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MDCPDS TRAINING MODULE

Defining an Activity

Lesson Plan

Purpose
This lesson plan covers how to set up an Activity (course).

Target

audience
This training is intended for the following audiences:

CPOC HRD Staff
CPAC Staff

Training Monitors*

*(Decision to be made about OTA Org Trn Monitor being given this capability).

This module is not appropriate for Managers/Fiscal Officer/OTA Org Trn Monitor*/ as they can not define an activity. 

Objectives
After completing this module, participants will be able to:

· Define an Activity

Prerequisites
Students must have completed the following module(s) prior to attending this session (or have been through comparable training):

· Fundamentals (Logging on, navigating)

· OTA Overview

· Creating a Local Supplier for a Local Activity

Related 

training
The following modules provide related information:

· OHR Overview

Continued on next page

Lesson Plan, Continued

Synopsis of 

lesson
This module contains the following:

· Instructor demonstration (participants follow along)

Estimated time
This module takes approximately 30 minutes to complete.

Reference 

materials
The following references are applicable to this module:

· Modern DCPDS Users Guide (Aug99), module 7, Chapter 2,  pages 20-27 

· http://www.cpms.osd.mil/pmo/userguide/userguide.html
· http://cpma.apg.army.mil/mdcpds/referenc.htm
· OTA Quick Reference Sheet dtd 02/01/2000

· Power Point presentation of screens.

Handouts
The following handouts should be provided to each student:

OTA Quick Reference Sheet dtd 02/01/2000

Classroom

setup
This module requires the following:

· A computer classroom with workstations that have access to Modern DCPDS (CPOCMA training database or regional training database or regional live database) using either Metaframe or an Oracle client.

· An instructor workstation with the same connectivity plus a hookup to a data projector and the capability of running Microsoft PowerPoint.

· Access to printer (if applicable)- know the printer name.

· Butcher block paper and/or whyteboard.

Continued on next page

Lesson Plan, Continued

Preparation
Prior to conducting this modules, the following tasks need to be completed:

· Appropriate student user Ids and passwords need to be set up, with the following roles and responsibilities (provide each student with a printed page or card showing their logon and password):

· CIVDOD OTA TRN ADM  (CPOC/CPAC staff)

· CIVDOD OTA Personnelist (CPOC staff)

· OTA ORG TRN MONITOR (Organization Training Coordinator)*

* Depends if it is decided to give them access.

· User ID and password for the instructor, same as above.

Notes to 

instructor
In the instructional module, the following format conventions are used:

· Actions that you are to perform are shown in bold (e.g., Click the <OK> button.  Buttons you are to click are shown in angle brackets.

· Points you are to share with the class are so indicated, and are usually bulleted.

· Additional notes to the instructor are shown in italics (e.g., Make sure all students are successfully logged on before proceeding.)

· Underlined spaces are used to indicate items that you need to know in advance

Continued on next page

Instructional Module

Purpose
This portion of the module covers the following:

Defining an Activity.

Background
Provide the following background information to the class:

· Activity defines the courses listed in the DoD Central Course catalog as well as what a local supplier (vendor) can offer. 

· An Activity can be:

· A training course conducted internally or bought from a supplier

· OJT or apprenticeships

· Work Experience and cross training

· College/university courses

· An Activity Type - One of the nine OPM training course codes.  Fields such as Executive, supervisory, professional, technical, clerical etc.

Assumption
Class has just completed Creating a Local Supplier for a Local Activity lesson plan and students are at the Responsibilities screen.

Select a 

responsibility
Highlight <CIVDOD OTA Personnelist> - Click <OK>

Point out:

· Only the OTA Personnelist and OTA Sys Admin can define a local activity (maybe ORG Trn Monitor*)

· For purpose of this demo we are going to log in as the CIVDOD OTA Personnelist

*Org Trn Monitors may be given this capability in the future.

Continued on next page

Instructional Module, Continued 
Navigator Screen
Point out:

· Before you can build a local Activity you must make sure there is a local supplier.  

