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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  External Standard Operating Procedure (SOP) E-02-05 Processing of Completed Training for Modern Defense Civilian Personnel Data System (MDCPDS)

1.  PURPOSE.  The purpose of this SOP is to prescribe the use of a modified version of Oracle Training Administration (OTA) known as "OTA-Lite" to enter completed training data into the MDCPDS, and to provide an alternate method for those individuals who are awaiting issuance of a valid MDCPDS user ID.  These procedures provide for recording completed training and associated cost data as required by 5 CFR 410 (Title 5, Part 410, Code of Federal Regulations).  Since the MDCPDS is the only official repository of completed civilian training, timely processing of the completed training data ensures that no employee is adversely affected by inaccurate or incomplete data and that Major Commands (MACOM), Headquarters Department of the Army (HQDA), and Department of Defense (DoD) always have up-to-date statistical and financial execution data critical to budget formulation and allocation processes.  This supersedes SOP E-01-13 dated 20 Sep 01.

2.  SCOPE.  This SOP applies to the West Civilian Personnel Operations Center (WCPOC) and all Civilian Personnel Advisory Centers (CPACs) and/or Training Offices, managers, supervisors, and administrative personnel serviced by the WCPOC.

3.   RESPONSIBILITIES.

    a.  Training coordinators, managers, supervisors, administrative personnel and other individuals assigned to CPACs and/or Training Offices who are responsible for this function and have been granted access to the MDCPDS with an "OTA hat," will utilize OTA-Lite to process/enter completed training data directly into the MDCPDS. 

    b.  Those individuals who have been assigned responsibility for this function but who have not yet been granted access to MDCPDS and OTA-Lite (awaiting security clearance or completion of other administrative processes) will follow the procedures contained in paragraph 4(b)(1-5) of this SOP to electronically transmit completed training information to the WCPOC for processing/entry into the MDCPDS.  The WCPOC will process/enter data as outlined in paragraph 4(b)(6).

    c.  Training completed by appropriated fund employees that meets the following criteria will be recorded into the MDCPDS as described in paragraphs 3a and 3b:    


          (1)  All training that is 8 hours or more in duration.


          (2)  All training that has direct (tuition, books, and equipment) or indirect costs (travel and per diem), regardless of length.  


(3)  All mandatory training required by HQDA or higher authority regardless of length.  Some examples of mandatory training are:  Prevention of Sexual Harassment (POSH), Consideration of Others (C02), Violence in the Workplace, Hazardous Material (HAZMAT), etc. 

     d.  Managers, supervisors, activity training coordinators, training monitors, administrative personnel, and managers are responsible for:


(1)  Being familiar with basic training regulations and laws.

          (2)  Successfully completing mandatory Delegation of Authority training prior to exercising training approval authority.  A sample is located at  http://cpolrhp.belvoir.army.mil/west/, Human Resource Development, Manager Certification Guide.

          (3)  Assuring that individuals assigned the responsibility of completing the WCPOC Electronic Individual Training Data/WCPOC Class Roster Training Data forms are completing the forms accurately and forwarding them to the WCPOC within two weeks after training is completed.  The WCPOC Electronic Individual Training Data/WCPOC Class Roster Training Data forms can be found at: http://cpolrhp.belvoir.army.mil/west/ under Tools.


(4)  Reviewing and approving training requests.

          (5)  Evaluating completed training. 

          (6)  Maintaining required training documentation.  These requirements can be found at: http://www.cpol.army.mil.

4.  PROCEDURES. 

     a.  The following procedures will be followed by those individuals who have been granted access to the MDCPDS with a "OTA hat" such as the CPACs, activity training coordinators, training monitors, administrative personnel, and managers:  

           (1)  Utilizing OTA-Lite, input completed training directly into employee training records in MDCPDS.  

           (2)  Training materials and Job Aids necessary to complete the direct data entry process under OTA-Lite are accessible from the Civilian Personnel Operations Center Management Agency (CPOCMA) Training Management Division (TMD) web site (see the "ScreenCam movie" under the topic "Training, Completed" on the CPOCMA MDCPDS Job Aids and Index web page at http://www.cpocma.army.mil/jobaids).
       b.  The following procedures will be followed by those individuals who have been assigned responsibility for this function but who have not yet been granted access to MDCPDS and OTA-Lite (awaiting security clearance or completion of other administrative processes): 

           (1)  The WCPOC Electronic Individual Training Data/WCPOC Class Roster Training Data forms will be used to submit completed training information for input into MDCPDS.  The electronic version of the MS-Excel forms should be downloaded from the WCPOC web site (http://cpolrhp.belvoir.army.mil/west/) and may not be modified.  These forms have been designed to facilitate accurate data collection at the source and timely, efficient data entry by the WCPOC.  Each data field contains helpful drop down data entry assistance information and rudimentary field validation edits.  Data elements are also arranged in the same sequence and format required by MDCPDS.  Interim use of these forms will also prepare users for a smooth transition to OTA-Lite once they have been granted access to MDCPDS. 

