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CEFMS BUSINESS PROCESS GUIDANCE FOR HECSA

CHAPTER 16 - TRAINING

1.  PURPOSE.

This Business Process Guidance (BPG) outlines the procedures to prepare a training request (DD Form 1556), a training purchase request (PR&C), a contractual purchase request for books associated with training, a credit card purchase request for books and conversion of a training purchase request obligation to a credit card obligation.  Information is included to create, certify, print, and view a training request (DD Form 1556), to create, approve, amend and view a training PR&C and how to change information in a training request and an uncertified PR&C and how to prepare a receiving report.

2.  GENERAL

All training is now mandated to be paid for with the IMPAC credit card whenever possible.  This BPG is to be used in conjunction with Chapter 29 – Commercial Credit Card Purchases.

3.   WHATS NEW WITH CEFMS

a.  ALL training should be paid with a credit card whenever possible.  Government Training  and PROSPECT courses can now be paid in CEFMS on a credit Card.  Documents are created under training modules and then converted to credit card purchases.

b.  Books and other training requirements are to be ordered on a credit card PR&C - not on the training PR&C.

c.  The DD Form 1556 must have all signatures, i.e. trainee, supervisor and training officer certification, on it BEFORE the training PR&C can be approved.   

d. The line item amount on the training PR&C must match the training course amount on the DD 1556 to which it is attached before approval can take place
e.  The DD 1556 and the training PR&C should be created at the same time. They need to be attached at this time, prior to the DD 1556 being fully signed.    

f.  Receiving reports for government training requests that have been converted to a credit card purchase are now created in the Miscellaneous Purchases Receiving Report option.

g.  Training obligations that have been converted to credit card obligations can now be amended in the credit card menu - aka Miscellaneous Purchase Request Menu (AACBAC).

h.  Supervisor can sign the DD 1556 and supervisor evaluation without the trainee signing either document.

4.  REQUIRED ACCESS PERMISSIONS.


a.  Any individual may prepare (originate) the training request (DD Form 1556).  No permissions in Screen 10.16 or authority by the "responsible employee" on the work item are needed to create the training request.


b.  Any individual may prepare (originate) the training PR&C (DA Form 3953) provided proper permissions have been established.  The individual preparing the PR&C must have Originate PR&C (PRC ORIG) in Screen 10.16.  Also, the individual must be given authority by the "responsible employee" to originate a PR&C citing the funding work item.


c.  The trainee's supervisor is the individual designated to certify the DD Form 1556.  The trainee is not allowed to approve his/her own training and cannot sign as the supervisor.  The supervisor must have SUPERVISOR access permission in Screen 10.16. 


d.  The Training Coordinator is the individual designated to certify the DD Form 1556 for the Training Officer.  This individual must have TRAINING REQUEST CERTIFICATION AUTHORITY in Screen 10.16. 


e.  Each Office determines who may approve the Training PR&C.  The individual approving the request must have Approve PR&C (PRC_APPR) in Screen 10.16.  Also, the approver must be given authority by the "responsible employee" to approve a PR&C citing the funding work item.


f.  CEHEC-RM-B (HECSA Programs and Budget Branch) is designated to obligate the training PR&C.  This individual must have OBLIGATE TRAINING REQUEST AUTHORITY in Screen 10.16.


g.  Training books should be purchased using a credit card contractual PR&C.  The use of the credit card is required whenever a commercial training facility accepts the government credit card. If the vendor does not accept the government credit card, then follow previously established procedures as described in section 7v Non-Credit Card Training Purchases.  When preparing a credit card PR&C for training books follow instructions in BPG 29, Credit Card Purchases.  Permissions remain the same as in paragraph 2h.


h.  Any individual may prepare (originate) a contractual PR&C for training books provided proper permissions have been established.  The individual preparing the PR&C must have Originate PR&C (PRC ORIG) in Screen 10.16.  Also, the individual must be given authority by the "responsible employee" to originate a PR&C citing the funding work item.  


i.  Each Office determines who may approve the PR&C for training books.  The individual approving the request must have Approve PR&C (PRC APPR) in Screen 10.16.  Also, the approver must be given authority by the "responsible employee" to approve a PR&C citing the funding work item.  When a credit card contractual PR&C is used, the approval and certification are done at the same time and require Other Purchases Approver Ind and Other Purchases Certifier Ind permissions in Screen 10.16.


j.  Each Office determines who may create and sign receiving reports for training books obtained from commercial sources.  The individual preparing the receiving report must have Authorized Receiver in the Role Maintenance Screen 10.16.  This is established by the Data Manager for Access Permissions based on the request form submitted by the Office Chief.  Also, the individual's organization code should be entered by CEHEC-RM-B as a receiving organization when creating the obligation document.  See section 7p  Receiving Reports for Training from Commercial Vendors  for instructions to add a receiver to an existing obligation.

5.  ELECTRONIC SIGNATURE REQUIREMENTS.

The following persons must have electronic signature capability:

· Supervisor

· Training Coordinator 


· Approver of both the training PR&C and the training books PR&C 

· Individual preparing the necessary receiving reports

· Training PR&C obligator

· Credit Card Approver/Certifier

· Credit Card Obligator

· User Converting Training Obligation to Credit Card Obligation

Even though the trainee must certify the DD Form 1556, electronic signature is not required to perform that certification.

6.  Document Flow.

· The training request (DD Form 1556) is originated.

· The training PR&C is originated when there is a cost for the training.  No training PR&C is created if the cost is zero.

· The DD Form 1556 is linked (attached) to the PR&C.

· The trainee certifies the DD Form 1556.

· The supervisor certifies the DD Form 1556.

· The HECSA Training Coordinator certifies the DD Form 1556.

· The approver signs the PR&C after ensuring information is valid and appropriate and after the Training Coordinator certifies the DD Form 1556.

· After all other approvals, the PR&C is certified by CEHEC-RM-B to commit the funds.

· CEHEC-RM-B obligates the training purchase request. 

· The HECSA Training Coordinator forwards the appropriate copies to the vendor.

· If books are needed for the course, a separate credit card PR&C or contractual purchase request is originated.  A credit card PR&C is to be used whenever possible.

· The approver or credit card approver/certifier signs the PR&C for books after ensuring information is valid and appropriate.

· Although CEHEC-RM-B obligates the training PR&C, when a credit card is used the credit card holder will call the vendor and place the order.

· Credit card PR&C for books is obligated by credit card holder.

· The Credit Card Holder will convert the training obligation to a credit card obligation when the purchase is made on the credit card.


· Each Office is responsible for preparing the receiving report for books associated with training.  This is normally done by the credit card holder when the credit card is used for payment.

· Upon receipt of the training, the trainee completes the evaluation form.

· Upon completion of trainee's evaluation, the supervisor completes the evaluation form.

· The HECSA Training Coordinator prepares the receiving report for all commercial vendor training.  Receiving reports are not prepared on government or PROSPECT training unless paid by credit card.

· The UFC will enter the invoices for training and/or books and certify them for payment when the training and/or books are not paid with a credit card.

· When the credit card is used the credit card holder prepares the monthly statement in accordance with instructions in BPG 29, Commercial Credit Card Purchases.

7.  ScReen Navigation.


a.  CREATE TRAINING REQUEST (DD Form 1556)

From the Main Menu (Menu ID: A), select


FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)





TRAINING






(6, press Enter)


CREATE/EDIT TRNG REQ (DD1556)


(1, press Enter)

CEFMS should be at the Training Request (DD 1556) Create/Update Screen 9.10.  
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Figure 16-1.  Training Request (DD1556) Create/Update Screen 9.10.  Page 1

Training Ref No



Press Enter. This number is automatically generated and populated when the DD Form 1556 is completed and committed.  

Certified by Training Officer

Skipped.  This field displays the certification date once the request has been certified.

Employee Id




If known, enter the CEFMS ID NO of the trainee and press Enter.  Use standard format of LLLLFSSSS (LLLL = First 4 of last name, F = First name initial, SSSS = Last 4 of SSN).

If employee ID is unknown, press F4.  Start typing the last name, highlight correct name when it appears, press enter, or click on the OK button.  Press Enter to pull the employee information into the Employee ID field.  Press Enter.  The cursor will move to the Fed Service Years field.

Name





Automatically populated when Employee ID is selected.

Office Sym 




Automatically populated when Employee ID is selected.

Org





Automatically populated with the employee's organization code when Employee ID is selected.  This must match the Training PR&C’S REQUESTING ORGANIZATION field.
Type Appt




Automatically populated with employee’s appointment type when Employee ID is selected.

Fed Service Years (Optional)

Enter the number of years of federal service.  (May leave blank.)  Press Enter.

Months (Optional)



Enter the number of months of federal service if less than one year.  (May leave blank.)  Press Enter.

Handicapped  (Optional)


Enter Y if trainee is handicapped or disabled. To leave blank, press Enter.

OS





Automatically populated with employee’s Occupation Series when Employee ID is selected.

Position Level



This is a required field.  Valid values are displayed on the message line.  Enter the employee's position level code as follows:  







Enter E for Executive







Enter M for Manager







Enter S for Supervisory







Enter N for Non-supervisory







Enter O for Other







Press Enter. 







If E, M, S, or N is entered, the cursor moves to OTHER COURSE NO and the OTHER POSITION field automatically populates with description. 







If O was entered, cursor moves to OTHER POSITION. 

Other Position



If employee's position was entered as O enter employee’s title.  Press Enter.  







Automatically populated if E, M, S, or N was entered in POSITION LEVEL.

Course Type




C
Corps PROSPECT: Enter C for






Corps PROSPECT courses offered by PDSC in Huntsville.  Press Enter.







G
Government, but not PROSPECT: Enter 








G for all courses offered by the federal 








government, including non-PROSPECT 








Corps courses.  Press Enter.






N
Non-government:  Enter N for any






training offered by an organization other than the federal government.  Press Enter.  

Resource Code



a.   COURSE TYPE   C      





           PROSPECT courses, press F4.  This retrieves the Current Training Courses List Screen 8.20B which lists all of the PROSPECT courses. Select the code that matches the RESOURCE on the Training PR&C.  (The resource code usually begins with TRAIN followed by a three-digit PROSPECT course number.)  If unknown, use F2/F3 to enter query.  Press Enter.  The COURSE TITLE will automatically populate. 
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Figure 16-2.  Current Training Courses List Screen 8.20B.  Used to select Prospect course number.







b. COURSE TYPE G 







Government (non-PROSPECT) courses, automatically populated with TRAINING.

c. COURSE TYPE N 

Non-government courses are automatically populated with TRNGNONGOV.

