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Tracking Degree Program Training Courses
Chap 4

1. Select an OTA Responsibility.

2. Navigation List  - People/SITs for Training. 
3. Query for the Employee. On the People Window, click <Extra Info>. 
4. The Training Programs DDF displays. Click in the Details section.

5. The Extra Person Information Window displays. Complete the following data fields using the Tab Key:

Dt Continued Svc Agrmnt Expires – enter a date, if appropriate per your component’s guidance
Degree Program Level – click the LOV to select A1 – Associates, etc.

Instructional Program – click the LOV to select the Academic Discipline

6. Click <OK> and save your action.

7. Click <Special Info> on the People Window and select the Completed Training DDF.

8. Follow the DCPDS User Guide instructions for completion. On the Decision Source data field (required), select:

G – Agency Approved Degree Program Course

9. Other required data fields include:

Course Title

Total Course Hours

Class Start Date
Training Source

Type (AF/AR/NV only)
Method

Priority Indicator

Decision Source

Purpose

Click <OK> and Save your action.

10. Once the degree is completed or hours accomplished, access the Education DDF in the SIT and follow the process for Updating Education in the OTA Quick Guides.

Extra Person Information DDF:
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Education DDF:
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