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How Do I Complete Form DD1556-1 (Multiple Trainees/Applicants w/Course Known?
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	Perform this transaction when completing a DD1556-1 Training Form for Multiple individuals .

	
	Drill-down Path
	Web Portal >SAP Launch-Pad>Role>Form DD1556-1 Multiple Employees>Transaction for 1556DB Form
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	Menu Path may change per role


1. Start the Create Form DD1556-1 Multiple Employees transaction by clicking on the Transaction for  DD1556DB hyperlink.
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2. The DD1556-1 Request, Authorization, Agreement, Cert of Training screen will appear.
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3. As required, complete the following fields:

[image: image5.bmp] Note:  If you do not have authorization to enter Training Requests for Multiple Employees you will not get this screen, it will automatically take you straight to the Overview DD1556-1 Training Request Screen.

	Field Name
	Required/Optional
	Description

	Personnel No.
	Required
	Requestor’s employee number


[image: image6.bmp]  If employee number is unknown, [Click] the [image: image7.bmp] Search button to the ‘right’ of Personnel No. to perform a search for correct employee by either Last or First Name.  Select the employee from list.

4. [Click] the [image: image8.bmp] Enter icon.  The Overview DD1556-1 Training Request screen will appear.
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[image: image10.bmp]  Note that all training records are displayed with current status grouping and processing status  of Training Requests.

	Field Name
	Description

	Status grouping
	10 = In Process

20 = Released for Approval

30 = Approved

40 = Rejected

50 = Evaluation Completed

60 = Evaluation Submitted

70 = Request Complete

80 = Cancelled


5. [Click] the [image: image11.png][ Create



 Create icon.  The Training Agreement pop-up screen will appear. 

[image: image12.png]Accept| Reject
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with my attendance.
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[image: image13.bmp]  You must comply with the above agreement before being allowed to continue.

6. [Click] the [image: image14.png]Accept



 Accept button.  The Create DD1556-1 Training Request screen will appear with employee information.  If [image: image15.png]Reject



 Reject button is selected, the Overview DD1556-1 Training screen will reappear.

[image: image16.png]Create DD1556-1 Training Request
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7. As required, complete the following fields:

	Field Name
	Required/Optional
	Description

	Header Data
	Optional
	A.  Agency Code


8. [Click] the [image: image17.png]Course Data



 Course Data tab.  The Course Data tab will appear.
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9. As required, complete the following fields:

	Field Name
	Required/Optional
	Description

	22b. Course No.
	Required
	[Click] Search [image: image20.bmp] icon to Search on either CDSS-M.T.S Class (Business Event Type) or Onetime Course (Business Event Type) course offerings to select course.


10. [Click] the [image: image21.bmp] Enter icon.  Items 17, 19, 20, 23, 21 and 22 will automatically populate with data entered when the Business Event Type (course) was created.    

[image: image22.bmp]  If Data is missing or not imported, Notify the Your Training Officer or Coder.
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Create DD1556-1 Training Request

Heater Data

A Agency Code C. Request Status I Initial Perno. 2000 Office Symbol  AMSTAAR-FSF-A
B.5DN 03 - PJGBS - D. Amendment nurmber Name  RITA HOSNEARA

Trainee Info | Course Data | Costinfo | Approval | Course Eval | SupvComments

220, Course No, 17. Course Title
WORD MicrosoftWord 2000 I Course notfound
18. Training Objectives.

20. Course Codes

19. Recommended Training Source, School or Faciliy a Purpose 2 4. Allocation Status 1
a.Name BUSINESS PLUS, DENVILLE  -257 b.Type 5 h. Priority 1
b. Mailing Address ©. Source D 1. Training Level 4
400 MORRIS AVE d. Special Interest 0 . Method of Training 4
DENVILLE e Training Vendor 100085 K Training Program c
N 07834 us T Security Clearance u . Reason for Selection 1




[image: image24.png]¢. Location name(if other than 13b)

21, Course hours (4 digits)

22 Course Identifiers.

23 Training Period

a. Start

b Complete

010172003
1213119999

a.Duty 16.0
. Non-guty
c.Total 16.0

a.94D

c. Offering/TLN

0





11. As required, complete the following fields:

	Field Name
	Required/Optional
	Description

	18. Training Objectives
	Required
	Expected employee objectives for course.  


   [image: image25.bmp]  [Click] the [image: image26.bmp] Enter icon to retain Training Objectives.

