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Computer Training Video Script Outline

COMPLETED TRAINING

Preparation

Start at the Navigator menu using the CIVDOD OTA TNG COORDINATOR responsibility.  Make sure the selected employee (Cruella Deville) only has one training course in her record (delete any extras).

Intro

· This movie is going to show you how to input data about a completed training course into an employee’s personnel record in DCPDS.

· Job aid available on the CHRA DCPDS Job Aids index page under the heading “Training, Completed.”  This is a good source of info to use once you’ve viewed this movie.

Retrieving the Employee Record

· I’m at the DCPDS main menu – the “navigator.”  I’m logged in using a CIVDOD OTA TNG COORDINATOR responsibility (“hat”).  This is the responsibility you’d be using if you were at an Army activity and charged with entering training courses into employee records.

· The first thing we have to do is retrieve the employee record that we are going to update.

· There are different ways to access employee records, depending on the “hat” we are wearing; we’re using CIVDOD OTA TNG COORDINATOR (point). The navigation path is somewhat different for some other “hats.”

· From the navigator, double-click on Special Information to open that up, then click on People/SITs for Training (SIT is the abbreviation for Special Information Types, which are recurring types of data found in a record, such as completed training), then <Open>.

· On the Find Person window, enter part or all of the employee’s last name, then push the tab or enter key.  I’m looking for Cruella DeVille, so I’m going to type in DEV, then Enter.

· A list of matching names displays, and there’s Cruella right at the top; her record is already selected (point), so I push <OK>.

Accessing the Completed Training flexfield

· Now I have retrieved the employee record and I’m at the People Window (point). 

· Click <Special Information> button at the bottom of the window.

· Completed Training is at the bottom of the first four “special information types” shown on the top of the screen.  I select it by clicking on that line.

· Click in the first “Start Date” line on the lower part of the screen.

· This brings up any training records that are already in the employee’s record.  

· If there were none, you’d see a message on the status line indicating “Query caused no records to be retrieved” (point)

Adding a completed training course record

· If the employee has lots of training records already and there were no blank lines where you could add another one, you create a new record (a blank line) by clicking the “New Record” icon on the toolbar (point).

· In this case, there is only one record so all we need to do is use the next available line.

· Click once in the start date block, then once in the “Details” block to open the Completed Trng window.

· Complete the entries on this window as follows (these instructions are all included in the job aid).  The information source for entering the data would be coming from a DD Form 1556 or other document.

Data elements

· Course title – required, all caps, no abbreviations if possible (limit 60 characters) (ADVANCED BIRDWATCHING)

· Total course hours – required (8)

· Class start date – required (use the date format as shown).

· Class ending date – required.

· Course grade – use the LOV (usually SAT).  If you know what to put you can just type it in, you don’t have to use the LOV.

· Date withdrawn – not appl in this case.

· Actual Direct cost is the cost of tuition and books if any (95).  Costs can be whole dollar amounts or dollars and cents.

· Actual Indirect cost is for travel and per diem – none in this case.

· Actual Total Cost is the sum of direct and indirect and will compute automatically.

· Funded by Direct and Indirect we don’t use in Army.

· Funding Source should be included since there were costs involved.  It defaults to “X” (unknown), but I’ll use “paid by employee” (C)

· PEC fields – not used in Army

· Training source:  use the LOV (private vendor = non-govt off the shelf.

(scroll down to lower part of window)

· Type:  skip (used in some regions to identify special types of training)

· Acquisition School Source – not applicable unless this is an acquisition course.

· Method – required, use LOV (seminar)

· Priority – required, use LOV or just type one of the numbers (1, 2, 3, or 9) (use 9, unknown)

· Course code – not currently being used.

· Decision source and Purpose – fill them out if applicable and known (in this case, this was a personally-taken course so I’m leaving them blank).

· PCS, and remaining fields – skip.  

Finishing up

· So I’m done with this entry.  I click the <OK> button at the bottom of the screen to close the window and return to the list of courses.

· Then I push the <Save> icon (the yellow diskette) on the toolbar.  

· You’ll get the “transaction complete” message at the bottom of the screen (point).

· Also note that the start and end dates have been updated (point).

· If there were any errors (e.g., you forgot a required field), you’d get a message to that effect and you would go back into the window and make the correction, then re-save it.

· If you had another course for the same employee, you would add it now by using another line on the special info window (point).  Otherwise, close the window to return to the people screen.

· If you want to add a record for another employee, use the <Find> icon – the flashlight – and I can go ahead and start over again with a new person’s name.

That’s about it, thanks for watching.
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