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MODERN DCPDS PERSONNEL ACTION PROCESSING AID

POSITION QUICK COPY- Local National, Army, Korea

	Purpose
	The Quick Copy procedure allows you to duplicate a position in Modern DCPDS without building a position from scratch.

· Use this to create identical-additional positions or to create a new position which is substantially similar to another position.

· You can make up to 5 copies of a position in one operation.

· The position being copied must be a “valid” position.

· This replaces the “fast copy” (PTI 052) procedure that was used in legacy DCPDS.


	Coverage
	This aid covers the following information:

· Querying to retrieve the position to be copied.

· Modifying and quick copying.

· Using the cut and paste method for copying.

· Validating the copied position(s).


	CAUTION about quick copying
	Quick copying must be done carefully.  Since it is quick and easy, it is also very easy to forget to make critical changes to reflect differences between positions.  This can result in the need for subsequent corrections.  If you are going to quick copy, copy from a position that is VERY SIMILAR and preferably part of the same organization, and remember to change any data elements that might be different between the original and the copied position(s).


Querying to Retrieve the Position to Copy

	Query procedure
	Follow these steps to retrieve the position from which you are going to copy:


	Step
	Action

	1
	On the Navigation List ( Work Structures ( Position ( Description ( <OPEN>.  (Note, you cannot quick copy using the <Position> button of the RPA.)

	2
	The Position Window displays.  The cursor is located in the From data field and the current date is highlighted.  The data fields for Name, Organization, Location, and Job appear as white background.  The data field for Status is grayed out.  Click [F7] to begin a query.

	3
	Place your cursor in the Name field and enter the name of the position you want to Quick Copy (or enter a partial value followed by the % sign).

· An easy, reliable way to query is to use the position sequence number, since this is a unique identifier for the position.  To do this, the query is %.%.(seq no)%.

	4
	Click [F8] to run the query).  The Name, Organization, Job Location, and Status fields are automatically populated with the information of the position you want to copy.

· You need to verify that you have retrieved the right position in case there are more positions that meet the query criteria that you entered (unless you retrieved by sequence number).  If you are not displaying the right position, use your down arrow key to page through the retrieved positions until you get to the right one.


Modifying Key Data and Making Copies

	Modification steps
	Follow these steps to make changes to the position(s) that you are going to create and to perform the quick copy operation:


	Step
	Action

	1
	Click the <Quick Copy> Taskflow Button.  The Quick Copy Position Window displays (see below).

· Note:  If you are changing the organization (UIC), job series, or date position established, you must change them on the Quick Copy window before copying the position.
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	2
	If you are changing the organization (UIC), click the Organization checkbox. 

· The Organization Name LOV displays.  Select the new organization and click <OK>.

	3
	Click the Job checkbox if you are going to change the occupational series of the new job. 

· The Job Name LOV displays.  Select the new series and click <OK>.

	4
	If necessary, change the Date Position Established to the date required by the action (the default date is the current date).

	5
	Enter the number of copies (between 1 and 5) you want to make.  

	6
	Click the <Quick Copy> Taskflow Button.  

· A New Copied Positions Window displays. It lists the Name of Position Copied and Names of New Positions Created.  
· Be sure to note or write down the new position sequence numbers for subsequent processing (see next step).

Note:  A message at the bottom of the window alerts you that the new positions need to be validated.

	7
	Copy the position identifying information from the first new position for use in retrieving the new position(s) in the next steps, as follows:

· Place your cursor in the name block of the first copied position.  

· Highlight the entire name field (if the field is long, click the “Edit Field” icon on the toolbar to display the entire field in a small window).  Click and hold your mouse button while you drag it to select the entire name. 

· Copy the highlighted information to your clipboard (using Ctrl-C or Edit ( Copy from the menu).

Note:  You do not have to follow this procedure, you can use any method to retrieve the copied positions in the next section.  This method, however, is quick and easy.


	Retrieving the new positions
	The next step is to retrieve the newly-copied positions that you just created so that you can (1) make any additional changes that may be required, and (2) validate the new positions.


	Step
	Action

	1
	Close the New Copied Positions window to return to the position window.  Click <OK> on the warning window about not printing the screen.

	2
	Start a new query by pushing [F7].  

	3
	Place your cursor in the position name field, and paste the name data you copied in the previous section (Ctrl-V or Edit ( Paste from the menu).

	4
	If you have copied more than one position (and therefore need to retrieve more than one position), replace the last two digits of the sequence number of the new position with “%”.  If you don’t do this, you will only retrieve the one position.

	5
	Run the query by pushing [F8].  All your newly-created positions should now be retrieved.  Use your down- and up-arrow or PgDn-PgUp keys to move between the positions (you will see the sequence number changing).  


Modifying and Validating the Quick Copied Positions

	Changing position data
	When you have a copied position retrieved, you can make other changes to the position data (other than the three key items - organization (UIC), job series, or date position established).  If you are not making any additional changes, proceed to the next section (Validating).


	Step
	Action

	1
	Make sure the position you are going to change is displayed on the position screen.

	2
	Click in the position name field if you are going to make any changes to the identifying data.  This brings up the Position Flexfield.  

· Change the position description number or any other items on the Position name flexfield, then click <OK> to close the Position Flexfield.

	3
	Click the <Others> button and select “Army Local National” to access the Extra Information DDFs.

	4
	Select the appropriate flexfields containing the data you need to change (use the position build job aid and/or the data element locator tool if you need help identifying the appropriate DDFs).

	5
	Click <OK> to close the flexfield, then Save and close the Extra Information to return to the position screen.


	Validating the new positions 
	Follow these steps to validate the new positions (this is the same process used in regular position builds).


	Step
	Action

	1
	On the Position Window, click <Validate>.  The status field should change to “Valid.”  If the position does not validate, an error  message will display; correct the error and attempt to validate the position again.  

	2
	Use your up- or down-arrow key to display each of the other positions that you created (if more than one).  Repeat the same validation process for each of the new positions.

	3
	When all your copied positions are valid, close the position window to return to the Navigator screen.
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