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Updating Education in HR

Chapter 4

1. Select OTA Responsibility (OTA Personnelist or

        OTA Trng Admin).

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.  Select Education.

5. Click in the Detail data field and the DDF displays.  If there is no blank line for a new entry, click the New record button (green plus) icon on the Toolbar. [image: image1.png]



6. Use the LOV or type in the following data fields using the Tab Key:

Education Level – Click the LOV 

Instructional Program – click the LOV

Year Degree/Cert Attained – YYYY

Credit Hours – type in

Credit Type – click LOV and select semester, etc.

Type of School – click LOV and select college, etc.

College-Major-Minor – click LOV to make selection

Academic Institution Name – click LOV to make selection

7. Click <OK>.  The Education course data string displays in the Details region of the Flexfield.

8. Click Save on the Toolbar.

Notes:  System will show education in the highest order. For reporting purposes, etc. the CPDF Edit is set to select the highest degree.

[image: image2.png]=[Bx]

Unknown Gender j Type [

Hire Date

Employee
Applicant

Full Name [George%|

Employee Number|

Applicant Nurnber

gear | New Find

Special Info Extra Information





[image: image3.png]EEI

[Required Traming

Date Dot o |
23 MAR-T961 Fy 520201 19931231 C1GOC_

EducstonLoval 10 postBachelors
nstuctonsiPragom [TT505— Animol Traner (1
VearDegree (Car Ataned [1555
e
CrecitType [T Semester Hours
TypectSchac € Callege or Universiy

Collsge-Mejorinor (I None.
Acndemic nsiuin e (D0





