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How Do I Create A Business Event (Class) w/out Resources?
	[image: image79.wmf]Trigger
	Perform this transaction when Creating a Business Event (Class) without Resources.

	
	Drill-down Path
	Web Portal >SAP Launch-Pad>CDSS Administrator> Business Events>Business Event Menu

	[image: image2.wmf]Tips & Tricks
	


1.  Start the Dynamic Business Event Menu transaction by clicking on the ‘Business Event Menu’ hyperlink.
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2.   The Dynamic Business Event Menu screen will appear.
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3.   [Click] the [image: image5.bmp] Triangle to the left of the PICATINNY ARSENAL-TRAINING CATALOG folder.  The Business Event Group folders are now displayed.
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4.   [Click] the [image: image7.bmp] Triangle to the left of CDSS-MASTER TRAINING SCHEDULE.  The Business Event Types (courses) are now displayed.
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5. Scroll through the list and [Click] once on the appropriate Business Event Type (Course) to activate.  

6. On the Business event pull down, Follow Menu Path:  Business Event > Dates> Create > without Resources   
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7. The Create Business Event Without Resources screen will appear.
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8. As required, complete the following fields:

	Field Name
	Required/Optional
	Description

	Start date
	Required
	Planned start date of Business Event (class)


[image: image11.bmp]  The Start date of the Business Event (class) must in within the Start and Completion Date of the Business Event Type (course).

9. [Click] the [image: image12.png][@ Data screen



 Data screen icon.  Another Create Business Event Without Resources screen will appear. 
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10.  As required, complete the following fields: 

	Field Name
	Required/Optional
	Description

	Start date
	Optional
	Start Date of Business Event (class).  – Modify as necessary

	Location
	Required
	Real or TBA Location of Business Event (class).

See Step 11 below on how to Search for Location. 


11.  [Click] the [image: image14.bmp] Search icon to the ‘Right’ of the Location data element.  The Choose locations screen will appear.
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12.  [Click] the [image: image16.bmp] Triangle to the left of PICATINNY ARSENAL LOCATIONS.  A list of locations will appear. 
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13.  Choose the appropriate location and [Click] on the location.  

[image: image18.bmp]  If Location is unknown, [Click] the [image: image19.png]1 TO-BE ANNOUNCED LOCATION FF 50004267  TBA-PLANNI. 01/01/2003




location at the bottom of the selection list.
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[image: image21.bmp] Note that the Location description appears with the ‘Maximum’ Location Occupancy displayed. 

14.  [Click] the [image: image22.png]


 Create Button located just under the Location field.  The Create User Schedule screen will appear.
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15.  [Click] the [image: image24.png]Without pattern



 Without pattern Tab.  The “Without pattern” tab will activate.

[image: image25.png]Vi patiam* Wihoutpater | User-defned

Durationidays  Durationhours

Undefined O Hon O Tue O Wed O Thu sat O sun

Start day.





16.  As required, complete the following fields: 

	Field Name
	Required/Optional
	Description

	Duration/days
	Required
	Planned class duration in days [Example: 3 days]

	Duration/hours
	Required
	Planned class duration hours. [Example: 3 days x 8 hrs. = 24 Duration/hours 

	Start day
	Required
	Appropriate day of week based upon Start Date entered in Step 8


17. [Click] the [image: image26.bmp] Transfer icon located at the bottom of the screen.  The Create Business Event Without Resources screen will reappear.
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18.  As required, complete the following fields: As required, complete the following fields:

	Field Name
	Required/Optional
	Description

	Maximum
	Required
	Capacity of Location.  Enter quantity displaying in Location Description.  If Location ‘TBA’ 50004267 was chosen, leave as 1

	Optimum
	Optional
	Number of attendees best suited to the size of the room


19.  [Click] the [image: image28.bmp] Save icon located at the top of the page.

RESULT:  A Business Event (class) without resources has been created.

How Do I Display/Change A Business Event (Class) ?
	[image: image29.wmf]Trigger
	Perform this transaction when Displaying/Changing a Business Event.

	
	Drill-down Path
	Web Portal >SAP Launch-Pad>CDSS Administration>Business Events>Business Event Menu 

	[image: image30.wmf]Tips & Tricks
	


1.  Start the Display/Change Business Event (class) transaction by clicking on the ‘Business Event’ Menu hyperlink.
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       2.  The Dynamic Business Event Menu screen will appear.
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3.  [Click] the [image: image33.bmp] Triangle to the left of the PICATINNY ARSENAL-TRAINING CATALOG folder.  The Business Event Group folders are now displayed.
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4.  [Click] the [image: image35.bmp] Triangle to the left of CDSS-MASTER TRAINING SCHEDULE.  The Business Event Types (courses) are now displayed.
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5.  [Click] the [image: image37.bmp] Triangle to the left of the Business Event Type (course) you wish to display the Business Event (class) capacity and booking.  The Business Event(s) will appear.

