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On the Enrollment Details DDF, on the Decision Source data field, select “Training for Certs/Licenses.” Once the training is completed the data will flow to Oracle HR – SIT Completed Training.

3. To track the dollars and payments, click on SIT/Completed Training on the menu. On  People/Enter and Maintain – query for the employee then click <Special Info>.
3. Select the Certifications –Licenses DDF and complete the following data fields one time for the life of the certificate/license:
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Type of Occupational Cert  - click the LOV Date Occ Cert/License Issued – enter the date
Funding Source  - click the LOV 
Initial Annual/Renewal - click the LOV 
Actual Cost of License/Certificate – enter dollar amount
Training to Obtain a License? – Y or N Training to Obtain a Cert? – Y or N
Met Condition for Employment? Y or N
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Note:  If yes is selected, certification data will auto-populate the US Gov Conditions of Employment SIT for Certificates/Licenses. You will no longer be able to enter data.  If you select No, you can continue to add cost data on a cumulative basis until the certificate/license is completed.

Click <OK>.
4. Select Certifications – Licenses Cost and complete the following data fields: 
Type of Occupational Cert – click the LOV
Date Paid – enter date 

Amount Paid – enter amount 

Agency Group – click the LOV (optional)
5. Click <OK>. You can make numerous entries, as needed.

6. The Certifications – Licenses FY DDF is for view only and reporting purposes.


PAGE  