Session No




 Required field for PROSPECT courses only.  







a.  If known, enter the appropriate session number and press Enter.  







b.  If unknown, press F4 to select the session code from the list of available sessions.  To query using “Find,” press Tab, type %, the month or date (capitalized), another % and press Enter.  Use the up and down arrows to highlight and select the session code.  Press Enter to populate the DD Form 1556 with the session number.  Press Enter. 







c.  The cursor moves to the BOOKS / OTHER COST field.







d.  COURSE COST, TRAINING START and TRAINING END dates automatically populated.

Other Course No (Optional)

For non-Prospect courses enter the course number if available.  Press Enter.  To leave blank press Enter.

Course Title




Required field.  

a. For a non-PROSPECT course, enter the title of the course and press Enter.  

b. Automatically populated for PROSPECT courses.

Course Cost US



a. For non-PROSPECT course, enter the cost of the course except when no DD Form 1556 is being created.  Press Enter.  







b.  For PROSPECT course, automatically populated. 

Course Cost FC



Used for foreign currency only.
Books / Other Costs



Enter the cost for books, materials and other related costs to be incurred for this training course. Press Enter.  
Travel Cost




If the trainee is traveling to attend the training course, enter the estimated amount of the travel (transportation) cost to and from the training site.  This information will be documented on the employee’s travel order.  







Press Enter.  
Per Diem/Other Cost


If the trainee is traveling to attend the training course, enter the estimated amount of per diem/other cost.  Press Enter.  
Labor Cost




Enter the labor cost.  Press Enter.  
Objective




The Training Text Field Entry Screen 9.10.11 appears for the user to enter a narrative of the course objectives to be obtained by attending this course.  Continuously type all remarks.  Do not press enter to move to the next line.  CEFMS will automatically wrap the text to the next line.  Press Save when complete, or press F10 to exit the pop-up window without saving the comments.  

Facility / Vendor



a.  This is the vendor presenting the training.  Press F4 to select from a listing of commercial (non-government) and government vendors.  Be very careful.  Selecting the wrong facility code could result in an erroneous payment.  Use Page Down/Page Up keys to move between government and non-government vendors.  
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Figure 16-3.  Commercial/Government Vendors List Screen 4.179A.







b.  Use F2/F3 to query for vendor or organization.  Highlight and press Enter to select and populate the field.  This information must match the TRAINING FACILITY field on the training PR&C.  The cursor moves to the OTHER LOCATION field.







c.  If a PROSPECT course, the FACILITY/ VENDOR code will be PROSPECT.

Other Location



This field is required if the training site location is different from the FACILITY/ VENDOR (an example might be a PROSPECT course located in Baltimore MD but the FACILITY/ VENDOR is Huntsville Training Center).  Enter the city and state where the training will be conducted.

SAACON Site Id 



Form skips to PURPOSE field.  This field is populated when the Purchase Request is prepared and the training form is attached.  It is based on the FACILITY/VENDOR code selected.

Purpose (Optional)
Enter the PURPOSE code for this training.  Press Enter.  If PURPOSE code is unknown, press F4 for a list of available codes.  Use up/down arrow keys to move to appropriate purpose.  Press enter to select.   To leave blank press Enter. 








Purpose Codes.







CODE

DESCRIPTION







1
Mission or program change







2
New Technology







3
New work assignment







4
Improve present performance







5
Meet future staffing needs

6 Develop unavailable skills

7 Trade or craft apprenticeship

8 Orientation

9 Adult basic education

Special Interest (Optional)


Enter the special interest code for this training.  Press Enter.  To leave blank press Enter.








Special Interest Codes.







CODE 
DESCRIPTION







0
None







1
Executive development







2
Supervision

Priority




Required field. Enter the priority code for this training in accordance with DOD Instruction 1440.25-M,410.  Press Enter.  To leave blank press Enter.





Priority Codes.

CODE 
DESCRIPTION


     1
Training.  The acquisition of new skills and knowledges that are needed now to perform one’s duties.  Training is considered to be Priority 1; identified needs must be met during the next 6 – 12 months.

     2
Education.  The acquisition of new skills and knowledges that are needed soon (next 12 – 24 months).  The education may be for either planned additional duties, improvement of existing skills, or career development.

Method




Required field.  Enter the training method code for this course.  If unknown, press F4 for list of available training method codes.  Use up/down arrow keys to move to appropriate code.  Press enter to select.  To leave blank, press Enter.






Training Methods Codes.





CODE 
DESCRIPTION







1
On-the-Job (Formal)







2
Rotate Assignment







3
Seminar (Training)







4
Conference / Meeting







5
Correspondence







6
Directed Study







7
Classroom (Resident)







8
Classroom (On Site)







9
Test / Equivalency 

Type (Optional)



Enter the training TYPE code for this course.  Press F4 for list of available training TYPE codes.  Use up/down arrow keys to move to appropriate code.  Press Enter to select.  To leave blank, press Enter.







Training Type Codes.







CODE 
DESCRIPTION







1
Executive and management







2
Supervisory

3
Legal, medical, scientific, or engineering

4 Administration and analysis

5 Specialty and technical

6 Clerical

7 Trade or craft

8 Orientation

9 Adult basic education

Level
(Optional)



Enter the trainee's educational level at the current time.  (May leave blank.)   Press Enter.








Training Levels Codes







CODE
DESCRIPTION

1
Elementary

2
High School

3
Vocational / Technical / Sec / Business

4
College, undergraduate

5
College, graduate

6
College, post graduate

Security Clearance
(Optional)

Enter the SECURITY CLEARANCE for this course.  (May leave blank.)  Press Enter.







Security Clearance Codes.







CODE  DESCRIPTION







U
Unclassified







C
Confidential







S
Secret







TS
Top Secret

Selection Reason  (Optional)

Enter the code for the reason this course was selected.  Or, press F4 for list of available reason codes.  Use up/down arrow keys to move to appropriate code.  Or, leave blank.  Press Enter to select.  


Selection Reasons Codes

CODE  DESCRIPTION

1
Quality of training.

2  
Most cost effective

3
Unique capability of training source

4
Location

5
Not available in government

6
Incidental to procurement of equipment

7
Timeliness

Source




Required field. Enter the SOURCE code for this course.  Or, press F4 for list of available SOURCE codes.  Use up/down arrow keys to move to appropriate code.  Or, leave blank.  Press Enter to select.  







Training Source Codes







2
Government-Interagency







3
Non-Government, Designed for Agency

4 Non-Government – Off-Shelf

5 State or Local Government

A
US Army

D
Other DOD

F
US Air Force

M
US Marine Corps

N
US Navy

S
Defense Logistics Agency

Alloc. Status  (Optional)


Enter a code from the list below for this course.  (May leave blank.)  Press Enter.


Allocation Status Codes.

CODE 
DESCRIPTION







1
Primary







2
Alternate







3
Space available

TRAINING START DATE


Enter the date the training is scheduled to begin.  Format must be DY-MON-YEAR.  Press Enter.  







Note:  Automatically populated for PROSPECT courses when the session number is entered.  It cannot be changed without selecting another session number.

TRAINING END DATE


Enter the date the training is scheduled to end.  Format must be (DY-MON-YEAR).  Press Enter.  






NOTE:  Automatically populated for PROSPECT courses when the session number is entered.  It cannot be changed without selecting another session number.

COURSE HOURS-DUTY


Enter the number of hours the course will run during regular duty hours.  Press Enter.  

COURSE HOURS - NON DUTY

Enter the number of hours the course will run during off duty time if applicable.  (May leave blank.)  Press Enter.

Purchase Request
Automatically filled in when training document is attached to the training PR&C.

PR Line Item No
Automatically filled in when training document is attached to the training PR&C.

Press Save to Commit DD Form 1556.  At this time, CEFMS will generate a training reference number. 
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Figure 16-4.  Training Request Number acknowledgement remark.

Make note of the training reference number for printing and future queries.  This training reference number is used to attach the DD Form 1556 to the Training PR&C.  Printing the screen may help when creating the purchase request.

Press F10 to exit or if the originator is the trainee Press Page Down key to certify.



b.  TRAINEE'S DD Form 1556 CERTIFICATION

If the originator of the DD Form 1556 is the trainee, the certification can be done at the time the DD1556 is originated.  Once the DD Form 1556 has been saved, press Page Down key.  CEFMS should be at screen 9.10A.  The user may experience difficulty with this procedure if the user has SUPERVISOR or TRAINING REQUEST APPROVAL AUTHORITY on Screen 10.1.  In these cases, recommend using the menu options listed below.

From the Main Menu (Menu ID: A), select

     
FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)


TRAINING






(6, press Enter)

     
TRAINEE'S DD1556 CERTIFICATION


(2, press Enter)

The user should be at the Trainee DD1556 Certification Screen 9.10A.

[image: image5.jpg][€v2.1.22 Trainee DD1556 Cerification 8.10A -]
Action Edit Block Field Record Query ESIG Help

ootsss . i [ Em. 1.t e
e Grade:
Corps Courser: [ ] _ContUs: Curvency Corle:
o Vendor
Start Date: e Course fire, Duy: ton Dt
e —
n b vagae seteice
Title Phone [EgtEs
i
e = o
Tites foteas
T
j Date:
Tt s
_[PRAc  purchase Requesti PR Line Kem o _Jootsss
| prev | tiext | auerv | wist | swe | et | et Pane

Record: 171





Figure 16-5.  Trainee DD1556 Certification Screen 9.10A














Press F4 for list of documents available for certification or use F2/F3 to query for the training document to certify.  Highlight and select the correct training form.

DD1556 Ref No



a.  Press Enter.
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Figure 16-6.  Popup box to instruct to Enter Y to certify.

b.  Acknowledge message.

c.  The Statement ‘I certify and agree to the conditions of this training.’ will populate on the form and move the cursor to the  “Certify?” field.

d.  Press Y to certify. The certification date will automatically populate with the current date.  Press Enter.

The following popup window appears:
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Figure 16-7.  Acknowledge agreement statement.

e. Enter Y and Press Enter.
f.   If N is entered user is returned to the DD Form 1556

g.  Acknowledge message popup message.

h.  Press Save to commit.

i.  F10 can be pressed at anytime to exit.

Press F10 to exit.




c.  SUPERVISOR'S DD1556 CERTIFICATION

Once the trainee has certified the training request form, the DD Form 1556 is now ready for the supervisor's certification.  A supervisor may not certify his or her own training document.

