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CPAC MODERN DCPDS TRAIN-THE-TRAINER

EXPANDED AGENDA

Purpose
This document is a more detailed version of the recommended agenda for a CPAC train-the-trainer session.  The agenda is based on a 2 day class.

CPAC staff training is intended to provide the participants with the knowledge and tools they need to both operate modern DCDPS upon deployment, and to teach their customers (end users) how to use the new system.

Handouts and references
Participants should receive the following:

· Modern DCPDS Desk Guide.

· Short Guide to Modern DCPDS.

· Lesson plans (and any related material) for each module being taught.

Lesson blocks
Each block below covers an individual lesson that is part of the standard CPAC TTT agenda.  Each block contains:

· The length of the lesson (times given are approximate and will vary depending on numbers of questions, systems response times, etc.). Additional time is built in (not specifically indicated) to cover breaks and lunch periods.

· The file name of the lesson plan (or other document) and any backup documents associated with that lesson, e.g., slide show screen dump backups that can be used if the system is not working.

· A blank space where the user can annotate the name of the primary instructor (when more than one instructor is training).

· Other basic information about the lesson (coverage, handouts, etc.).

Class opening
Day 1, 0800-0830

Opening Notes – cover the following with the class:

· Note:  if possible, have the CPAC director or other management representative open the class to demonstrate management support of this initiative.

· Introductions of students and instructors.  Find out: functional background, current job, experience with PPIs, initial concerns about modern DCPDS.

· This course will not make you an expert, but will provide you with the fundamental knowledges to assist in getting you up and running on modern DCPDS, and to help prepare you to train your customers (end users) – managers, personnel liaisons and coordinators, resource management staffs, etc.

· The new system is not perfect, there is still some missing functionality, but this is the worst you will see, it will improve over time.  In addition, the training database we will be using does not have all the functionality of live production databases and may produce errors that will not happen in the “real” world.

· We don’t have all the answers as to how everything works and how it will fit into your regular work operations.  

· Throughout the class, we want student input on the best ways to incorporate the new system into the CPAC and your installation.

· Questions are encouraged.  We will record unanswered questions and attempt to find answers.

· Hand out and review course agenda.

Fundamentals

Overview briefing
Day 1, 0830-0900

File name:  From & To.ppt 

· Primary instructor:  

· Estimated time:  20 min (can run longer with questions and discussion).

Fundamentals
Day 1, 0900-0930

Lesson plan:  Fundamentals LP.doc

Slide show backup:  Fundamentals backup.ppt

Handout:  User ID for students

· Primary instructor:  

· Estimated lesson time:  20 min.

· Coverage:  logging on, the navigator menu, the top ten list, exiting.

Records and reports
Day 1, 0930-1100

Lesson plan:  Accessing Records LP.doc

Slide show backup:  Accessing Records backup.ppt

· Primary instructor:  

· Estimated lesson time:  60 min.

· Coverage:  employee records (people screen), position records.

· Extra emphasis at the end of the lesson:  

· Review the various types of LOVs and how to most efficiently use them (use of keyboard vs. Find box, etc.). 

Lists and Reports
Day 1, 1100-1300

Lesson plan:  Lists and Reports LP.doc

Slide show backup:  Lists and Reports backup.ppt

· Primary instructor:

· Estimated lesson time:  45 min.

· Coverage:  This lesson introduces the functionality of the “View (histories and lists)” menu and the standard reports available.

· Exercise:  if time allows, have students experiment independently with various lists and reports.

The Request for Personnel Action (RPA)

The RPA
Day 1, 1300-1500

Lesson plan:  RPA LP.doc

Slide show backup (tutorial):  RPA Initiate tutorial.ppt

· Primary instructor:   
(may use several primary instructors for different segments of this lesson)

· Estimated lesson time:  90 min.

· Coverage:  initiating an RPA, routing, printing, attaching documents, tracking history.

· Exercise:  during this lesson, students should create at least two RPAs, one for an award and one Recruit/Fill, to show the RPA differences between various NOA families.

