WELCOME TO ORACLE 11i.

New function to remember:

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

Employee Development
Managers/Specialists will now have
access to CIVDOD PERSONNELIST
and CIVDOD OTA PERSONNELIST.
When using the role of CIVDOD OTA
PERSONNELIST it will be easier to
navigate and access to the Completed
Training History DDF. However, when
using that role only access Special
Information from the Navigator window
for civilian training and education
updates. DO NOT ACCESS OR USE
ANY OF THE OTHER DATA AREAS!

Air Force DCPDS Desk Reference

11i COMPLETED TRAINING
HISTORY UPDATE

15 July 2003
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Following instructions apply to the role of | 4 & o [ BRI A AT s

CIVDOD PERSONNELIST. 4% Navigator - CVDOD PER 5T

Once logged in and in the role of Functions

CIVDOD PERSONNELIST, double- People:

click on People. Enter personal and assignment information

+ Request for Personnel Action | = Taop Ten List

+ CAQ/TRANSFER Request 1. Customizable Workflow Worklis

+ Mass Actions
Workflow Inhox

+ Complaints Tracking i]

Breakdown Folder

Reduction In Force {RIF
ol 4
ﬂ People g

+ Recruitment

+ Work Structures
PSEUDOSF30

+ View

+ Processes and Reports
Coredoc
PAYS00

Double-click on Enter and Maintain.

Functions
People:Enter and Maintain

Enter people, assignments and applications

Request for Personnel Action [~ Top Ten List

CAO/TRANSFER Request 1. Customizable Workflow Worklis

Mass Actions

Workflow Inbox

Complaints Tracking

Breakdown Folder

Reduction In Force (RIF)
- People

Maintain Using Templates
Total Comp Participation
Benefits Enrolilment
Enrollment Process

Total Comp Distribution
Total Comp Contribution

+
+
+
+
+
+




Enter partial last name Of employee g’il]lacle Applications - YOSEMITE_SQT11
Eile Edit Y] i

followed by “%” and click on Find.

If Social Security is known, enter the
number in the Social Security box in the
format of 123-45-6789 (include dashes)
and click on Find. Much faster method.

Effective Dates

(H30 04-MAR 2003 7o stest Start Date | | ANANEEEEEE OO |

BP0 SSFIRDTERI A0 /5 EERINY
Tl :

If there is more than one employee with
same last name, you will get a list of
names, you select the correct employee
and click OK!

Ermployee

20830 Ermployee

32001 Employee

28716 Employes

20956 Employes

Effective Dates 31593 Employee
B 25448 Employee
24633 Ernployee

32076 Ernployee

] 2515 Employee
= - 30447 Employee

. 27155 Employes

30082 Employes

Cancel




Click on Special Info.

Either use cursor to scroll down the list to
Completed Training or use the
following shortcut:

With cursor in the ACQ-1102 Series,
click F11 function key on the keyboard.
This will initiate query mode.

Fersonal

Effective Dates

7000 04-MAR 2003 7o [

ACQ - AF Technical Appraisal
ACQ - Assignment Review

ACQ - Contracting Officer [ |

End Date Detail




Enter Co%, then press control F11
function key to execute the query.

Note: LOYV button is in a new location
in 11i. Look for the LOV button to
your right at the end of each field in the
DDF. ..

Click on the three little dots “...” to
view the contents of the LOV.

The checkmark in the Information
Exists box indicates there is existing
training history data coded in the

Marne

Co'%

Details

_ Start Date End Date Detail

Effective Dates

2=t 15OV 1976 T [ Latest Start Date  [IICNMELL) (il

employee’s record.

Click in the blank box under Detail.
This will now display the list of training
courses in the record.

Details

_ Start Date End Date Detail

Effective Dates

[T 15-H OV-1976 7 [ La tart Date LRI AL L] 1 B

Astart ||| ] @& 153 [ || Elimbox - Microsoft... | Ejsiide 1,doc - Mier... | &3https:fisylvestr.... | &1crarle sppicatin. . |[ & oracle apphicat...




To add a training history occurrence,
click on the green (+) (New Record) on
the tool bar.