12. [Click] the [image: image27.png]CostInfo |



 tab.  The Cost Info tab will appear. 

[image: image28.png]@ Bea@LoHREROHDON

Create DD1556-1 Training Request
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[image: image29.bmp]  Items 25. Direct Costs, 26. Indirect Costs (for info), 28. Labor Costs and 30. Total Direct/Indirect Costs will automatically be populated do to previous course information entered.

13. As required, complete the following fields:

	Field Name
	Required/Optional
	Description

	25. Direct Cost
	Required
	a. Tuition Cost (change as required) / Pymt Meth
b. Book/Material Cost (change as required)/ Pymt Meth  


[image: image30.bmp]  If Government Credit Card was chosen for Pymt Meth for Field 25, then you must then [click] the [image: image31.bmp] Enter button.  The Card Holder box will activate to enter Credit Card Holder ID. number (see below screen). 
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[image: image33.bmp]  If No Cost was chosen for Pymt Meth for Field 25 or you activated [image: image34.bmp] the ‘If Training does not involve expenditure of funds other than salary, pay or compensation box, then you must then [click] the [image: image35.bmp] Enter button.  The Tuition Cost and or Book/Material Cost will disappear (see below screen). 
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14. As required, complete the following fields:

	Field Name
	Required/Optional
	Description

	27. Accounting Classification
	Required
	Network ([Click] [image: image37.bmp] Search icon to search for Network &

                Activity

Activity


15. [Click] the [image: image38.bmp] Enter icon.  The Check Funds button will activate. 
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16. [Click] the [image: image40.png]Check Funds



 Check Funds button as a courtesy check to see if funds exist.  The Create DD1556-1 Training Request Pop-up screen will appear with message that ‘Funds Available’ or ‘No Funds Available’.

[image: image41.bmp] Contact your Program Analyst if funds do not exist for Network Activity.
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17. [Click] the [image: image43.bmp] Continue icon.  The Create DD1556-1 Training Request screen will reappear.
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18. [Click] the [image: image45.bmp] Save icon.  The Overview DD1556-1 Training Request screen will appear.
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[image: image47.bmp]  Note that chosen Training Request has been added with ‘status grouping’ showing in ‘yellow’ with a ‘Status’ 10-In Process. 

19. Select the Request just created by [Clicking] the [image: image48.bmp] Record Box to the ‘left’.  The course line will become activated.
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20. [Click] the [image: image50.png]@ Submit



 icon.  This will ‘trigger’ the ‘Workflow’ and MS Outlook e-mail process consisting of notification to Supervisor and Training Officer.   

	Field Name
	MS Outlook e-mail
	SAP Workplace

	Supervisor
	X
	

	Training Officer
	X
	X


21. The Overview DD1556-1 Training Request screen will now change.  If you wish to Display the     Request for data validity prior to submission, [Click] the Display [image: image51.png]


 button.  This is also a good opportunity to make changes by [Clicking] the [image: image52.png]


 Change button if necessary.
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[image: image54.bmp]  Note that the status grouping changed to [image: image55.bmp] ‘Locked’ and Status changed to 20-Released for approval.

Training Officer

22. The Training Officer will approve/reject for change the Training Request.  Again, this will send an e-mail to inform the Trainee/Applicant (See ‘How Do I Initiate Workflow’ procedure).  If approved, the Training Officer will print the Training Form (Steps 23-27).  

	Field Name
	Description

	Status grouping
	30 = Approved

40 = Rejected


Printing an Approved Form DD1156-1

23. From the Overview DD1556-1 Training Request screen, Select the Request just created by [Clicking] the [image: image56.bmp] Record Box to the ‘left’.  The Training Request line will become activated.
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24. Now [Click] the [image: image58.png]L print.



 Print button.  The Print Pop-up screen will appear.
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[image: image60.bmp] If Output/Device is not ‘LOCL’ (Local), then proceed for Search capability.