Screen Navigation:

From the Main Menu (Menu ID: A), select

      FINANCIAL MANAGEMENT FUNCTIONS


(1, press Enter)

      TRAINING






(6, press Enter)

      SUPERVISOR'S DD1556 CERTIF



(3, press Enter)

CEFMS should be at the Supervisor DD1556 Certification Screen 9.10A.
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Figure 16-8.  Supervisor DD1556 Certification 9.10A

Press F4 for list of documents available for certification.

Acknowledge any messages.
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Figure 16-9.  Training Request (DD1556) List Screen.

Use F2/F3 to query for the training document to certify.  

Highlight the correct document and press Select or press Enter to populate the screen.
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Figure 16-10.  Screen 9.10A Supervisor certification screen.

DD1556 Ref No



Automatically populated. 

Emp. Id. No




Automatically populated. 

Name





Automatically populated.

Organization




Automatically populated.

Grade





Remains blank.

Corps Course



Automatically populated.

Cost US




Automatically populated.

Cost FC




Automatically populated.

Currency Code:



Remains blank.

Course Title                                             Automatically populated.

Vendor



          Automatically populated.

Start Date



          Automatically populated.

End





Automatically populated.

Course Hrs. Duty



Automatically populated.

Non-Duty




Automatically populated.







Press Enter.   







Following message appears:
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Figure 16-11.  Certify or waiver message.







Acknowledge message.



(1) TO CERTIFY

Enter Y to certify.  Press Enter

The following message appears:
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Figure 16-12.  Update/Review remarks message.

Acknowledge message. 

Date is populated.  

Cursor moves to Remarks. Type or review remarks if necessary.  Press Enter.

If the trainee has not signed or certified the training form the following message appears:
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Figure 16-13.  Trainee has not certified message.







Enter Y if the supervisor agrees. Press Enter.

Enter N if the supervisor disagrees. A message will appear stating “Supervisor certification Failed”.  Acknowledge message. Press Enter.



(2) TO DECERTIFY

For supervisory disapproval.







Enter N to decertify, press Enter to enter date and Enter again to enter remarks if necessary.  Press Save to commit.  If trainee has not decertified, the user will get a message to notify the trainee to decertify the form as well.  Enter Y.  Press Save to commit.

(3) TO WAIVE
This is an option we are not authorized to use per CEHEC-HR.
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Figure 16-14.  Review Remarks Screen. 







Acknowledge message.

Date is populated.  Cursor moves to Remarks field.

Enter remarks.  Press Enter.  The following message appears.  The remarks must contain the word “waive”.
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Figure 16-15.  Remarks required for waiver message.







Acknowledge message.







The following message appears:

[image: image16.jpg]=10l x(

Action Edit Block Fleld Record Query ESIG Help

[THE TRATNEE FAS NOT CERTIFIED THIS 1556. WILL YOU ENSURE THAT

o Cxaeosaan SToutonass sas oRRCENS o Tix (EAOALISse rona ul





Figure 16-16.  Trainee has not certified message.







Enter Y to accept.







Press Enter.







Acknowledge message.







Press Save to commit.

 Press F10 to exit.





d.  TRAINING OFFICER’S DD1556 CERTIFICATION

Once the supervisor has certified the DD1556 the document is ready for the Training Officer’s certification.

Screen Navigation:

From the Main Menu (Menu ID: A), select


FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)


TRAINING






(6, press Enter)


TRAINING OFFICER’S DD1556 CERTIF

(4, press Enter)

CEFMS should be at the Training Officer DD1556 Certification Screen 9.10A.
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Figure 16-17.  Training Officer DD1556 Certification 9.10A.

The Training Officer DD1556 Form will automatically populate with the first training document in the system.  Press F4 for list of documents available for certification or use F2/F3 to query for a specific document to certify or decertify.  Once the correct document is populated on the screen the following steps are performed.

DD1556 Ref No



Press Tab or Enter key to certify.







The statement will appear “I certify this training meets regulatory requirements” and the cursor will move to the CERTIFY? field.







Enter Y to certify.  Press Enter to enter date and Enter twice again to enter remarks.  The remarks box will appear in the center of the screen.  Continuously type all remarks.  Do not press Enter to move to the next line.  CEFMS will automatically wrap the text to the next line.  Press Save to accept the remarks.  Press Save again to commit and save the remarks to the document.







Enter N to disapprove or decertify, press Enter to enter date.  Press Save to commit.  If an N is entered and the supervisor and trainee have not decertified the statement will appear “This 1556 has not been decertified correctly.  Will you ensure that affected personnel are notified of the 1556 decertification?”  Enter Y to agree that the Training Officer will notify the supervisor and trainee that the DD1556 has been decertified.  If an N is entered the certification will fail.







A question will appear in a pop-up window to ensure you are complete.  Enter Y or N.  Press Enter.  If N is entered user is returned to the DD Form 1556.  If Y is entered the certification is committed.


e.  CREATE TRAINING PURCHASE REQUEST

If training is for a course sponsored by CEHEC-HR and you are requested to prepare a Reverse SF1080 refer to the guidance under the Reverse SF1080 BPG to prepare the government purchase request.

From the Main Menu (Menu ID: A), select


FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)


TRAINING






(6, press Enter)


TRAINING PURCHASE REQUEST


(5, press Enter)

You should be at the Purchase Request Create/Update Screen 2.34.
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Figure 16-18.  Purchase Request Create/Update Screen 2.34 pg 1 (Header Page).

Queried/New Amendment No

Should be at zero when originating a purchase request.  Press Enter.

Amend Date




Automatically populated, press Enter.

Planning Ind




Leave blank for non-planning PR&C.  At this time the planning PR&C does not work for training.  Press Enter.
Priority Code




Normally, priority code 15 is entered.  However, priority codes 3, 6 or 8 may be entered if the occasion warrants.  Use F4 list for descriptions.  Press Enter.  Cursor moves to TARGET OBLIGATION DATE field.

Urgency Of Need



Automatically skipped for training PR&Cs.  

Buyer Code




Automatically skipped for training PR&Cs.

Buyer Name




Automatically skipped for training PR&Cs.

Contract Site ID



Automatically skipped for training PR&Cs.

Contract Status



Automatically skipped for training PR&Cs.

Target Obligation Date


Enter the date of expected obligation of funds or leave blank.  Press Enter.
Obligation Ref No



Enter an existing obligation/contract number, use F4 to retrieve a contract number or leave blank.  Press Enter.
Requesting Organization


Pop-up Window will automatically appear at this point.  Use F2/F3 to query on the requesting organization and facility code of the trainee.  (This is the same organization and facility code used on the DD1556.)  Use up/down arrow keys to move through the list to select the appropriate organization/facility combination and populate the PR&C form.  Both commercial and government vendors are listed.  Press Enter.

Organization Issued To


Enter the organization code of the training office processing the PR&C.  Use W200000 for the HECSA Training Coordinator.  Press Enter.
Training Facility



Automatically populated based on the organization issued to and facility combination selected above.  

You should be at the Purchase Request Create/Update Screen 2.34.1.
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Figure 16-19.  Purchase Request Create/Update Screen 2.34.1. POC screen.

Technical Point Of Contact


Enter the ID NO of the individual to be

ID No





contacted for additional information about the purchase.  Usually this will be the trainee.  If ID NO is not known, press F4 and execute an F2/F3 query. 

Financial Point Of Contact


Enter the ID NO of the individual in the

ID No





CEHEC-RM-B who will certify the PR&C.  If ID NO is not known, press F4 and execute an F2/F3 query. 

Press Page Down or the PR Specific Remarks button to enter remarks.  

Press Save to commit.  The PURCHASE REQUEST NO is automatically populated.  Make note of the PR&C NO to assist with printing and future queries.

From the PURCHASE REQUEST CREATE/UPDATE SCREEN (Screen 2.34), press Ctrl‑F1 or the PR Line Items button to create line items.  If multiple training requests are prepared for the same course, one PR&C can be prepared as long as the trainee organization codes are the same.  Otherwise each training request will have to be prepared separately.

You should be at the Purchase Request Line Item Create/Update Screen 2.36.

[image: image20.jpg][£4v2.1.135 Purchase Request Line Item Create/Update Screen-

Action Edit Block Fleld Record Query ESIG Help

=lolx|

Purchase Request Ho: [is027313403346 Amend Ho: [ o] Amend Date: [o6pac—z001

Line ttem Ho: Emp ID (SF1164): S8 Line item no:

Line tem Description:

Method of Accomplishment:

ordering Woric ern: [N

TS Humber:
Gontractuse indicator: ]

ofc Sym:
Customer Pick Up?
Ship T

_[Returnto Menu [ View Line temistory | view APPHS Disapprovsl Remarks

prevpoge prev | wowt | overy | uist | swe | et extPage
Ehtor e purchase requestand commimentTne o e o F3 0 reate new s Hem record
Recard. 11 Uit ofValues





Figure 16-20.  Purchase Request Line Item Create/Update Screen 2.36

Line Item No




Enter 1 for first line item. Press Enter.
S&A On Line Item No


Automatically skipped for training PR&Cs.

Line Item Description


Enter brief description of the course.  Usually this is the course title and the trainee's name.  Press Enter.
Method Of Accomplishment

Automatically populated based on the REQUESTING ORGANIZATION and TRAINING FACILITY selected on the PR&C header.  Press Enter. 

Ordering Work Item



Enter the authorized work item where the cost will be recorded.  Press Enter.  You may use the F4 list query for the work item.

ITIPS Number
Enter NA. Press Enter. This is the Information Technology Investment Portfolio Systems (ITIPS) number and is used to purchase Information Technology-related assets (equipment, software, contract services, etc.) and does not apply to training PR&Cs.

Contract Use Indicator
Defaults to N.  Press Enter; the line  will read “Line item will be manually awarded in CEFMS.”

Required Delivery Date


Field is automatically populated with today's date.  Change the date to the course start date.  Press enter.
Deliver To ID




Enter the ID NO of the trainee.  If ID NO is not known, press F4 and execute an F2/F3 query.

Ofc Sym




Automatically populated with trainee's office symbol once the Deliver To ID is entered.

Customer Pick Up?



Automatically skipped.

Ship To




Leave Blank.  Press Enter.

You should be at Page 2 of the Purchase Request Line Item Create Update Screen 2.36.1.
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Figure 16-21.  Purchase Request Line Item Create/Update Screen 2.36.1 page 2.

Fund Work Item



Press F4 to select the appropriate funding account to be charged. (Funding Account List Screen 4.148.)  Care should be taken to select the correct funding account if more than one exists.  More than one funding account exists if a question mark is in the second part of the record number (ex.  Record: 1/?)  This is in the record count field located in the lower left corner of the screen.  Arrow down to select the correct funding account and press Enter.
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Figure 16-22.  Funding Account List Screen 4.148.

