Initiating an Electronic Request for Personnel Action (RPA)
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- NOTEPAD CONTENTS AND DOCUMENTS PREPARATION PRIOR TO INITIATING RPA

Please complete notepad contents and required documents referring to the sample document “RPA – List of Required Information and Documents” prior to initiating a Request for Personnel Action. 

Page 1 – Position Revie RPA
Page 2 and 3 – Recruit/Fill RPA

Enclosure (1)





































LIST OF REQUIRED INFORMATION AND DOCUMENTS

NOA - Recruit/Fill

*Document required on RPA for a Recruit/Fill Request:

Classification required documents:
-Summary sheet for “Position Designation of National Security and Public Trust Positions”
-Certification of Position Description
-Current Position Description

Staffing required documents:
-DoN Recruit/Fill Request Form (for position GS-09 and above)
-Crediting Plan (for position GS-08 and below)
-Certificate of Medical Examination (OF-178) – if position requires a pre-employment physical
-DON Civilian Acquisition Assignment Coding Sheet (DON DAWIA Operating Guide – Appendix H) – if applicable

*Notepad Information required on RPA notepad for a Recruit/Fill request:

Selecting Official:  Name, email address, and phone number
Position Hierarchy information
1st level supervisor:  Name, email address, phone number, BIC, position title (Pay Plan-Series-Grade, and  position description number if civilian supervisor)
PH:  First Name Last Name, PD#/Sequence# (i.e. PH: Joe Schmuckatelli, 12345A/876345)
2nd level supervisor:  Name, email address, phone number, BIC, position title (Pay Plan-Series-Grade, and  position description number if civilian supervisor)

Nature of action:  Recruit/Fill
Vice:  ###############
Vacant Since/Expected Vacancy Date: ##/##/####
BIC:  M674000####
Position Title:  ###################
Pay Plan-Series-Grade:  GS-####-##
Position description (PD) number:  ####
PEN:  #####
BEA:  ##
BESA:  ##
UIC:  67400
DCPDS Organization Code (Table 30):  ###
BUS CODE (Bargaining Unit Status):  ####
GEO Local Duty Station Code:  JA1065000
Camp:  Camp Foster
Cost Center Code:  ######
FIP:  ###### ## ## ## #### ####
Funding Type:  Direct

This remark is required if Recruit/Fill RPA is for an overseas tour extension request.
Advance recruitment for Mr./Mrs. ###### overseas tour extension.  His/Her overseas tour expires on 1/30/2014. 

This remark is required for positions GS-10 and higher.
Overseas allowances may be authorized in accordance with Department of State Standardized Regulation (DSSR), DoDI 1400.25, and applicable Department of the Navy policies. 
Relocation cost and LQA may be authorized.  

This remark is for positions GS-9 and below.
Overseas allowances (except for post allowance) is not authorized.  
Sufficient funding is available to support this RPA.
Fund manager:  Name & date
Once all the information (notepad contents and documents) are ready, access DCPDS website: 
https://compo.dcpds.cpms.osd.mil/

Click <OK>
[image: ]
Click <Smart Card Login>
[image: ]

Note: If you have not completed CAC registration, please register yourself referring to this instructions manual. 




If you’ve already registered yourself and having trouble when you log in, please clear your browser history referring to this instruction.


 
Select <Non-email certificate> and click <OK>
[image: ]



Click <HR> 
Note: If you do not see the HR box click on ‘Add Additional Application/ Databases’ and follow the instructions on page 4 of DCPDS Portal Registration.
[image: ]
Click <Accept>
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Click <DCPDS Navigator Homepage> under Other DCPDS Tools
[image: ]
Open one of the MGR account (For creating RPAs for employee who is under UIC 67400, open the folder of 67400). Note: PER NV_HRO_N9 is for HR Personnel
[image: ]




Open <Request for Personnel Action>
[image: ]
Click <Recruit / Fill>
[image: ]



Wait for few minutes till Java applet starts then another window appears. <Leave this window open>
(Note: If the applet does not start after several minutes of waiting, contact 117 to check whether Java is properly installed. This problem often occurs after a routine push of updated software)
[image: ]
Request for Personnel Action Windows appears
[image: ]Type the last name of RPA initiator and hit <Enter> 
Type the last name of RPA requestor and hit <Enter> . If the requestor does not have DCPDS account, leave this data field blank.


