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How Do I Navigate the Training Report?
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	Learn how to sort columns by ascending/descending order, total costs, subtotal costs and manage report layout.    
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	Drill-down Path
	 SAP Workplace>Training CDSS Administrator>CDSS Training Administration>Form DD1556-1 Multiple Employees>Training Report
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1. Start navigating the Training Report by logging into your eNova Workplace.
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2.   Enter the following data: 

	Field Name
	Required/Optional
	Description

	User
	Required
	Enter your User name

	Password
	Required
	Enter your SAP password


2. [Click] the [image: image3.png]Log On



 Button.  Your SAP Workplace Screen will appear.
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4. Open your Training Role to the Training Report transaction. 
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5. [Click] on the Training Report transaction. The Training Report screen will appear.
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6. As required, enter the following data:

	Field Name
	Required/Optional
	Description

	Office Symbol
	Required/Optional
	Displays all Personnel residing within Office Symbol

	Personnel number
	Required/Optional
	Employee Human Resource Number

	Personnel number (from – to)
	Required/Optional
	Range of Personnel Numbers if utilizing Subtotals functionality. [Example: Personnel number 30 to 40]

	Remaining data elements
	Optional
	


Note: Search for Personnel Number by [Clicking] the Search [image: image7.bmp] button and enter Personnel Name.

A. For Multiple Personnel Selection, [Click] the Multiple selection [image: image8.bmp] button. The Multiple Selection for Personnel number screen will appear.
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1. [Enter] the Single Personnel Numbers which you wish to review.  [Click] the Copy [image: image10.bmp] button.  Follow Step- 7 and the List of Travelers on TDY screen will appear with only those Personnel Numbers which you have chosen.      

B. For Selection by Initial Value, [Double Click] within the desired data element.     
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1. The Select by Initial Value Screen will appear.
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2. [Click] the desired value.  Now [Click] the Continue [image: image13.bmp] button.  The Training Report screen will reappear displaying the value insignia you have chosen.
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3. [Enter] a value pertaining to the data element you selected [Example: Personnel number].  Follow Step- 7 and the Training Report screen will appear with only the value you have chosen.  [Example:  Choosing the value of Less than [image: image15.bmp] 40, The Training Report screen will display the Training Reports of those personnel ranging from 1-39.]         

C. For Display Employee(s) Human Resource Data, enter the employee number(s) in the Employee Data section located at the top of the initial Training Report data screen.  Next [Click] the Employees only Box located in the Options section at the bottom of the initial Training Report data selection screen.
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1. Follow Step- 7 and the Training Report screen will appear with the employee(s) human resource information of those employee(s) whom you selected. 
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D. Save as Variant   

1. To save your selection as a variant, [Click] the Save as variant [image: image19.bmp] button.  The ABAP: Save as Variant screen will appear. 
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2. As required, enter the following data:

	Field Name
	Required/Optional
	Description

	Variant Name
	Required
	Name of Variant

	Description
	Required
	Short Description of Variant Name


3. [Click] the Save [image: image21.bmp] button.  The Training Report screen will reappear displaying your selection criteria.  A message will also appear at the bottom of the screen confirming your variant has been saved. 
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4. Follow Step- 7 and the Training Report screen will appear with only the value you have chosen.

D. Select Variant
1. To select a variant when first entering a Training Report, [Click] the Get variant [image: image24.bmp] button.  The ABAP: Variant Directory of Program screen will appear.
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5. [Click] the variant you wish to display.  The complete line will activate.  Next [Click] the Choose [image: image26.bmp] button.  The Training Report screen will reappear displaying your selection criteria.  Follow Step- 7 and the Training Report screen will appear with only the value you have chosen.

E. Delete Variant
1. To delete a variant from the initial Training Report screen below:
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2.    From the top of the screen, follow menu path Goto>Variants>Delete.  

[image: image28.png]Variants v [ oet
Display.
Delete.




3. The Delete Variants screen will appear as below.  [Click] the variant you wish to delete.  The complete line will become activated.  Next [Click] the Choose [image: image29.bmp] button. The ABAP: Delete Variants screen will appear.  [Click] the  [image: image30.png]& Inall clients



 radial button.
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4. [Click] the Continue [image: image32.png]¥ Continue



 button.  Another Delete variant screen will appear.

[image: image33.png]Delete variant.JT 2

Yes No % Cancel




5. [Click] the Yes [image: image34.png]Yes



 button.  The Training Report initial screen will reappear with a message verifying your variant has been deleted [image: image35.png]& VvariantJT deleted



. 