[image: image38.bmp]  Use the following codes to assist in identifying Business Event Group, Business Event Type (course) and Business Event (class): 

          L = Business Event Group  (Example: L 50004228)

          D = Business Event Type (course) (Example: D 50004234)

          E = Business Event (class) Example: (E 50004310)      
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6.   Double [Click] the [image: image40.bmp]  Radial Button to the left of the Business Event (class) to display class capacity and booking.  The Display Capacity and Booking pop-up screen will appear.   
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7.   [Click] the [image: image42.bmp] Continue icon to return to the Dynamic Business Event Menu.
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[image: image44.bmp]  Steps 8 - 11 will discuss changing of the Business Event (class).  Again; Business Event (class) must be activated.  If not already activated, [Click] the [image: image45.bmp] Radial button.

8.   [Click] the [image: image46.png]Business event



 Business event pull down at the top of the screen.  Follow Menu Path Dates>Change.  The Change Business Event screen will appear.    
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9.  Data element which is not ‘grayed’ out can now be changed.  Business Event  (class) times can be changed.  [Click] the [image: image49.png]&  Change



 Change button.  The Change Schedule pop-up screen will appear.  
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10. [Click] the [image: image51.bmp] Transfer button to return to return to the Business Event screen.
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11. [Click] the [image: image53.bmp] Save icon to save changes. 

[image: image54.bmp]  The same information is displayed by [Clicking] the [image: image55.png]& Display



Display button.

Result:  Business Event (classes) have either been changed or displayed. 

How Do I Cancel A Business Event (Class) ?
	[image: image56.wmf]Trigger
	Perform this transaction to cancel a Business Event (class) .

	
	Drill-down Path
	Web Portal >SAP Launch-Pad>CDSS Administration>Business Events>Event Menu 

	[image: image57.wmf]Tips & Tricks
	


1.   Start the Cancel Business Event (class) transaction by clicking on the ‘Business Event Menu’ hyperlink.
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2.   The Dynamic Business Event Menu screen will appear.
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3.   [Click] the [image: image60.bmp] Triangle to the left of the PICATINNY ARSENAL-TRAINING CATALOG folder.  The Business Event Group folders are now displayed.
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4.   [Click] the [image: image62.bmp] Triangle to the left of CDSS-MASTER TRAINING SCHEDULE.  The Business Event Types (courses) are now displayed.
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5.  [Click] the [image: image64.bmp] Triangle to the left of the Business Event Type (course) you wish to change the Business Event (class).  The Business Event(s) will appear.

[image: image65.bmp]  Use the following codes to assist in identifying Business Event Group, Business Event Type (course) and Business Event (class): 

          L = Business Event Group  (Example: L 50004228)

          D = Business Event Type (course) (Example: D 50004234)

          E = Business Event (class) Example: (E 50004310)      
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6.   [Click] the [image: image67.bmp] Radial button to activate the Business Event (class). 

7.  [Click] the [image: image68.png]Business event



 Business event pull down at the top of the screen.  A list of actions will appear.
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8.  [Click] Firmly book/cancel.  The Firmly Book/Cancel Business Event screen will appear.
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9.   [Click] Cancel event radial button.   Follow by [Click] Data screen button.  The Cancel business event screen will appear.
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10.  [Click] Yes button.  The Reason for cancellation pop-up screen will appear.
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11.  [Click] the [image: image73.bmp] Search button.  A list of reasons will appear.
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12.  [Click] reason for change.  The Reason for cancellation pop-up screen will re-appear with the reason number populated.
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13.  [Click] the [image: image76.bmp] Continue icon.  The Firmly Book/Cancel Business Event screen will appear with message in lower left hand corner of screen: ‘Business event XXXXXXXX was successfully canceled.

[image: image77.png]B Dt soreen | ]

Business event bo004s3s  [@advanced Report Writing

Edting

€ Firmiy book(optimurn)
© Firmly book(maximurm,
@ Cancel event





[image: image78.png]| Business event 50004833 was successfully canceled




RESULT:  A Business Event (class) has been cancelled.
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