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Purpose and
Use of this
Guide

What are
Army
Regional
Tools (ART)?

Introduction

This guide provides systematic, step-by-step instructions for using the tools available
in ART. The guide is for use by Civilian Personnel Advisory Center (CPAC) staff
members, Civilian Personnel Operations Center (CPOC) staff members, managers,
supervisors, resource management officials, administrative officers, commanders,
and other designated users.

ART is an integrated, web-based package of applications and links providing access
to various automated tools needed to manage the Army civilian workforce.

- ART has its own built-in applications to assist managers and other users in
managing the civilian workforce. These include tools to view employee,
position, and organizational data, tools to assist in requesting and tracking
personnel actions, and many others.

The ART main menu also provides links to a number of centralized and
external civilian personnel management applications, including DCPDS, the
CSU Application, FASCLASS, and the SF50 History Database.

See the table below for a brief description of the current tools:

ART Main Menu Description

Selection
Central DCPDS Links to DCPDS and to the DCPDS Desk Guide (how to
11i, Central guide for end users).

DCPDS 11i Desk
Guide

Centralized
Applications

Links to ANSWER, CHR Army Based Costing (ABC),
FASCLASS, SF50 History Database, and Web Based
Referral.

Employee Data

Provides access to data about employees and their position,
organization, and personnel actions.

External Links to the CSU Application

Applications Il

Gatekeeper Automated checklist that prompts users to provide
information relevant to requested personnel actions. Specific
Gatekeeper Handbooks are available on the CHRA
Homepage, under DCPDS, Army Regional Toolset (ART).

Helpdesk Non-Personnelists — Please do not use this tool, it is not

applicable to OCONUS
CPOC Personnelists and CPAC PSMs Only
(Separate guide is available on the CHRA Intranet)

Inbox Statistics Il

Provides information on timeliness of processing personnel
actions (formerly known as the Red-Amber-Green report).
This tool can provide consolidated information by region,
CPAC location, Command, Inbox Sub-Type, or Inbox Type. It
also provides access to individual RPAs.

My Stuff

Personnelists Only.

NPA Tracker

Tracks NPAs (SF50s) processed in DCPDS. Provides NPA
data, related information (e.g., position data), status, and
history.




Relationship
to DCPDS

ART Users

ART Main Menu
Selection

Description

OPF Tracker

Personnelists Only.

OPF Tracker is a link to the OPF Tracker application, which
is a tool, used by CPOC and CPAC staff to keep track of the
location of employee Official Personnel Folders (OPFs).

Organization
Structure

Provides information about organizations, i.e., number of
organizations, vacant and encumbered positions, etc.

Pay Data

Provides pay data information such as IVRS interface
problems, pay data rejects, pay data reverse interface
problems, and pay data transaction (W3L) reports (primarily
for CPOC users).

Pay Problems

This chapter is under development.

Phone and Email
List

Provides phone number(s) and email addresses of ART
users in the region. They can be searched by command,
user type, CPAC (installation), or name.

RPA Tracker Tracks RPAs processed in DCPDS. Provides RPA data,
related information (e.g., position data), status, and history.

Review and Provides management information such as supervisory

Analysis ratios, PATCO (professional, administrative, technical,
clerical, other) breakdowns, minority/non-minority and
male/female statistics, etc.

Suspenses Provides information about upcoming personnel action

suspenses such as expiring appointments, expiring
temporary promotions, within grade increases coming due,
etc.

DCPDS is the system of record for Army civilian personnel. Army Regional Tools
(ART) has a direct interface with DCPDS which provides both real-time information
and information that is refreshed during overnight updates, depending on the tool.
See the sections on specific tools to for more information.

Anyone who has access to DCPDS and CSU can get access to ART. As with
DCPDS, different users have access to different tools within ART and to different
sets of records. Supervisors and managers will have access to information for their
subordinate employees only. CPAC personnel can only access information relevant
to serviced activities at their installation. ART is a web-based program; therefore,
users need a browser to access ART.

The Information Systems Division of each CPOC controls the levels of user access.
The following is indicative of typical user access:
CPOC and CPAC Personnelists in all functional areas.
Managers and supervisors who initiate RPAs and require access to
information pertaining to personnel actions, processing times, tracking of

RPAs, etc.

Resource management personnel who are involved in the RPA process.
Administrative personnel and personnel liaisons who need access to RPA
information in order to perform their jobs or who provide personnel related-
information to managers and supervisors.




