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About This Procedure

This procedure provides instructions for accessing and0 Messages displayed by the system are printédlin
operatingthe Training Information System (TRAI). The ics. Example: The messadeelete Successfu$ dis-
following information will help you to use the proce- played.

dure more effectively and to locate further assistance ifg Fjg|qg specifications are also printed in italics. Exam-
needed. ple: SSN(required, numeric field; 9 positiongfey in

the employee’s social security number.

O For date fields, “(yymmdd)” means that you should
This procedure is divided into several primary sections key in the date in year/month/day order, using leading
which are tabbed for easy access. Primary sections, pageeros for single-digit months and days. Example: Key in
numbering, and the amendment process are describethe date (yymmdd) the training session is scheduled to
below. begin.

How The Procedure Is Organized

Introduction includes general information as follows: O Data that is system generated or that you must key in
exactly as shown is printed Ioold italics Example N
(no) is system generated.

) o O Figure, exhibit, and appendix references links the fig-
System Access provides access security informa- yres exhibits and appendixes with the text. These refer-

System Overview describes what the system is used
for and provides related background information.

tion and instructions for accessing the system. ences are printed in a bold style as shown here. Exam-
Operating Features describes the system's design Pl€: The TRAI MenuKigure 4) is displayed.
and how to use its operating features. O Keyboard references are printed in brackets. Exam-

ple: Press [Enter]. Press [PF1].

TheTRAI Menu giVeS-inStrUCtionS .fOI’ Selecting Options a Optiona| actions at the end of a processing function
from the system’s primary selection screen. are preceded by bullets. Example:

Instructions for eackubmenuandoption are provided * To exit the system, press [Clear].

under a separate heading. All options on a O Important extra information is identified as a note.
submenu are covered before going to the next option onExample:Note: Evaluation data cannot be added before
the main menu. The menu and option screens are prestraining course data.
ented as figures within the text.

Who To Contact For Help

For questions about payroll/personnel policies and regula-
tions, contact your Committee For Agriculture Payroll/
Personnel System (CAPPS) representative.

Exhibits includes illustrations such as examples of
forms and reports.

Appendix contains a list of the TRAI edit messages.
For questions relating directly to training policies, con-

Pages are numbered consecutively at the bottom of eackact your agency training officer.

page. If the procedure is amended, point pages (e.g., 3.1, ) _

3.2, etc.) are used as needed to accommodate additiondfOf questions about NFC processing, contact the

pagesAll amended pages are marked at the bottom with Administratiye Payments Branch, Miscellaneous Pay-

free at)1-800-421-0323.

If you begin receiving this procedure after it has been . o-cess to TRAI, contact your agency’s ADP security
amended, you will receive the publication with all 8ﬁicer.

amendments and bulletins. Remove and insert amende

pages according to the accompanying page control charFor other questions about the system (including help

so that your procedure is current. with unusual conditions), contact Information Center
personnel ab04-255-5230.

What Conventions Are Used For questions about this procedure, contact the Direc-

This procedure uses the following visual aids: tives and Analysis Branch 804-255-5322.
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System Overview

The Training Information System (TRAI) is an online
system of the U.S. Department of Agricultur@kSDA)
Payroll/Personnel System.

TRAI:

Accepts direct entry of training data from
Form SF-182/SF-182P, Request, Authorization,
Agreement and Certification of Training, or the
applicable training document into the USDA
Payroll/Personnel System. TRAI allowsers to add,
change, and delete employee training data.

Allows direct inquiry to the employee training

Title |
Chapter 12

Note: If you select PRCH, or another payment system,
refer to Consolidation of Training Information on
page 7.

Online Entry of SF-182 Training Data

TRAI allows online entry of training data directly into
the Payroll/Personnel System.

This procedure provides instructions for entering train-
ing data via TRAI. (Data entry instructions begin on
page 15.)

records stored on the Payroll/Personnel database af\ssigned Training Document Numbers (TDN)Prior

NFC.

Pays vendor invoices for training when the payment
method code (PMC) i$R (Training Payments Sys-
tem). TRAI also provides for payment of Graduate
School, USDA training when the PMC &S or the
On-Line Payment and Collection System (OPAC)
PMC isGT. SeePayment Method Codes .

Incorporates payment information when the payment
method code selected is that of another payment sys
tem (e.g., the Purchase Order System (PRCH)).

Incorporates indirect cost information when the
Travel System (TRVL) is used as the payment meth-
od.

to entering the training data, a TDN is assigned by the
agency to each employee attending training. The TDN
is one of the key features for locating a specific training
session within an employee’s training record.

As the training information is entered, it is subjected to

front-end system edits to ensure the validity of the data
entered. After the successful entry of the training data,
the TRAI database is updated and a system generated
SF-182 reference number is automatically assigned to
the employee’s training document. The SF-182 refer-
ence number along with the social security number
(SSN) serves as a link that will tie all training informa-

tion together (i.e., information for payment, cost, etc.).

Use TRAI To:
Track Training Only
- enter the training information into TRAI
OR
- send hardcopy of training document to NFC to enter into TRAI (only an option for agencies with special agree-
ments with NFC)
Track And Pay Training For
- one employee and one accounting line
- multiple employees and one accounting line
Use PRCH To:
Pay Training For
- multiple employees and multiple accounting lines
- group training (when agency contracts for a set price)
- one employee and multiple vendors (e.g., payment to bookstore for materials and payment to vendor for
trainer) T
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Taxpayer ldentification Numbers (TIN). The Tax- CC (Payment Made Via Agency Credit Card).Used
payer Identification Number (TIN) provision of the to record a training payment made through the use of a
Debt Collection Improvement Act of 1996 (DCIA) credit card.

requires an agency to obtain the TIN for all payments
made to persons and/or vendors and to report this num
ber to the Department of the Treasury. The TIN is
assigned to all individuals and businesses that file tax T (payment Via An other System)Used to record a
returns in the United States. For individuals, the SSN raining payment which will be processed in another
serves as the TIN. For businesses, the employer identifi-nayment system (such as Imprest Fund).

cation number (EIN), assigned by the Internal Revenue

Service(IRS), serves as the TIN. The TIN is required for Note: When the cost of training is to be divided between
a PMC (i.e., PMC TR or GS) that generates a disburse-gitferent appropriations, TRAI cannot be used to process
ment through TRAI. the payment. The payment processing of the vendor
invoice should take place in PRCH.

NC (No Cost To The Agency)Used to record training
with no cost to the agency.

Mass Actions When more than one individual attends
the same training session, a single TDN can be assigned
to process the multiple training records. To assist in pro- Training Status Codes (TSC)
cessing multiple training records, TRAI contains a mass
action feature that duplicates the training data in all TSC's are used to indicate the status of a training
fields, except for the SSN field, to allow for the entry of invoice. Following is a list of the training status codes:
each trainee’'s SSN.

Code Definition

Payment Method Codes (PMC) CE Completed, Evaluation Received
CF Completed, Failing Grade Received

CN Completed, No Evaluation Required

CP Completed, Passing Grade Received

CX Training End Date Has Passed (No
Evaluation Received)

IN Incomplete, Course Not Completed; With
Cost To Agency/Bureau

PE Pending, Training In Progress Or Future

Following is abrief description of each payment method SP  Stop Payment

code: WB  Withdraw, Budgetary Reasons With No Cost

To Agency/Bureau
TR (Payment Made Via Training Payments System). WC  Withdraw, Budgetary Reasons With Cost To

PMC'’s are used in TRAI to identify the system which
will generate payments for training vendor invoices.

The codes facilitate the tracking of payments, training
costs, and travel related costs by identifying the system
used to pay the training.

Used to process training payments in TRAI. Agency/Bureau
WN  Withdraw, Trainer Cancels With No Cost
GS (Graduate School, USDA)Used to process Gradu- To Agency/Bureau

ate School, USDA sponsored training in TRAI.

Note: The status of a training invoice canibguired
GT (Government Transfer/OPAC). Used to process  through the IN-Inquiry Option (Refer figure 25 ).

agency sponsored training in TRAI.

Using TRAI As A Payment System
PO (Payment Made Via Purchase Orders)Used to
process contractual purchase orders training paidwhen agencies using TRAI to track employee training
through PRCH. Form AD-838, Purchase Orieused  and to generate vendor payments enter PNR®r GS,
to process contractual training. PRCH payment data iSTRAI will generate an SF-182 with NFC's address (P.
sent to TRAI for update of the database. 0. Box 60000, New Orleans, LA 70160) in Block 25,
: , . Billing Instructions. This is the address to which the
_Certam PMC’s are used to record direct oSt amounts, o qar will send the invoice for payment. If TRAI is not
Into TR.A!' When these_ podes are gsed used to print an SF-182 the NFC billing address must be
(1) the training records are maintained for informational ,tered on the agency training document.
purposes only, (2) the obligation records are not pro-
duced for the amoungsitered, and (3) the updates of the When agency sponsored training is processed, BVWC
amounts are not made by any other system. Following isis entered in TRAI. The billing address to which the ven-
a brief description of each of these payment methoddor will send the invoice with the appropriate training
code: documents for processing and payment is as follows:

4
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National Finance Center, USDA WB, and WN are identified on Report TRAI7001,
P.O. Box 60963 Training Records Scheduled For Deobligation. All
New Orleans, LA 70160-0943 training records obligated awaiting invoices are identi-

fied on Report TRAI7002, Training Costs Obligated
When agencies use PRCH or another payment system téwaiting Invoice. Training data processed for the pre-
generate vendor payments for the training PRIG, vious month is identified on Report TRAI7003,
CC, or TF will be entered in TRAI. In these situations, Monthly Proof Of Training Payments XX-XX-XX -
TRAI will not generate an address in Block 25, Billing XX-XX-XX. (See Reports)

Instructions, of the SF-182. Accounting. TRAI sends a record to the accounting sys-

Agencies not using the TRAI payment system are tem for PMCTR, GSorGT. When the vendor’s invoice
required to direct their training vendors to submit IS progessed for payment, the paid amount is accrued,
invoices to the applicable agency personnel for proces-and disbursed.

sing. If the PMC isPO, PRCH sends an obligation record to
Payment Of Vendor Invoices the _accounting system yvhe_n the _purchase order is
received. When the invoice is received and processed,
the invoiced amount is accrued and paid. The payment
record from PRCH is sent to TRAI to record the pay-
ment information (i.e., amount, paid schedule number,
Each training document successfully established in paid date).

| is given a system-generated F.'182. reference If the PMC isGT, an OPAC statement is transmitted to
number which is matched to the vendor invoice for pro- .
NFC. The amount is accrued and recorded to the proper

cessing and paymeniote: Training data must be . LS
entered in TRAI to generate an SF-182 reference num-agggcy' The object class code used for all training is

ber. Agencies must ensure that the copy of the training
document sent to the vendor contains the SF-182 sysDisbursementsPayments for training are processed by
tem-generated reference number or the invoice will TRAI and disbursed by the Department of the Treasury.
reject to suspense during processing. If agencies usé-ollowing is abrief description of each type of disburse-

TRAI to print SF-182 documents, the reference number ment:

will generate in the same block as the TDN (Block B, . )
Official Use Only). Direct Deposit/Electronic Funds Transfer (DD/EFT)

Payments.The Direct Deposit/Electronic Funds Trans-
When the processed vendor invoice is matched to thefer (DD/EFT) Program directs payments electronically
respective training document, the system performs editsto accounts at designated financial institutions. The
to ensure the data is correct before processing theTreasury’s Financial Management Services (FMS) im-
invoice for payment. plemented the Vendor Express Program to pay vendors

) ) ) ] ] electronically through the Automated Clearing House
Vendor invoices that fail edits are rejected to SUSpense.(ACH) network.

The documents are researched by NFC'’s Miscellaneous _ _
Payment Section (MISCPAY) for correction or deletion. The ACH is the Government’s network for exchanging
When differences between the invoice and the training electronic debit and credit entries among financial insti-
document are resolved, the invoicedeexiuled for pay-  tutions. For Government-initiated payments, magnetic
ment processing. The payment information (vendor tapes are furnished to the originating Federal Reserve
name, invoice number, paid amount, paid schedule, andBank for processing and distribution to financial institu-
schedule date) is updated in TRAI. tions that participate in ACH.

When differences are unable to be resolved, NFC uses Vendor Express as an expeditious method for

MISCPAY will delete the invoice from suspense. A sys- vendors to receive payment for goods and/or services

tem-generated letter, explaining the reason for nonpay-Provided to Federal agencies. The vendor’s payment is
ment of the invoice, will be sent to the vendor. sent via EFT and automatically credits the vendor’s

bank account at a designated financial institution on the
Obligating/Deobligating Training Funds. Funds for payment due date in lieu of a paper check.

training are obligated when training information is ) o )
entered into TRAI with PMOR, GSor GT. The Vendor Express identification number is used to

identify a vendor as a participant, and must be included
Thirty days prior to system deobligation, all training as part of the remittance address on all invoices pro-
documents not paid within 330 days of the indicated cessed for payment in TRAI. For additional information
training start date and also those coded with TSC SP,about the Vendor Express Program, refer to Title II,

TRAI is used to process the payment of training invoices
from vendors.

5



Title | Payroll/Personnel Manual
Chapter 12 Training Information System (TRAI)

Voucher and Invoice Payments Manual, Chapter 1, Sec-to the Prompt Payment Reference Guide, Title Il, Chap-
tion 2. ter 1, Section 1, dated September 19, 1990.

Check Payments.A check is a computer-generated System-Generated Vendor Letters.When vendor
order that directs a bank to pay monies as instructed. Ainvoices are processed for payment in TRAI, letters for
paper check is issued to a designated vendor or agencpdjustment, payment, and/or nonpayment may be sys-
who provided training goods and services. An identifi- tem generated due to a specific TSC or corrective action
cation record accompanies the paper check to assist théaken through suspense processing. The letter (1) identi-
vendor in reconciling the payment. Following is a brief fies the adjustment, (2) explains the reason for the
description of each check identification record: adjustment or nonpayment, and (3) instructs the vendor
as to who should be contacted for additional informa-

* Notice To Check Recipient CardExhibit 1). Gener- tion

ated for less than 10 employg®sd on a check when
the amounts billed from the vendor equals the amountFollowing is brief description of the TRAI adjustment,
paid by TRAI. payment, and nonpayment letters:

* Check Summary (Exhibit2). Generated for greater  Training Payment Summary/Adjustment.
than nine employees when the amount billed from the Form NFC-1221, Training Payment SumméFpr(Ad-
vendor equals the amount paid by TRAI or when the justment} (Exhibit 3), may be system generated based
amount paid by TRAI is less than the amount billed ypon a valid PMC and/or TSC. The adjustment letter
by the vendor. may also be technician initiated (action code driven)

up for the payment to record the problem.

Prompt Payment Processing.The Prompt Payment  pForm NFC-1221 will be automatically system gener-
Act (The Act) requires Federal agencies to pay interestated by TRAI when a vendor invoice is processed and
penalties for late payments, to take discounts only Whenpaid and contains the valid TS®B, Withdrawal - Bud-
payments are made within the discount period, and t0getary Reasons With No Cost, 8B Stop Payment,
make payments as close as possible to but not later thagnd/orPMC CC,NC, or TF, which will cause the system
the due date. to automatically adjust the invoice amount.