Click Notepad
[image: ]
Click <New>
[image: ]

Paste notepad contents (which was prepared prior to creating RPA) and click <OK>.[image: ]
Click Attachment
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Click Yes
[image: ]
Click <No>
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Take note of RPA number (last 6 digits) and click <OK>
[image: ]
Click <OK>
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Type “misc” and hit <tab key>
[image: ]
Type file name and file description (e.g. PD certification, Current PD, Org Chart, etc.)
[image: ]

Select <File> and click <OK>[image: ]
Click <Browse>  If “Browse” window does not appear, please note that the window may have been  appeared behind the window that you are currently working on.
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Click <Browse>
[image: ]
Select file and click <Open>
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Click <Submit>
[image: ]
Close the window by hitting X
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Click Oracle Application
[image: ]
Click <Yes>
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The file is uploaded successfully
[image: ]
Click <New> for additional files
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Once uploading is completed, click <Save>
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[bookmark: _GoBack]Click <OK>
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Click <Print>
[image: ]
Click <OK>
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Click <OK>
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Click <Save>
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Click <Yes>
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Click <OK>
[image: ]

Close window by hitting X
[image: ]
Under the view tab, click <Requests>
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Click <Find>
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Click <View Output>
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The download prompt appears in other windows
[image: ]
Click <Save As>
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Select Desktop and Save
[image: ]
Click <Open>
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Double click 
[image: ]
Double click to open
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Click “Print”
[image: ]
Select <Pages>, type 1,3 and click <Print>
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Using typewriter or Adobe software, type name of fund manager and concurrence date. Have a fund manager place his/her signature (digitally or hand-written).
Scan signed copy and save it on the desktop with the name “Signed RPA”.
[image: ]
Go back to this screen (Ref: Page 4 – 7) and click civilian inbox
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Wait till Java applet finishes running (Do not close this window)
[image: ]
Click <Continue>
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Wait till applet finishes working (Do not close this window)
[image: ]
Press <Ctrl Key> + <F11 Key> at the same time.
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RPAs in your inbox appear. Select the RPA and click <Respond>
[image: ]
Click <Attachment> and attach the scanned signed RPA
[image: ]






Once uploading is completed, click <Save>. 
[image: ]
Click <Yes>
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Select <Select Groupbox>
[image: ]
Type “67400” an click <OK>
[image: ]



Select top one <NV_A_N9_67400_CD> and click <OK>
[image: ]
**** COMPLETED**** The RPA was forwarded to G-8 for review. 
[image: ]



Notify G-8 of RPA number by sending a email to Mr. Richard L. McConkie of G-8 (Comptroller).
[image: ]
RPA - List of Required Information and Documents - 2nd Update 20150519.docx
LIST OF REQUIRED INFORMATION AND DOCUMENTS



Nature of Action (NOA)



NOA - Position Review

Classification required documents:

-Current Position Description

-Proposed Position Description (editable unsigned OF-8  & position description (word document))

-Current Organization Chart

-Proposed Organization Chart - if any change to structure

-Factor Evaluation Statement (FES) - if MTP manager has classification authority

-General Schedule Supervisory Guide (GSSG) – if applicable/MTP manager has classification authority

-TOECR approval – if applicable (any change to structure)

-Mission and/or Function statement – if applicable (any change to mission and/or function)



If follow on action would be a Recruit/Fill action, below listed Staffing required documents for a Recruit/Fill action is also needed. 



Information required on RPA notepad for a Position Review request:



Position Hierarchy Information

1st level supervisor:  Name, email address, phone number, BIC, position title (Pay Plan-Series-Grade, and  position description number if civilian supervisor)

PH:  First Name Last Name, PD#/Sequence# (i.e. PH: Joe Schmuckatelli, 12345A/876345)

2nd level supervisor:  Name, email address, phone number, BIC, position title (Pay Plan-Series-Grade, and  position description number if civilian supervisor)



Vice:  ###############

Vacant Since/Expected Vacancy Date: ##/##/####

BIC:  M674000####

Current Position Title:  ###################

Current Pay Plan-Series-Grade:  GS-####-##

Current Position description (PD) number:  ####

PEN:  #####

BEA:  ##

BESA:  ##

UIC:  67400

DCPDS Organization Code (Table 30):  ###

BUS CODE (Bargaining Unit Status):  ####

GEO Local Duty Station Code:  JA1065000

Camp:  Camp Foster

Cost Center Code:  ######

FIP:  ###### ## ## ## #### ####

Funding Type:  Direct



Proposed Position Title:  ###################

Proposed Pay Plan-Series-Grade:  GS-####-##



Reason for Position Review:  (i.e. due to new requirement, explain….)