Getting Help

Non-Personnelists users should contact their servicing CPAC. Personnelists should
contact the CPOC HRMIS representative if assistance is needed. You may also
send an email, please see ‘Frequently Asked Questions (FAQs) on page 15 for
appropriate email address.

ART Login Process

Logging In

To gain access to ART, you must have a valid CSU/ART user id and password.
ART is located on the CHRA Homepage at http://www.chrma.hqusareur.army.mil
under DCPDS, Army Regional Toolset (ART).

Step Action
1 Enter your CSU/ART User ID and Password.
Note: Your CSU and ART user id and password are identical.
2 Click on <Click Here to Login>.

; Army Regional Tools - Microsoft Internet Explorer

Army Regional Tools

Login Information

m% Tgé e CSU/ART user id
R/ L LS M Your password
%:’ "\Q Password]

“Frargs otF
R | Click Here To Login I

Accessibility Help
and Information

|@ l_ ré_ |0 Internet

N




Step

Action

If this is your first time using ART, see Initial Login (Account Editor),

page 11 (you will need to enter your phone and email information).

Click on <Proceed into System> to get to the ART main menu.

Click on <Change User Settings> to change your phone
number(s) or email address (see Initial Login (Account Editor),

page 11, below).

Click on <Add to Favorites> to add the ART Internet address

(URL) to your Internet browser's list of favorite websites (you will
notice that the browser menu and toolbar are not available when

using ART).

'ﬁ Army Regional Tool: - Login - Microszoft Internet Explorer

Army Regional Tools

Successful login - Army Regional Tools

User D

User Name

IP Address

User Location

User Comm Phone Number
User DSN Number

User Email Address

ISAMPLE

SAMPLE IMA
123.456.789.111
EUROPE REGION
49-6214871234
375-1234

ima.sample@us.army.mil

Proceed Into Systern >> |

Change Uzer Seftings |

Add to Favorites |

|@] Dore

[ & [ Intemet

N

You may occasionally receive pop-up messages upon logging in to ART.
These are from the system administrator informing you of any scheduled
down time, systems maintenance, holiday hours, etc.




Initial Login Upon initial login, your ART account will not have phone numbers or an email
(Account address associated with it.

Editor
) To add your AKO (Army Knowledge Online) e-mail address (usually ends in
“@us.army.mil”) and telephone numbers.
To change them if they are incorrect:
<Click> on Change User Settings.
<Enter> the requested information (Note: You can also change the
background image on this screen).
CPOC users should also complete the Branch, Division, and Servicing Region
blocks using the drop down menus (this will insure that the data displayed when
using the My Stuff tool is appropriate for your CPOC location.
Once you are done, <Click> on Edit Account and Go to Main Menu.

<3 ART Account Editor - Microsoft Internet E xplorer

Flease Edit Account Information |

Your Login User ID will be

User ID: AGMAAASPCOM automatically displayed
Comm Phone: [410 305 1728 '“

DSN Phone: |45=3 -|1?29|

o Ent

Email: ! Your.Username@us.army.mil Aﬂgrg;%
Background Image: address
I I || ‘K=

C L 1o | . .

. . . . =
Branch:l *I Di'-.rision:l 'I Servicing Region: | *I

Edit Account and Go to Main Menu | L=

Cancel Account Edit and Go to Main Menu

@] Dore I_ré_|ﬂ Internet

Bl




Changing your Password

Changing your
CSU password

ART and the CSU Application share the same user IDs and passwords. To change
your ART password, you change your CSU Application password. Follow these
steps to change your password:

Step Action
1 To access the CSU Application select the following from the ART menu:
External Applications II.
Central Site.
Central Site CSU.
Push any key when the DOD warning statement displays.
2 When the CSU logon window displays, enter

Your current ART/CSU user ID, e.g. Ima_Sample.

Your current password.

Then click <Connect> or push [Enter].

