May 2003

CIVILIAN INBOX

A. How to set up a default folder view for the Civilian Inbox

STEP

ACTION

From the Navigation List — Click on Civilian Inbox - <Open>.

&% avigator - CWDOD PERSORRMELIST
Functions

Civilian Inbox

+ Request for Personnel Action [~ Top Ten List
+ CAO/TRANSFER Request 1. Combined Person & Assignmem‘
+ Mass Actions 2. Define Position

Civilian Inbox 3. Regquests: Submit

Workflow Inbox ) :]
1=

Complaints Tracking
Breakdown Folder
People

Recruitment

YWork Structures
PSEUDOSF50

View

Processes and Reports
Coredoc

PAYS00

The Notifications Summary Window displays, click on the folder icon in the upper left
hand corner of the screen. This will pop up a menu of public folders to choose from.

For this example, select “STAT-RPT-NEW”. Click <OK>.

(2 ruotifica mmary
=) GHR_SF52 ( Default SF52 Worlflow )
Faolder

Fin<
HMame | Onwwner
CLS-REALIGM-T90 AV TESTIMGOS

fault SFS2 WWorlflowe ) AT TESTIMG
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From the Main Menu Bar, click on the word Folder. This generates a drop down menu,
click Save As.

E;{g Oracle Applications - YOSEMITE_SQT11

o | e EERITEI S N
- Qpen...
Save
=) STAT.RPIS
Priority Delet... Reguest Number ACTION PP Serie
1 chowpe.,  [9923  [03APRNAVYDS007194  [Reassignment GS 0343 [~
12 Hide Field 14:06 MSL56162 Salary Change DS 2210
R [ree— 1602  |MSL56183 Salary Change |ps_Jz210)
12 | nove Let 04:20  |MSLB3669-392 |Pay Adjustment Jap 1701 |
50 | Moveln 1551  |MSL56180 Salary Change ps  |2210
s UEDIT hises [msLs6181 Salary Change los 2210
50 | Widen Field 1558  |MSL56182 Salary Change ps  |2210
Shrink Figld
50 16:11  |MSL56185 Salary Change Ips  |2210
Change Prompt...
50 wnosgesr. (164 [MSL56186 Salary Change Ips 2210
50 16:17  |MSL56187 Salary Change DS 2210
= SortData.. et S
View QUery..  easasaas
Reset Guery
Folder Tools
Name / POI T Titgb, Lmir F /2414
Respand Open

The Save Folder Window displays. Click in the box ¥ Open as Default.
Click <OK>.

Folder

FEGEES STAT-RPT-HEW

Autoquery

]

Showy Cluery

The Civilian Inbox will now automatically open displaying the STAT-RPT-NEW folder.
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CIVILIAN INBOX

B. How to Export the Civilian Inbox

The InBox Export feature in DCPDS creates an extract of all the data in a view of the Civilian InBox.
This extract can be formatted in Excel and then used to manage workload on a daily basis.
Additionally, due to the functionality of the Excel program the data that is extracted can be sorted
and saved, as well as split into different reports.

EXAMPLES:

e Processing: Can be used to manage the workload in the WGIBUDDY-Suspense Actions box; a
designated user can export the data and then sort it by organization and then distribute to other
Processors.

¢ Staffing: Can be used to export the daily workload information for reporting purposes.

o Supervisors: Can export inboxes of employees to facilitate workload management.

STEP ACTION

1 From the Navigation List — Click on Civilian Inbox — <Open>.

Request for Personnel Action | = Top Ten List
CAO'TRANSFER Regquest 1. Combined Person & Assignment
Mass Actions 2. Define Position

3. Requests: Submit

vworkflowvw Inbox
Complaints Tracking

Breakdown Folder
People

Recruitment

wwork Structures
PSEUDOSFS0

WViewsr

Processes and Reports
Coredoc

PAY500

2 The Notifications Summary Window displays. From the Main Menu Bar, select File,

then Export.

