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Opening a RIF


Creating a New RIF


AutoRIF allows you to have multiple RIFs stored on your PC.  For each RIF that you want to work with, you need to create a New RIF in AutoRIF.  AutoRIF will prompt you to provide a subdirectory name for each new RIF that will be located below the AutoRIF directory that was created during the installation process described in Chapter 2.


To create a New RIF, choose one of the options below.


Select  File | New RIF from the AutoRIF menu, or 


Select  the New RIF � icon from the AutoRIF toolbar, or 


Press Ctrl+N. 


New RIF Dialog Box


When creating a new RIF using one of the options above, the New RIF dialog box is displayed.  See Figure 7.


Figure � SEQ Figure \* ARABIC \r 7 �7�:  New RIF Dialog Box newrif


�


Enter a title for the RIF and a subdirectory name in the appropriate field.


	Title	Enter the title to be used to identify this new RIF as it will appear in AutoRIF and on AutoRIF reports.  The title can contain up to 20 characters.  This title cannot be changed during RIF processing.


	Directory	Place the cursor in the Directory field to enter the directory name.  (If you use the ENTER key to move from the Title field, AutoRIF assumes you have entered both fields.)


Enter the name of the subdirectory in which AutoRIF will store all the database and report files for this new RIF.  You must enter a “legal” DOS directory name, which is at least one character long and no more than eight characters long.


	OK Button	Press this button when you have entered a title and directory name for the new RIF.  You will then return to the AutoRIF main window (see Figure 8).


	Cancel Button	Press this button if you want to cancel the creation of this new RIF.  You will then return to the AutoRIF main window (see Figure 9).


	Help Button	Press this button to display the Help window.


Open RIF


Once you have created a new RIF, you can open it during processing by selecting the Open RIF � icon or by selecting File | Open.  AutoRIF displays the window shown in Figure 8.
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Select RIF		From the list of Reductions In Force titles that you specified when you opened a new RIF, select the RIF that you want to work with by highlighting the desired title.  Then press the OK button.  AutoRIF will automatically open this RIF.


	OK Button	Press this button to open the highlighted RIF title.


	Cancel Button	Press this button to cancel any selection.


	Help Button	Press this button to display the help window.


AutoRIF Main Window


Once you have created a new RIF, the AutoRIF main window entitled <RIF name>-RIF will be displayed showing the parameters for this RIF.
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The AutoRIF main window displays information about the currently selected RIF (in this case, the newly created RIF).  The information displayed in this AutoRIF main window cannot be changed here.  The information is specified in other AutoRIF functions.


Closing this AutoRIF main window will close the RIF and all windows related to this RIF processing.  It may be reopened by selecting File | Open RIF from the AutoRIF menu or pressing the Open RIF � icon on the AutoRIF toolbar.


The AutoRIF Main Window contains four sections:  RIF Information, Process, Database Information, and Statistics.


RIF Information


This section of the Main Window contains the RIF Title, Directory, current Access and the RIF Parameters.  These values are defined only once in the New RIF Dialog Box (see Figure 7).


Parameters


The RIF parameters define the group of employees that will compete with one another in the RIF process.  These parameters can be set by selecting Options | General as described in Chapter 4.


	Competitive Area	This is the agency defined field that identifies employees who will compete against each other in the RIF.  The usual factors involved in deciding this area include, but are not limited to:  the commuting area, organizational elements, command, and type of work performed.


	Work Schedule	Scheduled work hours (i.e., Full-Time, Part-Time, or Intermittent).


	Position Occupied	Competitive or Excepted Service.


Process


This section contains the current RIF Process, such as Round One, Round Two and the Iteration (if any).  This information is obtained from the stage of processing selected from Process on the AutoRIF menu.


Database Information


This section displays the information related to the Position Database, including the Data Source, Date Last Downloaded, and whether or not Upload Vacancies has been selected.  This information is obtained from Options | Data Source and from File | Update Data, both on the AutoRIF menu.


Statistics


In this section of the Main Window, statistical data for the RIF is displayed.  This includes the Total Employees; Total Vacancies; number of positions Abolished; number of Vacancies Used; number of employees Displaced, Separated, Bumped, and Retreated; and the number of employees Left to Process.


	Calculate Statistics	These statistics are not updated automatically.  To update the statistical data, press the Calculate Statistics button.


Multiple RIFs


AutoRIF allows you to process multiple RIFs.  Each RIF is defined by its own RIF Parameters and stored in its own subdirectory.  The employees and positions involved in any RIF must meet the same RIF Parameters.  For each RIF you process, you will need to create a New RIF.  Once a RIF has been created, anytime you need to access the RIF you will need to Open the RIF.
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