overlap in their effective dates.
e Ifmultiple rules are effective for the same notification,
Workflow picks one rule at random to apply.

In the Message field, enter any text that you want to append to the
notification when the rule is applies.

Note: “Reassign to” is currently under development.

Choose:
e <Submit> to save the rule,
e <Cancel> to return to the Worklist without creating or
updating the rule, or,
e <Back> if you are creating a new rule, to return to the
previous page.
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Request for Personnel Action (RPA)

Accessing the

RPA
Step Action
1 Navigation Path — Req Personnel Action — Appointment —
Open.
Note: Refer to section, “Helpful Function Keys and Icons” in this
f Guide for an explanation or description of the Toolbar Icons.
Toolbar Icons > " s _
, Requesting Info 1a } ?
ART A - Requesting OFf
Tabs o ;F .:c‘:::r:“ :“: !2 Request Murnber
3 For Additional Infarmation Call (Full Mame) ITelephclne Nurnber :-s'l Prop. Eff. Date  ASAP
5 Action Requested By (FullName) ITit'e ............. Eﬂemsr Date i
B Action Authonized Pussais | : .QEU.F.U!!PHEQP?!!Q.
LoV |
s FrstName  MddeNams
2 Social Secuity Number 3Date ofBith__ P
SACode 5B Naur of Action EACots " 58 Natusof Acin
5.C Code :rs-o Legal Authority fs-c Code  B-D Legal Authasity
2 There are four tabs across the top:
e Requesting Info
e Position Data
e Employee and Position Data
e Remarks and Address
Completing the
RPA

Step Action
1 Complete the data fields on Requesting Info Tab, using the “pop
lists” attached to each data field.
2 Proceed to the next tab until the RPA is complete.
3 Save.

Continued on next page
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Request for Personnel Action (RPA), Continued

Completing the
RPA (continued)
Step Action
4 Click the <Extra Information> button. The Extra Information
Flexfields opens:
Extra PA Request Informatien({Gulsby, Gloria AiCareer Appointmg
T R R
It Pyl Typace bt
{US Fed Performance Appraisal
US Fed PO Employes Wfesmaton
|US Fed Appointment Information =
5 Click on US Fed Agency Data. Click in the Details Box.
The Extra PA Request Information Flex field displays with
information in the appropriate fields:
6 Click on US Fed Payroll Type. Complete the data entry and
complete the remaining flex fields.
7 Save and Route.
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Accessing the
People Window

Step

Action

Navigation Path — People — Enter and Maintain. The Find
Person window displays:

Find Person

LOV

If you are building an applicant, click the <New> button. The
People window displays. Complete the data fields.

If you need to make a change to an employee record or view the
information in the Person Summary, click the LOV at the end of
the Full Name data field on the Find Person Window.

The People —Find window displays.

e Enter a % sign to view all the names in the data base, or
Enter the first letter of the last name with a % sign. For
example: “A%” displays all last names starting with an
«p

Employee Mumber . Applicant Nu;

ke

Click the <Find> button |
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People Window, Continued

Accessing the

Action

The People — Find Window displays with a list of names and
Employee/Applicant Numbers. Select the name, and click <OK>.

jiPeopie >

Type | Emplayes Mumber | Applicant Number
Employea 4 14
Ex-empioyes s 15
Ex-e 16

The People window displays the data fields automatically
populated. There are nine tabs and five task flow buttons. The
Personal Tab displays first.

18-1AN-1973 |

Identification

111881952 Age 50
Town of Birth Status
Region of Birth Mationality

Country of Bith | TERED DISABLED_FLAG |

Effective Dates
Ll 18JAN973 |

Address Eztra Information Agsignment Special Info hers.

People Window
(continued)
Step
5
6
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People Window
Description
Tab Example/Description
Personal
Binh Date 11JaMA952 Age
TownofBith [ Status
Region of Birth Hationality
Countryof Bith |  TERED_DISABLED FLAG
Employment:
Ethnie Origin I Status
9 Expiration
Wateran Status e Hirz
[ Child Support Obligation Exceptian Raasan
[ Opted for iedicare
Office Details
Office Eal |
Location Mail To ]
Mailstop |
Applicant Appiicant
L 5 i
I " Exisls !
' |
! Last Updated Hold Apglication Unfil |
L i i
Background
Rehire Rhirs
Reason [
Further Name
Hanors [|
Preferred Name E
Previous Lasi Name E
Continued on next page
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Revision 3
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People Window
Description
(continued)
Tab Example/Description
Medical Personal | Employment | Ofice Ostails | Applicant | Background | Rebue | Fudher Name | Medical | Other
Blood Type | =
LestTestDate | 7]
Last Test By ;___ __________ ]
Other Tt T Engonmt T ot i | s | Fovrtns] o AR
Ayallability Schedule | [ Student Status |
Fulktime Availsbity | " Date Last Varfied |
Comespondence Language = [0 Miltan Serice
Diate of Death I Second Passport Exisis (J)
People Window  The People Window has five Task flow Buttons:
Task flow e Address
Buttons e Extra Information
e Assignment (has six tabs)
e Special Information
e Others (with Navigation Options including the Person Summary)
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Accessing the

Action

Navigation Path —» People —> Enter and Maintain. The Find
Person Window displays. (For examples, refer to Accessing the
People Window in this guide.)

