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	Purpose 
	This document provides instructions for understanding and navigating the process to add records of completed training instances to employee records in DCPDS.

	Highlighted Features & Changes
	5 Jul 2005 (changes are highlighted):  

24 Jun 2005:  There have been substantial changes to the process used to update training records.  Changes include:

· An “Alerts” section has been added about current problems and/or imminent changes.

· The term OTA is no longer being used.

· The responsibilities (“hats”) that can process updates into the database have changed.


	What gets updated?
	The following courses should be input:  All government sponsored Formal and Mandatory training instances.


	Outline of process
	The process for uploading completed training involves the following steps (additional detail is provided in subsequent sections):


	Step
	Action
	Who does it

	1
	Gain access and log into DCPDS.
	Various.  Activity training coordinators, Regional HRDD staff, Managers or Admin Staff and CPAC staff.

	2
	Choose a responsibility “hat” and select completed training. 
	Training Coordinators & HRDD DCPDS POC

	3
	Use proper identification information to retrieve employee training history.
	Training Coordinators & HRDD DCPDS POC

	4
	Update employee training history.
	Training Coordinators & HRDD DCPDS POC

	5
	Check for Errors and Save updated information to employee training history. 
	Training Coordinators


For additional information consult the Civilian Personnel Management Service (CPMS) DCPDS User Guide located on the Civilian Human Resource Agencies (CHRA) website           http://www.chra.army.mil/ .   Module 7/ chapters 1-3 all pertain to mass update and completed training.
Completed Training 
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Congratulations Training Account User!!!

You have been granted access to the Defense Civilian Personnel Data System for inputting completed training.  The following instructions will help to assist you in navigating your way through DCPDS to upload completed training successfully.  Screen 1 (directly below) is the starting point for which the process will begin.  

Click and add this link https://pyxis.chrcs.army.mil:8007/OA_HTML/SSOLoginNote.jsp to your favorites on your internet explorer for quick access to the DCPDS portal.  

1. Locate the red arrow for the link to the DCPDS portal at the bottom of the screen. 

Screen 1
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Click the link above on your screen.

Back to Table of Contents
Once you have clicked the DCPDS portal link it will bring you to the screen below.  Locate the Okay button on your screen highlighted by the red arrow on the screen below.

Screen 2
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Click the Okay Button on your screen.  Once you have clicked the Okay button on the screen above, Screen 3 will pop up. 
Login Access to DCPDS 
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Locate the section on the screen below where it says Common Access Card (CAC) Access.  Once you have located this section, notice that there are two buttons that you can choose from.  Clicking the Login button will take you to Screen 6 if you’ve already registered your CAC Card.  If you haven’t registered your CAC, then clicking on the CAC Registration button (highlighted by the red arrow) will begin the process.

Screen 3
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Back to Table of Contents
After Clicking the CAC Registration button, you should see a screen that resembles Screen 4below.  Enter your SSN in the blank fields under CAC Registration.  Complete the steps on the following screens.  Once you have successfully registered your CAC, return to the login screen as shown on Screen 5.  

Screen 4
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Screen 5
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Once you’ve clicked the Login button on Screen 5 above, wait about 10 seconds, and Screen 6 below should pop up.

Back to Table of Contents
Locate the “OK” button highlighted by the red arrow on the screen below.  Once you’ve located it, click the “OK” button on your screen.  

Screen 6 
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Accessing Your Database 
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The Screen below should pop up.  Next, locate the Army Region link on the screen below highlighted by the red arrow.  

Screen 7
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Once you’ve located it on your screen, click on the Army Region link.

Back to Table of Contents
The screen below should pop up after you’ve clicked the Army Region link.  Locate the Continue button highlighted by the red arrow in the upper right corner of the screen below.  Note: Next to the Continue button is an empty box that if clicked will prevent you from going through this screen in the future.

Screen 8
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On your screen, click the Continue button.

Navigation through DCPDS into Oracle Applications 


Back to Table of Contents
The screen below should pop up after you’ve clicked the Continue button.   Locate the link on the left side of the screen below titled CIVDOD HR-TRNG PERSONNELIST, highlighted by the red arrow.  If you do not see the CIVDOD HR-TRNG PERSONNELIST link, you may have something that resembles one of the following training responsibilities:

· HR – TRNG ADM

· OTA TRN ADM

· OTA TRN MON
On your screen, locate the link that corresponds to your training responsibility and click on it. 

Screen 9
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Back to Table of Contents
After the right pane has populated, locate and click on the Completed Training link found on the right side of the window pane.  The red arrow in Screen 10 identifies the correct link you should be looking for.

Screen 10
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After clicking on the Completed Training link, wait a couple of minutes and Screen 11 below will pop up.

