WELCOME TO ORACLE 11i.

New function to remember:

To enter a query you now use F11, and to
execute query it is Control F11.

AF DCPDS DESK REFERENCE
REQUIRED TRAINING AREA UPDATE

24 Nov 2003

Enter your User Name and Password.
Click Connect.
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Select the role/responsibility—following
instructions will apply for the role of CIV
DOD PERSONNELIST.

Click on CIVDOD PERSONNELIST.
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Double-click on People. Double-click on
Enter and Maintain.
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Enter employee’s last name and “%”, click on
Find.

A quicker method is to key in the SSAN if
you know it.

Note: If there is more than one employee
with the same last name you will get a list—
select the appropriate name, and

Click OK!
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Scroll to the bottom of the screen and double
click on Special Info.

Either scroll down to Required Training or
just press F-11 on the keyboard.
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Type in Re% and press control F11. = : =
“Re” must be upper and lower case just A
like in the sample.

This will bring up the Required Training data.
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and the training type to be filled in. frequired Trafning
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Enter the Required Start Date. S & 5 B B =
Note: There is no edit between the two date | | e
fields so you must enter the Required Start S

Date in both areas—in the Details window
and in the Required Training DDF.
Required End Date is optional. Remember

that Career Programs inquires on the ! enired End Date XD
upcoming FY. '

Address

Click in the Type field. You can use the LOV
signified by the three dots (...) to select the
appropriate training type code, however, the
easiest way to find the appropriate code for
career program training is to get it from the
Career Program Training Guide. The codes

in the guide are the only codes that should be " e
entered in the Required Training Area. - :
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Type (cont):

When using this list it will display all the
training type codes for Air Force, Army and
Navy. This was previously known as Air

Force’s Table 188 training type codes. To
ease in navigating this huge table, press okay
when it asks for the partial table—in the Find
block type: “A%"” this will get you to the
beginning of all the Air Force training type
codes.
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| Description

AF-Fundamentals of Mgt Crs
AF-CCCMF Working with Feople
AF-rledgotiation Techg (PR Crs
AF-Orgn & Mgt Theory Crs
AF-Principle Appl of walue Enarg
AF-CPCF Leadership Developrment
AF-Supervisory Development Course
AF-vork Plan & Con Sys Crs
AF-vork Simplification CGrs

AF-vork lmprove Princpl & Fract Crs
AF-Def Term Settlerment & FHegot TSAAT
AF-LISAF Civilian Supw Crse

Cancel Clear

Select appropriate training type code from the

table. Once all is filled in, click OK!
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Record will show under Detail.

Click on SAVE. /

Record is updated!
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Detail

End Date
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To enter an additional requirement, click in
the next blank line under Detail and repeat
the above procedure.

NOTE: To delete a requirement, click on the
Start Date of the course you want to delete.
Click on the Red “X” on the toolbar. The
system will ask if you really want to delete
the record, click “Yes”.

Once all requirements have been entered and
saved, close the current window by clicking
the “X” in the upper right-hand corner.
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