Click the LOV at the end of the Full Name data field.

The People —Find Window displays.
e Enter a % sign to view all the names in the data base, or
e Enter the first letter of the last name with a % sign. For

example: “A%” displays all last names starting with an
G‘A.79

atue o it the list % 1o
Employee Mumber . Applicant N

Click the <Find> button

The People — Find window opens with list of names and

| Type Employze Mumber  Applicant hu
A as G Employes 18365 |
Andrees, Judy P Employes 12951
Andrewes, Jullan b Ernployee 33203
Andrewes, Meil Employes 26434
Andrawes, Willizm J Employea 3356
Andraves, William Lae AGR Empliyes 4105

The Find Person window displays the Employee Name, and

Number:
EEFind Person PR

Eli-od Andrews, James G |

Click the <Find> button.

Person
Summary
Step
1
2
4
5
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Accessing the
Person
Summary
(continued)

Step

Action

Identification

Binh Date
Tawn of Birth
Ragion of Birth
Country of Bith

Address

Aga
Status

U 18-1AN-1973 |

Mationality
TERED_DISABLED FLAG

Effective Dates

LS TE-JAN1973 |

Extra Information Agsignment Special lnfo

opens:

7 Click the <Others> button. The Navigation Options window

| Nanag ation Options

Eluclllu'ngs
Ahgsence
Contact
Application

Compelence Profile
Guakincaions

[@ wiork Chalces

i Schools and Colleges Attended
End Apglicalion

FPhones

Communication Delvery Methods
Parson Type Usage

Contract

Supplementary Roles

Medical Assessments

End Empleyment

W Finance information

W Picture

8 Select Person Summary and click the<OK> button.
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Accessing the
Person
Summary
(continued)
Step Action
9 The Person Summary window displays three tabs (Person
Information, Person: Military/Education, and Assignment
Information):
ST Andrews, James G =il oy I
Parson: Information o
— Diate of Bith | Gander [Male
Citizenship tu.s. Citizen, includes U.5. Nationals
Race or Mational Origin b‘m Pending
Appaintment Type Compatitive . Career
Type of Employment Full Time Employee In Pay Status
FERS Coverage |Not Covered by FERS
Previous Retirement Covarage Previously Covered
Agency Code Transfer From
~SCD
Date Last Prometion
Date Corversion Career Begins
Date Conversion Carear Dus
Date VRA Conversion Due
Person
Summary There are 12 tabs on the Person Summary Window. Nine more tabs are
Wmd(.)w. available when you click the arrows to the right of the tab headings:
Description
Tab Example/Description
Person Person; Information
Information Date of Birth [11-JAN-1952 Gander [Male
Citizenship |1 s, Citizen, includes L.5. Nationals
Race ar Mational Origin |1 Ident Pending
Appointment Type 1A Competitive - Career
Type of Employment 1 Full Time Employee In Pay Status
FERS Coverage {Mot Covered by FERS
Previous Retirement Covarage [P Previously Covered
Agency Code Transfer From
L ~SCD e
Date Last Prametion [30-JAN.2000 i Leave |18.JANA973 i
Date Corversion Caresr Begins i Chalian (18 JAN-1973 !
Date Canwersion Carser Dus i RIF [18.JAN1973 i
Date VRA Conversion Due i TSR |
Continued on next page
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Person Summary, Continued

Person
Summary
Window
Description
(continued)

Tab Example/Description
Person Military/
Education

Parson: Military/Education

Craditable Military Sendce D509
Frozen Serdce (000D

- Veterans Details
| Valerans Preference 2 5 Point

i
1
1
] Weterans Prefaranca for RIF ¥ Yes

j Veterans Status |V [Wietnam-Era Veteran

; Edl.ll:allon A A A £ A e o R 5 P L e b R 0 R AP AR P AR TR 0 i et

! Education Level 04 1nghsnbu|mduam or cerificate of equivalency
Asadernic Discipline |

Year Degrae/Cer Allained R

Assignment
Information

Assignment Status lhmhn Assignment

Pay Rate Datasminant Retained Grade - Different Position
Permanent - Tenure Group 1
Not Applicable

Full-Time

Tenure
Annuitant Indicator
Work Schedule
Part-Time Indicator
Part-Tirma Hours Biweekly
Date YWGI Due
Duty Status |00 [No Action Pending