Note: To edit or correct an existing
training entry, find the date of the
occurrence and click in the Detail area to _

open the occurrence for editing/correction. lntt: Date . o

To delete an occurrence, click on the
Start Date of 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 and will give instructions

Effective Dates

for saving the change-click Yes to delete From To Latest Start Date ()
the occurrence, click OK and Save.
E ofric- @E ElEEEERENCEENE
fMstart H s [ Inbox - Microsof ide: l.dn(er(r...I & hitkps: fisyluestr... | £ 0racle Applicatio | #o0racle o
Now, click on green (+) for new record— -0

click Start Date and the completed
training DDF will appear. You are now
ready to update your record. Fill in all
required fields.

Details
~ Start Date End Date Detail

11-APR-2003 ..08-APR-2003.11-APR-2003.5...0.0.0...X...
20-JAN 2003 Sem for New Managers.80.15-JAN-2003.2
07 -FEB-0003 Child Care Dir Training.40.03-FEB-2003.0
| |11-DECD002 13-DEC0002 USAF Civ Pers Myt Crs.32.11-DEC-2002.1
J[14Ju 2003




The following three tables explain what
fields are required. You must input all
the Required fields otherwise the
record will not show in the CSUs.

Note: START DATE AND
GRADUATION DATE ARE
REQUIRED!

*Even if there is no cost involved,
please make sure a “zero” (0) is input in
the Actual Total Cost at all times.

TABLE OF REQUIRED FIELDS IN THE COMPLETED TRAINING DDF

Course Title

Total Course Hours
Class Start Date

Class Graduation Date

Course Grade

Required
Required
Required
Required
Optional

Date Withdrawn Required if course is not
completed
Reason for Withdrawal Required if course is not
completed
Actual Direct Cost Required for all funding
sources except AETC,
AFIT, AU, AFATO
Actual Indirect Cost Required (Same as above)
Actual Total Cost Required at all times, if no
cost insert a zero “0”
Funded by Direct Required
Funded by Indirect Required
Funding Source Required
Direct PEC ID Required
Indirect PEC ID Required
Training Source Required
Type Required




*Activity Type can be left blank,
However, for Acquisition Type courses
you must include the Activity Type
“5_D”.

Course Title: Enter the course name, or
the course number if this is a formal
training course.

Total Course Hours: 8 Hours per day
for each day of class. Do not include
travel days.

Note: There is a “clock hour” formula
that states 15 clock hours are given for a
college semester hour. Therefore, a 3-
semester hour course would receive 45
training hours. A 3 credit/quarter hour
course is equivalent to 2 semester hours,
this means 3 quarter hours equal to 30
training hours.

Code Continuing Education Units (CEUs)
as: 10 hours for each CEU.

Acquisition School Source

Method

Priority Indicator
Course Code
Decision Source
Purpose

PCS Cost Indicator
Activity Type

Course Name

Required if it’s a DAU or other Acq
type course

Required
Required
Leave Blank
Required
Required
Leave Blank
Optional
Leave Blank

5 Completed Training

Title
07 JUL-2003
1-JUL-2003

Recaord: &8

ORACLE

List of¥alu...




Class Start Date: Self-explanatory. = ons_VISERIES
Ei : ORACLE

Class Graduation Date: Self-
explanatory. (Both required fields)

Course Grade: With cursor in the
Course Grade field, click on the LOV on
the right and at the end of the field. Select
the appropriate code “S” if employee
satisfactorily completed the course. If the
training is a college course enter the
appropriate grade. If the employee did
not complete the course enter — “I”.

Tools n

S 8GP s HERIALE DL

Date Withdrawn: Required for AF
centrally funded training, i.e., PECs 88751
and 84753, AETC, AFIT, AU and
AFATO courses. Usually left blank
unless the employee did not complete the
course.

Course Grade Description

I

E
Incomplete
Mo Show
Cutstanding
Satisfactory
Unsatisfactory

CwmoOF T Mmoo m




Reason for Withdrawal: Required field
if data is entered in Date Withdrawn.

Select the appropriate code from the LOV.

*Note: This sample shows only a few
codes, please look at the entire LOV when
coding a “Reason for Withdrawal”.

Actual Direct Cost: This is amount paid
for registration fee.

Actual Indirect Cost: This is amount
paid for all transportation, per diem, and
any other miscellaneous expenses.

