ROUTING REQUEST FOR PERSONNEL ACTION (RPA) TO A PERSON IN MODERN DCPDS

[image: image1.png]People

.

[DserNare Full Nae: Feouester _Authorzer Persornelst  Aooiover  Fevewsr
COSTAM/MGA AcostaMartha L o
KINDAYD/COPN  Akindayomi L Ethel @ @ @ @ 7
LANDRY/MGR Landy, COL Alan a a
LEXANDP/COSN  Alesander Paticia G a a a a
LLBRIGC/COPN Albight Charlene M @ @ @ @
LLENP/COPN Allen Palicia & a @ @
LVAREZIDMGR  Alvarez, COLJohny D @
LWILLIAMGA ‘Willams Malcoln E

NDERSON/COSN_ AndersonMattha K
NDRASCHKO/MGR  Ancraschko, COL StevenL

NDRED/COSN Andre Oiivia a @ @
NNEND/MGR Annen COL David M a
RROYDA/COPN Artogo Aritiony M @ @ @
TKINSOS/MGR Atkinson, COLSid W @
[BACONE /b Bacon Elzabelh P @
[BACONPMMGR BaconPhylis R @ @
[BACONPR/RMM BaconPhylis R @ @
[BACONR/MGA BaconRomona K a

it R Hatte. P

Find 13 Cancel





To route an RPA, click “ACTION…SAVE” from the Menu Bar at the top of the window while the RPA is displayed on your screen.  (Note:  you can also click the Save icon on the Toolbar).  Click “Yes” when asked “Do you wish to route the Request for Personnel Action now?
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The Routing window displays.  Click on “Select Person”.  Click once in the white area of the Select Person box if the Routing People window does not display.
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The Routing People window displays.
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Type in part of the name after the % sign in the “Find” request area.

Click the <Find> button.
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The results of the “Find” request are shown.  Any User Name or Full Name  that contain “co” anywhere will be displayed because the % sign was before the name.
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Type in part of the name before the % sign in the “Find” request area.

Click the <Find> button.

[image: image7.png]PZ SWRMODERN - Citrix ICA Client _[CIx
@ T

heton. Edt Quey Go e g W
¢EPv] 2R KEES @l R BEE
Message = ‘ B
fa
Dt S e e e e
BOHRPLME/CPG  CobbLuah il
A
]

o | Find [
Choict
Court





The results of the “Find” request are shown.  Any User Name  that begins with “co” will be displayed because the % sign was after the name.
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You may wish to refine your search by using more of the name.  The name is typed after the % sign.
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The results of the “Find” request are shown.  Any User Name or Full Name  that contain “cobb” anywhere will be displayed because the % sign was before the name.
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The User Name for most of the Southwestern Division users will be the same as the CEFMS User Id.  To find the User Name for Southwestern Division use m0, Fort Worth - m2, Galveston - m3, Little Rock - m4, and Tulsa - m5.
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The results of the “Find” request are shown.  Any User Name that begins with “m3” will be displayed because the % sign was after the name.
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