All fields that pertain to funding are populated when you choose your funding work item.  The cursor will be at the RESOURCE code field.

Resource




Press F4 for the Training Resource Codes List Screen 3.3TR.  Normally, the resource code will already be filled in.  If not, use the following as a guide to select the correct code.

1. PROSPECT training:  Select the resource code from the DD Form 1556.  Press Enter to select the course that was identified on the training form. 

2. Government Training:  Select TRAINING. Press Enter.  If a resource code is not available, contact the POC as identified in Appendix A.

3. Non Government (Commercial) Select TRNGNONGOV.  Press Enter. 
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Figure 16-23.  Training Resource Codes List Screen 3.3TR.

EOR Code




Press F4  (Active Element of Resource List Screen 9.4) to select an EOR.  EORs are tied to the resource code.  If an EOR is not available, contact your data manager as identified in Appendix A.  Select the EOR and press enter to pull the EOR back into the PR&C.  Also, if you know the EOR, you may type it directly in the EOR CODE field, then press Enter.
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Figure 16-24.  Active Element of Resource List Screen 9.4.

Work Cat




You must press F4 to choose the Work Category from the Work Breakdown Element List Screen 4.110.  



   Press F2.




   Enter the Appropriation, Department, Work Category and Work Category Element codes.  Ask your Budget POC if you do not know which codes to use.  



   Note:  For Revolving Funds (Appropriation 4902) ONLY, use ALLOEX for the Work Category and TRNG for the Work Category Element, if available for that RF work item.
   Press F3.







Press Enter to select.
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Figure 16-25.  Work Breakdown Element List Screen 4.110.

Work Cat Elem



Automatically populated by the Work Category selection process.   

Hand Rec Acct



Leave blank.  Press Enter.

Cost Type




Automatically populated.  Form will skip to next field.

Foreign Curr




Leave blank.  Press Enter.

S&A Rate Type



Automatically skipped.

S&A Rate




Automatically skipped.

You should be at Page 3 of the Purchase Request Line Item Create/Update Screen 2.36.2.
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Figure 16-26.  Purchase Request Line Item Create/Update Screen 2.36.2. page 3

Unit Of Measure



Enter CU for course.  Press Enter.
Qty





Enter the quantity of training courses to be purchased.

Unit Price




Enter the price of the course to be purchased.  







NOTE:  If a PROSPECT resource code was selected earlier, the price is populated based on the price included in the resource code table.  This price cannot be changed.

AMOUNT




The form will automatically calculate the total amount based on the QTY times the UNIT PRICE.







Press Save to commit.  

Returns to the 1st  page of the line item.

The user now needs to attach the DD1556 to the PR&C for this line item.


f.  ATTACH DD1556

From the 3rd page of the Purchase Request Line Item Create/Update (Screen 2.36.2), press Ctrl-F4 or click on the Attach DD1556 Button to attach a DD Form 1556 to the purchase request.

You should be at the Training Form (DD1556) Reference Number List Screen 4.181.
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Figure 16-27.  Training Form (DD1556) Non-Corps Courses List Screen 4.181.

Enter Y next to the DD1556(s) that you wish to attach to this line item.  Press Save to commit.  Press Enter to acknowledge message at the bottom of the screen.

You should be at the Training Purchase Request * Current* Attachments Screen 9.6.  
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Figure 16-28.  Training Purchase Request Current Attachments Screen 9.6.

Press F10 to return to the Purchase Request Line Item Create/Update Screen (2.36.2).


g.  DETACH DD1556

A DD1556 can be detached as long as the PR&C has not been certified.  This would be done if the wrong DD1556 has been attached.  From the 3rd page of the Purchase Request Line Item Create/Update (Screen 2.36.2), press Ctrl-F4 to attach a DD1556 to the purchase request.

You should be at the Training Purchase Request *Current* Attachments Screen 9.6.  Place the cursor on the DD1556 to be detached.  Press Shift-F5 to detach the DD1556.  Press Save to commit.  Press F10 to return to the Purchase Request Line Item Create/Update Screen (2.36.2).  At this point the user can follow the directions above to attach the PR&C to a different DD1556.

If you do not have additional line items to create, press Ctrl-F10 to return to menu.  To create a new line, Page Up twice to return to Screen 2.36, press F9 and repeat these procedures starting with LINE ITEM NO above.  TIP:  To create a new line item without having to retype most of the information, press F7 after pressing F9.  A new line item will be created by duplicating most of the previous line item.  Enter the next line item number.  Make the necessary changes to each field.  Press Save to commit where required.

After all line items have been entered, the PR&C is now ready for approvals.  To facilitate the approval process, make note of the PR&C NO before pressing Ctrl-F10 to return to menu.

The PR&C may be canceled at any time prior to certification.  However, only the approver can cancel the document.  See instructions in section 7h Approve Training PR&C.  Once certified, an amendment must be prepared to reduce the PR&C line item amounts to zero.  See instructions under section 7k  Amend Training PR&C.


h.  APPROVE TRAINING PR&C

From the Main Menu (Menu ID: A), select


FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)


TRAINING






(6, press Enter)


PR APPROVAL / CERTIFICATION


(10, press Enter)

You should be at the Purchase Request Approval Certification Screen 2.35.01.

[image: image29.jpg][£v2.1.135 Purchase Request Approval/Certification Screen 2:35.01 =10l x|

Action Edit Block Fleld Record Query ESIG Help

Amendment Ho:

Originator Hame:

Planning ndicators |
Foreign Currency Line tems? ]

Requested Amend Ar
Amend Amt (F

Approver Hame:

Have Appropristion Time and Purpose Requirements besn met? |

Certification Dat Certifier Hame:

Gertitation né: []

Diresroes [ _[Funding Account _|Misc Purchases
(B e Dt Ll
prev pase | prov | tert | auerv | wist | swe | ewt | ot Page

Fress <F2> hen enter the Furchase Request or press <F4> 1o choose from list
Record: 171





Figure 16-29.  Purchase Request Approval Certification Screen 2.35.01.

· An individual may approve a PR&C only if he or she has been given authority on the funding work item by the responsible employee. 

·  At the time of approval, the approver is indicating that appropriation time and purpose requirements have been met.  

· The approver must ensure the information entered by the originator is valid/appropriate for the appropriation(s) cited, and will be obligated within the time required by the appropriation.  

· The approver should press the Funding Account button to review the funding account for fund availability.  

· Check amount in AVAILABLE FOR CERT field.  

· By reviewing the funding account, delays resulting from disapproval by the CEHEC-RM-B certifier will be avoided. 

· Use F4 list to select the PR&C to be approved.  

· Only those PR&Cs available to the approver will be listed.  

· If the PR&C does not appear or cannot be retrieved, view the PR&C status to ensure that it has not already been approved.  

· Follow instructions paragraph 7j  VIEW TRAINING PR&C to view the PR&C.

Purchase Request No


Ensure that the document on the screen is the one to be approved.  Use the buttons at the bottom of the screen to review the document.  Approver must ensure that all the information for the PR&C is correct.  After reviewing the document, press F10 to return to Screen 2.35.  Press Enter.

Release Date



Use date populated by the system.  Press Enter.

HAVE APPROPRIATION TIME AND PURPOSE REQUIREMENTS BEEN MET?

Options:
Y
Press Save to commit.  This approves the PR&C.  The document becomes available for CEHEC-RM-B to certify the document.  At this point, only the approver may change information in the document.  However, if the approver makes any changes to the PR&C, the PR&C must be re-approved.  Once certified, changes cannot be made to the PR&C.  An amendment will be required.



D
Press Shift‑F5 and Save to commit.  This deletes/cancels the document.  The PR&C will be canceled and funds are returned to the funding account.  The document cannot be retrieved to make changes.



F10
Exits document without action.  Both the originator and approver may make changes to the document.


i.  CHANGE INFORMATION IN AN UNCERTIFIED PR&C

If the PR&C has not been approved, the originator can make any necessary changes to the document.  If the PR&C has been approved, only the approver can make changes.  Once certified, changes cannot be made to the PR&C.  An amendment will be required.

 From the Main Menu (Menu ID: A), select


FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)


TRAINING






(6, press Enter)


TRAINING PURCHASE REQUEST


(5, press Enter)

You should be at the Purchase Request Create/Update Screen 2.34.
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Figure 16-30.  Purchase Request Create/Update Screen 2.34.

Use F2/F3 to query the PR&C to be changed.



(1) ORIGINATED ONLY:

The originator may move to any field in the document including line items, make necessary changes. 

To change header information, simply make changes and press Save to commit.  Click on PR Lines Items to make changes to line items being sure to recalculate by moving to Screen 2.36.2 and enter/re-enter the correct QTY and AMOUNT totals.  Press enter and press Save to commit.  

The PR&C is ready to approve. 



(2) APPROVED PR&C:

Approver must have originate authority on all work items on the PR&C to perform this function.

F2/F3 to query PR&C number.

Press enter twice.

Press Save.

Click on PR Lines Items.

Page Down twice to Screen 2.36.2.  Press enter to move to QTY and AMOUNT field.  Type the same values located in the PREVIOUS fields.  Press Enter, then click on Save to commit.  This removes the approver’s signature and makes the approver the originator.  

At this point the approver can make the changes to the PR&C, or the originator can re-query the PR&C and make the necessary changes.

After all changes are made the PR&C the approval process starts again.


j.  VIEW TRAINING PR&C STATUS

From the Main Menu (Menu ID: A), select


FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)


FINANCIAL MANAGEMENT



(3, press Enter)


REQUEST FOR GOODS AND SERVICES

(2, press Enter)


VIEW PRs






(6, press Enter)


VIEW PURCHASE REQUEST STATUS


(1, press Enter)


TRAINING






(7, press Enter)

You should be at the View Purchase Request Status Screen 2.35.6.

Use F2/F3 to query the training PR&C to be viewed.

Certification should be accomplished within two business days after SUPR APPROVER has signed provided funds are available in the funding account.  If funds are available, but the PR&C is not certified, contact CEHEC-RM-B for information.  If CEHEC-RM-B cannot certify, the entire approval process must be reversed before changes can be made to the PR&C.  If funds are not available in the funding account, contact CEHEC-RM-B to obtain funding guidance.


k.  AMEND TRAINING PR&C

From the Main Menu (Menu ID: A), select


FINANCIAL MANAGEMENT FUNCTIONS

(1, Press Enter)


TRAINING






(6, Press Enter)


TRAINING PURCHASE REQUEST


(5, Press Enter)

You should be at the Purchase Request Create/Update Screen 2.34.

