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MDCPDS TRAINING MODULE

Setting Up Local Codes

Lesson Plan

Purpose
This lesson plan covers how to customize some values within the OTA system to accommodate local needs.  

Target audience
This training is intended for the following audiences:

· CPOC HRDD 

· CPAC Personnel
This module is not appropriate for Managers/Fiscal Officer/OTA Org Trn Monitor, as they cannot set up local codes.

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

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

· Access the Quick Codes Window.

· Use OTA Quick Code to customize values.

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

· Fundamentals:  Logging on, navigating, exiting
· Training Request Form

Related training
The following modules provide related information:

· Defining an Activity

· Scheduling an Event

· Managing Enrollments, Cancellations, and Attendance.

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

· Instructor demonstration (participants follow along).

Estimated time
This module takes approximately 10 minutes to complete.

Reference materials
The following references are applicable to this module:

· Modern DCPDS User’s Guide (Jul 99), module 7, chapter 7, pages 1-6.



Handouts
No handouts are needed.

Classroom setup
This module requires the following:

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

· An instructor workstation with the same connectivity plus a hook up to a data projector.

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 TRN ADM

· User ID and password for the instructor, CIVDOD OTA TRN ADM.


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 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:

· Accessing the Quick Codes Window

· Using OTA Quick Code to customize values

Background
Provide the following background information to the class:

· Quick codes are shown when LOV windows are displayed.

· Access level User allows codes to be added or disabled.

· Access level Extensible allows codes to be added but cannot be disabled.

· Access level System does not allow codes to be added or disabled.

· There are numerous Quick codes.  Some are used for the LOVs on the HR side of the house.  For training we will be updating the Training Centre code which is the location where the activity (course) is being conducted.



Overview
In this module we will demonstrate how to access the Quick Codes window and how to customize values when training locations are not shown in the drop down window for the LOVs offered .  

Demo
Log on to MDCPDS as OTA TRN ADM.  Students are to just watch.

Note:  These Quick Codes do not only pertain to OTA but also to the HR system.

· Click <Setup>to expand its options.

· Click <Lookup codes>

· Click <Open>

· Press the <F8> key to populate the “TYPE” display.

· Point out to the class that the up and down arrow keys on the keyboard can be used to move between the different types of codes. Use the up arrow and down arrow keys to move to the next or prior quick code category.

· We will be using the Training Centre quick code to enter training locations.  In order to add a training location select Training Centre by Pressing <F7>, Type <%Centre>, Press <F8> to query for Training Centre.

· Once the Training Centre code is displayed point out to the class the information in the columns, Code, Meaning, and Description.  The columns appear to contain the same information.  The information for the TRF is pulled from the “Meaning” column.  To add a location Click the <Green cross> at the top of the tool bar.  This will open a blank line.
· Click in the “Code” column area and type in the location to be added.
· Tab to the “Meaning” column and type in the meaning for the code added.

· Tab to the “Description” column and type in the description for the code added.

· Click <Save> to save your code.  
·  If you will be adding additional locations you can click the Green check mark on the toolbar that is the Save and Proceed button.  This will save your code and open another blank line to enter an additional location.
Note:  Remember to Click <Save> to add the new location to the database.

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

· Accessing the Quick Codes Window

· Using OTA Quick Code to customize values .
Any questions?  
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