File | Edit ; Folder T
blews w P8 e B8 507
QREmn
Save
ia‘—)’::t”“ PIrEEeed Reguest Number ACTION PP [|Serie
ext Step
003 12:50:23  |03APRNAVY05007194 |Reassignment GS (0343 [~
Flace an Mavigatar po3 10:14:06 IMSL56162 Salary Change DS 2210
Log o 5 & Diferent User,., P03 10:16:02 |MsL56183 Salary Change |os 2210
Switch Responsikility. pO3 05:04:20 IMSL83669392 | Pay Adjustment IAD 1701
Brint D03 10:15:51 |MsL56180 Salary Change |os 2210
03 10:15:55 |msL56181 Salary Change |os 2210
Close Form
i OReE AEEIEERS P03 10:15:58 !MSL56132 Salary Change !DS 2210
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The file will start Exporting automatically.

3
Exporting data. ..
4 Once completed, the web browser is launched and the File Download Window
displays. Select Save this file to disk, then click <OK>.
Fie Downioag |

Y'ou have chosen to download a file from this location.

fnd_gfm.tzv from sylvest dopds cpms. osd. mil

‘what would vou like to da with this file?

" Open this file from its curent location

¥ Always ask before opening this type of file

Ok I Cancel More Info

5 The SaveAs Window displays. Select the directory where you want to save the file.

You will also want to type in the File Name with a .tsv extension Click <Save>.

Note: Extension “.tsv” (Tab Separated Values) This is a very simple textual data

format.

Save in: |-SData j ﬁl

I Defaults

I Graphics

EE| O penmail

IZ3 Oraclel1i
MRE-122227 tav

File name: Ilnbm-c.tsv Sawve I
Save as lype: I_tsv Crocument ;I Cancel |
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Upon completion, the Download Complete Window displays. Select one of the three
buttons at the bottom of the window.

e Click <Close> to close the window; OR

Download complete = |

o
== Download Complete

Saved:
fd_afrin.tzs from sylvestr depds. cprms. osd. mil

Downloaded: TR kR In1 zec
Download ta: C:5Datahlnbos bes
Tranzfer rate: .70 kB/Sec

[ iCloze this dialog box when download completes

Dpen Open Folder Cloze

e Click <Open> o view the downloaded file in Notepad; OR

i B Inbox tsv - Notepad [_ O] x|
[ Fie Edt Search Hep
([Priority Date Sent Request NHumber ACTION PP Series Grd SF52 Efftect: «|
111 18-APR-2003 12:58:23 B3APRNAVY A5 807194 Reassignment GS 8343 11
512 18-FEB-20083 18:14: 86 HiLG6162 Salary Change DS 2218 83 208-N
2 18-FEB-20083 18:16:82 HSL56183 Salary Change DS 2218 a3 28-H
2 17-JUH-2083 85:04:208 H3LB3669-392 Pay Adjustment AD 1761 a7 12-41
llsp 18-FEB-2883 18:15:51 HiLGG188 Salary Change DS 2218 a3 28-Ni
i5l] 18-FEB-20083 18:15:55 HSL56181 Salary Change DS 2218 a3 28-H
12 18-FEB-2083 18:15:58 HiLG6182 Salary Change DS 2218 83 208-N
(|58 18-FEB-2883 18:16:11 HSLG6185 Salary Change DS 2218 a3 20-Ni
58 18-FEB-20083 18:16:14 HSLE6186 Salary Change DS 2218 a3 28-H
EBB 18-FEB-2883 18:16:17 HELGG187 Salary Change DS 2218 a3 28-Ni

EY) 18-FEB-208083 18:16:21 HSL56188 Salary Change DS 2218 a3 28-H

58 18-FEB-2083 18:38:17 HIL56344 Salary Change D3 8334 83 28-Ni

58 22-FEB-2883 18:23:47 WGI:S8A42 Step Increase with Pay GS a318 a6

EY) B6-MAR-2083 A2:58:46 WGI-45686 Step Increase with Pay &GS 8340 13

e 26-HAR-2883 22:37:37 WGI:54638 Step Increase with Pay GS 675 a5

EY) 87-APR-2883 22:52:29 WGT:-48175 Step Increase with Pay GS 2218 12

58 12-APR-20083 B8:23:82 WGI:a7022 Step Increase with Pay GS 8203 a7

58 23-APR-2883 89:52:85 WGI:68278 Step Increase with Pay GS 1411 i1

EY) 23-APR-2003 11:35:83 B3APRNAVY A5 007749 Extension of NTE GS az2m

e B1-MaAY-20803 18:29:11 B3HAYHAUY B5 B08300 Awvard/One-Time Payment

EY) 18-MAY-2003 B88:13:82 WGI:=72887 Step Increase with Pay GS 8861 a7

58 14-HAY-20083 18:32:20 WGI:78531 Step Increase with Pay GS 679 111]

