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MDCPDS TRAINING MODULE

(ORACLE TRAINING ADMINSTRATION -- EVENTS)

Lesson Plan

Purpose
This lesson plan covers how to manipulate the Event function in the OTA portion of the Modern System. 

An Event in Modern is the same as a class in TRAIN.  To schedule an Event, an Activity (course) must have already been built in Modern.

Target Audience
This training is intended for the following audiences:

CPOC HRDD Personnel

CPAC Training Points of Contact

Org Training Monitors

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

Locate and use the reference materials that cover this topic

Using the OTA portion of the Modern System successfully:

Schedule an Event
Query for an Event 
Copy an Event

Change the Event Status

Restrict an Event
Create a One Time Event 

Prerequisites
Students must have completed the following modules prior to attending this session (or have completed comparable training):

OTA overview

Modern System Navigation Screen



Related Training
The following modules provide related information:

Creating a Supplier
Defining a local Activity

Synopsis of lesson
This module is broken into six separate sections:

Scheduling an Event
Querying for an Event 
Copying an Event
Changing the Event Status

Restricting an Event
Creating a One Time Event
The subsections each contain:

 PowerPoint slide show as a contingency

Instructor demonstration (participants follow along)

Reference material
The following references are applicable to this module:

Modern DCPDS Users Guide (Jul 99), module 7, chapter 2, pages 28-45

Modern DCPDS Users Guide (Jul 99), module 7, chapter 2, pages 12-19

Modern DCPDS Users Guide (Jul 99), module 7, chapter 2, pages 20-27

Oracle Training Administration (OTA) Quick Reference Guide for            Training Monitors (Feb 2000), pages 1-3

Handouts
The following handouts should be provided to each student:

URL to the DCPDS Users Guide on the CPOCMA Homepage

Oracle Training Administration (OTA) Quick Reference Guide for   Training Monitors

Paper copy of PowerPoint note pages

Classroom setup
This module requires the following:

· A computer Classroom with workstations that have access to the Modern DCPDS at the CPOCMA training database, 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 an LCD projector and the capability to run Microsoft PowerPoint 97.

· Butcher block paper and/or whiteboard/chalkboard. 

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

(If the PowerPoint presentation is going to be used without a hands on demonstration, the items below will not be necessary).

User ID and passwords for the Citrix client need to established

Appropriate student user IDs and passwords need to be setup, with the role as:

CIVDOD ORG TRN MONITOR

CIVDOD OTA PERSONNELIST

Test out the user IDs and passwords; if necessary, change the MDCPDS password.

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.

Points that you are to share with the class are so indicated and are usually 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 the lesson plan before you teach this module – and check to make sure the item works.

Continued on next page

Instructional Module – Scheduling an Event

Purpose
This module of instruction covers the steps to schedule an Event which is the third action taken after a TRF is completed or received in the Civilian Inbox and before an employee can be enrolled in training.

Background
Provide the following background information to the class:

Scheduling an Event in Modern is the same as scheduling a class in TRAIN.  

To schedule an Event, a Supplier (vendor) must have already been built in Modern.

To schedule an Event, an Activity (course) must have already been built in Modern.

This function will only be available to Organizational Training Monitors, DOD OTA Personnelists and Training Administrators.

Overview
In this module we will learn how to:

Access the Scheduled Event window.

Complete the Scheduled Event window

Access the Additional Event Information Window

Complete the Additional Event Information Window

Accessing the Scheduled Events Window
Students should have been instructed in the logon procedures at this stage of training.  All students should be logged on before beginning this exercise. 

Instructor should guide the students to the Navigation list.

Students are to follow along as the instructor performs the following action:

Step
Action

1
From the Navigation List select Events, 

2
Click on the blue single plus sign <+>, to reveal the subtopics beneath Events.

3
Highlight Scheduled

4
Click <Open>

Continued on next page

Instructional Module – Scheduling an Event, Continued

Completing the Scheduled Event Window
Instructor should demo first.  After the demo, have students follow along.

Step
Action

1
Place cursor in the title field 

Data Field
Description/Action

Title
Type in a title for the Event that can be easily recalled and identified.  

Instructor should have a predetermined Event to use.

Leaving the field blank will result in a nondescript system generated number. The contents of the title field displays in a column on the Enrollment Details Window.

Activity

(Course)
Tab to the Activity field. Click <LOV> to select the Activity (course).  To ensure that students do not receive an error message that the event date exceeds the activity date, have students use an Activity (course) that they built.
Certain information such as Language and Status automatically populate from the Activity Window but it can be overridden.

Center

(Training Location)
Tab to the Center Field.  Click the <LOV> to select the Training Center location.

This will bring up a list of installations from which to choose.

