COURSE OWNER/MANAGER TRAINING GUIDE

BUILD AND MAINTAIN COURSE 

Use these screens to build a course in OTA. (Use only when the course does not already exist).
1.  Double click on Build and Maintain Course.
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2.  Click in the “activity” field and press F8.  Form will populate.
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3.  Place the cursor in the “name” field.  Click on the green plus sign “new record”.

A.  Name field: Type in the 15-character course number (do not duplicate with another course)

B.  Description field: enter the formal title of the course

C.  Valid Dates field: form date auto populates with the system date, to change, type in new “from” date.  If the course has a discontinue date (only to be used for a certain length of time) type in the “to” field
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4.  Audience field: type course reporting instructions, POC, phone numbers, uniform requirements or any other pertinent information about the course here.  To do this, click on the “edit” button at the top, or type the comments in the “audience” field

5.  Objectives field: type in any additional information about this course.  To do this, click on the “edit” button at the top, or type the comments in the “objectives” field.
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6.  Tab to the “status” filed and press F9 or LOV.  Select Tentative (Status will change to “active” once the extra information data fields are completed. [image: image5.png]Action Edt Query Go Folder Special Help Window
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7. Tab out of the status field and the additional activities version information will appear.
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A. Course Owner – Type in LOV and select from list or F9

B. Course Manager – Type in LOV and select from list or F9

C. Course Category – Type in LOV and select from list or F9

D. Student Accounting Code – do nothing with this field

8.  Click OK

9.  Press the yellow disk at the top to save changes.

10. Click on the OTA Extra Information button (aqua Z at the top)…OTA Extra Information module will appear. 

11.   Make sure blue box is highlighted in course length first.

12.   Click beside the blue box in the details block.
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A.  Effective date - will automatically populate with current date.  To change, highlight date and change.

B.  Fundamental Days – number of days in training

13.  Click OK and yellow disk at the top to save.

14.  Make sure blue box is highlighted in Course Class Size

15.  Click beside the blue box in the details block.
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A.  Min Class Size – the smallest the class size can be

B.  Max Class Size – the biggest the class can be

16.  Click OK and yellow disk at the top to save.

17.  Make sure blue box is highlighted in Course Version Definition

18.  Click beside the blue box in the details block.
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A.  Multi Training Site – yes or no

B.  Course Training Location – 4 digit training location…need to know the 4 digit code

C.  Requested Security Clearance – if necessary

D.  Required AQE – only if required

E.  Confirmation Lead Factor – how many days before the training date the confirmation date will be set

All other information is optional.  

19.  Click OK and yellow disk at the top to save.

20.  Make sure blue box is highlighted in Course Prerequisite AFSC.

21.  Click beside the blue box in the details block.
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22.  Type in a specific AFSC to which the member has to have in order to attend training.

23.  Click OK and yellow disk at the top to save.

24.  Click OK and yellow disk at the top to save.

25.  Make sure blue box is highlighted in Flying Course ADSC.

26.  Click beside the blue box in the details block.
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ADSC Type – Click LOV or F9, select the flying course ADSC

27.  Click OK and yellow disk at the top to save.

BUILD AND MAINTAIN COURSE (CHANGE): 
Use only when making changes to a course that already exists in OTA

1.  Double click on Course Owner Responsibility.
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2.  Click in the “activity” field and press F8

3.  Place cursor in “name” field and press F7
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4.  Type in the 15-character course ID and press F8.

To Discontinue Course: (the course ID has changed or it is being deleted)

5.  Click in the “to” block and put the date to discontinue/delete.

The only thing can be changed is the “audience” field in the activities form

6. Click in the audience field and click on the “edit” button at the top.

7.  Make changes, then click OK.

8.  Click the yellow disk at the top to save.
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The only thing that can be changed in the “zoom” field is the class size.  See below:

9.  Make sure blue box is highlighted in Course Class Size
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10.  Click beside the blue box in the details block.
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11.  Change the Minimum class size or maximum class size then click OK

12.  Click on the yellow disk to save.

NOTE:  If the version needs to be changed (for example: MAFSNCOA 100 to MAFSNCOA 200) use course conversion instructions later in this training guide.  Course conversion will bring all data from the old course to the new course.
BUILD REQUIREMENTS

Build requirements using the below screens when the requirements do not exist in OTA already.  

1.  Double click on TRQI Requirements
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2. Type in the TRQI, Course ID (ensure there is proper spacing within the course ID), FY and Priority. NOTE:  If the requirements already exist, an error block will pop up.

3. Tab to NET (put first day of the FY), NLT (last day of the FY) and the amount of allocations needed for entire FY.
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4. Type in any TRQI remarks needed and hit Release.  This will release your requirements to the course owner so that seats may be allocated.