           (2)  Individuals assigned responsibility for submitting completed training data (managers, supervisors, training coordinators, administrative POCs) will complete all the information required on the WCPOC Electronic Individual Training Data/WCPOC Class Roster Training Data forms and electronically transmit them as E-mail attachments to the WCPOC HRDD group inbox at:  westhrdd@cpocwcp.hua.army.mil.

           (3)  Since training data will only be accepted electronically, do not forward hard copy documents, i.e., DA Form 200 (Transmittal Record), manually completed class rosters, course certificates, DD 1556s, etc., to the WCPOC.

           (4)  The WCPOC Electronic Individual Training Data form (enclosure 1) will be used to electronically submit completed training for individual employees.  This form is designed to accommodate up to seven instances of individual training.  Do not attach more than one form to an email.

           (5)  The WCPOC Electronic Class Roster Training Data forms Parts 1 and 2 (enclosure 2) will be used to electronically submit completed training data for multiple employees who have attended the same course.  Part 1 includes CPAC and/or Training Office information, course, and vendor information.  Part 2 is used to list employee names, SSNs, travel, and per diem costs.  This form is designed to accommodate up to 59 students per course.  Do not attach more than one form per email.

           (6)  The WCPOC will process/enter completed training data into MDCPDS within seven days of receipt of properly completed electronic forms.

           (7)  CPACs, Training Offices, supervisors and managers who have access to the Civilian Servicing Unit (CSU) application and/or the Army Regional Toolkit (ART) can easily verify that training data has been updated in MDCPDS.  

           (8)  The WCPOC Electronic Individual Training Data/ WCPOC Class Roster Training Data forms (Enclosures 1 and 2) submitted for entry into MDCPDS will not be returned unless they cannot be processed.  In those cases, the WCPOC will return the unprocessed documents to the submitting CPAC and/or Training Office with appropriate explanation/annotation(s).




        /s/

2 Encls                                                            
MARY M. RODRIGUEZ

1.  WCPOC Elec Indiv Tng Data
Director, West Civilian Personnel

2.  WCPOC Elec Class Roster Tng Data
          Operations Center
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CPAC, Fort Huachuca, ATTN: ATZS-CP

Education Services Division, Intelligence Center & Ft Huachuca, ATTN: ATZS-ESD

Education Services Division, Intelligence Center & Ft Huachuca, ATTN: ATZS-ESD-A

Education Services Division, Intelligence Center & Ft Huachuca, ATTN: ATZS-ESD-T

CPAC, Yuma Proving Ground, ATTN: STEYP-CS-CP

Training/Education Office, Yuma Proving Ground, ATTN: STEYP-CS-T

CPAC, Sierra Army Depot, ATTN: SIOSI-CP

CDR, Sierra Army Depot, ATTN: SMASI-MO, TNG

CPAC, Fort Irwin, ATTN: ADZJ-CPCPAC

Education & Training Division, Fort Irwin, ATTN: AFZJ-PTT

CPAC, POM DLI, ATTN: ATZP-CPAC

CPAC, COE, South Pacific Division, ATTN: CESPD-HR

USACE South Pacific, ATTN: CESPD-HR-TEAM-2

CPAC, White Sands Missile Range, ATTN: STEWS-RM-H

DIR, Community Activities, Education Services Div, WSMR, ATTN: CSTE-DTC-WS-WO-E

DIR, Community Activities, Education Services Division, ATTN: CSTE-DTC-CA-ET, WSMR

Workforce Operations Directorate, ATTN: CSTE-OTC-WS-WB, WSMR

CPAC, COE Northwest Division, ATTN: CENWD-NP-HR

CPAC, COE, Portland District, ATTN: CENWP-HR

CPAC, Tooele Army Depot, ATTN: SIOTE-RSH

CDR, Tooele Army Depot, ATTN: SMATE-RSH-T

Pueblo Chemical Depot, ATTN: AMSSB-OPC-RMS

Umatilla Chemical Depot, ATTN: AMSSB-OUM-CPO

CDR, Deseret Chemical Depot, ATTN: AMSSB-ODC-CO

CDR, Deseret Chemical Depot, ATTN: SFAE-CD-D

CPAC, Dugway Proving Ground, ATTN: STEDP-DBO-PCA-RP
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CPAC, Dugway Proving Ground, ATTN: STEDP-CPAC

CPAC, COE, Seattle, ATTN: CENWS-HR

COE, Seattle, ATTN: CENWS-IM

CPAC, Fort Lewis, ATTN: I Corps: AFZH-CP

CPAC, COE, Walla Walla, ATTN: Personnel Officer

CPAC, Fort Hood, TX, ATTN: AFZF-CP

ACofSG-3 (DPTM), Education Services Division, Fort Hood

CPAC, Fort Bliss, TX, ATTN: ATZC-DHR-CP

CPAC, Corpus Christi Army Depot, ATTN: CPAC

Corpus Christi Army Depot, G-3, ATTN: AMSAM-CC-MA-AN

CPAC, COE, Omaha District, ATTN: CENWO-HR

Omaha District COE, ATTN: CENWO-RM

CPAC COE, Kansas City District, ATTN: HR

Chief, Customer Focused Division I

Chief, Customer Focused Division II

Chief, Information Services Division

Chief, Management Support Office

Chief, Human Resources Development Division
PAGE  
5

_948860478.doc
�



�
