The Act requires agencies to automatically pay an inter- The technician-initiated system-generated adjustment
est penalty for late payment of amounts owed to vendorsletter is produced when a vendor invoice or valid train-
for training goods and services. TRAI is an administra- ing information is manually adjusted in suspense. The
tive payment system which falls under the requirements technician will enter an action code on the suspense
of the Prompt Payment Act. screen so that when processed, the invoice amount and
o ] ) the associated training document in TRAI will be ad-
Training data entered using PMIR or GSis matched  jysted. The action codes are established in a table that is

to training vendor invoices by TRAI. The vendors are programmed to take certain action on the document
directed to send the invoices to NFC for processing andxter it appears in

payment. Upon receipt at NFC, the invoices must be
date stamped and reviewed. The Act provides that in thesuspense. The adjustment letter will identify the adjust-
absence of a date received stamp on the invoice, the infments and list the reason(s).

voice date will be used to compute the payment due
date. The date the invoice is received or the receipt/ac-
ceptance date of the services is used to determine th
payment due date. The payment due date is compute
from the latter of the two dates.

Non Payment of Invoice for Training.
Form NFC-1222, Non Payment Of Invoice For Train-
Ing (Miscellaneows) (Exhibit 4), is system generated
hen a wvendor invoice with all SF-182's
processed in TRAI contain the TSE, Stop Payment,

The payment is warehoused at NFC and released to th€" WB, Withdrew, Budgetary Reasons With No Cost To
Department of the Treasury 3 days prior to the com- Agency/Bureau, oPE, Pending, Training In Progress
puted payment due date to allow for Treasury handling. O Futureor a combination of TSC’s that prevent pay-
If the payment due date cannot be met, interest at thements._The letter nqtlfles the vendor when an invoice is
rate determined by Treasury is automatically assessed'©t 9oing to be paid.

and included with the payment. For specific require- Non Payment of Invoice for Cancelled Training.
ment information on prompt payment guidelines, refer Form NFC-1223, Non Payment Of Invoice For Train-
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ing (For Cancellations)Exhibit 5), is system generated required to travel are paid through TRVL. A record of

when a vendor invoice with the training document pro- the training expenses is submitted to TRAI. TRAI

cessed in TRAI contains the TS@N, Withdrawal- updates the training record with related indirect costs
Trainer Cancels With No Costs. The letter notifies the payment data by matching the employee’s SSN and the
vendorwhen an invoice is not going to be paid due to the SF-182 reference number on the voucher. See Title I,
cancellation of a training session. Voucher and Invoice Payments Manual, Chapter 2,
Consolidation Of Training Information 'g;z;\;gnand Transportation Payments, Section 1, Travel

Selected agency personnel are responsible for entering-orms associated with TRAI are described below. An il-
the PMC for the training document. The PMC identifies |ustration of each form is included in thehibit Section
the payment system from which funds are dlsbursed.FOrm SF-182, Request, Authorization, Agreement

Although training data is processed in TRAI, other sys- and Certification of Training (Exhibit 6). This form

:ﬁren?rz;ri]r?i)r/]gbe used to make payments to the vendor formay be used to request, authorize, certify, and record

training involving official time or any amount of funds
TRAI interfaces with PRCH and TRVL to accept train- from governmental and nongovernmental sources.
ing payment data processed through those systems. Form SF-182 and the pinfeed version of the SF-182 are

PRCH payment data for training processed via any type9enerated by TRAL.
of AD-838 is recorded in TRAI for an update to the Form AD-838, Purchase @der (Exhibit 7 ). This form
database. Indirect travel costs processed in TRVL areis used to record training goods and services that require
also recorded in TRAI to allow an update to the data- intragovernmental contracts, including agency spon-
base. sored training. Training on the AD-838 is identified by
Object Class Code 2523. For additional information,
refer to Title I, Voucher and Invoice Payments Manual,
Chapter 5, Procurement Payment Activities, Section 1,
o v I Purchase Order System.

(Exhibit 8 ). This form is used to transfer monies be-

involves the use of intragovernmental contracts. If the o o . ;
. : . tween agencies in MISC. For additional information
paid purchase order contains Object Class 2523, a . .
Co . refer toTitle I, Voucher and Invoice Payments Manual,
record of the obligation and payment is sent to TRAI to : .
o Chapter 6, Other Payments, Section 5, Miscellaneous
update the employee training record. TRAI matches the
. . Payments.
purchase order number on the invoice with the purchase _
order number on the training document. If multiple Form AD-757, Miscellaneous Payment System
records exist for a specific purchase order number, eacHExhibit 9). This form is used to process training pay-
individual charge on the invoice is matched and applied ments in MISC. For additional information refeiTide
to the individual employee record in TRAI. Records that Il, Voucher and Invoice Payments Manual, Chapter 6,

pass the TRAI edit process are updated with paymentOther Payments, Section 5, Miscellaneous Payments.

information such as the purchase order number, schedform AD-616, Travel Voucher (Temporary Duty
ule date, paid schedule amount, and other related datatravel) (Exhibit 10 ). This form is used to record train-

Following is a brief description of training situations
that require payment through systems that interface
with TRAI:

See Title Il, Voucher and Invoice PaymeMsnual, ing related travel cost®lote: (1) Only travel cost data
Chapter 5, Procurement Payment Activities, Section 1, (j.e., tuition, books, materials, etc.) is to be processed in
Purchase Order System TRAL. All other travel related charges are processed in

Agency Sponsored Training Agency sponsored train-  TRVL. (2) To identify training, Block 10, Training Doc-
ing (i.e., OPM, GSA, Department of the Treasury, etc.) ument No (For Purpose of Travel Code 3 Only), must be
processed in TRAI with PMGT (OPAC)creates an c_ompl_eted Wlth the SF-182_reference number. For Qdd|-
accounting record for obligating funds and charging the tional information refer to Title I, Voucher and Invoice
applicable agency location code (ALC). A copy of the Payments Manual, Chapter 2, Travel and Transporta-
training document with the attached backup documen-tion Payments, Section 1, Travel System.

tation is mailed or electronically transm_itted toNFCto o AD-202,
set up the account for payment processing and reporting
See Title Il, Voucher and Invoice Payments Manual
Chapter 6, Other Payments, Section 6, OPAC Intrago
ernmental Transactions

Travel Authorization/Advance

(Exhibit 11 ). This form is used to approve travel for

' training purposedNote: To identify training, Block 11,

V'Training Document No (For Purpose of Travel Code 3,
Training Attendance Only), must be completed with the

Training Involving Travel. Indirect costs (i.e., books, assigned SF-182 reference number. For additional

per diem, etc.) related to training where the trainee isinformation refer tdlitle Il, Voucher and Invoice Pay-
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ments Manual, Chapter 2, Travel and Transportation To request reissuance of a missing report, contact the

Payments, Section 1, Travel System. Operations Branch, Computer Scheduling Section, at
504-255-5318.
Reporting User-GeneratedReports. The TRAI System contains a

) i report option that can remotely produce online reports
Ad Hoc Reports. TRAI is defined to the FOCUS o 3 selected timeframe. The reports serve as an aid in
Reporting System for ad hoc reporting. For instructions hersonnel operations and assist in identifying training
on accessing FOCUS, see Title VI, Systems Acce_ssdata_ Reports may be requested by (1) department,
Manual, Chapter 5, Report Generator Systems, Sectlon(2) agency/bureau, (3) organizational structure,

4, FOCUS R_eporting System. For FOCUS training, con- (4) personnel office identifier (POI), and (5) SSN.
tact Information Center personnel%i4-255-5230.

User-generated reports that may be requested using the
NFC System-Generated ReportsTRAI reports that  Report Option of TRAI include:

are system generated provide training coordinators and
other concerned management officials with timely data ¢ OPM Annual

on training Costs. e Employee Training Profile

Following is a brief description of each system- e |ndividual Training Record
generated report: « Monthly Status

TRAI7001, Training Records Scheduled For Deo- _ .
bligation (Exhibit 12 ). This report is generated at the * Tickler Notice
end of each month. It lists by agency, in date order, all See theReport Option for additional information.
training documents processed with PNIR, GS,orGT

that weren't paid within 330 days of the indicated start- Responsibilities

ing training date and scheduled for deobligation. The

agency has 30 days to review and update the trainingLiStEd below are the responsibilities of the primary
records before TRAI deobligates the funds. organizations involved in TRAI processing:
TRAI7002, Training Costs Obligated Awaiting Agency:
Invoice (Exhibit 13 ). This report is generated at the end U Establishes a training document number (TDN) for
of each month. It lists by agency, in date order, €ach employee attending a training session.

all training documents (except OPAC training
documents processed with PMET) established in

TRAI that are 30 days past the training end date foro Ensures that vendors have knowledge of DCIA laws
which no vendor invoice has been received. and acquires the vendor’'s TIN prior to establishing

TRAI7003, Monthly Proof Of Training Payments raining

(XX-XX-XX - XX-XX-XX) (Exhibit 14 ). This report O Ensures that the system-generated SF-182 reference
is generated at the beginning of each month and pro-number is documented on all SF-182¢ote: The
vides data on the previous month’s processing. It lists, SF-182 reference number is a key element in matching
by agency, training documents in SF-182 reference the invoice to the training document.

number order that have been paid during a specific
period. O Completes and reviews the training document for

compliance with training regulations for approval or
To request a report, complete Form AD-1083 and return disapproval.
it to:

Directives and Analysis Branch
National Finance Center, USDA
P.O. Box 60000

O Determines the method of payment to be used.

O Enters training data in TRAI. If TRAI is not used as
the payment system, ensures that the training payment
is processed in the applicable system.

New Orleans, LA 70160 O Completes and reviews additional forms applicable
To fax a request or update, send Form AD-1083 to DAB 10 processing  training data and  payments
at fax numbeb04-255-4367. (i.e., Form AD-838 for PRCH, Form 616 for TRVL,

For detailed information on Form AD-1083, see Bulle- tc.)

tin 94-3, Changing or Correcting Address Information, O Distributes copies of forms applicable for processing
dated August 5, 1994, addressed to all tittes of NFC training data (i. e., SF-182/SF-182P, AD-838,
external procedures. AD-616, etc.).

8



Payroll/Personnel Manual Title |
Training Information System (TRAI) Chapter 12

O Prepares and transmits or mails a hard copy of Telephone Inquiries

Form AD-838 NFC for payment. Telephone inquiries should be directed to MISCPAY at

O Reviews system generated letters to attain the neces04:255-AMIS  (504-255-4647) or  (toll free)

sary information and returns to NFC. 1-800-421-0323.

O Reviews TRAI reports and assures the necessary ac:rhe requester  must provide the following

. e : ) information:
tion within the appropriate timeframe.
* Fund code, unit code (if Agency 11, Forest Service),

The Vendor: and state code (if Agency 07, Rural Housing Service)
O Submits copy of the training document with the ven- « Voucher number (if paid through MISC) or purchase
dor invoice to NFC. order number (if paid through PRCH)

O Submits a copy of the vendor invoice to the agency * Payee’s name
for Type AD-838 purchase orders. e \endor’s invoice number

O Resolves discrepancies with NFC when necessary. * Training document number (TDN)

NEC: * System-generated reference number (SF-182 Refer-

ence Number)

O Reviews and processes training invoices received. Student’
from vendors into TRAI. Heents name

) o ~ = Payment method (payment method code)
O Reviews and corrects vendor invoice data that failed -
; e Date of the training
edits.
Written Inquiries

Written inquiries are used for routine requests or inqui-

O Obligates/Deobligates funds for trainiegpenditures. ries requiring lengthy research. Agencies should submit
Form AD-354, Request for Information, in duplicate.

O Provides system-generated reports and/or payment/The AD-354 must provide a clear, complete explana-

nonpayment letters for adjustment and/or non-paymenttion of the problem(s) and must have all necessary docu-

with an explanation of any amounts suspended or other-ments attached to it.

wise disallowed on a training document to the vendor ) )

and/or agency. All written requests must be mailed to:

] ) ] ) ) Miscellaneous Payments Section
O Provides assistance in the inquiry of agency/vendor  National Finance Center, USDA
related questions and problems. P.O. Box 60000

New Orleans, Louisiana 70160

o Completion instruction for Form AD-354 may be found
O Issues and maintains external TRAI Procedure. in the Miscellaneous Systems Procedure of Title V,
Chapter 1, Inquiry.

O Processes training payments to vendors.

O Maintains accounting records and reports.

Inquiries Telefax Inquiries

| Telefax inquiries are used for inquiries of an urgent na-

Note: (1)To obtain immediate access to an individua ) . ;
ture and may be used to submit a quick service

employee’s training record, refer to the processing in- .
structions for the IN-Inquiry Option  in this request or Form AD-354. Agencies should telefax
procedure.(2) Information will not be provided to MISCPAY at504-255-6307.

unauthorized personnel. TRAI Processing Cycle
All agency questions relating to TRAI concerning pay-
ment status or agency reporting should be directed to

NFC in accordance with the external procedure, Miscel- ., explains the daily processing of training transac-

Ianeou_s Systems Manual of Title V, Chapter 1, Inquiry. tions effective for Pay Period 08, which are processed in
Agencies should inform vendors to contact NFC Pay Period 09

directly on matters related to payment information.

These instructions are printed on the Notice to Check Process 1runs nightly, Monday through Friday, and
Recipient enclosed with each payment. Vendors are ad-updates training records with data from the Personnel
vised to contact NFC directly regarding details for ob- History System (PERHIS). The process updates training
taining substitute or replacement payments. records where the training start date is less than the date

The TRAI Processing Cycle provides an explanation of
how training documents are processed. The illustration
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of the later personnel action. Data is retrieved from The Bi-Weekly Examination Analysis and Reporting
PERHIS to update the training record with personnel System (BEAR)processes on the second Sunday after
data that was current at the time of training (e.g., orga-the pay period. This process performs an analysis of the
nizational structure, pay plan, grade, and step). Addi- entire Payroll/Personnel database for the purpose of
tionally, this process updates training records wim- generating and producing reports for subsequent proc-
ing payment information when training is paid. A €ssing through TRAI.

second procedure is run nightly to update training statusp o cess 3runs biweekly after the BEAR process has

codes. Training data is also available for reporting. completed. This process updates all training records
(current and historical) with the organizational structure

Process Zuns weekly on Friday nights after the close o
business. This procedure erases print sessions and pri

records from the training database which are older than

90 days, from the date of entry or the session date.

10

4

f (Department Level through Level 8), personnel office
identifier, employee name changes, separation-acces-
ion type, and employment status.

Listed below is a key to the TRAI Processing Cycle.

Sunday Monday Tuesday Wednesday | Thursday Friday Saturday
1 2 3
Process 1 Process 1 Process 1 Process 1 Process 1 A
Process 2 PP
4 5 6 7 8 9 10|08
Process 1 Process 1 Process 1 Process 1 Process 1 v
Process 2
11 12 13 14 15 16 17
BEAR PP 08 | Process 1 Process 1 Process 1 Process 1 Process 1 A
Process 3 Process 2 PP
18 19 20 21 22 23 24 (09
Process 1 Process 1 Process 1 Process 1 Process 1 v
Process 2
25 26 27 28 29 30 31
BEAR PP 09 | Process 1 Process 1 Process 1 Process 1 Process 1 PP
Process 3 Process 2 10
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System Access 3. TOP SECRET validates the user ID, password, and
access authorization to TRAI.

