
How to Access a Checklist: the Gatekeeper Inbox

· Click on the gatekeeper checklist from the ART main menu. This will display the "gatekeeper inbox." PRIVATE "TYPE=PICT;ALT=GK-inbox.gif (4311 bytes)"
· Click the radio button in the "Checklist" column for that action. 

· Click the <Fill-out Checklist> button. (If you have already started a checklist (or have received an RPA and checklist from another user), the "Status" column contains the word "Status."

· The gatekeeper application works in "real time" with modern DCDPS. That means that as soon as you create an RPA and save it in your inbox, you will see it in the "gatekeeper inbox" shown above. Once you have routed an RPA to another user, you will no longer have access to its corresponding checklist. 

How to Complete a Checklist

· A checklist consists of a series of questions, often yes-or-no questions. 

· The checklist will use your response to determine if you need to provide more information. 

Navigating between modules

· The next line tells you what module you are currently on PRIVATE "TYPE=PICT;ALT=GK-navig-1.gif (6126 bytes)"
· At the bottom of the checklist module, there are two buttons that allow you to either save and proceed to the next module, or save and return to the gatekeeper inbox: PRIVATE "TYPE=PICT;ALT=GK-navig-2.gif (1173 bytes)"
· Normally, the easiest way to complete multiple modules is to complete each one in sequence, then save and go to the next module, until you are done. 

Position Decision Module (first screen after pressing fill-out checklist)

· The first screen that displays asks you to identify the organizational location of the position to be used or filled.

· If you have access to a large number of organizations, they will all be listed here. You can sort by CPAC location (installation), command, or UIC. 

· Otherwise, click on the View Organization Clear text button to display the actual organizational units and when that displays, click the organization in which the position is located. 

· This will display an org table showing encumbered and vacant positions. Instructions are shown at the top of the window. 

· Note the "RPA" column at the right of the window; this column indicates if the position is currently on another RPA.

· You can link to person information by clicking on an employee name, or to position information by clicking on the Job Number . 

· If you are filling an established position, click the radio button for that position in the "Fill" column, then click the <Submit Position Fill> button at the bottom of the window.

·  If you are establishing a new position, there is a blue line shown as a "new position" at the bottom of the table that you select. 

· Once you have clicked the <Submit Position Fill> button, you will automatically move to the next module (Supplemental Position Data). 

Supplemental Position Data module (next screen)

· There are some variations to the Supplemental Position Data checklist depending primarily on whether you are using an existing, established position or a new position. 

· There is a link to position data –

· If you are using a new position, the link (reading "new position") shows you the organizational location that you have indicated for this position. 

· If you were filling an established position and had identified that position in the previous module (the "position decision" module), the link (the position title) would be to the position data that is current for the selected position. 

· You can review this data to determine if you need to make any changes. 

· Questions in this module cover the following (this is not all inclusive and is subject to change): 

· Position title, series, grade 

· Duty station 

· Work schedule 

· Premium pay 

· Position sensitivity 

· Security clearance 

· Premium Pay Indicator

· Key or emergency essential 

· Firearms/Ammunition

· Drug testing 

· Acquisition positions 

· Press <Save checklist and go to next module> button or press <Save checklist and go to Inbox> this will take you to the gatekeeper inbox

Recruit module (next screen)

Questions in this module cover the following (this is not all inclusive and is subject to change): 

· Who is the POC (if different than shown on the RPA) 

· Hiring official name, fax, email address, and AKO email address (AKO email addresses are being used to send referrals to hiring officials via RESUMIX). 

· Any recommendations for specific recruitment sources or candidates. 

· Position obligation (employee who normally occupies the position being filled is on an overseas or military tour). 

· Inclement weather position. 

· Authorization for Defense National Relocation program or permanent change of stations (PCS). 

· Pre-appointment physical required or other physical requirements. 

· Shift, Licensing or certification requirements 

· TDY requirement, mobility, uniform requirements. 

· Would you like to make comments on this action. 

· Press <Save checklist and go to next module> to go to next module or press <Save checklist and go to Inbox> if you want to go to the gatekeeper inbox

Resource Management module (next screen)

· This module starts by asking if the RM questions will be completed by another office (different activities have different practices). In order to view the RM data, click the "Resource Management Section" radio button. 

· As with the supplemental position data module, you can access current RM data about the position using the link at the top of the checklist. 

· Questions in this module cover the following (this is not all inclusive and is subject to change):

· Is there any Resource Management data you would like to edit (drop will show) 

· AMS code 

· TDA paragraph and line number 

· Standard Work Center code 

· APC code 

· Cost Center code 

· Press <Save checklist and go to Inbox> (gatekeeper inbox)

When Checklist is Complete

· Push (F8) key to refresh (not needed if you have set up your inbox to autopopulate)

· Click on Status to verify you have answered all questions.  If you see partially complete then there are questions that have not been answered.  You will need to go back in to checklist list to answer the incomplete questions
· Locate the RPA in the Civilian Inbox. (Modern)
· Print a hard copy if you want.
· Route the RPA to the next person in the routing chain.