25. [Click] the [image: image61.bmp] Search icon to the ‘right’ of OutputDevice.  Search help screen will appear.
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[image: image63.bmp]  A quick way to find your printer is to enter partial ‘Short name’ followed by an asterisk *.

[Example:  Short name = erp*].  Then [Click] the [image: image64.png]Search



 Search button.  The Search results will appear.  
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26. [Click] the desired printer.   The Print Pop-up screen will reappear with OutputDevice populated. 
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27. [Click] the [image: image67.png]3 Print



 Print button.  The DD1556-1 Form will print at chosen printer  

General Information (Steps 28-32)

28. Access the Overview DD1556-1 Training Request screen (Steps 1-4).
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 [image: image69.bmp]  The ‘Status grouping’ has now changed to Green, ‘Status’ to 30-Approved and ‘Appr/Rej On’ to date that the Training Officer Approved.

Viewing and Displaying details of the Form DD1556-1

29. Select the Request just created by [Clicking] the [image: image70.bmp] Record Box to the ‘left’.  The Request line will become activated.
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30. [Click] the [image: image72.png]gy Display



 Display button.  The Display DD1556-1 Training Request screen will appear.
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31. [Click] the [image: image74.png]


 Cost Info tab.  The Cost Info tab will appear.

[image: image75.png]Dispiay DD1556-1 Training Request
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[image: image76.bmp]  Verify that ‘Credit Card Purch. Req.’ and ‘Accounting Classification’ data has been populated.  

32. [Click] [image: image77.png]~ Approval |



 Approval tab.  The Approval tab will appear.
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[image: image79.bmp]  Approval Data automatically populates as approvals take place.

33. [Click] the [image: image80.bmp] Back icon.  The Overview DD1556-1 Training Request screen will appear.
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Trainee/ Applicant

Completing the Course Evaluation

34. Upon return from attending the course, The Trainee/Applicant must evaluate the course.  Access the Overview DD1556-1 Training Request screen (Steps 1-4).
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35. Select the Request for which you are completing an evaluation by [Clicking] the [image: image83.bmp] Record Box to the ‘left’ of that line.  The Training Request line will become activated.
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36. [Click] the [image: image85.png]& Change



 Change button.  The Change DD1556-1 Training Request screen will appear with Course Eval tab automatically displayed.
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44 What wers your Objectives in taking this course? Were they met?

9

45. Stated Objective Accomplished & 51 Amountof Outsids or Evening Work &
46. Coverage of Subject Matter [ 52 Effectiveness of Instructors &
47. Organization of Subject Matter & 53 Applicabiliy of Subject Matter to Job &
48. Suitabilty of Instruction Materials 54 Faciies &
49, Level of Difficulty & 55 Recommendationto Colleagues &
50. Length of Course [ 56 MeetCareer Development Plans &




[image: image87.png]§7. Comments on course strengthsiweaknesses
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37. As required, complete the following fields:

	Field Name
	Required/Optional
	Description

	Field 39 Was Course Completed
	Required
	If value ‘N’ (no) is chosen, then Field: 42 will automatically populate to ‘I’ (incomplete) when trying to ‘SAVE’. 

	Field 40 Actual Course Dates
	Default/Optional
	Can be changed if desired

	Field 41 Actual Course Hours
	Default/Optional
	Can be changed if desired

	Field 42 Academic Grade/Score
	Optional/Required
	If value of ‘G’ (graded) was chosen when Business Event Type (course) was created, then Field 42 is Required.  (Upon trying to ‘Save’, error message will prompt  to enter if left blank)

	Field 43 Were all sessions attended?
	Required
	‘Y’ for Yes and ‘N’ for No.  If No, explain reason.

	Field 44 What were your objectives? Were they met?
	Required
	Complete as applicable.

