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ScreenCam Script Outline: ORACLE 11i INBOX

Objective and audience
This movie introduces the workflow inbox in Oracle 11i, which is the replacement for the “Civilian Inbox” in the current version of Oracle HR.

This is for all DCPDS users who use the inbox.

It covers:

· Accessing the inbox and adding it to the top ten list.

· Overview of the inbox layout.

· Views, sorting actions, simple searching.

· Opening and responding to RPAs in the inbox.

Prerequisites:  Oracle 11i Overview ScreenCam, familiarity with the current civilian inbox.

Setup
Setup requirements:

· An Oracle 11i account (manager) and access to an Oracle 11i database.

· Several RPAs in the inbox.

Begin recording after logging on – with the “notifications” alert window showing (before getting to the Navigator screen). 

SCRIPT

Accessing the Workflow Inbox
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Introduction
In this movie we are going to take an introductory look at the Oracle 11i “workflow inbox,” which is the replacement for the Civilian Inbox used in the current version of DCPDS.

· This movie covers the basics that all DPCDS users should know.  A more advanced movie is planned for personnelists and others who make heavy use of the inbox.

Point to notice, then click <OK>.
I have just logged on to Oracle 11i, and am waiting for the navigator menu to display.  Notice the “Note” which displays at this point – that is, if you have any actions in your inbox.  This message is just alerting me to that fact and reminding me that I should open my inbox and act on any such notifications.

Point to “CIVDOD Manager” in the title bar of the navigator.
After you clear that note, the Navigator window displays.  I am signed on as a Manager, but the processes we are showing here are applicable to anyone who uses the inbox.

Click the Maximize button and point to the task bars and Start button.
Don’t forget to “maximize” your screen when you get to the navigator – you should do this each time you log on.  This allows you to see the buttons on the taskbar at the bottom of the screen.

Click on “Workflow Inbox” on the navigator, then add it to the top ten list.
The inbox is shown on the navigator menu as “Workflow Inbox.”  This is a good candidate to add to your top ten list, which is done simply by selecting the inbox, then clicking the right arrow to copy the menu item to the right pane.

Point to the top ten list new name, the message at the bottom of the screen, and the number assigned.
Notice that when this selection is part of the top ten list, it’s called the “Customizable Workflow Worklist” (a slightly different name).  Also notice the message at the bottom of the screen, which tells you that now you can open the inbox by using the “1” key on your keyboard.

Double click on Workflow Inbox.
You can open the inbox using the “1” key, or double click on either entry, or click on either entry and click the <Open> button.

(wait)
It will take a moment for the inbox to display.  It opens in a separate window.  

· While we’re waiting, remember that the inbox is most often associated with the routing of an RPA from one DCPDS user to another – e.g., from the initiator to the approver, or to the Resource Manager.  Hence it’s important that people who are in the RPA approval chain check their inbox regularly to avoid holding up a personnel action.

Maximize the inbox window.
Once the inbox window displays, you should maximize it to avoid a lot of scrolling.

Point to the task buttons at the bottom of the screen.
As I mentioned a moment ago, the inbox is contained in a separate window so it has its own task button at the bottom of the screen – which starts out with “Worklist.”  The Navigator is still open – its button has the “steamin’ cup of” Java symbol and the words “Oracle Application” displayed.

The List of Actions
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Now we’re going to take a quick look at some of the things you will see in the inbox window.

Point to the list of actions, and point to “RPA” in the subject line.
The main part of the inbox is your list of actions and notifications.  I only have a few here, all of which are RPAs.

· In addition to holding RPAs, the inbox also can contain other types of actions and notifications.  These can include a request for information from another user (a new feature in Oracle 11i), a training request for organizations that are using OTA (or the Oracle Training Administration), and notices about system-generated actions such as WGIs. 

Point to the “From” column, the “Type” column, and the “Date Sent” column.
The list also shows who sent the action (in this case, these are RPAs that I created and saved in my inbox so this box is blank), the type of action (once again, they are all personnel actions), and the date they were sent.

Point to the area where the “Next” would be (under the Open/Close buttons).
If I had lots of actions, they would be divided into screens (usually of 25 per screen) and there would be a Previous and Next option here.

Standard and personalized views
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Point to “View”
Also notice that my current “view” is of Open Notifications.  This is the default view when you first begin using Oracle 11i.

Click the down arrow next to the selected view.
I have other views available to me.  These five views are standard for all users.  

Click on All Notifications.
Besides the Open Notifications, the one other view many users will occasionally use is the “All Notifications” view, which allows you to see all actions that have passed through your inbox – that is, both open and closed actions.

Click the Go button.
After selecting a different view, click the Go button.

Scroll down to show full list, and point to “Status” column.
Notice that the list changes somewhat – it now has more actions, and includes a “status” column that tells me if each action is open or closed.