This section provides access security information and 4. ypon verification/validation ofhe user ID and pass-

gives specific sign-on/sign-off instructions. word, the user is logged onto the mainframe computer
and into TRAI.
Security And Remote Terminal Usage Note: Steps 5 through 8 are transparent to the user.

Access security is designed to prevent unauthorized use;  |p\s security controls are then checked. The user
of systems and databases. For information about accesg, st pe established in the data dictionary (the user re-

security, including user identification numbers (uUser .4 name is the same as the ACID name) in order to
ID’s), passwords, and obtaining access to a spesyiic proceed.

tem, see the Remote Terminal Usage procedure, Title
VI, Chapter 2, Section 1. 6. The user is allowed to execute the TRAI program

which will perform his/her assigned function as long as
To access TRAI you must (1) have authorized security his/her security access for the program match.

clearance and (2) use a terminal or personal computer. , Lo
that is connected through your telecommunications net-7' The TOP SECRET prafiles are used to determine if .
the user can access the subschema where the data is

work 0 the mainframe computer Ioca_t ed at NFC' Forin- stored.The TOPSECRET user’s permissions are read to
formation about connecting and disconnecting from Lo ;
determine if access is allowed.

your telecommunications network, see the instructions

that are provided with your specific network. 8. The SAC is used to verify if access is to be granted to
a particular record. The primary SAC entry path is:
Security Access SAC:RXDDAA22334455667788RYDDSASONAA,

Where DD=Depart, AA=Agency, 22-88=0rg Struc-
ture, SA=Serv. Agency, SON=Sub. Off. No.
X=1 for Own, 2 for Train

Security Software. System security at NFC is managed Y=3 for Own, 4 for Train

by TOP SECRET, a commercial access control package

operated in an IBM Multiple Virtual Storage (MVS) en- Requests For TRAI AccessUseramust request access
vironment. TOP SECRET provides protection for data- through their agency’s security office. The request for
SetS, |ibrary programs, input/output deviceS’ and mostaccess should pI’OVide the fO”OWing information:
system resources. It al_s_o_ controls access to data proces- |jser Name

sing resources and facilities through a three-step process

as follows: e UserID

The following information describes the security envi-
ronment at NFC.

1. TOP SECRET validates the user to determine if he/ ® Agency Name
she is authorized to use TRAI. The user’s logon accesss ser Access Request Level
(user ID and password) is validated during the logon

process. - Online_ add, change, delete of Form SF-182 for
) . . agencies

2. TOP SECRET confirms that the user is authorized to

use the requested facility. - Online add, change, delete of Form SF-182 for

3. TOP SECRET determines if the user is authorized to NFC

use the requested resourges., datasets, programs, - Online inquiry/print of Form SF-182

transactions, database subschemas, Security Access _ : )
Code (SAC), etc.). Online report request of Form SF-182 data

- Global access (sensitive view)
Validation Process.To facilitate user access to NFC-

maintained systems, significant interaction/interface
among software packages is necessary to control access. - FOCUS access (nonsensitive view)
This interaction is transparent to the u3ée following
steps occur during a sign-on to TRAI.

1. The user is prompted to enter his/her user ID and® Application Name (TRAI)
password.

Global (retrieval access)

e Telephone Number

Note: The access level requested for the user should be
2. At the Application prompt, the user then keys in based on the individual's assigned work requirement
TRAIL. and job functions.

11
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Sign-On Enter Application Name (required, alphanu-
meric field; max. of 9 positiondey in TRAI and press

To sign-on, connect to your telecommunication network [Enter]. TheTRAI menu is displayed, except when NFC

to display the NFC banner scrg€igure 1) on your ter- needs to communicate special system function mes-

minal. Then respond to the prompts as follows: sages.

. L In this case, the Electronic Access Bulletin Board is dis-
Enter User ID (re_quwed, alphanumerlc field; played. Read the message(s) shown and press [Enter].
max. of 8 positionsKey in your assigned user ID (.9., The NFC MenuyFigure 2) is displayed. Press [Enter] to
NF999). Press [Tabl]. display the TRAI menu.

Password (required, alphanumeric field; 6 to Note:When signing on, before you display the system’s

8 positions) Key in your password. Your password is main menu, you may select Option 8, Directives Bulle-
not displayed on the screen. Press [Tab]. tin Board, on the NFC Menu to view additional payroll/

personnel relatednessages. (See Title VI, Systems
Access Manual, Bulletin 94-1, Directives Bulletin
New Password(alphanumeric field; 6 to 8 posi- Board, dated January 24, 1994.)
tions). If your current password expires, key in a new
password. Press [Tab]. You may change your passwordnstructions for using the TRAI menu begin following
any time but not more than once a day. the Operating Features section.

SNAMOD2 T3134605 PF1=HELP == ==

% NNW\,IN\l ,\I\l\‘ FFFFFF C%%Cc%cccc%%c :;;:
NNNNNN%NN FEEEEEgEEE ng@ggggc

Welcome to the National Finance Center
Office of the Chief Financial Officer
== United States Department of Agriculture ==

== ENTERUSERID = PASSWORD = NEW PASSWORD ==
== ENTER APPLICATION NAME = OR PRESS ENTER FOR NFC MENU ==

XXIXXIXX SNAMOD2 NFC MENU T3134806 15:12:50 CT ==

—= SELECT ONE: ==
. PAYROLL/PERSONNEL SYSTEMS ==
. FINANCIAL INFORMATION SYSTEMS ==
. PROPERTY MANAGEMENT INFORMATION SYSTEMS ==
. ADMINISTRATIVE INFORMATION SYSTEMS =
. DEVELOPMENT SYSTEMS <NFC ONLY> ==
. DATA BASE TEST SYSTEMS <NFC ONLY> ==
. MISSION ASSIGNMENT TRACKING SYSTEM <GAO ONLY> -—=
. DIRECTIVES BULLETIN BOARD ==

== ENTER APPLICATION NAME OR SELECTION NUMBER ==> PF11 = EXIT ==

11l
1
W ~NOUIRAWNE

MESSAGE BOARD ==

Figure 2. NFC Menu
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Sign-Off unnecessary charges, disconnect from your telecommu-
nications network immediately after a session is termi-

To exit TRAI from any screen, press [Clear], or at the pated. (See Title VI, Chapter 2, Section 1, Remote Ter-
TRAI main menu, ke¥eX and press [Enter]. THenter minal Usage.)

Next Task Codprompt(Figure 3) is displayed. Key in
byeand press [Enter].

The NFC Menu is displayed. You are now disconnected
from the system. However, you are still connected to the
mainframe and may select another application from the
NFC Menu. bye

Enter Next Task Code

To disconnect from the mainframe, press [PF11] or a
compatible function key. The NFC banner screen is dis-
played. If you do not intentionally disconnect from the

mainframe, you are automatically disconnected after
your terminal is inactive for a short tiniote: To avoid Figure 3. Enter Next Task Code Prompt

13
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Operating Features * Other function keys are [Enter], [Clear], etc.)

This section describes the system'’s design and operating-or instructions on your equipment usage, for these
features. keys, see the manufacturer’s operating guide or consult
your ADP staff.

System Design The special functions of these keys in TRAI are dis-

TRAI is designed with menu and key field selection. play_ed at the bottom of each screen. Descriptions are
The menu lists options that may be used to add, changeProvided below:

delete, or query training data, generate reports, print
Form SF-182, and exit the system. A preliminary screen ) ) )
is used to enter key fields for accessing a specific option, Used to display the Main Menu without
and list the type of action being performed. The applica-| | PF1 | | updating the data base.

ble option displays the key fields (the same on all

screens) for selecting a specific training record, and Used to process data and initiate the mass ac-
identifies the processing status of the document. (Seq | pr2 | | tion feature in the Add Option.

Function Keys.)

Functions

Used for a variety of functions depending on
Help Screens PF3 | | the screen. Functions are described with
screen instructions.

Help screens are available for completing fields when

using the Add function. Help screens display a list of Used for a variety of functions depending on
valid codes and/or a narrative description for each field.| | PF4 | | the screen. Functions are described with
To obtain a Help screen in the Add function, position the screen instructions.

cursor on the field in question and press [PF5]. The
applicable Help screen is displayed and provides a
description of the field either in narrative format or by

listing the valid entry codes. Press [PF5] to return to the o o )
previous screen. Used to submit a job for printing in the Print

PF6 | | Option.

Used to display a Help screen in the Add
PF5 | | Option.

System Edits

Used to display the previous screen in the
All entries in the system are subject to front-end system| | pg7 Change Option.

edits. If an error occurs or if required data is omitted, an
edit message displayed at the bottom of the screen. All
errors must be corrected before the TRAI data base ig

Used to display the next screen in the Change

updated. See theppendix for a list of TRAI edit mes- PF8 | | Option.
sages.
Used to exit the system.
i Cl
Function Keys ear
Your keyboard includes: Used for a variety of functions depending on

Enter | | the screen. Functions are described with

e P function k PA], [PF], [F], etc.), dt ) .
rogram function keys ([PA], [PF], [F], etc.), used to screen instruCtions.

execute functions and display specific screens in the
system Used to move the cursor from field to field.
Tab

14
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TRAI Menu

After you access TRAI, the TRAI mengigure 4)

is displayed. The menu provides a list of 12 options and
displaysthe key fields to be executed for selecting a spe-
cific training record.

Below is a brief description of each option:

AP - Add (Print). Used to enter training data for creat-
ing a record and building a print record to print the
SF-182 document. It consists of four screens.

CP - Change (Print).Used to change the training data
previously entered in the Add (Print) option and to print
the revised SF-182 document.

AN - Add (No Print). Used to enter training data for
creating a record without building a print record for the
SF-182 document.

CN - Change (No Print).Used to change the training
data previously created in the Add (No Print) option
without building a print record for the SF-182 docu-
ment.

AE - Add (Eval). Used to add employee comments
relating to a training record.

CE - Change (Eval).Used to change existing training

Title |
Chapter 12

ing record fronCE (completed, evaluation received), to
CN (completed, no evaluation required)).

DE - Delete.Used to delete data of specific training
that has not been obligated or paid.

IN - Inquiry. Used to view training data. This option
consists of a sub-menu with four options.

PR - Print SF-182.Used to print the training data in an
SF-182 format from data processed in the AP-Add
(Print) or CP - Change (Print) option. It consists of a
menu with two options.

RE - Report. Used to request predefined training
reports from TRAIL. It consists of a submenu with five
options.

EX - Exit. Used to exit TRAI. Instructions for exiting
the system are provided undggn-Off.

To access an option from the TRAI Menu, complete the
fields as described below:

Enter: Option (required, alpha field; 2 positions
Key in code that identifies the applicable option.

Office Print ID (conditional, alphanumeric field;
max. of 6 positionsIf applicable to Optiod\P, CP, PR,

evaluation data on records previously entered in theor RE, key in the agency code and submitting office

AE-Add (Eval) option.

CS - Change StatusUsed to change the status of an ex-

number for the agency or bureau designated to process/
print training document and reports.

isting training record in the TRAI data base, unless the User ID (no-entry field. This is the user’s identifi-
record has been paid (i.e., changing the status of a traineation number.

Il TROO0O01M NATIONAL FINANCE CENTER

W TTTTTTTTTT 1

1l TT * AP - ADD (PRINT) 1l
1l TT * CP - CHANGE (PRINT)

1l TT AN - ADD (NO PRINT)

1 TT CN - CHANGE (NO PRINT)

' RRRRRRRRR AE - ADD (EVAL)

" RR RR CE - CHANGE (EVAL)

' RRRRRRRRR CS - CHANGE STATUS
" RR RR DE - DELETE 1l
" RR RR IN - INQUIRY 1
1l AAAAAAAA * PR - PRINT SF-182

1l AA  AA * RE - REPORTS

1l AAAAAAAAAA EX - EXIT

1l AA  AA

1 AA  AA

Figure 4. TRAI Menu
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Date (no-entry field. This is the date (yymmdd) Press [Enter]. The preliminary screen for the selected
that TRAI is accessed. option is displayed.

Time (no-entry field). This is the time of day that
TRAI is accessed by a user. Instructions follow for using the options on this menu.
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Add/Change (Print) Options
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AP-Add (Print) field on the TRAI menu. Complete the Office Print ID
field as described und@RAI Menu and press [Enter].

AP-Add (Print) is an option on the TRAI menu The Add (Print) preliminary screeffigure 5) is dis-
(Figure 4). This option is used to enter training data to Played.

create a record and build a print record for printing the

SF-182 document. The option contains a mass actionComplete the fields as described below:

feature used to enter multiple documents when more

than one individual is attending the same training ses- SSN(required, numeric field; 9 positiohskey in
sion. the trainee’s social security number.

Following is a brief description of each screen: Agcy/Bur (required, alphanumeric field; 2 posi-
tions). Key in the trainee’s agency or bureau code.

Screen 1, Section A, fainee Information. This screen _ o

contains Identification data relating to the employee TDN (required, alphanumeric field; max. of

from the Name Employee Database. 10 positiony. Key in the training document number
(TDN) that identifies the training request. The first 2

Screen 2, Section B, Training Course Information positions equal the last 2 digits of the fiscal year in

This screen contains data relating to the applicableWhich the training session is scheduled to begin. Posi-
training sessions. tions 3-10 equal the agency assigned numiiete:

The same TDN may be used to process the training
records of more than one individual attending the same

Screen 3, Estimated Costs and Billing Information .
training.

This screen contains data relating to cost and billing for

the applicable training session. . o .
Start Date (required, numeric field; 6 positiohs

Key in the date (yymmdd) that the training is scheduled

Screen 4, Section D, Approvals, and Section E, .
to begin.

Approval/Concurrence Data. Section D contains sig-
natures, titles, and telephone numbers of the nominating . . .
supervisor(s) and the training officer. Section E contains OPM (conditional, alpha field; 1 positign

the signature, title, and telephone number of the official N(no) is system generated. It indicates that the training
authorized to submit training documents. is not agency sponsored (e.g., O.P.M’ GSA' Department
of the Treasury, etc.). If the training is agency spon-

soredkey inY (yes).Note: EnteringY (yes) will gener-
Instructions follow for selecting and using the functions ate the employee’s home address on the Add (Print) Sec-
in this option. tion A-T rainee Information Screen.

Adding AP-Add (Print) Data. To select the Press [Enter]. Section A, Trainee Information, is
AP - Add (Print) option, key i\P at the Enter Option  displayed.

TR02401M ADD (PRINT)

SSN 111111111 AGCY/BUR 90 TDN 951111111111 START DATE XXXXXX OPM N

rk ENTER SSN, AGCY/BUR, TDN, START DATE, OPM DESIG, PRESS ENTER
ENTER=NEXT SCREEN PF1=MENU

Figure 5. Add (Print) Preliminary Screen
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Adding Section A-Trainee InformationThis section is
on Screen 1 of the Add (Print) Option.
Section A-Trainee Information(Figure 6) contains
identification information relating to the employee.

through 5 ] (SSN, Agcy/Bur, TDN, Start Date,
and OPM) are system generated from the Add (Print)
preliminary screen.INIT (initial) is displayed in

the Request Status field to indicate that an initial record

is being processed.