NTE Dste Exists T,

FIE=E

Assignment Click the arrow box to the right to display remaining
Probation/ tabs:
Retained Grade

Assignment: Probation/Retained Grade

B

Date ProbiTrial Pariod Begins |

Dite ProbiTrial Period Ends |

Date Sput/Mgr Prob Ends |
Sper/Mgr Prob Complation

Date SES Prob Expires |

Plot Determined

e IR 1LY corsoescrmenm st et ot 8P A e 4.8 A A8 2 S AR S B

Drate From r._._.....__.._ Grads or Laval |
Drate To t— Step or Rate [P
Pay Plan |
Pay Table ID
Pay Basis

Additional Retained Grada(s) Exist b

Continued on next page
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Example/Description

Position: Tile/Pay Plan/Grade/Elc.

Posilion Title [SUPERVISORY DOCUMENT AUTOMA

Pasition Working Title

Pasition Dascrip Mum  |PO205

Saguence Murmber (64940

Apency/Subelament Code [DDOT

|Ilafonu Logistics Agency (DDOT)

Parsonnel Office 1D {1932
Pay Plan {GS
Grade or Laval {09

Step or Rate E
Pay Basis |PA
Pay Table ID ﬁ

|Defense Logistics Agency (1932)
Oy, Structure (D ll]lll

Targat Grade |cs.09
Tirmnekeeper
Occupational Series {0301

Duty Station 1D 240015025

LABERDEEH PROY GRND / HARFORD / MARYLAND

Locality Pay Area Washington

Locality Percentage {11.48

Position: Extra Information

Payroll Office 1D CH II]OD Payroll Office, Charleston, SC
Work Schedule [F [Full Time
Pasttion Type |Appropriated Fund Position

LED Position Indicater 0 illo Applicable Program

FLSA Category [E |Exempt
Bargaining Unit Status 8068 \Ineligi
rd
1

| le for Inclusion In A Bargaining Unit
Ellmmcnl..%miﬁm (NCS) National Security Risk

Fosition Sensitivity

Position Occupied |Competitive Service
Superasory Status (2 ISQen&mr or Manager
Type Employee Supervised |99 II!D‘[hPI’LICABlE
Functional Clags 00 |Not Applicable

Kay Emergency Essential [N |Pusition Not Designated Emergency.E

Person

Summary

Window

Description

(continued)

Tab

Position:
Title/Pay
Prev/Grade,
Etc.
Position:
Extra
Information
Position:
Organization/
Appropriation
Code/Etc.:

Pasition: Organization/Appropriation Code/Etc.

Competitive Area
Appropriation Code 1 Ewm

. Position’s Organization
t Marrg

. |z60408

s Information Lines

oo

 [DAPS PHILADELPHIA
 |CENTER ABERDEEN PRV GRNDS MD
. |ABERDEEN MD 210055001

i
§
i

Competitive Level ﬁ
Appropriation Code 2 E

H
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Person Summary, Continued

Person Summary
Window Description

(continued)
Tab Example/Description
Pay Salary
Basic Pay 39,043.00 13-JAN-2002
Locality Pay | 4,482.00 13-JAN 2002
Adjusted Basic Pay | 43,525.00 134N 2002
Other Pay | 0.00 1B-JUN 2000
A0
Ayeailability Pay
Retantion Allowance
Staffing Diffarential
Superdsary Diffarential
TotalPay | 4352500 13-JAN 2002
ECP Type 1
Hazard Type i
Pay Benefits
Retirement Plan |1 |CSRS Effective Date |18-JUN.2000
FEGLI DO |Basic + Option A Effectiva Date |18-JUN.2000
r Health Benefits
I Plan {45 |Mail Handlers-Std {45) Effectiva Date |18-JUN-2000
' Enrallment (2 |High Option Self and Family 2) Effective Date |[18-JUN-2000
: Thrift Savings Plan -~ V—— S—— - - - -
| Armount Effactive Date 01-JUL2001
Rate Status |E iEIIgIbIo To Contribute
G Fund Status Date |12.APR-1987
F Fund Eligibility Date |
© Fund
Performance
Appraisal Type h FAnmlaI Appraisal
Rating of Record (3 [ﬂ ptable, Fully S ful, Pass, Saf, Successful, Succ
Date Effective [02-JANZ000
Awards/Bonus AwanisfEonus
Note: Awards will ~ Awards
only appear if within “T"” Dato fward Bamed Amowt
the current pay period. I
If user wishes to view a I e
past award, they’ll have I =
to date track to the pay
period in which the ~ Relocation Bonus R Bonus
award was paid to view Effactive Date Amount Effective Date Amourt
award details above. I |I _ I } B
Il I B I -

Continued on next page
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Person Summary, Continued

Person
Summary
Window
Description
(continued)
Tab Example/Description
Notification of

2| Notification of Personnel Acfions

Personnel — FisNOA

NOA
Actions Code  Description Code  Description Efective Date Updated HR
J70z  [Promotion jz.0CT2001  [05.0CT-2001
06 Career Appointment .0CT 2001 |05-0€T-2‘MI

I

1
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Building an Applicant

Building an
Applicant

Step Action

1 Navigation Path — People — Enter and Maintain.
Click on <New>

Person Types

Effective Dates

2 People Window - Note: Date Track

Then fill in the Last Name, First Name, and Middle Initial (if
one), then Gender, Under Action Click: <Create Applicant>
NEVER USE <Create Other> button under Action.