58 28-HAY-28083 22:34:48 WGT:68134 Step Increase with Pay WG 3566 a2

EY) 21-MAY-2003 11:85:56 B3MAYNAUY A5 009194 Change to Lower Grade GS 8540

e 21-HAY-20083 12:09:37 WGI-78528 Step Increase with Pay GS 867 B6

58 21-HAY-2883 22:33:55 WGT:65648 Step Increase with Pay GS a3a3 i1

EY) 27-MAY-2003 13:19:35 B3HAY ABNUSWSOTRBu68 Appointment DA 8318 aa

58 38-HAY-2003 BB:36:19 HEL76481 Pay Adjustment DA 1182 a3 25-Hi

EY) 3a-MAY-2003 B88:38:16 HSL7 6499 Pay Adjustment DP 1558 a3 25-M

58 38-HAY-20083 B8:3B8:508 H3L765085 Pay Adjustment DP 1558 a3 25-H &

4 | ;IJ/
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e Click <Open Folder> to open the folder where you downloaded the file.

& D:\Data =] 3

Fil= Edit Yiew Help

iDefaults Graphics Openmail Oraclelli ARIFEH . =t
Civilian-Inb... CLS-TEST-... DCPS DEMO-Pay'...  HELFPDESE
PaYROLL. .. Table of ...
Inbom. tew Inbs. b=t Inboxz. taw Inbom2. k=t Labels-DCF...

!

= E

manual-build-... MRE-12222... outregfs.reg  Part 2 Creating RECOM
a Form in &c... Statistical B...

!

WIRGDIMG. .

|21 cbiect(s] 926KE v

To open the file that was created:
e Getinto the program where you would like to open the file (Excel, Word etc.)
e Click on Open, locate your file, select it, then click on <Open>.
e If opening in Excel a Text Import Wizard will display.
1. Choose the file type "Delimited”, click <Next>.
2. Choose "Tab” Delimiter, click <Next>.
3. You may change the column data formats or leave them as general.
4

Click <Finish>. The file will display in Excel.
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CIVILIAN INBOX

C. How to Print from the Civilian Inbox

Step

Action

From the Navigation List — Click on Civilian Inbox — <Open>.

igator -

Civilian Inhox

+ Regquest for Personnel Action Top Ten List
+ CAOTRANSFER Reqguest 1. Combined Person & Assignment
+ Mass Actions 2. Define Position
Civilian Inbox 3. Requests: Submit
Workflow Inbox =
o~

+ Complaints Tracking
Breakdown Folder

People

Recruitment

Work Structures
PSEUDOSFS0

View

Processes and Reporis

Coredoc
PAYS00 g

The Notifications Summary Window displays. Highlight the action you wish to print
and click on <Respond>.

= AT.-RP
Priarity || Date Sent Reguest Number ACTION PP Serie
[11] 10-APR-2003 12:50:23  [03APRNAVYO5007194 Reassignment GS [|0343 [~
12 18.FEB2003 10:14:06 | MSL56162 Salary Change DS 2210
12 18-FEB-2003 10:15:58  |MSL56182 Salary Change os 2210
12 18-FEB-2003 10:16:02  |MSL56183 Salary Change os Jzz0|
12 17-JUN-2003 05:04:20 | MSL83669-392 Pay Adjustment fap 1701
50 18-FEB-2003 10:15:51  [MSL56180 Salary Change Ios  Jz210
50 18-FEB-2003 10:15:55  |MSL56181 Salary Change Ios  [2210
50 18-FEB-2003 10:16:11  [MSL56185 Salary Change Ios 2210
50 18-FEB-2003 10:16:14  [MSL56186 Salary Change Ios  J2210
50 18.FEB2003 10:16:17  |MSL56187 Salary Change DS 2210 .
P 3
Hame / POI : Titgh, Lmir F / 2414

Respond Open
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1
The RPA or NPA will be displayed. Click the Printer icon ms=== on the Tool Bar. The
Printing Window displays. Click in the Printer field.

