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Identification of Processes and Procedures

Direct Flow of Request for Personnel Actions (RPA)

I.
Concept:  The concept to change the flow of Request for Personnel Actions (RPA), i.e., bypassing the Civilian Personnel Advisory Center (CPAC), is an initiative supported by the MACOM Civilian Personnel (CP) Board of Directors (BOD) and the Assistant G-1 for Civilian Personnel Policy.  This concept is designed to reduce RPA processing time, prompt up-front manager/CPAC advisories prior to actual initiation of an RPA, and eliminate an unnecessary stop in the routing chain – ultimately decreasing position fill time.  With the new concept, RPAs will flow from the manager/initiator to the Resource Management Office (RMO) and directly to the Civilian Personnel Operations Center (CPOC).

II. Stakeholders:  The major stakeholders in this test are the managers, CPAC staff, CPOC staff, RMO staff, Major Army Commands (MACOMs), Headquarters Department of the Army (HQDA), Civilian Personnel Operations Center Management Agency (CPOCMA), and ultimately the employee.
III. Initial Preparation:  All stakeholders were involved in initial preparations
for the Direct Flow of RPA Test.  The following are examples of advance preparation that was required in order to establish an effective test environment.
A. Coordination between CPOCMA, MACOM, CPOC, and CPAC on the RPA Direct Flow concept, implementation procedures and requirements.

B. Discussion/collaboration between CPOCMA, CPOC and Civilian Personnel Advisory Center (CPAC) staff regarding changing roles and expectations.

C. Discussion/collaboration between key CPOCMA, CPOC, Information Systems Division (ISD) and CPAC staff members regarding:

1) Development of rules and guidelines;

2) Capture of pre-test statistics (Appendix A);

3) Capture of statistics during test (Appendix A); 

4) Assessment  conducted during and at the end of the test period:

(a) Evaluation Plan (Appendix B); 

(b) Marketing Plan (Appendix C); and

(c) Coordination with respective test organizations, to include the Resource Management Office (RMO), regarding the routing of RPAs from the manager/initiator directly to the respective CPOC or Army Benefits Center (ABC-Civilian).

5) Coordination of Modern systems changes/modifications with HQDA/CPOC ISD staff members.

IV. Roles/Responsibilities:

A.  CPOCMA:

1) Monitor implementation and evaluation of the Direct Flow of RPA test.

2) Ensure all stakeholders are informed of the RPA Direct concept, implementation procedures and requirements.

3) Ensure CPOCMA/MACOM/CPAC cooperation and collaboration regarding changing roles and expectations.

4) Coordinate the development of marketing and evaluation plans.

5) Monitor progress, ensure coordination and evaluation. 

6) Host bi-weekly IPRs to monitor the test, measure the results, report on status, discuss changing requirements, and discuss emerging problems.

B.  CPOC:

1) Assign a team of staffers to review/revise existing Gatekeeper 

Checklists.  The newly developed Test Gatekeeper Checklist eliminates the CPAC module, allowing the direct flow of an RPA from the initiator, through the RMO, and to the CPOC.  The team will coordinate closely with CPAC staff to ensure that questions contained within the Test Gatekeeper are accurate, are easily understood by users, and accurately reflect position and recruitment requirements.  Once completed, the revised checklist will be tested and continuously reviewed by the CPOC and CPAC staff.  Managers may also provide comments and recommendations concerning the Test Gatekeeper Checklist.

2) Develop an evaluation plan (Appendix B).  Plan will be staffed 

with the respective CPAC for comments.  Copy of the final plan will be forwarded to CPOCMA.
3) Collaborate with key CPAC and CPOCMA staff members regarding test processes/procedures, required statistics, and problem-solving methods.

4) Develop a data collection form to document information obtained from incoming RPAs, telephone calls, e-mail traffic, and other pertinent data that would be relevant to the test (Appendix A).  A weekly roll-up of data will be shared with the CPAC staff and presented/discussed at bi-weekly IPRs.

5) Coordinate/collaborate with ISD staff to ensure modern boxes are properly identified and appropriately mapped.  This will potentially eliminate any mis-routing of RPAs to unauthorized boxes.

6) Advise Branch employees of revised naming conventions for respective organizations’ modern boxes.

7) Monitor CPAC boxes to ensure that all actions are coordinated out of the CPAC inboxes prior to inactivation (NLT 1600 hours on Friday preceding the Monday start of the test).    

8) Senior specialists and a Lead PAC will monitor receipt of RPAs.  RPAs are reviewed for accuracy and completeness of information.  If an RPA is not workable (cannot be easily corrected by the CPOC staffer), the RPA is returned to the manager for re-work.  The manager and the CPAC are notified via e-mail or phone call of any returned RPA.   (RPAs requiring minor corrections or missing minor information in Gatekeeper are to be retained and processed.  However, incidents of CPOC corrections are to be annotated on data collection sheets.  Phone calls to managers clarifying or requesting additional information will also be annotated on the data collection sheet.)  Contact with managers and reasons for the contact will be shared with the responsible CPAC representative.

9) Coordinate with CPOCMA as required.

C. CPOC ISD:

1) Acquire authorization/installation of Test Gatekeeper Checklist.

2) Close CPAC boxes prior to test start date; not earlier than 1700 hours on Friday preceding the Monday start date (Appendix D).  

3) Rename CPOC boxes to allow the system to prevent unauthorized actions from being sent directly to the CPOC;

4) In collaboration with CPOC/CPAC, revise Test Gatekeeper Checklist as required; coordinate with CPOC team to review and test revised Gatekeeper to ensure viability and functionality.

5)
If required, update “Test Gatekeeper Instructions” and “Glossary of     

          Terms” (Appendices E-1 and E-2).

      6)  Provide historical data, i.e., average inventory of fill/recruits for FY-01 and 

           FY-02; historical fill times (date in personnel to commit/EOD), etc. for

      posttest analysis.

D. CPAC:

1) Marketing - Brief Command and key management officials on the Direct Flow of RPA Testing and how/when it will be implemented.  This information should also be communicated to serviced activities by their respective CPAC advisor/servicing generalist.

