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CHRMA, November 2002

Frequently Asked Questions and Answers
Q: "I am a supervisor and need to set up a FASCLASS account, where do I go?"

A: Go to the CHRMA Home Page at http://www.chrma.hqusareur.army.mil 

· <Click> on FASCLASS

· <Click> on Managers/Supervisors Login

· <Click> on the ‘To request a FASCLASS ACCOUNT’ link

Q: "I have a FASCLASS account but I forgot how to log on to the system, where do I go?’

A: Go to the CHRMA Home Page at http://www.chrma.hqusareur.army.mil 

· <Click> on FASCLASS

· <Click> on Managers/Supervisors Login

Q: "I do not have a FASCLASS account but want to search for my PD or any other PD/position data. Can I do that without a FASCLASS Account?’

A: Yes. Go to the CHRMA Home Page at http://www.chrma.hqusareur.army.mil 

· <Click> on FASCLASS

· <Click> on General FASCLASS Access

Q: "I have a FASCLASS account but I forgot my login name, where do I go?’

A: Go to the CHRMA Home Page at http://www.chrma.hqusareur.army.mil 

· <Click> on FASCLASS

· <Click> on Managers/Supervisors Login

· <Click> on ‘Have a FASCLASS ACCOUNT, but forgot your Login Name?’ link

Q: "I have a FASCLASS account but I forgot my password, where do I go?"

A: Go to the CHRMA Home Page at http://www.chrma.hqusareur.army.mil 

· <Click> on FASCLASS

· <Click> on Managers/Supervisors Login)
· <Click> on ‘Forgot Your Password?’ link

Frequently Asked Questions and Answers – continued:

Q: “How do I change my password? The system prompts me to change my password before proceeding when I log in."

A: Go to the CHRMA Home Page at http://www.chrma.hqusareur.army.mil 

· <Click> on FASCLASS

· <Click> on Managers/Supervisors Login

· <Follow> the instructions on page 4 of the Starter Kit

Q: "I created a FASCLASS PD and the email was sent to the classifier CPOC.  At what point will CPOC begin the review/verification process of the PD?"

A: The review/verification of the PD will not begin until the RPA is received in the CPOC. Although the PD may be at the CPOC, many things could happen to the action between the time the supervisor initiates the RPA and the time that it arrives at the CPOC.

Problems & Fixes
PROBLEMS
FIXES

I am a manager/supervisor and would like to edit a PD. My search result came back to me with “No records were selected. Reenter criteria and try again.”
As a manager/supervisor you are not authorized to edit verified PDs. With the next system release the response message will be more specific. NOTE: You can only edit or delete PDs that you created and have not been verified at the CPOC by a Classification Specialist.

I am an employee at the GS-11 level or above. I have a new PD but cannot find it in FASCLASS.
PDs are only visible if your supervisor completed a training needs survey. Contact your supervisor and ask him to complete the survey.

I am a manager and the CPOC Classification created a new GS-11 or above PD. It is verified by Classification but I cannot find it in FASCLASS.
Verified GS-11 and above PDs are only visible outside of the personnel arena when the training needs survey is completed by management. You should have received an email from your classifier providing the PD number and the direct link to the PD. Please complete the survey.
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Send an Email message to your senicing CPOC Classifie, as a reminder to verify new PD.
Then click Send Email

Servicing CPOC Classiffer:
Send Email
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I am a manager and created a new GS-11 or above PD, saved it but can’t send it to CPOC. The send an Email option is not available as it is for PDs at GS-10 and below.


For GS-11 and above PDs, completion of the training needs survey is required in order to send it to CPOC Classification for verification. Please complete the survey, then the send an Email option will be available.

I recently moved from CONUS and have a FASCLASS account but cannot log on to the system.
Your FASCLASS account needs to be modified. Please follow the instructions outlined in the FASCLASS Starter Kit on page 6.
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