Actual Total Cost: This will be the total
of the Actual Direct Cost and the Actual
Indirect Cost. This field should
automatically populate once the totals are
entered.

Reminder: This is a required field--if
there is no cost involved this field must
be filled in with a “0”.

Use “0” if course is a formal training
course centrally funded by HQ AETC,
AFIT, AU or DAU.

8P £ )0 Eg LB

Eitlracle Applications - YOSEMITE_SQT11

ORACLE

Diascriptian

ALAOEMIC Le

Arademic Deficiency-Equip

Academic Deficiency-Fund

Cormbined EntryGrad(Off-Base Trng)
Cormbined EntryGrad(Off-Base Trng-Equip
Cormbined EntryGrad(Of-Base Trng}-Fund
Compassionate Reasons
Compassionate Reasons-Equip
Compassionate Reasons-Fund

Course SYBOA{Less Resist PH)

Course SYBOA{Less Resist PH}Equip




Funded by Direct: Direct costs are all
costs expended with the registration
and/or tuition fees.

Use:

1 if funded by PEC 88751, PEC 84753,
the organization, or the unit.

2 if funded by a MAJCOM.

3 if funded by HQ USAF, Career
Programs, or AFSLOMO

5 if there are no costs involved

6 ifit’s a formal training course funded
by AETC, AFIT, AU, AFATO, etc.

8 if funded by DAU Acquisition funds,
other agency, employee, or any other
source, etc.

Select Code And Click OK!

Funded by InDirect: InDirect costs are
all costs associated with the travel and per
diem expenses incurred during the
training.

Use:

1 if funded by PEC 88751, PEC 84753,
the organization, or the unit.

2 if funded by a MAJCOM.

3 if funded by HQ USAF, Career
Programs or AFSLOMO.

5 if there are no costs involved

6 ifit’s a formal training course funded
by AETC, AFIT, AU, AFATO, etc.

8 if funded by DAU Acquisition funds,
other agency, employee, or any other
source, etc.

Select code and click OK!

_inix]
File Edit d=r Too w Help ORACLE
HY o Q- 8SP £ EHHI LIPS 2

eted Training

AN USAF CIVILIAN PERS MGT CRS

= [Funded By Direct
| Find 3

B
MAICOM

HaF

Mo Cost

Other AF Fund(AETCIAFITIAU)

Ao oo B

=101

_ : ORACLE

Too w Help

oldzr Too
G oc8SG P8 EEILED S 5 TE 807

eted Training

AN USAF CIVILIAN PERS MGT CRS

11-JUL 2003

m ad

unded By Indirect

= Find B3

_Funded By Indirect Ciescription
MAICOM
HAF

Mo Cost

Other AF Fund(AETCIAFITIALY
Nther
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FUNDING SOURCE

Self Explanatory.

If funding source is not known, then code
1 1 [13 2 £
lt Wlth and X . Oper & Maint - Activity Level
MAIC OWMMACOMMajor Claimant Lyl
HQ Lyl (Ahove MAJICHM Lyl
. R h, Devel t, Test & Eval
Select code and click OK! reamarion Gentia funde
Military Reserves
Industrial Funds {Direct)
Industrial Funds {Indirect)
Arrry Civil VWorks

Mational Guard

Armiisitinn Sr.

Cancel Clear

= 24 &
ﬁstart “ @ e @ ‘ () Inboz: - I @My Dac.. | @Shdel | .M\cmsn.‘.l ahttps:h’.‘.l aorac\e | @Dracle

Direct PEC ID

Use:

0-when no funds were expended for
tuition.

1-when it is paid from your training
budget.

6-when other funds are used, i.e.,
employee, OPM, Army, etc.

7-when unit or other funds besides your
training office funds are used.
8-normally use this if it is a formal
training course.

9-used only for the Acquisition funds
managed by the training office—PEC
84753.

Other codes are self-explanatory. [ ] Armiston &

Select correct code and click OK! 0

T o om o m o e o — e

I

O & M- 88781
Research,Development Testing Evaluation
Industrial Fund

AirForce Reserve

Mational Guard

Hon-USAF Funds

O & M- Mot 88751

AETCIAFITIAL (TMS)
Acquisition-B8751

Costof Opns Dn (Cod) Stock Fund

: o
il start “ e @ H (] Inbios: - I Egmy Doc..‘l @Shde 1| M\croso.‘.l @https:h’.‘.l aorac\e | E0racle ...
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InDirect PEC ID
» ORACLE

Use:

0-when no funds were expended for

tuition.