(a) Develop a bulletin for managers and supervisors to explain the logic 

and implementation procedures for the new RPA Direct process (Appendix F).  Bulletin will be circulated to all modern customers via an email distribution list of users.

(b) Develop article for publication in local military newspaper.  If possible, 

include manager, CPAC advisor, Personnel Officer interviews, pictures and/or comments from manager, CPAC staff members or CPAC staff members, etc.

2) Training – 

(a) In collaboration with the CPOC, conduct training for installation managers and any others who initiate RPAs.

(b) Provide train-the-trainer sessions for CPAC Personnel advisors in RPA/Gatekeeper.  

3)
Develop a desktop guide for managers and administrative users.  The 

guide will provide a ready reference to Modern DCPDS and initiation of 

RPAs.  It will also contain helpful instructions, “how-to” information, and screen prints of actual RPAs during the initiation process.  Please see enclosed Advisor Training Aid  (Appendix G).

Appendix A

Data Capture Sheets
Fill/Recruit Actions

Note:  Please record all inquiries and complaints from managers/supervisors/employees on a separate sheet of paper.  Please include the date and time of the call, caller’s name, telephone number, nature of complaint/inquiry, resolution, and date CPAC was advised.

WEEK  BEGINNING
Number of Calls/E-mails Received Outside CPOC/CPAC (Manager/Applicant)
CPOC Generated

Calls/E-mails – (New Business, not Call Backs)
RPAs Received

No Errors
Returned Actions

Gatekeeper Errors
Retained Actions/CPOC

Corrected Gatekeeper Errors

Monday






Tuesday






Wednesday






Thursday






Friday






Non-Fill/Recruit Actions

WEEK BEGINNING
Number of Calls/E-mails Received Outside CPOC/CPAC (Manager/Applicant)
CPOC Generated Calls/Emails – (New Business, not Call Backs)
RPAs Received No Errors
Returned Actions

Gatekeeper Errors
Retained Actions/CPOC Corrected Gatekeeper Errors

Monday






Tuesday






Wednesday






Thursday






Friday






Data Capture Worksheet – Point of Service Test

Weekly Tally Sheet

Week Ending: ____________________________

Note:  Please record all inquiries and complaints from managers/supervisors/employees on a separate sheet of paper.  Please include the date and time of the call, caller’s name, telephone number, nature of complaint/inquiry, resolution, and date CPAC was advised.

Fill/Recruit Actions

Number of Calls/E-mails Received

Outside CPOC/CPAC (Manager/Applicant)
CPOC Generated

Calls/E-mails – (New Business, not Call Backs)
RPAs Received

No Errors
Returned Actions/

Gatekeeper Errors
Retained Actions/CPOC Corrected Gatekeeper Errors







Total 
Total

Total 
Total
Total

Non-Fill/Recruit Actions
Number of Calls/E-mails Received

Outside CPOC/CPAC (Manager/Applicant)
CPOC Generated

Calls/E-mails – (New Business, not Call Backs)
RPAs Received

No Errors
Returned Actions/

Gatekeeper Errors
Retained Actions/CPOC Corrected Gatekeeper Errors







Total 
Total

Total 
Total
Total

Appendix B

Evaluation Plan

EVALUATION PLAN FOR WEST POINT TEST

OF POINT OF SERVICE
1. Hypotheses:  

a.  Having Requests for Personnel Action (RPAs) by-pass a stop in the Civilian Personnel Advisory Center (CPAC) will lower the time-to-fill. 

b. The quality of the RPAs (and associated Gatekeeper Checklist) will not degrade since the CPAC will provide advice and instruction before the RPA is created.

c. Test success will depend in part on adequate training and marketing by the CPAC in advance of the test beginning.

d. Proper program oversight by the CPAC and continued high level of customer satisfaction will not be compromised since there will be an increased presence in the activity by CPAC personnel.

2. Test methodology:

a. Baseline data:

1) CPOC:  Capture two weeks of data on the following events:

Number of calls/emails received from people outside the CPAC

Number of CPOC-generated emails/calls (new business, not call-backs)

Number of RPAs received with no errors

Number of RPAs returned due to Gatekeeper errors

Number of RPAs retained but contained errors that CPOC fixed

2) Data in ART/CivPro will be used to baseline pre-test Time to Fill and average monthly inventory.

3) CPAC:  Capture data on the following events:

Number of instances of HR training

Timeliness in effecting disciplinary actions

Customer comments/feedback

CPAC Time Study (productive vs non-productive time)

b.  CPAC will record, analyze and assess the effectiveness of pre-test training and marketing.  Lessons learned will also be recorded.

c. Test data capture:

1)  CPAC/CPOC  will continue to capture data as was collected during the 

baseline period.  

2) CPOC will provide weekly feedback to CPAC on RPA quality so that pin-

point/enhanced training at the initiator level can be conducted as needed.

3) CPAC will gather and assess customer feedback in real time to ensure 

timely response to any adverse comments.

Appendix C

Marketing Plan
MARKETING PLAN FOR USMA 

POINT OF SERVICE TEST

1.  Stakeholders and Customers: 

a.  Primary stakeholders are CPAC staff and advisors and NECPOC Branch F staff. 

b. Secondary stakeholders are CPOCMA, MACOMs, and other CPACs.

c. Primary customers are the managers, supervisors, administrators and others who initiate Requests for Personnel Actions (RPA) at West Point. 

d. Secondary customers are the West Point employees and unions holding exclusive status at West Point (AFGE and IAFF).  

3. Marketing Strategy (target/completion dates):

a.   Briefings:

1) NECPOC Branch F Briefed on concept (26 April 2002)

2) CPAC staff briefed during several regular staff meetings (26 April 2002).

3) Command Group and other key managers informed at Command and Staff Meeting (16 April 2002).

4) Brief union presidents on test (19 April 2002).