	Field 45 (rating)
	Required
	A-Yes, B-Partially, C-No

	Field 46 (rating)
	Required
	A-Excellent, B-Sufficient, C-Poor

	Field 47 (rating)
	Required
	A-Well organized, B-Adequate, C-Poorly organized

	Field 48 (rating)
	Required
	A-Excellent, B-Adequate, C-Poor

	Field 49 (rating)
	Required
	A-Too advanced, B-Appropriate, C-Too elementary

	Field 50 (rating)
	Required
	A-Too long, B-Appropriate, C-Too short

	Field 51 (rating)
	Required
	A-Too much, B-Appropriate, C-Insufficient

	Field 52 (rating)
	Required
	A-Excellent, B-Good, C-Poor

	Field 53 (rating)
	Required
	A-Significant, B-Adequate, C-Insignificant

	Field 54 (rating)
	Required
	A-Excellent, B-Good, C-Poor

	Field 55 (rating)
	Required
	A-Highly recommend, B-Recommend, C-Not recommended

	Field 56 (rating)
	Required
	A-Yes, B-No, C-Not applicable

	Field 57 Comments
	Required
	Indicate, as applicable.


38. [Click] the [image: image88.bmp] Save icon.  The Overview DD1556-1 Training Request screen will reappear.   
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[image: image90.bmp]  Note that Status has changed to 50-Evaluation Completed.

39. Select the Training Request by [Clicking] the [image: image91.bmp] Record Box to the ‘left’.  The course line will become activated.
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40. [Click] the [image: image93.png](@ Submit



 button.  This will send an MS Outlook e-mail notifying the Supervisor to complete supervisory comments.

Supervisor

Completing Supervisory Comments on the Form DD1556-1

41. The Supervisor must complete the supervisor comments.  Access the Overview DD1556-1 Training Request screen (Steps 1-4).

[image: image94.png][ create |1 Copy | & Change |G Display |G submit | 2 Print | @ cancel |

Traines Data

Personnelno.__|2000

Lastname. HOSNEARA
First name. RITA

[ &% FR 25 SRR

000

‘Submitted

List of DD1556-1 Records
B[ie T oon Sandste | Compl st |Course Code |Course Tie cretet on [spprFeion
EBEzIEin 03-PJGBS-00062 |05/12/2003 |05/13/2003 WORD Microsoft Word 2000 D5/14/2003 |D5/14/2003





[image: image95.bmp]  Note that the Status has changed to 60-Evaluation Submitted. 

42. Select the Request by [Clicking] the [image: image96.bmp] Record Box to the ‘left’.  The Training Request line will become activated.
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43. [Click] the [image: image98.png]& Change



 Change button.  The Change DD1556-1 Training Request screen will appear with Supv Comments tab automatically displayed.

[image: image99.png]Change DD1556-1 Training Request




[image: image100.png]Trainee Info | CourseData | Costinfo | Approval | Course Eval ' Supv Comments
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61. Addtional Comments




44. As required, complete the following fields:

	Field Name
	Required/Optional

	Steps 58-61 
	Optional


45. [Click] the [image: image101.bmp] Save icon.  The Overview DD1556-1 Training Request screen will reappear
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[image: image103.bmp]  Note that Status has now changed to 70-Request Completed.

[image: image104.bmp]  If final Print of DD1556-1 Form is required, follow Steps 23-27.

Results:  A DD1556-1 Training Request Form has been created, submitted, approved and completed with required course evaluations and comments.

How Do I Complete Form DD1556-1 (Multiple Trainees/Applicants w/Course UnKnown?
	[image: image105.wmf]Trigger
	Perform this transaction when completing a DD1556-1 Training Form when training course is unknown.

	
	Drill-down Path
	Web Portal >SAP Launch-Pad>Role>Form DD1556-1 Multiple Employees>Transaction for 1556DB Form

	[image: image106.wmf]Tips & Tricks
	Menu Path may change per role


1. Start the Create Form DD1556-1 Multiple Employees transaction by clicking on the Transaction for  DD1556DB hyperlink.
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2. The DD1556-1 Request, Authorization, Agreement, Cert of Training screen will appear.
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3. As required, complete the following fields:

	Field Name
	Required/Optional
	Description

	Personnel No.
	Required
	Requestor’s employee number


[image: image109.bmp]  If employee number is unknown, [Click] the [image: image110.bmp] Search button to the ‘right’ of Personnel No. to perform a search for correct employee by either Last or First Name.  Select the employee from list.

4. [Click] the [image: image111.bmp] Enter icon.  The Overview DD1556-1 Training Request screen will appear.
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[image: image113.bmp]  Note that all training records are displayed with current status grouping and processing status.