1-when it is paid from your training

budget. ; :
6'When Other fllnds are used 1 e a Research,Development Testing Evaluation
> Industrial Fund
employee, OPM, Army, etc. S8 SIEtE Air Force Reserve
. . National Guard
7-when unit or other funds besides your . Nor-USAF Funds
training office funds are used. - e )
8-normally use this if it is a formal gLy

.. . Costaf Opng Dn (Cod) Stock Fund
training course to include DAU.

9-used only for the Acquisition funds
managed by the training office—PEC T

84753. .
Other codes are self-explanatory.
Select correct code and click OK!

J Inbox-Mlcro..‘l @https:ﬁsylve..‘l @Oracle Appllcu.l @Dracle Appli... @My Documents | Sllde 1.doc

dhstart| | 1) @ 3 [
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TRAINING SOURCE:

Self explanatory!

Select correct code and click OK!

Type:

This list 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.

It is very critical that the correct code is
selected. Training type is used for
determining acquisition certification
levels and Career Programs use these
codes for Whole Person Scores. Ensure
the correct code is used for the
appropriate course.

Select correct code and click OK!

E’g‘ﬂracle Applications - YOSEMITE_SOT11
e

14

% ORACLE
= _

Training Source Descrlpllun

ment Internal
Government Externaliinteragency
Mon-government Off The Shelf (OTS)
Mon-government, otherthan QTS
Government stateflocal
Mon-government, Long term
Foreign Governments and organizations
Other
Arry (BMEC ALMC CECGOM, gte)
Other DoD (DA, DLA,SUP AFSC,ICAF, NWC Allied, ete)
AirForce (AFIT, AWG, ACSC,ete)
Matiohal Guard
Marine Corps
U3 Mawy
Reseller

DZZT o NOFEom-ooes el

1ol x]
ORACLE

| Description
AF-Fundarmentals of Mgt Crs
AF-CCCMP Working with People
AF-Megotiation Techg (PH) Crs
AF-Cran & Mot Theary Crs
AF-Principle Appl ofYalue Enarg
AF-CPCP Leadership Development
AF-Supervisory Development Course
AF-Work Plan & Con Sys Crs
AF-Work Simplification Crs
AF-wark Imprave Prinepl & Pract Crs
AF-Def Term Setflement & Megat TSUT
AF-USAF Civilian Supv Crse




Acquisition School Source:

This is only applicable to acquisition
courses.

This is a new field that is required for all

o e AMEC (ROCK ISLAND, IL)
acqu1s1t10n coursces. DAL CAMPUS (FT LEE VA

CECOM (FT MONMOUTH, NIy
. DISIRICHMOMND VA)

Select correct code and click OK! DEPSO (DLA MARIETTA G&)
IRMC (FTMCMNAIR DC)
DAU DSMC CAMPUS (FT BELYOIR VA)
MAT TECH LAB (AWATERTOWN MA)
QFFICE OF PERSOMNMEL MGT (OPh)
SMPTC (ABERDEEN PROY GRMD WD)
MY WE ASSMT CTR (COROMNA CA)
3400 TCHTW (LOWRY AFB CO)
DAL CAMPUS (NORFOLK W)
DAL EDETHG CTR (PT HUENEME C#&)
AF BYS CMD (BROOKS AFB TH)
DCTED (DLA, COLUMBUS OH )
ASMIRDEA (ARLINGTOM Wiy
GEA (ARLINGTON VA)
EUCOM USAFEILGC
MAVSLP CONTR MGT DIR (DC)
MY REG CONTR CTR(PHILA PA)
MY REG CONT CTR{SAM DIEGO CA)
DEF COMT AUDIT INST (MEMPH T}
ICAF (FT MCRMAIR DC)

e @ J Inbux-M\‘..I @https:h’syl...l @Oracle Ap... | %‘Dracle Ap... @My Ducum...l Sli\:le 1.do... |

Method:

This is a required field—you must select a
code. All are self explanatory.

ual Direc
Actual Indirec

Select correct code and click OK!