QUERIED/NEW AMENDMENT NO
Enter new amendment number.  Press Enter.

AMEND DATE



Automatically populated.  Press Enter.

Make changes to header information, if necessary.  Press Save to commit.  Press Ctrl‑F1 to retrieve line items.  Arrow down to desired line item and make necessary changes.  When changing QTY, UNIT PRICE or AMOUNT, enter the revised figures, not the increase/decrease.  The increase/decrease will be calculated by the system after pressing Enter.  Press Save to commit.  To add a new line item, press F9 from Screen 2.36 and follow procedures above under CREATE CONTRACTUAL PR&C.


l.  OBLIGATION OF THE PR&C

This is step is performed by the PR&C certifier.  

From the Main Menu (Menu ID: A), select


FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)


FINANCIAL MANAGEMENT



(3, press Enter)


OBLIGATIONS





(3, press Enter)


OBLIGATIONS – TRAINING REQUESTS

(6, press Enter)

CEFMS should be at Training Request Obligation Approval Screen 2.34.30.
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Figure 16-31.  Training Request Obligation Approval Screen 2.34.30.

Note:   The Purchase Request and the DD 1556 can be viewed from this screen by pressing on the buttons at the bottom of the screen.

Purchase Request No
Press F4.  Select the correct PR&C number to be obligated.  Press Enter.

Amendment No



Skipped.  Automatically Populated.

Amendment Amount 
  

Skipped.  Automatically Populated

FC Amendment Amount 


Skipped.  Automatically Populated

Requesting Organization


Skipped.  Automatically Populated.  

Organization Issued To 


Skipped. Automatically Populated.  

Training Facility Period


Skipped. Automatically Populated

Obligate Training Request


Type Y or N.  Press Enter.

Method Of Obligation


Skips this field. Automatically populated.

Generate Obligation



Automatically populated.

Initial Payment Terms
Enter number of payment days IAW the Prompt Payment Act.  Press Enter.

Fast Pay Ind
Type Y or N.   Enter Y if obligation can be paid without a receiving report. Press Enter.
Receiving Organization
Press F4 to select the organization responsible to confirm training was provided.

TBO Disburse
Automatically populated.

Approval/Denial Date
Automatically populated.  Press Enter.  Cursor returns to Purchase Request No.  Press Save to commit.

Approving/Denying Officer


Populated after Save Button is pressed.


m.  PRINT TRAINING REQUEST (DD1556)

The training request (DD1556) should not be printed until after certification of funds on the training purchase request has been completed.  

From the Main Menu (Menu ID: A), select


FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)


TRAINING






(6, press Enter)


PRINT TRAINING REQUEST (DD1556)


(9, press Enter)

You should be at the Training Request (DD 1556) Print Screen 9.10.1.
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Figure 16-32.  Training Request (DD 1556) Print Screen 9.10.1.

Press F2 to invoke query mode.  You may query on the purchase request number, the DD1556 number, the employee ID NO, or the employees name.  Press F3 to execute the query.

Purchase Request No.


Automatically populated with the purchase request number based on the query entered above.  If purchase request number not populated, the DD1556 has not been attached to a purchase request and should not yet be printed.  







Note: If the training cost is zero, there would be no training PR&C and no PR&C number would populate.  The DD Form 1556 can be printed.

DD1556 No.




Automatically populated with the DD1556 number based on the query entered above.

Employee ID No.



Automatically populated based on the query entered above.

Employee Name



Automatically populated based on the query entered above.

Select Pages To Print


Click in the box or boxes to print needed copies of the DD Form 1556.  If all copies are needed, click in the ALL box.  Otherwise, only click in the boxes of copies that need to be printed.  Copy numbers are for the following designated purposes:






Copy 1
Agency (Training/Personnel Folder)






Copy 2
Agency (ADP)






Copy 3
Vendor (Request Document)






Copy 4
Vendor (Finance)






Copy 5
Vendor (Agency)






Copy 6
Agency (Finance/Disbursing/Tuition)






Copy 7
Agency (Finance/Disbursing/Books, Etc)






Copy 8
Agency (Employee)






Copy 9
Agency (Evaluation)

Click on Print Selected Records to start the print process.  The following screen will appear:
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Figure 16-33.  Report Processing 11.7.1.  Screen 2.

Print / List
When Produced

Select Print when Complete.  Press Enter. 

Printer





Press F4 and Arrow Down to highlight a printer (for example, HP_LASER).  Press Enter to select.

Days To Retain Print File


Press Enter.

Copies




Enter desired number of copies.

Click on Run when proper print options have been made.  The following Box appears:
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Figure 16-34.  Report Process Screen Acknowledgement.  Screen 3.

Acknowledge message.

A WinSig Print Utility window appears with the messages “You have received a print request from cpc.25.usace.army.mil” and “Grant this request?” appears.  The following box appears:
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Figure 16-35.  WinSig Print Utility Screen.

Click on the Accept or Decline button.

Press F10 or exit to return to the menu.


n.  PRINT TRAINING PR&C

From the Main Menu (Menu ID: A), select


FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)


FINANCIAL MANAGEMENT



(3, press Enter)


REQUESTS FOR GOODS AND SERVICES

(2, Press Enter)



PRINT PRs



 


(11, Press Enter)

You should be at the screen Report Selection Menu 16.000.
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Figure 16-36.  Report Selection Menu 16.000

Arrow down and highlight Training Purchase Request, Report ID da3953tn.

Press Enter.

You should be at Training Purchase Request Print Screen 2.34.7.
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Figure 16-37.  Training Purchase Request Print Screen 2.34.7.

Press F2 to invoke query mode.  Enter the purchase request number and/or the Originators ID.  Press F3 to execute the query.

Even though the PR&C can be printed at anytime, the copy for record should not be printed until all signatures have been obtained.
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Figure 16-38.  Training Purchase Request Print Screen 2.34.7 with PR&C.

Purchase Request No.


Automatically populated.

Amend No.




Automatically populated.

Originator’s ID No.



Automatically populated.




Approver’s ID No.



Automatically populated.



Certifier’s ID No.



Automatically populated.

Buyer’s Code



Left blank.

Originate Date



Automatically populated.

Issued to Org.



Automatically populated with code and Organization name.



Requesting Org. 



Automatically populated.


Select





Click on blank block to print desired PR&C(s)

Click on Print Selected Records to start the print process.  The following screen will appear:
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Figure 16-39.  Report Processing 11.7.1.  Screen 2.

Print / List When Produced

Select Print when Complete.  Press Enter. 

Printer





Press F4 and Arrow Down to highlight a printer (for example, HP_LASER).  Press Enter to select.

Days To Retain Print File


Press Enter.

Copies




Enter desired number of copies.

Click on Run when proper print options have been made.  The following Box appears:
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Figure 16-40.  Report Process Screen Acknowledgement.  Screen 3.

Acknowledge message.

A WinSig Print Utility window appears with the messages “You have received a print request from cpc.25.usace.army.mil” and “Grant this request?” appears.  The following box appears:
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Figure 16-41.  WinSig Print Utility Screen.

Click on the Accept or Decline button.

Press F10 or exit to return to the menu.


o.  CONTRACTUAL PURCHASE REQUEST FOR TRAINING BOOKS

If it is necessary to purchase books for a course, a separate contractual purchase request must be prepared.  The recommended and preferred procedure is to purchase training books by using the I.M.P.A.C. card.  If the vendor does not accept the credit card, use the following procedures to create a PR&C for training books.  If the vendor accepts contact your credit card holder who will use the instructions in BPG 29.

From the Main Menu (Menu ID: A) select


FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)


FINANCIAL MANAGEMENT



(3, press Enter)


REQUESTS FOR GOODS OR SERVICES

(2, press Enter)


CREATE PURCHASE REQUESTS (PR)

(1, press Enter)


CONTRACTUAL PURCHASE REQUESTS

(1, press Enter)

You should be at the Purchase request Create/Update Screen 2.34.

Queried/New Amendment No

Should be at zero when originating a purchase request.  Press Enter.

Amend Date




Automatically populated, press Enter.
Planning Ind




Leave blank for non-planning PR&C.  Press Enter.

Priority Code




For books enter priority code 15.  Press Enter.
Urgency Of Need



Enter C2.  Press Enter.

Buyer Code




Leave blank.  Press Enter.

Target Obligation Date


Enter the date of expected obligation of funds or leave blank.  Press Enter.
Obligation Ref No



Enter the Training Purchase Request Number for the course the books are being purchased for.  Press Enter.

Requesting Organization


Enter the organization code of the trainee.    Press Enter.

Organization Issued To


Enter W2B0300.  Press Enter.
You should be on the Purchase Request Create/Update Screen 2.34.1.

Technical Point Of Contact


Enter 
the ID NO of the trainee.  Press Enter.

ID No





If ID NO is not known, press F4 and execute an F2/F3 query. 

FINANCIAL POINT OF CONTACT
Enter the ID NO of the CEHEC-RM-B person

ID NO





who will certify the PR&C. To find the ID NO, press F4 and execute an F2/F3 query.

Press Page Down to enter remarks. Enter the name of the vendor from whom the books are being purchased.  Without this information CEHEC-RM-B cannot obligate the purchase request.

Press Save to commit.  The PURCHASE REQUEST NO will automatically populate.  Make note of the PR&C NO to assist with printing and future queries.

From the Purchase Request Create/Update Screen 2.34, click on PR Line Items.

Line Item No




Enter 1 for first line item. Press Enter.

S&A On Line Item No


Leave blank.  Press Enter.

Line Item Description


Enter Classroom Books.  Press Enter.
Method Of Accomplishment

Press enter to accept C2.

Ordering Work Item



Enter the authorized work item where the cost will be recorded.  Press Enter.  You may use the F4 list to query for the work item.

SAACONS Use Indicator


Leave blank.  Press Enter.

Required Delivery Date


Field is automatically populated with today's date.  Change the date to a reasonable required delivery date.  Press Enter.

Deliver To ID




Enter the ID NO of the trainee.  If ID NO is not known, press F4 and execute an F2/F3 query.

Customer Pick-Up



Leave Blank.  Press Enter.

Ship To




Leave blank.  Press Enter.

User should be at Page 2 of the Purchase Request Line Item Create/Update Screen 2.36.1.

FUND WORK ITEM



You must use F4 to select the appropriate funding account to be charged.  Care should be taken to select the correct funding account if more than one exists.  More than one funding account exists if a down arrow (v) follows the number 1 in the count field located in the lower left corner of the screen. Arrow down to select the correct funding account and press Enter.

