CASMIS User Guide

In Processing

6.3 In Processing
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CASMIS was designed to make in-processing easier for both you and your human resources administration team.  CASMIS will allow you to view and update your personal profiles and preferences and link to suggested reading materials.  The primary purpose of CASMIS’ in-processing capabilities is to welcome you to the organization and reduce the processing and administrative time for local human resources administration teams and supervisors.  In-processing is only available to unprocessed CASMIS users and will typically be the only available CASMIS application until the human resources administration team assigns additional CASMIS roles and privileges.  

6.1.1 In-Process Navigating 
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Navigating within the in-processing application can be accomplished by selecting in-processing sections in the Tree View or by using the Back and Next buttons located in the Work Area.  

6.1.2 Express Mail
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You may edit most screen fields throughout in-processing.  In cases where certain screens or fields are locked, the Express Mail icon will be available.  Selecting the Express Mail icon, located on the lower left side of the Work Area, will open a Correction Form.  Corrections are automatically forwarded to your human resources administration team for action.

Printing In-processing Screens
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You may print any in-processing screen by selecting the Print icon, located to the lower left side of the Work Area.  Selecting the Print icon will open an in-processing report screen that contains all screen information in a printer-friendly format.  Print the report by selecting the print image icon to print to your default Microsoft( Widows( printer or select a new printer from the Page Setup function.  

6.1.3 Introduction
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The Introduction confirms that you have been selected to complete in-processing for your new organization.  The in-processing screen has only three fields — your name, your preferred nickname, and the name of your new sponsor or mentor.  Confirm that these are correct and select the Next button located at the bottom of the Work Area.  Corrections, if required, can be submitted by selecting the Express Mail icon located to the lower left of the Work Area.  Selecting the Express Mail icon opens a Correction Form that will be forwarded to your local human resources administration team.  You may choose to print a copy of your Introduction screen by selecting the Print icon located on the lower left side of the Work Area.  

6.1.4 Greeting
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The Greeting is a Microsoft( PowerPoint( presentation welcoming you to your new organization.  Presentations may include embedded video files, such as mpeg, jpeg, or avi files.  Select the Back or Next buttons located at the bottom of the Work Area to navigate through the non-video portion of the presentation.  CASMIS will automatically move to the Identification Information screen when you select the Next button at the conclusion of the presentation or video.  You may also print a copy of the presentation for your records by selecting the Print icon located on the lower left side of the Work Area.  The Express Mail feature is not available on this screen.

6.1.5 Identification Information
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The Identification Information section of in-processing allows you to review your personal profile and submit corrections to your human resources administration team.  The Identification Information screen includes your name, nickname, sponsor’s name, social security number, position tile, duty title, and other information that is dependent on your assignment as a civilian, a member of the Armed Forces, a contractor, or as some other person type.  The Identification Information screen is also capable of capturing your image in the Photo field if you have approved and provided an image to your Human Resources Office. 

Performance Information
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The Performance Information section allows you to confirm your in-processing dates and submit corrections as needed.  The Performance Information screen lists your due in date, the date assigned to the organization and station, due out date, and your organizational status.  This screen will also list, if applicable, your Civilian Personnel Control Number, your Manpower Control Number, and your security eligibility.  You may choose to print a copy of your Performance Information by selecting the Print icon located to the lower left of the Performance Work Area.

6.1.6 Personal Information
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You are encouraged to enter your home address, telephone numbers, martial status, dependents, and emergency contact information in the Personal Information screen.  The purpose of this screen is to ensure the organization’s ability to contact you or your loved ones in case of an emergency.  You may print this information by selecting the Print icon that can be found to the lower left of the Work Area.  The Express Mail feature is not available; however, you may contact your Human Resources Office if you have any questions regarding your Personal Information.