Method | Deseription
On-the-Job Trg-Formal work asgmts substituted for courses
Ratation iniork - Developmental work asgmts credited for tng
Seminar
Canference/MeetingiSymposium
Carrespondence
Directed Study
Residence - Clagsroom at school

TestEquivalent- Equivalency Test

Alternative Fulfillment Documented by DD FM 2518
Accredited Substitute - e.g. DoD approved equivalent courses
Accradited OFFCampus Instruction (ROCH

Multi-media - e.g. Satellite TV computer baged thg & other AY
Waiver- No DD Fr 2518

Self-Developrment-Off duty training normally paid by employee

e |‘.;| J Inbux-Micm‘..I @https:ﬂsylve...l @Orade Appli:.‘.”@macle Appli... @My Diocuments @Slide 1.doc
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Priority Indicator:
ORACLE

0 s T S

Required field. Self explanatory.

Select correct code and click OK!

ual Taf
Funde
Funded

Course Code:

Leave Blank!

| Description
1 Criticalittandated
ential
3 Recommended
9 Unknoen

Decision Source:

This became a required field just a few
months back. Please remember to fill it
in. It is required for 11i.

Select correct code and click OK!

R

Decision Source | Description

On ATP (and IDP, If Applicable)

Qn 1DF Only

Mandated on ATP (And IDP, If Applicable)

hia ot ATP (or IDP)

|dentified by SupenisargOther, Out of ATRIIDP Cycle
Manhdated DoD Acguisition Tng on ATP
Recommended DoD Acquisition Tng on ATP
Mandated DoD Actuisition Trg Mot on ATP
Recommended DoD Acgusition T Mot on ATP
Other Tng on ATP for DoD Acguisition Prog Ermnmployee
Other Tnig Mot on ATP for DoD Acguisition Prog Ernpl
Agency Approved Degree Program Course

Training for Certification

Training for License

S me MmO D> oEEe e =

listart ||| 1) @ 152

J Inbux - Micru...l @httpsu‘p’sy\vaml @Oracle Applic... ” %‘Uracle Appli... @My Documents | i .
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Purpose:

This is now a required field.
Select correct code and click OK!

PCS Cost Indicator: Leave Blank!

Local Code: Leave Blank!

Activity Type:

This is an optional field. The Activity
type code is the code required by the
Office of Personnel Management (OPM).
Although it is not a requirement as of
now, it will most likely be required in the
near future, so for future use, please go
ahead and fill in this field. This codes
easily identify the types of training
utilized by our work force.

In this sample we have used 2-C which
identifies supervisory courses.

[ggmade Applications - YOSEMITE_SQT11

st | ) & 0 |
ol

ORACLE

| Description
Mission Or Program Change
Mew Technology
Mew Work Assignment
Improve Perfarmance
Meet Future Stammg Needs
lable Skills

TraderCraﬂ Skills
Orientation

Adult Basic Education
Recruitment

Acquisition Requirement
Retention or Retraining
Unknown

Inbux I ahttps T I @Orade | %Dracle @My Doc... I @S\ide 1. I B P Te:...l

ORACLE

Find &3

| Deseription

EXECUTIVE

MANAGEMENT

SUPER

RECUR

LEGAL

MEDICAL

SCIENTIFIC

EMNGINEERIMG

OTHER PROFESSIONAL

ADMIMN & AMALYSIS(PUBLIC/BUSINESS ADMIM, PERSONMNEL THG, EEQ ANALYEIS, POLICY,
ACQUISITION

SPEC/TECH (HUMAN RESOURCES, SAFETY, HISTORY, COMMURNITY PLAMNING, ETC.)
SPECTECH (ACCOUNTING, FIN MGMT, COMPUTER OPS/SCIENCES, AGRICULTURE, RADIO N
SPECTECH (TECH WRITING, LIBRARIAM, PAVEMENT MAINT, PROJECT MANAGEMENT, ETC.
SPECTECH (SUPPLY, PROCUREMEMNT, TRAMEPORTATION, INY MGMT, VEHICLE, TGM, ETC
Q SPECITECH (SUPPLY, PROCUREMENT, TRANSPORTATION, INY MGMT, VEHICLE, TQM, ETC
CLERICAL