Report
— Regquest for Personnel Action

EE T O SO R RO T e RSO e Lo

Farter - [

Cancel

The Printer Window displays. Select the appropriate printer and click <OK>.

Finters

Odefault_prn
2R3 _A
ZREO_A
SM_F73Z_DPCD
SM_F73Z_DFCS2
SM_FHSR_LGCP
Shi_FJWvwF_DP T
BY_FaGH_DPCS
8S_FOMX_DFC
8T_FDORM_DFCD
aa_FTve_DPCD
9G_F7PW_DPCHM
gK_FDST_DFCCD

The Printer field is supplied with the printer you selected. Click <OK> to print.

EE Printing
Report

Z'Request for Personnel Action

tification ofi Personnel Sction

ST 0A_ DUMMY PTR
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Viewing a Report:

STEP ACTION

7 From the Navigation List — Click on Processes and Reports — View Reports - <Open>.

10D PERSOMMNELIST

Furctions

Processes and Reports:View Reports

View reports online

+ Recruitment Top Ten List
+ Work Structures 1. Comhbined Person & Aﬁ:ignmem‘
PSEUDOSF50 2. Define Position
+ View 3. Requests: Submit
- Processes and Reports
Submit Process & Report
View Reguests
|
AutoRif Extract 3:
Cobol Extract
Def. QuickPaint Report
Run a QuickPaint Report
Submit Reports
Generate MS Word Letter
- Submit Custom Reports

The Find Requests Window displays. Click <Find>.

B Find Req

pleted Reg

M| Request ID -
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The Requests Window displays. Click on the Request ID you would like to view.

9
Click <View Output>.
Refresh Data Find Requests Submit a New Request...
D Parent
18 B 3 =

| Request for Personnel Ac Completed 66526, NAVY. TESTINGDS

162955 |Request for Personnel Ad| Completed [Warning |66526, NAVY. TESTINGDS

161601 |Motification of Personnel Completed ][Warning 78050, 1814, ,

153147 |RECON Statistical Recap Completed |Normal .
10 The File Download Window displays. Select "Open this file from ifs current location”.

Click <OK>.

ile Dhownload X|

“ou have chozen to download a file from this location.

_..Personnel Action_0390703. pz from sylvestr. docpds. cpms. ¢

Wihat veould pou like to do with this file™?

i Open thiz file from its curent locatior
i Save thiz file to disk

v always azk before opening this tppe of file

| Ok I Cancel I MMore Info
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The Ghostview document displays:

Standard Form 52
Rew. T/9L
LL5. Offlee of Personnel hlanegement

REQUEST FOR PERS ONNEL ACTTON
FPM Sopp. 296-33,Sobeh. 3

PART A — Requesting Office (A ko complete Part B, ltems 1, 722, 32, 33, 36, and 30.)
1. Actins Kequested 2. Request Mumber

Reassignment 034 PRNAY Y 0S007L04
3_Far Additional Infarmation Call{Mame and Telephane Number) 4. Proposed Effective Dioate

5. Action Requesbed By (Mame, Tile, Signature,and Request Date) 6. Action Autharised By {Narme, Title, Signature, and Cancurrence Date)

PART B — For Preparation of SF 50 {Lke only codes in FPM Sopplement 292—1. Show all dates tn month—day—year order.)
1. Mame(Laxt, First, Middle) 2.Social Security Number 3. Dateaf Birth 4. Efective Date
TITQB, LMIRF. L60—6—0746 09261954 09102002

FIRST ACTION SECOND ACTION
A Code 5—B. Matu reafActian 6-A_ Cade 6 B. MatureafAction
911 Reasslgnment NTE 31-DEC-2002