5) CPAC Director and NECPOC Branch Chief brief NECPOC Board of Directors on test (9 May, 2002) 

6) CPAC Director and NECPOC Branch Chief brief secondary stakeholders (MACOMs and/or CPACs) as needed/requested, contingent on available TDY funding (17 April and continuing).

b.  Civilian Personnel Bulletin explaining test provided to all USMA managers and supervisors, and e-mailed to all who access Modern DCPDS.  Bulletin posted on CPAC web site (25 April 2002).

c.  Training:

1) CPAC staff trained individually in use of new Gatekeeper checklists, refreshed in use of ART and associated skills (26 April 2002). 

2) Managers, supervisors, and other RPA Initiators trained as they access Modern (29 April and continuing).  Multiple sessions anticipated, as needed.  Training conducted at the trainee’s office or computer station.

3) Weekly CPAC advisor training scheduled to polish advisor skills (continuing).

4) Develop local training aids to assist advisors with manager and RPA Initiator training. (24 April 2002).

e. Article in USMA Pointer View, including user reaction to the changed procedure 15 May 2002. 

3.  Attachments:
a.  Civilian Personnel Bulletin S-02-02
b.  Local Training Aids:

1) Advisor Training Aid
2) Gatekeeper Easy Instructions
3) Gatekeeper Glossary
Appendix D

Automation/Gatekeeper Requirements

Steps ISD Performs:


Created new Test Gatekeeper (Manager, RMO, CPOC) groups in ART

Attached CPOC CFB accounts to new Test Gatekeeper (CPOC) group in ART


Created new XYZ-4BR_ _ _ _ CPOC groupboxes (62)


Attached all CFB accounts to new XYZ-4BR _ _ _ _ _ groupboxes

CFB moved all actions from old YES-4BR_ _ _ _  groupboxes to new XYZ-4BR_ _ _ _ groupboxes


Removed all CFB accounts from the old YES-4BR_ _ _ _ _ groupboxes 


Renamed all YES-4BR_ _ _ _ groupboxes to ZZZ

Deactivated all CPAC userids (except one designted user), checked first to make sure all actions were routed


Removed all CPAC user accounts from Modern Group in ART

Renamed all current XYZ -4BR_ _ _ _ _ CPAC groupboxes to ZZZ.  Checked first to make sure all actions were routed.

Removed all manager accounts from the Manager Group in ART and added to the Test Gatekeeper (MGR) group

Removed all resource manager accounts from the Resource Manager Group and added them to the new Test Gatekeeper (RMO) group

Appendix E-1

Gatekeeper Instructions
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Bernice

Create an RPA then click on the yellow disk (upper left hand side of the screen) to save to your inbox.

Click on the yellow disk in the upper left corner to save your RPA.  

[image: image25.png]S Privacy Act of 1974 MEIE
Action Edit Query Go Folder Special Help Window

5 CPAC WESTPT (RPA - Pramatinn - Reof 17APRARRODAA .

B Request for Personnel Action: 24-APR-2002 (Recruit/Fill, Routing Group:NE_REGION) [_[CIx]

Stat
Change Fam.lzi Refresh | AUTHORIZED <Prev| page 1 of 4

| PART A- Requesting Office

1 Actions Requested 2 Request Number
Recruit/Fill |mzAPR45RMcAAnnnaa 7
3 For Additional Information Call (Full Name) Telephone Nurnber 4Prop.Eff Date  ASAP
[Putnam.Liliann M [688-6087 R
5 Action Requested By (Full Name) Tille Reguest Date

_ | [Putnam.Litiann M [OFFICE AUTOMATION C [03-APR-2002

— | B Action Authorized By (Full Name) Tille Cancurrence Date
[Franciosi Penelope A [HUMAN RESOURCE CO [17-APR-2002

M — PART B - For Preparation of SF 50

| dLlestName FirstName Middle Name
Ef
cy

2 Social SEI:MNII\ Number 3 Date of Birth 4Effective Date
 FIRST ACTION SECONDACTION
5 A Cade 5 B Nature of Action 5 ACode 68 Nature of Action

— |





The answer to this question is YES even though you are not routing the action at this time.
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The default that will come up is Save and Hold in Personal Inbox.  Now click OK.
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If completed successfully, you should see this screen message.  Click OK.
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You now must return to the Navigation Screen.  You can do this without logging out of Modern by clicking on the rectangular box at the bottom of your screen that says “Arm..”  Once at this screen, select Gatekeeper.

[image: image5.png]Army Regional Tools

SREBAY

Main Menu

Logoff

Navigation: Main > Gatekeeper





While we are testing the new gatekeeper checklist, select MGR-Test.
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Any actions that have been saved and are in your Modern Inbox should show up here.  (If they don’t, give it a couple of minutes.  If that doesn’t work, contact your personnel advisor immediately as something may need to be reset at the CPOC).  Click on the radial dial in the checklist column then click on fill-out checklist to access the checklist.  

FYI, if you want to see a copy of the RPA, you can click on the RPA number.  If you click on status, it will tell you how the gatekeeper checklist has been completed by others.
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For a recruit action, there are many more steps involved in the gatekeeper checklist (compared to other actions).  At this screen, select View Organization Cleartext.
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At this point, you will see any organization that you have access to.  You will need to click on the colored hyperlink.
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You will now see your organization to include both encumbered and unencumbered positions.  At the very bottom, there is an option to add NEW positions.  Click on enter to proceed with the gatekeeper checklist (only three more lists to go!!)  

Note, you should verify the data on the screen if using an encumbered position.  If you are trying to promote a current employee (career promotion), do not select them by name – select either a vacant position (if already listed) or a new position.  You should also take a minute and check out the various hyperlinks available to you to see what you have easy access to. 
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Position –2 is the next screen you will come to.  You will need to answer the questions here.  There is information available if you click on the HELP button.  A screen will then pop up which will give you regulatory citations and some websites for you to check out to help you with your questions.  CPAC also has prepared a handout to assist you with answering these questions.  At the bottom of the page, select save and go to next module when done.  