Do not enter anything on the "Database” line.
Note, the hourglass will continue to display -- just

<Connect> button with the hourglass-shaped cursor:

click the

Logon Ed
Usemame: Ima_Sample
Password:  [=======77]
Database:

10



Step

Action

On the "CSU Options" screen, click the <OK> button:

3 #army Central C5U - Microsoft Inbermet Explorer

OS50 APPLICATION Vi1.0

i T C5U OFTIONS

: mﬁummuwutm

P CSU TITLE

 CIVILIAN SERVICING UNIT APPLICATION

nmmmnmntﬁmwmmmmmnruimmmm
tuvnnnlezmmrmu.mummnmmrsmmuas
mm:unrmmcpmmmmmm:mmmn

; :llote w '.I:m and ey mu reflect wn' cll:l.'m- mn 10!!1,

On the "CSU Title" screen, click the <Password> button:

CIVILIAN SERVICING UNIT APPLICATION

DEVELOPED BY THE DEPARTMENT OF DEFENSE
CIVILIAN PERSONNEL MANAGEHENT SERVICE

AND

THE AIR FORCE PERSONNEL CENTER

WAEHIMNG: Oificial United States Government system [or authorizesd use only. Do not

discuss, enter, transfer, process or transmit classifiedfsensitive natiomal Security
information of greater seasitivity than this system is authorized. Using this systen
constitutes congemt to security testing and monitorimy. Unauthorized use could reswlt

in crimimal prosccution.

Displays { Reports | sy8 AAnin Productivity

Exrm 75

Exit
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Step

Action

On the "Change Password" screen, enter:

A new password twice
Then click <OK>.

Your password must be at least six characters and must contain at least
one numeric character (but not as the first character). Hint: if you make
your password at least eight characters long, you may be able to use the
same password for DCPDS (if you have a DCPDS User ID).

¥ Change Password <]

Enter Hew Oracle Password: "

¥erify Hew Dracle Password: |

Password must bhe at least 6 characters in length. Use
a comhination of letters and numbers. Include mumhers
within the password, not at the beginning or end.
Change vour password every 90 day=s or =sooner.

Warning! If you runfprint a report during this login
sesgion, you will receive the "Login Prompt" again.
¥You must enter the required loginfpassword and server,
hefore the report will be produced.

1] -4 I Cancel |

Back at the "CSU Title" screen (see step 4 above), click the <Exit>
button.

Then, on the "CSU Options" screen (see step 3 above), click <Exit>
again.

Next time you log into ART, use the new password you just created.




Main Menu

Main Menu

The ART main menu provides access to the various ART links and tools:

'3 Army Regional Tools - AGMAAASPCOZ1 - Microsoft Intermnet Explorer

ART 1.1 ==l

=N=]

Main
Menu

Navigation: Main

+ ART Testing

+ Centralized Applications
Employee Data

+ External Applications Il
Headquarters L‘\S

+ Helpdesk

+ Inhox Statistics Il
NPA Tracker

+ Organization Structure
Phone and Email List
RPA Tracker

+ Review and Analysis

blenu ltem Descriptions

|&] Ay Fegional Tools - NORTHEAST REGION [ S [ Intemet

The actual selections on your menu will vary depending on your roles and
responsibilities. Managers and supervisors have a somewhat different menu than
personnelists; CPAC personnelists have different menu selections than CPOC
personnelists.

13



Navigating in  Selections on the main menu that are preceded by a "+" have subordinate menu
ART selections. When you click on one of these items, another menu is displayed. For

example, when you click on "Centralized Applications," the following menu displays:

Navigation: Main > Centralized Applications

FASCLASS
SFa0 History Database

Menu lterm Descriptions

From here you can select either of the two subordinate selections
(FASCLASS or SF50 History Database).

Notice the Navigation line at the top of the menu. This indicates where you
are in the ART menu hierarchy, and you can use any active links in the
hierarchy ("Main" in this case) to return to a previous screen.

Clicking on "Menu Item Descriptions” opens a window that provides a brief
description of the menu selections:

<3 Information - Microzoft Internet Explorer

Close Windowy %

FASCLASS
DA centralized web application FASCLASS

5F50 History Datahase
Centralized web application

14



The ART Toolbar

Toolbar The toolbar provides general information about your location in ART as well as a
number of general-purpose icons.

Cumment Application

User ID

E Army Regional Tools - AGHMAAASPODZT - Microsoft Intemet Explores

ART1a &7 BB B 8 AF T

Navjgation: Main > Centralized Qppliculiunﬁ
Havigation line

Yersion number

Toolbar Icons

Function

Return to previous screen (you can also use the links in the navigation
line)

Return to main menu

Copy

Paste

Find

Print

Report error (opens a ticket for the Helpdesk where you can report any
problems you have encountered in ART)

Make suggestion (opens a note to the ART developers)

S W (BB | oF =] | ¢ (2

User preferences (opens the "Edit Account” window to change your
phone number(s), email address, or screen background

Get help (some topics available, others are under development)

ﬂ Exit from ART

15



Frequently Asked Questions

How can | change my password for ART?
Your ART user ID and password are exactly the same as your CSU user ID and password. If you
change your password in the CSU database, your ART password will also be changed. Log in
with your new password the next time you log into ART.

