TRQI TRAINING GUIDE

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 REQUIREMENTS

Use these screens when requirements already exist, but modification needs to be done.
1.  Hit F7, type in the TRQI, Course ID, FY and Priority.  Hit F8.  Screen will populate.
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2. Change the existing requirements in the “current” block and hit release.  This will release the requirements to the course owner so that seats may be allocated.

Note:  Course owner must validate requirements before seats can be allocated.

Note:  Requirements can not be blanked out once a course owner has taken action against the requirements.

BY-NAME BULK SUBALLOCATION

Use these screens when sub-allocating members for training.

1.  Double click on By Name-Bulk Sub Allocations.
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2.  Type in the TRQI, Course ID (or hit LOV at top and select), and the class number (or hit the LOV and select).
[image: image5.png]racle Applications

=1olx]

‘cton Edt Quey Go Foli- Special Hep Window
7 SERIN wleln] @42 &
5 By Name/Bulk Suballocation
TRal | Course Number | Class Number |
Course Title
AMN OFF A
Reporting Instructions
 LockFlags
Location Start Date Grad Date Travel Status? [~ Pers 1D? [*
AT AN AP OT ON OP CT CN CP TOTALS
Allocated Buk
Suballacate?
Filled
Bulk
Number SSN [
Current e Curtont [ Pigjected [
PAS Grade Grade
Asgnmt
G, RNLTD oS
Directed Training DirTul | T B
Unit Category Status ity Locked?
Confirm
Mandays ADSCTYPE Sucp Date
TROI Remarks
T Foreign
Case Number
Save | Add Person Proj/Comp Training View Requests Close
Count 0 A





3. Once screen populates, type in the SSAN.  

NOTE:  If the class has not been previously loaded, a block will pop up stating the record must be saved.
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4. Type in quota type, Priority, SSAN locked (Y or N) and any TRQI remarks.

5. Hit Save.  A block will pop up with the TLN, click OK.

ADD PERSON
Use these screens to add a person into OTA when sub-allocating.
1. Double click on By-Name Bulk Sub Allocation
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2. Type in the TRQI, Course ID (or hit LOV) and class ID (or hit LOV).

3. Click on the Add Person button at the bottom of the screen.
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4. Hit NO in the decision block.

5. When the find a person block pops up, click on the X in the top right hand corner.

6. Type in the last name in the LAST block.

7. Type in the first name in the FIRST block.

8. Type in the Title (Mr., Mrs., Miss, etc)

9. Type in middle initial in the MIDDLE block.

10. Click on the drop down box by unknown gender, select male or female.

11. Type, clicking in the box will populate it to EXTERNAL.

12. Hit the yellow save button at the top.  Record will save. 

13. Click on the EXTRA PERSON button at the bottom of the form.

14.  Click in the Non AF Student block and then again in the first empty line of the details block below.
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15. Type in the Military Status (or hit the LOV and select).

16. Type in the current grade (or hit the LOV and select).

17. Type in the current PAS code.

18. Type in the Security clearance (if known).

19. Click OK.

20. Hit Save at top.
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21. Click on the X at the top of all screens until the by-name sub allocation form is on top.  Sub allocate the person by following the directions in By Name Sub Allocations.
BULK SUB ALLOCATIONS

Use this screen to bulk sub allocate quotas to a particular TRQI.

1.  Double click on By Name Bulk Suballocations.
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2.  Type in TRQI, Course ID (or hit LOV and select) and Class ID (or hit LOV and select).
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3.  Click on the Bulk Sub allocation block on right side of form.

4.  Type in Quota Type.

5.  Type in priority.

6.  Click in directed unit.  If the PAS is known, type it in, otherwise hit the LOV and select.
7.  Hit SAVE.  The TLN’s will pop up in a block, automatically forwarding Rips to the base concerned.
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MAINTAIN SUBALLOCATIONS

Use these screens to cancel a TLN in OTA.

NOTE: Once you cancel a TLN, you can not change the cancellation.

1. Double click on Maintain Suballocations.
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2.  Hit F7, type in the TLN (or the SSAN if it is known)
NOTE:  If the SSAN is typed in, it will pull up the first of any TLN’s that have been assigned to that member.  To find the right one, scroll down by using the down arrow on the keyboard.
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3. Change action code by hitting the LOV or typing in if known.

4. Hit Save…TLN is canceled.

SUBSTITUTE A MEMBER
Use these screens when substituting a member for training.

NOTE: Use this form ONLY when the member that is being substituted is from the same base as the original member. 

1.  Double click on Maintain Suballocations.
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2.  Hit F7, type in the TLN, hit F8.  Form will populate.