Payroll/Personnel Manual
Training Information System (TRAI)

entered in the OPM field on the Add (Print) preliminary
screen, this field is system generated\I{no) is en-
tered, key in the home address including the street or
post office box, city, state, and ZIP Code, where training
materials may be mailed.

Org Addr (optional, alphanumeric field; 3 lines
with a max. of 32 positions egctKey in the office
addressncluding the street or post office box, city, state,
and ZIP Code where training materials may be mailed.

Section A contains field data that is system generatedPhone Nos:

from the Payroll/Personnel database. Following is a
brief description of each field:

[(6] Dept (no-entry field. The department of the gov-
ernment that identifies where the individual is
employed.

Agcy/Bur (no-entry field. The agency or bureau
code where the trainee is currently employed.

POI (no-entry field. The personnel office identi-
fier code.

[9] Request Status(no-entry field. INIT is system
generated to indicate the initial entry of data for the re-
cord.Note: This field generate€ORR(correct) in the
CP-Change Print Option.

Name (no-entry field. The individual’s last name,
first name, and middle initial.

DOB (no-entry field. The individual's date of
birth.

Complete the following fields as described below:

Home Addr (conditional, alphanumeric field;
3 lines with a max. of 32 positions eacti Y (yes)is

Home (optional, numeric field; 10 positiohsKey

in the home telephone number beginning with the area
code where the individual may be reached during non-
working hours.

Office (optional, numeric field; 10 positionsKey

in the office telephone number beginning with the area
code where the individual may be reached dunotk-

ing hours.

Pos Title (no-entry field. This field is system gen-
erated. It is the official title of the individual’s position.

Pos Level (no-entry field. This field is system
generated. It identifies the individual's pay plan and
level of position (i.e., Code A, supervisory, managerial,
etc.).

Note: The following fields are to be completeuhly
when training exceeds 120 days.

Cont Civ Serv: (Continuous Civil Service)

Yrs (optional, numeric field; 2 positiohs Key
in the individual’s total number of continuous years in
civilian service.

HOME ADDR12 |

TR00101M ADD (PRINT) SCREEN 1

SSN AGCY/BUR  TDN START OPM N

pEPT AG  bEdv/BUR phz]  reql&dT sTaTUs INIT 2]
SECTION A - TRAINEE INFORMATION

navel10] DOB

ORG ADDR13]

PHONE NOME 000 0000000 OFF1@H 000 0000000

POS TITLE POS L A
CONT CIV SERV: @S 00 MOS 00 PRI N-GOVT TRAINING DAYS
HANDICAPPED/DISABLED N

PAY PLAN C SER GRISTEP TYPE AI@ ED LEV

ENTER=NEXT SCREEN PF1=MENU PF4=PRELIM SCREEN

Figure 6. Add (Print) Screen 1, Section A-Trainee Information
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Mos (conditional, numeric field; 2 positiohsIf 02 Elementary School Completed-No High
applicable, key in the individual’s total number of con- School
tinuous months in civilian service. 03 Spme High School-Did Not Gr_a_duate
Prior Non-Govt Training Days (optional, 04 glgh S::hool Graduate Or Certificate Of
numeric field; max. of 5 positiopKey in the individu- 05 Tqun{a e;ngy tional P Did Not
al's total number of prior nonGovernment training days. C?)rrrnnrlJrI]eate ccupational Frogram-id No
Handicapped/Disabled (conditional, numeric ~ 06  Terminal Occupational Program-Certificate
field; 1 positior). N (no) is system generated. Key in Of Completion, Diploma Or Equivalent
Y (yes) if the individual is disabled and requires special 7 Some College-Less Than One Year
arrangements or assistance. 08 One Year Of C()”ege

The fields listed below are system generated from the 09 Two Years College
Payroll/Personnel database and require no entry. Fol- 10 Associate Degree

lowing is a brief description of each field: 11 Three Years Of College
12 Four Years Of College

Pay Plan(no-entry field) The pay plan to whicha 13 Bachelor’s Degree

position has been classified. 14 Post-Bachelor ’s
Occ Ser(no-entry field) A code used to identifya 15 First Professional
position of an occupational series. 16 Post-First Professional

. 17 Master’s Degree
Gr/Step (no-entry field).The grade and step ofa g Post-Master 's

position. 19 Sixth Degree
Type Appt (no-entry field) The type of appoint- 20 Post Sixth Year Degree

ment code (i.e.Q1 (competitive career))2 (competi- 21 Doctorate Degree

tive career conditional), etc.). Refer to {®ersonnel 22 Post Doctorate

Action Processing System (P ACT)) procedure for a list

of applicable codes. Press [Enter]. Section B, Training Course Information,

Ed Lev (no-entry field) The highest level of IS displayed.

education attained by the trainee. Valid values are: i ) . ) )
Adding Section B, Training Course Informationthis

Code  Definition section is on Screen 2 of the Add (Print) Option. Section
01 No Formal Education Or Some Elementary  B-Training Course Informatiorn(Figure 7) contains
School-Did Not Complete data applicable to a specific training session.

00201M ADD (PRINT) SCREEN 2
SSN XXXXXXXXX AGCYBUR XX TDN XXXXXXXXXX START DATE XXXXXX

SECILON B - TRAINING COURSE INFORMATION
VENDOR TIN
6

VENDOR NAME
MAILING INSTRUCTIONS | 7]

cITY ST Lap @]
LOCATION OF TRAINING SITE:
(IF SAME, ENTER 'S’ HERE===> _ )

COURSE TITLE
COURSE OBJECTIVE |13

CATALOG/COURSE NO |14
TRAINING PERIOD - START EN MMDD
17

COURSE HOURS - DUTY NON-DUTY

TRAINING CODES - PURPOSE _ PE _ — SP/NT
CSA EXPIRATION DATE 000000 |BXTERNALLY PURCHASED PROD/SERV N

TRAINING CREDIT DESIG 0 NING STATUS CODE:PE P NT METHOD CODE __

ENTER <S>SAME TO GENERATE LOCATION FROM VENDOR ADDRESS
ENTER=NEXT SCREEN PF1=MENU PF4=PRELIM SCREEN

Figure 7. Add (Print) Screen 2, Section B - Training Course Information
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Complete the following fields as described below: End (required, numeric field; 6 positiopsKey in

the date (yymmdydthe training is scheduled to end.
througHa_] (SSN, Agy/Bur, TDN, and Start
Date) are system generated from the Add (Print) prelim- course Hours
inary screen. The messageter <S> Same to Generate
Location From Vendor Address displayedRefer to Duty (required, numeric field; 4 positionsKey
Field 10 of this section for data relating to this message.in the total number of whole hours the individual is
scheduled to attend the training during normal working
Vendor TIN (conditional, numeric field; 9 posi-  hours.
tions). If applicable to PMC TR or GS, key in the

employee’s social security number (SSN) or the ven- Non-Duty (optional, numeric field; 4 positiojs
dor’s employer identification number (EIN). Key in the total number of whole hours the individual is

scheduled to attend the training during nonworking
[6]] Vendor Name(required for all PMC’s except NC,  hours.
alphanumeric field; max. of 32 positign¥Key in the
name of the individual or organization who will provide Training Codes
the training.

Purpose(required, numeric field; 1 positignKey
in the code that indicates the individual’s need for train-
ing. Valid values are:

Mailing Instructions (optional, alphanumeric
field; max. of 32 positionsKey in the vendor’s address
including the street or post office box.

Code Definition

Mission Or Program Change
New Technology

New Work Assignment
Improve Present Performance
Meet Future Staffing Needs
Develop Unavailable Skills
Trade Or Craft Apprenticeship
Orientation

Adult Basic Education

City (optional, alpha field; max. of 24 positions
Key in the name of the city.

[27] st (optional, alpha field;2 positions). Key in the
state abbreviation code.

ZIP (optional, numeric field; max. of 9 positions)
Key in the b5-digit ZIP Code and the optional
ZIP+4 Code.

O©COoOO~NOUTA, WNBE

Location of Training Site: (If Same, Enter S
Here) (conditional, alphanumeric field; 2 lines with a
max. of 32 positions earHf the address of the training
site is the same as the vendor’s address, kByQ@ther-
wise, key the street, city, state, and ZIP Code where the cgge Definition

Type (required, numeric field; 1 position Key
in the code that categorizes the subject matter of the
training. Valid values are:

site is located. 1 Executive And Management

_ . o 2 Supervisory
Course Title (required, alphanumeric field; max. 3 Legal, Medical, Scientific, Or Engineering
of 50 positions Key in the title of the training. 4 Administration And Analysis

L _ oo 5 Specialty And Technical

Course Obijective(optional, alphanumeric field; 6 Clerical
2 lines with a max. of 60 positions eadkey in the rea- 7 Trade Or Craft
son the individual is attending the training and the bene- g Orientation
fits the individual will receive. 9 Adult Basic Education

Catalog/Course No (optional, alphanumeric Source (required, numeric field; 1 positignKey
field; max. of 16 position)sKey in the catalog number in the code that identifies the organization providing the
or course number as stated in the training brochure or asraining session. Valid values are:
supplied by the agency training officer.

Code Definition

Training Period 1 Government-Agency
2 Government-Interagency
Start (no-entry field. This field is system gener- 3 NonGovernment-Designed For Agency
ated from the Add (Print) preliminary screen. It is the 4 NonGovernment-Off-Shelf
date (yymmdd) the training is scheduled to begin. 5 State Or Local Government
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Sp/Int (required, numeric field; 2 positionskey
in the code that identifies the individual’s specific inter-
est for attending the training. Valid values are:

Code Definition

00 None

01 Executive Development

02 Supervision

03 Supervision/Manager Probationary Period

04 Upward Mobility (Department)

05 Upward Mobility (Agency)

06 SES Candidate Development Program

07 Management Development Program
(Department)

08 Management Development Program
(Agency)

09 FCS Mid-Level

10 FCS Senior Threshold

11 Presidential Management Intern (PMI)

12 Cooperative Education Program (COOP)

13 President’'s Executive Exchange Program

14 LEGIS Fellows Program

15 Commerce Science Program (COM SCI)

16 Women's Career And/Or Executive
Development

17 Potent & Trademark Office Law Program
(PTO)

18 Long Term - Full-Time

19 Long Term-Part-T ime

20 Civil Rights Training

21 Computer Training

22 Self Development

23 Congressional Fellowship

24 Foreign Language Training

25 Total Quality Management

26 Procurement Integrity Act (PIA) Ethics
Training

27 InfoShare Training

28 HIV/AIDS Training

29 NASS Survey Training

30 Ethics Training (Basic)

31 Annual Ethics Training

CSA Expiration Date (optional, numeric field,;
6 positions. If applicable, key in the datgyimmdd) on
which the continuation service agreement

non-Government training over 80 hours will expire.

or

Externally Purchased Prod/Serv (optional,
alpha field; 1 positiolh N (no) is system generated. Key

Title |
Chapter 12

applicable, key in the code that indicates whether or not
the training hours will be credited toward a graduate or
undergraduate curriculum. Valid values are:

Code Definition

0 Not Applicable Or No Credit

1 Undergraduate Credit

2 Graduate Credit

3 Continuing Education Unit (CEU)

Training Status Code: (conditional, alpha field;

2 position$. PE is system generated. If applicable, key
in the code that indicates the status of the training. Valid
values are:

Code Definition

CE Completed, Evaluation Received

CF Completed, Failing Grade Received

CN Completed, No Evaluation Required

CP Completed, Passing Grade Received

CX Training End Date Has Passed (No
Evaluation Received)

IN Incomplete, Course Not Completed; With
Cost To Agency/Bureau

PE Pending, Training In Progress Or Future

SP Stop Payment

WB  Withdraw, Budgetary Reasons With No Cost
To Agency/Bureau

WC  Withdraw, Budgetary Reasons With Cost
To Agency/Bureau

WN  Withdraw, Trainer Cancels With No Cost

To Agency/Bureau

PaymentMethod Code(conditional, alpha field;

2 position$. Key in the code that identifies how the
training payment will be processed for obligation. Valid
values are:

Code Definition

CcC Payment Made Via Agency Credit Card

GS Graduate School, USDA

GT OPAC (Government Transfer) (Agency
Payments)

NC No Cost To The Agency

TF Payment Via Another Payment System

TR Training Payments System

PO Purchase Order System

PMC'’s CCand TF are used in TRAI only to record direct
cost amounts for training.When these codes are used:

in'Y (yes) to indicate the direct cost associated with thes The training records in TRAI are maintained for
externally purchased product or service. For example,informational purposes only.

the cost of a calculator to participate in an accounting

class.

Training Credit Designation (conditional,
numeric field; 1 position 0 is system generated. If

TRAI does not interface with another payment sys-
tem for obligating funds.

* No obligation records are produced in TRAI when the
payment method is for payment from another system.
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» No updates or changes occurs in any other payment[ 6] Books (optional, numeric field; max. of 10 posi-

system.
If the training data matches the invoice data during pro-

tions). Key in the total cost (in dollars and cents) of the
training books and materials to be paid by the Govern-

cessing, the payment is made, unless the TSC has beefent:

updated to a no pay status cod&SBfWN, WB, or PE.

If the training period end date expires, TRAI automati-
cally changes the TSC froPE to CX. If the TSC is
changed to other thaPE or CX, the change will not
occur automatically.

If the TSC idPE, SPBWB, orWN, when the paymeiuior-

tion of TRAI is run, a report for the applicable code and a
system-generated letter with a copy of the invoice is
mailed to the vendor.

Press [Enter]. Section C - Estimated Costs And Billing
Information is displayed.

Adding Section C, Estimated Costs And Billing

Information. This section is on Screen 3 of the
AP-Add (Print) Option. Section C, Estimated Costs
And Billing Information (Figure 8) contains costs and

billing information for the applicable training.

through 4 ] (SSN, Agcy/Bur, TDN, and Start
Date) are generated from the AP - Add (Print) prelimi-
nary screen.

Complete the following fields as described below:

Note: When entering a monetary value, include a deci-
mal point to separate whole dollars and cents.

Direct Costs

Tuition (required for all PMC’s except NC,
numeric field; max. of 10 positionsKey in the total
cost (in dollars and cents) of the training tuition to be
paid by the Government.

Other (optional, numeric field; max. of 9 posi-
tions). If Y (yes)was entered in the Externally Prod/Serv
field (Section B - Training Course Information) for an
externally purchased product or service, key in the total
cost (in dollars and cents). For example, an employee
needs a calculator to participate in an accounting class.
Therefore, the agency spe$89.98to purchase the cal-
culator.

Other (Specify) (optional, alphanumeric field;
max. of 1(positiony. If Y (yes) was entered in the Exter-
nally Prod/Serv field (Section B - Training Course
Information) for an externally purchased product or ser-
vice, key in the description of the product or service. For
example, the purchase of a calculator, payment for labo-
ratory fees, etc.