How can | get assistance with a problem | encountered while using ART?
Non-Personnelists should contact their servicing Civilian Personnel Advisory Center or send an
email to Art-Help@cpoceur.army.mil for assistance.

What if | forget my CSU/ART password?
You may send an email to the CPOC requesting to get your CSU password reset. Address the
email to Art-Help@cpoceur.army.mil.

How can | navigate from one tool to another?
Once you have logged into ART, you navigate between tools by using the "Back to Main Menu"
link or the and then select the tool you wish to use.

Can | be logged into DCPDS, the CSU Application, and ART at the same time?
Yes. You can be logged into all three applications at the same time. Once you have logged into
either of these, minimize your screen to return to the ART screen.

What is Headquarters Army Regional Tools?
Headquarters Army Regional Tools (HART) is an enhanced version of ART. HART is designed
for use by HQDA staffmembers, MACOM Civilian Personnel Directorate staff members, and other
users who need to see consolidated data.

What is the Employee Data tool, and how can | benefit from using it?
The Employee Data tool provides employee information ranging from elected benefits, position
information, organization information, a link to completed NPAs and RPAs, and more.

16



Terms and Acronyms

Terms and
Acronyms

The following are terms and acronyms used in this guide:

Term/Acronym Definition
AKO Army Knowledge Online
ART Army Regional Tools
CMD or MACOM Major Command
CPAC Civilian Personnel Advisory Center
CPOC Civilian Personnel Operations Center
CPOCMA Civilian Personnel Operations Center Management Agency
CSuU Civilian Servicing Unit

CSU Application

A read-only extract from the primary database containing
records of civilian employees. This application allows the
user to view data about a specific employee or to run
reports covering a group of employees.

DCPDS Defense Civilian Personnel Data System. DCPDS is a
human resources information system that supports civilian
personnel operations throughout Department of Defense.

HQDA or DA Headquarters, Department of the Army

Legacy DCPDS

The term used to refer to the older version of the Defense
Civilian Personnel Data System (DCPDS). The legacy
DCPDS is being phased out and replaced by the DCPDS.

NPA Notification of Personnel Action (SF-50)

RM Resource Management

RPA Request for Personnel Action (SF-52)

SF50 Standard Form 50, Notification of Personnel Action
SF52 Standard Form 52, Request for Personnel Action

Smart Number

Tracking number assigned to each Request for Personnel
Action.

SSN

Social Security Number

17



Purpose

Connecting to
DCPDS

Central
DCPDS 11i
Desk Guide

Central DCPDS 11i

Central DCPDS 11i is a direct link to the central Army Defense Civilian Personnel
Data System (DCPDS) database. This is the database of record for all Army civilian
employees (appropriated, non-appropriated, and local national) worldwide and is
housed at a central site. A DCPDS user ID and password is required to access this
application, e.g. Ima.Sample/MGR.

Note: For detailed information about DCPDS, refer to the Central DCPDS 11i Desk
Guide; the access link is included on the ART menu.

From the ART main menu

<Select> Central DCPDS 11i.

<Enter> your DCPDS User ID, e.g. Ima.Sample/MGR.
<Enter> your DCPDS password.

<Click> on Connect.

Central DCPDS 11i Desk Guide

Central DCPDS 11i Desk Guide is a link to the website containing the DCPDS Desk
Guide. This Guide is intended for Army managers, supervisors, resource managers,
administrative personnel, and CPAC staffs, and provides step-by-step instructions
for the tasks that these users may need to do in DCPDS (such as creating a Request
for Personnel Action). The Guide is available on line and as a downloadable Word
document. You can also get to the Desk Guide web page using this link:
http://www.chra.army.mil/deskquid/index.htm..

18



Purpose

ANSWER

Description

Centralized Applications

Centralized Applications provides direct access to several applications. These
applications are not part of ART, but are useful in managing Army civilian human
resources and hence have been included on the ART menu for users' convenience.
They are both maintained at HQDA. Click on Centralized Applications on the ART

main menu to display the applications available, which may include the following (not
all users will have access to all the applications):

ANSWER

CHR Activity Based Costing (ABC) — Personnelists Only

FASCLASS

SF50 History Database

SF50 History Database (No AKO) — will be removed in the near future
Web Based Referral — Personnelists Only

ANSWER allows applicants for Army jobs to view the status of their resume, their
referral preferences and the status of the jobs for which they have applied, and view
their resume on file in the Central Resumix database.
Most applicants will access ANSWER via the Employment page of Civilian
Personnel On Line (CPOL), the Army's civilian personnel website.
A Userid and PIN number are required for an applicant or employee to access
their information, but these can be obtained from the ANSWER main screen.