NOA - Recruit/Fill

Classification required documents:

-Summary sheet for “Position Designation of National Security and Public Trust Positions”

-Certification of Position Description

-Current Position Description



Staffing required documents:

-DoN Recruit/Fill Request Form (for position GS-09 and above)

-Crediting Plan (for position GS-08 and below)

-Certificate of Medical Examination (OF-178) – if position requires a pre-employment physical

-DON Civilian Acquisition Assignment Coding Sheet (DON DAWIA Operating Guide – Appendix H) – if applicable



Information required on RPA notepad for a Recruit/Fill request:



Selecting Official:  Name, email address, and phone number

Position Hierarchy information

1st level supervisor:  Name, email address, phone number, BIC, position title (Pay Plan-Series-Grade, and  position description number if civilian supervisor)

PH:  First Name Last Name, PD#/Sequence# (i.e. PH: Joe Schmuckatelli, 12345A/876345)

2nd level supervisor:  Name, email address, phone number, BIC, position title (Pay Plan-Series-Grade, and  position description number if civilian supervisor)



Nature of action:  Recruit/Fill

Vice:  ###############

Vacant Since/Expected Vacancy Date: ##/##/####

BIC:  M674000####

Position Title:  ###################

Pay Plan-Series-Grade:  GS-####-##

Position description (PD) number:  ####

PEN:  #####

BEA:  ##

BESA:  ##

UIC:  67400

DCPDS Organization Code (Table 30):  ###

BUS CODE (Bargaining Unit Status):  ####

GEO Local Duty Station Code:  JA1065000

Camp:  Camp Foster

Cost Center Code:  ######

FIP:  ###### ## ## ## #### ####

Funding Type:  Direct



This remark is required if Recruit/Fill RPA is for an overseas tour extension request.

Advance recruitment for Mr./Mrs. ###### overseas tour extension.  His/Her overseas tour expires on 1/30/2014. 



This remark is required for positions GS-10 and higher.

Overseas allowances may be authorized in accordance with Department of State Standardized Regulation (DSSR), DoDI 1400.25, and applicable Department of the Navy policies. 

Relocation cost and LQA may be authorized.  



This remark is for positions GS-9 and below.

Overseas allowances (except for post allowance) is not authorized.  

Sufficient funding is available to support this RPA.

Fund manager:  Name & date






image3.png
O DCPDS Portal - Login
Fle Edt View Favorites Tooks Help
5 @ asfollows - RAOSEAL.  £) 55540 on the WEB Pro 7Y General Schedule Qualfic.. (© Ginger RXF v 71— (1) Sentence Bamples W WordReference TIEFE wR without any - WordRefere..

fd = %8s o’ = * e s . B

Message from webpage ==

i DoD NOTICE AND CONSENT BANNER

You are accessing a U.S. Government (USG) Information System (1) that
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consent to the following conditions:

~The USG routinely intercepts and monitors communications on this S
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monitoring, network operations and defense, personnel misconduct

(PM),law enforcement (LE), and counterintelligence (C1) investigations.

-At any time, the USG may inspect and seize data stored on this IS,

~Communications using, o data stored on, this IS are not private, are
Subject to routine monitoring, interception, and search, and may be
disclosed or used for any USG-authorized purpose.

~This IS includes security measures (eg, authentication and access
controls) to protect USG interests-no for your personal beneft or

to PM, LE or Clinvestigative searching or monitoring of the content of
privileged communications, or work product, elated to personal
representation ofservices by attorneys, psychotherapists,or clergy, and
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-i:”— G DCPDS poRrTAL

News and Information
Smart Card Access
Last updated August 09, 2015

13:00 CDT Click the login button below and select your non-email digital certificate.

” 4 for Managers & Smart Card Login

* and Supervisors
Firsttime Smart Card (CAC) user? Register Here

@ MyBiz+ for Managers and Supervisors s now avalable. Ifyou are a manager or supervisor, Login
and select the MyTeam tile on the MyBiz+ homepage to discover the HR information available for your
team.