Create Applicant
Person Types Create Other

Identification

Personal

Birth Date Age

Town of Birth Status

Region of Bitth Mationality

Country of Birth Registered Disabled

Effective Dates

025 MAR 2003 o [ Latest Start Dzt= ([ (B !

Continued on next page
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Building an Applicant, Continued

Building an
Applicant
(continued)

3 Select <Applicant>
Note: Once you have click on <Create Applicant> in the Action
Field, you will receive the Person Type pop-up window and will
automatically fills in the Person Type for Action field and the
Identification Field once you have selected <Applicant>.

3

Persan T
Person Types

Identification

Personal

Birth Date

Town of Birth Find

Region of Birth —Persnn Type
Country of Birth AGR Applicant
cant

] arn

Effective Dates

FE N 25 -MAR 2003 To

4 Once back at the <People> window the <Person Type for Action
field and the Identification field will automatically fill in.

1]

@ W i E sl A E] D £ ?

Pe
Person Types

|

Identification

Personal

Birth Date Age

Taowen of Birth Status

Region of Birth Mationality

Country of Birth Registered Disabled

Effective Dates

L0 25-MAR 2003 - Latest Start Date ([ NN B

Continued on next page
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Building an Applicant, Continued

Building an
Applicant
(continued)

Once you return to the <People> window you will see tabs in the
middle of the screen. Under <Personal> the only field that needs
to be completed is the <BIRTH DATE>

HYO I SaP R DRS00 2 (EEH]

CT Femate -]
=
Person Types

Applicant

Identification
V979 334444

Persanal

Birth Date [03-MAR-2003 | Age
Town of Birth || Status
Region of Birth Matianality
Country of Birth Registered Disabled

Effective Dates

T 21 mar 2003 > I Latest Start Dat> [N ( I |

Create Appli... ~
S Applicant

Person Types

Identification

5 | _5?9 334444

Persaonal

Birth Date
Taown of Birth
Region of Birth
Country of Birth

Qualifications
" Wark Choices
Effective Dat
SENE Zates Schools and Colleges Attended

SO0 25 MAR-2003 End #pplication _ [ . 1

Fhones

Person Summary
sl Gommun caion Demery emecs

Person Type Usage
GContract

Note: System will not allow you go further without saving <SAVE>
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Building an Applicant, Continued

Building an
Applicant
(continued)

8 Date Track to the Next Day from the Date received
Click in the Status field, the Lov button appears. Select
<Accepted>

Fm\w ted Hire Current Emp\ er

h7-MARZ003 7 V I

Assignment

Recruter

Effective Dates

0 17-MAR2003 7. [

Secondary Status Budgets

9 The dialog box appears, you have the choice to select either
<Update or Correction>

Note: Since you are building an applicant we would select
<UPDATE>

minated Projected Hire Current Employer

o+ [TTETEINN I IS B

Assignment

Recruiter

infarmatian

rfarmation

[teniem

Continued on next page
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Building an Applicant, Continued

Building an
Applicant
(continued)

10

Note: the Assignment screen now shows the status as Accepted
(click on Save)

tion: 1

Current Employe
Date
Assighment

i CIVDODHR

Recruiter

Effective Dates

T 17-MAR-2003 7o [

11

<People> Window, Now <Date Track> back to the current date.

P
Person Types

Applicant

Identification
VG579 33 4444

Fersanal

Birh Date [03-MAR1982 Age
Town of Birth Status |Single

Region of Birth Mationality
Country of Birth Registered Disabled

Effective Dates

12

<Save> and now your applicant is built.
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Deleting an Applicant

Deleting an
Applicant

117 Quick Start Guide

Locate the person you wish to delete as an applicant. From the
<People> window, click on the <Others> taskflow button and
se

lect Application.
E0ple

[T Dudy Person T:

Person Types

Applicant

Identification

FPersonal

Birth Date
Town of Birth Find
Region of Birth

Country of Birth Bookings
Apsence

Contact
Effective Dates o tion
i 17 MAR 2003 Gompetenee Profile
Qualifications
Wiork Choices

sf Schools and Colleges Attended
End Application

Fhones

Person Summary
Communication Delivery Methods
FPerson Type Usage

Contract

<DATE TRACK:> to the date Received
S wlOESS e T NEST AR 25 Es?

