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Purpose of This Procedure

Provide Training Group personnel with guidance on scheduling classes.
RESPONSIBILITIES / REQUIREMENTS
Members of the ESH&Q Training Group, and Training Contacts in Divisions/Sections will schedule class sessions in TRAIN.  In order to schedule class sessions in TRAIN they must first:

· Complete FN000007 TRAIN Database Training,
· Have an ESH&Q ORACLE account, and
· Have/request Oracle web database privileges “TRAIN_USER”, and “TRAIN Course Edit”. (Contact the ESH&Q Database Administrator for access)
DETAILED PROCEDURE:
Prerequisite:

The course must have already been set up in TRAIN, see procedure XYZ. 

1. Obtain the following information for the training to be entered: (reference procedure  Training – #5, Requesting a training class to be setup in TRAIN
· Course number- obtained from the ESH&Q Training group 
· Revision – the version number of the course

· Setting – how the course is presented (e.g. classroom, computer based, evaluation, etc.)

· Location of training – where the training will occur 
· Enrollment type (OPEN/CLOSED) – open allows people to enroll online; closed requires them to contact instructor for enrollment
· Class minimum/maximum – minimum number of attendees and maximum number of attendees
· Date, start and end time – scheduled date, and start and end  times of the class

· Instructor’s I.D. number – Fermilab 5-digit ID; (see TRAIN function “Instructors without Fermi I.D.s for a list of outside instructors)
· Organization offered to - this is normally Fermilab (some classes are restricted to employees of selected divisions/sections)
2. Log into Oracle Data Entry; TRAIN; Train (Main Program)

a. Access the Oracle data entry page via the ESH&Q Training webpage (under Tools section on bottom left portion of page)
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b. Select TRAIN
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c. Select #1 TRAIN (Main Program)
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d. Login using ORACLE username and password.  Name of database is not required.
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3. Choose Class Information tab and enter the following fields using the information gathered in step #1:

Course Code;
Revision;  Setting;  Class Location;  Enrollment Type;  Enrollment Minimum and Maximum;  Class Date;  Start Time;  End Time;  Instructor ID

[image: image5.png]B TRAIN_ETH_(
Action Edit Query Block Record Field Help
8 00 (@5 » plER@?

CLASS INFORMATION
Class info. _| CopyClass | Attendance | Bt |
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Comments
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Class Instructor & Time
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4. Select the “Offered To” tab.  Enter the organization the training will be offered to.  If offered to the entire laboratory population use “Fermilab”.  If offered to one Division or Section select that group.  
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5. If offered to 2 or more groups, after identifying the 1st organization you must use the green plus symbol from the menu at the top of the page to add additional organizations.  This will highlight the next drop-down menu so you can select the 2nd organization. 
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6. Save your entry data, either from the menu bar using the “Action” drop down, or the yellow disk icon.  Both are at the top left of the screen.  You can verify the data was saved without error when the class code field populates.  This is the first field on the page, at the top left.  Errors will be displayed in the blue footer bar at the bottom of this window.
7. NOTE: when entering class times the default is AM.  If the class is to start and/or end in the afternoon you MUST enter PM after the 4-digit time. (i.e. entering 0200 the time will be saved as 2:00 a.m.; 0200pm will be saved as 2:00 p.m.)
8. Check that the posting is correct by viewing the Class Schedule webpage for this course.  If the class session was set up due to a request from a Course Contact or Authorized Instructor, ask that person to verify the posting is correct.
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Course Fermilab Functions [LS000569/CR/01]
Requal. Interval One Time Only
Contact Karen Karlix-Smith
Directive/Requirement Required for Managers
Authorized Instructors Holly Lett (WR), VARIOUS INSTRUCTORS ()

Target Audience Newly promoted supervisors and experienced supvs/mers who need to update their knowledge of the various Fermilab support functions ths
course of executing their people management responsibilities.

Objective Fermilab Functions is a series of three half-day presentations from subject matter experts throughout the Lab. They provide an overview of
responsibilities, and will identify your complimentary role and responsibilities as a supervisor. Topics include:
Day 1 - ESH&Q, Medical, FMLA/Benefits, and EAP
Day 2 - Project Management, Procurement, Budgeting, and Audit
Day 3 - Compensation, Computer Security, and Site Security

Course Content There are no classroom marterials provided for this course. However, to download Fermilab Functions presentations go to the WDRS websi
Our Curriculum.

Instructor's Comments There is no fee for this class. However, if you withdraw from the class 10 business days or fewer before the scheduled date and do not find ¢
attend on the scheduled date, you will be charged $200.

Class Schedule

Class Code 100113 The Class is Full
Select another class or add your name to the Waiting List.

When: Friday 12/15/2017 09:00 AM - 11:30 AM
Tnstructor: Holly Lett
Where Aquarium - WH13
Offered To FERMILAB
Fee None
Attendees 5/5 Roster
Instructors Only Change Class Location - Send Email to All Enrollees — Cancel This Class





9. If the training was scheduled because of a special request, you may want to send a tickler email to all who are past due or coming due in 30 days.  The TRAIN system will do this each weekend but you can choose to inform them as soon as the class session is scheduled.  Tickler emails are profiled in procedure ESHQS-XX#.
10. If there are individuals on the wait list, they will be enrolled in this session as soon as it is saved.  TRAIN will send the individual and the instructor a confirmation email.
Fermilab ESH&Q Procedure

Rev. 3/2015
WARNING:  This procedure is subject to change.  The current version is maintained on the ESH&Q Section website.