	Field Name
	Required/Optional
	Description

	Status grouping
	Information
	10 = In Process

20 = Released for Approval

30 = Approved

40 = Rejected

50 = Evaluation Completed

60 = Evaluation Submitted

70 = Request Complete

80 = Cancelled


5. [Click] the [image: image114.png][ Create



 Create icon.  The Training Agreement pop-up screen will appear. 

[image: image115.png]Accept| Reject

¥433. | am not receiving any contributions, awards, or payments in connection with this training, frorm any other
govemment agency ar nan-gavernment organization and shall not accept such without first abtaining approval from
the authorizing raining official. | agree that should | il to complete the requested training successfull, due to
cireumstances within my control, | will reimburss the agency for al raining costs (excluding salary) associated
with my attendance.

V1 have already obtained approval and autorizations from my Supervisor { Manager, in accordance with DOD
requlations. governing Form DD1556. That this Training Request will support my IDP




[image: image116.bmp]  You must comply with the above agreement before being allowed to continue.

6. [Click] the [image: image117.png]Accept



 Accept button.  The Create DD1556-1 Training Request screen will appear with employee information.  If [image: image118.png]Reject



 Reject button is selected, the Overview DD1556-1 Training screen will reappear.
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7. As required, complete the following fields:

	Field Name
	Required/Optional
	Description

	Header Data
	Optional
	A.  Agency Code


8. [Click] the [image: image120.png]Course Data



 Course Data tab.  The Course Data tab will display.

  [image: image121.png]Create DD1556-1 Training Request
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9. Perform search to see if course already exists   
	Field Name
	Description

	22b. Course No.
	[Click] Search [image: image122.bmp] icon to Search on either CDSS-M.T.S Class (Business Event Type) or Onetime Course (Business Event Type) course offerings to select course.


10. [Click] the [image: image123.png]I~ Course not found



 Check Box to the ‘left’ of Course not found.      

11. [Click] the [image: image124.bmp] Enter icon to retain data.  The Create DD1556-1 Training Request screen will change with new activated  and ‘Grayed out’ data elements.
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12. As required, complete the following fields:

	Field Name
	Required/Optional
	Description

	22b.
	Required
	Short course No.

	17. 
	Required
	Course Title  

	18. 
	Required
	Training Objectives

	19 a. 
	Required
	Name of Training source

	19b.
	Required
	Mailing Address

	c.
	Optional
	Location name (if other than 19b.)

	23 a.  
	Required
	Course /Class Start Date

	23b.
	Required
	Course/Class Complete Date

	21a. or 21b.
	Required
	Duty hrs. or non-duty hrs.


13. [Click] the [image: image127.bmp] Enter icon to retain data.  

14. [Click] the [image: image128.png]. Costinfo |



 Cost Info tab.  The Cost Info data tab will be displayed.

[image: image129.png]Create DD1556-1 Training Request

Heater Data
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15. .  As required, complete the following fields:

	Field Name
	Required/Optional
	Description

	25. Direct Cost
	Required
	c. Tuition Cost and Pymt Meth
d. Book/Material Cost and  Pymt Meth  


[image: image130.bmp]  If Government Credit Card was chosen for Pymt Meth for Field 25, then you must then [click] the [image: image131.bmp] Enter button.  The Card Holder box will activate to enter Credit Card Holder ID. number (see below screen). 
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16. As required, complete the following fields:

	Field Name
	Required/Optional
	Description

	27. Accounting Classification
	Required
	Network ([Click] [image: image133.bmp] Search icon to search for Network &

                Activity

Activity


17. [Click] the [image: image134.bmp] Enter icon.  The Check Funds button will activate. 

[image: image135.png]27, Accounting Classification

30.JobOrder 203193
29. Signature of Fiscal Officer
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18. [Click] the [image: image136.png]Check Funds



 Check Funds button as a courtesy check to see if funds exist.  The Create DD1556-1 Training Request Pop-up screen will appear with message that ‘Funds Available’ or ‘No Funds Available’.

[image: image137.bmp] Contact your Program Analyst if funds do not exist for Network Activity.

[image: image138.png]@ Funss anaie





19. [Click] the [image: image139.bmp] Continue icon.  The Create DD1556-1 Training Request screen will reappear.

