Initiating an Electronic Request for Personnel Action (RPA)

DCPDS PoRTAL

My Application/Database Add Additional Application/Databases

Choose your Path

& HR

MyBiz+ Navy

To link your newly created DCPDS Portal account to your existing application/databases.Click the Add Additional Application/Databases link above.

Q/ To protect your personal information, log out of your DCPDS Portal session by selecting the 'Logout’ button. S BRGNS



- 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)

=
RPA - List of
Required Information



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: HEHHEHHHHHEHEHE

Vacant Since/Expected Vacancy Date: ##/##/##Ht#
BIC: M674000####

Position Title: H##H#HHHEHHEHEHHE
Pay Plan-Series-Grade: GS-###-#
Position description (PD) number: #####
PEN: #i#

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: ##Hi##

FIP: H#i##ii ## ## ## HiH#E #HiHH]

Funding Type: Direct

This remark is required if Recruit/Fill RPA is for an overseas tour extension request.
Advance recruitment for Mr./Mrs. #it#### 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>
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Click <Smart Card Login>

Login Help | Contact List | Frequ

DCPDS PORTAL

News and Information

Smart Card Access
Last updated August 09, 2015
13.00 COT Chck the logen button below and select your non-emai digital certiicate

ﬂ?&z*_ for Managers 8 Smart Card Login

and Supervisors
First me Smart Card (CAC) user? Fegister Here

G MyBiz+ for Managers and Supenasors is now avalable. If you aré 3 Manager of Supenisor, Login
and select the MyTeam tile on the MyBiz+ homepage 1o discover She HR information avaiabie for your
team

Returming Mon-Smart Card (Non-CAC) User? Click the button below,
Important: As of Aug 2015, My Workplace will no longer be avallable b managers and SUpervisors

4, Non-Smart Card Access

Component Help Desk Information First time Non.Smart Card (Non-CAC) user? Register Hers
Password problens? Reset

If you are having problems accessng ths site, please sslect Contact List o lozate and deectly contact

your Comperent Help Desk

For addisonal infarmation, check out our Erequentty Asked Questions (FAQ)

For technical probiems, select the Contact List for your crganization’s comguter
support Help Desk

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

DCPDS PORTAL
REGISTRATION.DOC.

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

Text - DCPDS - Clear
SSL State from Interr



Select <Non-email certificate> and click <OK>

Login Help | Contact List| Frequently Asked Questions (FAQ)

Vi BN DCPDS porTAL

[

News and Information

Windows Security

Last updated August 09, 2015
13:00 CDT Select a Certificate

] [==og| MIVAGLKATSUSHL136747...
+ for Manage ':S ‘ Issuer: DOD CA-31
and Supervisors Valid From: 10/2/2015 to 9/23/2018
y Click here to view certificate prope...

[ MIYAGLKATSUSHL136747..
. Issuer, DOD EMAIL CA-31
@ MyBiz+ for Managers and Supervisors is now available. If: ‘ Valid From: 10/2/2015 to 9/23/2018

and select the MyTeam tile on the MyBiz+ homepage to discov{|
team.

I/l (CAC) user? Register Here

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

Important: As of Aug 2015, My Workplace will no longer be av

&, Non-Smart Card Access

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 Frequently Asked Questions (FAQ)!

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

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.

S SN

My Application/Database Add Additional Application/Databases

Choose your Path

MyBiz+ Navy

To link your newly created DCPDS Portal account to your existing application/databases Click the Add Additional Application/Databases link above.