 Click the appropriate organization as the sponsoring or administering organization.

Secure Checkbox
Click to restrict manipulation of the Event to members of the sponsoring organization.

From
Tab to the From field. Click the <LOV> to select the start date.  Type in the appropriate times.
The <LOV> will bring up a calendar that can be used to populate the date field.  

The time field should be populated using military time with a colon (i.e. 08:00 or16:00).  Doing otherwise could cause the system to misread the input.

*You cannot backdate an Event

Continued on next page

Instructional Module – Scheduling an Event, Continued

Completing the Scheduled Event Window (continued)


Data Field
Description/Action

To
Type the end date with the time of day in the next field.

Leave start and end dates blank if you want to create and Event with the Status of “Planned”. If no dates are entered an Event cannot have the Status of “Normal”.

Leave the time of day blank if you are not creating Sessions.  

Ensure the times you enter, start and finish on the earliest and latest Session times.

Resource Bookings Checkbox
Select the checkbox if you have booked resources for an Event.

Resources include:

Instructors

Center (Training Location)

Equipment

Supplies

Duration
Type in the numerical length of the Unit of time.

Units
Defaults to hours but by clicking the drop down menu it can be overridden. 

Program Only Checkbox
Select to make the Event part of a program.

A Program is a related series of training events designed in combination to accomplish a specific training outcome.

Supplier
Automatically populates from the Activity function.

Sponsor
Automatically populates with Point of Contact’s name.

Continued on next page

Instructional Module – Scheduling an Event, Continued

Completing the Scheduled Event Window (continued)


Data Field
Description/Action

Students Region: Minimum/ Maximum/

Internal
Automatically populates with the number of students eligible to enroll in the Event. 

OTA automatically sets the Event to “Full” when the maximum is reached.

Cost Region:

Currency
Defaults to USD (U.S. Dollars) but may be changed using the <LOV> button.

Budget
Automatically populates amount from Activity Window.

Price Region:  Basis
Defaults to price per student.  Use drop-down menu to override.

Currency
Defaults to USD

Amount
Enter amount per student, if applicable.

Invoiced
Leave blank

Taskflow Buttons
· Change Status – Used to change the status of an event.

· Assignments – Used to manage restricted Events.  You can indicate the position, grade, series etc. of students that can attend the event.

· Categories – Used to group activities into three types.

· Sessions – Used to create additional sessions.  A session is a unit of time within an Even for which you can independently book resources.  Example:  You might divide a one-day event into four two-hour sessions. 

DDF
Click to open the Additional Event Information Window.

Instructional Module – Scheduling an Event, Continued

Additional Event Information Window:


Step
Action

1
With the cursor in the first field, complete the following:

Data Field
Description/Action

Agency Group
Click the <LOV> to populate this field.

This is a required field in the DDF.

Method
Click the <LOV> to populate this field.

This is a required field in the DDF.

Books/Material/Other Fees
Type in cost, if known

Total  Direct Cost
Type in sum of tuition from Activity and sum from Book/Material/Other Fees from previous data field.

Total  Indirect Cost
Leave Blank. Once you save DDF it will total automatically.

Total Event Cost
Leave Blank.  Once you save DDF it will total automatically.

Date Voucher Paid
If funds are involved:  Type the date the voucher was settled.

Billing Organization
Type in the name of the organization that will pay the invoice.

Street
Type in the street address of billing organization.

City/State/Zip
Type in City, State and Zip Code.

ATTN:
Type in the name of Point of Contact in billing organization.

Phone
Type in phone number of billing organization

Additional Event Information
This field is used by other agencies, i.e. Air Force.

Step
Description/Action

2
Click <OK>

3
The Scheduled Event window displays with the data populated.  Click <Save> 

Instructional Module – Querying for an Event

Querying for an Event
In addition to the querying methods using the <F7> and <F8> keys, OTA has a unique querying feature with the Find Events Window that allows you to specify the Type of Event, by Activity, Center, Status etc.

Instructor should perform this task as students follow along.

Step
Action

1
From the Navigation List select Events, 

2
Click on the blue single plus sign <+>, to reveal the subtopics beneath Events.

3
Highlight Event Search

4
Click <Open>

5
When the Search for Event Window opens, click Query on the Main Menu Bar and Click Find, or Click the flashlight icon

6
The Find Events Window will open. Select the appropriate checkboxes or use the <LOV> to populate the data fields to customize the search for the Event you need.

To activate the <LOV> button you must select the field you want a list for by clicking in that field with the mouse.

7
Click <Find>. The Search for Event Window will open with the selected Event(s) populated.

8
Select the Event you need, exit the window and continue your action.

Continued on next page

Instructional Module – Copying an Event

Copying an Event


Step
Action

1
With the Schedule Event Window open that you want to copy, click the <New Record  + > button on the toolbar.
If you have closed the window, reopen the Scheduled Event Window and query for the Event using <F7, type a portion of the Event title and click F8>. 

