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CHRA-NE/E Europe Region
CPOL aka CA Service Desk

« CPOL Service Desk is also known as CA Service Desk.
« Acronyms used:

» CPOLSD

» CASD

» CA Ticket

« “CPOL Service Desk” is located in CPOL > Portal > Employee TAB, Manager
TAB, and HR Specialist TAB in the right hand column in the Automation
section

« Direct Link to CPOLSD/CASD: https://servicedeskw.cpol.army.mil/cpolsd

« Used to request HR Accounts and to report problems with eOPF, MyBiz, and
other Human Resources programs and applications.

« CAC Enabled (if you do not have a CAC, please see your supervisor for
assistance in entering a CA ticket or your HR liaison.)
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https://servicedeskw.cpol.army.mil/cpolsd

CHRA-NE/E Europe Region
Entering CPOL aka CA Service Desk

1. In Portal, click on "CPOL Service Desk" in the Automation section available on
the Employee TAB, Manager TAB, and HR Specialist TAB.

ia! Automation =
Links
b ] [B  eOFF - Appropriated Fund Employees

CIVILLAN FEREOMNMNEL DMN-LINE B eOPF - Non Appropriated Fund (MAF) Employees

@ Army Benefits Center - Civilian (ABC-C)

M(EMPLOYEE W(MANI.GER-]( HR SPECIﬁLISTwr B Army Exit Survey

o Automated Time Attendance and Production System (ATAAPS)

CPOL > HOME G CHRTAS - Apply for Training

G CPOL Service Desk ]

@ Competency Management System (CMS)
o DFAS/My Pay
[0 Defense Travel System(DTS)

[ Thrift Savings Plan (TSP)

2. Click on “CAC Employee Login” link.

:Z’Z : 6@ Civilian Personnel Online Service Desk

0.5 anu1 [

5] CAC Employee Login 4{? 2

{Using Common Access Card - CAC)

| Click Here
if you need an AKO account
4 Click Here

To View Privacy Act Statement

Copyright @ 2009 CA. All rights reserved.
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CHRA-NE/E Europe Region
Entering CPOL aka CA Service Desk

3. If you are directed to the “User Name/Password” window instead of the below CAC
Certification window, then please contact your Command HR, your servicing CPAC,

or send an email to the RDO Europe Helpdesk and request to get your CASD Profile
established. Provide your AKO ID.

a CA Service Desk Manager

Copyright © 2013 CA. All rights reserved

3a. When the “CAC Certification” window appears, ensure your valid “DOD ID CA-xx’
certificate is highlighted/selected and click “OK”.
4. Enter your “PIN” and click on “OK”.

- - - —
| Windows Security x

[ : . |
Confirm Certificate ActieClient Lo 5 «
| Confirm this certificate by clicking OK. If this is not the correct centificate, 1 | AcivClientLogin ! |

click Cancel.
i Actividentity i
ActivClient
HEVERJEANETTE.1275616...
U.S. Government ID
e Please enter your PIN,
Certificate
Issuer: DOD ID CA-34 4
Valid From: 5/17/2016 to 5/9/2019 P [F===== i
Click here to view certificate oK Cancel
i [ o | e |

3a_. @ Cancel
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CHRA-NE/E Europe Region
Creating a CPOL aka CA Service Desk Ticket

5. The main “CA Service Desk” window will appear.
6. The upper right hand corner will identify who has logged in.
7. Under the Request Support Area, click on “Create a New Request”.

CA Service Desk Manager

5 <=

Search for a solution using keywords:

My Bookmarks

Top Solutions

(Browse more solutions)
DCPDS Portal "Bad Cert Error”. See Attached Error Screen Shot "Bad Cert Error”
User receives message " Bad Cert " when trying to access the DCPDS Portal (Not E
BOXI Data Dictionary - Nov 06.xls
User is unable to access Army Regions link in DCPDS.
Where can I find BOXI information about...
Account is disabled
CAC doesn't work anymore
APP-PAY-07165 Current Row is Locked
BOXI doesn't work after
Word 2007
APP-PAY-07188: You cannot extend your end date past the end of time (Canceling W
APP-PAY-07188: You cannot extend your end date past the end of time
If the NOA is 702, 703, 713, 740, 741, or 721 and either 5-C LAC Code or 5-E LAC
Powerpoint 2007
APP-FND-01860: An error has occurred in workflow processing 3133

d.

puter/security up

APP-00222: Encountered an error while getting the oracle user account for your c
APP-PAY-07188 - Possible Workaround for NOA 703

APP-GHR-38292: For Return to Duty Action employee Assignment Type must be Suspen
APP-FND-01860 — An error has occurred in workflow processing. 3133: Activity ins
APP-GHR-38372
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2 DOE, JANE

RV ri1 Employee B~ SetRole

Home | About | Help

Customer Service

Create a new Request
Create a new Change Ordé
Service Desk contact information and hours of operation

Look up my existing tickets

You have 6 open requests
You have 1619 closed requests
You have 0 open change orders

If you know the number, please enter:

A request number:

OR a change order number:

L ==

05/19/2014 06:22 pm

PLEASE DO NOT ENTER SSNs OR ANY OTHER PRIVACY ACT DATA IN EITHER THE SUMMARY OR THE DESCRIPTION
FIELDS WHEN YOU ARE CREATING TICKETS.

If you need to transmit that data, please attach it in a word document if there is no Template created for that Request
Category.

Thank You!

(Show All Announcements)
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CHRA-NE/E Europe Region
Creating a CPOL aka CA Service Desk Ticket

v' Each ticket is given a “Request Number”. This is visible in the left hand corner.