TRADES/CRAFTS (ELECTRICAL, DIGITAL, ETC)

TRADESICRAFTS (AIRCRAFT, AUTO, ELEVATOR, HYDRAULICS, SHIP, MECHANICS, LOCKSM
TRADES/CRAFTS (FHOTOGRAPHY, X-RAY, RADIOLOGY, ETC)

ORIENTATION

ADULT EDUCATION

& 8 office ENIE EI=EEIE/EE
iastartl“ e @ @Oratle Applic... I @Dra(le Appli... My Documents | 5|IdE

J S nbox - Micra... I ahttps:ﬂsylves‘..
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The next two blocks will show you a
sample of a completed history update.

Sample of completed history update.

Now that all the appropriate data
element fields are completed, click OK
at the bottom of the completed training
window.

E40racle Applications - YOSEMITE_SQT11
i

Eile Edit

Funded B

Fun

ORACLE

—d (I

18




When Special Information window

opens, click on “Save” or click on the Eile Edit View Foldar e Help ORACLE

yellow icon in the tool bar (fourth icon). (=% o & S8 S P £ | (L0 F

A window will open asking “Do you | RElC

want to save the changes you have |

made?” Select “YES”. [
|

Completed Training

Details

~ Start Date End Date

08-APR-2003 11-APR-2003 ..08-APR-2003.11-APR-2003.S...0.0.0...X...

15-JAN-2003 20-JAN-2003 Sem for New Managers.80.15-JAN-2003.2

07-FEB-0003 Child Care Dir Training.40.03-FEB-2003.0
= |USAF Civ Pers Management Crs.40.07-J

Hseor| 1 € 310

J () Inbios - Micro, .. | @https:,l’,l’sylves...l @Oracle Applic... ”%Dracle Appli... @ﬂ
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A confirmation will appear at the very
bottom of your screen letting you know
that the record has been updated and
saved. _ Mame

Completed Training

ORACLE

Click OK and close the window.

|

Transaction completed. petalts
_ Start Date End Date Detail
11-APR-2003 .08-APR-2003.11-APR-2003.5...0.0.0...X...
Annotate on your document the date 20-JAN.2003 Sem for New Managers.80.15-JAN-2003.2
th. t t- . t |03 07 -FEB-0003 Child Care Dir Training.40.03-FEB-2003.0
IS transaction was lnpu * ] = 11-JUL 2003 USAF Civ Pers Management Crs.40.07-J

iastart”J = e I‘S.f] |J Ol Inbox - Micra... I @https:,l’,l’sylves...l @Oracle Applic... ”%Dracle Appli... S\
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As we previously stated, you will also
have access to CIVDOD OTA
PERSONNELIST. The following
instructions apply when navigating in
this role/responsibility:

Log in as CIV DOD OTA
PERSONNELIST.

Click on Special Information, click on
People/SITs for Training and “Open”.

You follow same procedures to “find
person” and once there, click on
“Special Information”.

Welcome Eva Garcia- AFOTA 96 J

ORACLE'

Applications

Havigate

& cvon ora e oFF

o CI/DOD OTA MNGR/SUPY

o CI/DOD OTA ORG TRN MONTOR
o CI/DOD OTA PERSONNELIST

2 CI/DOD OTA TNG COORDINATOR
) cyop ora TR Aok

‘@ Dure

e /

B

Functions

Special Information:People/SITs for Training

People/SITs for Training

[l o[+

o+ o+ o+ *

+

+

Training Reqy. History Details
Enrollments

Activities

Events

Resources

Letters

Organizations

Training Centre

Customer and Supplier Setup i

Reports

Bulletin Board

Employee Course Evaluation
Manager Course Evaluation

- Special Information

People/SITs for Training
View Employees by SIT

21
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Top Ten List
1. Customizable Workflow Worklis
2. Training Requests




Next Window will give you the Y U I&EZ 8 SP L NG AP D Bl
Completed Training area. Click on
“Detail” and it will give you the
Completed Training DDF.

Follow same instructions to update a
completed training history record.

Details

_ Start Date End Date Detail
16-JUL-2003

22



