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COMPLETING A TRAINING REQUEST FORM

Chapter 1

1. Select OTA Responsibility.

2. Navigation List ( Training Requests ( <Open>.  Training Request Window displays.

3. With cursor in the Name data field, click the LOV to select the employee name or type name and press Enter (last name, first). Remaining region autopopulates.

4. With cursor in the Title data field, click the LOV to select the course (required).  Code autopopulates.

5. Click the LOV to select Source, Location, and Priority (optional).

6. Enter Start and End Dates (required).

7. Required Training – under development, currently not linked 

8. Level ​– select level you are as the initiator of the TRF. Depending on the level, approval and routing buttons are opened or closed. These are the signatures printed on the DD1556/SF182.
9. Hours – enter on and off-duty (optional).  Total auto-populates. (use Tab Key)

10. Direct and Indirect Costs – enter dollar amounts (optional).  Total autopopulates. (use Tab Key)

11. Approval Status buttons – Approved and Continue Routing is normally the first stage.  You cannot initiate and approve the TRF in the same action, it must be routed.
12. Forward To – click the LOV to select the name of the person to route the TRF to. This must be someone with an Inbox.  You can save the action in your Inbox by routing it to yourself to complete later.

13. Comments – freeflow entry up to 4 lines or 2000 characters.

14. Click Save on the Toolbar.

· (NOTE:  Approved or Disapproved buttons are the final action on the TRF.  No further changes can be made.  You must route the final TRF to the initiator.

· To complete additional TRFs for the same title, select the employee name to populate the Name Region then click F3 to populate the remaining fields. 

· Query for completed TRFs (historical) by clicking F8 on the blank name field.  

· A TRF must be initiated in order to print a DD Form 1556. The TRF populates the person data.
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~Employee-
Name [Mills. Candee L SSAN [467-22-3344
Organization ‘52 SERVICES saQ AF1LMHILF35T01 Office Phone. ‘

Tite [CUSTODIAL WORKER

Handicapped ‘Nn

Plan/SeriesiStep/Grade [NA/3566/01/01

Type of Appt. |

rCourse

Code [-N Tille [Polish Basic

Source \3 College/University

Location ‘Gmnd Rapids, MI
Prioity [ Essential

Start Date [08-JAN-2002
EndDate [28-FEB-2002

rRequired Training Level

O Ves ® No Supervisor

Training On-Duty Hours 4
Training Of-Duty Hours 25
Total Trining Hours

Projected Direct Cost 400.00
Projected Indirect Cost 200.00
Total Projected Cost

[Approval Status
o O Disapproved O Continue Routing

@® Approved And Continue Routing

Fowardto [Patterson. Gil

[This course supports our Upward Mobility program
Cornments

KU
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