All fields that pertain to funding will populate when you choose your funding work item.  The cursor will be at the RESOURCE code field.

Resource




Enter CLASSBOOKS.  Press Enter.

EOR Code




Use the F4 list to select an EOR.  EOR codes are tied to the resource codes.  If an EOR is not available, contact your data manager as identified in Appendix A.  Select the EOR. Press enter to pull the EOR back into the PR&C.  Also, if you know the EOR, you may type it directly in the EOR CODE field, then press Enter.

Work Cat




User must choose the work category from the F4 list.  Use F2/F3 to query.  After locating correct code, press Enter to select.

Work Cat EleM



This field automatically populated with the work category element when the work category is selected.  

Hand Rec Acct



Leave blank.  Press Enter.

Cost Type




Automatically populated.  Form will skip to next field.

Foreign Curr




Leave blank, press Enter.

S&A Rate Type



Leave blank, press enter.

S&A Rate




Leave blank, press enter.

You should be at Page 3 of the Purchase Request Line Item Create/Update Screen 2.36.2.

Unit Of Measure



Enter EA.  Press Enter.
Qty





Enter Quantity.  Press Enter.

Unit Price




Enter cost of book.  Press Enter.

Amount




Press Enter.

Press Save to commit.  Note that when the screen populated, the amount of funds for this line item has been subtracted from the AMOUNT AVAILABLE FOR REQUEST.

If you do not have additional line items to create, click on Exit to return to menu. To create a new line, Page Up twice to return to Screen 2.36, press F9 and repeat these procedures starting with LINE ITEM NO above.  TIP:  To create a new line item without having to retype most of the information, press F7 after pressing F9.  A new line item will be created by duplicating most of the previous line item.  Enter the next line item number.  Make the necessary changes to each field.  Press Save to commit where

required.

After all line items have been entered, the PR&C is now ready for approvals.  To facilitate the approval process, make note of the PR&C NO before clicking Exit to return to menu.

The PR&C may be canceled at any time prior to certification.  However, only the approver can cancel the document.  See instructions in Chapter 9 - Contractual Purchase Requests under APPROVE CONTRACTUAL PR&C.  Once certified, an amendment must be prepared to reduce the PR&C line item amounts to zero.  See instructions in Chapter 9 - Contractual Purchase Requests to AMEND CONTRACTUAL PR&C.


p.  APPROVE CONTRACTUAL PURCHASE REQUEST FOR TRAINING BOOKS

Once the purchase request for books has been originated, it becomes available to be approved.  See Chapter 9 - Contractual Purchase Requests for detailed instructions on Approving a contractual purchase request.  Once the purchase request is approved, CEHEC-RM-B will certify and obligate the purchase request.  The obligation number will be the word BOOKS followed by the last eight numbers of the training PR&C number.  If you did not provide the training PR&C number in the OBLIGATION REF NO of the contractual purchase request for books, CEHEC-RM-B will not be able to obligate the document.


q.  RECEIVING REPORT FOR TRAINING BOOKS

Each Office is responsible for completing the receiving report for books.  This should be done as soon as the books have been purchased.  Refer to Chapter 10 - Receiving Reports for detailed instructions to complete a receiving report.


r.  TRAINEE’S COURSE EVALUATION

Within 5 business days after completion of a course, the trainee must complete a course evaluation.

From the Main Menu (Menu ID: A), select


 FINANCIAL MANAGEMENT FUNCTIONS

(1, Press Enter)


TRAINING






(6, Press Enter)


TRAINEE’S COURSE EVALUATION


(6, Press Enter)

You should be at the Trainee Training Evaluation Screen 9.10.2.
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Figure 16-42.  Trainee Training Evaluation Screen 9.10.2.

The Trainee Training Evaluation Form automatically populated with the first training evaluation document available for the specific user to complete.  If there are no evaluations available for the user to complete, the statement “No courses available for evaluation” will appear in the red line at the bottom of the screen and the user will not be permitted into the menu option.

Training Ref No



If the course displayed on the screen is not the course the user wants to evaluate, press F4 and select the course from the list of available courses (Training Request (DD1556) List Screen.  In most instances this list should be short and an F2/F3 query will be unnecessary.  Place the cursor on the course to be evaluated, press Enter to select the course.  Press Enter.

Access Control Org. Code


Automatically populated when the course is selected.

Employee ID




Automatically populated when the course is selected.

Name





Automatically populated when the course is selected.

Course Title




Automatically populated when the course is selected.

Type
Automatically populated when the course is selected.

Objective




Automatically populated when the course is selected.

Training 

Start Date

Automatically populated when the course is selected.




End Date

Automatically populated when the course is selected.

Course Hours -
Duty


Automatically populated when the course is selected.




Non Duty

Automatically populated when the course is selected.

Actual Training 
Start Date

Enter the actual start date of training.  Enter the field as DY-MON-YEAR.  Press Enter.  
   Enter the actual ending date of training. 




End Date

Enter the field as DY-MON-YEAR.  Press Enter.  
Actual Course Hours - Duty

Enter the actual duty hours required.  Press Enter.




Non Duty

Enter the actual non duty hours required.  If none, leave blank.  Press Enter.

Was Course Completed?


Enter Y if the course was completed.  Press Enter.  The cursor will move to the WERE ALL SESSIONS ATTENDED? field.







Enter N if the course was not completed.  Press Enter.  The cursor will move to the Explanation field.  Continuously type the explanation.  Press Enter when finished.
Were All Sessions Attended?

Enter Y if all sessions were attended.  Press Enter.  The cursor will move to the STATED OBJECTIVE ACCOMPLISHED field.







Enter N if all sessions were not attended.  Press Enter.  The cursor will move to the Explanation field.  Continuously type the explanation.  Press Enter when finished.
Stated Objective Accomplished

Enter “A” for yes, 







Enter “B” for partially 







Enter  “C” for Accomplished









Press Enter.

Coverage Of Subject Matter

Enter “A” for excellent. 







Enter “B” for sufficient.







Enter “C” for poor.  







Press Enter.

Organization Of Subject Matter 

Enter “A” for well organized.







Enter “B” for adequate.







Enter “C” for poorly organized.  







Press Enter.

Suitability Of Instructional


Enter “A” for excellent.

Materials




Enter “B” for adequate.







Enter“C” for poor.  







Press Enter.
Level Of Difficulty



Enter “A” for too advanced.







Enter “B” for appropriate.







Enter “C” for too elementary. 







Press Enter.

Length Of Course



Enter “A” for too long.







Enter “B” for appropriate.







Enter “C” for too short.  







Press Enter.
Amount Of Outside Or 


Enter “A” for too much. 

Evening Work



Enter “B” for appropriate.







Enter “C” for insufficient.  







Press Enter.

Effectiveness Of Instructors

Enter “A” for excellent.







Enter “B” for good.







Enter “C” for poor.  







Press Enter.
Subject Matter Applied To
Job

Enter ”A” for significant.







Enter “B” for adequate.







Enter “C” for insignificant.  







Press Enter.
Facilities




Enter “A” for excellent.







Enter “B” for good.







Enter “C” for poor.  







Press Enter.
Recommendation To 


Enter “A” for highly recommended.

Colleagues




Enter “B” for recommended.







Enter “C” for not recommended.  







Press Enter.

Meet Career Development


Enter “A” for yes.

Plans





Enter  “B” for no.







Enter “C” for not applicable.  







Press Enter.

Page 2 Part II appears:

[image: image43.jpg]=lolx|

Action Edit Block Fleld Record Query ESIG Help

Pare II

Comments on Strang
Paints of Class:

Comments on Weak
Points of Class:

‘What were your objectives
for taking this course?

were They etz [ ]

Do You Recommend
This Program for Gthers?

‘Additional Comment;

sign vaustion? [ |

Evaluation Entered By:

Trainee Tite:
dorarty  _pams "0 IR Bheor TR mmmen DRSS
prevpage | prev | wewt | ouer | wst | swe | ewt | extPage

Record: 1377





Figure 16-43.  Trainee Training Evaluation Screen  9.10.2.  Page 2.

Comments On Strong Points

Enter the strong points of the course.  

Of Course 




Continuously type the comments.  Press Enter.

Comments On Weak Points



Of Course




Enter the weak points of the course.  Continuously type the comments.  Press Enter.
What Were Your Objectives
Enter your objectives in taking this course. 

For taking the course  
Continuously type the objectives.
Press Enter.

Were They Met?



Enter Y or N.  Press Enter.
Do You Recommend This
                      Automatically populated when Evaluation is program for Others.                                
signed.  Enter your recommendations on who

should take this course.  Continuously type the recommendations.  Press Enter.

Additional Comments


Enter any additional comments on this course.  Continuously type the comments.  Press Enter.

Sign Evaluation



Enter Y for yes or N for no.  Press Enter. 

Evaluation entered By
Automatically populated when Evaluation is signed.

Date
Automatically populated when Evaluation is signed.




Trainee Title
Automatically populated when Evaluation is signed.


Press Save to commit.


Acknowledge Message ‘Evaluation Signed’.


Press F10 to return to a menu screen.


s.  SUPERVISOR’S COURSE EVALUATION

Upon completion of the trainee’s course evaluation the supervisor must complete the supervisor’s portion of the course evaluation.

From the Main Menu (Menu ID: A), select


 FINANCIAL MANAGEMENT FUNCTIONS

(1, Press Enter)


TRAINING






(6, Press Enter)


SUPERVISOR’S COURSE EVALUATION

(7. Press Enter)

You should be at the Supervisor Training Evaluation Screen 9.10.3.
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Figure 16-44.  Supervisor Training Evaluation 9.10.3.


a.  The Supervisor Training Evaluation Form automatically populates with the first incomplete training evaluation document available where the trainee has the same ORGANIZATION CODE as the supervisor. 


b.   If the evaluation to be completed is for a trainee that does not share the same ORGANIZATION CODE as the supervisor, the supervisor must press F4 and execute an F2/F3 query to find the trainee and course to be evaluated.  


c.  If there are no evaluations available for the user to complete, the statement “No courses available for evaluation” will appear and the user will not be permitted into the menu option.

Training Ref No



a.  If the course displayed on the screen is not the course the user wants to evaluate, press F4 and execute an F2/F3 query.  







NOTE:  Acknowledge any messages about deobligated forms.












b.  Highlight the course to be evaluated, press Enter or press the Select button to select the course.  







c.  Press Enter.  The cursor will move to the ACTUAL TRAINING START DATE field.