F Hire ! it E npl

—— ] g g nployer
ra- ETHE NI N YA N
Assignmem

Recruitrment Act

Recruiter

Secondary Status Sudgets

Continued on next page
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Deleting an Applicant, Continued

Deleting an
Applicant
(continued)

Click on the Small Red X (Delete Button). The decision box

appears select <YES>
YUl GrB8eP o DA NLEED0 QS I EHES?

ove (T I I S

Assignment

Recruiter

Effective Dates

G 17 -MAR-2003 0 17 -MAR-2003

Another dialog box will appear. Select <Next>
Note: If you select Purge all parts of the applicant will NOT be

deleted

PO SIS S F R T AT AT 2 S TR TSR

______ Tetminate

Assignment
R

Recruiter

Intenviewy
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Deleting an Applicant, Continued

Deleting an
Applicant
(continued)

Click <Save> You will receive a message in the Message line at
the bottom of the page stating “Transaction Complete”

Then close application/assignment window

Note: If you selected <Purge> from the Decision box, you would

not have a message saying anything had been saved
i &) SR S AN S N TR IS

ed Hire Current Err

T o e
REEN 17-maR 2003 I N D W

Assignment

1
(l CIVYDODHR

Active Application

FRN-AD400 T

Now you have receive the notice “Transation Complete”on the
<People> window. You will now go throught he same steps as on
the Application window.

Click the <Delete Icon>

Decision Box - Click <YES>
B 14y v e 9 E [ e BRI Y

Gender

Person Types

Applicant

Identification

Personal

Birth Date |03-MAR-1982

Town of Birth
Region of Birth
Country of Birth

Effective Dates

1 17 -MAR 2003 To
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Deleting an Applicant, Continued

Deleting an
Applicant
(continued)

7 The choice box now only has one choice <Purge> Click the
<Purge> button

= People

Hame

Person Types
Applicant

Identification
s YIS 79-33 4444

Personal

Birth Date
Town of Birth
Region of Birth
Country of Birth

Effective Dates
ST 17 -MAR-2003

8 You should see all information on the <People> window is
gone/empty of information. Click the <Save> icon

Note: the message line states the transaction is complete.

Pe
Person Types

|

Identification

Personal

Birth Date Age

Town of Birth Status
Region of Birth Mationality
Country of Birth Registerad Disabled

Effective Dates

S0 26 man 2003 o I Latest star Ootc [ | N

FRIHAI

Continued on next page
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Accessing Date
Track

Step

Action

From any window that contains “date tracked” information, click
on the DateTrack button on your Oracle toolbar. The button is
located near the right end of your toolbar, and it looks like this:

Or access DateTrack by using the menu bar commands Tools,
Alter Effective Date. Once you perform one of these two actions,
DateTrack’s Alter Effective Date window will appear.

Enter the effective date that you wish to create for your database in
the Effective Date field of the Alter Effective Date window and
click OK or press Enter.

Oracle will exit out of the Alter Effective Date window and return
to the original window. The new date will appear in the title bar of

the as pictured in the illustration.

Once the effective date is altered, all information entered, changed,
or viewed will be treated as if it were being accessed on that
altered date.
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Viewing Date Track History

Date Track Date Track History shows all of the changes that were made to a date tracked
History record over time.
Step Action

1 Click on the DateTrack History icon on far right end of the

toolbar. Or

Click <Tools> in the menu bar and select Date Track History.
Tools PindoisHelp

Alter Effective Date...
DateTrack Histary...
Expont Data

2 Each row in the DateTrack History Change Field Summary
window shows a field in the record that was changed on the
effective date (i.e., the date that is displayed in the From field of
the form currently initiated).

= DateTrack

To Date Change Field rlary Effactive

08-NOV-1996

Click the <Full History> button in the DateTrack History Change
Field Summary window.

Full H\stury

Continued on next page
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Date Track
History
(Continued)

Step

Action

The full history summary of the current record will appear,
showing all of the fields and the date(s) when information was
changed. The information that corresponds to the effective date
originally entered in DateTrack will be highlighted.

2

From Date

To Date

Birth Date

Date Last Verified

Disabled

Email

09-HOV-1996

o5 -an-1954

=
3

steven_uthrhlacki

09-SEP-1996

08-HOV-1996

|05-4an-1954

—=

steven_blackgste

4|

To exit out the DateTrack History Change Field Summary and/or

DateTrack History of Person window, click on the X in the upper
right-hand corner of the window. Returning to the original

window H
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Position Window

Introduction There are new features to the Position area:
e Position history is now date tracked. It allows you to:
¢ Query the position at a certain date,
e View the past changes made to the position,
e Make multiple changes on the same day.
e Correct — Changes back to date the position was established,
e Update — Changes from this date forward.
e Position Type on the Position Details Tab contains new data:
¢ Single Incumbent (Defaults to all new positions)
e None (Reflected in converted records — need to be changed to Single
Incumbent)
e Pooled (Not currently used)
e Shared (Not currently used)
e On the Hiring Information Tab, Full Time Equivalent (FTE) and
Headcount default to “1.” (You can change the FTE for reports.)
e Updatable data fields are yellow and white; gray fields are not used by DoD.
e When you delete positions, the sequence numbers are recycled and are used
again.
e Position Name is now Date Effective Name, so you can use date tracking and
view the position name as of that date.