ANSWER 1 .0 Mondey, Jarwsary 26, 2004

B AMSWER
Home

o Welcome to ANSWER - Yersion 1.0 Lagon with Answer or Resume Builder credentials
Welcome to ANSWER! From this page you i
may view the status of your resume, your Repeat user
referral preferences and status of the jobs Usaridi I
for which you have apphed. You may also

view the resume and supplemental B1N: I
infarmmation currently an file in the Central '
Resumiz database,
[ Lﬂﬂhlﬂmm“l " K . NEW user dick here Contack s
- - CPAC user chckhara

Repeat User: Input your Army Civilian
Resumme Builder Userid and PIN, or the
Userid and PIN you previously crested in
AMEWER

Mew User: If vou have not previously
created a Userid and PIN in the &rmy

19



CHR Activity Based Costing (ABC) — Personnelists Only

Description

This link provides access to the CHRABC application that CPOCs and CPACs are

using to record the amount of time they spend on various personnel tasks. Clicking

this link opens the CHRABC login screen. Note, only personnelists will see this
selection on the Centralized Applications menu.

FASCLASS

NOTE: You can also access FASCLASS through the CHRA Homepage.

Under the FASCLASS link you can find additional guidance as shown in the figure below.

See next page for FASCLASS access via ART.

a CHRMA (Civilian Human Resource Management Agency) - Microsoft Internet Explorer

J File Edit ‘Wiew Favorites Tools  Help

b

J EBack + =~ () ot | il 5earch  [GeFavorites & #History ||%v = B

o
[ & |

x| @eo |JLinks >

v o i
A a1
Aragy pnets

a System - 2002 CG An
Master Index
What's New?
DCPDS
FASCLASS
Mational Emergency
Employment
Downrange Employm
TiM
Living/Working Overs
Management Tools
Pay Information
Training Opportunitie
Reference Library
Automation InfoiTool
DOCPER Information
Deployed Civilians

CPAC Homepages
_>lJ

Links

J.C\gdress IE http: fhwww, chrma. hqusareur, army. milf P

FASCLASS Information

@ Frequently Asked
Cuestions/Problems and Fixes

@ FASCLASS Starter Kit

@ LASCLASS User's Guide

@ Ceneral FASCLASS Access

(Public user access)

@ Managers/Supersors Lodin

iManagers/supenisors and
administrative users log in to
FASCLASS Account)

click an General FASCLASS Access, then click an help in the upper
right hand cormer. Once there, click on Get Tutarial and follow the
onscresn instructions.

Attend FASCLASE training.

For general gquestions on FASCLASS contact your servicing CRPAC
representative or send an email to fasclass@@cpoceur anmy mil

For FASCLASS access problems send to
fasclassi@asamra.hoffman.army.mil

@ External Link
@ Internal (CHRMA) Link

A FASCLASS Tutorial is available for users. To access the tutorial,

s

&

l_ l_ |4 nternet

|




Connecting to  From the ART main menu

FASCLASS

Using
FASCLASS

<Select> +Centralized Applications.
<Select> FASCLASS.

23 FASCLASS: - Microsoft Internet Explorer

J File Edit “iew Favorites Tools  Help |
&y 3
w5 Q Al Q@ G 9 | B &
Back Fonward Stop Fiefresh Home Search Favorites Hiztary il Size
J Address I@ hitp: / /cpsfc. belvair. army. mil/fasclass/inbox/ j @Go

&
o FiM;M

PAC NC SC SwW NE WEST KOR EUR

To begin, move the mouse over one of the menu items in the
gray menu bar, as an example FASCLASS, to reveal the sub-
menu item choices. Click on the desired menu choice.

Fully Automated System for Clagsification (FASCLASS) is a centralized database at HQDA that gives
access to active position descriptions and position related information throughout Army. Access to
data is restricted according to assigned user privileges .

If you have any suggestions, please E-Mail us with your comments.

3 ’_ ’_ | Intemet

a

After accessing FASCLASS, proceed as you normally would to work in this area or

to search for the position description of your choice. There are two levels of access
to FASCLASS:

General, unrestricted access which allows you to view position descriptions,
and

Restricted access, which provides additional capabilities such as creating and
editing PDs.

