5

MDCPDS TRAINING MODULE

Managing Enrollments

Lesson Plan

Purpose
This lesson plan covers how to enroll an employee in an OTA event; how to do multiple enrollments, mass updates, and cancellation of an enrollment  

Target audience
This training is intended for the following audiences:

· CPOC Staff

· CPAC Staff

· Training Monitors

Objectives
After completing this module, participants will be able to:

· Know what reference materials cover this topic, and where to find them.

· With appropriate reference material, successfully enroll employees and update enrollments.

Prerequisites
Students must have completed the following module(s) prior to attending this session (or have been through comparable training):

· Fundamentals (logging on, navigating, and exiting)

· OTA Overview

Related training
The following modules provide related information:

· Completing the Training Request Form

· Posting Information on the OTA Bulletin Board

· Creating a Local Supplier for a Local Activity

· Defining an Activity

· Events

Synopsis of lesson
This module contains the following:  (sample)

· Instructor demonstration (participants follow along).

· A PowerPoint slide show is provided as a contingency.

Estimated time
This module takes approximately 45 minutes to complete.

Reference materials
The following references are applicable to this module:

· Modern DCPDS User’s Guide (Aug 99), Module 7, chapter 3, pp. 1-27.

· Modern DCPDS OTA Supplemental Desk Guide (10 May 2000).

Handouts
The following handouts should be provided to each student:

· Modern DCPDS OTA Supplemental Desk Guide (10 May 2000).

Classroom setup
This module requires the following:

· A computer classroom with workstations that have access to modern DCPDS at the (CPOCMA training database or regional training database or regional live database) using either Metaframe (Citrix client) or an Oracle client.

· An instructor workstation with the same connectivity plus a hook up to a data projector and the capability of running Microsoft PowerPoint 97.

· Butcher block paper and/or whyteboard.

Preparation
Prior to conducting this module, the following tasks need to be completed:

· Appropriate student user IDs and passwords need to be set up, with the following roles and responsibilities (provide each student with a printed page or card showing their logon and password):  

· CIVDOD OTA Personnelist (CPACs)

· CIVDOD OTA ORG TRN Monitor (Training Monitors/Admin Liaisons)

· User ID and password for the instructor, same as above.

Notes to instructor
In the instructional module, the following format conventions are used:

· Actions that you are to perform are shown in bold (e.g., Click the <OK> button.)  Buttons that you are to click are shown in angle brackets.  Successive steps are both bulleted and in bold type.

· Points that you are to share with the class are so indicated, and are bulleted.

· Additional notes to the instructor are shown in italics (e.g., Make sure all students are successfully logged on before proceeding.)

· Underlined spaces are used to indicate items that you need to know in advance (e.g., Retrieve position number __________).  Hint:  fill these out in your copy of this lesson plan before you teach this module – and check to make sure the item works.

Instructional Module

Purpose
This portion of the module covers the following:

· Enrolling employees into an Event

· Canceling Enrollments.

Background
Provide the following background information to the class:

· This module will consist of a demo of the enrollment process with the class following along.  

· After the Training Request Form (TRF) is approved, employees are enrolled in an event.

· You can enroll employees in an event in advance or retrospectively by changing the enrollment date (s) in the Scheduled Events Window.

· Are there any questions before we proceed?

Overview
During this module we will demonstrate how to enroll an employee in an event.  We will also show you how to update enrollments.

Demo
Log on to MDCPDS as a CIVDOD OTA Personnelist if your are instructing CPAC or CPOC staff.   If you are instructing Training Monitors or admin liaisons, log on as CIV DOD OTA ORG TRN Monitor).

Point out the following:

· From the Navigator Screen Click <Enrollments>, <Student>,  <Open>.
· The Search for Event Window displays.  Point out the various fields to the class i.e. window displays the title of the Event, the name of the Activity, etc.  
· Each student should select an Event to enroll an employee.  To select an Event place your cursor next to it.  You may scroll down to find the Event that you want or you can query using F7, F8 and entering your search parameters.  
· Once you have highlighted the Event <Close> the Search for Event Window by Clicking the <x> in the upper right corner of the screen.   The Enrollment Summary Window displays.  This window shows the tittle of the Event, the names of any students already enrolled, and their enrollment status.
· Exit the window.  The Enrollment Details Window displays.

Demo
· Complete the fields on the Enrollment Details Window as follows.

· Number – System generated, displays after you reopen the window after saving.