8. Verify your “Phone Number” is correct. *

9. Verify your “Email Address” is correct (should be your Enterprise email address). *
10. Select the “Priority”.

11. Click on the “Request Area (required)” hyperlink. See the CASD Request Area
Guide to select the correct “Request Area” to ensure the ticket is assigned properly
and processed in a timely manner.

* Submit a CA ticket to request area “CHRA.EU.ISD.FAB.HR Applications” and request
item(s) to be corrected in your CASD profile.

a CA Service Desk Manager

2 DOE, JANE Log Out Set Role

Home | About | Hel

Create New Request 669455 g ) et | Aacn vocumen
Dannstad b
DOE, JANE
Phone Number Email Address .~
)

[DSN (314) sorm00 | @ 8"‘ [iane.doe.civ@mail.mil | @ 9

- R 4
Priority (required) Request Area (required) (‘ ' | ] ]
e = & 10 | |

Request Description (required) Spelling
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https://wu.acpol.army.mil/eur/automation/CHRA-E_CASD_Request-Area-Guide.pdf

Request Area
#CHRA Routing-5W This Request Area automatically route
#CHRA Routing-WE This Request Area automatically mute

ABC-C All areas which support Army Benefits Center=
Accounts New accounts for regional cust
| Apps
_ CHR Online Reports
4 CHRA
4 EU
CPACs
HRDD
ISD
LN Classification/Staffing
LM OPF
LM Staffing Used to request LN RIF clearance from ths
M50
MAF For CPAC Personnel use only. Use to submit reque
category.
OED-LQA
Us staffing Proponent (APF)
US/LN Classification Proponent
FE

[

to support CHR. Online repori
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CHRA-NE/E Europe Region
Creating a CPOL aka CA Service Desk Ticket

All tickets must be submitted to a selection
option under CHRA > EU

ALWAYS select

__— CHRA > EU > then choose appropriate
Request Area

Please do not use any of the other available
Request Areas to prevent unnecessary delays

processing your request.

On the Navigation screen, click on
The * p ¢ in front of the folder identified
in the navigation path instructions.

Clicking on the ° D > will expand the
folder to show additional sub-folder
selections. Continue to open
sub-folders if required to target
your final selection.

People powered, Army strong.



CHRA-NE/E Europe Region
Creating a CPOL aka CA Service Desk Ticket

12. Enter your problem/issue in the “Request Description” area.

Please DO NOT enter SSNs or any other Privacy Act Data in either the Summary or
the Description fields when creating tickets! If you need to transmit that data,

please attach it in a word document if there is no Template created for that Request
Category. Thank You!

13.If screen shots or other documents are needed to support your issue, click on
the “Attach Document” button and follow the instructions on the next page.

14. When complete, click on “Save”.

a CA Service Desk Manager

2 DOE, JANE Log Out Set Role

Home | About | Help

] Ve ] vaon vocument
Reported by

DOE, JANE I i i i
Pheone Number Email Address

‘DSN {314) xoe-xo | |]ana.doe‘c|v@mawl.m\\ |

Priority (required) Reguest Area (required) ] 4 ] 3
5 - LOW Priority |

Create New Request 669455

[cHRA. EU 3000000000000 |

Request Description (required) Spelling

This is the area where you enter your problem, issue, request for assistance, etc.

Please DO MOT enter SSNs or any other Privacy Act Data in either the Summary or the Description

fields when creating tickets! If you need to transmit that data, please attach it in a word document -I 2
if there is no Template created for that Request Category. Thank You! v
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CHRA-NE/E Europe Region
Creating a CPOL aka CA Service Desk Ticket
Attaching a Document

> After clicking on “Attach Document”

1. Click on the “Locate File” button.
2. Click on the “Browse” button, locate/select the file, then double click.
3. The file will be inserted, click on the “OK” button.
4. Once the document is uploaded the “Upload Successful” window appears.
5. Click on the “Save and Close” button. €A caservice Desk Manager

File Upload
C CA Service Desk Manager

T ST

Create New Attachment [ Save |

a CA Service Desk Manager

Click the Locate File button to search for the file you wish to attach. File Upload

'I 3 @ C:\Users\1275616997.1] Browse...
Locate File
=) 4 EZp

TS ST

OR
Specify a Web Page address and click the Save button.

h a CA Service Desk Manager

Web Page 5 )
| Status
Upload Successful - attachment will be shown after save
U.S. Army Civilian Human Resources Agency © 2016 People powered, Army strong.
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CHRA-NE/E Europe Region
Creating a CPOL aka CA Service Desk Ticket

Once the ticket is saved, you will be returned to the main screen. Please note the
“Notification” that the request is created. You can access and modify your open and
closed tickets in the “Look up my existing tickets” section:

> Click on “You have ## open requests” to see the status of open tickets.
> Click on “You have ## closed requests” to review closed tickets.

> If you know the number of the ticket, you can search by entering the
number in the “A request number” block and click on “Go”.

: CA Service Desk Manager

2 DOE JANE  Log ou set Role

Home | About | Help

Search for »Solution
Search for a solution using keywords: Request 669462 created. Click here to view.
N

Create a new Request
Create a new Change Order
[ m Service Desk contact information and hours of operation

My Bookmarks

Look up my existing tickets

Top Solutions You have 7 open requests A
. You have 1619 closed requests < 1
(Browse more solutions) You have 0 open change orders N
DCPDS Portal "Bad Cert Error”. See Attached Error Screen Shot "Bad Cert Error”
User receives message " Bad Cert " when trying to access the DCPDS Portal (Not E If you know the number, please enter:

BOXI Data Dictionary - Nov 0D6.xls A request number:

A
User is unable to access Army Regions link in DCPDS. l:l m £ |
A |

Where can I find BOXI information about...

Account is disabled OR a change order number:

CAG dossn work onymre E— .

APP-PAY-07165 Current Row is Locked
BOXI doesn't work after computer/security update
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