[image: image140.png]Create DD1556-1 Training Request
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20. [Click] the [image: image141.bmp] Save icon.  The Overview DD1556-1 Training Request screen will appear.
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[image: image143.bmp]  Note that chosen Training Request has been added with ‘status grouping’ showing in ‘yellow’ with a ‘Status’ 10-In Process and Course not found activated [image: image144.bmp]. 

21. Select the Training Request just created by [Clicking] the [image: image145.bmp] Record Box to the ‘left’.  The Request line will become activated.
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22. [Click] the [image: image147.png]@ Submit



 icon.  This will send an MS Outlook e-mail consisting of notification to the Training Officer course is not found and action required to create course if necessary.   

	Field Name
	MS Outlook e-mail

	Training Officer
	X


23. The Overview DD1556-1 Training Request screen will not change.  
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[image: image149.bmp]  Note that the Status remained to 10-in process.

The Training Officer/Coder will now enter the course information, resubmit and approve if necessary.

When couse has been completed, follow Evaluation Process as previously covered.

How Do I Copy Form DD1556-1 From One Trainee/Applicant To Another?
	[image: image150.wmf]Trigger
	Perform this transaction when copying a DD1556-1 Training Form one Trainee/Applicant to another.

	
	Drill-down Path
	Web Portal >SAP Launch-Pad>Role>Form DD1556-1 Multiple Employees>Transaction for 1556DB Form

	[image: image151.wmf]Tips & Tricks
	Menu Path may change per role


1. Start the Copy Form DD1556-1 Multiple Employees transaction by clicking on the Transaction for  DD1556DB hyperlink.
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2. The DD1556-1 Request, Authorization, Agreement, Cert of Training screen will appear.

[image: image153.png](4 HCGQ@EHRERDDLD @
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3. As required, complete the following fields:

	Field Name
	Required/Optional
	Description

	Personnel No.
	Required
	Requestor’s employee number


[image: image154.bmp]  If employee number is unknown, [Click] the [image: image155.bmp] Search button to the ‘right’ of Personnel No. to perform a search for correct employee by either Last or First Name.  Select the employee from list.

4. [Click] the [image: image156.bmp] Enter icon.  The Overview DD1556-1 Training Request screen will appear.

[image: image157.png]Function

(4 HCGQ@EHRERDDLD @

I EIEAE

Overview DD1556-1 Training Request
[ create |1 Copy | & Change |G Display |G submit | 2 Print | @ cancel |

o
Parsmeino. |00
Lostname HosNEARA
Fistnams T
@l & @ ¥E Zal Okl
List of DD1556-1 Records
status AppriRe]
Egmupmg Status DCN CrsNotFnd | Start date | Compl date| Course Code | Course Title Created On
000 [onmsess 2005 ostanons psauzons ol wdancod el orkston psitanons
000 [aprovs  [[2FI0EE osta00s pstazons ool vancod el orkshon 052003 siazons
000 [aprovs (201055 osts2000 p5taons el vancod el orkshon 082003 siazons





[image: image158.bmp]  Note that all Training Requests are displayed with current status grouping of Training Requests.

	Field Name
	Required/Optional
	Description

	Status grouping
	Information
	10 = In Process

20 = Released for Approval

30 = Approved

40 = Rejected

50 = Evaluation Completed

60 = Evaluation Submitted

70 = Request Complete

80 = Cancelled


5. From the Overview DD1556-1 Training Request screen, activate the Training Request to be copied by [Clicking] the [image: image159.bmp] Record Box to the ‘left’ of course.  The course line will become activated.
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6. [Click] the [image: image161.png]1 Copy



  Copy icon.  The Training Agreement pop-up screen will appear. 

[image: image162.png]Accept| Reject

¥433. | am not receiving any contributions, awards, or payments in connection with this training, frorm any other
govemment agency ar nan-gavernment organization and shall not accept such without first abtaining approval from
the authorizing raining official. | agree that should | il to complete the requested training successfull, due to
cireumstances within my control, | will reimburss the agency for al raining costs (excluding salary) associated
with my attendance.