· Event Title – Automatically populates from Event

· Date Placed – Automatically populates from Event

· Places – Defaults to 1 but you can override

· Internal Checkbox – Not used by DOD

· Status – Use List of Values (LOV).  Select <Placed> to enroll student.

· Priority – Select from LOV or type in and tab

· Change Reason – Grayed out; opens when Status is changed

· Authorized Checkbox – Select the checkbox

· By – Automatically populates with name of authorizing person

· Click on the DDF and enter relevant data using the LOV.  As a minimum you must complete “Agency Group, Training On-Duty, and Training Non-Duty Hours”.  Click <OK>.

Personal Details Region 
· Complete the fields in the Personal Detail Region as follows:

· Type – Click the drop-down menu and select Organization.  Note:  System usually defaults to Organization. The other choice is Customer, which is under development for contract or military personnel.

· Organization assignment – Click the <LOV> to select the organization.
· Student – Click the <LOV> to select the name; remaining fields populate with organization assignment.
· Contact – Click the <LOV> to select the name.  Note:  Must be supervisor, Training Monitor or person with a Civilian Inbox so a Course Evaluation can be forwarded to them.
· Correspondence – Leave as is.
· Correspondent – Click the <LOV> and select <Contact>.  
· Address Type – Click <External> for home address or <Internal> for work address.  Recommend using internal address.
· Email, Telephone, Fax – This information can be entered when available.
· Taskflow Buttons contain the following features.
· History – Displays the Student Enrollment History of pending or completed events.
· Copy – Under development.
· Paste – Grayed out.
· Functions – Not used by DOD but you can use it to toggle back to the Enrollments Summary Window and the Event Search Window.


Save
Click <Save>.  Exit the window.  Your employee is now enrolled.

Entering Multiple Enrollments
If you are updating several enrollments with the same data item, such as changing their status, or rolling them forward onto a new Event, you can make mass updates in the Enrollment Summary Window by taking the following steps.

· Follow the steps for enrolling an employee.

· Click <New Record>, the green cross, on the Toolbar.  A blank Enrollments Details Window displays.

·  With your cursor in each needed data field in the top region, press <F3>.  This duplicates the previous entry.  The DDF will not duplicate but must be completed separately.

· <Click> the <LOV> to complete Personal Details and Correspondence Regions.

· Click Save.  Repeat the action to enroll the next employee.


        _____________________________________________________________

Mass Updating Enrollments
You can do a mass update to change the enrollment status by taking the following steps:

· Follow steps for enrolling an employee.

· At the Search for Event Window query for the desired event by pressing <F7>, enter search parameters, and then press <F8>.  Place your cursor next to the event that you will update.  Exit the window.

· The Enrollment Summary Window displays.  Click <Mass Update>.  

· The Bulk Change Window displays with the Enrollment Summary Window behind it.  

· Click <Select All>.
· Deselect the Change checkbox for specific enrollments you do not want to update, or leave all enrollments checked if you want to update them all.

· Click <Deselect All> if you do not want to update any enrollments for this Event.

· Using the LOV select the new values you want to apply in the Bulk Change window.  Enter a new Event if you want to roll forward the enrollments into a new Event.

· Click <OK>.  The Enrollment Summary Window displays.

· Exit the window.

Canceling an Enrollment
In order to cancel an enrollment take the following steps.

· Follow the steps for enrolling an employee.  When the Search for Events Window displays query for the Event that you wish to enter a cancellation.

· With the Current Record Indicator on the selected Event, exit the window.

· The Enrollment Summary Window displays.  Move the Current Record Indicator to the employee’s name that you wish to cancel and exit the window.

· The Enrollment Details Window displays.  Click the Status data field (which currently shows Placed) and click the <LOV> to select Canceled. 
· Click <OK>.  The Status data field changes to Canceled.  Click <Save> on the Toolbar.

· The employee has been canceled from the course.

Note:  When you cancel an enrollment if the Event was previously Full and there is a waiting list, the system displays a pop up box notifying you the “waiting list exists” and asks if you want to select a student from the waiting list.  The system also advises you if the Event has reached or exceeded its maximum number of student enrollments.  When you cancel an Event, OTA automatically cancels all enrollments.

Summary and conclusion
In this module we have learned how to:

· Enroll an employee

· Make mass updates to enrollments and

· Cancel enrollments.

Point out to the class that the enrollment status will also need to be changed when the employee completes the class.  Once the enrollment status is changed to completed, the training history is updated in Oracle HR.  

Any questions?  
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