Locating DoD Civilian Training History 




Back to Table of Contents
On Screen 11, locate the Full Name field and fill it in with the last name first, followed by a comma, and then the first name and middle initial.  Your entry’s format should look like the following:   

Last….First…….MI
Jerreez, Benjamin N   (Do not put a period after the middle initial)

It also requests input of a SSN# in this format (### - ## - ####) to locate the record you wish to update. Note:  Use the SSN if at all possible to narrow down your selection when dealing with multiple persons having the same name.  However, if you enter the name correctly, hit the Tab button and the social security number will automatically populate if found in the system. 
Screen 11
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Click on the Find button and Screen 12 should pop up.

Entering Course Title and Dates 





Back to Table of Contents
You are now in the requested DOD civilians training file in DCPDS (highlighted by red arrow).  In the highlighted block titled Course Title, enter the name of the course and then move to the next block to enter the course start and end dates.  You can also click on the green plus sign in the top left corner, next to the flash light, to open a blank entry field.  

Screen 12
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Back to Table of Contents
Once you’ve filled in the highlighted fields with the required information, click on the arrow at the end of the row (to the right of the Date Tng Recorded box).  Caution:  Please review the course title and dates for accuracy.  Once you click on the arrow, the system does not allow you to go back and make changes.  If you realize you’ve made a mistake after clicking the arrow, you’ll have to delete the whole record and start from the beginning.
Screen 13
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Let’s review two icons on the toolbar that will assist you in correcting and erasing mistakes.  

Reviewing Correction Buttons 





Back to Table of Contents
The Clear Records Button (the pencil eraser) - Will clear out any selected or activated training instance.  
The Delete Records Button – If you realize that there is a duplicated training instance in someone’s training history, this allows you to delete the duplicated record out of the system.

WARNING:  Make sure when deleting duplicated training instances that dates and names are matching.  Check that you’re not deleting a refresher course with the same course title, but having a different date.

Screen 14
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Training Details 







Back to Table of Contents
The form will open with the course title and start and end dates already filled in.  The title and dates flow over as seen on Screen 15 below.  Note: Items showing in grey boxes cannot be edited
Screen 15 
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3 Sections of Training Details 





Back to Table of Contents
The training details are broken into 3 sections:

1. Training Details
2. Training Cost Details

3. Other Details
In each section, there are certain blocks highlighted.  This is for Enterprise Human Resource Integration (EHRI) reporting and are the only fields required to be filled in.  All other fields can be filled in when the information is provided.  When placing your cursor in one of the blocks, a List of Values (LOV) or an ellipsis will appear.  Click the ellipsis and the list will appear for you to select from.  

Click on the appropriate item and it will auto-populate the block and the cursor will move to the next block.  Default values were entered where areas are most often left blank.  However, where there are default values, you have the capability to change the field and enter a correct value.   But again, there must be a value selected.

Screen 16
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List of Values for Course Details                                                              
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The following screens reflect the list of values for each field.  ATTENTION: Each field is exactly identical as the fields found on the mass update excel spreadsheet.  Match and compare data columns from your excel mass update spreadsheet to the fields below and complete.  Remember, only the highlighted fields are the fields that are required….So save yourself some work if you can!!!
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Error Checking Your Training Input  
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When the form has been completed, ensure that the yellow highlighted areas contain data. Save the document by clicking on the yellow disk located in the top left corner of the tool bar.  If there is missing data, a message will appear advising of the missing data and it will not save/update the record.  An example of what your screen should look like before saving has been provided below.

Screen 36
Example Screen

[image: image36.png]| oracle Applications - Army Civilian Data Center

Eile Edit View Folder Tools Window Help

S PRI

[© competea Training
Training Details

Duty Hours
Training Start Date
Date Withdrawin

Type Codle: (T
Priority Indicator: [
Training Cost Details
PCS Cost Indicator
Tuition and Fees

Funded By Direct
Travel

Funded By In-Direct

Other Details
Course Code

Nor-Gov Cantribution:

Timg Accredition Ind

Training Dsgn Type

5 | [ b i

OPM Training Type: OPM Training Sub Type:

oft Outlook

(SN [SHIP CAPTAIN

Nen Duty Hours: N~ Total Course Hours

Training Grad Date: CA A A2) course Grade:

Reason Forithdrawal: (I
Training Source: [l
method: ] Acauisition School Source: [l

Decision Source: Purpose: [l

Funding Source: [l

Training Travel Indicator: ([0
Materals

I 7otei Direct Cost
Direct PEC D

Per Diem:

inirect pec 10: [l

Total In-Direct Cost

C—
C—
Total Course Cost: (RN
[}
|

Local Code: [l Acthvty Type:

Cont Srve Agrrt n: [ Cont Srve Agrmt Expir Dt

Training Crect: MMM~ Training Credit Type:

5] 0CPoS Guide for Upload npleted Tranng,

@5 Internet Explorer  ~

ORACLE





Well congratulations, you’ve made it through the completed training process.   Again, if you run into any problems just refer back to your guide for assistance.  You have now gone through the process of uploading completed training in DCPDS.  Go ahead and get familiar with it, because the more practice you get…..the easier it will become!   Good luck…….
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