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MODERN DCPDS PERSONNEL ACTION PROCESSING AID

APPLICANT BUILD - Local National, Army, Korea

	Purpose
	· To process an accession action in the modern DCPDS, you must first enter the person as an applicant. This job aid explains how to do this.  This can also be done using Resumix.  This aid also explains how to delete an applicant record, and how and when to correct or change an applicant record.


	Applicant records from Resumix
	When a selection is made from Resumix, the Modern DCPDS-Resumix interface flows the information on the selectee into modern DCPDS as an applicant record.

· By using the tracking code of "accept" in Resumix on an external applicant (one that is not currently serviced by the region), the Modern DCPDS-Resumix interface flows the required information on the selectee into modern DCPDS as an applicant record.

· Before inserting the Resumix applicant onto a recruit/fill RPA, you will need to go through the process of "accepting" the applicant in modern DCPDS as described below.

· Before “accepting” the applicant you should carefully check the applicant record to insure it has correct information, meets the naming conventions, etc.  See “Changing and Deleting Applicant Records,” below.


	Building the applicant record
	Follow these steps to enter basic applicant information:


	Step
	Action

	1
	Using the LN PERSONNELIST hat, from the Navigator List, select People ( Enter and Maintain.

	2
	On the Find Person window, click <New>.  The People window will display.

	3
	The People window will display. 

	4
	Date tracking:  building an applicant must be done over a 3-day period:  day 1 – enter applicant information; day 2 – “accept” the applicant; day 3 – appoint the applicant.  To accomplish all three steps on the same day, use the date track feature.

· Click the Alter Effective Date icon on the Toolbar.  

· Alter the effective date so that it is at least two days prior to the current date or the date on which the applicant will be appointed (whichever is earlier), then click <OK>.

The altered effective date will now be displayed on the title bar of the People window. 

	5
	Your cursor will be in the LAST data field of the NAME Region. Enter the data, as described below. 

· Caution: Use [Tab] to navigate to the next data field. Do not use [Enter]. 


	Naming Conventions
	Example:

Last name
	Example:

First name
	Example:

Middle

	Always use mixed case when entering names.
	Hong 

NOT
HONG or hong 
	Kil Dong

NOT
Kil-Dong
	Leave Blank

	If more than one last name, enter them both together without a space.
	Hwangpo 

NOT
Hwang Po


	Yong Chin
	Leave Blank

	Do not use hyphen (-) in name
	Tokko

NOT
Tok-Ko
	Yong Nam

NOT

Yong-Nam
	Leave Blank

	If the employee has one name, enter one name.
	O or 

Namkung
	Won or 

Sok
	Leave Blank

	Do not include titles (Dr., Mrs., etc.), and do not use the Title, Prefix, or Suffix blocks.
	
	
	


	Data Field
	Action

	Last
	Type in the last name of the applicant.  Use mixed case.  See “Naming Conventions” above.

	First
	Type in the applicant's first name.  See “Naming Conventions”.

	Title
	Leave blank.

	Prefix
	Leave blank.

	Suffix
	Leave blank.

	Middle
	Leave blank.

	Gender
	Click the down arrow to display the Gender drop-down LOV.   Click the appropriate value (Male or Female).

	Type
	Click the LOV for Type.  Select “Applicant” from the LOV.  Click <OK>.

	Social Security Number
	Leave blank.  N/A for LN, Army, Korea

	Employee
	Leave blank.

	Applicant
	Leave blank.

	Birth Date
	Type in the applicant's birth date, using the format: DD-MMM-YYYY.

	Remaining fields
	Leave blank.


	6
	Save the record by clicking the Save icon on the Toolbar. 

· The message line will indicate "Working " followed by "Transaction complete: 1 Records applied and saved."   

· In the Identification region, the Applicant data field will now show an applicant number. 


	Entering the address
	New employees need a home address in their record in order to notify for interviews and/or selection notifications.


	Step
	Action

	1
	Push the <Address> button at the bottom of the People window.

	2
	For Country Style, use LOV to select "Korea, Republic of"

	3
	Enter employee’s address information including three address lines, Town/City, Post Code, and Telephone numbers, etc..

	4
	Save, and close the Address window.


Accepting the Applicant

	“Accepting” the applicant
	Prior to accepting the applicant, verify that data in the applicant record is correct and change if needed.  This is particularly important if the applicant record came from Resumix.  See “Changing and Deleting Applicant Records,” below. 

Follow these steps to “accept” the applicant and complete the applicant build process:


	Step
	Action

	1
	You are now ready to "Accept" the applicant.  Click the Alter Effective Date icon on the Toolbar, and change the effective date to one day after the date you used to input the applicant data. Click <OK>. 

	2
	Click the <Others> Taskflow button. The Navigation Options window will display. Select "Application" from the LOV, then click <OK>.    

	3
	The Application window will display.  The “Received Date” field has been automatically populated by the system. 

	4
	In the Assignment region of the Application window, click in the <Status> data field (it will display "Active Application" as the status). 