NOTE:  There are no resource management questions on this screen.
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Now you are on RM-02 and you must select Resource Management section to see the questions.  There are no manager questions here.  When completed, go to the bottom of the page and save and proceed to next module (last one!).
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Recruit Information is the last module for a recruit action.  There are no Resource Management questions on this page.  
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Once completed, click on save and return to gatekeeper inbox.
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The screen should now say “your information has been saved”.  You can click on the rectangular box with MDC on it to now return to Modern.  You will then have to your inbox, select F8 to refresh, highlight the action you want to open, and select respond.  Once the RPA is back on your screen, you must click on the yellow disk to now route to the next location.

Appendix E-2

Gatekeeper Glossary

GATEKEEPER LOCAL GUIDANCE

(ALPHABETICAL LISTING OF TOPICS)

ACQUISITION POSITION:

The Acquisition workforce is made up of individuals who perform work throughout the life cycle of the system; i.e., cradle to grave. There are 10 functional career fields: Program Management; Contracting; Industrial/Contract Property Management; Purchasing; Manufacturing & Production/Quality Assurance; Business, Cost Estimating and Financial Management; Acquisition Logistics; Communications-Computer Systems; Systems Planning, Research, Development and Engineering, Test and Evaluation.  This typically pertains only to USMA positions in certain occupations primarily 1101, 1102, 1105, and 1106.  USMA must identify acquisition positions annually through the Acquisition Position List (APL) process.  See your personnel advisor for additional information.

APPLICANT SUPPLY FILE:

We do not retain an Applicant Supply File.  Do not select this as your recruitment strategy.

AREA OF CONSIDERATION:

Our minimum area of consideration is DA Career/Career-conditional employees.  Our typical area of consideration requires selecting the following:  DA Career/Career-conditional employees to include CIPMS, ICTAP eligibles, VEOA eligibles, E.O. 12721 eligibles, NAF/AAFES eligibles, Transfer eligibles, Reinstatement eligibles, 30% disabled veterans, VRA eligibles, and Employment Program for People with disabilities.   We formerly called this area of consideration B.

BARGAINING UNIT STATUS CODE:

The BUS code is as follows:

4140 – AFGE  (see the union contract for coverage)

4150 – IAFF (Firefighters)

8888 – Supervisors, Managers and Confidential employees

7777 – anyone not covered by the other codes

See your personnel advisor if you are not sure what is appropriate for your organization.

CAREER PROGRAM REFERRAL:

A career program is comprised of occupational series and functional fields grouped together on the basis of population, occupational structure, grade range, and commonalty of job and qualification characteristics. Career programs were established to ensure there is an adequate base of qualified and trained professional, technical, and administrative personnel to meet Army's current and future needs.  Each career program has a DA mandated referral level.  For example, Safety Specialist positions at the GS-12-15 level must be advertised through the DA career program.  See your personnel advisor for specifics on what the grade level is for your specific career program.  

COST CENTER CODES:

USMA does not use cost center codes.  

DEFENSE NATIONAL RELOCATION PROGRAM:

This is not authorized.

DELEGATED CLASSIFICATION AUTHORITY: 
Is the individual who authorized the RPA associated with this position also the delegated classification authority?  

The only person in your activity to have Delegated Classification Authority is the Director.  The Director must have received special training from the CPAC and a delegation letter from the Superintendent.  This authority can not be redelegated.

DELEGATED EXAMINING UNIT (DEU):
The DEU is located in the NECPOC at Aberdeen Proving Ground.  We recruit using this unit when we are unable to find a suitable number of candidates using local recruitment procedures.  The DEU will announce positions, which are open to anyone.  The DEU evaluates candidates and refers not more than three applicants for a position.  The “Rule of Three” applies to DEU positions as does Veterans Preference and Spouse Preference.  This means that selections must be made from the top three candidates, keeping in mind that a candidate with veteran’s preference cannot be bypassed to select someone without preference.  Veteran’s preference may cause only one name to be referred to the selecting official.  Resumix procedures are NOT used for DEU positions.  Permanent, term and temporary positions are filled using the DEU.

DETAIL:

Check the AFGE union contract effective 4 June 01 for the limitations regarding details of bargaining unit employees.

DRUG TESTING:

The Army Civilian Drug Testing Program identifies specific positions, by title and grade, that are subject to random drug testing, reasonable suspicion drug testing, and drug testing due to direct involvement with an on-duty accident that resulted in injury or damage to property. Only certain positions that meet the criteria outlined in the Army Drug Testing Plan are covered. Drug testing is required for specially designated positions involved in critical safety/security functions.  See your personnel advisor for additional information. 

EMERGENCY ESSENTIAL POSITIONS:

USMA has no key or emergency essential positions identified on a mobilization plan.  See inclement weather essential for further information.

EXISTING VACANCY ANNOUNCEMENT/REGISTER:

Referral lists issued by the CPOC/DEU/OPM are valid for 90 days from the date of issuance.  A manager may use a list generated for another position for their own position in lieu of beginning the recruitment process from the beginning.  To use another list, the position must be identical in nature, same pay plan, series and grade, same status (permanent or temporary), and same tour of duty (full-time or part-time).  If you would like to exercise this option, see your personnel advisor to determine if an existing list is available.

FINANCIAL DISCLOSURE STATEMENT:

Army employees must refrain from any private business, professional activity or from having direct or indirect financial interest which would place them in a position where there is a conflict between their private interests and the public interests of the United States Government, particularly those related to their duties and responsibilities as Army personnel.

Employees required to complete this form include: 

Civilian employees at grade GS-15 and below (or comparable pay level) when they participate personally and substantially, through decision or exercise of significant judgment, in taking an official action for contracting or procurement, administering or monitoring grants, subsidies, licenses, or other Federal benefits, or regulating or auditing any non-Federal entity or other activities in which the final decision the final decision may have a direct and substantial economic impact on the interests of any non‑Federal entity.

INCLEMENT WEATHER ESSENTIAL POSITION:
You annotate yes to this question if your employee is required to come to work during Code Red days.

LAUTENBERG AMENDMENT:

There are only a few positions at USMA that this applies to.  This means that any employee who has access to firearms or ammunition and who has previously been, or in the future is, convicted of a misdemeanor charge of domestic violence, must be removed from the duties that involve such access.