2
A new Scheduled Event Window will open.

Place your cursor on each data field to be copied from the previous Event, press the F3 key on the top row of your keyboard.

New data must be entered in the DDF as it will not copy.

Data Field
Description/Action

Title
Will be blank; type in a unique title that can be easily identified later.

Activity
Press F3

Center
Press F3

From and To
If you do not plan to use the dates from the original Event, input new dates and hours. 

To copy original dates, Press F3.

Duration
Press F3 (Defaults to original duration)

Units
Defaults to previous; use drop-down to override.

Status
Defaults to Normal as you are creating a new record.  Select from the drop-down menu.

Enrollment Region
Defaults to today’s date; type in appropriate dates for your event.  

Price Region
Defaults to Students; select from the drop-down menu.

3
Click Save on the toolbar once you’ve completed all fields and proceed with your action on the Event.

Continued on next page

Instructional Module-Changing an Event Status
Changing the Event Status
Once you have scheduled an Event you might need to make changes at a later time.  Changes might include maximum number of students or status of the Event. 

DoD does not currently use the Finance Lines Region.

Instructor should have the students follow along to change the status of the scheduled event.

Step
Action

1
Click <Change Status > on the Scheduled Event Window. The Event Status Change Window opens

2
To increase the maximum number of students eligible to attend, Click the <Change Max Attendees> radio button.  

3
Enter the new number in the <Maximum> box. Click <Cancel> to exit the without action, Click <OK> to process the action.

4
To change Event or Enrollment Status, Click <Change Status> radio button.

The Status Region has the Event Status field and the Enrollment Status field with a checkbox labeled Set Maximum to Places Enrolled.  If the Event is full, you can prevent any new enrollments by changing the status to “Closed.”  This automatically cancels all enrollments with the status “Requested” because those enrollments have been neither confirmed nor approved.   

5
Select the <Change Status> radio button.

If the Secure box is selected on the Enrollment Summary Window, you can update the Event if you are assigned to the organization that is administering the Event.

6
Place the cursor in the Event Status data field click the <LOV> button.

7
Click “Cancelled” and click <OK>.

8
With cursor in the Enrollment status data field, click the <LOV>.

9
Click “Cancelled.” 

A Caution Box displays and states “All Enrollments will be cancelled.”

When “Cancelled” or “Planned” is selected from the Event Status LOV, the Enrollment Status data field Event Status Change Window opens, with other choices it does not.

To check, re-query the Event and Check the Status field.

Continued on next page

Instructional Module – Restricting an Event

Restricting an Event
Events can be restricted to a specific organization, job title, or position, on the Scheduled Event Window.

Step
Action

1
On the Scheduled Event Window, select the Restricted checkbox (under the Enrollment Region) and click <Assignments>.

2
The Valid Assignments for Restricted Event Window displays with the Event in parenthesis on the window title.  Click the <LOV> button to populate the Organization and Job columns.  The Position column, DDF and checkbox are under development.

3
Click <Save> on the Toolbar

4
Exit the Window

Future enrollments will allow you to enroll only those personnel you specified by Organization and Job series/title.

Continued on next page

Instructional Module – Creating a One Time Event

Creating a One Time Event
This function is used to create a One Time Event when it is more appropriate than creating a Scheduled Event.



Rationale
Instructor should explain rationale to the class.

You can create a One Time Event for those which are normally less than eight hours, do not require an evaluation and are mandated to be recorded in the employee’s record.  Examples would be training on ethics, HIV, computer security, etc., which usually involve scheduling the entire workforce.

The One Time Event is designed for rapid entry of minimum event information to support student enrollments.  It does not support the full features of the Scheduled Events Window.

Step
Action

1
From the Navigation List select Events, 

2
Click on the blue single plus sign <+>, to reveal the subtopics beneath Events.

3
Highlight One Time

4
Click <Open>

Data Field
Description/Action 

Title
Type in the Event Title

Center
Click the <LOV> button to make the selection.

Supplier
Click the <LOV> button to make the selection.

From
Click the <LOV> button to use the calendar.

Time must be entered using a colon (e.g., 08:00)

To
Click the <LOV> button to use the calendar. 

Time must be entered using a colon (e.g., 16:00)

Duration
Type in the Number.

Hour
Click on the drop-down menu to select unit of time.

DDF
Click the DDF to open the Additional Event Information Window.

Agency Group and Method are Required.

Step
Action

5
Use the procedure described during the Scheduling Event section to complete the window and click <OK>.

6
Click Save on the Toolbar.
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