5—D. Legn L Autharity 6-C. Code 6-D Legol Autharity
Reg 335.L02

5—F. Legn L Autharity 6E Code 6-F. Legol Autharity

L FROM P=iton Titleand Number 15.°1'Oh Fasition Ttk and Number

PROGRAM ANMALYST
Soa61 — 22975

5 Fay Flan  |3.Occ.Code  |10GTade/Level |l1SwpRate |12 TofalSalary 13, Fay Tark 26, Fay Flam | 17.0ce. Code |1Sdrade/Level | IZStep'Rate | 20.Tot|Salamawat | 11 Fay Tack
F

G5 0343 LL oL $AEITL00

124, Taxic Fay LT Lowattty Ad). 12C. Ad). Paxk: Fay 120, Other Fay 20A. Taxt: Fay 20T, Loaattty Ad)- 20C Ad) Pack Fay 200. Other Fay
$4L684.00 $6.690.00 $45,374.00 50
14. Mame and Lactin of Pasitian s Organ wation 22 Mame and Locmtin of Pasitions Orzanisatian

DIRECTOR REGIOMAL ADMIN SERYICES

ADMIN SERVICES

NW5 SEAL BEACH

COMNAYREGSW, 54N DIEGO CA 92132

A

EMPLOYEE DATA
23_ ¥eterans Preference 24 Tenure 26. ¥eterans Preferen ce far RIF

1-Tome  3- 10-FotmORabify 5- 10-FomtOer 0= tome 2- Comattioma |
1 1-SFomt 4-10-FotmiCompensa bk = 10- PommtiCompena b 230% 1- Fermament 3- Ingefimite VES| X |NHO

1 28 Annutant Indiatar 53 Eate Deter minant

0 | Basle only 0

30. Retirement Flan 31 Service Caomp. Date(Leavel | 33 Waork Schedule 33. Part=Iime Haurs Fer
Bineckly Pay
K |FERS and FICA 01-19-1999 F  |Full-Time [
POSITIOMN DATA
34 Pasition Occupied

35, FLEA Categary 36. Approprivtion Code 2. Bargaining Unit Status
1- Compettthie Serviee - SES deneral - Enempt
1 1-Excepted Servie 4 - SES Career Reperved E ™ - Nomexempt TAWY | ™Y LET
3. Duty Statin Code 39, Duty Stotin (City — County — State ar Overseas Lactian)
D6IEER0ED SEAL BEACH / ORANGE/ CALIFORNIA
0. Agency Dot al. a2 a3 a4,
UIC: 47615 ORG : O3S CC: AW0R0D PAY OFF: CH/LOC ID:
45, Bducational Level |96, Year Degres Attined | 7. Academic Discipline | 48 Functional Cl=s 49 Citteenship 50. Veterans Stoty | 5L Superviary Sttus
13 1076 DRI 1] {1 |1-uss =other | X 8
PART C — Reviews and Approvals {(Not to be nsed by requesting office.)
L OfficeFunctian InitialsSignat ure Dote
Ytmmir, Jgtvhtr Q 4102003 D.

Office/Functian InitialsSign atu re

E

F.

2. Appraval | cerfify thatthe infarmation entered on this farm & occurate and that the | Signature Apprval Date
propased action is in camp fan ce with stotutary and regulatary requirements.

COMTINUED O™ REVE RSE 51D Editlons Priorto 7791 Are ™ot Usable After 630093
51-119 TS 75400133362

You can print from here as well. Click on File — Print
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The Printer Setup Window displays. Select the appropriate printer and click <Ok>.

13
Printer Setup e
Device: Fezalution: Pages:
Ok
ligtd 300+300 Iz-Z[ o |
lagzerjet - E00RE00 LCancel
lbpa _I —l
i250 = 150x150 :
list2p 1005100 Plisgraiils |
jet3 Forrh
IE— Heo |
[ PostScript Printer
[ Piint to File Al Pages |
Dueue:
0dd Fages |
WWSWwFS 100N 004F200 Even Pages
WSS T00NOUG95F _I —l
Ophionz;
14

Click File — Exit when you finish your review and/or printing.
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