LOCAL VACANCY ANNOUNCEMENT:
When selecting this as your recruitment strategy, you are saying you want your position recruited from the following sources which are either:

a.  the USMA minimum area of consideration is DA Career/Career-conditional employees; or

b.  the USMA most frequent area of consideration: DA Career/Career-conditional employees to include CIPMS, ICTAP eligibles, VEOA eligibles, E.O. 12721 eligibles, NAF/AAFES eligibles, Transfer eligibles, Reinstatement eligibles, 30% disabled veterans, VRA eligibles, and Employment Program for People with disabilities.

MOBILITY AGREEMENT:

There is a requirement for a mandatory mobility agreement for certain positions.  This primarily pertains to Department of the Army intern positions.

MOBILIZATION PLAN:

This does not pertain to USMA when the question is asked about key or emergency essential positions.

OBLIGATED POSITION:

An obligated position is a position that the employee leaving the job has return rights to.  Typically this occurs when you have an employee who has accepted a position overseas for three to five years or the employee has left government service to enter the military.  The SSN requested pertains to the employee who left the position.  There may be some situations when you have the employee leaving the position has no entitlement to return rights, but the employee prior to that did.  You will then have to obtain the SSN of the former employee to complete this entry.

OFFICE OF PERSONNEL MANAGEMENT:
Our servicing OPM office is located in Philadelphia, PA.  Using OPM as a recruitment source is similar to using the DEU.  However, we recruit using OPM for occupations and grade levels which the DEU does not have delegated authority to hire.  OPM will announce positions, which are open to anyone.  OPM evaluates candidates and refers not more than three applicants for a position.  The “Rule of Three” applies to DEU positions as does Veterans Preference and Spouse Preference.  This means that selections must be made from the top three candidates, keeping in mind that a candidate with veteran’s preference cannot be bypassed to select someone without preference.  Veteran’s preference may cause only one name to be referred to the selecting official.  Applications are mailed to OPM not the NECPOC.  Permanent, term and temporary positions are filled using OPM.  See your personnel advisor for details on which occupations are filled by OPM.

OUTSTANDING SCHOLAR:

Applicants must have college grade point averages of 3.5 or better or must have graduated in the top 10% of their class.  This program can only be used for specific series (typically of a professional or administrative nature).  You can only apply for such positions at the GS-05 or GS-07 level under this program.

PAID INTERNET POSTINGS:

If you choose this option as a method of recruitment, be aware of the following: 


a.  Professional medical position advertising is paid for the MEDCELL at the NC CPOC.


b.  Advertising covering positions used USMA wide is paid for by the CPAC subject to fund availability.  More specialized advertising is also paid for by the CPAC based on funds availability.  The CPAC receives funds from the C/S to cover such recruitment expenses.


c.  Advertising for special types of positions such as Civilian Faculty is paid for by the activity.  

PAYROLL OFFICE:

Our servicing payroll office is Charleston until early May.  The appropriate answer beginning 5 May 02 will be Denver.

PERMANENT CHANGE IN STATION PAYMENT:

This pertains to whether or not you are willing to pay to move someone to USMA.  Entitlements vary depending on whether it is a first time move in the government or not.  You should consider whether you have an adequate applicant pool locally before making this decision.  First time moves are only appropriate for hard to fill positions (i.e., Faculty, Medical, Engineering).  Funds for such moves are paid for by DRM but funds are limited.  You should coordinate with DRM before making a determination regarding paying PCS moves, as a statement needs to go into the vacancy announcement stating whether or not PCS costs will be paid.  If DRM doesn’t have funds available, you should discuss available internal funds with your Resource Advisor.

PERSONNEL DEMONSTRATION PROJECT:
USMA is not involved in any Personnel Demonstration Projects.

PHYSICAL REQUIREMENTS:

If you have an unusual physical requirement and it is not listed on the drop down menu, add it in the notepad in Modern DCPDS.

POSITION DESCRIPTION NUMBER:

If you are establishing a new position, you must create a position description using FASCLASS.  As a result of this process, a number will be provided to you and should be input here.  See your personnel advisor for assistance using FASCLASS and creating a new position description.

POSITION SENSITIVITY:

Contact your personnel advisor if you are not sure what type of sensitivity is assigned to your position.  This is tied to the type of security clearance required by the position.  CIPMS pertains to employees that have GG as their pay plan and work in security functions.

PREMIUM PAY: 

Additional compensation for regularly scheduled overtime, or Sunday work, and standby duty normally applies to positions such as firefighters. 

RECRUITMENT BONUS:  

This bonus must be coordinated with the CPAC prior to initiation of the RPA.

RETIREMENT:

Retirement Mandatory is a mandated retirement used at USMA for Firefighters based on their age.  Retirement Disability is based on approval by the Office of Personnel Management.  

SEPARATION INCENTIVE:

This bonus must be coordinated with the CPAC prior to initiation of the RPA.

SES:

USMA has no Senior Executive Service Positions (SES).  Do not select options pertaining to SES.

SHIFT WORK:

You will need to define the specific shift hours in the comments question at the end of the appropriate gatekeeper checklist page.  You only will click on yes when the question is asked.

SPECIAL LICENSES:

You will need to address the special type of commercial driver’s license required in the notepad of the RPA.  If you require any special license or certification not listed, select other than you must list it in the notepad of the RPA.

STANDARD WORK CENTER CODE (SWC):
This information is listed on the TDA.  This information is to the right of the AMS code on the TDA and consists of three letters.

STUDENT CAREER EXPERIENCE PROGRAM:
The SCEP program is a formally structured program which requires a written agreement by all parties involved (student, school and employer) as to the nature of the work (related to the student’s schooling), continuation in school and successful completion of the program.  Students in the SCEP program may be converted to a permanent position upon completion of their education and their experience (subject to position availability).