‘//" To protect your personal information, log out of your DCPDS Portal session by selecting the 'Logout’ button. ﬂLOgOut



Click <Accept>

Privacy Act Statement

ticn please

sce b the Delervse Civilan Personnel Data System (DCPDS) s cavered by the Privacy Act of 1574 For questions regarding your personal

contact your local Human Resources
hapters 11, 1

&, volumes 1100 and 140

31,33, 41, 43, 81

and non-appropriated fur
jone. The Dol ‘Blanket Rou ses' set forth at the beginn s 0 ion of sysiems of reconds no
ntany. However, Exiure i0 provide Of update your information may nequine manual HR processing of the absen

Routine U:

s information

Accopt

Click <DCPDS Navigator Homepage> under Other DCPDS Tools

© Help Logout

MyBiz+ offers employees Improved navigation and HR. Notifications
- information in an easy to understand display!
sianel] Title Start Date
- o Unread .
Help us continue to improve hMyBiz+ by visiting Frovide * e AMay-2016

Feedback and telling us what you think....

sesssene (3]

fian i current & 2-Jun-2016

Welcome, Katsushi Miyagi

* You have 1 unread notifications.

Home

Bask Pay 24380000

Last Personnel Action

Ty of Action grade Incieass
Efaciive Date: 01-tan. 2016
% Leave
Mot Avallabie Tor Posihion LN
Detail Pages

ﬂ ze=eed S




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

Department of Defense

Home

Navigator Favorites
Parsonalize

1 Civilan Expeditionary Workforce (CEW)

] Clv Pos Hier Maint NV_PHM_NS
9

| MGR NV_HRO_| g
J MGR NV_HRO_N9_67438
| MGR NV_HRO_N9_67903
] MGR NV_HRO_P9_62613
| My Biz (LN

1PER NV_HRO_NO

Open <Request for Personnel Action>

Department of Defense

Home

Hawigaioe Tavorites
hymonaniy

vikan Expectionary Workdorce (CEW)




Click <Recruit / Fill>

Home

Nevigalos ~  Fawarites.
Prrsonaize

T Foreign Language: Prof Pary

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)

A Favorites

Purscnakin

J Cvikan Expecitonany Wonkdoree (CEW)

T Forssgn Language Prof Pay




Request for Personnel Action Windows appears

1Aﬂmmwnﬁ ’M

mﬂ — — Type the last name of RPA initiator

| - on L2l ! and hit <Enter>

5 Action Requested By (Full Name) Title

l Type the last name of RPA requestor

IE o Authortzed By (Full ae) |T'H' and hit <Enter> . If the requestor does

not have DCPDS account, leave this

s e i First Nome data field blank.

i [ |

2 Social Security Numbser 3 Date of Bith 4 Effective Date

[ |

FIRST ACTION SECOND ACTION

5.A Code 5B Mature of Action 5-A Code 6-B Hature of Action

JFill, Routing Group:MA!

.. Change Family Status
-

— PART A - Requesting Office
1 Actions Requested 2 Request Number

[Recrit/Fil

3 For Additional Information Call (Full Mame) Telephone Number 4 Prop. Eff. Date ASAP
|Miyagi, Katsushi | | -
5 Action Requested By (Full Name) Title Request Date

6 Action Authorized By (Full Name) Title Concurrence Date

-~ PART B - For Preparation of SF 50
1 Last Name First Name Middle Name

2 Social Security Number 3 Date of Birth 4 Effective Date

~ FIRST ACTION SECOND ACTION
5-A Code  5-B Mature of Action 6-A Code 6-B Nature of Action

[ 1 ]

5-C Code  5-D Legal Authority 6-C Code 6-D Legal Authority

5-E Code  5-F Legal Authority 6-E Code 6-F Legal Authority

History Extra Information Person Position (B) Others_.. (D)




Click <New>

File Edit V

3 For Additional Info

Miyagi, Katsushi

5 Action Requested

6 Action Authorized

~ PART B - For Prepar,
1 Last Name

2 Social Securi% My

= equest for Personnel Action (Recruit/Fill, Routing Group:MAVY)

BB e s (N

1 Actions R

Recruit/Fill Motepad

3 For Additional Info

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

5 Action Requested 4 dvance recruit t for Mr./Mrs. ##HHHH ov tour extensi His/Her ov tour
expires on 1/30/2014.

6 Action Authorized
This remark is required for positions G5-10 and higher.
Ov 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 G5-9 and below.
Ov allowances (except for post allowance) is not authorized.

