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ScreenCam Script Outline: 11i PERSON SUMMARY

Objective and audience
This movie shows the changes in the Oracle 11i version of the “People” window – most significantly, the new “Person Summary” feature.  It also shows how to access this from an RPA.

This is for DCPDS users who access the People window and who process personnel actions (primarily a CPOC audience).

It covers:

· Accessing the People window.

· Accessing the Person Summary.

· Quick tour of the Person Summary.

· Accessing the Person Summary from an RPA.

Prerequisites:   

· Oracle 11i overview ScreenCam (recommended).

· Familiarity with the current (Oracle 10.7) version of the People window.

Setup
Setup requirements:

· An Oracle 11i CIVDOD PERSONNELIST account.

· No “People-Enter and Maintain” entry on the top ten list (it will be added during the movie).

· A promotion action in the inbox with an employee name on it (name:  Dean, James T.) – use this same person in the People-Enter and Maintain segment.

Do not have the screen maximized.

Begin recording at the navigator as it appears just after logging on. 

SCRIPT

Accessing the People window and retrieving a record

Action
Script

(intro)
This movie shows the changes in the People window when using Oracle 11i, with particular emphasis on a new feature of the People window, the “Person Summary.”

Point to CIVDOD PERSONENLIST
I’m starting at the Navigator window and am signed on as a personnelist.

Click on (expand) the People selection on the menu.
The People menu is the same as we are used to seeing 

Click on the right arrow to move to the top ten window.
I’m going to add “People – Enter and Maintain” to my top ten list. Notice that the name changes to “Combined Person and Assignment” when it’s on the top ten list.

Point to the message at the bottom of the window (“you can now use the number 2 key…”), then type the number associated with the top ten item.
Now I can access this window using the keyboard shortcut (the number __).

Point to the “Find Person” title bar.
When you start up this selection, you are going to get the same “Find” window that you are used to seeing.

Point to “LOV” part of the name field, then click in the field and type the last name of the person you are using and push [Tab].
This works the same way – you can use the list of values – but remember, the LOV is now embedded in the field, not up on the toolbar, or you can type part or all of the employee’s last name and push [Tab] (which is what I usually do) (Dean)  By the way, this field is NOT case sensitive – and you don’t need to include a wild card at the end…

Select the person, then click <OK>.
Assuming there is more than one match, you’ll get a list of matching entries, so you select the person you want.

Click <Find> button.
This populates the Find window, so you then click the <Find> button to actually retrieve the individual’s record.  Nothing new here.

The People Window

Action
Script

Point to “People” on the title bar.
Now we’re at the People window.  As you can see, it’s similar to what we see now.  

Point to “Person Types”,
Special mention is needed for the “person types” field.  “Employee.Ex-Applicant” in this field means that the employee was hired while using the modern DCPDS, whereas “Employee” means that the person’s record was converted from the legacy system or was moved from another region in the “Mod to Mod” process. 

Point to the nine tabs, open up one or two.
Notice the nine tabs across the middle of the window, these tabs replace the drop down list that used to be shown here.  In actuality, we don’t really use these areas so we won’t discuss them further.

Point to each of the taskflow buttons at the bottom of the window (may need to scroll down) while discussing.
The taskflow buttons at the bottom of the People window are the same:

· Address contains the home address info.

· Extra Information contains all the DDFs.

· Assignment shows you the employee’s position information.

· Special Information contains all the multiple-occurring flexfields such as training courses, performance ratings, and such.

The Person Summary

Action
Script

Click on <Others>.
It’s the <Others> button that provides access to the Person Summary” that I mentioned earlier.

Click on “Person Summary,” then click <OK>.
The “Person Summary” is a read-only window that gives you easily accessible information about the employee and his or her position.  

Point to the three tabs.
You can see the first three tabs across the top, which give general information, military and education information, and assignment information.  We’ll take a brief look at each tab in a moment.  

Click the “arrow” icon at the right to display the list.
The other tabs can be accessed using the arrow icon at the right, which displays a drop-down list.

Point to the items on the list.
The items with visible tabs are bold, the other items are not.  There are a couple of “person” windows, as well as “assignment,” “position,” and “pay” windows.

Open each item as discussed.
We’ll take a brief look at each of the tabs.  The kind of information you would expect to see is, for the most part, pretty self-explanatory:

· Person: Information contains general information, including various key dates and SCDs.

· Person: Military/Education contains military service data, veterans preference, and education level.

· Assignment: Information contains general information about the current assignment (including tenure, work schedule information, date WGI due).  Notice the check box at the bottom that indicates if NTE data exists – in this case, you need to look elsewhere to find this data.

· Assignment: Probation/Retained Grade contains, as you would expect, probationary and retained grade information.  Notice the check box at the bottom which indicates if there are other retained grade records (in which case you would need to look them up in the Extra Information area).

· Position: Title/Pay Plan/Grade etc. contains basic position information – including step and locality area.

· Position: Extra Information contains various other position information.

· Position: Organization/Appropriation Code/Etc. contains the org address as well as the comp area and level and appropriation code.

· Pay: Salary contains various pay-related data.

· Pay: Benefits contains retirement, FEGLI, Health, and TSP information.

· Performance contains the current performance rating (for historical information, you need to go to Special Information).

· Awards/Bonus contains up to several award records as well as relocation or recruitment bonus data.

· Notification of Personnel Action contains a record of the actions processed on this employee.  You can imagine that this could be very helpful information.

Close the summary and people windows.
Now we’ll close out of this.  

Accessing the Person Summary from an RPA

Action
Script

Open the workflow inbox.
I want to show you one more thing about the Person Summary that should be of interest to personnelists who process actions: you can access this window when you are working on an RPA.  I’m going to begin by retrieving an RPA from my inbox (the inbox will be covered in a separate movie so I’m not going to discuss it here).

Click on the promotion RPA.
I have a promotion action here that I need to process.  First I open the RPA…

Click the response icon.
Then I “respond” to it.

Point to the employee name.
Once I have an employee name on the RPA, I can access the Person Summary for that person.

Click the <Others> button.
I do this by clicking the <Others> taskflow button at the bottom of the form…

Click on “Person Summary,” then <OK>.
…then select “Person Summary” from the navigation options window.   And there’s the person summary. 

Select the Assignment: Information tab and point to Date WGI due.
This would be handy if I needed to look up, for instance, the WGI due date.  Without this feature, I would have had to exit from the RPA and inbox to go look for the information elsewhere. 

That’s it for this movie.  Thanks for watching!
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