Accessing the
Position Window

Step Action
1 | Navigation Path, Work Structure — Position — Description

— Open.

Functions ﬁmma

Waork Structures:Position:Description

Enter Pasition names

+ Request for Personnel Action = Top Ten List
+ CAQ/TRANSFER Request

||+ Mass Actions

Civilian Inbox i
| |+ Complaints Tracking *'
Breakdown Folder

| & &

| Reduction In Force (RIF) -
A1+ People BB

||+ Recruitment i

1 |- Wark Structures

| Location

+ Organization

+ JJob

- Position

Lot [ |t

Cpen

Continued on next page
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Position Window, Continued

Accessing the

Action

The Find Positions window opens.
== Find Posilions

Marme

This window is a new feature that provides an easy method to
retrieve a blank Position window for building a new position, and
for querying current positions in the data base.

e You can query on any of the data fields associated with

the Name (now Date Effective Name) data fields.

e You can use the Sequence Number.
You don’t have to use the periods to separate data, i.e.,
“”“PERSONNEL%” is now just “PERSONNEL%.”

Note: Do not click the <Find> button without entering data in one
of the fields. It causes a lengthy delay while the system searches
the entire position data base.

Position
Window
(continued)
Step
2
g
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Position Window, Continued
Accessing the
Position
Window
(continued)
Step Action
3 On the Find Positions window, click in the name data field.
All fields should be blank before entering your query, A query
can be performed on any of the data fields
If—'osqllun r.;» L]
(o< [l concol _top
4 Enter search criteria in an appropriate field followed by a % sign.
For example, in the Title data field, enter “PERSONNEL%,” to
retrieve all positions with “PERSONNEL” in the Title.
E sitin Fladield
! Pagition Deserniption No
[ ok [ corcel ] ek
A y .
NOTE: The fields are case sensitive. If the Title was built with
all caps, you must use all caps when entering the Title
information.
Continued on next page
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Position Window, Continued

Accessing the

Action

Click the <OK> button. The Find Positions window opens with
the info in the Name data field:

LELE . PERSONNEL ... |
o G -

Job

Cirganization

Location

'

Position
Window
(continued)
Step
5
6

Click the <Find> button. The Position Window opens with the
first position that matches your criteria:

{00000.PERSONNEL ADKIN SP.63084.NGAR.AGR

Position Details

Date Effective Name W.PER‘SUHNEL ADMIN SP 63084 NGAR.AGR

Type |None v Permangnt I~ Seasanal
R I  mmr  mr memito  memioten e eni B
| Onganization |HQ STARC CA NGARWBAYAA Progosed End Date i
Job 0001.AGR Proposed End Date !
! Status [Active Start Date [07-AUG-1995 Propesed End Date
Location 063150067 Status [Valid
- EMOVE DR e remrcsnmesnles it i
From (07 AUG.1995 To | Futher Info | (T

The message bar at the bottom of the window displays “Record:
1/?” indicating there is more than one record. Use the Up and
Down Keys to search for the position you need.
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Position Window, Continued

Querying a
Current Position
Step Action
1 If you need to view a current position, or make changes to a current
position, you can use the usual query method:
1. Close the Find Positions window. The Position Details
window opens.
2. Press F11 key (prior to clicking anywhere on the form),
to query the position.
3. Enter the name of the position in the Date Effective
Name data field, for example: “.PERSONNEL%"”.
4. Press Ctrl and F11 keys simultaneously. The first
position with the query criteria displays.
5. Scroll to the position using the Up and Down Keys.
When the desired Position window displays, make the
changes on the appropriate tabs.
6. Validate and Save.
Position The Position Window opens with the Position Details Tab open. Click on
Window the other three tabs to display: Hiring Information, Work Terms, and
Description Additional Detail, which are not being used by components at this time.
Tab Example/Description

are Optional

Position Details

Proposed End Dates

......

