PAGE  
DoD-CPMS Quick Guide

Dec 2002


             BUILDING AND BOOKING RESOURCES

Chapter 2.5
TO BUILD A RESOURCE:

1. You must be in the role of OTA Training Admin.

2. Navigation List ( Resources ( Definitions(  <Open>.  Resource Window displays.

3. Complete the data fields as follows:

Type - click the LOV and select Trainer or Venue. (Required). You can define generic resource types, such as overhead projector or networked PCs under Quick Code value, Resource Type, to add to your LOV.

Name - Query for the last name.  If not currently on the database, use Building External Students process to add a name. (Required)

Supplier – Click the LOV and select from the list to include local ones you have built. (Required)  

Reference – free form up to 80 characters (optional)

Lead Time – Enter the number of days you must schedule or book the Resource in advance.

Consumable Checkbox – Click if the resource is consumed when used, and is not reusable.

Dates Region – Start date auto-populates with today’s date but can be overridden with date resource is available to assign to an Event.

Address  - Type the address for the Resource (optional)

Costs Region (optional)

Currency - Defaults to USD.

Amount – Type the cost per unit (day, hour, etc.)

Unit – Click the LOV and select.

DDF – not used at this time – available for customization.

4. Save your action.

TO BOOK A RESOURCE:

1. Navigation List ( Resources ( Bookings(  <Open>.

2. Query on the Search for Event Window, and open the Book Resources Window. 

3. Complete the data fields: 

Type – click the LOV to select

Name – click the LOV to select

Quantity – defaults to “1” but can be overriden

From/To ​– input dates

Status  - defaults to Confirmed, can change to Planned 

Times – enter time of day
Trainer Role – click the LOV
Event Region – to be developed
Delivery Region – to be developed

Finance Region –not used at this time

Supplier – autopopulated

Booking Date –  autopopulated

Booked By – autopopulated

<Availability> - LOV of Resources (trainers)

<Book Required> - to be developed

<Checklist> - to be developed

<Finance Headers> - not used at this time

<Resource Search> - not used at this time

Note:  You can also book resources once you build and save the Activity. Click on the <Resources> button on the Activity window and complete the data fields on the Resource Usages Window.
To Build a Resource: 
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To Book a Resource:
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