6.1.7 Duty Information

The Duty Information section lists your workplace contact information and IPT allocations.  The human resources administration team has entered your organization’s symbol, IPT allocations, and any other information that may have been available when your CASMIS user account was established.  You should complete all other fields as you in-process.  Submit corrections by selecting the Express Mail icon and completing the Correction Form.  You may print a copy of your Duty Information by selecting the Print icon found on the lower left side of the Work Area.
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Biography

The Biography screen allows you to enter key career information such as your secondary and post-secondary education, personal interests, awards and achievements, and biography.  You may use Microsoft( Widows( cut-and-paste feature to add your biography.  Your supervisors and human resources administration team will use this information in order to ensure operational readiness and learn more about you.  The Express Mail feature is not available for the Biography screen.  You may print a copy of your Biography by selecting [image: image12.png][ CASMIS - [l sries] L=lo):x)
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the Print icon found on the lower left side of the Work Area.

6.1.9 Training History

CASMIS allows you to capture your training history as part of your in-processing.  Your Supervisor will use your training information to evaluate your current skill set and recommend appropriate follow-up training when it becomes available.  The Express Mail feature is not available for the Training History screen.  You may choose to print a copy of the training courses you have completed by selecting the Print icon found on the lower left side of the Work Area.

6.1.9.1 Adding a Training Course

Add a training course by right clicking in the Training Work Area and selecting Add Training Item from the drop down menu.  Complete the free-text Course Title, Location, Hours, and Remarks fields, select the Start and Complete dates using the CASMIS Drop Down Calendar, and pick the type of training from the drop down list in the Type field.  Select OK to add the training class.  You may enter an unlimited number of courses in your Training History. 

6.1.9.2 Editing a Training Course
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Edit a training course by selecting it in the Training History Work Area, right clicking on it, and selecting Edit Training Item from the drop down menu.  Make required changes to the Course Title, Location, Hours, and Remarks fields, select new Start and Complete dates, and pick the new type of training from the drop down list in the Type field in the Edit Training Item dialog box.  Select OK to submit your changes. 

6.1.9.3 Deleting a Training Course

Delete a course by selecting the course from the list in the Training History Work Area, right clicking on it, and selecting Delete Training Item from the drop down menu.  A deleted training course cannot be restored.  Erroneously deleted courses must be re-entered as a new training item.

6.1.10 Assignment History

CASMIS allows you to add your previous assignments as part of in-processing.  Your Supervisor will use your Assignment History to help evaluate your current skill set and experience.  The Express Mail feature is not available for the Assignment History section.  You may print a copy of the assignment history by selecting the Print icon found on the lower left side of the Work Area.

6.1.10.1 Adding an Assignment

Add an assignment by right clicking in the Work Area and selecting Add Assignment History Item from the drop down menu.  Complete the free-text Assignment Title, Location, Grade, Rank, and Duties fields and select the Start and End dates using the CASMIS Drop Down Calendar in the Add Assignment History Item dialog box.  Select OK to submit the assignment.  You may enter an unlimited number of assignments in your Assignment History. 

6.1.10.2 Editing an Assignment

Edit an assignment by right clicking in the Work Area and selecting Edit Assignment History Item from the drop down menu.  Make required changes to the Assignment Title, Location, Grade, Rank, and Duties fields and select the Start and End dates using the CASMIS Drop Down Calendar in the Edit Assignment History dialog box.  Select OK to submit your changes. 

6.1.10.3 Deleting an Assignment
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Delete an assignment by selecting it from the list in the Assignment History Work Area, right clicking on it, and selecting Delete Assignment History Item from the drop down menu.  A deleted assignment cannot be restored.  Erroneously deleted assignments must be re-entered as a new assignment.

6.1.11 Certifications and Skills 

CASMIS allows you to assess your certifications and skills as you in-process.  Your human resources administration team uses aggregate certification and skills data in order to ensure that the organization has the skills needed to satisfy mission objectives and plan future training.  Your supervisor will use this information to assess additional assignments and responsibilities.  Keeping your skills and certifications up-to-date will ensure that the organization is properly staffed to meet its goals and helps ensure that you are selected for appropriate training.