[image: image17.png]Count. 1

75 Oracle Applications

Action Edt Query Go Special Help Window

=181]

Hzldv| 2mlE sFRN =leln] 542
=[O/
Tin [MASDSOOTTE  TRa [AMT7 COUSe  [I3ACRBPO71 003 Class 2003040 L3ACRGPO71 003
Nurmber Number
Course Owner  [0JTT Course Manager  [TTLE StanDate [15-AUG-2003 Gradustion Date [28-AUG 2003
Proity I BTRIN Training C: Al St [ [P0
riority taining Category jocation Status | & =
Respond r
AT AN AP OT ON OP CT CN CP TOTALS Reclama/Waiver
Alcated pPr PP P p P p P P 7 Travel Status 3
Filled [3 o o o o o o o o & Personnel ID 12
Reporting Instructions TRGI Remarks Reclama/Waiver Remarks
[COMPLY WITH AFI 362201 CHAPTER [
[aT B B [19JuN2003  Confimn 16 jul 2003
Quota Type Action Code Quota Status Confirm Date_ | Soop Dete
Student SSN [111223333 Student Name [VARELA, JASON WY B Directed Travel Status |
tatus
Current Grads [SSG Projected Grade [ Student Status [ Status Efiective Date | TAprSeC
Curent Gaining CPF Oir Date
MA3DFZLS MA3DFZLS [18-JUN 2003
PAS PAS D il Mandays| Sublacate |
Foreign Case Number save ‘

Add Person ‘

List Reclama ‘

<List>





2. Click in the SSAN block and type the new SSAN.

3. Click Save.  Screen will automatically change the name and SSAN, and the Action code will become an S.

TRQI SUSPENSE FOLDER

Use these screens to display rosters for reclamas, overdue confirmations, S-records, no-shows and name/change allocations.

1.  Double click on TRQI Suspense Folder.
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A.  RECLAMA DISPLAY

1. Ensure the Reclama Display block is pressed in.  

2.    Click on Find.
3.    Data will display at the bottom.  Export data into excel (by following procedures on pages 12-15).
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B. OVERDUE CONFIRMATIONS

1. Ensure the Overdue Confirmations Display block is pressed in.  

2.    Click on Find.
3.    Data will display at the bottom.  Export data into excel (by following procedures on pages 12-15).
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C.  S-RECORDS DISPLAY

1. Ensure the S-Records Display block is pressed in.  

2.    Click on Find.
3.    Data will display at the bottom.  Export data into excel (by following procedures on pages 12-15).
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D. NO-SHOW PROCESSING DISPLAY
1. Ensure the No-Show Processing Display block is pressed in.  

2.    Click on Find.
3.    Data will display at the bottom.  Export data into excel (by following procedures on pages 12-15).
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E.  NAME CHANGE ALLOCATIONS

1. Ensure the No-Show Processing Display block is pressed in.  

2.    Click on Find.
3.    Data will display at the bottom.  Export data into excel (by following procedures on pages 12-15).
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EXPORTING PROCEDURES

1. Whatever form is open, export the data as follows:

2. Data should be populated in lower half of the form.
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3.  Click on Action (at the top) and export.
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4. Click on “To a text file” and name the file (no longer than 8 characters.xls)

5. Click on Export.  Data will continue to export every 100 lines, unless the buttong “continue to end” is clicked.
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6.  Box will appear when the exporting is completed.
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7.  Import the data into excel by opening My Computer and then Temp file.  

8.  Save it to “my documents, as an excel 5.0 file and then making any changes as necessary by going into page setup/print preview/etc.
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S-RECORDS PROCESSING

Use these screens to process the S-Records.

1.  Double click on Process S-Records.
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2. Hit F7, type in the TLN, hit F8.  Data will populate.

3. Click in the MAJCOM Confirm button.

4. Click SAVE/MERGE TLN.   Suspense TLN will change from the S-TLN to the first four digits of the TRQI responsible for the member.
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FUNCTIONAL OPR UPDATE

Use these screens to update the Functional OPR for courses under a specific TRQI (only if they do not already exist in OTA).

1. Double click on Functional OPR Update.
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2. Type in the TRQI.

3. Type in the course ID.

4. Type in the Functional OPR POC.

5. Type in the course title.

6. Type in the Functional OPR Office Symbol.

7. Type in the POC’s email address.

8. Type in the phone number.

9. Type in the address.

10. Type in the city.

11. Type in the state.

12. Type in the postal code.

13. Hit Save.  Record will be updated.

[image: image33.png]Oracle Applications - [FUNCTIONAL OPR] =18l x]

G Actin Edk Quey Go oo Specisl Heb Window _181x]

Hlzlalv] ARE] SF%N leli] &

Functional OPR Data

TRAI Course ID
Func OPR POC Course Tile
Func OPR Off Symbol Email
Phane Type #1 El Phane Type #2 El

Phone #1 Phane #2
Ext#1 Ext#2
Address City

State Country | Postal Code |

SAVE | DELETE CLOSE |

Count 0 <List>




FUNCTIONAL OPR CHANGE
Use this screen to change the information on this form.
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1. Hit F7, type in the area to query, Hit F8.  Data will populate.

2.   Make any changes necessary and then hit Save.  Record will be saved.