Instructions for obtaining a user ID for the restricted access functions of FASCLASS
are available in the "Restricted Access" section of the Help menu (see next page).
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Help with For Help on using FASCLASS, click on the Help link within FASCLASS (on the right

FASCLASS side of the blue bar above). This provides access to the FASCLASS Help system
which includes an entire User Manual (in PDF format), a downloadable Tutorial, and
other basic on-line help information:

<3 FASCLASS Help - Microsoft Internet Explorer Hi=] E3

@ Prsssrnane

Welcome to FASCLASS
@ Wigwy User Manual
[£] et Tutorial
@ Getting Around FASCLASS |
@ Puklic User Access
@ Restricted Access

‘Welcome to FASCLASS i’

' Fully Automated System for Classification [FASCLA
web-based automated position classification records sy
which has been impleriented at all 10 Armmy regional Ci
Fersannel Operatinns‘benters (CPOC) FASCLASS is ¢

Pl centralized system maintained at HQDA. The applicatic
automates position descriptions (PD's), provides a seart
autormated Master File of PD's, maintaing autormated re
competitive levels and competitive area logs, an archive
ability to search Army wide, a multiple sort feature, an s _

k]

i i oA e e TS e P ] el el

P Sy et At sk al Al L LLOODIOCEE
] |




SF50 History Database

Purpose

Different
Tools

The "SF50 History Database" is a web-accessed SF50 repository that allows
DCPDS users to access a library of SF50s of their US employees.

- SF50s in the database go back a number of years. SF50s that were
generated in the legacy (PPI) system are available, as are all new SF50s
that have been and are being generated in the DCPDS.

The SF50s in the database can be viewed on screen, or printed. They are
displayed and printed as regular forms.
SF50s are accessed by employee’s social security number.

NOTE: For detailed information to include recommendations and resolutions for
errors you may encounter using the application, please see SF50 History Database
Handbook available on the CHRA Homepage under DCPDS, Army Regional Tools.

There are several different tools available for obtaining SF50 information from
DCPDS and related applications. Each has a different purpose:

Application

Description

DCPDS, Civilian Inbox

Allows the user to track, display and/or print an RPA, or
an NPA (SF50)* if the RPA has passed through that
user’s inbox.

* NPAs are available once the action has been
processed and the effective date has passed.

DCPDS, Processes and
Reports

Allows the user to display and/or print an NPA (SF50)
or RPA for any employee in the user’s organization.
Does not allow for tracking an action. Does not require
that the action passed through the user’s inbox.

SF50 History Database

Allows the user to display and/or print an NPA for any
US employee in the user’s organization.

ART: NPA Tracker

Allows the user to view and print information about any
NPA (SF50) processed in DCPDS for any employee in
the user’s organization. Includes tracking history and
all the data from the form itself, but not formatted into a
"form".

ART: RPA Tracker

Allows the user to view and print information about any
RPA processed in DCPDS for any employee in the
user's organization. Includes tracking history and all
the data from the form itself, but not formatted into a
"form".




Using the
SF50 History
Database

NOTE:

To use the SF50 History Database, you need a CSU Application
account/login. The same security that is used for your access to the CSU
Application is used for the SF50 database (and you log in using the same
username and password).

There are two selections under the Centralized Applications menu for
accessing the SF50 History Database (one reads, SF50 History Database,
the other reads SF50 History Database (No AKQO)). The second selection
(no AKO) will be removed in the near future. Users should use the first
selection.

Follow these steps to access and use the SF50 History Database (the logon
screen for this application requires your user name and password, and you
must select your region from the drop-down menu):

For detailed information to include recommendations and resolutions for

errors you may encounter using the application, please see SF50 History Database
Handbook available on the CHRA Homepage under DCPDS, Army Regional Tools.

Step Action
1 From the ART main menu
<Select> +Centralized Applications.
<Select> SF50 History Database.
2 When the SF50 History Database Logon Screen appears, enter your

AKO username and password, and then click <Click Here To Logon>.

<} SF50 History Database - Microsoft Internet Explorer B o ]
File Edit View Favorites Tools  Help ﬁ
gmBack -~ = - () G} | @search [GalFavorkes Eivedia 08 | Ey- S w7 - 5
Address I@ https:ficpsappe bekvair, armny il isFS0)sFS0ake_au/default. asp j (("bGD | Links **
-
SEF30 History
Database

Logon Screen

Tsername I

Password |

| Click Here Ta Lagon I

Waote: Use your Army Enowledge Orline
{(AK.O) usernamefpassword.

|&] Done [T E|° Internet

sl
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Step Action
3 On the SSAN Search Screen, enter the social security number of the

employee for whom you are searching (without hyphens), and then click

on the indicated button. The employee must be part of your organization

(one whose record you would normally have permissions to view in

DCPDS or the CSU Application).

