Effective immediately, do not send awards, evaluations, and other documents to the CHRA-E
group mailbox. This mailbox will be permanently shutdown 12 August 2011. To send items to
CHRA-E for posting in employee OPFs, do the following:

Go to https://servicedeskw.cpol.army.mil/CAisd/pdmweb.exe. (You will be required to enter
your CAC password.)
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Logged in as: COX, MARCUS (Log Out)

Search for a Solution Request Support

Search for a solution using keywords: Create a new Request
Create a new Change Order
| Service Desk contact information anf

My Bookmarks

Look up my existing Requests
Top Solutions You have 0 open requests

You have 7 closed requests
You have 0 open change orders

(Browse more solutions)

DCPDS Portal "Bad Cert Error”. See Attached Error Screen Shot "Bad
Cert Error"

BOXI Data Dictionary - Nov 06.xIs
APP-PAY-07165 Current Row is Locked

If you know the number, please entd

A request number:

Where can I find BOXI information about... ! -
User is unable to access Army Regions link in DCPDS. OR a change order number:

CAC doesn't work anymore |

User receives message " Bad Cert " when trying to access the DCPDS
Porial {fMNat E

Click on Create a new Request.
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Create New Request 153123 [ Save || cancel || Reset || Attach Document
Reported by
COX, MARCUS
Phone Number Email Address
|3796346 Imarc.cax@us.army.mwl
Urgency (required) Impact (required) Request Area (required)
5 - As time permits 'I |5 - LOW Impact - One User ;I |
Request Description (Please DO NOT enter Privacy Act Data) (required)
=l
=

Make sure your information is correct.



Click Request area (required)

A new window will open.

Click Europe

Click Processing
Click

513 ABC-C
113 Accounts New accounts for regional customers
717 Apps
¢ CHR Online Reports Created to support CHR Online report requests, maintenan
¢ CHRA
-1¢£7 Europe
¢ ESD.Tours Requests, incidents, or problems regarding the Employee Services

@ﬁ Used to get OPF documentation requested or to forward scanned documn
E1&7 Processing
¢ Appraisal Appraisal Submission for Managers/Supervisors
¢ Awards Honorary Awards Submission for non-MYBIZ users
¢ Correction/Cancellation Used to create tickets to get corrections and c3
¢ Other Inquiries, SF-813, Home Leave, etc

=Y A 1l [} i Ll =

This will close the pop-up window and bring you back to the main page. It should look like this:



feate New Request 154269 Tave

Reported by

COX, MARCUS

Phone Number Email Address

|3?9634—6 |marc:.cox@u5.arrnv.mil

Urgency (required) Impact (required) E rd
|5 - As time permitsll |5 - LOW Impact - One User ;I Im

Request Description (Please DO NOT enter Privacy Act Data) (required)

=
MName (required) I
Last 4 S5N (required) I
Type of Action (required) I{Empty} ;I
Alternate POC Name |

Alternate POC Phone Number |

Alternate POC E-mail I
Supporting Documents Attached(check all that apply) [T
DA 7222 (Senior System Rating)
DA 7223 (Base System Rating)

DA 7222-1 (Senior Checklist)

[

DA 7223-1 (Base Checklist)

Remarks |

Complete the and blocks.

Click on the drop-down menu under Type of Action (required) and select the appropriate choice
(normally Annual Rating).

You may complete the alternate POC information blocks and select the correct form.

Now click Attach Document
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Home | About | Help
[ Save ][ Cancel H Reset ][ Attach Document ]
pss
Larmy.mil
uired) Reguest Area (reguired
act - One User ;I |CHRA.EU.Document5 for Filing
b) (required)
E

This will open another window. At this point, click Locate File
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Save [ Cancel ][ Reset ]

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

Create New Attachment

Locate File ]

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

Web Page

This will open another window to allow you to search for the file you want to upload.

Select the file and click OK.
Wait for the file to upload. If upload is successful, you’ll get
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Save and Close ]

Status
Upload Successful - attachment will be shown after save

Click Save and Close.

This will take you back to the main window. Complete information in the
box as shown below.

REpOTIED OY

COx, MARCUS

Request Description (Please DO NOT enter Privacy Act Data) (required)

Phone Number Email Address

|3?9534E |marc.cux@u5.armv.mil

Urgency (required) Impact (required)

|5 - As time permits = | |5 - LOW Impact - One User =]

Flease post the attached TAPES evaluation to the employee's OFF.

Click Save.




i\ COX, MARCUS ( Log Out)

v Request 153123 |  save || cancel
brted by

MARCUS

e Number Email Address

346 |marc:.c:crx@us.armv.mi|

ncy (required) Impact (required) Request Area

L= time permits vl |5 - LOW Impact - One User ;I ICHRA.EU.Duc:umal
uest Description (Please DO NOT enter Privacy Act Data) (required)

ke post the attached TAPES evaluation to the employee's OPF. ;I

You’ll be taken back to the main page and see that the request has been submitted.
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Create a new Request
Create a new Change Order
Service Desk contact information and hours of operation

You have 1 open requests

You have 7 closed requests
See Attached Error Screen Shot "Bad ¥You have 0 open change orders
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