Sufficient funding is available to support this RPA.
Fund ger: Name & date

Position (B)




Click Attachment
r Tool Vindow Help

FROP 8 I DHER A

ql P nnel A Fill, Routing up:NA
Aftachments...
S| <= [ change Famiy status [

Requesting Info
~— PART A - Requesting Office

1 Actions Requested 2 Request Number
[Recrit/Fil

3 For Additional Information Call (Full Name) Telephone Number 4 Prop. Eff. Date ASAP
|Miyagi, Katsushi | | -

5 Action Requested By (Full Name) Title Request Date

6 Action Authorized By (Full Name) |'I'n:le Concurrence Date

~ PART B - For Preparation of SF 50

1 Last Name First Name Middle Name
:2 Social Security Number |3 Date of Birth 4 Effective Date
~ FIRST ACTION SECOND ACTION
5-A Code  5-B Nature of Action 6-A Code 6-B Nature of Action
[5-C Code l [5—D Legal Authority ] [6-C Code ] [6—D Legal Authority ]
[5—E Code l [5—F Legal Authority ] [&E Code ] [&F Legal Authority ]

[

Extra Information Person Position (B) Others_.. (D)

Click Yes

ow Help

BvOI§os8aP® 8 VD LE

= Request for P nel Action (RecruitFill, Routing Group:NAVY)

Requesting Infa
- PART A - Requesting Office

1 Actions Requested 2 Request Number
RecnitFill

3 For Additional Information Call (Full Name) Telephone Number 4 Prop. Eff. Date ASAP
[Miyagi, Katsushi l I [ I []
5 Action Requested By (Full Name) Title Request Date

6 Action Authorized By (Full Name) Title Concurrence Date

~— PART B - For Preparation of SF 50
1 Last Name First Name Middle Name

2 Social Security Number 3 Date of Birth 4 Effective Date

~ FIRST ACTION

5-A Cods 5-B Mats f Acti
[ g ure o 1o g nmitted before adding attachments. Do you

5-C Code  5-D Legal Authority

[ I |

5-E Code  5-F Legal Authority

History Extra Information Person Position (B) Others._.. (D)




Click <Nc_)>.

for Personnel Actio

n (RecruitFill, Routing Group:NAVY)

Ghargs Famiy siou: (I

Requesting Info
-~ PART A - Reql g Office
1 Actions Requested 2 Request Number
Recruit/Fil |
3 For Additional Information Call (Full Name) Telephone Number 4 Prop. Efi. Date  ASAP
[Miyag\, Katsushi ] |
5 Action Requested By (Full Name) ] [Tllie Request Date
6 Action Authorized By (Full Name) Title Concurrence Date

[

~ PART B - For Preparation of SF 50

1 Last Name First Name

2 Social Security Number 3 Date of Birth
~ FIRST ACTION

5-A Code  5-B Nature of Action

[

5CCode 5D Legal Authority

[

5E Code 5 Legal Authority

[

Requesting Info

Paosition (B)

~ PART A - Requesting Office

1 Actions Requested 2 Request Number
Recruit/Fil | |150CTSWNINV2767400244¢
3 For Additional Information Call (Full Name) Telephone Number 4 Prop. Eff. Date ASAP
[Miyagi, Katsushi ] ]
5 Action Requested By (Full Mame) Title Request Date
6 Action Authorized By (Full Mame) I [Tlﬂe Concurrence Date

[

~ PART B - Far Pr of SF 60

L

First Name

[1 Last Name

2 Social Security Number

3 Date of Birth

-~ FIRST ACTION

5-A Code  5-B Nature of Action

5CCode 5D Legal Authority

[

5E Code  &F Legal Authority

[

Position (B)



Click <OK>

r Personnel Action (Recruit/Fill, Routing Group: NAW)

ll ETET BT - I

Requesting Info
- PART A - Requesting Office
1 Actions Requested 2 Request Number
Recuit/Fil | [150CTSWNSNV2767400244]
3 For Additional Information Call (Full Name) Telephone Number 4 Prop. Eff Date ASAP
[Mlyagl, Katsushi ] [ ] [ ] []
5 Action Requested By (Full Name) Title Request Date