! LF50 Hiztoy Datlabace - Micsocod inbenet Esplosen

Bl EW  Yiw Fivlas Took Hip ]
5.+ . @ B A @ u 9 b & F of .*

| Eack [ Sip Armch . Hora Samch  Fawoie:  Hily Ha Zim Fid E®

| By {2 e b s s Fikngin e 7] G |Leke ®
=l

SF50 History Database
S55AN Search Screen
S5 A0 of Employme
| CickHamToTrackEfste |
Eietarn Biarks te Lepon Seees,

=

& Ciorm N =

4 Once you enter an SSAN, a listing of the SF50s for that employee

displays, as shown. To view any of the SF50s, click on either the
[HTML] or [PDF] option in the view column. If you are going to print a
hard copy of the SF50, the PDF version provides a better-printed copy.

24 51 00 Hesloey Datsbass - Miciosslt Inieonet Laplares
Be L# eu Footm Lok oo B
e R 2 B P (B % o9 .7
Back éa nij.a. E‘I-. Eu. Piorhas: - Hickats 'Né. S P
WHII-JHII n\.—'wpl.v-'\-.rl-ln_l,lml‘lm.-'l.u'lu:rl:p _] p:‘al\'.l Lnks =
SF50 History Database
S50 Search Results Screen
5F 50 Hirtery
L Audh.Code  ENLDake PP Series 0D 5T Agrmcy Sabey  View
Inrvrdud Cash Award G40 [ UIJAHG00  fE RO 13 K6 ARSD | 361500 preve) Foe
ndvidial Cash Awerd 4T, ITOECIN (8 0N 11 f6 ARAE | 5615340 ML) PR
TITHIN SRALE I E53) oM | amEa pE DOl 13 fE ARSE | %1340 ML [PD6)
EPRCIAL AT OR SRETREGTT) 0 AU | MR | spopmwe) poy | —
FAY ADIE4) i:wu zul IZJAH00 .m D 1 fr lwrmm | 56016500 ITVREL) [PIY |
TIMEGT? AWARL 67 N [ hem | smepmeipnn |
TIMB OFF ARARD 073 v anw | | ke ieepmepon |
FAY AU (04 QWM ZIM D3JANSS OG5 001 11 pT ARSH BT A0 PITML) [PDF] |
@ : B L
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Step Action

Here’s a sample of an SF50 being viewed using the PDF (Adobe

Acrobat toolbar to print a hard copy.

Acrobat) format. From here you can click on the print icon on the Adobe

nantl irksinet,,, M= EL
[l [ Yeu Fyodes ook Hebp =
oo @ & AR W D8 3
L e L, T L i I s

MFEI mipbl]_cpauribDESFORMAT ~POFLDES TVYPE =CAHE bisper=SPR0HO_SFE0 RPT adiP_FiOWwID=0000C B l:l:ECI-IIF:i ] | ok ™)

L

BEE A F 04 b oee OB | o b
p e — MAVTIFICATION O FERSONNEL A0 TIRN
i Frets e T—_
E-04-1341 13-17-2004
Ak i ks | (- 2L Ul ol Sty o Nl
- |dmitiviainal Caik ki
i i 180 lapd L 18 Cale e
L 4. Lrpad iy - B F Loysl hoam by
TN =TT r=pr=— [EN Ty T
PRENGCNSEL SLASAL EWE W] SFECTALIST FERSANEL MARLMLEVMENT SFELLLLIXE
FLA 20 - e LT - AR
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5] - miamm [y BTV |
T TR Fr— S T e — R (TIPS ey
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oL M el W s i P EFrhanbaiban = FRRI] W r———
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ATVELELS FERESONSNE] FORATH PGS O VT R TIHHLLAS FORSCTS L P A THNE TN TER
G, INETESTHY THY_ PN AT B SR NE, PN EERY TV FU S KL B S R
WK ISLANT 1 Si3ERTiE T T R T P
(S TR S Ee L TR
FMPLOVEER T
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6 When done
<Click> the Back button on your web browser to return to the

previous screen (the list of SF50s).

<Click> the Back button again to return to the SSAN Search Screen.

