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RECORDING CERTIFICATIONS AND LICENSES

Chapter 4.6

1.  Log on as CIVDoD OTA Personnelist or Trng Adm..

2.  Navigation List – Special Information > People/SITS for Training – Find the person then click Special Info.

3.  Select the Certifications –Licenses (View 1) DDF and complete the following data fields one time for the life of the certification/license:

Type of Occupational Cert - click the LOV to select

Date Occ Cert/License Issued – enter the date

Initial Annual/Renewal - click the LOV to select

Training to Obtain a License? – enter Y for Yes and N for No

Training to Obtain a Cert? – enter Y for Yes and N for No

Met Condition for Employment? – enter Y for Yes and N for No

Cumulative Gov Cost – Amount will flow from Certifications-Licenses Cost DDF

Cumulative Actual Cost - Amount will also flow from Certifications-Licenses Cost DDF

Click <OK>.

4.  Select the Certifications –Licenses Cost (View 2) DDF and complete the data fields.

Note:  For cost of the license only, leave Course Title and Grad Date blank.  

For training associated with Certification or License, type the Course Title exactly as is recorded in Completed Training  DDF (Quick Guide Chapter 4.1), the system will match the course, the other data will auto populate the Certifications – Licenses Cost DDF.

Type of Occupational Cert - click the LOV to select

Date Occ Cert/License Issued – enter the date (date will auto populate with the latest date stored in Certifications & Licenses DDF)

Course Title – enter course title if training is associated with this certification or license

Class Graduation Date – enter date as appropriate

Date Paid – enter date when paid

Gov Amount Paid – enter amount paid by the government

Actual Amount Paid – enter total amount paid (data flows from Actual Total Cost in Completed Training)

Funding Source – select from LOV

Agency Group – select from LOV

Position Region – select from LOV

Click <OK>.

5.  The Certifications –Licenses FY (View 3) DDF is for view only and reporting purposes.  Data will auto populate in this area.

6.  The Certifications –Licenses (View 4) DDF can be changed to reflect when Met Condition of Employment is changed to ‘Yes’.  

7.  When this change occurs and Conditions of Employment are Met, data will flow to the HR record and can be viewed in the persons Special Information > US Fed Cndtn of Emplmt.  This area will not be updatable by other than an OTA responsibility.  

8.  To see the HR record, close all windows in the person record, returning to the Navigation List.  Change responsibility to CIVDoD Personnelist > People > Enter/Maintain > Find person > Special Info > US Fed Cndtn of Emplmt. (View 5).

View 1.
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View 2.
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View 3.  
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View 4.
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View 5.
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