6 Action Authorized By (Full Name) Title Concurrence Date

~— PART B - For Pr ion of SF 50

1Last Mame First Name

2 Social Security Number 3 Date of Birth

- FIRST ACTION
5-A Code  5-B Mature of Action
[ I L AM-40400: Tra ction complete: 2 records applied

5CCode 5D Legal Authority

[ I l

5E Code  5-F Legal Autharity

[ I l

Extra Information

Position (B)

Type “misc” and hit <tab key>

Entity Mame: PA Requesf

Publish to Catalog Document Catalog...

Extra Information B Pasition (B)




Type file name and file description (e.g. PD certification, Current PD, Org Chart, etc.)
I File Edi e 1 Window Help

@PE TDEEILEIY 252

Title Description
|Filename File de&cription|

Entity Name: PA Request

BFelrde e ated IEeaments| Publish to Catalog Document Catalog.

Position (B)

Select <File> and click <OK>

Short Text
Web Page

Publish to Catalog Document Catalog...

Position (B)




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.

Click <Browse>
ORACLE

File Upload

" UploadFle [ growse
Cancel




Select file and click <Open>

) Cument PD

) Fund Mansger's tignature
) PD Certification

)} POT Cortification

- [anscn

Click <Submit>

ORACLE
¥ e Upboad
v [T _iowe
Suterst =

Cantel




Close the window by hitting X

m' & rempa e cper sadenil 04 HTMLIOA cacle/appnTaduplosd mebui UpkoadP A | p-ac
THe Ede View Foore Tosh Help

s M anfetows - WRIPANL. ) TIPS onthe WEB Pro ) Ginger T2 T

T1= [ig] Senbence Euampler Wi WordRelerence RTINS [T Wk Defne Wt Dictic [l - @hny - B Bod DAL - com

% Confirmation

3. * Fietum 10 e ARICNMents 1orm and Chck e es bution I ndcate fie upioad i compists.

SureRl2 x|

Fle Edt View Fovoster Tosh Help

o WD bl - TN ) TRERAD on the WER Fro () Ginger XS 2 71— [l Sentence Exmples wit Wordfeference ISTINE [ Wit Defme Wait st Dictio. [l - y - B Bod DOLAS - com

1 IMPORTANT: Do not cow or refredh this winden
Choting or refresting this wndom wil case Oracle foms-based appisations o
chite mmedutely, loing any ursaved data This window say be memized
saldly at any Bew and say be dosed orce b werk in Orede lores-baved
appbcatiars b complste.

Copyright ©1998, 2013, Oracle andor its affilisses. All rights reserved.




Click <Yes>

File Edit View Fo Window Help

GY 010 BB RAD LD SED V|

File or URL
m Miscellaneous Current PD.docx

Entity Name: PA Reqg

Publish to Catalog Document Catalog...

Position (B)




Click <Ngv\{> for additional files

File Edit View

File or URL
Current PD.docx

Entity Name: PAR

O [ ] Publish to Catalog Document Catalog...

Extra Information Position (B)

Once uploading is completed, click <Save>
——— -
File Edit View ap wdow  Help

OUIG = 8 S PR S e AE D 52

File or URL
Current PD.docx

PD Certification.docx

Entity Name: PA Reqt

B gzl




Click <OK>
File Edit View F r Tools Wi /' Help

HYold

jD Reguestior Personnel Action (RecruitFill, Roufing Grou p:NAVY)

3] =) e Famiy s (I

Requesting Info
-~ PART A - Requesting Office
1 Actions Requested 2 Request Number

RecruitFil © 150CTSWNINV2767400244!

