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Recording Required Training in HR

                       Chapter 4

1. Select OTA Responsibility (OTA Personnelist or OTA Trng Admin).

2. Navigation List  ( SIT Completed Training/Required Training ( <Open>.
3. The Find Person Window displays. Query for the employee name and click <Find>.
4. The People Window displays with the employee data populated.  Click <Special Info>.
5. Select Required Training then 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 – type in up to 60 characters, ALL CAPs (required).

Required Start Date – Type in date (required).

Required End Date – Type in date (required).

Projected Indirect Cost – Type in dollar amount.

Projected Direct Cost – Type in dollar amount.

Type – Click the LOV.  This is a combined table, query with %AR-% for Army, etc.

Source – Click the LOV.

Activity Type – Click the LOV to filter the Course Catalog to select one of the nine OPM training types.

Course Name – Click the LOV to select from the portion of the Course Catalog filtered above; i.e., if you select Medical, you will only select from medical-related training courses.

6. Click <OK>.  The Detail data field populates with a string of data.

7. Save your action.

8. Note:  Required training can be used for the IDP process.  It can be accessed by the Supervisor, Training Coordinator, or Training Monitor for input purposes.

· Do not attempt to update on the Details Window, only on the DDF.
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Step 5:
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Step 6:  SIT – DDF populated:

[image: image3.png]Infarmation
Narme Exists

40ump|e1ed Training "
[ [Education x
]'Requued Training

Start Date End Date Detail

JEEXSEEER  [17-APR-1992 | [AVN SUP.40.17-APR-1982

[ |os-MAR-1990  [08-MAR1980 _ [AVN SUP.40.03-MAR-1990.
[[p2-MAR-1983 | [22-MAR-1383 _ [HAZARD COMM.8.22-MAR-1963

Ml \ \
1 I I

=

0w

Detail

5
5.

T T 1Tl








PAGE  