Start Date
Date Effective Name

Type Ein_gle Incumbent I Parmanent I~ Seazonal
- Organization &Job S EAE—— e R
Organization | Proposed End Date
Job | Proposed End Date
Status I_,,,_..,._.__ Stant Date i — Propased End Date r—___—
Location 1 Status [m“.m.......-....,.
- Effective Dates - -
i From 25-0CT-2002 To | Further Info %—— |.E_ |

alidate I Dccupancy I Extra lpformation l Reporting To I Others...
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Position Window
Description
(continued)

Tab
Hiring
Information

(Full Time

Example/Description

Name

o FTE ﬁ Headcount |1 Bargaining LInit l

Equivalent)

B ——
- Duration E

-~ Overlap s

. Duration E

Fill by Date

Earliest Hira Diate { ™ Permit Recruiting

< PEOPOEEAE ERMIY BRI e o o L 2 £

Paymoil Salary Basis
Grade

Step [ Grade/Scale Rate l
Walue

Grade Rate Range 1 E |

~ Proposed Layeffl
FTE

Diuration Linit i |
Date

Duration Unit 1

Work Terms

Related Positions

- Extended Pay Term
T Egtended Pay Permitted

End

& Coauncil Apsroval

Working Howrs || Frequency Stant I
Supenisor ™ Replacement Required

Supenisor
Relief
Successor

Day Month
Work Term End

Pay Term End

D: Manth
Work Term Starl E

Additional
Detail

- Amemdment Information

. Recommendation
T T TR

Marme

Comments

Posting Descrplion

Secunty Requirementis

.

i

i

S

Date r“ Reference Mumber
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Position Window, Continued

Taskflow There are five taskflow buttons on the Position Window:
Buttons
Taskflow Example/Description
Button
<Validate> When you click the Validate taskflow button, the system
performs the necessary edit checks and updates the database with
the new information.
<Occupancy> | Displays the employees who have occupied the position, plus
their start and end dates.
3 :
Full Name | Applicant Number |Employee Number [StartDate  [EndDate |
Michael J ] 19824 jorapRoo0t |
Cooper, HarriettJ J029 J1eapr1096 oA o001
Person
If you want to view the employee’s record, you can highlight the
name and click the <Person> button at the bottom of the
window.
<Extra
Information>
{Acquisition Program Information ; _ =
- |Additional Mass Actions Information |
Alr Force AGR -
 |Air Force Appropriated/Local National
- {Air Force Guard Techniclan
{Army Appropriated/Local National
Army COE Hopper Dredge
Continued on next page
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Position Window, Continued

Taskflow Buttons
(continued)
Taskflow Example/Description
Button
<Extra e The fields include the data items required to pass
Information the Central Personnel Data File (CPDF) edits, as
> (Cont) well as optional position data items required by

each component. The system supplies values from
the data base for those data items completed earlier
in the position build or by direct data entry.

e To view or enter Extra Information data, highlight
the Type of information and click in the Details

Field.
<Reporting This button displays the Hierarchy and Position Name
To> information.

= 1303.INDUSTRIAL ENGINEER 54016 AFO S =

<QOthers>

d And Re
Alr Force Appropriated Fund
Air Force Guard Technician
Air Force Local Mational
Air Force Nonappropriated Fund
Ay Acthre Guard And Resere
Armny Appropriated Fund
Arry Guard Technician
Arrny Local Mational
oy Monagpropriated Fund
Defense Commissany Agency
Deafense Contract Audit Agency
Defense Finance And Accounting

Defense Logisbics Agency
Defense Security Sendce

Deafense Threal Reduction Agancy
DOD Educalion Agenty

DO Inspector General

[ E

LIS University Of Health Sciences
Wirtual Position

Washington Headguaners Senice
Mawy Local Mational
BBGNEE Dala
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Building a New
Position

Step

Action

Navigate to the <Position>window either from a Top Ten List

or from the Navigator.

Functions
Work Structures:Position:Description

Enter Position names

Breakdown Folder Top Ten List
Reduction In Force (RIF) 1. Customizable Workflow Worklist
+ People 2. Comhbined Person & Assignment Form
+ Recruitment 3. Define Paosition
- Work Structures 4. Pseudo SF50 Form
Location 5. Payroll 500 format
+ Organization 6. Requests: Submit
+ Job 7. Define PA Request - Cancellation/Correction
- Position 8. F4 Define PA Request - CDA Correction
Description 9. Position Copy
Hierarchy
Diagrammer
Mass Move
Position Transaction
Position Copy

The “FIND” window appears
The start date Defaults to the current Date. If you need to alter
the effective date use the calendar to <date track>

Click the <New> button to continue

Note: If you need to change the effective date of the position
you must do so prior to continuing further.

F=3oracle Applications - YOSEMITE_5QT11

Effective Dates
From 19-MARZ003 |

Validate Occupancy Extra Information Work Chojces Others... (B)
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Notice the 4 TABS:
<Position> and <Position Details> Tabs is where you input the
required information. You may also input additional
information under the <Others B> button

<Hiring Information> TAB (Not USED)

<Additional Detail> TAB (Not USED)

Note: Click from within the Position Details Tab click on the
Date Effective Name, The position Flexfield will populate.

..........

.....