Employee ID




Automatically populated when the course is selected.

Course Title




Automatically populated when the course is selected.

Objective




Automatically populated when the course is selected.

Training 

Start Date

Automatically populated when the course is selected.




End Date

Automatically populated when the course is selected.

Course Hours -
Duty


Automatically populated when the course is selected.




Non Duty

Automatically populated when the course is selected.

Actual Training 
Start Date

Automatically populated from the information on the trainee’s evaluation. Correct if necessary.   Press Enter.




 End Date

Automatically populated from the information on the trainee’s evaluation. Correct if necessary.   Press Enter
Actual Course Hours - Duty

Automatically populated from the information on the trainee’s evaluation.  Correct if necessary.   Press Enter.




Non Duty

Automatically populated from the information on the trainee’s evaluation. Correct if necessary.   Press Enter.
Have You Discussed This


Enter Y or N.  Press Enter.

Course And Its Application To

The Job With The Employee?


Were The Objectives Of The

Enter Y or N. Press Enter.

Of The Training Achieved?

Additional Comments


A new screen appears (Training Text Field Entry Screen 9.10.11). Enter any additional comments on this course. Continuously type the comments.  Sentences with automatically wrap.  Press Save to save any comments or click on Exit to continue with no comments. Press Enter
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 Figure 16-45.  Training Text Field Entry Screen 9.10.11.







Sign this Evaluation
a.  Enter N if the evaluation is not being certified.  Press F10 or click on Exit to return to menu. 

b.  Enter Y to certify.  The Certification screen pops up.  Follow the instructions to certify the evaluation or click on Exit. 
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Figure 16-46.  Supervisors certification screen.

Date





Enter today’s date.  Press Enter.  Press Save to commit.  The supervisor’s signature and title will populate on the screen.

Supervisor Signature

Supervisory Title

Press F10 or click on the Exit button to return to the menu screen.


t.  RECEIVING REPORTS FOR TRAINING FROM COMMERCIAL VENDORS

If training is for a course from a commercial vendor, the Training Coordinator is responsible for completing a receiving report after the course evaluation has been completed by both the trainee and the supervisor.  Refer to Chapter 10 - Receiving Reports for further instruction.  A print screen of the receiving report must be forwarded to the UFC.


u.  RECEIVING REPORTS FOR TRAINING FROM GOVERNEMENT VENDORS


No receiving report is required when the training is preformed by a government vendor. This occurs when the MOA is not C2.  The required actions are performed by the UFC.


v.  CONVERSION OF A TRAINING PR&C TO A CREDIT CARD PR&C

Whenever possible the Government Purchase card should be used to purchase training.  This is the preferred method of payment.  When a VISA credit card is used to pay for training use the following instructions for conversion to a credit card obligation.  

From the Main Menu (Menu ID: A) select


FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)


TRAINING






(6, press Enter)


CONVERT OBLIGATION TO CC-PURCHASE

(13, press Enter)



CEFMS should be at Convert SAACONS Obligation To Credit Card Screen 2.362.
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Figure 16-47. Convert SAACONS Obligation To Credit Card Screen 2.362.

Obligation Number
Press F2, enter the Obligation Number, and press F3.  

Delivery Order Number 


Automatically populated.

SAACONS Vendor 



Automatically populated.  

Credit Card Vendor
Press F4 and select IMPAC.  Press Enter.

Bill Statement No.
Skips.  Automatically populated after Credit Card Holder is selected.


Credit Card Holder 
a.  Press F4 and select the appropriate Credit Card Holder.   Press Enter.  


b.  Press Save to commit.  The obligation has now been converted for payment to U.S. Bank and may be selected on the CEFMS monthly billing statement.

w.  NON-CREDIT CARD TRAINING PURCHASES



Non-credit card training purchases are paid by the Finance Center and do not require any other steps in CEFMS after obligation except for receiving reports when required.


x.  DEOBLIGATE TRAINING PR&C

1.  Deobligations are done by the HECSA Programs and Budget Branch.



2.  Disbursed amount is less than obligated amount.  If the disbursed amount is less than the obligated amount, the difference will be automatically deobligated and returned to the work item when the payment is disbursed; and no further action needs to be taken.  This applies whether the transaction is done on a regular training obligation or a credit card transaction.



3.  Training is cancelled after the obligation is done.  Deobligate the document using the instructions below.  Once the deobligation is completed the trainee needs to complete the trainee evaluation stating the reason the training was not attended.  Use the instructions in paragraph 7r  Trainee’s Course Evaluation.  The supervisor follows with the supervisor’s evaluation using instructions in paragraph 7s  Supervisor’s Course Evaluation.  This applies whether or not the obligation has been converted to a credit card obligation. 

From the Main Menu (Menu ID: A) select


FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)


FINANCIAL MANAGEMENT



(3, press Enter)


OBLIGATIONS





(3, press Enter)


TRAINING REQUESTS DEOBLIGATION
           (12, press Enter)

This function is performed by the HECSA Programs and Budget Branch.

y. REPORTS 

CEFMS provides two reports for training.  These reports are entitled ‘Incomplete TRAINEE Evaluations’ and ‘ Incomplete SUPERVISOR Training Evaluations’.  In order to reach these reports follow the path listed below: 


FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)


FINANCIAL MANAGEMENT



(3, press Enter)


OBLIGATIONS





(3, press Enter)


REPORTS






(19, press Enter)

The user will be at Screen Report Selection Menu 16.000 :
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Figure 16-48.   Report Selection Menu 16.000

Arrow down to OTHER REPORTS and press Enter.  This will bring the user to Screen the submenu that is also titled Report Selection Menu 16.000 :
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Figure 16-49. Report Selection Menu 16.000. Second Menu 


(1) Incomplete TRAINEE Evaluations

This report lists all Training DD1556’s whose training course ending has passed and that have been not been evaluated by the trainee.  This allows the supervisor or training coordinator to monitor and ensure the evaluation process is completed.

Arrow down to Incomplete TRAINEE Evaluations (trteval).  Press Enter to select.  The following screen appears:
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Figure 16-50.  Report Processing Screen 11.7.1

Print / List When Produced


Select Print when Complete.  Press Enter. 

Printer





Press F4 and Arrow Down to highlight a printer (for example, HP_LASER).  Press Enter to select.

Days To Retain Print File


Press Enter.

Copies




Enter desired number of copies.

Click on Run when proper print options have been made.  The following Box appears:
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Figure 16-51.  Report Process Screen Acknowledgement.  Screen 3.

Acknowledge message.

A WinSig Print Utility window appears with the messages “You have received a print request from cpc.25.usace.army.mil” and “Grant this request?” appears.  The following box appears:
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Figure 16-52.  WinSig Print Utility Screen.

Click on the Accept or Decline button.

Press F10 or exit to return to the menu.


(2)  Incomplete SUPERVISOR Supervisor Training Evaluations.

This report lists all Training DD1556’s whose training course ending date has passed, the trainee evaluation was completed, but the supervisor has not completed the supervisor’s evaluation.  This allows the supervisor or training coordinator to monitor and ensure the evaluation process is completed.

Arrow down to Incomplete Supervisor training Evaluations.  This is the next to the last option on the submenu.
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Figure 16-53. Report Selection Menu 16.000.  Second Menu

Print / List When Produced


Select Print when Complete.  Press Enter. 

Printer





Press F4 and Arrow Down to highlight a printer (for example, HP_LASER).  Press Enter to select.

Days To Retain Print File


Press Enter.

Copies




Enter desired number of copies.

Click on Run when proper print options have been made.  The following Box appears:

[image: image54.jpg]Report processed.
=





Figure 16-54.  Report Process Screen Acknowledgement.  Screen 3.

Acknowledge message.

A WinSig Print Utility window appears with the messages “You have received a print request from cpc.25.usace.army.mil” and “Grant this request?” appears.  The following box appears:

[image: image55.jpg]Yo have received a pint request from
ope28.usace.amp.mi

I~ Force form feed when complte





Figure 16-55.  WinSig Print Utility Screen.

Click on the Accept or Decline button.

Press F10 or exit to return to the menu.

8.  HELPFUL HINTS

This section includes some helpful hints which attempt to address some of the questions and comments most frequently made by CEFMS users regarding training. 


a.  I’m ready to attach my DD1556 to my PR&C and it isn’t on the list.  To attach a DD1556 to the PR&C it is necessary that Organization code and Facility/Vendor Code on the DD 1556 match the Requesting Organization and Training Facility on the Training Purchase Request.   Refer to section 7e Create Training Purchase Request.


b.  How do I order books for my training?  Do I order it on the Training PR&C?   No, do not include books on the training PR&C.  All books should be ordered using the IMPAC Credit Card.  Use the instructions in BPG 29 Commercial Credit Card Purchases for credit card purchases.  Refer to Section 7o Contractual Purchase Request for Training Books if the credit card is not being used.


c.  Can I use the IMPAC credit card to pay for my PROSPECT course?  Yes, this is a recent change.  Follow the instructions for creating the DD1556 and the Training PR&C.  The credit card holder will convert the training obligation to a credit card obligation after making the necessary telephone calls to charge the training class.  Refer to the Memorandum for record subject:  Payment for U.S. Army Corps of Engineers Proponent-Sponsored Training (PROSPECT) Tuition, dated 15 Jan 2003.


d.  Do
I also use the IMPAC Credit card for any government training purchase? Yes, whenever it is accepted.


e.  I usually don’t do a receiving report for my PROSPECT and government training.  Do I have to do one now?  Yes, when training is obtained using a contractual or a credit card PR&C a receiving report is required.  This receiving report is done by the cardholder; not the trainee.   If the training is done through with a government order no receiving report cannot be entered.


f.  My approver cannot approve my Training PR&C.  What’s wrong?  Two things can cause a PR&C not to pull up for approval.  One is that the DD 1556 must be signed by the trainee, the supervisor AND the Training Officer before the PR&C can be approved.  The other reason is that the approver does not have necessary approval authority on the work item.  If this is the case contact the responsible employee or one of his/her alternates.


g.  I am going to training that is not costing the government anything.  Do I need a DD1556?   Usually a training DD1556 is needed whenever training over 4 hours is taken by a government employee.  The DD1556 is created with $0.00 charges.  All signatures are obtained and an evaluation is done when the trainee finishes the course.  No training PR&C is created since no funds will be certified or obligated.

 
h.  I need to do an evaluation and it won’t pull in.  When this happens it is usually a DD 1556 with a cost greater than $0.00 without an attached PR&C.  If the course has a corresponding charge the training PR&C process needs to be completed.  Contact your office POC. If it is a ‘no cost to the government class’ please contact Systems. 


i.  I didn’t write my DD1556 number down.  How do I find it?  From the Training Operations Menu select Option 1, Create/Edit Trng Req (DD1556).  Press F2 , Tab to Employee_ID and press F3.  When the screen populates, simply arrow down until the correct training document appears.  

