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                      SCHEDULING AN EVENT

                                    Chapter 2

1.      Select OTA Responsibility 

2. Navigation List ( Events (  Scheduled  ( <Open>.
3. The Scheduled Event Window displays. Complete 

         the following data fields:

Title – enter title (80 character field)   

 (NOTE: each Component should establish naming conventions
Activity – click the LOV to select, including local ones

Center – click the LOV to select, including your local ones

Secure checkbox – click if you want to limit enrollments

From – start date of the event; time of day is optional. 

            (NOTE:  You cannot back date

To – end date of class

Resource bookings checkbox – optional, click if you have 

         booked resources for this event

Duration/Unit – populates from Activity but you can override

Program only checkbox – select to restrict attendees

Supplier – pops from Activity but you can override

Sponsor – populates from Activity

Status – defaults to Normal 

User status – not used

Language – populates from Activity

Restricted Checkbox –  optional.  See <Assignments> below.

Enrollment – enter dates

Minimum/Maximum – populates from Activity. 

OTA sets the Event to Full when the maximum is reached.

Internal –  optional.  Use to limit number who can attend

from one organization.

Cost Region – populates from Activity, can override

Price Region – defaults to student, or select “No Charge”

Currency – defaults to USD

Amount/Invoiced – populates from DDF

                                  DDF:  (use Tab Key to navigate)

Agency Group – Use the LOV or type in agency sponsoring the Event (required)

Method – Use the LOV or type in. (required)

Training Source – Use the LOV or type in (required)

Type – Use the LOV (required for AF/AR/NV) %NV-%
Tuition Per Student – type in, may vary by student, or type “0” if none so system will provide Totals (not needed if “No Charge” selected in Price Region on the Event window)
Books/Material/Fees – type in dollar amount or “0”
Total Direct Cost – system totals

Total Indirect Cost – always type in “0” 

Total Event Cost – system totals amount

Billing Organization –type in, can add email address here.

Street/City/State/Zip/Attn:/Phone – type in

Additional Event Information – WHS/AF use only 

   (NOTE:  There is no limit on the number of Events which

can be scheduled for an Activity. 

· To schedule the same Event with different dates, etc., click the New Record Button on the Toolbar and press F3 to populate all date fields except the DDF. Input new dates or Center as needed. You can also retrieve the Event and make changes on it. 

· Change the number of students or the Event Status by clicking the <Change Status> button and completing the Event Status Change Window.  Click F8 to refresh.   

· Click <Assignments> to restrict attendees by organization, 
Job, or Position. 

· To populate partial hours, enter them on the Activity first.

· Click <Sessions> - to set up specific “sessions” within the Scheduled Event. Input method within the Event Session DDF.
· Click <Categories> - further defining of Activities, can be used by career programs, etc.

Step 3:
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DDF:
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To change Event Status:
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To restrict attendees:

[image: image4.png]Organization

Job

Position

I7nzD MI BRIGADE

0025 Park Ranger (0025)





To set up sessions:
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