3 For Additional Information Call (Full Name}) Telephone Number 4 Prop. Eff. Date  ASAP
Miyagi, Katsushi | | ‘ | =
5 Action R ted By (Full Name) Title Request Date |

‘ 6 Action Authorized By (Full Name) ‘ ‘Ttﬂe ‘ | Concurrence Date

~ PART B - For Preparation of SF 50 = =
1 Last Name First Name Middle Name

\ | I

2 Social Security Number 3 Date of Birth
\ il

-~ FIRST ACTION

5-ACode  5-B Nature of Action 6-A Cld APP-GHR-38011: You must route the saved Request for

[ I ‘ ‘ 4 Personnel Action. Pl our Request for Personnel
5C Code 5D Legal Authority = Action again and select a routing destination

5E Code  5F Legal Autharity @

Position {(B)

Click <Print>

nn =
Pri

or Pe e 0
Change Family
Requesting Info
~ PART A - Requesting Office

1 Actions Requested 2 Request Number
[RecruitrFil [150cTSWNINV2767400244!

3 For Additional Information Call (Full Mame) Telephone Number 4 Prop. Eff. Date ASAP
|Miyagi, Katsushi | | r

5 Action Reguested By (Full Name) Title Request Date

6 Action Authaorized By (Full Name) |'I'|t\e Concurrence Date

~— PART B - For Preparation of SF 50

1 Last Name First Name Middle Name
| | |
2 Social Security Number 3 Date of Birth 4 Effective Date
| |
~ FIRST ACTION SECOMND ACTION
5-A Code  5-B Mature of Action 6-A Code 6-B Nature of Action
[ J (1 ] ]
5-C Code  5-D Legal Authority 6-C Code 6-D Legal Authority
[ J I J ]
5-E Code  5-F Legal Authority 6-E Code 6-F Legal Authority

I

Extra Information Person Puosition (B) Others_.. (D)




Click <OK>

findow Help

ErT I

'D equest for Personnel Action (Recruit/Fill, Routing Group:MAVY)

Crange Fariy s [

Requesting Info
- PART A - Requestin
1 Actions Ri
Recruit/Fil
3 For Additional Info

Miyagi, Katsushi

5 Action Requested

este

Printer

6 Action Authorized Page

4 Prop. Eff. Date

I

b111_p0146ps
No

Request Date

Concurrence Date

|

2 Social Security Number

l

~ FIRST ACTION

SECOND ACTION
6-A Code 6-B Nature of Action

5-A Code  5-B Mature of Action

)

5C Code 5D Legal Authority

6CCode  6-D Legal Authority

l

l

5E Code  5-F Legal Authority

6E Code  6F Legal Authority

[

=

i O Printing
Report
(]

Miyagi, Katsushi

5 Action Requested;

Printer

equest for Personnel Action

Position (B)

tor Persannel Action (RecruitiFill, Rauting Group:NAVY)

Back Page

b111_p0146ps
No

2 Social Security Number

3 Date of Birth

~ FIRST ACTION
5-ACode 5B Nature of Actian

ly been submitted,

5CCode 50D Legal Auth

5E Code  5F Legal Autharity




Click <Sa\£e>.

B e @18 89S P
| Save U i Fill, Routing Group
- Change Family Stat
Requesting Info
~ PART A - Requesting Office
1 Actions Requested 2 Request Number
|1500TSWN9NV2767400244J
3 For Additional Information Call (Full Name) Telephone Number 4 Prop. Eff. Date ASAP
|Miyagi, Katsushi | | r
5 Action Requested By (Full Name) Title Request Date
6 Action Authorized By (Full Name) Title Concurrence Date
-~ PART B - For Preparation of 5F 50 5 :
1 Last Name First Name Middle Name
2 Social Security Number 3 Date of Birth 4 Effective Date
~ FIRST ACTION SECOND ACTION
5-A Code  5-B Mature of Action 6-A Code 6-B Mature of Action
5-C Code  5-D Legal Authority 6-C Code 6-D Legal Authority
5-FE Code  5-F Legal Authority 6-E Code 6-F Legal Authority
Extra Information Person Paosition (B) Others.__ (D)

Click <Yes>

ndow Help

P f Vg LD WS TE LIS ?

