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FOR USING THE FUNCTIONAL PROCESS IMPROVEMENTS

·   Have you ever thought it would be nice to print the notes I have attached to my PERSACT (Electronic 52)?    Well you can get all the notes by doing the following:

Mark all your text (Click & hold the left mouse button to begin highlighting and drag your mouse down until you have marked everything you want a copy of) – then hit your right mouse button and hit copy.  You now can go into Word and/or Clipboard open a document and then hit your paste key.  

· Have you ever wanted to check the status on an action that you haven’t received a SF-50 for?

Go to Regional Application, then to Display, then to SF-50.  You must input the individuals SSN and then hit F8.  Once it brings up the individual record you can either view the 50 or simply print it.  Be patient this process of viewing or printing takes a few moments.

·   If you are a person with lots of 52’s in your in-box you may want to sort them.

From the In-box you can hit the SORT button.  You have about 7 different options on your sorting default i.e., Date received Asc/Desc; Employee Name, Proposed Effective Date Asc/Desc, etc.

·   What do I do when I receive a SF-50 and the AMS, APC, Etc is incorrect?

If the AMS and/or APC code is wrong on the SF-50 you need to send an email note to: Lisa Mitchell (CSR@Monroe.Army.Mil) with a copy to: Kim Rhoades (Rhoadesk@Monroe.Army.Mil).  They will ensure the appropriate systems get updated.  You will not receive a correction SF-50 on such changes.

·  How will we handle Realignment actions?

All Organizational Table 30 changes must be coordinated to Kim Rhoades prior to any 52’s being submitted to the CPAC.  To affect a Table 30 change you must submit a Form 30, Memo, or provisional TDA, which clearly depicts the changes which need to be made.  This must be processed through both DCPDS and DCPS prior to SF-52 or realignment documents coming to CPAC.  You will be provided an updated Organizational Table once complete.

· Need to attach documents to your electronic 52?  Below are the steps to follow:

1. Highlight the 52 you need to attach your documents to;

2. Hit the attach document button (left bottom corner);

3. Hit the add button (it will now put your name in the upper right hand corner) – To the left of that you can type a description of what you are attaching;

4.  Go to big white box and hit your right mouse button – It should have insert object in bold print.

5. Object Type (Click on type of document – whether you are creating a new one or creating from file)

6. If creating from file you must tell the system where to look for this file.  When you find it – you have a choice of displaying as an icon or just displaying the document to the screen.

7. When done – Hit OK  (NOTE: Only one attachment per page – if you need to attach multiple documents you will need to follow the same process, but add a new page for each document you wish to attach.

8. After you say OK it will take you back to your In-box.  You should now have a “Y” under the A in the upper right hand corner.  This let’s the people who touch this 52 know that there at attachments with it.  Just as with the Notes option. 
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Step 3 & 4






Step 5

Step 6







Step 7

NOTE:  If you do no display as an ICON it will display the file to the screen.  If you display as an ICON you will have to double click on the ICON to open the document up.  You need to make sure you image is appropriate to your type of document.

·  Tips on running reports

1. Print all reports in the landscape mode.

2. You will need to limit your scope if you don’t want a report for everyone you have access to i.e., Limit by Org Code, UIC, etc.

3. Utilize the lookup tables for codes you have questions about.

4. Be patient this process of viewing and/or printing reports takes a few moments.

· How to track the status of your actions

From your PERSACT In-Box you can hit the track button.  If you have a 52 in your In box it will automatically bring that up.  Hit List - This will give you several options, one being pulling up all actions, etc.  You will then have a screen, which contains the every 52 you have touched, and its location.  You have a scroll bar at the bottom to help you determine the appropriate 52 you are in search of.  The far-left side shows the in-box that 52s are currently sitting in.  You can highlight the appropriate 52 and hit OK.  It will bring up that 52s coordination tracking.