V1 have already obtained approval and autorizations from my Supervisor { Manager, in accordance with DOD
requlations. governing Form DD1556. That this Training Request will support my IDP




[image: image163.bmp]  You must comply with the above agreement before being allowed to continue.

7. [Click] the [image: image164.png]Accept



 Accept button.  The Create DD1556-1 Training Request screen will appear with employee information.  The Copy Training Request to Pop-up screen will appear.  If [image: image165.png]


 Cancel button is selected, the Overview DD1556-1 Training screen will reappear.
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8. Enter the employee number you wish to create the new Training Request for.  [Click] the [image: image167.bmp]  Search icon to search for employee by Last or First name if not known.  [Click] the [image: image168.png]


 Copy button.  The Copy DD1556-1 Training Request appears for the new Training/Applicant. 

[image: image169.png]Copy DD1556-1 Training Request
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9. [Click] the [image: image170.png]


 Course Data tab.  The Course Data tab will appear with Course Data fields automatically populated.  Verify data accuracy.  [Click] the [image: image171.png]


 Cost Info tab.  The Cost Info tab will appear

[image: image172.png]Copy DD1556-1 Training Request

Heater Data

A Agency Code C. Request Status I Initial Perno. 576 Office Symbol  AMSTA-AR-F

B.5DN 03 - PJGBA - D. Amendment nurmber Name  DELORES ABAUER

Trainee Info | CourseData | Costinfo | Approval | Course Eval | SupvComments
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25. Direct Costs
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b. BookMaterial Cost 25,00 Pyt Meth

. Total Direct Cost 12500 Card Holder Non-Credit Gard Purch Rer
Card Holder POC Narme Non-Credit Card Purch.Ord.

Card Holder POC Phane

6. Indirect Casts (for infa.) 27. Actounting Classification

a.Travel Cost 00 Netwark

b.PerdiemiOther Cost  0.00 Activity

. Total Indirect Cost 000 Check Funds.
31. Job Order

28.Labor Costs 0.00 29. Signature of Fiscal Offcer

30, Total Direct/indirect Costs. 125.00




[image: image173.bmp]  Items 25. Direct Costs, 26. Indirect Costs (for info), 28. Labor Costs and 30. Total Direct/Indirect Costs will automatically be populated do to previous course information entered.

10. As required, complete the following fields:

	Field Name
	Required/Optional
	Description

	25. Direct Cost
	Required
	a. Tuition Cost (change as required) / Pymt Meth
b. Book/Material Cost (change as required)/ Pymt Meth  


[image: image174.bmp]  If Government Credit Card was chosen for Pymt Meth for Field 25, then you must then [click] the [image: image175.bmp] Enter buttton.  The Card Holder box will activate to enter Credit Card Holder ID. number (see below screen). 

[image: image176.png]25. Direct Costs
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b. BookMaterial Cost 25,00 PymitMeth 1 Government Credit Card
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[image: image177.bmp]  If No Cost was chosen for Pymt Meth for Field 25 or you activated [image: image178.bmp] the ‘If Training does not involve expenditure of funds other than salary, pay or compensation box, then you must then [click] the [image: image179.bmp] Enter buttton.  The Tuition Cost and or Book/Material Cost will dissapear (see below screen). 
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11. As required, complete the following fields:

	Field Name
	Required/Optional
	Description

	27. Accounting Classification
	Required
	Network ([Click] [image: image181.bmp] Search icon to search for Network &

                Activity

Activity


12. [Click] the [image: image182.bmp] Enter icon.  The Check Funds button will activate. 
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13. [Click] the [image: image184.png]Check Funds



 Check Funds button as a courtesy check to see if funds exist.  The Create DD1556-1 Training Request Pop-up screen will appear with message that ‘Funds Available’ or ‘No Funds Available’.

[image: image185.png]@ Funss anaie





14. [Click] the [image: image186.bmp] Continue icon.  The Copy Training Request to Pop-up screen will reappear.

[image: image187.png]Training Requ
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[image: image188.bmp]  If you wish to copy for another employee, enter the Trainee/Applicant Personnel No. to repeat Steps 9-17.  If you do not wish to enter for another Trainee/Applicant, [Click] the Cancel button.