Web Based Referrals — Personnelists Only

Description

This link provides access to the RESUMIX application that CPOCs are using to
prepare RESUMIX referral lists. Clicking this link opens the Referral List login

screen. Note, only personnelists will see this selection on the Centralized
Applications menu.
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Purpose

Other Sources
of Employee
Data

Accessing
Employee
Data

Employee Data

The purpose of the Employee Data tool is to provide quick and easy access to basic
data about employees, including personnel and position data (including their job
description), NPA and RPA history, organization information, and similar information.
This data is refreshed from the DCPDS database nightly (so it can be up to one day
old).

Although the Employee Data tool is very easy to use, there are occasions when you
may need to use other sources to find the information you want. Additional
information about employees is also available from the following:

Application Description

DCPDS Contains detailed information about employees, the source
from which the data for all other tools flows. Database of
record, so this data is real time. However, it is not always
easy to locate specific information. For more information see
the Retrieving Information chapter of the DCPDS Desk
Guide.

CSU Application A read-only source of information about employees, similar to
the Employee Data tool but with somewhat different types of
data available. For more information see the CSU

Application chapter of the DCPDS Desk Guide.

To access the Employee Data tool, select <Employee Data> from the ART main
menu. On the search screen that displays, enter some or all of the employee's last
name, and click <View Details>.

NOTE: You can also search by another part of the name using the "Contains" or
"Ends with" radio buttons, e.g., if you enter a first name in the search block, click on
the "Contains" radio button before clicking <View Details>).

’a Ammy Regional Tools - AGMAAASPCO21 - Microzoft Internet Explorer

ART 1.1 -

Enter Name Search Text |
% Begins with € Contains ' Ends with

Yiew Details

If the name you entered has more than one match you will see a listing of matching
names, together with their installation (CPAC) and pay plan, series, and grade. Click
on the name of the employee from this list.
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Types of
Employee
Data

Sample Data
Screen

Once the employee's record has been retrieved, click on any of the links to view data
or more options.

Employee Data

Hame: SERKIN, ANDREWPP SariGr: G50301-11
CPAC: CAMP SWWAMPY  Command: FC
CPOC Division: . | CPOC Branch: .»
Infarmation
Employee Information Position Information
Job Description Organization Streclure
History
NEARPA History Helpdesk Ticket History
Pay [vaia
AALl's Pay Rejects
Revarse IMedace VRE Interface

For instance, clicking on the Employee Information link displays the following screen,
with a number of additional radio buttons to view SCD, TSP, WIGI, NTE data, etc.
There are also links to position data, the job description, organization structure,
NPA/RPA History, and pay data (used primarily at the CPOC).

E Emplopes: Information - Micriosoft Intemet Explores
=
Close Window %
Employee Information

S5N:
Pay Plan: Seres:
Grade: Step:
PayRD: CPOID:
& Salary  SCD C TSP o WGH ' NTE " Other CPCN's
' Retainad ' Bonafils ' Projectad © Other € Training ' Cherseas
0 Appraisal  Award COLGA s

Salary Data
Post Differential Amount:

Basic: 1z Post Differential Pot: %
Tahle Sal: Tz Post Differential Begin:
Locality: B184 Post Differential End: :I
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Purpose

Connecting to
the CSU

External Applications Il

External Applications Il provides direct access to the CSU Application. This
application is not part of ART, but is included on the ART menu for users'
convenience.

Note: For detailed information about the CSU Application, see the CSU Application
chapter in the DCPDS User Guide located on the CHRA Home Page, under DCPDS,
User Guides and Information.

From the ART main menu

<Select> + External Applications II.
<Select> + Central Site.
<Select> Central Site CSU.

Note: You must have a user ID and password to log in to the CSU Application. This
is the same user ID and password as you use to log in to ART, e.g. IMA_SAMPLEL1.
To change your ART password, change it in the CSU Application; the change will
also affect your password when logging in to ART.




Gatekeeper
Access and
References

What is

“Gatekeeper”
?

Gatekeeper US & LN

Please use the Handbooks listed below that are located on the CHRA Homepage at

http://www.chrma.hqusareur.army.mil under DCPDS, Army Regional Tools (please
see screen prints below).

Appendix A — Gatekeeper Checklist Handbook for Managers US RPAs
Appendix B - Gatekeeper Checklist Handbook for Managers LN RPAs
Appendix C — Gatekeeper Checklist Handbook for Resource Managers

The “Gatekeeper” is an automated checklist that complements the functions