9.  QUICK REFERENCE

Before beginning the data entry gather the following information:

· Work item (from Budget POC) with sufficient funds

· Trainee’s organization code (from 10.1 in CEFMS)

· Objective (from trainee)

· Work category (from Budget POC)

Federal service years/months (from trainee) (optional)

Employee Id is 1st four of last name; 1st letter of 1st name; last four of SSN

If PROSPECT class, session # and/or dates

Although there is more than one path in CEFMS to access the menu options for preparing Training Requests, the path listed below to be more self-explanatory and most direct.  Therefore, once you log onto CEFMS, click on options as listed below.


a.  CREATE TRAINING REQUEST (DD 1556)

Financial Management Functions

 

Option 1

Training                                              


Option 6

Create/Edit Trng Req (DD 1556)

 

Option 1

You will be at the Training Request (DD 1556) Create/Update Screen 9.10

Training Reference No.


Blank     Press Enter
Employee Id




F4

Start typing trainee’s last name until correct one appears







Click on Select or press Enter







System will return to the create screen and

populate with Employee Id, name, office symbol, organization (code and name), and type of appointment

Fed Svc Yrs




Enter info and press Enter (optional)

Months




Enter info and press Enter (optional)

Handicapped




Choose from “Y” or “N” and press Enter (optional)

OS





Automatically populated from previous selections

Position Level:



E=Executive

M=Manager

S=Supervisor;







N=Non Supervisor







O=Other

Enter appropriate info and press Enter
Other Position



Populated based on info from Position Level

Course Type




C=Corps HSV=PROSPECT







G=Non Corps=Other government course







N=Non government=commercial







Enter appropriate info and press Enter

Resource Code



Based on course type selected.







G defaults to TRAINING







N defaults to TRNGNONGOV

C requires TRAIN***

NOTE: ***  represents the number of that course  - code is picked from F4 list 



Session Number



Used for PROSPECT only – use F4 list

Other  Course No (Optional)
Enter Non-PROSPECT course number if available.







Press Enter.  If none, leave blank.

Course Title




Required field.

a. For non-PROSPECT course, enter the title of the course and press Enter.

b. Automatically populated for PROSPECT courses.
Course Cost US



For foreign currency only.

Books/Other Costs



Enter amount and press Enter  (may be $0)

Travel Costs




Enter amount and press Enter  (may be $0)

Per Diem and Other Costs


Enter amount and press Enter  (may be $0)

Labor Costs




Enter amount and press Enter  (may be $0)

Objective




Enter objective and save.  Press Enter.

Facility/Vendor



F4

Screen 4.179A appears and contains both commercial and government vendor listings.  

The cursor sits on the 1st  entry of the selected type of vendor:

  
commercial vendors in the top block

government vendors in lower block







F2







Tab to Descriptive name.

Enter part of vendor name with % signs before and after




F3

Example 1 for Commercial  (Non-Government):  The   cursor is in the top half of the screen.  

F2.  

If vendor code is known, enter and press F3.  If unknown, tab to Descriptive Name, type %, some part of vendor name followed by %. 







Arrow down to the correct vendor and press Enter.

Example 2 for PROSPECT:  







For HECSA training:







F2







Tab to Government Organizations, type PROSPECT. 

F3

Enter

For Headquarters training:







F2

Tab to Government Organizations, type PDSC

F3







Press Enter

Example 3 for Government (Non-PROSPECT):  The cursor is in the top half of the screen.  

F2.  

If vendor code is known, enter and press F3.  If unknown, tab to Descriptive Name, type %, some part of vendor name followed by %. 







Arrow down to the correct vendor and press 







Enter.

Other Location:



Where is the course held?  Example:  if the







class is PROSPECT but not held in Huntsville,







you would enter info in this field.  Otherwise,







leave blank  and press Enter

Purpose




F4







Arrow to proper choice and press Enter

Special Interest



0=None

1=Executive Development

2=Supervisor







Enter info and press Enter
Priority




Priority 1 – Training. The acquisition of new skill & knowledges that are needed now to perform one’s duties.  Training is considered to be Priority 1; identified training needs the next 6-12 months.

Priority 2 – Education.  The acquisition of new skills and knowledges that are needed soon (next 12-24 months).  The education may be for either planned additional duties, improvement of existing skills or career development.

Enter choice and press Enter

Method




F4







Choose from list and press Enter
Type





F4







Choose from list and press Enter

Level





1=Elementary







2=High School







3=Voc/Tec/Sec







4=Undergrad







5=Grad







6=Post Grad







Choose and press Enter

Security Clearance



Refers to the clearance required for course, not







clearance held by trainee in assigned position.







Almost always “U” for unclassified







U=Unclassified







C=Confidential







S=Secret







T=Top Secret







Enter appropriate choice and press Enter
Selection Reason



F4







Choose and press Enter

Source




F4







Choose and press Enter

Alloc Status




1=Primary







2=Alternate







3=Space Available







Enter data and press Enter

Training Start Date



Enter date if not pre-selected.

Training End Date



Enter date if not pre-selected.

Duty Hours




8 hrs per day x number of days

Non-Duty 




Enter and press Enter







Normally “0”

Purchase Request No.


Will be blank until PR&C and Training form are 







Attached







Press SAVE
Training Form Reference number will populate.  Print this screen or make note of this number, vendor code and organization code

You have now successfully created a training form.


b.  TRAINEE’S CERTIFICATION

There are 2 ways for the trainee to certify the DD1556.

One Option is to click on Certify/Agree button after the 1556 is completed.  This is only done when the originator is the trainee.

The second method is to use option 2 of the Training Operations Menu.

From the Main Menu select

Financial Management Functions


 
Option 1

Training                                              


Option 6

Trainee’s DD1556 Certif


 

Option 2

F2

Enter number of DD1556

F3

When 1556 appears press enter

Click OK

The words “I certify and agree to the conditions of this training.” Populate the line below Start Date type Y and press Enter.

A window opens with the question “Have you read and do you understand the agreement to continue in service? ” type Y or N and press Enter. 

The window disappears.

Click on Save.  

Certification only saves if question is answered with Y.

c.  CREATE THE TRAINING PURCHASE REQUEST

Financial Management

 
 Option 1

Training                                                
 Option 6

Training Purchase Request 

 Option 5

You will be at the Purchase Request Create/Update Screen 2.34

Purchase Request Number

Will be blank.  Populates when header is save.   Press Enter

Queried/New Amendment No 

Populated with “0”.  Press Enter.

Amendment Date



Populated with current date.  Press Enter.

Planning Indicator



Blank.  Press Enter.

Priority Code:



Enter 15.  Press Enter

Urgency Of Need



Automatically skipped for training PR&Cs.  

Buyer Code




Automatically skipped for training PR&Cs.

Buyer Name




Automatically skipped for training PR&Cs.

Contract Site ID



Automatically skipped for training PR&Cs.

Contract Status



Automatically skipped for training PR&Cs.

Target Obl Date



Optional or 1st day class is held.  Press Enter.

Obligation Ref #



Optional.  Press Enter
Requesting Org



Pop-Up Window.









F2

Enter Org Code of trainee and Vendor/Facility code from the DD 1556







F3







Press Enter to select and return 

Org Issued to



Enter Code







* For Headquarters use W2F0000 


* For HECSA use W200000


Press Enter

Training Facility



Automatically populated when Organization Issued to is selected

Technical Point of Contact


F4







F2     Enter trainee Employee Id







F3







Press Enter

Financial Point of Contact


F4







F2  







Enter ID No. of person approving the PR&C







F3







Press Enter

PR Specific Remarks


Enter any statements or explanations







Press Save.







PR&C number will populate

System returns to Screen 2.34.

At bottom of the screen are boxes labeled with different options.

Choose the box with the label PR Line Items to create the line item

Line Item No




Enter 1 for 1st line item

Line Item Descrip



Course name and trainee and any other desired descriptive information.   Press Enter
Method of Accomplishment

Automatically populated based on Vendor/Facility selected for Requesting Organization 







PROSPECT=C1

     





Government=C1







Commercial=C2







Press Enter

Ordering Work Item



F4







F2







Enter the Work Item







F3







Choose and press Enter
ITIPS Number



NA for training

Contract Use Indicator


Automatically populated with N

Required Delivery Date


Populated with current date.







Change to the







Course start date

Deliver to ID




F4







Input trainee’s last name







Highlight correct name







Click on OK or press Enter 

Ofc Symbol




Automatically populated

Ship to




Blank for Training     







Press Enter

Funded Work Item



F4     

If the bottom of the screen indicates 1/1 then press Enter.  If 1/?, check with your Budget POC to determine which to use







Press Enter







Will populate all fields up to Resource Code

Resource Code



F4    







Linked to the course







Normally fills in automatically







Otherwise use this guide:

PROSPECT training – Select the resource code from DD 1556 







Government Training – TRAINING







Commercial Training – TRNGNONGOV

If necessary Arrow Up/Down until proper code appears







Press Enter

EOR





F4







Choose and print Enter

Work Category



F4

F2

Enter the Appropriation, Department, Work Category and Work Category Element codes.  Ask your Budget POC if you do not know which codes to use.  



   Note:  For Revolving Funds (Appropriation 4902) ONLY, use ALLOEX for the Work Category and TRNG for the Work Category Element, if available for that RF work item.
   

F3

Press Enter

Work Cat Element



Populated when Work Category was selected.

Hand Rec  Acct



Leave Blank.  Press Enter




Cost Type




Automatically populated.  Skips to next field

Foreign Curr




Blank.  Press Enter
S&A Rate Type



Automatically skipped.

S&A Rate
 



Automatically skipped.

Unit of Measure



Populated with CU for Course    Press Enter

Qty New




1

Unit Price




Enter unit price. (If Prospect, automatically populated.  This cannot be changed.)  Press Enter

Amount 




Automatically calculates total and populates.  Press Enter.  Press Save.

System will return to 1st page of line item.


d.  ATTACH DD 1556

Page down to Screen 2.36.2

At bottom of the screen Click on Attach DD 1556 Button.

Screen 4.181 appears.

DD1556 should appear on the list.

Enter Y

Press Save to commit.

You will receive the message that it is saved.

Acknowledge message that appears.

Screen 9.6 appears.

Press Exit.
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