
ORACLE TRAINING ADMINISTRATION

Enter Completed Training “Quick Reference” Sheet

TO…
Do This…

Update Completed Training
· From the OTA Navigation List, click on “Special Information, then "People/SITs for Training”, then click the “Open” button; 

· At the “Find Person” screen type the first few letters of last name and then click the “Find” button;

· Click on the name of the person you are searching for and click the “OK” button;

· At the “People” screen, click the “Special Info” button;

· At the “Training" screen, click on the “Completed Training” line if not already highlighted;

· Click on the "Start Date" column in the "Details" section - This will list all training currently recorded in Modern DCPDS (check to make sure you are not duplicating a previous entry);

· On the "Training" screen, click in the blank space in the "Detail" column;

· At the “Completed Training” screen, fill in the data listed below. Use the “LOV” button when available. (Army Requires “Course Title”, “Total Course Hours”, “Class Start Date”, “Class Graduation Date”, “Course Grade”, "Actual Direct Cost", "Actual Indirect Cost", "Actual Total Cost", “Method”, “Priority Indicator”, and “Decision Source”);

· Click the “OK” button when finished, then on the “Save” icon on the tool bar back at the "Training" screen. 

· Continue to add additional instances of completed training for this person or;

· Close the "Training" and "People" screens by clicking the "X" in the upper right corner. 

· To add records for a new person, repeat the steps.

Enclosure 

Need Help? 
Contact:  Ms. Roxann Dent, ASA (M&RA) SAMR-CP-PPT, 200 Stovall Street, Alexandria, VA 22332

Phone: 703 325-7271, DSN: 221, email: Roxann.Dent@asamra.hoffman.army.mil 
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