· Refer to procedures how to check for a local supplier was performed the previous lesson - Creating a Local Supplier lesson

· For the purpose of this demo we will use the supplier we built in the previous lesson.

· Highlight <Activities> Click <Open>.  Point out to class that they may want to add this to their top ten list if they expect to use it often.

Activities Window
Point out:

· Appears no information is reflected.

· Either:

· Press F8 on keyboard and  <arrow> to appropriate Activity Type  OR

· With your cursor in the Activity Type Block, Press <F7>, enter desired portion of activity coded, followed by % sign (Ex: 5-N%); Press <F8> on the keyboard.
· Note Working message appears at the bottom left hand side of screen.

· With the cursor in the Activity Type block, use up/down arrow keys to select the OPM Training Course Code Type you wish to use for the local Activity.
· Click <Concurrent Activities> to set up multiple activities of the same type with different dates.

Continued on next page

Instructional Module, Continued, 
Searching for an Activity

Continued on next page


Point out:

· Prior to building an activity you should check to see if someone else might have already built the activity.

· Place cursor in Activity Name Block.

· Use down arrow key on keyboard and <Scroll> through Activity Names.

            OR

· Press <F7>.  Enter first few letters of Activity Name followed by % and Press <F8>.  

· If activity is found, verify information is correct in data fields & Save. 
Point out:

· Activity name should be completely spelled out in all caps.  
· There may be various versions of the activity name in the training database i.e. Upper and Lower Case - Intern Leadership Development; INTERN LEADERSHIP DEVELOPMENT; spelled out and abbreviated - ILDC; Intern Leadership Development Course

Note:  This screen is case sensitive.

If the Activity is not in the catalog continue to Creating New Activity Descriptions.

Continued on next page

Creating new activity descriptions
· Click on the Name Field Block

· Click <Edit> <New Record> or click on the <Green Cross> on the tool bar.
(For the purpose of this demo the instructor and students will make up information).  Note:  It is very important that students use a different category type and different name for the activity than the information shown on the instructor’s screen.  Please emphasize to students to make up their own information.  The reason is that when the students save the information they will get an error message that the record is already in use.
Point out:

· At work site this would be the actual activity information supplied by the supplier.

· Use <Tab> or mouse to move to various blocks

· Name - Enter Activity Name
· Description - Type in information
· Valid Dates - From date is automatically populated by system using the date the activity was built.  Leave end date blank as activity can be reused.
· Audience - Type in information
· Objectives - Type in information
· Supplier - Click <LOV> (Enter name of supplier built in previous lesson plan)  Click <OK>

· Language - Click <LOV> System has American English at top. Click <OK>.
· Next Activity - Identifies activity after current activity has been end dated.

· Sponsor by - System populates - CIVDODHR can override - Click <LOV>.  In Enter Reduction block enter %.  Click <OK>
· Select appropriate sponsor.
· Managed by - Click <LOV> (Note only the names of the people in the region will appear).

· Maximum - Type in number.
· Minimum - Type in number.

· Max Internal- Type in number.
· Currency - Defaults to dollars (USD).

Continued on next page

Instructional Module, Continued, Continued
Creating New Activity Descriptions, con’t
· Budget - Optional -Type in total course costs.
· Actual - Leave blank while building the Activity.

· Length - Type in number that matches Unit.

· Unit - Select from drop down menu.  Match with length.

Professional Credits - not used by DOD.

Point out:

The taskflow buttons - Skills; Categories; Resources; and Copy Objects are not used by DOD.

· Click <Save>, the yellow diskette on the tool bar.  You will see a message on the bottom left side of the screen, “Transaction Complete: 1 records applied and saved.”

· To close - Click <Action> Click <Close Form> or click <x> on the upper right hand side of the screen.

Assumption
Did not log students out of CITRIX, as next lesson should be Scheduling an Event.

Summary and

conclusion
In this module we have learned how:

· Create a local activity.

Any questions?  Thanks for your attention.
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