= Request for Personnel Action (Recruit/Fill, Routing Group:NAVY)

Requesting Info
~— PART A - Requesting Office
1 Actions Requested 2 Request Number
it/Fill  |150CTSWNANY 2767400244

3 For Additional Information Call (Full Name) Telephone Number 4 Prop. Eff. Date ASAP
lMlyagl, Katsushi ] l I l ] []

5 Action Requested By (Full Name) Title Request Date

6 Action Authorized By (Full Name) Title Concurrence Date

~— PART B - For Preparation of SF 50

1 Last Name First Name Middle Name
2 Social Security Number 3 Date of Birth 4 Effective Date
~ FIRST ACTION

5-A Code  5-B Nature of Action . _
l 0 yo o route the Re nnel Action now?

5-CCode  5-D Legal Authority

I J l

5F Code &F Legal Authority

Histary Extra Information Person Position (B}




Click <OK>

'D equest for Personnel Action (Recruit/Fill, Rﬂutlng Gmup NAW)

Requesting Info

N © Routing

1 Actions Re?ueste =
SEEmAT RoutingTo

3 For Additional Info/ . .
Select Routing List

Miyagi, Katsushi

5 Action Requested Select Person Request Date
Select Groupbox

6 Action Authorized Save and Hold in Personal Inbox Concurrence Date

End Routing

— PART B - For Prepar,|
1 Last Name = Print

[ S
2 Social Security Ny
Print Back Page

~ FIRST ACTION

M|nterim Approval

Extra Information Person Position (B) Others_.. (D)

Requesting Info
~ PART A - Requesting Office

1 Actions Requested 2 Request Number
[Recruit/Fil [

3 For Additional Information Call (Full Name) Telephone Number 4 Prop. Eff. Date ASAP
| | | .

5 Action Requested By (Full Name) Title Request Date

6 Action Authorized By (Full Name) Title Concurrence Date

~— PART B - For Preparation of SF 50 : -
1 Last Name First Name Middle Name

2 Social Security Number 3 Date of Birth 4 Effective Date
- FIRST ACTION SECOND ACTION

5-A Code  5-B Mature of Action 6-A Code 6-B Nature of Action

5-C Code  5-D Legal Authority 6-C Code 6-D Legal Authority

5-E Code  5-F Legal Authority 6-E Code 6-F Legal Authority

Extra Information Person Puosition (B) Others... (D)




Under the view tab, click <Requests>

5\ % | Show Navigator L 2 B 2 g A @ D

Zoom

Eile Edit Vi olef= Vindow Help

Eind...

Find All
Query By Example * lion:Recruit / Fill

T ent and Temporary

Top Ten List

Translations...
Attachmenis ..

summary/Detail

Realignment
Long-term Training
Reassignment
Recruit / Fill
Return to Duty

RIF Exception
Salary Change

Seanaratinn

o [fee® [0 [+

Click <Find>

Date Submitted

Date Completed

Winclude Reguest Set Stag

Order By

Select the Mumber of Days to View: m




Click <View Output>

YOI OSSP RADDHE (I LEP 252

-
Refresh Data Find Requests Submit a Mew Request...

8715059 Request for Personnel A Completed |Warning 9129932, HROCMIYAGIKATS | =
28714836 |Request for Personnel A |Completed  |warning 9111505, HROCMIYAGIKATS
28705642 |CIVDOD Mass Position Hi| |completed  [Normal 76749, PREVIEW
28705640 |CIVDOD Mass Position Hif |completed  [Normal 76623
28691172 |CIVDOD Mass Position Hif |completed  [Normal 76624, PREVIEW
28691157  |CIVDOD Mass Position Hif |Completed  [Normal 76194
28691153 |CIVDOD Mass Position Hi| |completed  [Normal 76623, PREVIEW
28677354  |CIVDOD Mass Position Hi| |completed  [Normal 73401
28673587  |Request for Personnel Aq |completed [waming  ||8923703, HROCMIYAGIKATS
28673585 Request for Personnel A Completed |Warning 9091004, HROCMIYAGIKATS | ~

Hold Reguest View Details__. View Output
Cancel Reguest Diagnostics View Log...
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