[27] Agcy Charged (conditional, alphanumeric field;

2 position3. If the agency or bureau charged for a partic-
ular instance of training is different from the employee’s
current agency, key in the code of the paying agency or
bureau. Otherwise the accounting will be validated
against the employing agency colete: If the agency
charged is different from the employee’s agency, the
accounting appropriation entered must be valid for the
agency charged.

Appropriation/Fund (required for all PMC’s
except NC, alphanumeric field; max. of 27 posifjons
Key in the accounting or management code to be
charged for the direct cost of trainidpte: If the costs

for training are being paid from separate sources and
require multiple lines of accounting, the payment must
take place in PRCH.

301M
SSN AGCY/BUR

ADD (PRINT)
TDN sTARE®ATE

SECTION C - ESTIMATED CO

SCREEN 3

AND BILLING INFOR ON

OTHER (SPECIFY)
APPROPRIATION/FUND

—

DIRECT COSTS - TUITION 5 |BOOKS ER
OTHE ECIFY)
AGCY CHARGED APPROPRIATION/FUND I
ACCT STA (FS REG/UNI'E_
INDIRECT COSTS - TRAVEL PER DI H- ER
hlS

DOCUMENT/PURCHASE ORDER/REQ NA 17

STATION SYMBOL 12-40-0001

BILLING INSTRUCTIONS: 19

(FURNISH INVOICE TO) USDA-
P.0. BOX 60,000
NEW ORLEANS, LA 70160

ATIONAL FINANCE CENTER

TER=NEXT SCREEN PF1=MENU PF4=PRELIM SCREEN

Figure 8. Add (Print) Screen 3, Section C-Estimated Costs and Billing Information
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Acct Sta (FS Reg/Unit) (conditional, alphanu-
meric field; 4 positions If applicable to Agency 11

Title |
Chapter 12

Document/Purchase Order/Req Ngcondition-

al, alphanumeric field; max. of 32 positigng the PMC

(Forest Service), key in the accounting station code oris PO, key in training document identification number
the region and unit code to be charged for the direct costused to obligate funds.

of training.

Indirect Costs

Station Symbol(no-entry field. This field is sys-

tem generated depending on the PMC being used. It is

Note: (1) Training related travel expenses must be pro- the billed agency’s Accounting Location Code (ALC)
cessed in the TRVL System. (2) Indirect Cost data en- identification number as assigned by NFC and used to
tered in TRAI is used for informational purposes only. transfer monies between agency financial offices.

Travel (optional, numeric field; max. of 10 posi-
tions). Key in the estimated amount (in dollars and

Billing Instructions: (Furnish Invoice To)
(conditional, alphanumeric field; 4 lines with a max. of

cents) to be paid for travel to and from the training site. 32 positions eadhIf the PMC isTRor GS the follow-
For example, the trainee is scheduled to travel to anotheling address is generated:

city. Therefore, the indirect cost is the transportation
charge for airfare.

Per Diem (optional, numeric field; max. of{@si-
tions). Key in the estimated amount (in dollars and
cents) to be paid for travel associated with the training.
For example, an employee scheduled to attend a 3-da
training in another city is allotted $80.00 per day for

lodging and meals. Therefore, the employee is allocated

$240.00 (the total cost per diem).

Other (optional, numeric field; max. of 9 posi-
tions). Key in the estimated cost (in dollars and cents)
for additional expenses related to travel or per diem. For
example, parking, tolls, etc.

Other (Specify) (optional, alphanumeric field;
max. of 10 positionsKey in the name of the specific
product or service. For example, parking, tolls, etc.

Appropriation/Fund alphanumeric

(optional,

field; max. of 27 positionsKey in the accounting or
management code to be charged for indirect training
costs.

National Finance Center, USDA
P.O. Box 60000
New Orleans, LA 70160

OR

>)f the PMC isGT, the following address is generated:

National Finance Center, USDA
P.O. Box 60963
New Orleans, LA 70160-0943

For all other PMC'’s, key in the correct address for the
vendor to send their invoice.

Press [Enter]. Screen 4 (Sections D and E) is

displayed.

Adding Sections D And EThese sections are on Screen

4 (Figure 9) of the Add (Print) Option. Section D con-
tains the signatures, titles, and telephone numbers of the
nominating supervisor(s) and the training officer. Sec-
tion E contains the signature, title, and telephone num-
ber of the official authorized to submit training docu-
ments.

TRO0401M
SSN AGCY/BUR

SKIP TO SECTION E ? ====> N (Y=YES,N=NO)
SECTION D_- APPROVALS

ADD (PRINT)

SCREEN 4
TDN STARBDATE

TELE 000 0000000

IMMEDIATE SUPERVISOR [&]
(NAME AND TITLE)
SECOND-LINE SUPERVISOR g

(NAME AND TITLE)
TRAINING OFFICER
(NAME AND TITLE)

10

AUTHORIZING OFFICIAL
(NAME AND TITLE)

el

TELE 000 0000000
TELE 000 0000000
SECTION E - APPROVAL/CONCURRENCE
TELE 000 0000000
ENTER Y(YES) OR N(NO) TO ENTER DATA IN SECTION E

TER=STORE PF1=MENU PF2=MASS ACTN PF4=PRELIM SCREEN

Figure 9. Add (Print) Screen 4, Section D-Approvals and Section E-Approval/Concurrence
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Tele (optional, numeric field; max. of 10 posi-

tions). If applicable, key in the area code and telephone

throug4] (SSN, Agcy/Bur, TDN, and Start
Date) are system generated from the Add (Print) prelim-
inary screen. The messagater Y (Yes) or N (No) To
Enter Data In Section E also displayed

Section D, Approvals

[(6] Skip to Section E? ====> N (Y=Yes, N=No)
(conditional, alpha field; 1 positignN (no) is system
generated. l&pplicable, key irY (yes) and press [Enter]
to skip Section D. The cursor is positioned in the first
field under Section E, Approval/ Concurrence. Other-
wise, complete Section D as follows:

number of the training officer.

Section E, Approval/Concurrence

Authorizing Official (Name and Title) (optiona-
[, alphanumeric field; 2 lines with a max. of 18 positions

each).Key in the name and title of the authorizing offi-

cial.

Tele (conditional, numeric field; max. of 10 posi-

tions). If applicable, key in the area code and telephone

number of the authorizing official.

After keying in the data:

O Press [Enter] to add the record. The Add (Print) pre-

Immediate Supervisor (Name and Title)
(optional, alphanumeric field; 2 lines with a max. of
18 positions eadh If applicable, key in name and title
of the individual’s immediate supervisor.

Tele (optional, numeric field; max. of 10 posi-
tions). Key in the area code and telephone number of the
individual’s immediate supervisor.

[9] Second-Line Supervisor (Name and Title)
(optional, alphanumeric field; 2 lines with a max. of
18 positions eaagh If applicable, key in the name and
title of the individual's second-line supervisor.

Tele (optional, numeric field; max. of 10 posi-
tions). Key in the area code and telephone number of the
second-line supervisor.

Training Officer (Name and Title) (optional,
alphanumeric field2 lines with a max. of 18 positions
each). If applicable, key in the name and title of the
agency designated individual who processes training
data.

liminary screenfigure 5) is displayed with the system-
generated SF-182 reference number. The message
Record Added To Data Basealso displayed.

OR

O Press [PF2] to add records mditional employees

attending the same training sessianThe Add (Print)
Mass Action preliminary screefFigure 10) is dis-
played with data in all fields, except SEN] . Key in

the SSN for the next individual and press [Enter]. The
requested record is displayed. Select the applicsue
tion of the record and key in data as described under
Sections A through E of the AP - Add (Print) Option .

After adding the last record, press [Enter]. The Add
(Print) Mass Action preliminary screen is displayed
with the system-generated SF-182 reference number.
The messag®ecord Added To Data Bagealso dis-
played.

e To add another training record, repeat the process
above.

e To return to the TRAI menu, press [PF1].
* To exit, press [Clear].

TR02401M ADD (PRINT) MASS ACTION

SSN

*kk ENTER SSN, AGCY/BUR, TDN, START DATE, OPM

ENTER=NEXT SCREEN PF1=MENU PF5=HELP PF3=

CY/BUR 90 TDN 951111111111 START DATE XXXXXX OPM N

DESIG, PRESS ENTER *****
RET ADD

Figure 10. Add (Print) Mass Action Preliminary Screen
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CP-Change (Print) Press [Enter]. The selected training record is displayed
) ) ) with the cursor positioned at the Home Addr field on the

CP-Change (Print) is an option on the TRAI menu gection A-Training Information Screemote: The

(Figure 4). This option is used to change training data of ome Addr field is thenly system generated field that

records p_reviou_sly created in the AP-Add (Print) option a4 pe altered in the CP-Change (Print) optidorr

and to print revised SF-182 documents. (correct) is displayed in the Request Status field to indi-
cate a correction to the record.

Instructions follow for selecting and using the functions

in this option. Press [Enter] to display the applicable section of the
training record. Key in the new data over the existing

Changing Add (Print) Data.To change training data data as described und&P-Add (Print). After all

previously entered at the Add (Print) Option, kexiA changes are made, press [PF2] to process the data. The

at the Option field of the TRAI Menu. Complete the Change (Print) preliminary screen is displayed with the

Office Print ID field as described undeRAI Menu and messagérecord Modified.

press [Enter]. The Change (Print) preliminary screen

(Figure 11) is displayed with the messagmter SSN, * To change data of another Add (Print) record, repeat

Agcy/Bur, TDN, Press Enter the process above.

Complete key fieldEL] through{3] (SSN, Agcy/ * To return to the TRAI menu, press [PF1].

Bur, and TDN) as described undeP - Add (Print). * To exit, press [Clear].

TR02601M CHANGE (PRINT)

SSN 111111111 AGCY/BUR 90 TDN 951111111111

*kk ENTER SSN, AGCY/BUR, TDN, PRESS ENTER
ENTER=NEXT SCREEN PF1=MENU PF5=HELP

Figure 11. Change (Print) Preliminary Screen
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system-generated SF-182 reference number. The mes-

AN-Add (No Print)
sageRecord Added To Data Bagealso displayed.

AN-Add (No Print)is an option on the TRAI menu
(Figure 4). This option is used to enter training data to OR
create a record, without building a print record for the o press [PF2] to add records fmiditional employees

SF-182 document. The option contains a mass aCth”attendmg the same training sessianThe Add (No
feature used to enter multiple documents for more thanprint) Mass Action preliminary screen is displayeth

one employee attending the same training session.

Instructions follow for selecting and using the functions
in this option:

Adding AN-Add (No Print) Data.To select the AN-
Add (No Print) Option, key irAN at the Option field
on the TRAI menu. Do not complete the Office Print ID
field for this option. Press [Enter]. The Add (No Print)
preliminary screenHgure 12) is displayed with the
messageEnter SSN, Agcy/Bur, TDN, Start Date, OPM
Desig, Press EnteNote: If data is being entered for cur-

rently established training, the SF-182 reference num-

ber from the last training will display.

Complete key fields1 ] through5 | (SSN, Agcy/

data in all fields, except S§N ] . Key in the SSN for

the next individual and press [Enter]. The requested
record is displayed. Complete the applicable fields as
described undesections A through C of the  AP-Add

(Print) Option . After adding the last record, press
[Enter]. The Add (No Print) preliminary screen is dis-
played with the system-generated SF-182 reference
number. The messad®ecord Added To Data Base
also displayed.

* To add another training session to a record, repeat the
process above.
e To return to the TRAI menu, press [PF1].

* To exit, press [Clear].

Bur, TDN, Start Date, and OPM) as described under the

AP-Add (Print) Option and press [Enter]. The Add (No
Print) ScreergFigure 13) is displayed.

Fields[6 | through14] are system generated from
data in the Payroll/Personnel database:

Complete field§i5] through[46] as described under
the AP-Add (Print) Option :

After keying in the data:

O Press [Enter] to add the record. The Add (No Print)

TR02401M ADD NO PRINT

SSN AGCY/BUR TDN __ START DATE_OPM

** ENTER SSN, AGCY/BUR, TDN, PRESS ENTER ***
ENTER=NEXT SCREEN PF1=MENU PF5=HELP

preliminary  screen is displayed with the Figure 12. Add (No Print) Preliminary Screen
M ADD(NO PRINT)
SSN [1] AGCY/BUR  TDN STAR'-TE OPM
NAME
POl LBEEpT ] GCY@! ORG ST |
PAY PLAN SER em dqrgteEr /  Pos LEfE]
VENDOR NAME VENDOR TIN
MAILING INSTRUCTIONS ILI —
cry 18] ST__ Zif19]
COURSE TITLE
CATALOG/COURSE NO 22
TRAINING PERIOD - START YMDD BN MMDD
COURSE HOURS - DUTY NON-DUTY 26
TRAINING CODES - PURPO %‘NEE _ SOUEJE _ SP/ANT
CSA EXPIRATION DATE E NALLY PURCHAS OD/SERV _
TRAINING CREDITDESIG _ INING STATUS CODE __ PASMENT METHOD CODE __
AGCY CHARGED
DIRECT COSTS - TUITION [Bdoks OTHHRS]
ACCT STA (FS REG/UNIT) ROPRIATION/FUND

“{aePR
INDIRECT COSTS - TRAVEL ER DIEM R
APPROPRIATION/FUND __
DOCUMENT/PURCHASE ORDER/REQ NO _[46

ENTER=STORE PF1=MENU PF2=MASS ACTN PF4=PRELIM SCREEN PF5=HELP

Figure 13. Add (No Print) Screen
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CN-Change (No Print) Complete key fieldg1 ] through3 ] (SSN, Agcy/

Bur, and TDN) as described under thie-Add (Print)
CN-Change (No Print) is an option on the TRAI menu QOption). Press [Enter]. The selected record is displayed
(Figure 4). This option is used to change training data of with the cursor positioned at the Vendor Name field.
records previously created in the AN - Add (No Print)

option. Key in the new data over the existing data in accordance

with entry instructions unde¥P-Add (Print) . After all
changes are made, press [Enter]. The Change (No Print)
preliminary screen is displayed with the message
Record Modified.

Instructions follow for selecting and using the functions
in this option:

Changing Add (No Print) DataTo change training

data previously entered at the AN - Add (No Print) op-

tion, key inCN at the Option field on the TRAI menu. * To change data of another Add (No Print) record, re-
Do not complete the Office Print ID field for this option. peat the process above.

Press [Enter]. The Change (No Print) preliminary screen

(Figure 14) is displayed with the messa@mter SSN, To return to the TRAI menu, press [PF1].
Agcy/Bur, TDN press Enter. * To exit, press [Clear].