Returning Non-Smart Card (Non-CAC) User? Click the button below.

Important: As of Aug 2015, My Workplace will no longer be available to managers and supervisors
&, Non-Smart Card Acce:

Component HE|P Desk Information First time Non-Smart Card (Non-CAC) user? Register Here

Password problems? Reset
If you are having problems accessing this site, please select Contact List to locate and directly contact

your Component Help Desk.
For additional information, check out our Erequently Asked Questions (FAQ)!

For technical problems, select the Contact List for your organization's computer
support Help Desk.





image5.emf
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DCPDS PORTAL REGISTRATION.DOCX


OCHR STANDARD OPERATING PROCEDURES



DCPDS Portal Registration and Login:	Page 1-2

Already Registered Instructions:		Page 3

Add Additional Databases/Applications:	Page4

Manage My Views in MyBiz+:			Page5



DCPDS PORTAL REGISTRATION AND LOGIN

[image: ]

· Go to this website.  https://compo.dcpds.cpms.osd.mil

· Click OK for the DoD Notice and Consent Banner.



















 







· If you have not registered your CAC, click on Register Here. (Do not use the Non-CAC registration)



· If you have already registered, select the ‘Smart Card Login’ button.  After logging in you will select the HR (MyBiz+ Navy) box.  



· If you do not see the HR box, follow the Already Registered instructions on page 3.

































[image: ]
Register your username:

Select a Certificate:  Choose your non-email certificate, Click OK.

Enter your CAC PIN if prompted.  (the same PIN you enter to access your computer)






Your name should appear in the top left after the ‘Welcome’ located above the DCPDS Smart Card Registration.

Register your CAC using your SSN.  Enter your SSN twice.  Your SSN can be entered with or without the hyphens.

If you have trouble registering try choosing ‘Smart Card Login’ and follow the instructions for Already Registered.

The next time you login go to the main page and select the ‘Smart Card Login’ button.  After logging in you the HR (MyBiz+ Navy) box.

If you do not see the HR box try the Already Registered instructions on the next page.



Doe.John





If You Have Already Registered

· Select ‘Smart Card Login’ from the DCPDS Portal page.









































[image: ]
Choose your Path

Click the HR (MyBiz+ Navy) box.

Click ‘Accept’ after reading the Privacy Act Statement.

If you do not see the HR box click on ‘Add Additional Application/ Databases’ and follow the instructions on page 4.









Add Additional Application/Databases

[image: ]From the DCPDS Portal page click on Add Additional Application/Databases 

· Under HR Region Associations:  Enter your HR/MyBiz/My Workplace User Name in both lines.  Typically, for My Workplace accounts, your username is your SSN which can be entered with or without hyphens.  If you have been given a DCPDS account  your username will start with MGRA, HROC or SWRR and should be in the email you received when your account was created.

Click Submit.



NOTE:  Do not click on the CSU Region Associations button.  The CSU application was decommissioned 2-NOV-2014.



If you have any questions, please email our Help Desk:  OCHR-San.HelpDesk@navy.mil.



If you have a DCPDS and can log into your MyBiz+ page you may need to add the “Other Responsibilities/Applications” view to your home page before you can access your account.  For help with this please see the instructions on page 5.










Managing My Views in MyBiz+



[image: ]After you log in to your MyBiz+ page look for “Manage My Views” on the right side at the top of the Home section and click on it.

[image: ]

Then click on Add.

If you do not see “Add” and only see the “Reset” and “Done” options please see below.

 The “Add” selection will not be available once you have the maximum of six views.  If you need to add another, you will need to select the  from the title line of one of the views to remove it from the layout.  Once the view has been removed the “Add” selection will be available.



Add “Other Responsibilities/Applications” which will allow you to access your DCPDS account.

[image: ]






HOW TO REMOVE SENSITIVE AREAS FROM MYBIZ+

 FOR HR PROFESSIONALS



[image: ]The new MYBIZ+ homepage defaults to showing a lot of personal information about you, which is great except if you are a HR professional who may be teaching someone or learning something new from someone.   Here is how you can remove that information so when you login it is not displayed by default, but you can access it anytime using the buttons at the bottom of the page.  