SUPERVISORY STATUS:
Definitions:  1 – Supervisor (when the employee’s official title includes the word supervisor and the employee serves as a first level supervisor), 2 – Supervisor (when the employee’s official title includes the word supervisor and the employee serves as a second level supervisor), 3 – Manager (when the employee’s official title includes the word manager), 4 – CSRA Supervisor (when the employee performs supervisory duties but the title doesn’t reflect it), 5 – Management Official (CSRA) (when the employee performs management duties but the title doesn’t reflect it), 6 – leader (of blue collar employees), 7 – team leader (GS), 8 – Non-Supervisory, 9 – Program responsibility (define)

TEMPORARY POSITIONS:

Temporary positions are positions that have a time limit of one year or less and do not entitle the incumbent to benefits.  Temporary positions are recruited using only DEU or OPM (depending on the occupation).  The only temporary positions that are recruited using a local vacancy announcement are those in the excepted service (e.g., Emergency hires, Student Temporary Employment Program, and Veterans covered by special appointing authorities).

TEMPORARY PROMOTIONS:
Temporary promotions require competition after 120 days to be continued.  Temporary promotions may be announced as having the potential to become permanent in certain circumstances.  Contact your servicing advisor for assistance in answering these questions.  Also check the AFGE union contract effective 4 June 01 for the limitations regarding temporary promotions.

TERM POSITIONS:
Term positions are positions that have a time limit beyond one year and entitle the incumbent to benefits.  Term positions are recruited using only DEU or OPM (depending on the occupation).  The only term positions that are recruited using a local vacancy announcement are those in the excepted service (e.g., Civilian Faculty positions).

VACANCY ANNOUNCEMENT:
USMA has standard time frames for how long our announcements are open (two weeks).  Only input information regarding how long an announcement should be open if you are announcing your position through the Delegated Examining Unit (DEU) or the Office of Personnel Management (OPM), otherwise state USMA standard.  

If you want both your internal announcement and your external announcements (DEU/OPM) opened at the same time, you should say yes to the question:  Should we coordinate the opening of this vacancy announcement with other recruitment activities you are conducting?

WORK SCHEDULE:
Do not choose the following options:  Baylor Plan, Not Applicable (AGR only)
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CPAC Bulletin

CIVILIAN PERSONNEL

BULLETIN

UNITED STATES MILITARY ACADEMY

WEST POINT, NEW YORK   10996

____________________________________________________

25 April 2002                                                                                                                          Number 02-S2

____________________________________________________

CPAC POINT OF SERVICE TEST

1. In February we published the Army Civilian Human Resources FY 01 Annual Evaluation Report (Civilian Personnel Bulletin 02-13).  We have addressed some of the issues that are of concern to you and your employees in earlier Civilian Personnel Bulletins.  On April 29, the West Point CPAC will partner with our NECPOC Branch to test a concept that we hope will improve both the quality and the timeliness of personnel actions.  We plan to shift our advisory services from the CPAC to your activity.  In other words, we will come to you much more frequently.

2. The electronic Request for Personnel Action (RPA) replaced the old Standard Form 52.  The RPA is the key to generating a personnel action in the Modern Defense Civilian Personnel Data System (MDCPDS).  Accompanying that RPA is an electronic checklist (called a Gatekeeper Checklist) that tells the personnel specialists at the Aberdeen Northeast Civilian Personnel Operations Center (NECPOC) what they need to know to process the action.  

3. Until now the creator of the RPA (supervisor, manager, or administrator) created the RPA and the Gatekeeper checklist and forwarded them through their resource manager, then to manpower and budget staff.  The budget staff forwarded the action to the CPAC.  The CPAC advisor reviewed the action for errors and forwarded it to the NECPOC for processing.  Sometimes it was necessary to contact the originator to determine what was intended or advise on various aspects pertaining to the action.

4. MDCPDS is a complex and somewhat unforgiving system.  It is frequently necessary to make changes in the RPA or Gatekeeper.  Even when the action is letter perfect, your CPAC advisor is often able to provide advice that will speed processing or improve the quality of the result.  For example, if the RPA seeks to fill an impending vacancy, the CPAC advisor will be able to give the originator an idea of how wide a net will need to be cast to find a replacement.  Will you need to go beyond local merit promotion?  Is a paid advertisement in the local newspaper a good idea?  Is the grade of the position right for recruitment, or would it make sense to get lists of candidates at several grade levels?  A discussion of these and a number of other issues will often result in a better list of candidates and will provide the selecting supervisor with a replacement employee in the shortest possible time.  

5. The advice suggested in the example above will not change during the test.  What will change is where and when that advice is provided.  Beginning 29 April, the CPAC advisor will assist the RPA creator at the time the RPA is first created, at the worksite where it is created.  The advisor will discuss the action, make suggestions, help you work your way through creation of the RPA and the Gatekeeper checklist, and answer any questions you may have.  Once the action is ready, it will be forwarded through whatever internal stops that are necessary, in accordance with your current procedures.  From the last stop, which for most actions is the DRM, it will go directly to the NECPOC.  

6. By moving our quality control role to the beginning of the process we hope to avoid the back and forth that often occurs with particularly complex or confusing actions.  The time each RPA spends in the CPAC will, of course, be completely eliminated, since the actions will no longer be routed through the CPAC.  Because your personnel advisors will be spending more time in your organization, they will be available to assist you and your employees with other personnel questions and concerns.  For example, employees with questions about accessing the Army Benefits Center (ABC) will be able to sit with the advisor to access the system without traveling to the CPAC.

7. Since we are conducting the test for Army, we will be paying close attention to a number of indicators, to see if the test has the desired effect.  We will be looking at the time it takes to fill vacancies, the number of RPAs that are received by the CPOC without errors, the number of RPAs returned for correction, the number of phone calls the NECPOC receives from managers and employees (instead, we hope you will call the CPAC), the time it takes to process disciplinary actions, and a number of other things.  We will also review comments from you, our customers.  We really would like to hear how the test is working from your point of view.  Please send your advisor your comments, but include me on the copy line, or send the comments directly to me.  My e-mail address is michael.heller@usma.edu.  

8. Because this is a test, we have the opportunity to materially affect the process we are testing.  For example, all of the gatekeeper checklists are being revised.  If you have ideas for improving them, let us know so we can suggest additional changes.  

