	Military Personnel Data System (MilPDS) Training Checklist
	Yes
	No
	N/A

	1. Has MilPDS software and most current version been loaded on all applicable PCs (i.e., MPF, Base Education, Wing Safety, MEO, AFTMS, etc.)?
	
	
	

	2. Has a login been established for each MilPDS users?
	
	
	

	3. Have all personnel successfully demonstrated the ability to logon to the MilPDS system?
	
	
	

	4. Have all personnel completed available training tutorials?  http://www.afpc.randolph.af.mil/dlearn/training/tools.htm 
	
	
	

	5. Is a training plan established to ensure personnel receive required training during local in-house training sessions?
	
	
	

	6. Have all personnel had an opportunity to review current and past MilPDS Broadcasts (live and/or taped)?
	
	
	

	7. Do all personnel know where to locate User Documentation for their particular area of responsibility?
	
	
	

	8. Have all personnel completed any appropriate Training Guides for their area of responsibility? 
	
	
	

	9. Have all personnel successfully demonstrated the ability to navigate through the MilPDS screens and applications? 
	
	
	

	10. Have all personnel successfully demonstrated the ability to update transactions for their area of responsibility?
	
	
	

	11. Do personnel know how to locate the Custom Help screens in the MilPDS? 
	
	
	

	12. Do personnel know how to utilize the workcenter folders, to include customizing by adding, deleting, changing columns and saving changes?
	
	
	

	13. Do personnel know how to execute a query to find specific data, to include using search criteria (i.e., <, >, =)?
	
	
	

	14. Have personnel been trained in the use of Microsoft Excel and do they know how to export data from MilPDS using Action Export?
	
	
	

	15. Have personnel been afforded a sufficient amount of time to ensure they are familiar with applications that affect their area of responsibility? 
	
	
	