TR02601M CHANGE (NO PRINT)
SSN AGCY/BUR  TDN[2]

*kk ENTER SSN, AGCY/BUR, TDN, PRESS ENTER
ENTER=NEXT SCREEN PF1=MENU PF5=HELP

Figure 14. Change (No Print) Preliminary Screen
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AE-Add (Eval) Fields[1 ] through8 ] (SSN, Agcy/Bur, TDN, Name,

Training Status Code, Course Title and Training Period

AE-Add (Eval) is an option on the TRAI menu Startand End) are system generated.
(Figure 4). This option is used to add comments relating Complete the fields as applicable:

fo training the employee attended. [27] Academic Grade/Score(optional, alphanumeric

Instructions follow for selecting and using the functions field; max. of 3 positionsKey in the grade or score the
in this option: employee received after completing the training. Valid

Adding AE-Add (Eval) Data. To select the Values are:
AE-Add (Eval)uation Option, key iAE at the Option Code Definition

field on the TRAI menu. Do not complete the Office A Excellent

Print ID field for this option. Press [Enter]. The Add A-B Above Average
(Eval) preliminary screerF{gure 15) is displayed. B-C Average
Complete the key fieldsL] through{3 ] (SSN, Agey/ D Below Average
Bur, and TDN) as described under g - Add (Print) F Fail

Option. Press [Enter]. The Add (Eval) screen P Pass

(Figure 16) is displayed with the messag@aluation I Incomplete

Information Cannot Be Added Before Course End Date. 000- 100 Numeric Score

TRO2601M ADD (EVAL)
SSN  [1]AGCY/BUR  TDN

*kk ENTER SSN, AGCY/BUR, TDN, PRESS ENTER
ENTER=NEXT SCREEN PF1=MENU PF5=HELP

Figure 15. Add (Eval) Preliminary Screen

AL02301M ADD AL)

SSN GCY/BUR D
NAME TRAINING STATUS CODE
COURSE TITLE
TRAINING PERIOD [START END

A 24. ACHDEMIC GRADE/SCORE

R 26. WATED OBJ ACCOMPLISHED

E 27. JGYERAGE OF SUBJECT MATTER

A 28. JiFG|OF SUBJECT MATTER

s o 29. ABILITY OF INST MATERIAL

F 30. HE¥EL OF DIFFICULTY

31. UER&TH OF COURSE
32. AMEIOF OUTSIDE/EVENING WORK
33. HREHCTIVENESS OF INSTRUCTORS
. ABBI OF SUBJECT MATTER TO JOB
35. HAAW ITIES
36. DMMENDATION TO COLLEAGUES
37. MEZ] CAREER DEVELOPMENT PLANS
38. ¢22JRSE STRONG POINTS
39. G@BIRSE WEAK POINTS
** EVALUATION INFORMATION CANNOT BE ADDED BEFORE COURSE END DATE **
ENTER=STORE PF1=MENU PF4=PRELIM SCREEN

zo—Hdr»Ccr>»<p
w
B
>

Figure 16. Add (Eval) Screen
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Stated Obj Accomplished(optional, alpha field,;

1 position). Key in the code that indicates whether the
employee’s objective for attending the training was
completed. Valid values are (yes),B (partially), and

C (no).

Coverage of Subject Matter (optional, alpha
field; 1 positior). Key in the code that indicates how
well the subject matter was presented. Valid value& are
(excellent),B (sufficient), andC (poor).

Org of Subject Matter (optional, alpha field;

1 positior). Key in the code that indicates how well the
subject matter was organized. Valid values/a(gvell
organized) B (adequate), an@ (poorly organized).

Suitability of Inst Material (optional, alpha field;

1 positior). Key in the code that indicates the adequacy
of the written or visual instructional material used for
the training. Valid values areA (excellent),

B (adequate), an@ (poor).

Level of Difficulty (optional, alpha field; 1 posi-
tion). Key in the code that indicates the level of diffi-
culty. Valid values ar@\ (too advanced)B (appropri-
ate), andC (too elementary).

Length of Course (optional, alpha field; 1 posi-
tion). Key in the code that indicates whether the length
of the training was appropriate for the subject matter.
Valid values aré (too long),B (appropriate), an@ (too
short).

Amt of Outside/Evening Work (optional, alpha
field; 1 positior). Key in the code that indicates the
amount of outside or evening work assigned to the
employee. Valid values a#e (too much)B (appropri-
ate), andC (insufficient).

Effectiveness of Instructors (optional, alpha
field; 1 positior). Key in the code that indicates how
well the instructor presented the training. Valid values
areA (excellent),B (good), andC (poor).

Appl of Subject Matter to Job (optional, alpha
field; 1 positior). Key in the code that indicates whether
the training was applicable to the employee’s position.
Valid values areA (significant),B (adequate), an@
(insignificant).

Facilities (optional, alpha field; 1 position Key

Payroll/Personnel Manual
Training Information System (TRAI)

training facility. Valid values areA (excellent),
B (good), andC (poor).

Recommendation To Colleaguefptional, alpha
field; 1 positior). Key in the code that indicates whether
the employee recommends the training to others. Valid
valuesareA (highly recommendedB (recommended),
andC (not recommended).

Meet Career Development Plans(optional,
alpha field; 1 positioh Key in the code that indicates
whether the training meets with the career development
plans of the employee. Valid values ar¢yes),B (no),

or C (not applicable).

Course Strong Points (optional, alpha field,;

3 fields of 1 position ea¢hKey in the code that indi-
cates the most positive feature(s) of the training. Valid
values are:

Code Definition

Instructor

Subject Matter Coverage

On The Job Applicability

Course Too Short/Course Too Long

Course Handouts and Audio/Visual Material
Used

Class Interaction

Training/Residential Facility

B
C
D
E

T

G

Course Weak Points (optional, alpha field,

3 fields of 1 position each Key in the code that indi-
cates the negative feature(s) of the training that needs
improvement. Valid values are:

Code Definition

Instructor

Subject Matter Coverage

On The Job Applicability

Course Too Short/Course Too Long

Course Handouts and Audio/Visual Material
Used

Class Interaction

Training/Residential Facility

mooOw>

E
G

Press [Enter]. The Add (Eval) preliminary screen is dis-
played with the messad®raluation Processed.

* To add evaluation data for another training record,
repeat the above process.

e To return to the TRAI menu, press [PF1].

in the code that indicates the quality and adequacy of thee To exit, press [Clear].

36



Payroll/Personnel Manual Title |

Training Information System (TRAI) Chapter 12
CE-Change (Eval) (Print). Press [Enter]. The selected evaluation record is

displayed with the cursor positioned in the Academic
CE-Change (Eval) is an option on the TRAI menu Grade/Score field.
(Figure 4). This option is used to change training evalu-
ation data on records previously entered at the AE-Add
(Eval) option.

Key in the new data over the existing data in accordance
with  entry instructions above under the
AE-Add (Eval) Option. After all changes are made, press
[Enter]. The Change (Eval) preliminary screen is dis-
played with the messad®raluation Processed.

Changing AE-Add (Eval) Data.To change SF-182
evaluation data, key Ii€E at the Option field on the

TRAI menu. Do not complete the Office Pribtfield  « T change the evaluation of another training record,
for this option. Press [Enter]. The Change (Eval) prelim- repeat the process above.
inary screenRigure 17) is displayed.

Complete the key field§1 ] through 3] (SSN,
Agcy/Bur, and TDN) as described undeP_ - Add * To exit, press [Clear].

e To return to the TRAI menu, press [PF1].

TR02601M CHANGE (EVAL)
SSN  [1 BPGCY/BUR  TDN

*kk ENTER SSN, AGCY/BUR, TDN, PRESS ENTER
ENTER=NEXT SCREEN PF1=MENU PF5=HELP

Figure 17. Change (Eval) Preliminary Screen
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(reserved)
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Other Options
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CS-Change Status Changing The Training Status Codelo change the
status code of an existing training record, keZ Hat

CS-Change Status is an option on the TRAI menu the Option field on the TRAI menu. Do not complete the

(Figure 4). This option is used to change the status code Office Print ID field for this option. Press [Enter]. The

of an existing training record in the TRAI database. = Change Status preliminary screefigdre 18) is dis-
played with the messadenter SSN, Agcy/Bur, TDN,

When arecord is entered to TRAI, Co# (pending) is Press Enter.

automatically generated in the Training Status Code )
field. When the training period end date expires, the Complete the key field§ 1] through{3 ] (SSN,

TSC changes fronPE (pending) toCX (completed), ~ Adcy/Bur,and TDN) as described undé?-Add (Print).

regardless of whether the training has been completedPress [Enter]. The Change Status scréggure 19) is
displayed with the cursor positioned at the Training Sta-

If the user changes the code to other th&r{pending) tus Code field.
or CX (completed) prior to the expiration date of the

training, the change will not occur automatically. Training Status Code (optional, alpha field,

1 positior). Key in the new code over the existing code
Users may changée training status code when the pay- in accordance with entry instructions underAheAdd
ment method is coded for payment from another system.(Print) Option .

TSC’sSRWB, andwWNare valid for use with PMCBC, Press [Enter]. The Change Status preliminary screen is
TF, andPO. However, using any combination of codes gisplayed with the messageatus Modified

above will not update or make changes to another pay-

ment system. * To change the status of additional training, press

[PF4] and repeat the process above.
When PMC’sCC andTF are used in TRAI:
e To return to the TRAI menu, press [PF1].
* Only direct cost amounts for training is recorded.
- o . . * To exit, press [Clear].
e Training records are maintained for informational

purpose only.

* No obligaton records are produced in TRAL.

TR02601M CHANGE STATUS
ssN - [aagcvBUR TON[ 2]

* TRAI does not interface with another payment sys-
tem for obligating funds.

* No updates or changes are made for or in another pay
ment system.

Note: Once a record has been paid, the TSC cannot b
changed tdN, SRWC.

Instructions follow for selecting and using the function
in this option. Figure 18. Change Status Preliminary Screen

** ENTER SSN, AGCY/BUR, TDN PRESS ENTER ***
ENTER=NEXT SCREEN PF1=MENU PF5=HELP

TR02101M CHANGE STATUS
SSN 000000000 AGCY/BUR 90 TDN 9611111111

NAME DOE, JANE M
COURSE TITLE  TEST DATA
TRAINING PERIOD - START XXXXXX  END XXXXXX

TRAINING STATUS CODE CX

ENTER=STORE PF1=MENU PF4=PRELIM SCREEN PF5=HELP

Figure 19. Change Status Screen
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DE-Delete Do You Wish To Delete TheAbove Training Re-

cord? (optional, alpha, 1 position)N (no) is system
DE-Delete is amption on the TRAI menu used to delete generated. Key ilY (yes) oveN (no) to delete data for
data of specific training from the training record that has the applicable training. Press [Enter]. The Delete pre-
not been obligated or pagigure 4). liminary screen is displayed with the mess&geord

Note: If a record has been obligated, use the Deleted.

CS-Change Status Option to change the status code 1@ Tg delete additional training, press [PF4] and repeat
SP, Stop Payment. After the process has completed, thgpe process above.
record can be deleted.

e To return to the TRAI menu, press [PF1].

Deleting TRAI Data To delete specific training data
from the record, key iDE at the Option field on the
TRAI menu. Do not complete the Office Print ID field
for this option. Press [Enter]. The Delete preliminary
screenFigure 20) is displayed with the messagater
SSN, Agcy/Bur, TDN, Press Enter

Complete the key field§1 ] through3] (SSN,
Agcy/Bur,and TDN) as described un@dé?-Add (Print) .
Press [Enter]. The Delete scregtigure 21) for the
applicable training is displayed with fieldst ] though
(SSN, Agcy/Bur, TDN, Name, Course Title, and
Training Period- Start and End Dates) system gener-
ated. The cursor is positioned at the Do You Wish To
Delete The Above Training Record? field. Figure 20. Delete Preliminary Screen

* To exit, press [Clear].

TR02601M DELETE

SSN  AGCY/BUR TDN

He*ENTER SSN, AGCY/BUR, TDN PRESS ENTER*****

ENTER=NEXT SCREEN PF1=MENU PF5=HELP

TR02201M DELETE
SSN AGCY/BUR TDN

NAME
COURSE TITLE

TRAINING PERIORT XXXXXX ENB | XXXXXX

DO YOU WISH TO DELETE THE ABOVE TRAINING RECORD ? : N (Y=YES,N=NO)

ENTER=NEXT ENTRY PF1=MENU PF4=PRELIM SCREEN

Figure 21. Delete Screen
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IN-Inquiry 4 Employee Evaluation Index This option lists com-
ments relating to training the employee attended.

IN-Inquiry is an option on the TRAI men@igure 4).

This option contains a submenu for viewing varifaas Instructions follow for selecting and using the functions

ets of an individual's training recortote: To view in this option:

multiple training records for more than one individual,

use the RE - Reports Option. Inquiring TRAI Data. To inquire an employee’s record,
. . o . key inIN (inquiry)at the Enter Option field on the TRAI

Following is a brief description of each option: menu. Do not complete the Office Print ID field for this

option. Press [Enter]. The Inquiry Option Menu screen
(Figure 22) is displayedNote: Data cannot be added,
corrected, or updated in the Inquiry option.

1. Employee Training Index.This option lists a train-
ing history in the employee’s record. The Employee
Training Index contains a menu of training in ascending
order of attendance by the training period, TDN, course To access an Option from the |nquiry menu, Comp|ete
title, and status. Data for training is contained on two the field as described below:

screens. Screen 1 provides a description of the training.

Screen 2 provides estimated cost, billing, and payment[1] Enter: Option (required, numeric field; 1 posi-
data for the training. tion). Key in the option number.

2. Employee Training Profile. This option lists cur-  Press [Enter]. The requested option screen is
rent and historical training within a specific time frame. displayed.

The Employee Training Profile contains a menu that

lists the total number of records included in the individ- Following are the instructions for using the options on
ual record. The profile includes the employee’s pay this menu.

plan, occupational series code, and grade during his/her .
nomination for training. Inquiring Employee Training Index Data.Employee

Training Index is Option 1 on the Inquiry Menu. To
3. Individual Training Record . This option lists iden-  select this option, key it at the Enter Option field on
tification data relating to the employee within a specific the Inquiry Menu. Press [Enter]. The Employee Train-
time frame. ing Index preliminary screerfigure 23) is displayed.

I TROO003M NATIONAL FINANCE CENTER I
I
m NN NN QQQQQQQQ UU  UU il RRRRRRRR YY  YY!!
[

NNN NN QQ QQ UU UU I RR RR YY YY!
I’ NNNNNN QQ QQ UU UU II RRRRRRRR YY Il
I NN NNN QQQQQQ UU UU I RR RR  YY Ul
M NN NN QQQOQQQQ UUUUUUUU il RR RR - YY 1t
QQ I

no
- EMPLOYEE TRAINING INDEX I
- EMPLOYEE TRAINING PROFILE "
- INDIVIDUAL TRAINING RECORD n
- EMPLOYEE EVALUATION INDEX n
I
ENTER OPTION
I
I
PF1=MENU

Figure 22. Inquiry Option Menu Screen
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TR03501M EMPLOYEE TRAINING INDEX
SSN AGCY/BUR

rk ENTER SSN, AGCY/BUR, PRESS ENTER  *rxx*
ENTER=NEXT SCREEN PF1=MENU PF3=INQUIRY MENU PF5=HELP

Figure 23. Employee Training Index Preliminary Screen

Complete key fieldd 1] and (SSN and Agcy/  (Figure 26). Continue pressing [Enter] to view addi-
Bur) as described undgpP - Add (Print). Press [Enter].  tional training in the record.

The Employee Training Index menu scrg€igure 24),

is displayed indicating the total nhumber of records in
the employee’s training index.

e To return to the Employee Training Index menu
screen, press [PF4].

