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BUILDING AND ENROLLING EXTERNAL STUDENTS

Chapter 3                                        

1. You must be in the role of CIVDOD External User to build an External Student

2. Navigation List ( Employee Enter and Maintain( <Open>
3. The Enter and Maintain External User window displays.  Close the Find Person Window.
4.   Click the DateTrack icon and datetrack back 5  days.  Click <OK> on the Datetrack window.

5.  Complete the five data fields:
Name - Type in last and first

Sex – Select from drop-down menu

Type - Select “Applicant” from LOV

Social Security - Type in fictitious number 

Birth Date - Type in fictitious date

Some other data fields such as Hire Data autopopulate.

6. Save your action.
7. Click <Application>. Application Window displays. Datetrack forward one day. Change Organization data field to what is needed. Place cursor in the Status data field and click “Accepted” from LOV. 
8. Select <Update> from the Choose an Option Window.

9. Save your action
10. Close the window. The Enter and Maintain Window displays. Change the “Applicant” to an “External user”.

11. Click the DateTrack icon and change to today’s date. Click <Reset> and <OK>.

( NOTES:  A numbering convention for Social Security number would assist in identifying external students for reporting purposes, i.e., begin all with “999” or another number or type names in ALL CAPS to distinguish from employees.

· External students cannot process TRFs or other personnel actions.    They are not the same as External Users.

· Training on External students does not flow to Oracle HR. They are simply placeholders on your course rosters.

· Before building an External Student, query for the name to insure you are not duplicating an entry. External Users, such as military supervisors, should already appear on the database.

· External students will not display in the database when building a TRF, you can access them when you are in the Enrolling process.                                                                                                              
Steps 3 - 6:
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Steps 7 – 9:
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Steps 10 – 13:
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Sample Delegate listing from Enrollment Details:
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