7. [Click] the Execute [image: image36.bmp] button.  The Training Report screen will appear.
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8. The following set of instructions will lead you step-by-step in performing some of the major functionalities available in the Training Report.  [i.e. Sort Columns in ascending/descending order, Total training Cost Column, Sub total multiple personnel training Cost,  and manage report layout.]  

How To Sort Columns In Ascending Order:
A. Activate a column by [Clicking] on the Column Description.  The Complete column will become activated.
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B. Now [Click] the Ascending [image: image39.bmp] button.  The column will change displaying the data in ascending form.
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How To Sort Columns In Descending Order:

A. Activate a column by [Clicking] on the Column Description.  The Complete column will become activated.
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B. Now [Click] the Descending [image: image42.bmp]  button.  The column will change displaying the data in Descending form.
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  How To Total Training Cost  Column(s) :

A. Activate a Cost column(s) by [Clicking] on the Column Description.  The Complete column will become activated.
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B. Next [Click] the Total [image: image45.png]


 button.  [Scroll] to the bottom of the Cost Column.  Total cost of trips will be summarized.
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How To Subtotal Training Cost Column(s) by Personnel :

A. Activate a Cost column(s) by [Clicking] on the Column Description.  The Complete column will become activated.
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B. Now [Click] the Total [image: image49.png]


 button.  [Scroll] to the bottom of the Cost Column.  Total cost of trips will be summarized.

C. Now [Click] the Subtotal [image: image50.png]


 button.  The Change layout screen will appear.
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D. [Click] the desired Column set you wish to sort subtotal by.  The Column Name will become activated.

[image: image52.png]Colurnn Narme
5No.

Personnel No.

[Name
Training Reguest#

Status

FetrmeEm s





E. [Click] the Black Arrow [image: image53.bmp] pointing to the left.  Your selection will be moved to the SORT criteria/Subtotals Column name.  Next [Click] the Box under the Subtotal icon to activate the subtotal functionality.  
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F. [Click] the Transfer [image: image55.bmp] button.  The Training Report screen will reappear displaying Personnel Cost Subtotals.
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How To Change/ Create Training Report Layout :
A. [Click] the Select layout [image: image60.bmp] icon.  A selection list will appear.
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B. [Click] Change layout.  The Change layout screen will appear.  [Click] the Column Name(s) you do not wish to appear on your Training Repot.
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C. [Click] the Black Arrow [image: image63.bmp] pointing to the Right.  This will return your unwanted column names back to Column set and will no longer be displayed on your Training Report.
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D. [Click] the Save layout [image: image65.bmp] button.  The Save layout screen will appear.
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Note: The Global Training Report layout(s) is displayed.

1.  To save your Training Report layout as “User-specific” in which only you can view, perform the following steps:

a.  Save layout: Remove the Forward [image: image67.bmp] Slash and enter a description of your choice. [Example:  Trn Report] 

b. Name:  Enter a Training Report name.  [Example: Total/SubtotalTraining Report] 
c. [Click] User-specific Box [image: image68.png]v User-specific




d. [Click] Continue [image: image69.bmp] button.  The Change layout screen will reappear
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e. Your User-specific Training Report is now saved.  [Click] the Transfer [image: image71.bmp] button and the Training Report screen reappears.
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2.  To save your Training Report layout as “Global” in which everyone can view, perform the following steps:
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f. Save layout: Enter a description of your choice after the Forward [image: image74.bmp] Slash. [Example:  /glb Trn Rpt] 

g. Name:  Enter a Training Report name.  [Example: Total/SubtotalTraining Report Minus Ser No] 
h.  [Click] Continue [image: image75.bmp] button.  The Change layout screen will reappear
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i. Your global Training Report is now saved.  [Click] the Transfer [image: image77.bmp] button and the Training Report screen reappears.
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How To Select A Training Report Layout When First Entering The Training Report :
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A. [Click] the Select layout [image: image80.bmp] icon.  The Choose layout screen will appear.
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B. [Click]Layout you wish to view.  The Training Report screen will appear with the layout you have chosen.
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How To Delete A Training Report Layout :
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A. From the Training Report screen, [Click] the Select layout [image: image84.bmp] icon.  A selection list will appear.
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B. [Click]Manage layouts.  The Layout: Management screen will appear.
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C. [Click] the Box to the left of the Layout you wish to delete.  The row will activate
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D. [Click] the Delete layout [image: image88.bmp] button.  The Layout: Management screen will reappear.
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E. [Click] the Save [image: image90.bmp] button.  A message will appear at the bottom of the Layout: Management screen informing you that Layouts were saved. [image: image91.png]& Layouts were saved



 

3. You’ve now completed navigating the Training Report.  [Click] the Cancel [image: image92.bmp] button to return to your SAP Workplace menu.
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