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PRINTING A DD FORM 1556/SF182 AND OTHER REPORTS

                                      Chapter 6

1. Select OTA Responsibility – this determines the number of reports available.

2.   Navigation List  ( Reports ( Submit Report ( <Open>. The Submit Requests Window displays.

3. The Type data field defaults to Request.  Click the Name data field and use the LOV to select the name of your Report.

4. Click Training Request Form DD1556/SF182 or another report.  Click <OK>.
The Parameters Window displays.  Use the LOV or query for the name (employee) to be printed. 
5. Click <OK>.  The Parameters data field populates. The SSN defaults to “No.” Override if needed. If printing the SF182, complete the remaining parameters as directed by your Component.
6. In the Print Options Region, input the following:

Copies – defaults to 1, but you can override

Style – defaults to portrait but you can change to landscape

Printer – click on the printer your PC is associated with.

Save Output Checkbox  - Stores your report so you can 

print it later. 

7. In the Run Options Region, input the following:

Resubmit – defaults to Never, but you can override

To Start – Defaults to current date/time, you can override

End Resubmission – If you change Resubmit to Interval,

This data field can be input using an LOV calendar.

8. Click <Submit> to send the report to the printer.

9. In the Submission History Region, the Type, Name,
Parameters, and ID data fields populate with the type of 

report submitted.

(NOTE:  If you need to view the report without printing:

· Change number of copies to “0” in Print Options Region.
· Follow the remaining steps above.

· Click Help/View My Requests on the Main Menu Bar.

· The Requests Window displays showing status of all reports. Click F8 to refresh if a report is still running.

· Select the Report you wish to view.

· Click <Report>.  The form or report you selected displays. You can then “send” it by clicking Edit-Copy and pasting it into a Word document. Then you can email it as needed.

· You can configure your printer to duplex or print the CSA on the reverse side of the DD1556, or print the first page only.

The Training Request Form must be completed on the employee in order to print a DD1556/SF182. The TRF populates the “employee data” portion of the form.

The CSU is also available to retrieve the Employee Training History and career briefs on Education, Acquisition, and others.

Steps 2 to 4:
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Reports LOV:
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Completed Requests:
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