CHANGE OWNER REQUIREMENTS
1.  Double click on Owner Requirements.
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2. Hit F7, enter TRQI, Course ID, and FY.  Press F8 
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2.  Tab to “owner” input value.

3.  Type in number to be allocated and press release.  To accomplish owner requirements for same course, another FY, place cursor in the TRQI field, press the down arrow on keyboard and repeat steps.

NOTE: To query by a TRQI, press F7, TRQI, F8.  Once the information populates, scroll down through all courses by using the down arrow key on keyboard.

NOTE: To query by FY in a specific course, press F7, TRQI, Course ID, F8.  Once the information populates, scroll down through all courses by using the down arrow key on keyboard.

BUILD AND MAINTAIN CLASS AND ALLOCATIONS
Use these screens to build the classes (that have not already been built)

1.  Double click on Build/Maintain Class & Allocations.
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2.  Enter in title the class ID (2003001, 2003A, 2003-1, 2003-A, whichever format is appropriate) and then tab to activity.

3.  Enter in the course ID in the activity field.  Tab from activity and enter in the class start date (DD-MMM-YYYY) in the “from” block.

The “to” block will automatically populate (if it is incorrect, type in correct data).  

4. Tab to user status.

5. Click LOV or F9.

6. Select Tentative (T) status.

7. Hit the yellow disk at the top to save.
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7.  Click on “zoom” button at the top.

8.  Make sure blue box is highlighted in class definition.

9.  Click beside the blue box in the details block.
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10.  Type in course training location, confirmation date (this date will be the day before the CSD for a class that is in the past, at least 2 weeks before CSD for a future class), minimum attendees, maximum attendees, travel status locked, “Y” and Pers ID locked “Y”.  Click OK.

NOTE:  To give TRQI’s the flexibility to make changes, click “N” on the Pers ID locked

NOTE:  Allow sufficient time for confirm date to ensure proper TLN management at the base levels

11.  Make sure blue box is highlighted in class allocations.
12.  Click beside the blue box in the details block.
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13.  Type in the number of seats in the correct quota block:

AT – Airman Funded

AN- Enlisted Guard or Reserve
AP – Airman Unfunded

OT – Officer Funded

ON – Officer Guard or Reserve
OP – Officer Unfunded

CT – Civilian Funded


14.  Click OK and save

15.  Place cursor in the user status field and click on LOV or F9
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16.  Select “A” for active and click OK

17.  Click on yellow disk at the top to save.

NOTE: To add additional classes, click on the green plus sign at the top of the form and repeat steps.

NOTE: Leave the User status in “T” if dates may change, but change status to “A” (active) prior to the CSD.

BUILD AND MAINTAIN CLASS AND ALLOCATIONS
Use these screens to change the class/allocations.

1.  Double click on build/maintain class & allocations
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2.  Hit F7, type in class ID, one space, course ID (ex: 2003A MAFSNCOA    100) in “title” block, F8

3.  Information will populate.  Click on the aqua “zoom” button at the top.
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4.  Make sure blue box is highlighted in class definition.

5.  Click beside the blue box in the details block.

6.  Change information.  

7.  Click OK and save
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8.  Make sure blue box is highlighted in class allocations.

9.  Click beside the blue box in the details block.

10.  Change the allocations.

11.  Click OK and save
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NOTE:  Choose the applicable TRQI that you wish to change.  

NOTE:  Requirements must be updated in order to add allocations.

COURSE CONVERSION
Use these screens to do a course conversion.

1.  Double click on course conversion.
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2.  Click cursor into the “activity” block in the “Old Courses” field.  Press LOV and then select the course ID and hit tab or type in the course ID and hit tab.  Fields will automatically populate.   

The cursor should be blinking in the “activity” block in the New Courses field.  

3.  Type in the “to” date (date course will be discontinued the day before the date put in this block)

4.  Type the new course ID in the “activity” block of the new course ID.
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5.  Type in the “effective conversion date” (the date the course is to be activated) and click in Keep PDS Code if desired.  Hit “save”.

REPORTING INSTRUCTIONS 
Use these screens to build reporting instructions.
1.  Double click on reporting instructions.
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2.  Type in the name of the course or use the LOV and select course.

3.  Type in TRQI

4.  Click in Reporting instructions and then click on the edit button at the top of the screen.

5.  Type in all reporting instructions.

6.  Click OK and yellow disk at the top to save.
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REPORTING INSTRUCTIONS (CHANGE)
Use these screens to change the reporting instructions

1.  Double click on reporting instructions.
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2.  Hit F7, type in the course ID and hit F8…blocks should automatically populate.

3.  Click in the reporting instructions block and then the edit button at the top.

4.  Change the reporting instructions.
5.  Click OK and yellow disk at the top to save.
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