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              DEFINING A LOCAL ACTIVITY

                                    Chapter 2.1
1. Select OTA Responsibility – TC, TM, OTA Personnelist, or Trng Adm.

2.    Navigation List ( Activities ( <Open>.

3. The Activities Window displays.   Query in the Activity Type data field (F8) for the OPM Course Types to display. These Activity Types cannot be modified by the User.

4. Associated Activity names and descriptions display in the Activity Region.  Use the ( or ( keys to tab though the activity names.  If you do not locate an activity that meets your needs, you will need to “define” a local activity using your Component’s naming conventions. 

5. In the Activity Region, with your cursor in the Name data field, click the New Record button (green cross) and complete the following data fields:

Name – type in (up to 60 characters) mixed case
Description – type in (up to 2000 characters) 

Audience – type in (up to 2000 characters) 

Objectives – type in (up to 2000 characters)

Supplier – click the LOV to make a selection.   If the correct one is not available, see Chapter 2 on Creating a Local Supplier.

Language – defaults to American English

Next Activity – use to identify the successor activity after

the current activity has been end-dated. (optional)

Sponsor Org – populates but you can override by clicking

the LOV and selecting the correct UIC or PAS.

Managed by – select your name or the course registrar from the LOV.

Status, Success Criteria, Allow Expenses Checkbox – not used 

Valid Dates – autopopulates the start (From) date. The To 
Date should be entered when you no longer want to use the

Activity.

 (NOTE:  You can use a local activity endless times so

 use “To” dates sparingly.

Students and Costs Regions – optional use

Length and Units – must input partial hours in order to populate on the Scheduled Event

Professional Credits – add choices using Local Codes.
The DDFs on Activities are currently for optional use.

Taskflow Buttons:

<Skills> – not currently developed

<Categories> – not currently developed

<Resources> – see Building and Booking Resources

<Copy Objects> - use when building a second Activity to copy data fields from an existing one

6. Save your action.

NOTE:  Use the Paper Clip Icon to add comments to your Activity.

Steps 3-5:
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Optional DDF:
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Activity with Comment attached:
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