6.1.11.1 Acquisition Professional Development Program (APDP) Certifications

CASMIS allows you to enter your APDP Certification levels as you in-process.  Click in the Level field to the right of the Certification field for each APDP certification category.  Select your current certification-level from the drop down menu.  Note that you may need to use the scroll bar to view all certification categories.  Questions regarding APDP should be directed to your Human Resources Office or your human resources administration team.

6.1.11.2 Integrated Database (IDB) View

CASMIS accepts regular data feeds from the IDB system.  Verify that the three IDB certifications shown in the IDB View are correct, current, and match your APDP certifications.  Any errors should be reported to your Human Resources Office.

6.1.11.3 Critical Skills Self Assessment

Your organization has identified critical skills that are needed to successfully meet mission objectives.  Part of your in-processing should include a self-assessment of your skill levels.  The aggregate data is used to ensure that the organization is able to maximize internal resources.  Assess each skill by double-clicking the Level field next to the Skill field and select your level of expertise from the Select Skill Level window.

6.1.11.4 Editing Critical Skills Assessments

Edit your skill levels by double clicking in the Level field you wish to edit and select your new skill level.  Changes to your skill levels will take affect immediately.

6.1.11.5 Additional Skills

CASMIS allows you to enter any additional skills that you feel are critical to the organization’s overall mission or were not included in the APDP Certifications, IDB, or the Critical Self Assessment.  Enter additional skills by clicking in the free-text Additional Skills field and enter your additional certifications, skills, or expertise.
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Travel Profile

You have the ability to enter your travel preferences as part of in-processing.  Travel planners and arrangers will use your profile to ensure that your preferred airlines, hotels, and car rental agencies are used when available.  In addition, you may record membership numbers for air travel (if allowable), lodging, ground transportation, preferred seating, smoking, vehicle, and sleeping arrangements.  Users who frequently travel outside of the continental U.S. (OCONUS) are also encouraged to enter their passport numbers and expiration dates.

6.1.12.1 Adding a Preferred Airline

Add a preferred airline by right clicking in the Airline grid and selecting Add Airline from the drop down menu.  Enter the name and frequent flyer number in the appropriate fields and select OK to record your preference.  Select the appropriate radio buttons to record your seating preference and location.  Travelers who have special travel requirements or requests should include them in the Special Requests field.  Note that radio button preferences and special requests are associated with all preferred airlines.

6.1.12.2 Editing a Preferred Airline

Edit your airline selections by selecting it in the Airline grid, right clicking, and selecting Edit Airline from the drop down menu.  Make any required changes to the name and frequent flyer number in the appropriate fields and select OK to change your preference.  Select the appropriate radio buttons, if required, to record your seating preference and location.  Travelers who have recorded special travel requirements or requests should verify that they are still appropriate. 

6.1.12.3  Deleting a Preferred Airline

Airlines preferences can be deleted by selecting the airline in the Airline grid, right clicking on it, and selecting Delete Airline from the drop down menu.  A deleted airline preference cannot be restored.  Erroneously deleted preferences must be re-entered as a new preference.

6.1.12.4  Adding a Preferred Hotel

Add a preferred hotel by right clicking in the Hotel grid and selecting Add Hotel from the drop down menu.  Enter the name and frequent guest number in the appropriate fields and select OK to record your preference.  Select the appropriate radio buttons to record your smoking and sleeping preferences.  Note that radio button preferences are associated with all preferred hotels.

6.1.12.5  Editing a Preferred Hotel

Edit your hotel selections by selecting it in the Hotel grid, right clicking, and selecting Edit Hotel from the drop down menu.  Make any required changes to the name and frequent guest number in the appropriate fields and select OK to change your preference.  Select the appropriate radio buttons, if required, to record your new smoking and sleeping preferences.  Note that radio button preferences are associated with all preferred hotels.

6.1.12.6  Deleting a Preferred Hotel

Hotel preferences can be deleted by selecting the hotel in the Hotel grid, right clicking on it, and selecting Delete Hotel from the drop down menu.  A deleted hotel preference cannot be restored.  Erroneously deleted preferences must be re-entered as a new preference.

