[image: image1.wmf]

Approve/Reject Training Request


How Do I


How Do I Approve/Reject A Training Request DD1556-1?
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	Perform this transaction when Approving or Rejecting a Training Request Form DD1556-1.

	
	Drill-down Path
	Web Portal >SAP Launch-Pad>(Role)>Training Approval/Rejects


[image: image2.bmp]  Upon a Trainee/Applicant submitting their Training Form DD1556-1 for approval to the Training Officer, the ‘Workflow’ process is triggered consisting of notification to Supervisor and Training Officer.   The Training Officer will first receive a MS Outlook e-mail that action is required in the SAP System to Approve /Reject or change the Request.      

	Field Name
	MS Outlook e-mail
	SAP Workplace

	Supervisor
	X
	

	Training Officer
	X
	X


Follow the proceeding steps in the SAP Workplace for approving or rejecting for change a Training Request Form DD1556-1.

2. Start the Approve/Reject process by clicking on the DD1556DB hyperlink.
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2. The SAP Business Workplace screen will appear with the authorized Training Officer’s SAP In box.
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3. [Click] the [image: image5.png]ainbox



 Inbox.  The Inbox will open displaying all mail statuses (Unread, Documents, Workflow, etc.)
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4. [Click] on Workflow.  Only the SAP Action Items pertaining to Training Requests requirements will appear.  
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5. Note the Executable column displaying those Training Requests which need to have action taken.  Double [Click] on the Training Request Line you wish to Approve or Reject.  The Decision Step in Workflow screen will appear
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6. To view the Training Request [Click] on the “Objects” button [image: image9.png]@ Objects.



.  
The Overview DD1556-1 Training Request screen will appear for the Trainee/Applicant.
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7. Highlight the appropriate Training Request and [Click] on “Display” to review the Training Request

 [image: image11.bmp]  Upon completing the Training Request review, proceed with Step 8. 

8. [Click] on the “Back” icon (twice) from the Overview Screen to go back to the Workflow Item.
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9. [Click] either the Approved or Rejected buttons.  The Initiator will receive notification via a MS Outlook-email message.  The Trainee/Applicants Training Request will change to either Status 30-Approved or 40-Rejected.
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Result:  A DD1556-1 Training Request has been Approved (or Rejected).


10. Rejecting the Workflow Item will change the request to a status of 40-Rejected.  The status of Rejected will allow the initiator or Officer to modify the Training Request and Resubmit.

To Reject the item and not allow modifications, the Training Officer must Go to the Overview screen, highlight the Training Request and [Click] on “Cancel”.


11. Clicking on “Cancel” in Workflow will leave the Item in Workflow to complete at another time.

For approved training requests:

· When the Training request is approved for a Government Credit Card Purchase, a Purchase Requisition is automatically created.

· To create the Purchase Order, go to the Credit Card Holder’s Role and create a Purchase Order from Purchase Requisition.
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