The Position Flexfield opens. (This is the same window used
to find a position) Notice in this window all the “required”
fields are in Yellow

Note: Some of the OTHER required fields may not be
highlighted in Yellow, but they are DoD/Air Force required
fields

Click <Ok> once all the required fields are complete.

ooxao

LEAD FILEROOM CLERK

Building a New
Position
(Continued)
3
4
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Once you click on the Organization block you will see a drop
down Menu. You may search by using a < % > then hit TAB to
locate the correct Organization or you may use the LOV button
and a partial value to limit the results from the list. Example:
116% (the wildcard is the % sign)

Once you have located your organization highlight it then click
<ok> Note: You will use the same search process to complete
the Job Category. ( The Series)

aaaaaa

Complete the Hiring Status, Verify the location Code
Note: Proposed End Date is NOT BEING used

E NN Eg I A9 25 EHES?

Position Details

Start Date |19-MAR-2003
Date Effective Mame [00X88.LEAD COMMUNICATION CLERK.54367.AF15.AFPPR

Type [Single Incumbent ¥ Permanent I~ Seasonal
( Organization & Joh

Organization |3|] RANGE SUPPORT sQ AF1SVQO1
Joh |D3D3.Mis|:e|lanenus Clerk & Assistant (0303)

Proposed End Date
Proposed End Date

(Hiring Status

Status  |Active Start Date

Location (064023083
{ Effective Dates

From [19-MAR-2003

Proposed End Date | =

Status
Further Info [r 1

Validate Occupancy Extra Informatian Wark Choices

Building a New
Position
(Continued)
5
6
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Building a New
Position
(Continued)

Important Note: Don’t forget the Additional Position Details
Bracket and fill in the required information and click <OK>
Click on <SAVE> the system will prompt you.

UEWEN N0 X88. EAD COMMUNICATION CLERK.54367.AF1S.APPR
~ 15 0 s

Paosition Details

Start Date |19-MAR-2003
Date Effective Name |00X88.LEAD COMMUNICATION CLERK.54367 AF1S.APPR

Type |Single Incumbent ¥ Permanent I~ Seasonzl
( Organization & Job ‘

Qrganization |3[I RANGE SUPPORT sa AF1SvVQ1
Job |0303.Miscellanenus Clerk & Assistant (0303)

Proposed End Date
Proposed End Date

Proposed End Date }
Status

Further Info || .

Wark Choices Others... (B)

Status |AE|iVB Start Date

Location |D64023083
{ Effective Dates

{Hiring Status

From [19-MAR-2003 To |

alidate Cceupancy Extra Information

Next select <Others (B)> from the Navigation Options
Window.

Working Hours Requirarmants

Supervisor

Related Positions

Supervisor \
Relief
Successor
Extended Pay Term

[IExtended Pay Parm

“Work Term

Reparting To
Evaluation
Event History

Air Force Local Mational

Air Farce Nonappropriated Fund
Army Active Guard And Reserve
Army Appropriated Fund

Army Guard Technician

Army Local Mational

Arrny Nonappropriated Fund

rks Couneil Approval

Walidate

Occupancy Extra Inforrmation

YWark Choices Others... (B)
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Building a New
Position
(Continued)

High light the Flexfields pertinent to your job then click
in the <Details> Area

on Program Information

r Force Appropriated/Local National

Career Program

Demo Project Information

Multiple Agency Information

Skill Information

US Federal Position Group 1

US Federal Position Group 2
US Federal Position Obligated

Otfiers. . (B)

“alidate

10
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After completing the details of the Extra Position
information fields, click <OK>, click on the <Save>
button from the toolbar or the system will prompt you
to save.

Continue this process by completing all of the flexfields
types pertinent to your position.

IS 2T D)

| |Acquisition Program Information

/Local National

Once the position is built, the position status will be invalid and

the position will need to be validated.
Click on the Validate Button at the bottom of the Position

Window screen. When you click the Validate taskflow button,
the system performs the necessary edit checks and updates the

database with the information

N te° The Status will then change from Invalid to <VALID>

SDPIRD e L0 20 (ElE &2

Position Details

Start Date  [EIEEEEIIE
Date Effective Mame |I][I)(95.LEAD FILEROOM CLERK.54480.AF3G.APPR

Type [Single Incumbent R Permanent I~ Seasonal
Organization & Joh
Proposed End Date | ‘

Proposed End Date

Proposed End Date | ]

| Status [Valid |
Further Info [ ﬁi ]

Organization [116 COMPUTER SYSTEMS sQ AF1CR
Job Imm i Clerk & Assi: {0303)

Status |Active Start Date |2[LMAR2I][IS

Location (134715153
Effective Dates

From [20-MAR-2003

{Hlnng Status

Extra Infarmation Work Choices Others... (B)

“alidate Occupancy

Building a New
Position
(Continued)
11
12
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