6.1.12.7 Adding a Preferred Car Rental Agency

Add a preferred car rental agency by right clicking in the Car Rental grid and selecting Add Car Rental Agency from the drop down menu.  Enter the name and preferred renter number in the appropriate fields and select OK to record your preference.  Select the appropriate radio button to record your vehicle preference.  Note that radio button preferences are associated with all car rental agencies.

6.1.12.8 Editing a Preferred Car Rental Agency

Edit a car rental agency selection by selecting it in the Car Rental grid, right clicking, and selecting Edit Car Rental Agency from the drop down menu.  Make any required changes to the name and number in the appropriate fields and select OK to change your preference.  Select the appropriate radio button, if required, to record your new vehicle preferences.  Note that radio button preferences are associated with all preferred car rental agencies.
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Recording Passport Numbers

Users who frequently travel OCONUS are also encouraged to enter their Government and personal passport numbers and expiration dates in order to expedite OCONUS travel.  Enter your passports by selecting the appropriate Passport Number field and entering the passport's number.  Select the expiration date for your passports using the CASMIS Date Picker Calendar to the right of each passport.

6.1.13 Additional Duties
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You may have been assigned Additional Duties as part of your in-processing to your new organization.  The name of the duty, your role, the assignment date, and a brief description of the duty will be listed in the Additional Duties section of in-processing.  You may not change your assignments, however, if there are any administrative errors associated with the duty assignment, you may forward corrections to your human resources administration team for correction by selecting the Express Mail icon located to the lower left of the Additional Duties Work Area.  Questions regarding the assignment of duties should be directed to your immediate supervisor or your organization’s Additional Duties Monitor.  You may print a copy of any Additional Duties assigned to you by selecting the Print icon located to the lower left of the Additional Duties Work Area.

6.1.14 Reading List
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Your new organization’s management team has prepared a list of reading materials that will describe the organization’s mission, policies, structure, and other important information.  The purpose of the reading materials is to speed your understanding of the organization and the role that you fill.  Open a reading list item by double clicking on the item in the Reading List Work Area.  CASMIS will open the appropriate application, such as Microsoft( Word(, and document for your review.  Select the Completed check box to indicate that you have reviewed the materials.  The date you completed the review will populate the Date field.  The Express Mail feature is available should you note any errors in the reading materials.  In addition, you may print the reading list by selecting the Print icon located to the lower left of the Reading List Work Area.

6.1.15 Completed
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The final step of in-processing is to notify your human resources administration team and sponsor that you have completed in-processing.  Send notice that you have completed in-processing by selecting the Completed tab.  You may send an email to your sponsor by selecting the E-Mail button under your sponsor’s name or you may contact the human resources team by selecting the Express Mail.  You may also print a copy of your completion notice by selecting the Print icon located to the lower left side of the Work Area.  After your human resources administration team accepts your in-processing confirmation and assigns you normal user privileges, the In-Process application will no longer be available.  You will be able to update and maintain your information using the Person Information application.  The Person Information application is located in CASMIS’ Self Service module.  

APDP Certification input





Select the appropriate skill level for each skill





Data feed from IDB





Right click in the Assignment grid to Add, Edit, or Delete an Assignment





Right click in the Training grid to Add, Edit, or Delete a Training item





IPT assignments cannot be edited.  Report corrections using the Express Mail feature





Complete any fields not completed by your HR Office





Complete Personal Information fields





The Personal Information screen is a user input screen.  Express Mail is disabled





The Performance Information Screen is a Review Screen.  Report corrections using the Express Mail feature 





The Identification Screen is a Review Screen.  Report corrections using the Express Mail feature





The Back and Next buttons move you through in-processing





The introduction confirms a new team members name, nick name, sponsor
















































































Right click in the Airline, Hotel and Car Rental grids to Add, Edit, and Delete preferred common carriers




















































































































Select the appropriate radio buttons for your preferred Airlines, Hotels, and Car Rental Agency





Record Passport information for personal travel and TDY
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