- * To return to the Inquiry menu, press [PF3].
Total Records In Employee Training Index quiry P [PF3]

(conditional, numeric field, 2 positionsPress [Enter] ~ « To return to the TRAI menu, press [PF1].
or key in the number applicable to the training desired

(precede 1 through 9 with zer®jote: If the total num- * To exit, press [Clear].
ber of occurrences in the training index exceeds 10,
press [PF8] to view the next screen. Inquiring Employee Training Profile DataEmployee

Training Profile is Option 2 on the Inquiry Menu. To
Press [Enter]. The Employee Training Index Record, select this option, key i at the Enter Option field on
Screen 1Figure 25), is displayed. Press [Enter] to view the Inquiry Menu. Press [Enter]. The Employee Train-
Screen 2 of the Employee Training Index Record ing Profile preliminary screetfigure 27) is displayed.

TR03601M EMPLOYEE TRAINING INDEX
SSN XXXXXXXXX AGCY/BUR 90

EMPLOYEE NAME DEPT ORGANIZATIONAL STRUCTURE
DOE JANE M AG 9070 300080 10 00 00 00

NO. TRAINING PERIOD TDN COURSE TITLE STATUS

L. OXXXXX - 9XXXXX OXXXXXXXXX TEST 1 PE

2. 9XXXXX = 9OXXXXX XXX XXX XXX TEST 2 PE

3. OXXXXX - OXXXXX 9OXXX XXX XXX TEST 3 CX

4. IXXXXX - OXXXXX 9OXXXXXXXXX TEST 4 CX

5. 9XXXXX - 9OXXXXX 9XXXXXXXXX TEST 5 CX

6. IXXXXX - 9OXXXXX 9XXXXXXXXX TEST 6 CE

7. 9XXXXX - 9OXXXXX 9XXXXXXXXX TEST7 CE

TOTAL RECORDS IN EMPLOYEE TRAINING INDEX 07
ENTER NO. 00 OF OCCUR DESIRED, PRESS ENTER; "OR” SELECT OPTION BELOW
PF8=NEXT SCREEN PF1=MENU PF3=INQUIRY MENU PF4=NEXT INQUIRY

Figure 24. Inquiry, Option 1, Employee Training Index Menu Screen
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TR0O3701M EMPLOYEE TRAINING INDEX SCREEN 1
NO 1OF3
SF182 REFERENCE NUMBER 0000000123
SSN 111111111 AGCY/BUR 90 TDN 9XXXXXXXXX  START DATE XXXXXX
POl 5555 DEPT AG AGCY/BUR 90 ORG STRUCTURE 70 30 0080 10 00 00 00
EMPLOYEE NAME DOE JOHN M

COURSE TITLE  TEST

CATALOG/COURSE NO OPM COURSE NO

VENDOR NAME TEST

TRAINING PERIOD - START 960101 END 960101

COURSE HOURS - DUTY 08 NON-DUTY 0 TOTAL 08

CSA EXPIRATION DATE 000000 EXTERNALLY PURCHASED PROD/SERV NO

TRAINING CREDIT DESIG TRAINING STATUS CODE CE PAYMENT METH CD TR
PURPOSE TO IMPROVE PRESENT PERFORMANCE

TYPE EXECUTIVE AND MANAGEMENT

SOURCE GOVERNMENT - AGENCY

SPEC INT EXECUTIVE DEVELOPMENT

DATE ENTERED INTO TRAI 951216 BY USER-ID NFXXX
ENTER NO. 01 OF OCCUR DESIRED, PRESS ENTER; "OR” SELECT OPTION BELOW
=NEXT SCREEN PF1=MENU PF3=INQUIRY MENU PF4=RET INDEX

Figure 25. Inquiry, Option 1, Employee Training Index Record, Screen 1

TR03801M EMPLOYEE TRAINING INDEX SCREEN 2
NO. 10F 1
SF182 REFERENCE NUMBER 0000000123
SSN XXXXXXXXX  AGCY/BUR 90 TDN 96XXXXXXXX  START DATE XXXXXX

POl 5555 DEPT AG AGCY/BUR 90 ORG STRUCTURE 70 30 0080 10 00 00 00

EMPLOYEE NAME DOE JOHN M
DIRECT COSTS - TUITION 50.00 BOOKS .00
AGCY CHARGED OTHER .00 TOTAL 50.00

ACCT STA (FS REG/UNIT) 0010 APPROPRIATION/FUND 59941000
AMOUNT PAID .00 SCHD NO SCHD DATE [/ /

INDIRECT COSTS - TRAVEL .00 PERDIEM .00
OTHER .00 TOTAL .00
APPROPRIATION/FUND

DOCUMENT/PURCHASE ORDER/REQ NO

VENDOR TIN VENDOR INVOICE

VENDOR NAME NO.

VENDOR ADDR SEQNO. __

CITY ST ZIP
PAY PLAN GS GRADE/STEP 11/02 OCC SER CODE 0343

POS LEVEL NONSUPERV SPEC EMPL PGMS 00
ENTER NO. 01 OF OCCUR DESIRED, PRESS ENTER; "OR” SELECT OPTION BELOW

=NEXT SCREEN PF1=MENU PF3=INQUIRY MENU PF4=RET INDEX

Figure 26. Inquiry, Option 1, Employee Training Index Record, Screen 2

TR04101M EMPLOYEE TRAINING PROFILE

SSN AGCY/BUR  BEGIN[DATE THRUDATE

* ENTER SSN, AGCY/BUR, INQ PERIOD BEGIN/THRU DATES, PRESS ENTER **
ENTER=NEXT SCREEN PF1=MENU PF3=INQUIRY MENU PF5=HELP

Figure 27. Employee Training Profile Preliminary Screen
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Complete key fieldd 1] and (SSN and Agcy/
Bur) as described und@P-Add (Print). Complete key

fields and (Begin Date and Thru Date) as
described belowNote: (1) If the beginning date is not
entered, data for the most current training is displayed.
(2) If the thru date is not entered, data for any training

following the selected beginning date is displayed.

Begin Date (conditional, numeric field; 6 posi-
tions). Key in the dateyymmdd the training is sched-
uled to begin.

Thru Date (conditional, numeric field; 6 posi-
tions). Key in the dateyymmdd the training is sched-

Payroll/Personnel Manual
Training Information System (TRAI)

records irnthe employee’s training profile. Press [PF8] to
view data of additional training in the record.

e To return to the Employee Training Profile prelimi-
nary screen, press [PF4].

* To return to the Inquiry menu, press [PF3].
e To return to the TRAI menu, press [PF1].

* To exit, press [Clear].

Inquiring Individual Training Record Data.Individual
Training Record is Option 3 on the Inquiry menu

uled to end. To select this option, key B at the Enter Option field

on the Inquiry menu. Press [Enter]. The Individual
Press [Enter]. The Employee Training Profile screen Training Record preliminary screghigure 29) is dis-
(Figure 28) is displayed indicating the total number of played.

TR04201M EMPLOYEE TRAINING PROFILE
SSN 111111111 DEPT AG AGCY/BUR 90 ORG STRUCTURE 90 70 30 0080 10 00 00 00
EMPLOYEE NAME DOE JOHN M

CURRENT INFORMATION:

POS OFF TITLE PROG ANAL

PAY PLAN GS OCC SER CODE 0343 GRADE/STEP 11/04

HISTORICAL INFORMATION:

STATUS START END
CODE DATE

PAY OCC GR

COURSE TITLE DATE PLAN SER

PROGRAMMED ENGLISH USAGE PE O9XXXXX O9XXXXX GS 0343 11

TOTAL RECORDS IN EMPLOYEE TRAINING PROFILE 01
PF8=NEXT SCREEN PF1=MENU PF3=INQUIRY MENU PF4=PRELIM SCREEN

Figure 28. Inquiry, Option 2, Employee Training Profile Screen

TR04401M INDIVIDUAL TRAINING RECORD

SSN AGCY/BUR  BEGINDRAJTE THRODATE
SF182 REFERENCE NUMBER

* ENTER SSN, AGCY/BUR, INQ PERIOD BEGIN/THRU DATES, PRESS ENTER **
ENTER=NEXT SCREEN PF1=MENU PF3=INQUIRY MENU PF5=HELP

Figure 29. Individual Training Record Preliminary Screen
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Complete key fieldq 1] through (SSN, Agcy/ e To return to the Individual Training Record prelimi-
Bur, Begin Date, and Thru Date) as described umder  nary screen, press [PF4].

quiring Employee Training Profile Data. Note: (1) If the _

beginning date is not entered, data for the most current® 10 return to the Inquiry menu, press [PF3].
training is displayed(2) If the thru date is not entered,
data for any training following the selected beginning
data is displayed. * To exit, press [Clear].

e To return to the TRAI menu, press [PF1].

SF-182 Reference Numbefoptional, numeric

field; max. of 10 positiof)s Key in the applicable Inquiring Employee Evaluation Index Data.

SF-182 reference number. Employee Evaluation Index is Option 4 on the Inquiry
menu. To select this option, key4rat the Enter Option

Press [Enter]. The Individual Training Record screen field on the Inquiry menu. Press [Enter]. The Employee

(Figure 30) is displayed. Continue pressing [Enter] to Evaluation Index preliminary screéfigure 31) is dis-

view additional training in the record. played.

TR04501M INDIVIDUAL TRAINING RECORD NO. 1 OF 38
CURRENT INFORMATION:
SSN 111111111 DEPT AG AGCY/BUR 90 ORG STRUCTURE 70 30 0080 10 00 00 00
EMPLOYEE NAME DOE JOHN M POl 5555
POS LEVEL NONSUPERV PAY PLAN GS OCC SERIES 0343 GRADE/STEP 11/04
TDN 96XXXXXXXX  SF182 REFERENCE NUMBER 0000000123
POl 5555 DEPT AG AGCY/BUR 90 ORG STRUCTURE 70 30 0080 10 00 00 00
POS LEVEL NONSUPERV PAY PLAN GS OCC SERIES 0343 GRADE/STEP 11/04
COURSE: TITLE TEST 2 OPM NO

PERIOD START 960214 END 960301 STATUS PENDING PAY METH TR
VENDOR NAME TEST INV. NUM
HOURS: DUTY 8 NON-DUTY 0 TOTAL 8
COSTS: DIR TUIT 100.00 BOOKS 0.00 OTH 0.00

AMOUNT PAID 0.00 SCHEDULE NUM SCHED DATE [/ /

IND TRAV 0.00 P/DIM 0.00 OTH 0.00
CODES: PURPOSE TO IMPROVE PRESENT PERFORMANCE

TYPE EXECUTIVE AND MANAGEMENT

SOURCE GOVERNMENT - AGENCY

SPEC INT EXECUTIVE DEVELOPMENT
AGCY USE: CSA DATE 000000 CREDIT DESIG NO CREDIT
EXTERNALLY PURCHASED PROD/SERV NO

REEN PF1=MENU PF3=INQUIRY MENU PF4=PRELIM SCREEN

Figure 30. Inquiry, Option 3, Individual Training Record Screen

TRO4601M EMPLOYEE EVALUATION INDEX
SSN AGCY/BUR

* ENTER SSN, AGCY/BUR, INQ PERIOD BEGIN/THRU DATES, PRESS ENTER **
ENTER=NEXT SCREEN PF1=MENU PF3=INQUIRY MENU PF5=HELP

Figure 31. Employee Evaluation Index Screen
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Complete key fields and (SSN and Agcy/ Press [Enter]. The Employee Evaluation Index Record
Bur) as described und@P-Add (Print). Press [Enter].  screen (Figure 33) is displayed. Continue pressing
The Employee Evaluation Index menu screen [Enter] to view additional training in the records.
(Figure 32) is displayed indicating the total number of

evaluation records in the index. * To return to the Employee Evaluation Index prelimi-

) nary screen, press [PF4].
Total Records In Employee Evaluation Index

(conditional, numeric field, 2 positiondPress [Enter]  To return to the Inquiry menu, press [PF3].
or key in the number applicable to the desired evaluation

record (precede 1 through 9 with zeidpte: If the total * To return to the TRAI menu, press [PF1].
number of occurrences in the training index exceeds 10,

press [PF8] to view the next screen. * To exit, press [Clear].

TR04602M EMPLOYEE EVALUATION INDEX
SSN 111111111 AGCY/BUR 90

EMPLOYEE NAME DEPT ORGANIZATIONAL STRUCTURE
DOE JOHN M AG 90 70 30 0080 10 00 00 00

NO. TRAINING PERIOD TDN COURSE TITLE STATUS

1. XXXXXX - XXXXXX 9OXXXXXXXX PROGRAMMED ENGLISH USAGE CE
2. XXXXXX = XXXXXX OXXXXXXXX PE

3. XXXXXX - XXXXXX OXXXXXXXX TEST1 CX

4, XXXXXX - XXXXXX 9XXXXXXXX TEST2 CX

5. XXXXXX - XXXXXX OXXXXXXXX TEST3 CX

6. XXXXXX - XXXXXX 9XXXXXXXX PROGRAMMED ENGLISH USAGE CE
7. XXXXXX - XXXXXX OXXXXXXXX TEST4 CE

8. XXXXXX - XXXXXX 9XXXXXXXX PROGRAMMED ENGLISH USAGE1 CE
9. XXXXXX - XXXXXX 9OXXXXXXXX TEST5 CX

10. XXXXXX - XXXXXX 9XXXXXXXX TEST6 CX

TOTAL RECORDS IN EMPLOYEE EVALUATION INDEX 39
ENTER NO@: EVALUATION DESIRED, PRESS ENTER; "OR” SELECT OPTION BELOW
PF8=NEXT SCREEN  PF1=MENU PF3=INQUIRY MENU PF4=PRELIM SCREEN

Figure 32. Inquiry, Option 4, Employee Evaluation Index Menu Screen

TR04701M EMPLOYEE EVALUATION INDEX NO. 1O0F39
SSN 111111111 AGCY/BUR 90 TDN 96XXXXXXXX START 9XXXXX END 9XXXXX
POl 5555 DEPT AG AGCY/BUR 90 ORG STRUCTURE 70 30 0080 10 00 00 00

EMPLOYEE NAME DOE John M STATUS CE
COURSE TITLE TEST
24. ACADEMIC GRADE/SCORE 38. COURSE STRONG POINTS

26. STATED OBJ ACCOMPLISHED

27. COVERAGE OF SUBJ MATTER

28. ORG OF SUBJECT MATTER

29. SUITABILITY OF INST MAT

30. LEVEL OF DIFFICULTY 39. COURSE WEAK POINTS
31. LENGTH OF COURSE

32. AMT OF OUTSIDE/EVE WORK

33. EFFECTIVENESS OF INST

34. APPL OF SUBJ MAT TO JOB

35. FACILITIES

36. RECOMMEND TO COLLEAGUES

37. MEET CAREER DEVEL PLANS

ENTER NO. 01 OF EVALUATION DESIRED, PRESS ENTER; "OR” SELECT OPTION BELOW

ENTER=NEXT SCREEN PF1=MENU PF3=INQUIRY MENU PF4=RET INDEX

Figure 33. Inquiry, Option 4, Employee Evaluation Index Record Screen
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PR-Print SF-182 Enter: Option (required, numeric field; 1 posi-
tion). Key in the option number.

