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MDCPDS TRAINING MODULE

Completing the Training Request Form (TRF)

Lesson Plan

Purpose
This lesson plan covers the completion of the Training Request Form (TRF) and routing it for approval.  It also includes the steps for viewing the TRF history.  

Target audience
This training is intended for the following audiences:

· CPOC Personnel

· CPAC Personnel

· Organization Training Monitors (Training Coordinators)

· Managers/Supervisors

· Resource Managers

Objectives
After completing this module, participants will be able to:

· Know what reference materials cover this topic, and where to find them.

· Successfully complete a Training Request Form (TRF) and route it for approval.

· Properly approve a TRF.

Prerequisites
Students must have completed the following module(s) prior to attending this session (or have been through comparable training):

· Oracle Training Administration (OTA) Overview

· Fundamentals:  Logging On, Navigating, and Exiting.

Related training
The following modules provide related information:

· Posting Information on the OTA Bulletin Board

· Oracle Training Administration –Events.

Synopsis of lesson
This module contains the following:  

· Instructor demonstration (participants follow along).

· Demo of Civilian Inbox.

· Follow-along demo on viewing the Training Request Form history.

Estimated time
This module takes approximately 30 minutes to complete.

Reference materials
The following references are applicable to this module:

· Modern DCPDS User’s Guide (Aug 99), module 7, chapter 1, pp. 1-12.

· Modern DCPDS Desk Guide (January 2000), pp. 76-84.

Handouts
The following handouts should be provided to each student:

· CPOC Staff – User Guide
· CPAC Staff – Desk Guide
· Frequent Users – Desk Guide
· Infrequent Users – Quick Reference Sheets (download from CPOCMA web site).

Classroom setup
This module requires the following:

· A computer classroom with workstations that have access to modern DCPDS at the (CPOCMA training database or regional training database or regional live database) using either Metaframe (Citrix client) or an Oracle client.

· An instructor workstation with the same connectivity plus a hook up to a data projector and the capability of running Microsoft PowerPoint 97.

· Access to a printer (if applicable) – know the printer name.

· Butcher block paper and/or whyteboard.

Preparation
Prior to conducting this module, the following tasks need to be completed:

· Appropriate student user IDs and passwords need to be set up, with the following roles and responsibilities (provide each student with a printed page or card showing their logon and password):  

· CIVDOD OTA PERSONNELIST

· CIV DOD OTA MGR/SUPV

· CIV DOD OTA ORG TRN MONITOR

Notes to instructor
In the instructional module, the following format conventions are used:

· Actions that you are to perform are shown in bold (e.g., Click the <OK> button.)  Buttons that you are to click are shown in angle brackets.  Successive steps are both bulleted and in bold type.

· Points that you are to share with the class are so indicated, and are bulleted.

· Additional notes to the instructor are shown in italics (e.g., Make sure all students are successfully logged on before proceeding.)

· Underlined spaces are used to indicate items that you need to know in advance (e.g., Retrieve position number __________).  Hint:  fill these out in your copy of this lesson plan before you teach this module – and check to make sure the item works.

Instructional Module

Purpose
This portion of the module covers the following:

· Completion of the TRF and routing it for approval.

· Approval of the TRF.

· Viewing the TRF history.

Background
Provide the following background information to the class:

· The TRF is used to request training.  It is also the audit trail for approval of training.

· Data in the TRF automatically populates some of the data fields in the DD Form 1556.  The fields on the TRF do not mirror the fields on the DD Form 1556.  A DD Form 1556 cannot be printed unless a TRF has been completed.

· If you do not complete the TRF, you can send it to your Civilian Inbox and return to it at a later date.

· This module will consist of an instructor demo with the class following along

Overview
A PowerPoint briefing alternative is available for this module showing the screens that users would see (in the event of systems or comm problems)

Demo
Log on to MDCPDS.  Select the role of  <CIVDOD OTA PERSONNELIST>*; Click <OK>.    Ask students to follow along.

Point out the following:

· On the Navigator Screen highlight Training Requests and Click <Open>.  You can also double click on Training Requests.  This opens the Training Request Form (TRF).

· The TRF window displays.  The cursor will be in the Employee Name field. Click your cursor in each of the following fields to complete the TRF.
· Employee Name – Type the employee name either using mixed case or use the List of Values (LOV) on the toolbar.  SSAN, Organization, and the remainder of the Employee Region automatically populates from the HR database.
· After the employee information populates, place your cursor in the Course Title field.  The Code field populates when a Title is selected.
· Course Title – Use the LOV to select from the DoD Course Catalog or type in a title.  If you know part of a title, you can query in the title field.  Type in the partial title (e.g. %logistics%, press the <Enter> key and LOV of courses with logistics in the title displays.  This field is not case sensitive.
· Source – Click <LOV> to select or type in the code.  Press <Tab>.
· Location – Click <LOV> to select the location or type in the first few letters of the location and press the <Enter> key.
· Priority – Type the number <1,2 or 3>, or use the <LOV>.
· Required Training – Click the radio button <Yes or NO>
· Month – Use the drop down menu to select a <month> the Activity (course) will be taught.  Type in the <four-digit year> when the Activity is requested.
· Level – Select level of person submitting the TRF from the drop down menu, i.e., Supervisor, Training Monitor, etc.

