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Mass Update of Completed Training


Mass Update of Completed Training Records

Purpose
This document provides instructions for using the mass update process to add records of completed training instances to employee records in DCPDS.

12 May 2004: Changes are highlighted (what gets updated, who does it, supplementary CPOC instructions, saving the source file).  
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Related information
Refer to the Oracle Training Administration (OTA) web page on the Civilian Human Resources (CHRA) website for the following related information.

· URL for web page: http://www.chra.army.mil/ota/index.htm
· This web page also contains instructions and information for individual (vs. mass) update of completed training instances.

Document/Resource
Description

Army Spreadsheet
Modified spreadsheet for entering training completions (includes instructions, edits, LOVs, etc.).

Mass Update Compl Trng
Instructions for the mass update process (specific to Army) (this document)

CPMS Instructions
Original instructions for the mass update process.

CPMS Spreadsheet
Original spreadsheet.

What gets updated?
The following courses should be input:  Government-sponsored, not taken at employee's expense, 8 hours or more unless a mandatory requirement, not subcourses of correspondence courses.

Outline of process
The process for mass updating involves the following steps:

Step
Action
Who does it

1
Prepare a spreadsheet of completed training instances
Various.  Activity training coordinators or regional HRDD staff or managers or admin staff or CPAC staff.

2
Review the spreadsheet for accuracy, correct formatting, etc.
Regional HRDD staff

3
Convert the spreadsheet to a text (.csv) file
Regional HRDD staff or CPOC ISD

4
FTP the file to the DCPDS EXITS server
CPOC ISD

5
Run the mass update process
CPOC ISD

6
Correct errors 
Regional HRDD

Completing the Spreadsheet

Army spreadsheet
Army has a special Excel spreadsheet for entering completed training instances.  In addition to the sheet for entering data, this spreadsheet contains “tabs” at the bottom of the spreadsheet leading to basic instructions, data element descriptions, and lists of values for certain data elements.  See illustration below.

Note, your servicing CPOC may have supplementary instructions for completing specific or additional data fields.  Follow your CPOC instructions in these cases.

Illustration
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Color coding
Data element headings on the top row are color coded:

· Yellow:  required fields

· Blue:  required fields if costs are involved

· White:  optional (these fields should be completed if known)

· Light green:  do not use (these data elements are used by other agencies)

Saving and sending the file
Your servicing CPOC may have specific naming conventions to use when saving the completed file.  

Your servicing CPOC will provide you with the name of the person to whom the file should be emailed.

Converting, FTPing and Processing the File 

Reviewing the spreadsheet
The CPOC should review the completed spreadsheet for any readily-identifiable data entry errors prior to converting and FTPing it to the EXITS server.  Some of the things to review:

· Make sure all required fields are completed (yellow text on the header line).

· Check for consistency of course names and make sure they are in ALL CAPS.

· If there are costs involved, make sure the cost-related fields are completed.

Be sure to save the original file at least until the records have been verified as being updated in DCPDS.  This is in case something goes wrong during the conversion or update process, or you need to check or verify information after the update process is completed.  

Converting to CSV
To convert the file to .csv (comma delimited), follow these steps:

Step
Action

1
Make sure the “Input Training” tab of the spreadsheet is selected. 

2
Delete the column header row (click on column 1 to select it, then select Edit – Delete from the menu).

3
Select File – Save As… from the menu.

4
On the Save As window, navigate to the network or local drive and folder where you want to save the folder, enter the file name following the naming conventions below, and select “CSV (Comma Delimited)” for the “Save as Type” entry:
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5
When you have completed the Save As… dialog box, click the <Save> button.  Two warning notices will display indicating (1) that the .CSV format does not support multiple page workbooks and (2) that .CSV will not support all Excel features.  Click <OK> on both messages.

File naming
An example of a correct file name for mass update training completion files to be staged is “Training_Completions_ARNC_1_01.csv”.  Training_Completions_ should be used for all files, followed by:

· ARNC is the code to indicate an Army training completion file (all regions must use the “NC” region code since this represents the central Army database).

· 1 should be replaced with your standard region number, as follows:

· Europe – 0 

· Korea – 1

· North Central – 3

· Northeast – 4

· Pacific – 5

· South Central – 6

· Southwest – 8

· West – 9

· 01 is a sequence number to identify this file from any other files from your region (prevents one file from being overwritten by another file).  Maintain a log of sequence numbers. 

· .CSV is the file extension that will be appended when you save the file.+

Viewing a .CSV file
To view the .csv file, you must open it using the Windows Notepad, not Excel.  You will need to open Windows Explorer (or My Computer), right-click on the .csv file, and select “Open With…”, then select the Notepad.  If you open the file using Excel (the default), the data will not display correctly.  The records should look something like this:

Doe John,999999999,Executive Contracting,32,10-FEB-2002,14-FEB-2002,S,,,,,,,,H,,,D,BB3,7,1,,,,,,,,,ATTRS DSN 222-4435,

Obtaining an EXITS account
Accounts for the EXITS server are issued by CPMS and should be requested through HQDA FAB, however each CPOC ISD office should already have an EXITS account.  The EXITS account allows you to access the EXITS server to upload files for various mass updating purposes.  EXITS accounts will not normally be issued for users outside the CPOC ISD office.

FTPing the file
Once the file is created or received from the training source, reviewed, and saved as described above, it needs to be FTP’d to the EXITS Server so the file can be staged to the central Army server.   This process must be done from the workstation with the IP address associated with the EXITS account.  Follow these steps:

· Select Start then Run, and type in ftp 214.3.151.73.  Enter your user ID and password when prompted.

· At the prompt, enter the path and file name where the converted file is located, e.g., c:\temp\Training_Completions_ARNC_1_01.csv 

· Type ‘ls’ to review a list of files that have been staged.

· Type “quit” to exit.

Processing the updates
It can take up to 1/2 hour for the EXITS System to stage the file.  If you have a very large file (over 500 records), contact the Central Site before processing since this could impact on system resources.

Once staged, run the actual update process as follows:

Step
Action

1
Log in to DCPDS using the CIVDOD SYSADMIN REGION GUI responsibility.

2
Navigate to Completed Training History and click <Open>:
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3
Click on the <List of Files to be Processed> button. The Dialog Box displays with the files pending processing.  Select the file to be processed and click <OK> (if the file has not yet been staged it will not be displayed).  

The data fields Name of the File, Date when file was Deposited, and Number of Records in file populate when you select a file.

You can also use the buttons at the bottom of the window to:

· Cancel (cancel a scheduled process)

· Delete (deletes a file)

· View (allows you to view the file before processing)

5
Enter the Date Scheduled (DD-MON-YYYYHH:MI) when you want the report to process (no space between year and hour).

6
Click the <Process> button.

7
The Forms Msg window displays; click <OK>.

8
Click the <Exit> button to return to the Navigator.

9
Printed reports will be output and will go to the User’s default printer (see next section).

Report samples
There are (up to) two basic reports that are generated during the update process: 

· One printed report will always be generated which lets you know when the processing has completed. 

· A second printed report will be generated listing any errors encountered.


Completion report sample:
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Error report sample:
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Fixing Errors (under development)
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