[image: ]Once you login click on MANAGE MY VIEWS.



Each View will have an X in the top right corner.  Click on the X for the area(s) you wish to remove from your default login and once done click the DONE link.   

[image: ][image: ]



If you change your mind and want the default view back, click on Modify my view and RESET to revert back to the defaults.  



11 April 2016 – OCHR-San Diego	Page 6 of 6
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DoD NOTICE AND CONSENT BANNER

You are accessing a U.S. Government (USG) Information System
5) that is provided for USG-authorized use only.

By using this IS (which includes any device attached to this I5),
you consent to the following conditions:

~The USG routinely intercepts and mornitors communications on
this I for purposes including, but not limited to, penetration
testing, COMSEC monitoring, network operations and defense,
personnel misconduct (PM), law enforcement (LE), and
counterintelligence (CI) investigations.

-At any time, the USG may inspect and seize data stored on this
is.

~Communications using, or data stored on, this IS are not
private, are subject to routine monitoring, interception, and
search, and may be disclosed or used for any USG-authorized
purpose.

“This 1S includes security measures (e.g., authentication and
‘access controls) to protect USG interests--not for your personal
benefit or privacy.

“Notwithstanding the above, using this IS does not constitute
consent to PM, LE or Cl investigative searching or monitoring of
the content of privileged communications, or work product,
related to personal representation or services by attorneys,
psychotherapists, or clergy, and their assistants. Such
communications and work product are private and confidential.
See User Agreement for details.
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Welcome LALONDE.EDWARD.L

DCPDS Smart Card Registration @ nfo

To register or update your Smart Card Certificate information to an HR/MyBiz/MyWorkplace application, read the Privacy Act
Statement and follow the instructions below.

Enter your SSN/LN Employee ID Number and select the "Register” button to register your Smart Card. Select the
"Cancel" button to return to the DCPDS Portal Page.

** Important ** SSN/LN Employee ID Numbers are masked as an additional security measure for your personal

protection.
* Use hyphens in the SSN/LN Employee ID Number if applicable.

SSN/LN Employee ID Number:

Confirm SSN/LN Employee ID Number:

Smart Card (CAC) Re-Registration

Select the "Re-Register” button if you received a new Smart Card (CAC) since the last time you registered to the
MyBiz/MyWorkplace/Human Resources (HR) application.

Smart Card (PIV) Re-Registration

Select the "PIVRe-Register” button if you received a new Smart Card (PIV) since the last time you registered to the
MyBiz/MyWorkplace/Human Resources (HR) application.

** Important ** SSN/LN Employee ID Numbers are masked as an additional security measure for your personal
protection.
* Use hyphens in the SSN/LN Employee ID Number if applicable.

SSN/LN Employee ID Number:

Confirm SSN/LN Employee ID Number:

@ PIV-Re-Register

Non-Smart Card (Non-CAC) Users
Registering as a Smart Card User

If you have been issued a Smart Card, enter the appropriate information below and select the "Change to Smart Card
Registration” button.

Portal User Name:

Portal Password:

@ Change to Smart Card Registration

Privacy Act Statement

Authorities: 5 USC 301, Department Regulations; Title 5, USC Chapters
11,13, 29, 31, 33, 41, 43, 51, 53, 55, 61, 63, 72, 75, 83, and 99; and
Executive Order 9397.

Purposes: To authenticate the identity of individuals seeking access to
their personnel data for purposes of ensuring that only authorized
persons may process applications and view data pertaining to them. To
permit authorized individuals to view their data for purpose of verifying
its accuracy and to update the data when it is not current or is
inaccurate. To audit user access to ensure that access is only granted
to users that are authorized access to the information.

Routine Uses: To a Federal, state, or local agency, as necessary and
‘when the intended disclosure is for a purpose compatible with the
purpose for which the information was collected, on personnel and
related matters involving the individual about whom the information
pertains.

Disclosure: Voluntary. Failure to provide the requested information will
result in a delay or termination of your request. If your request is
terminated, you will not be able to view and verify your data and you will
not be able to update your data via this website.
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DCPDS Smart Card Registration @ nfo

To register or update your Smart Card Certificate information to an HR/MyBiz/MyWorkplace application, read the Privacy Act
Statement and follow the instructions below.