· Click the LOV icon on the Toolbar. 

· Click "Accepted" from the LOV, then click <OK>.
The data in the Status data field will now display "Accepted" and the Choose an Option window is displayed, asking you to choose "Update" or "Correction." 

	5
	Click <Update>.

	7
	Save the record by clicking the Save icon on the Toolbar.  The “From” date in the Effective Date region at the bottom of the window will have changed (from the date used to enter the applicant to the date being used to accept the applicant). 

Close the Application window.

	8
	Click the Alter Effective Date icon on the Toolbar. Click <Reset>, then click <OK>.   This sets the effective date to the current date. The applicant is now ready to be appointed.

	9
	Close the People window to return to the Navigator window from where you can process an appointment action.  


Accepting the Mass Applicants

	“Accepting” the mass applicants
	Prior to accepting the mass applicants, verify that data in the applicant records are correct and change if needed.  This is particularly important if the applicant record came from Resumix.  See “Changing and Deleting Applicant Records,” below. 

Follow these steps to “accept” the mass applicants and complete the mass applicants build process:


	Step
	Action

	1
	From the Navigation list, select Recruitment ( Mass Update of Applications ( (Open(

	2
	The Mass Update of Application window will display. 

	3
	Click the Alter Effective Date icon on the Toolbar, and change the effective date to one day after the date you used to input the applicant data. Click <OK>. 

	4
	Place the cursor in the "Full Name" block and push F8.

Click "Select All" or select only names to be accepted by clicking the "Mark" block.

Click "Update".  The "Update" window will display.

Place the cursor on the Status data field.

· Click the LOV icon on the Toolbar.

· Click "Accepted" from the LOV, then click <OK>.
Place the cursor on the Recruiter data field.

· Click the LOV icon on the Toolbar.

· Select the Recruiter from the LOV, then click <OK>.

	5
	Click <Update>.  Note:  The "Status" will be changed to "Accepted" from "Active Application".

	6
	Save the record by clicking the Save icon on the Toolbar.  Note:  The message line at the bottom of the window indicates:  "Transaction complete:  X records applied and saved.  Close the Mass Update of Applicants window.

	8
	Click the Alter Effective Date icon on the Toolbar. Click <Reset>, then click <OK>.   This sets the effective date to the current date. The applicant is now ready to be appointed.

	9
	Close the People window to return to the Navigator window from where you can process an appointment action.  


Changing and Deleting Applicant Records

	Changing an Applicant record
	Applicant records received from Resumix (as well as other applicant records) should be checked before they are “accepted,” and changes made if necessary to meet naming conventions and insure that all required data is present and valid (DOB, SSAN, gender, etc.).

· Changes can be made to an applicant record UP UNTIL the applicant is actually appointed (placed on the RPA and “Update HR” processed).  Once appointed, changes must be made through standard correction processes.

· To change an applicant record, follow these steps:


	Step
	Action

	1
	From the Navigation List select People ( Enter and Maintain. 
The Find Person displays. Enter the applicant’s name, then click (Find(.

	2
	Date track (alter effective date) to the date the applicant record was created.  This is the date shown in the “effective date” section at the bottom of the People window.

	3
	Make the necessary changes.  Some changes (e.g., modifying the name) will ask you if you want to <Update> or <Correct> the record.  Usually, you will be correcting (the original data was entered incorrectly), so click <Correct>.  

	4
	Save the changes, and reset date tracking back to the current date.


	Deleting the Accepted Applicant
	In order to correct a number of errors in the applicant record, it is sometimes easier to delete an accepted Applicant and then purge the applicant, as shown below.  Then rebuild the applicant correctly.


	Step
	Action

	1
	From the Navigation List select People ( Enter and Maintain ( (Open(
· The Find Person displays. Enter the applicant’s name, then click (Find(

	2
	At the People window, click (Others(

	3
	Select Application from the dropdown menu and click <OK>.

	4
	Place your cursor in the From date (at the bottom of the screen in Effective Dates section).

	5
	· Click the <Alter Effective Date> icon on the toolbar.

· Change the effective date in the dropdown menu to the day before the “From” date in step 4. 

· Click <OK>.  Effective dates in the from and to section at the bottom of the page will reflect the date you have input in the drop down menu. (The dates reflected are the beginning and ending dates of applicant)  

	6
	Click <Delete Record> (the Big Red “X”).

	7
	A popup dialog box displays “Do you really want to delete this record?”   Click <Yes>.

	8
	A decision box appears with three options:

<Next>

<All>

<Purge>

	9
	Click <Next> This will remove acceptance of the applicant.

	10
	Click <Save>.

	11
	Reset Date Track Date – 

· Click <Alter Effective date>.
· Click <Reset>.

	12
	Close the Application window.

	13
	Click <Delete Record> (Big Red “X”) in the People Window.

	14 
	A dropdown window appears asking if you really want to delete the record.  Click <Yes>.

	15
	Click <Purge> on the dropdown menu that appears.

	16
	Click <Save>.
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