15. For the purpose of this ‘How Do I’, we will [Click] the [image: image189.png]*® Ccancel



 Cancel button.  The Overview DD1556-1 Training Request screen will appear from whom the the Training Request was copied from and not the Trainee/Applicant for whom the Training Request was created for.
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16. [Click] the [image: image191.bmp] Back button.  The DD1556-1 Request, Authorization, Agreement, Cert of Training screen will appear.
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17. [Enter] the Personnel No. (Trainee/Applicant) for which the Training Request has been created for.   The Overview DD1556-1 Training Request screen will appear.
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18. From the Overview DD1556-1 Training Request screen, Select the Training Request to be copied by [Clicking] the [image: image194.bmp] Record Box to the ‘left’ of course.  The Training Request line will become activated.

[image: image195.png][ create |1 Copy | & Change |G Display |G submit | 2 Print | @ cancel |
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19. [Click] the [image: image196.png]@ Submit



 icon.  This will ‘trigger’ the ‘Workflow’ process consisting of notification to Supervisor and Training Officer.   

	Field Name
	MS Outlook e-mail
	SAP Workplace

	Supervisor
	X
	

	Training Officer
	X
	X


20. The Overview DD1556-1 Training Request screen will now change.  If you wish to Display the     course for data validity prior to submission, [Click] the Display [image: image197.png]


 button.
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[image: image199.bmp]  Note that the status grouping changed to [image: image200.bmp] ‘Locked’ and Status changed to 20-Released for approval.

How Do I Display A Business Event Hierarchy?
	[image: image201.wmf]Trigger
	Perform this transaction when wanting to display training schedules.

	
	Drill-down Path
	Web Portal >SAP Launch-Pad>(Role)>Master Training Schedule>Business Event Hierarchy

	Transaction Code
	

	[image: image202.wmf]Tips & Tricks
	


1. Start the Display Business Event Hierarchy transaction by clicking on the ‘Business Event    

Hierarchy’ hyperlink.
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2. The Business Event Hierarchy pop-up screen will appear.
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3. Choose ‘Current plan’ version.  [Click] the [image: image205.bmp] Transfer icon.  The Business Event Hierarchy screen will now be activated.
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4. [Click] the [image: image207.bmp] Get variant icon.  The ABAP Variant Directory of Program RHXCGRPO pop-up screen will appear.
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5. [Click] on the ‘PICA TRAINING’ line to activate.  Now [Click] the [image: image209.bmp] Choose icon. The Business Event Hierarchy screen will reappear with the ‘Business event type/group and ‘Search term’ data elements populated. 
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6.   [Click] the [image: image211.bmp] Execute icon.  The Business Event Hierarchy Menu screen will appear.
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7.   [Click] the [image: image213.bmp] PICATINNY ARSENAL – TRAINING CATALOG folder to open.  The CDSS – 

MASTER TRAINING SCHEDULE and ONE TIME & OFF-SITE EVENTS FOR DD 1556 folders appear.

[image: image214.png]Business Event Hierarchy Menu

Brochure | Prices | 18 &0 011 5 63 2/6 ) &

1]-131 1258

8 PICATINNY ARSEAL - TRATNING CATALOG

& [ D55 - HASTER TRAINING SCHEDULE
@ [ffl ONE TIME  OFF-SITE EVENTS FOR DDL5S6





8.   [Click] either the [image: image215.bmp] CDSS – MASTER TRAINING SCHEDULE or ONE TIME & OFF-SITE 

EVENTS FOR DD1556 folder.  A list of Business Event Types (courses) will appear.  

[image: image216.bmp]  For the purpose of displaying schedules, the CDSS – MASTER TRAINING SCHEDULE  folder has been chosen.  The same process holds true for the ONE TIME & OFF-SITE EVENTS folder.
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9.   [Click] the Folder to the ‘left’ of your chosen Business Event Type (course).  The Business

      Event(s) will appear.

       [image: image218.bmp]  For the purpose of displaying business event (class) schedules, the Introduction to 

                 Weapons Safety folder will be opened.
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Result:  Schedules for CDSS – MASTER TRAINING or ONE TIME & OFF-SITE EVENTS have been displayed for User review.  







TR300 / Training Master Data & Form
1                                        

