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Introduction

This is an operations guide for Human Resources Division Personnel Action Tracking system (PATS).   The PATS system provides personnel action tracking and vacancy announcement processing for HRD.
Getting Started
System Requirements

PATS requires the following software:

· Microsoft’s Internet Explorer version 5.5 or higher

· Adobe Acrobat Reader

· Oracle Jinitiator 

If you do not have the software stated above installed on your PC, please contact the ARS/OCIO Application Development Branch (ADB) at ARIS@ars.usda.gov for assistance.

Registration for New Users

New users must submit a registration form in order to receive a user account to access the system.  Contact OCIO/ADB at ARIS@ars.usda.gov to have a registration form emailed to you.

Installing PATS

You will need to do a one-time install of Oracle’s Jinitiator plug-in software.  You can request that Jinitiator be installed on your PC by contacting  ARIS@ars.usda.gov .  Then once the file is downloaded to your PC, you would execute it and follow the instructions shown on the screen to install it.

How to Log On

To start PATS:

· Double-click on the ARIS shortcut icon located on your PC’s desktop.  If you do not have an ARIS icon, you can open Microsoft’s Internet Explorer and type in the following address:

https://arisapp.ars.usda.gov and click ‘Go’

· Read the Government Usage Policy and click ‘I Agree’

· At the ARIS screen, select ‘HRD’ from the menu

· Enter your User Name and Password and then click the ‘Login’ button

· At the PATS main screen, you can double-click on the picture of the system you want to enter or from the top menu choose ‘Subsystems’ and then select the system.
Note on Password Security:  Passwords are required to be changed every 60 days.  The password must be 8 characters in length, one of which must be numeric and it is case sensitive.  If you forget your password, contact OCIO/ADB at ARIS@ars.usda.gov so they can reset it for you.

Logging Off

To exit PATS, click on the ‘Exit’ icon until you get to the PATS main screen.  From the main screen, select File, Exit from the top menu.  You will be returned to the ARIS screen.  To exit this screen, click on the Exit Menu button.

REMINDER:  If the system is left idle for 30 minutes or more, a time out will occur and you will be disconnected from the system.

Technical Support

If you need technical assistance or need to have your password reset, contact OCIO/ADB at ARIS@ars.usda.gov and put in the Subject line:  “PATS”.  Then in the message box give a complete description of your problem or request.

The Basics

How to Use the Toolbar

For most actions in PATS, there is more that one way to do them.

This is an example of a standard PATS toolbar:
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Prints the current screen (performs a screen print only)
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Cuts selected text
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Copies selected text
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Pastes selected data
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Displays the text editor
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Displays a query screen
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Navigates to the first record in the list
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Navigates to the previous record in the list
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Navigates to the next record in the list
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Navigates to the last record in the list
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Saves any unsaved changes
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Cancels any unsaved changes
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Exits the current screen
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Executes the query and navigates to the list screen (available only from Query screen)

Executes the query.  The ‘Enter’ key also executes the query

Form Buttons and Features
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Add button will put the user in ‘Add’ mode to be able to add a new record
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Delete button will delete the current record after a confirmation message
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View a remark or note
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List of options pull down menu.  User must use the pick list to choose the appropriate 


value.  Typing the first letter will cause the correct choice to display in the field.
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LOV or List of Values shows all the possible values for the particular field
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Displays a graphical calendar for the selection of a date

*
Required fields are designated by the * in front of the field label.  This means a valid 

value must be entered for that field.
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  -   Buttons appear on the tops of each column on List screens. These buttons are provided to facilitate sorting the records in different orders. Clicking the button the first time will sort the records in ascending order for the field below.  Clicking the button again will sort the list in descending order for the field below.  The button will continue to toggle between ascending and descending order.

Windows-Based Options Available:

CTRL - X

Cuts the highlighted text

CTRL - C

Copies the highlighted text

CTRL - V

Pastes the highlighted text to the place where your mouse cursor is

Cut, copy, and paste are also available by right-clicking with your mouse on highlighted text.

Form Navigation

To move from screen to screen within a form, click the tab you want to navigate to.

Each screen will show detailed information pertaining to the record selected (highlighted) on the first tab, the List tab.

Header Section: 

Each screen has a header section at the top of the screen.  This section displays the information pertaining to the project selected (highlighted).  No information can be modified in the header section.  It is for informational purposes only.  For example, the header in the PATS system  displays the Name and Request Number of the record highlighted.

Searching/Querying

Searching capabilities are available by selecting the Query icon or selecting ‘Action’ and ‘Query’ from the top menu or from a Reports Query screen.

Query screens within the system allow the user to enter specific criteria to search for.  Query screens return a results list to the screen or to reports.  The following are features that can be used within any Query screen:

	Symbol
	Explanation

	%  (percent)
	Wildcard search:   Used as a wildcard in a search.  The % can be placed prior to the search criteria, after, or both.

Example:  Mod% finds all values that start with “Mod”.

 %mod% finds all values that contain “mod” anywhere in the field.

%mod%barc% finds all values that contain “mod and barc” in any order, in the field.

	:  (colon)
	Range/Between:  Used as a separator between the start and end values in a range.  Can be used for all types of data, including dates.

Example:  10/1/01:9/30/02 finds records between these 2 dates.

	;  (semicolon)
	Or:  Used as a separator in a list of search items in a single line.  A line cannot end with a semicolon.