Click the Personalize button.
The “personalize” button allows you to modify these views to suit your needs...  

Point to the “Create View” button.
… and to create a different view if you want to.  For instance, you might want a view that just shows recruit/fill actions, or just actions from a particular organization.  

Click “Return to Worklist.”
We are not going to cover that in this movie, it will be covered in a more advanced movie about the inbox.

Sorting the notifications
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Point to sort arrows on the from, subject, and date sent column headings.
Notice the arrows on some of the columns – these indicate that these columns can be used to sort the actions.  By default, the inbox is sorted by date sent (newest to oldest), then by subject (in alphabetical order).  

Click the Date Sent column heading twice.
To change the sort, I click in the column heading. For instance, if I click in the Date Sent heading, the actions are sorted by date sent – latest to earliest, or by clicking again, earliest to latest.

Click the Subject column heading.
If I click in the Subject column heading, the actions are then sorted alphabetically by type of action. 

Performing a Simple Search

Action
Script

Point to, then click, the Simple Search button.
The “simple search” button allows you to search for a particular RPA, which is handy if you have a large number of actions in your inbox.

Point to the three sort fields.
The simple search allows me to search by part or all of the subject, from, or sent columns.

Type “award” in the subject field, then press “Go.”
To search for award actions, I type in “award” in the subject field and click the “Go” button.  Notice that this is not case sensitive, nor did I need to include any kind of wild cards.

Point to the RPA “award” 
The list displays, showing only actions whose subject includes the word “award.”

Click the “Clear” button.
To perform another search, start by clicking the “Clear” button.

Type “5472” in the subject field, then press “go.”
I could also search by a piece of the RPA number (“5472” is the last piece of an RPA in my inbox – and it’s a unique part of the RPA number).

Point to “Advanced Search”.
Using “Advanced Search,” there are many other options you can use to search, which will be covered in the advanced inbox movie.

Point to the “worklist” button, then point to the “Close Window” link at the top.  Click on the “Worklist” button (right side of window).
Use the Worklist button to return to the inbox screen – don’t use the “Close Window” link because that will close the inbox altogether.

Opening an RPA
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Point to check box and Open button, then click on the “Subject” of one of the open RPAs.
Now we’re going to actually open an RPA from the inbox.  To do this, you can either check the “select” box and then click “Open,” or simply click on the “subject” of the RPA.

Point to the information.
This displays more detailed information about the RPA – similar to using the “Open” button on the civilian inbox that we use now.

Point to the fields as discussed.
The displayed information includes the employee name if this has been entered on the RPA, the proposed effective date, the current status, and so on.

Scroll down, click the form icon in the “Response” section.
To actually view the RPA form itself, scroll down to the “Response” area and click the form icon (one click is enough).  

· If you are using DCPDS now, this is similar to clicking the “Respond” button in the current version of the inbox (in case you’re wondering, there is no capability to “respond” (or open the RPA form) directly from the inbox in Oracle 11i).

Point to “Launching Form” window.
A “launching form” window displays.  This window will disappear on its own after 30 seconds.  Shortly, the RPA will display.

Point to the Java and Notification task buttons at the bottom of the screen.
What is happening here is, the RPA opens in the same window as the navigator (that is, it replaces the navigator menu) and it becomes the window on top – the inbox window remains open, but is behind the RPA window.

Point to save icon.
At this point you can review the RPA, route it to another user, or do whatever you need to with it.  We’re not going to cover that here. 

Close the RPA.
I’m going to close the RPA.  This takes me back to the navigator.

Click the Notification task button.
To return to the notification window, click the “Notification” button at the bottom of the screen.

Other functions
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Point to the form icon in the References section.
The “References” section also has a “form” icon – this one takes you to the Routing History window for this action.

· We’re not going to cover that window in this movie. For Army users, we recommend using the RPA Tracking tool in  ART instead of this window.

· Also, if you are looking at a closed RPA, you will not be able to display the closed RPA.  To view or print a closed RPA, you would need to use the “Processes and Reports” function on the Navigator.

Point to the Reassign and Request Information buttons.
· The Reassign button allows you to delegate authority for responding to this notification or change the owner of this action.  It is not working quite right at this time so we won’t look at it further.  

· Likewise, the Request Information button allows you to ask a question of another user about this action, but we’ll cover this function in a different session.

Click “Return to Worklist.”
When you are done with this RPA, click “Return to Worklist.”

Point to the “Select” boxes.
One more thing to look forward to: you can actually act on more than one item at once by using the “select” check boxes – you can open, close, or reassign several at a time. This, too, will be covered in a different session.

Close the inbox.
That’s about it for this inbox overview. I’m going to close the inbox window to return to the navigator menu.

Thanks for watching!
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