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               CREATING A ONE-TIME EVENT 

                                 Chapter 2

1.    Select OTA Responsibility.             

2. Navigation List ( Events (One-Time (  <Open>.
3. The One-Time Event Window displays.  Complete the following data fields:

Title ​ - type in the title; use the same naming conventions you used in Scheduling an Event

Center – click the LOV to select or type in

Supplier  - click the LOV to select or type in

From/To – click the LOV to select start/end dates.

If a specific hour is used, it must be a 5-digit entry;

based on a 24-hour clock, e.g., 08:30

Duration – type in the number; defaults to Hour, click the

Drop-down menu to change. For partial hours, e.g., 1.5, input times of day first.

                                            DDF:

Agency Group – click the LOV to select agency hosting the Event (required)

Method – click the LOV to select or type in (required)

Tuition Per Student – type in amount

Books/Material/Other Fees ​ - type in amount or “0”
Total Direct Cost – system totals and populates

Total Indirect Cost – enter “O” as this is entered in Enrollment

Total Event Cost – system totals and populates

Billing Organization/Street/City/State/Zip/ATTN:
Phone  - enter as needed to print on DD1556, Block 37

Additional Event Information – NV/AF use
Click <OK>.

4.  Save your action.   You can now enroll students or notify Training Coordinators/Monitors through the

Bulletin Board, E-mail, etc., to enroll students in Events

allocated.

(NOTES:  Employees enrolled in One-Time Events do not require evaluations.  Once their Event date ends, completions flow automatically to Oracle HR.

The OTA Trng Adm must turn on Submit One-Time Event Update HR Report before this process works.  This action is required once at initial deployment or when you are ready to use this process.

Create additional One-Time Events with new times, dates, or centers by clicking the New Record Button on the Toolbar and pressing F3 to populate each data field except the DDF.  

Users do not need to build an Activity before creating a One-Time Event.
Step 3: 
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