9. We need your help in one other way.  We have no way of knowing when you plan to initiate a personnel action.  Since we will be in your office more frequently, it will be relatively easy for us to schedule time to sit with you while you process an action.  But only if you tell us!  Advisors will be checking their voice mail and e-mail accounts frequently.  If you are unable to reach your advisor, call 938-3943 and ask to speak with a chief or with me.  We’ll find someone who can respond quickly.  Remember, our goal is to improve timeliness and quality.  If you don’t see the results that way, we will need to make adjustments.  We are very excited by this opportunity to make a substantive difference in what has become a bureaucratic and confusing process.  Our partners at the NECPOC are also excited and have promised to do whatever it takes to help us make this a success.  By letting us know of your plans you will help us ensure that this improves service to you.







MICHAEL S. HELLER







Civilian Personnel Officer

DISTRIBUTION:

1 – ea supv.

Appendix G

Advisor Training Aid

USING ART/MDCPDS

Https://neregion.apg.army.mil/ART
15 May 2002

1.  Know your user account names – list is attached.  (Make sure email addresses are updated now that Resumix referral lists will be forwarded to the supervisors directly).

2.  Ask how long it has been since user has logged into ART/MDCPDS.  Passwords must be changed every 90 days.

3.  Know how to get the accounts reset if the user is locked out.  Email the helpdesk at the CPOC (modern.helpdesk@cpocner.apg.army.mil) for reset.  In the event you do not receive an immediate response, make sure you have phone numbers for the CPOC POC with you.  The CPOC will need to know which account you want reset (ART vs MDCPDS) and the user name.  Most times they will be able to reset while you are on the phone with them.

Conte, Kathy - USMA
Information Services Division
0112

Mattern, Margaret
Information Services Division
0244

Teigue, Hal
Information Services Division
0091

4.  Sometimes even after the account is reset, you will have difficulty getting to both CSU and MDCPDS.  You will encounter a Windows NT logon screen.  You should not even try to login to this screen.  You will need to contact your CPOC POC to have this fixed.  It will take about 15 minutes or so to do.  

5.  To use gatekeeper after creating an RPA, the RPA must have first been saved.  Do not leave gatekeeper open after you use it once and then return to MDCPDS – or else you have to refresh to see your action.  If you can’t see the action in the gatekeeper checklist after waiting a little bit, you need to contact the CPOC POC as there is an error in the system when tying gatekeeper to MDCPDS.  They can fix it quickly.

6.  You need to know the routings typical of your activities (who is an initiator, authorizer, resource advisor, manpower and pay approver) in order to advise the user on where the action needs to be sent.  You need to know if the resource advisor expects the user to input manpower information on the gatekeeper or not.

7.  If you can’t see the employee in MDCPDS, there is a good chance that employee is sitting against an org code that the user doesn’t have access to.  You will need to look up the employee with your account using employee data to see what the org code is.  This happens most frequently when we have DA interns in organizations.  Sometimes the problem is because the employee is not in the system yet (newly hired).

8.  You can delete an action by selecting the red X in the RPA screen.  However, if the employee is no longer in that organization, you will not be able to do this.  You will have to remove the employee’s name from the screen.  The personal data will then disappear and then select the red X to delete.  NOTE:  when deleting an action, the CPOC has requested that we clear out all of the data on the record first.

9.  When creating certain types of actions, the to side incorrectly populates.  You should have the user delete the position title in the to side and then put your cursor into another block.  Everything then should disappear on the to side.  If not, delete that information as well.

10.  Make sure no one is inputting not to exceed dates in the CPOC section of the RPA.  It is causing problems with the CPOC.

11.  If you are using CSU or employee data to look up an employee, be aware that if they are also NAF employees (flex), they usually don’t come up.  This is being fixed at DA.

12.  There are RPAs that are created by the CPOC that you may have to show to the user or lookup when asked about.  Numbers will look different, for example:

Completed NPAs 
Eff Date
Status
NOA(1)
NOA(2)
Accept Signature
Request Num
Action Dt
App Date

1/13/02
C
894 
 
Donald P. Taylor 
MSL103813-220 
1/13/02 
1/13/02 

System generated actions include annual pay adjustments, WIGIs, corrections, cancellations, conversion to career status.  

13.  When looking at award actions in employee data, they look like this:

Cancelled NPAs 
Eff Date
Status
NOA(1)
NOA(2)
Accept Signature
Request Num
Action Dt
App Date

1/9/02
X
840 
 
James R. Hanssen 
02JAN4BRCPAA00073972 
1/9/02 
1/9/02 

For some reason, awards always show up as cancelled, however, they have been processed and approved and NOT really cancelled.

14.  Sometimes you have actions that look like they should be fine – they are approved and listed as completed in the employee data.  However, if you look under pay rejects in employee data, you might find something like this:

Pay Data: Rejects In
Full Name
BOLLINGER ARLEEN E 
         
PP-SERI-GR
GS-0332-07 

CPAC Location
WEST POINT 
         
Division/Branch
2/F 

Org_component
BRMAW1FBAADLBD 




Command
US Military Academy 

PAY_PERIOD_DATE
2002-04-12 
         
PACKAGE_ID
5429 
Reject_id
6590 

PAYROLL_OFFICE_ID
Charleston (CA) 
         
SSAN
185429199 



NOA
002 
         
NOA_EFF_DATE
2002-01-13 



REJ_SSAN
 
         
NAME_PERS_1ST_TWO
## 



NTR_ACTION_PERS_2
894 
         
ACTION_2_EFF_DT
1/13/02 



Reject Message
Reject Text
Reject Data

UNABLE TO PROCESS - NOA NOT COMPATIBLE WITH PRIOR TRANSACTION/DUPLICATE PERSONNEL TRANSACTION The input NOAC does not correspond with any prior transaction: Most commonly received as a result of a subsequent extension or termination action. Generally, payroll maintains 13 pay periods in their current database If the effective date on a non-permanent action was prior to the 13 pay period timeframe, it may no longer be on the active pay file. EXAMPLE: If the error is no NOAC 932 (Termination of Detail), DCPS does not have this employee on a detail NTE. If the 932 is valid, contact the payroll office for manual assistance. Duplicate Transaction: The combination of NOAC and effective date have already been processed in the payroll file. Validate via on-line query for DCPDS and DCPS view and/or contact payroll office for verification.
(M5E) BASIC SALARY
 