· Training On-Duty Hours – Type in the total duty hours.  Press the <Tab> key.
· Training Off-Duty Hours – Type in total off-duty hours.  Press the <Tab> key.
· Total Training Hours – The Total Training Hours automatically populates.
· Projected Direct Cost – Type in Projected Direct Cost (Tuition and fees).  Press the <Tab> key.
· Projected Indirect Cost – Type in Projected Indirect Cost (Tuition and fees).  Press the <Tab> key.
· Total Projected Cost – The Total Project Cost automatically populates.

Demo cont.
· Approval Status – Click the radio button that is appropriate for your role, i.e., supervisor.  Note:  An employee can only Continue Routing a TRF.  All selections that you do not have access to will be grayed out.
· Approved – Selection of this button stops the workflow process.  The TRF can be sent back to the requester, but no further processing occurs.  
· Disapproved – If this action is selected, the requester will receive a notification in their Civilian Inbox that the TRF has been disapproved. 
· *When this training is being provided to supervisors/managers or Organization Training Monitors (Training Coordinators) select the CIVDOD OTA SUPV/MGR or ORG TRN MONITOR role as appropriate. 
· Continue Routing – Selection of this button allows the TRF to be changed or to be routed.  As long as no approvals are given, changes may be made to the TRF.
· Approved and Continue Routing – Selection of this button documents and approval level but does not stop the workflow process.  A notification will flow to the requester that the TRF is approved.  No changes may be made tot he TRF after this button is clicked.

· Forward to – Click the <LOV> to select name.  The TRF will be sent to the Civilian Inbox of the person entered in this field.
· Comments – Type in comments up to four lines.
· Click <Save> on the Toolbar.  The TRF will be forwarded to the next official.  The Message Bar at the bottom of the window will indicate the status of the TRF.  “Transaction complete, 1 record applied and saved.”

· To print the TRF, click <Action> on the Main Menu Bar and click <Print>.

Completing additional training request forms
If you have additional employees who are attending the same course, use the following shortcuts to complete their TRFs:

· Click on the <Green Cross> on the toolbar to select a new record. A blank TRF displays.

· With your cursor in the Name data field, select employee name from the LOV.  The remaining data in the Employee Region automatically populates.

· If the course title is the same as the previous TRF, put your cursor in the Title data field and press <F3>.  This duplicates the previous entry.  Continue positioning your cursor in each field, and pressing <F3> until the form is completed.  Note:  If the desired training is not the same as the previous TRF, each data filed must be completed separately.

· Complete the Approval field.

· Save the action.

Viewing TRF History
On the navigator screen, select Training Req History Details ( <Open>. The Training Request Routing History window displays.  

· With your cursor in the Person Name data field, press [F7], type in the employee name or the first few letters of the last name, type % (percent sign), and press [F8] to run the query.  The window displays with the routing history of the TRF.  

· If more than one record exists for your query, click the down arrow key to display the next record.

Approving the TRF
In order to approve the TRF a manager/supervisor should access his/her Civilian Inbox.  To take action on the TRF take the following steps:

· On the Navigator screen, highlight Civilian Inbox and click <Open>.

· If the inbox is empty (not set up to auto-populate), press <F8> to populate the Civilian Inbox.  Point out to the class that the Civilian Inbox displays Requests for Personnel Action (RPAs) from the HR side of the house as well as training requests, evaluations, etc.  However, the user must be wearing an OTA “hat” in order to perform in action on a training item.

· Point out the fields to the class e.g. subject, date sent etc.  The Priority number (50) is a systems generated number.  There is also additional information in the Message field at the bottom of the Inbox.

· Place your cursor next to an entry that says “Training Request Awaiting Approval”.  Click <Respond>.   The TRF will display.  Review the TRF.  Click the <drop down menu> in the “Level” field.  Change the Level.  Click <Approve continue routing etc. select the appropriate option>.  Place your cursor in the Forward field.  Use the LOV to populate this field or type in the name.  Click <save>.  The TRF has been approved. 

· You may also view the routing history of the training request in the Civilian Inbox.  Place your cursor next to the TRF that you want to view.  Click <Open>.  This takes you to a screen with a radial button titled “Routing Form History”.  Double click on the <Routing Form History> button.  This will show you where the TRF has been and what previous actions have been taken on it.  

Summary and conclusion
In this module we have learned how to:

· Initiate a Training Request Form (TRF).

· Forward the TRF for approval.

· Check the status of the TRF and

· Approve the TRF.

Any questions?  Thank you for your attention.
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