Step-by-Step Instructions for Initiating an RPA
and a Gatekeeper Checklist

1. Log into MDCPDS and create a Request for Personnel Action.

· At the menu in MDCPDS, click on <Request for Personnel Action>

· Click on <Open>

· Click on any one of the actions listed under the Request for Personnel Action menu to display the RPA – Page 1 Window.  

· Complete Part A of the RPA.  Also complete Part B of the RPA when the action pertains to an employee.

· Save the RPA to your personal inbox and do not route it yet.

· The following types of actions listed below require a "Gatekeeper Checklist", so follow the instructions beginning with number 2 below to access Gatekeeper and fill out a checklist.  For the purpose of these instructions, an example of a Recruit Fill will be used.
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2. Log into the Army Regional Tools (ART) application at: https://sesecure.army.mil/ART/
· Click on "Gatekeeper" on the main menu

· Click on "Gatekeeper Checklist - MGR " on the Gatekeeper Menu

3. The Gatekeeper Inbox:

· The next screen you will see is the Gatekeeper Inbox screen.  Whatever RPA’s have been saved to your MDCPDS Civilian Inbox will appear on this screen.  In order to create a checklist you will need to locate the RPA on this screen and click on the round radio button under the column "Checklist" next to that RPA.

· At the bottom of the screen click on the button called <Fill-Out Checklist>.

4. Locating the Position to be Filled:

· You may click on the radio button next to any one of the choices "CPAC Location", "Command Code" or "Unit Identification Code" (UIC).  Depending on which choice you make, this will list the locations, commands or unit identification codes available to you to choose.  Continue to drill down to UIC level until a button called <View Organization Cleartext> appears on your screen.  

· Click on the button called <View Organization Cleartext>.  Choose the particular organization where you want to fill the position by clicking on the blue organization codes above the organization address.

· Refer to the instructions on at the top of the screen.  

· Click on the radio button under the column title "Fill" that corresponds with the line you want to use.

· Click on the button called <Submit Position Fill>.

5. The Checklist Modules:

· There are three modules in the Manager checklist.  The first module is called "Gatekeeper Checklist Position Data for Edit".  

· Scroll up until you see some questions listed.  Please answer all questions by clicking on  the radio button next to the "Yes" or "No".  When you answer these questions, you may see other questions pop up on your screen that pertain to that subject.  Please answer all questions.

· Once you have answered the questions in this module, you need to click on the button that says <Save Checklist and go to Next Module> to save the work you have done so far and move on to the next set of questions.  If you don't have time to answer the questions in all of the modules now, you can click on the button called <Save Checklist and go to Inbox>.  This will save the work you have done so far and take you back to the Gatekeeper Inbox where you can exit.  You can then come back another time and continue where you left off in completing the other additional modules.

6. Gatekeeper Checklist Recruitment Information (Module 2):

· Answer all of the questions in this module and then click on the button that says <Save Checklist and go to Next Module> to save the work you have done so far and move on to the next set of questions.  If you don't have time to answer the questions in all of the modules now, you can click on the button called <Save Checklist and go to Inbox>.  This will save the work you have done so far and take you back to the Gatekeeper Inbox where you can exit.  You can then come back another time and continue completing the additional modules as long as the RPA is still in your MDCPDS Civilian Inbox.

7. Gatekeeper Checklist RM Data for Edit (Module 3):

· Answer all of the questions in this module and then click on the button that says <Save Checklist and go to Inbox>.  This will save the work you have done so far and take you back to the Gatekeeper Inbox where you can exit. You can then come back another time and continue completing the additional modules as long as the RPA is still in your MDCPDS Civilian Inbox.

8. Gatekeeper In-Box

· Once you have completed all of the modules of the checklist, and you return to your Gatekeeper In-Box, you should now see the word “Status” in the column named “Status”.  You can click on the word “Status” and you will see a screen that lists all of the modules of the checklist and their status as to completion.  You can then click on any of the modules and review the questions and answers that were given.  

· You cannot change any of this information from this view, you must go back to the Gatekeeper In-box and click on the radio button next to the RPA and click on the <Fill-out Checklist> button again. 

· This will then bring you to the last module and proceed to previous module not yet completed so you can pick up where you left off.

· If you want to go to a previous module you have already completed and edit information in that module, you can click on the <Go To Previous Module> button at the top of the screen which will back you up to the previous module that you already completed.  You will then see the questions you answered before but now you will see an <Edit> button next to each question.  If you want to edit a previous question you answered, click on the <Edit> button.  

9. Routing the RPA

· Once you have completely filled out the Gatekeeper Checklist, you will need to go back into MDCPDS and route your RPA to either the next reviewer or the designated CPOC groupbox for your organization.

· If you still have your MDCPDS program open, the go into your Civilian Inbox and bring up your RPA that you want to route.  Click on the “Save” icon.  Then click on the <yes> button to route your action.  Click on “Select Person” and type first few letters of your Resource Management POC” as soon as you select person or type it in the Find box next to the percent sign.  This will bring up the in-boxes .  Choose the correct person for your installation by making sure the inbox name is highlighted and then click on <OK>.  Then click on the <OK> button on the routing box screen.  Your action is now routed to the proper person at the installation Resource Management Office. 

· If you do not have MDCPDS program open, you must open it and log back in.  Go to your Civilian inbox and route the action in accordance with the instructions above.