Enter your SSN/LN Employee ID Number and select the "Register” button to register your Smart Card. Select the
"Cancel" button to return to the DCPDS Portal Page.

** Important ** SSN/LN Employee ID Numbers are masked as an additional security measure for your personal

protection.
* Use hyphens in the SSN/LN Employee ID Number if applicable.

SSN/LN Employee ID Number:

Confirm SSN/LN Employee ID Number:

Smart Card (CAC) Re-Registration

Select the "Re-Register” button if you received a new Smart Card (CAC) since the last time you registered to the
MyBiz/MyWorkplace/Human Resources (HR) application.

Smart Card (PIV) Re-Registration

Select the "PIVRe-Register” button if you received a new Smart Card (PIV) since the last time you registered to the
MyBiz/MyWorkplace/Human Resources (HR) application.

** Important ** SSN/LN Employee ID Numbers are masked as an additional security measure for your personal
protection.
* Use hyphens in the SSN/LN Employee ID Number if applicable.

SSN/LN Employee ID Number:

Confirm SSN/LN Employee ID Number:

@ PIV-Re-Register

Non-Smart Card (Non-CAC) Users
Registering as a Smart Card User

If you have been issued a Smart Card, enter the appropriate information below and select the "Change to Smart Card
Registration” button.

Portal User Name:

Portal Password:

@ Change to Smart Card Registration

Privacy Act Statement

Authorities: 5 USC 301, Department Regulations; Title 5, USC Chapters
11,13, 29, 31, 33, 41, 43, 51, 53, 55, 61, 63, 72, 75, 83, and 99; and
Executive Order 9397.

Purposes: To authenticate the identity of individuals seeking access to
their personnel data for purposes of ensuring that only authorized
persons may process applications and view data pertaining to them. To
permit authorized individuals to view their data for purpose of verifying
its accuracy and to update the data when it is not current or is
inaccurate. To audit user access to ensure that access is only granted
to users that are authorized access to the information.

Routine Uses: To a Federal, state, or local agency, as necessary and
‘when the intended disclosure is for a purpose compatible with the
purpose for which the information was collected, on personnel and
related matters involving the individual about whom the information
pertains.

Disclosure: Voluntary. Failure to provide the requested information will
result in a delay or termination of your request. If your request is
terminated, you will not be able to view and verify your data and you will
not be able to update your data via this website.
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Text - DCPDS - Clear  SSL State from Internet Explorer.docx


Text - DCPDS - Clear SSL State from Internet Explorer.docx
Please try the below instructions and let me know if they help you get into the system.



1) Clear SSL State from Internet Explorer:

      a. Open Internet Explorer and click on Tools, then Internet Options

      b. Click on the Contents tab,

      c. Click on the 'Clear SSL State'.



2) Delete Temporary Internet Files:

      a. Click on the General tab, then on Delete button.

      b. Delete the Temporary Internet Files and Cookies.



3) Close ALL IE windows.



4) Go to the URL https://compo.dcpds.cpms.osd.mil/ and click on the Smart Card Login button under Smart Card Access. 



5) Click the HR MyBiz+ button to go to your MyBiz+ page.  If the HR MyBiz+ Navy button is not shown on the Choose your Path screen, select the Add Additional Application/Databases link and enter and verify your HR/MyBiz/MyWorkplace username (MGRAOBSUNARUBIE) and click Submit.  This will take you to the MyBiz+ home page.
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Privacy Act Statement

The information you provide to the Defense Civilian Personnel Data System (DCPDS) is covered by the Privacy Act of 1974. For questions regarding your personal information please
contact your local Human Resources Office.

Authorities: 5 U.S.C. Chapters 11, 13,29, 31, 33, 41, 43, 51, 53, 55, 61, 63, 72, 75, 83, and 99; 5 U.S.C. 7201; 10 USC 136; DoD Instruction 1400.25, volumes 1100 and 1401; 29 CFR
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Principal Purposes: To allow civilian (appropriated fund and non-appropriated fund) employees in the Department of Defense (DoD) to update personal information.
Routine Uses: None. The DoD 'Blanket Routine Uses' set forth at the beginning of OSD's compilation of systems of records notices apply to this system
Disclosure: Voluntary. However, failure to provide or update your information may require manual HR processing or the absence of some information.
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Accessibility/Section 508 | Privacy and Security Policy | System Help Desk Contacts
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