UNABLE TO PROCESS - NOA NOT COMPATIBLE WITH PRIOR TRANSACTION/DUPLICATE PERSONNEL TRANSACTION The input NOAC does not correspond with any prior transaction: Most commonly received as a result of a subsequent extension or termination action. Generally, payroll maintains 13 pay periods in their current database If the effective date on a non-permanent action was prior to the 13 pay period timeframe, it may no longer be on the active pay file. EXAMPLE: If the error is no NOAC 932 (Termination of Detail), DCPS does not have this employee on a detail NTE. If the 932 is valid, contact the payroll office for manual assistance. Duplicate Transaction: The combination of NOAC and effective date have already been processed in the payroll file. Validate via on-line query for DCPDS and DCPS view and/or contact payroll office for verification.
(M5F) LOCALITY ADJUSTMENT
04861  

UNABLE TO PROCESS - NOA NOT COMPATIBLE WITH PRIOR TRANSACTION/DUPLICATE PERSONNEL TRANSACTION The input NOAC does not correspond with any prior transaction: Most commonly received as a result of a subsequent extension or termination action. Generally, payroll maintains 13 pay periods in their current database If the effective date on a non-permanent action was prior to the 13 pay period timeframe, it may no longer be on the active pay file. EXAMPLE: If the error is no NOAC 932 (Termination of Detail), DCPS does not have this employee on a detail NTE. If the 932 is valid, contact the payroll office for manual assistance. Duplicate Transaction: The combination of NOAC and effective date have already been processed in the payroll file. Validate via on-line query for DCPDS and DCPS view and/or contact payroll office for verification.
(M5E) BASIC SALARY
 

UNABLE TO PROCESS - NOA NOT COMPATIBLE WITH PRIOR TRANSACTION/DUPLICATE PERSONNEL TRANSACTION The input NOAC does not correspond with any prior transaction: Most commonly received as a result of a subsequent extension or termination action. Generally, payroll maintains 13 pay periods in their current database If the effective date on a non-permanent action was prior to the 13 pay period timeframe, it may no longer be on the active pay file. EXAMPLE: If the error is no NOAC 932 (Termination of Detail), DCPS does not have this employee on a detail NTE. If the 932 is valid, contact the payroll office for manual assistance. Duplicate Transaction: The combination of NOAC and effective date have already been processed in the payroll file. Validate via on-line query for DCPDS and DCPS view and/or contact payroll office for verification.
(M5F) LOCALITY ADJUSTMENT
04861  


Remarks 

LAST REPORTED ON : 13-APR-2002 03:45 

[image: image15.png]



Therefore, you need to contact the CPOC to find out what is going on.  This action will not be corrected until these errors have been taken care of.

15.  ART tools with the exception of gatekeeper list are always up to 24 hours behind.  Refresh takes place every night.  You have received instructions previously on how to look up referral lists that have been issued.  To look up actions for your organization, you can do the following:
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Make sure you colorize by total time in management.
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Select smart number
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Click on the appropriate smart number for your activities.
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You can either view by inbox type (for example, manager) or by smart number.

[image: image20.png]A Amy Regional Tools - BRCPAASPCO01 - Microsoft Internet Explorer

SReBAZ

Army Regional Tools

Backto Previous Page

Inbox Statistics

Fill Recruit Actions - All Colors - Colorized by Time in Management
Region = NE - Status = OPEN - Smart# = 4BRMCAAQD
Sorted By

PP-
Seri-
Gr

Effective
Date

Current
Tnbox.

Resp

5-Feb-

MERMCAAD) mn mEnDZ

‘08 - Myers,
oradin

5
taffing

2 Az C
fease v.

WBRMCAAN 3 o

‘05 - Corder,

fenda

Open
of

2. Apr0Z C
hatis.

nns 7,

‘08 - Myers,
oradin

8- Open
of

2-Apr0Z C
ouh.

MBRMCAAD pgre,

-
o

e

‘08 - Myers,
oradin

5
taffing

5 (®)2Fen
MERMCAAD) 2 mn,mﬁ?u

‘08 - Myers,
oradin

5
taffing

2 AprlZ
tease v.

=3 24Feh-

MERMCAAD) 61010602

‘08 - Myers,
oradin

B [ILFeb-

MERMCAAD) 610100002

‘08 - Myers,
oradin

2 AprZ C
fease v.

MBRMCAAD JlLEeE,

‘08 - Myers,

10-Apr0z T

fapplicants i3]





You can see what is in this account.  You can tell the number of the RPA; # of days in mgmt, CPAC, and CPOC boxes; action requested; PP-series-grade, tentative effective date; where action is now (within 24 hours); current event and notes.  
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This is at the bottom of the screen, and gives you useful statistics.
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If you go in looking for actions in the manager’s inbox, you will see what is there within last 24 hours.  Note: if you see actions that are old (e.g. 187 days), you need to have the activity kill them in the system.  

16.  Sometimes your activity won’t be able to find an action.  

“There were two BRIM numbers I could not find in “MODERN”.  Is there any way the system can tell me where they went?”  

IS87863
DeMaro
Recruit/Fill
Not found in MODERN
1 July 2002

IS88273
Lynn
Recruit/Fill
Not found in MODERN
1 July 2002

If you can’t find them using RPA tracker or inbox statistics, you should check in cancelled actions.  These actions turned out to both be actions cancelled by the CPOC, even though the activity didn’t realize they were cancelled. 

ACCESSING YOUR EMAIL FROM ANOTHER COMPUTER

1.  Make sure your computer is off in the office.

2.  Go to webmail.usma.edu

3.  First logon is the logon you use on your own machine, for example:  yc1799.  The password is also the same as what you use on your own machine.

4.  The next logon is usma.staff1/y*****.  The y**** is whatever you used in step number 3.  The password is the same as step number 3.

5.  This is what you now see:
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Anything you save here, will be on your own machine when you return to your desk.

