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CHRA, Modified 24 March 2004

Purpose:  To provide quick step-by-step instructions for proper Login and Logout of DCPDS.

LOGIN STEPS

· <Open> your Internet Explorer. 
· <Access> the CHRA Home Page at http://www.chrma.hqusareur.army.mil/.
· <Click> on DCPDS.
· <Click> on Army Regional Toolset.
· <Click> on Click here to access ART.
· <Click> on OK in the Security Message.

· <Enter> your ART/CSU User Id.
· <Enter> your Password.
· <Click> on Click Here To Login.
· <Click> on Proceed Into System.
· <Click> on Central DCPDS 11i.
· <Enter> your DCPDS User Id.
· <Enter> your DCPDS Password.

· <Click> on Connect or <Hit> Enter.
MANAGERs:

· For LN RPAs, depending on the country:

· <Click> on your appropriate role, e.g. LN Supervisor BE/GE/IT/SA or UK SPxxxxxx

· For US RPAs:
· <Click> on MGR SPxxxxxxx

RMOs:

· For LN RPAs, depending on the country:

· <Click> on your appropriate role, e.g. LN BE/GE/IT/SA or UK MGR SPxxxxxx

· For US RPAs:
· <Click> on RMO SPxxxxxxx

LOGOUT STEPS

· To completely exit Oracle 11i you must close all TASK Icons.
· Important: Ensure you close the Welcome window by <Clicking> on the Exit Icon or anybody who may gain access to your terminal can re-open DCPDS in your name.

· Depending on the Task window there are multiple closing methods as listed but not limited to the techniques below:

· <Click> on the X in the upper right hand corner.

· <Select> Exit Oracle Applications from the File menu located in your toolbar.

· If available <Click> on the Close Window link, e.g. Workflow Inbox window.

· If available <Click> on the Exit icon, e.g. Welcome window.

· <Press> Alt+F4 simultaneously.

· <Press> Ctrl+F4 simultaneously.
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