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Recording Completed Training in HR

Chapter 4

1.  Select OTA Responsibility 

2. Navigation List ( SIT Completed/Required Training
 (  <Open>. 

The Find Person Window displays. Click the LOV or query for the employee name.

3. The People Window displays with the employee data 

populated.  Click <Special Info>.

4. The Special Information Descriptive Flexfield displays with Completed Training, Required Training, and Education available (shortcut to Oracle HR). 

5. Click in the Detail data field and the DDF displays.  Use the LOV or type in the following data fields using the Tab Key:

Course Title ​ - up to 60 characters (Required). The CSU converts course titles to all caps for reports.
Total Course Hours – enter total (Required)

Class Start Date – enter date (Required)

Class Graduation Date – enter date (Required)

Course Grade – enter grade

Date Withdrawn  - use if employee does not complete

Reason for Withdrawal – click the LOV, is used

Actual Direct Cost – enter dollar amount

Actual InDirect Cost – enter dollar amount

Actual Total Cost – system auto-populates total

Funded by Direct – use the LOV or type in

Funded by Indirect – use the LOV or type in

Funding Source – use the LOV or type in

Direct PEC ID (AF use) – type in the number

InDirect PEC IF (AF use) – type in the number

Training Source – use the LOV or type in (Required)

Type – click the LOV and query, i.e.; %NV-% for Navy

(Required for AR,NV,AF)

Acquisition School Source – Required for Acq schools

Method – Click the LOV to select (Required)

Priority Indicator – Click the LOV or type in (Required)

Course Code – optional use

Decision Source – click the LOV or type in (Required)

Purpose – click the LOV (Required)
PCS Cost Indicator – (AR use) Enter 1 or 2
Local Code – optional use, prints clear text 
Activity Type – click the LOV to select OPM type (Required for other than AR/NVAF)

6. Click <OK>.  The completed course data string displays in the Details region of the Special Information Window.  Right click the mouse and “copy” this string of data to “paste” into a blank employee record if you have several employees who 

        attended the same event and who have the same data.

7.  Click Save on the Toolbar.

NOTES: Do not attempt to update the Detail Window, update on the DDF.

Step 2:
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Step 4:
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Step 5:
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