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MDCPDS TRAINING MODULE

Training Completions and Evaluations

Lesson Plan

Purpose
This lesson plan covers the processes related to training completions and evaluations.  

Target audience
This training is intended for the following audiences:

· HRDD

· CPAC

· Training Coordinators

·    Managers/Supervisors

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 annotate training completion in OTA.

· Successfully complete both the employee and manager course evaluations in OTA.

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

Synopsis of lesson
This module contains the following:  

· Instructor demonstration (participants follow along).

· A PowerPoint slide show is provided as a contingency.

Estimated time
This module takes approximately 15 minutes to complete.

Reference materials
The following references are applicable to this module:

· Modern DCPDS User’s Guide (Aug 99), module 7, chapter 4, pp. 1-6.

Handouts
The following handouts should be provided to each student:

· None

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 whiteboard.

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):

OTA MNGR/SUPV

ORG TRAINING MONITOR
· User ID and password for the instructor (if different roles and responsibilities required).

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:

· Managing Completions and Evaluations in OTA

Background
Provide the following background information to the class:

· This module will cover the processes related to training completions.

· This module will consist of instructor demo with class following along.

Overview
This section will show how evaluations and completion certification are processed by the employee and supervisor prior to forwarding for inclusion in the employee’s record.

Demo
Log on to MDCPDS as an OTA MNGR/SUPV – (Students are to follow along first)




Before You Begin
Provide the following information to the class that they will need to know before they begin:

· Employee’s training history, both completions and non-completions will be recorded in Oracle HR, People Window (Special Information Type or SIT) when you document it in OTA.

· Course evaluations by both the employee and supervisor must be completed before the training is recorded in the Completed Training section of Oracle HR.

· Although every employee is scheduled to have their own log on and ID capability, all may not have immediate access to a PC.  In the cases where an employee does not have a Civilian Inbox, the evaluation will be sent to the supervisor or training monitor.

· On the day after graduation of the Event, OTA will display the Employee Course Evaluation either in the Training Contact or the employee’s Civilian Inbox.  

Note 1:  If the employee does not have a Civilian Inbox, the Evaluation can be forwarded to the employee by

· Email or

· A printed copy from OTA can be provided or

· The employee can complete the evaluation on the Training Contact’s computer.

Note 2: If there are no evaluations in the Civilian Inbox, you can show the evaluation by going to the Navigator screen and opening <Manager Course Evaluation>.  You will be able to show students the questions on the manager’s evaluation.  You can also show them the Employee Course Evaluation by toggling to it from the Manager’s Course Evaluation.  Once you have shown them the two forms you can exit by closing the form.


Completing the Evaluations
This describes the step-by-step procedures that employees and managers will normally follow in completing a course evaluation.

Step
Action

1
On the Navigation List, Highlight the Civilian Inbox, Click <Open>.

2
On the Notification Summary Window, the Subject data field will display Employee Course Evaluation, place cursor next to the appropriate record and Click  <Respond>.  Complete the Employee Course Evaluation by clicking on the appropriate responses. 

3
Once the Employee Course Evaluation is complete, Click <Save> to forward to the manager/supervisor. 

4
To access and complete the Manager Course Evaluation follow steps 1-3 above except the cursor will be placed next to Manager Course Evaluation in the Civilian Inbox.   The supervisor responds to the question, “Did the employee successfully complete this course?” by clicking the appropriate button.

5
The supervisor responds to the three statements on the Evaluation using the drop down menu for each.

Note:  Free-flow text is used in the Comments field for any remarks the supervisor would like to make.

6
If the supervisor needs to view the Employee Evaluation, the supervisor Clicks the <Employee> Taskflow button (see upper right side of screen) on the Manager Course Evaluation Window.  The 

Employee Course Evaluation displays.  

Note:  The Employee Course Evaluation now has a <Manager> Taskflow button that is used to toggle back to the Manager Course Evaluation Window.
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Once the supervisor completes the evaluation, certifies completion, and saves it, the evaluation displays in the Supervisor’s Civilian Inbox to forward to the Training Manager, to update the employee’s enrollment status.

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

· Complete the Employee Course Evaluation

· Forward the completed course evaluation to the supervisor

· Complete the Manager Course Evaluation

· Forward to Training Manager for updating the enrollment status in OTA 

Any questions?  
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