PERSONNEL SYSTEMS LOCAL GUIDANCE

USER ID/PASSWORD – Your AKO account ID is your user name for Modern, ART, and CSU – example:

AKO Email Address:  chris.trego@us.army.mil
Modern User Name:  CHRIS.TREGO/MGA (OR MGR)

ART/CSU User Name:  CHRIS_TREGO

In the event you need to have your password reset please complete the information at our website under the HR Systems pull down and select Account Maintenance an we will get your password reset ASAP.  Our website is http://www.swf.usace.army.mil/swd-cpac/ .

COMPLETION OF RPA

To begin the process you will need to log into Army Regional Tools (ART), select from the main menu External Applications II, then Central Site, and finally  Central Site DCPDS.   The ART icon is being provided in the event you do not have the program loaded on your desktop.  You can copy the icon to your desktop or  you can create a shortcut on your desktop to point to the following  location:  https://147.216.50.33/art/default.asp.   
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Once logged into Modern DCPDS you will select  “Request for Personnel Action”  and then select the type of Request for Personnel Action (RPA) you wish to process.  Remember all actions having to do with a salary change are included under “Salary Change”.   Example - Quality Step Increase is located in that area versus the Awards option.  
NOTE:  Very little information is required on a Request for Personnel Action (RPA) since  the majority of  the information needed for processing of a RPA is on the Gatekeeper Checklist discussed below.   

Following are the additional steps required to process a RPA in Modern DCPDS once you are logged into Modern DCPDS and have selected the type of RPA you are going to process.  

Remember that if  you are the originator of the RPA to use the Save [image: image2.png]


 from the Tool Bar and select “YES”  when the pop up window asks “Do you wish to route the Request for Personnel Action now?”  Then you will select “Save and Hold in Personal Inbox”.  If the person creating the RPA does not follow those steps then they will not be able to track the action in Modern DCPDS.   

The “Save and Hold ..” in subsequent Inboxes is not necessary.  

The action must also be your Modern DCPDS Inbox in order for you to complete any portion of the Gatekeeper Checklist.  Otherwise you will only be able to view the Gatekeeper Checklist.  

Page 1 – Complete the following on the RPA –

Part A, Item 3 – For Additional Information – Insert a portion of the person’s name and enter.  A pop up window will then appear and allow you to make a selection.  The person entered must have a Modern DCPDS account otherwise their name cannot be entered.   

If any of the information shown for the person such as telephone number or title is incorrect then go to the CPAC homepage,  use the HR Systems pull down and select Account Maintenance and indicate any required revisions.    The web site is  http://www.swf.usace.army.mil/swd-cpac/ .  This same procedure applies for correction to information for Action Requested By and Action Authorized By blocks.  

Part A, Item 4 – Proposed Effective Date – Use the List of Values Button [image: image3.png]


 (LOV button) from the tool bar to select a date (generally should be the beginning of a pay period).  Do not select ASAP.

Part A, Item 5 – Action Requested By – Use the LOV button to populate the field.

Part A, Item 6 – Action Authorized By – Use the LOV button to populate the field.

Part B, item 5a – Using the LOV button select the Nature of Action Codes (NOA) that describes the action you are requesting.  Be sure to choose a 3 digit code since the other codes do not apply to Army.   There are a few NOAs that you will not see and if that is the case then just describe what action you are trying to process on Page 4, Part D – Remarks by Requesting Office.  Examples:  Conversion, Change in UIC or AMS Code, etc.  

Page 2 –  The only time you are going to complete anything on this page is when you are processing an award and then you will enter the amount of the award in the “Award” block and then in the “UoM”  block enter either M for money or H for hours.  

Page 3 – Leave blank.

Page 4 – 

Part D – Remarks by Requesting Office – Use this block to provide additional information.  Examples:  

a. Provide an explanation for the purpose of an award and periods covered 

along with the CEFMS PR&C number.  

b. Name Request – if your action requires no competition.

c. PPP Option Codes – If desired.  Purpose and link to choices explained on page 

20 of this document. 

d. Enter the Office Symbol for the organization the action is being processed for.

e. If the action is for a work schedule other than full time then enter the number of 

hours per pay week the employee will work.

f. Supervisory Code can also be entered here if desired.   The Classification Team 

at the CPOC should pick it up from the Job Description.  Explanation of codes shown on page 10 of this document. 

Part E – Employee Resignation/Retirement – Self explanatory.  Reason and Forwarding Address are only required for a resignation or retirement.

Most actions require a Gatekeeper Checklist.  Once you have completed the appropriate blocks of the RPA you will need to minimize Modern DCPDS and select Gatekeeper Checklist from the Main Menu of ART.  You will see all the RPAs that are currently in your Modern DPCDS Inbox.  If there is a radio button in front of the RPA then you will need to complete the questions on the Gatekeeper Checklist for the action.  
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Once finished select the Status Button by the RPA number  to ensure all portions are completed.  Each of the Checklist Modules is hyperlinked therefore you can just select the portion that is incomplete and complete it from this window.    Example below:  

Top of Form

	User Name: 

	Request Nr: 03MAR8HBM

	Action Requested: REASSIGNMENT

	Current

	Checklist
	MGR
	RMO
	CPAC

	Position Decision 6
	Complete
	Not Applicable
	Not Applicable

	Position Data for Edit
	Complete
	Not Applicable
	Not Applicable

	Reassignment RPA
	Complete
	Not Applicable
	Not Applicable

	RM Data for Edit
	Complete
	No Questions Answered
	Not Applicable

	Status Key

	Y
	Complete

	P
	Partially Complete

	N
	No Questions Answered

	X
	Not Applicable


Now you will need to go back into MODERN DCPDS and select the [image: image5.png]


 save button and route the RPA to the next person you wish to route the action to.  Once the RPA has been routed to all the necessary employees within your District/Division the action will then be routed directly to the SW CPOC (no longer will actions be routed to the Southwestern Division CPAC).  With the exception of awards the direct routing is done by the Resource Management Office since this is the last office in the organization to have to complete any input that may be required on an RPA and the associated Gatekeeper Checklist.    

Requests for Personnel Action (RPA) for Awards are to be sent directly to the SW CPOC at the group inbox  XYZ-8CFB4_AWARDS/COS and all other actions are to be sent to the group inbox  XYZ_8CFB4_INBOX/COCD. 

Note:  RPAs for retirements are to be sent to group inbox  ABC-C-8_INBOX/COP.
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