· Note:  this is a key lesson for all audiences, it is important that students feel very comfortable with the functionality of the RPA.  Allow time for thorough coverage and experimentation and discussion of how this will work in the region.  

Civilian Inbox
Day 1, 1500-1600

Lesson plan:  Inbox LP.doc

Slide show backup:  Inbox backup.ppt

· Primary instructor:  

· Estimated lesson time:  30 min.

· Coverage:  setting up a default inbox, modifying the inbox, tracking history.

OTA (Oracle Training Administration)

OTA overview
Day 2, 0800-0820

File name:  OTA Overview.ppt

· Primary instructor:   

· Estimated lesson time:  20 min.

· This module provides an overview of basic OTA functionality.

Training request form
Day 2, 0820-0830

Lesson plan:  OTA-TRF-LP.doc

Slide show backup:  OTA-TRF-PP.ppt

· Primary instructor:   

· Estimated lesson time:  10 min.

· This module shows how to complete the TRF.

Bulletin board
Day 2, 0830-0840

Lesson plan:  OTA-BB-LP.doc

Slide show backup:  OTA-BB-PP.ppt

· Primary instructor:   

· Estimated lesson time:  10 min.

· This module shows how to use the OTA bulletin board.

Local supplier
Day 2, 0840-0855

Lesson plan:  OTA-Supplier-LP.doc

Slide show backup:  OTA-Supplier-PP.ppt

· Primary instructor:   

· Estimated lesson time:  15 min.

· This module shows how to build a local supplier (vendor).

Activities
Day 2, 0855-0910

Lesson plan:  OTA-Activity-LP.doc

Slide show backup:  OTA-Activity-PP.ppt

· Primary instructor:   

· Estimated lesson time:  15 min.

· This module shows how to create an activity (course).

Events
Day 2, 0910-0940

Lesson plan:  OTA-Events-LP.doc

Slide show backup:  OTA-Events-PP.ppt

· Primary instructor:   

· Estimated lesson time:  30 min.

· This module shows how to build an event.

Enrollments
Day 2, 0940-1020

Lesson plan:  OTA-Enroll-LP.doc

Slide show backup:  OTA-Enroll-PP.ppt

· Primary instructor:   

· Estimated lesson time:  40 min.

· This module shows how to enroll students in a course.

Completions and evaluations
Day 2, 1020-1040

Lesson plan:  OTA-Eval-LP.doc

Slide show backup:  (under development)

· Primary instructor:   

· Estimated lesson time:  20 min.

· This module shows how the completion certification and evaluation forms work from the trainee, manager, and training monitor perspective.

Recording training
Day 2, 1040-1055

Lesson plan:  OTA-RcdTng-LP.doc

Slide show backup:  (under development)

· Primary instructor:   

· Estimated lesson time:  15 min.

· This module shows how to update completed training directly in an employee’s personnel record (using Oracle HR).

Reports and forms
Day 2, 1055-1110

Lesson plan:  OTA-Rpts-LP.doc

Slide show backup:  (under development)

· Primary instructor:   

· Estimated lesson time:  15 min.

· This module shows how to print a DD Form 1556.

Local codes
Day 2, 1110-1130

Lesson plan:  OTA-LocalCode-LP.doc

Slide show backup: (under development)

· Primary instructor:   

· Estimated lesson time:  15 min.

· This module shows how to set up local codes.

CSU Application

CSU Application
Day 2, 1230-1330

Lesson plan:  CSU Appl LP.doc

Slide show backup:  CSU Appl backup.ppt

· Primary instructor:   

· Estimated lesson time:  30 min.

· This lesson provides a hands-on introduction to the CSU Application, emphasizing the display screens, query capability, and canned reports.  The corresponding slide show should also be viewed since this will be used when training end users.

Training Preparation

Training Preparation
Day 2, 1330-1600

Lesson plan:  Training Preparation LP.doc

Handout:  Citrix-Metaframe install.doc

· Primary instructor:   

· Estimated lesson time:  120 min.

· This lesson provides practical information to assist in preparing the participants to conduct their own training with end users, including coverage of classroom setup, materials, hardware preparation, user IDs, and conducting classes.
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