Example:  greenhouse;headhouse finds any records with greenhouse or headhouse.

	!  (exclamation point)
	But Not:  Used to narrow the search criteria.  Can only be used in text fields.

Example: A:Z!E;U finds records having A – Z but not E nor U

	=  (equal)
	Equality test
Example:  = 10,000 finds all records with a value of 10,000 in the field.

	!=  
	Not Equal
Example: !=1,000 finds records where the field is not equal to 1,000

	>
	Greater Than
Example: >1/1/2003 finds records where the field is greater than 1/1/2003

	<
	Less Than
Example: <50000 finds records where the field is less than 50,000

	>=
	Greater than or equal to
Example: >= 25000 finds records where the field is greater than or equal to 25,000

	<=
	Less than or equal to
Example: <=9/30/2003 finds records where the date is less than or equal to 9/30/2003


Sorting

You can sort data on any List screen by clicking on the column heading you wish to sort by.  For example, if you want to sort actions by request number, click on the “Request” column heading.  This will put the actions in ascending order by request number.  To put the actions in descending order by request number, click on the “Request” column heading again.

Help Options

A Help option is available on the main menu.  The following options are available:

Records Help

Displays the user who created the record, the date it was created, the user

who last modified the record and the date it was modified.

Last Query 

Displays the fields that the last query was based on for the current block.

Order By

Displays the sort order of the current block. 

Display Error

Displays information about any errors received.

About


Displays the current form, block, file, and user.

Error Messages

Error messages and system informational messages will appear in boxes in the center of the screen.  This will require the user to press OK to proceed.
REE Systems Splash Screen
[image: image10.png]2 ARIS Main Menu - Microsoft Internet Explorer

Fle Edt View Favortes Took Help

Q- O ¥ B ] s Frrovonss @t @

2SS E-UJs

s €] htpsifasapp. ot st qofd,_selection_sz0 VB i &

USDA ries St Dspartment o Agruture

&s @ ERsSir B

Applications

P

& O @ mntemet

=





FIGURE 1.     REE Systems splash screen
HRD Systems Splash Screen
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FIGURE 2.     REE Systems splash screen

PATS Screens
Introduction:

The PATS system consists of list of actions, the details of each action, remarks and assignment/status information.

PATS Splash Screen
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 FIGURE 3.    PATS splash screen
Description:  The PATS splash screen is the initial screen displayed to the user.  From the splash 

screen the user can select the PATS Tracking system or the Vacancy Log system.

PATS Query Screen
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FIGURE 4.    PATS Query screen.

Description:  The PATS Query screen is used to filter actions for modification or deletion. 

The user can search by Request Number, Request From or Request To information, NOA, Assigned To, or Action Type.  Once search criteria values have been entered or selected, pressing the ENTER key or the Query Execute button or menu option will display the PATS List screen with the filtered actions.  If the Query Screen is left blank, all actions will be displayed on the List screen.

PATS List Screen
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FIGURE 5.    PATS List screen.

Description:  
The PATS List screen shows a list of actions as defined by the query criteria 


entered.  The list can be sorted by Request, Action, Name, To Position, Received 


Date, and Assigned To.



Add button – will allow the user to add a new action.  All fields with an 

asterisk (*) are mandatory.  When the user enters the Request number,
the system populates the Location.  For MSB, the system will 


generate the Request number and populate the Location.
PATS Details Screen
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FIGURE 6.    PATS Details screen.

Description:  The PATS details screen allows the user the view or update detailed information

of the action.  The lookup for the Position Number allows the user to choose from
a list of current position numbers.  If a Position Number is selected from the list, 
the system populates the position information.
PATS Remarks Screen
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FIGURE 7.    PATS Remarks screen.

Description:  The PATS remarks screen allows the user to add, update, or delete remarks 



pertaining to the action.

PATS History Screen
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FIGURE 8.    PATS History screen.

Description:  The PATS history screen is a history of assignment and status 


information.
Delete button:  Deletes the history record that is highlighted.  User

must first confirm the delete action when prompted.

PATS Reports

PATS 45 Day Report
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FIGURE 9.    PATS 45 day report.

Vacancy Screens

Vacancy Query Screen
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FIGURE 10.   Vacancy Query screen.

Description:  The Vacancy Query screen is used to filter vacancy announcements for
modification or deletion.  The user can search by Announcement Number, 
Quick Hire, Open Date, Close Date, and Advertised Title.  Once search criteria 
values have been entered or selected, pressing the ENTER key or the Query 
Execute button or menu option will display the Vacancy List screen with the 
filtered actions.  If the Query Screen is left blank, all announcements will be 
displayed on the List  screen.

Vacancy List Screen
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FIGURE 11.    Vacancy List screen.

Description:
The Vacancy List screen shows a list of announcements as defined by the query


criteria entered.  The list can be sorted by Announcement, Open Date, Close 



Date, Advertised Title, or Quick Hire #.



Add button – will allow the user to add a new vacancy announcement.  The 



system will generate the Announcement number.  The user must manually enter 


the Quick Hire number.  All fields with an asterisk (*) are mandatory.

Note:  Users must attach a SF-52, before they are allowed to save the Vacancy.

Vacancy Details Screen
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FIGURE 12.    Vacancy Details screen.

Description:  The Vacancy details screen allows the user to view or update detailed 



information about the announcement.

Vacancy Reports

Report 1
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FIGURE 13.    Sample of the Vacancy Report .
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