PR-Print SF-182 is an option on the TRAI menu pyegg [Enter]. The requested option screen is displayed.
(Figure 4). This option is used to print trainiwigta in an

SF-182 format from data processed in the Add (Print) Following are instructions for using the options on this
and/or Change (Print) options. It contains a submenumenu.
that is used to determine how the training data is to be

printed. Printing Select Session(s) Data&elect Session(s) is

Option 1 on the Print menu. To select this option, key in
Note: To print a complete training document, data must 1 at the Enter Option field on the Print menu. Press
have been entered in the Add (Print) and/or Change[Enter]. The Select Session(s) scregigure 35) is dis-
(Print) Option within the past 90 days. played with the messagénter Above Information,

Press Enter Prior To Pressing PF6 To Submit.Job

Following is a brief description of each option:
g P P At the Select Session(s) screen, complete the fields as

1. Select Session(syhis option is used to print spe- follows:

cific tra|n|rlwg data in an SF#?Z format_]l?_y S[j_ate ?nd tlmbe, Job Character (required, alpha field; 1 position).
or selvDera occurrences within a spectlic ime frame by Key in the character (A-Z) used with the job name for
user o printout identificationNote: Key in a different charac-

2. Special Session(sT.his option is used to print any ter for each job submitted.

number of training occurrences for an individual Remote Site Desfrequired, alphanumeric field;
employee. max. of 16 positionsKey in the remote site location for
the designated printer being used.

Instructions follow for selecting and using the functions Output Delivery Point (required, alphanumeric
in this option: field; max. of 20 positionsKey in the information that

Printing Training Data. To select the Print Option, key ggrs]lr?%%tgslgvgoer;elt)ge output job is to be delivered (.g.,

in PR (print) at the Enter Option field on the TRAI

menu. Complete the Office Print ID field as described Enter The Appropriate Selection Information:

under TRAI menu. Press [Enter]. The Print menu

(Figure 34) is displayedNote: Data cannot be added, Office Print Ident (conditional, alphanumeric

corrected, or updated in the Print option. field; max. of 6 positions)his field is system generated
from the TRAI menu. If applicable, key in a different

To access an option on the Print menu, complete theoffice print identification number over the one dis-

field as described below: played.

1 NATIONAL FINANCE CENTER 1l
1]

1l PPPPPPP RRRRRRR NI NN NN TTTTTTTT
1l PP PP RR RR Il NNN NN TT 1!
1l PPPPPPP RRRRRRR I NNNNNN TT

1 PP RR RR I NN NNN TT 1!
1l PP RR RR I NN NN TT 1]

1l 1l

1l 1l

1l 1

1 1 - SELECT SESSION(S) 1

1l 2 - SPECIAL SESSION(S) 1
1]

I ENTER OPTION ...... B "

PF1=MENU I
LT

Figure 34. Print Option Menu Screen
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TR07001 SELECT SESSION(S)

JOB CHARACTER
REMOTE SITE DEST
OUTPUT DELIVERY POINT

ENTER THE JOB ROUTING INFORMATION (ONLY ONE TIME PERIOD):

OFFICE PRINT IDENT 90
USER ID

SESSION: DATE  YYMMDD TIME

THRU

ENTER THE APPROPRIATE SELECTION INFORMATION:

0000

YYMMDD

*ENTER ABOVE INFORMATION, PRESS ENTER PRIOR TO PRESSING PF6 TO SUBMIT JOB**
NTER=NEXT ENTRY PF1=MENU PF3=PRINT MENU PRF4=INDEX PF6=SUBMIT JOB

Figure 35. Print, Option 1, Select Session(s) Screen

User ID (conditional, alphanumeric field; max. of
7 positions)Key in the user’s identification number.

Session:

[(6] Date (conditional, numeric field; 6 positionsl
applicable, key in the date (yymmdd) that the training
began.

Time (conditional, numeric field; max. of 4 posi-
tions). If applicable, key in the exact hour and minute
the training began.

Begin (conditional, numeric field; 6 positiond.
applicable, key in the beginning date (yymmdd) of
training to be printed\ote: If the beginning date is not
entereddata for the most current training is printed first.

[] Thru (conditional, numeric field; 6 positions).
If applicable, key in the last date (yymmdd) of the last
training to be printedNote: If the thru date is not
entered, data for training following the beginning data is
printed.

Press [Enter] to store the data. Press [PF6] to submit the
job for processing. The messageb XXXXXX Sub-
mitted is displayed with the system’s job number (e.g.,
NFXXXA). After the job is processed, the report is
directed to the designated remote site destination.

Note: To view a listing of training within the employee’s
record, press [PF4]. The Session Index screen
(Figure 36) is displayed. If the total number of training
occurrences ithe index exceeds 10, press [PF8] to view
the next screen.

TR07101M SELECT SESSION(S)

SESSION INDEX

OFFICE PRINTID 90
No. USERID DATE TIME CNT PRT

961209 1356 2 N
961209 1036 4 N

1. NEXXX
2. NFXXX

PF8=NEXT SCREEN PF1=MENU PF3=PRINT MENU PF4=RETURN

Figure 36. Print, Option 1, Select Session(s) Index Screen
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* To return to the Select Session(s) screen, press [PF4]Complete fields[1] through[3] (Job Character,
Remote Site Dest, and Output Delivery Point) as
described undeprinting Select Session Data .

e To print additional training data, repeat the process

above. Complete fields[4 ] through (SSN, Agcy/Bur,
) TDN, and Start Date) as described undé&-Add
* To return to the Print menu, press [PF3]. (Print). Press [Enter] to store the data. Press [PF6] to
submit the job for processing. The messalyb
* To return to the TRAI menu, press [PF1]. XXXXXX Submittets displayed with the system'’s job

number (e.g., NFXXXA). After the job is processed, the
report is directed to the designated remote site destina-

* To exit, press [Clear]. tion

e To print additional training data, repeat the above

Printing Special Session(s) Dat&pecial Session(s) is  Process.
Option 2 on the Print menu. To select this option, key in
2 at the Enter Option field on the Print menu. Press [En-
ter]. The Special Session(s) screéiyyre 37) is dis- « To return to the TRAI menu, press [PF1].
played with the messagEnter Above Information,

Press Enter Prior To Pressing PF6 To Submit Job. * To exit, press [Clear].

* To return to the Print menu, press [PF3].

TR7201M SPECIAL SESSION(S)
ENTER THE JOB ROUTING INFORMATION (ONLY ONE TIME PER JOB):

JOB CHARACTER [ 1]
REMOTE SITE DEST
OUTPUT DELIVERY POINT 3]

ENTER THE FOLLOWING INFORMATION:
SSN AccyBurR _ toN Bl sthédpate vymmoD

*ENTER ABOVE INFORMATION, PRESS ENTER PRIOR TO PRESSING PF6 TO SUBMIT JOB**
ENTER=NEXT ENTRY PF1=MENU PF3=PRINT MENU PF6=SUBMIT JOB

Figure 37. Print, Option 2, Special Session(s) Screen
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RE - Reports 4 Monthly Status.Monthly Status is the fourth option
on the Report Menu. It is used to generate Report

RE - Reports is an option ¢ime TRAI menuFigure 4). TRAIO002, Monthly Managers Training Report As Of

This option is used to process designated reports of Exhibit 18, which includes monthly train-
training data for a selected timefraniate: To obtain ~ ing data by course title, date, hours, cost, and status.
immediate access of an employee’s training record, use

the IN-Inquiry Option. 5 Tickler Notice. Tickler Notice is the fifth option on

the Report Menu. It is used to generate the Notification
Following is a brief description of each option on the Of Delinquent Submission Of Verification Of Comple-
Report Menu: tion And Evaluation Of TrainingExhibit 19, which

) ) ) identifies employees who have not returned a com-
1 OPM Annual. OPM Annual is the first option on the  pleted evaluation for a specific training occurrence.
Report Menu. It is used to generate the Annual Statisti-

cal Summary Of Training Dat& h't.)'t. 15)'.Wh'Ch In- Requesting TRAI Report Datalo select the Reports
cludes a summary of annual training Instances aLndoption, key inRE (report) at the Enter Option field on
hours, distribution, and cost data within a specific time- » TRAI menu. Complete the Office Print ID field as
frame. described undelfRAI menu, and press [Enter]. The

o ) o Reports menu scregRigure 38) is displayed.
2 Employee Training Profile. Employee Training

Profile (Exhibit 16) is the second option on the Report To access an option on the Reports menu, complete the
Menu. It is used to generate a summary of current andfield as described below:
historical training occurrences for an individual

employee within a specific timeframe. Enter: Option (required, numeric field; 1 posi-
tion). Key in the option number.
3 Individual Training Record. Individual Training Press [Enter]. The requested screen is displayed.

Record Exhibit 17) is the third option on the Report
Menu. It is used to generate individual training occur- Following are instructions for using the options on this
rences within a specific timeframe. menu.

" NATIONAL FINANCE CENTER I
11 1]

I RRRRRRR EEEEEEEE PPPPPPP 0OOOOOO RRRRRRR TTTTTTTT SSSSSSS !
I RR RREE PP PPOO OO RR RR TT SS !
I RRRRRR EEEEEEEE PPPPPPP OO OO RRRRRRR TT  SSSS !l
I RR RR EE PP OO OO RR RR TT SS
' RR RR EEEEEEEE PP 000000 RR RR TT SSSSSSSS!!

1]

1l 1- OPM ANNUAL 1l

1l 2 - EMPLOYEE TRAINING PROFILE 1l
1l 3 - INDIVIDUAL TRAINING RECORD 1!
1l 4 - MONTHLY STATUS 1

1l 5 - TICKLER NOTICE 1l
1l 1l

I I

I 1
ENTER OPTION ...

1l

1l

Figure 38. Reports Option Menu Screen
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Requesting An OPM Annual ReparOPM Annual is system generate851001 (the oldest date on the data-
Option 1 on the Reports mefiigure 38). It is used to base). Thereafter, all data from this date thru the speci-
generate the Annual Statistical Summary Of Training fied end date is displayed.

Data Exhibit 15, which includes a summary of annual

training data within a specific timeframe. The report (s] Thru  Date (conditional, numeric field;
may be requested by (1) department, (2) all agencies o Position§. Key in the ending date (yymmpof the re-
bureaus of a department’ (3) a selected agency/bureaLPort-.NOte: If the thru date is not entered, the current date
(4) organizational structure, up to the second level, oris displayed.

(5) personnel office identifier (POI). To select this

option, key inl at the Enter Option field. Press [Enter].
The OPM Annual scree(frigure 39) is displayed.

Enter the Job Routing Information (Only One Time
Per Job).

Complete fields[1] and (Job Character and
Remote Site) as described un@&-Print .

Complete the following fields as described below:

System Output Class (required, alpha field;

Report Options
The following options are available:

A. Departmental Summary.This report lists a summa-
ry of annual training data for the department.

B. All Agcy/Bur. This report lists annual training data
for all agencies or bureaus within the department.

C. Selected Agcy/BurThis report lists annual training
data for a selected agency or bureau within the depart-
ment.

1 positior). Key inA (route to printer) oK (route to the
terminal display) to designate where the report is to be D. Selected Org Lev2This report lists annual training
directed for printing. data for the department by organizational structure.

Output Delivery Point (required alphanumeric
field; 20 positiony Key in the information that desig-
nates where the output job is to be delivered (&éodn
Doe, Room 12).

Enter Time Frame Desired (Begin And Thru Dates)
Select An Option By Entering The Required Data To
The Level Desired. Press [Enter].

E. Selected POI.This report lists annual training data
for a specific personnel office.

Select one of the report options by completing the appli-
cable fields as described below.

Dept (conditional, alpha field; 2 positiofsKey in the

. . L . department code.
Begin Date (conditional, numeric field; 6 posi-

tions). Key in the beginning date (yymmdd) of the Agcy/Bur (conditional, alphanumeric field; 2 posi-
report. Note: If the beginning date is not entered, the tions). Key in the agency or bureau code.

TR08201M OPM ANNUAL
ENTER THE JOB ROUTING INFORMATION (ONLY ONE TIME PER JOB):

JOB CHARACTER

REMOTE SITE DEST [5 ]
SYSTEM OUTPUT CLASS _—
OUTPUT DELIVERY POINT [4]

ENTER TIME FRAME DESIRED (BEGIN AND THRU DATES). SELECT AN OPTION BY
ENTERING THE REQUIRED DATA TO THE LEVEL DESIRED. PRESS ENTER.

Ce]

BEGIN DATE YYMMDD [BHRU DATE YYMMDD

DEPARTMENTAL SUMMARY
ALL AGCY/BUR DEPT __
. SELECTED AGCY/BUR DEPT __
. SELECTED ORG LEV2

DEPT
. SELECTED POI DEPT __ SERVAGCY __

DEPT __

AGCY/BUR

AGCY/BUR —_ LEV2 __
POI

mo O w3

*ENTER ABOVE INFORMATION. PRESS ENTER PRIOR TO PRESSING PF6 TO SUBMIT JOB**
NTER=NEXT ENTRY PF1=MENU PF3=REPORTS MENU PF6=SUBMIT JOB

Figure 39. Reports, Option 1, OPM Annual Screen
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Lev2 (conditional, numeric field; 2 positiohsKey in
the code for the second level of the organizational struc-
ture.

Serv  Agcy (conditional, alphanumeric field;
2 position. Key in the servicing agency or bureau
code.

POI (conditional, numeric field; 4 positionKey in the
personnel office identifier.

PresdEnter] to store the data. The messBg#a Stored,
Add Additional Data & Press Enter, Or Press PF6 To
Submit Jolis displayed. The data is stored until all ap-
plicable data is entered. Press [PF6] to submit the job.
The messag&ob NFXXXA(user ID and job character)
Submittedis displayed.

* To request additional OPM annual reports, repeat the
process above.

e To return to the Reports menu, press [PF3].
e To return to the TRAI menu, press [PF1].
* To exit, press [Clear].

Requesting An Employee Training Profile Report.
Employee Training Profile is Option 2 on the Reports
menu (Figure 38). It is used to generate the report,
Employee Training ProfileExhibit 16), which contains
current and historical training data within a specific
timeframe for employees. A profile of training data may
be requested by (1) organizational structure, (2) POI, or
(3) SSN. To select this option, key tat the Enter
Option field. Press [Enter]. The Employee Training Pro-
file screen(Figure 40) is displayed.

Payroll/Personnel Manual
Training Information System (TRAI)

Complete fields[ 1] through [6] (Job Character,
Remote Site Dest, System Output Class, Output Deliv-
ery Point, Begin Date, and Thru Date) as described un-
derRequesting An OPM Annual Report

Note: (1) If the beginning date is not entered,the system
generates351001 (the oldest date on the database).
Thereafter, all data from this date thru the specified end
date is displayed?) If the thru date is not entered, the
current date is displayed.

Report Options
The following options are available:

A. Org Level. This report lists the training profiles of
employees within various levels of the organizational
structure.

B. POI Level. This report lists the training profiles of
employees within a specific personnel office.

C. SSN Level.This report lists training profiles by
employee social security numbers.

Select one of the report options by completing the appli-
cable fields as described below.

Agy/Bur (conditional, alphanumeric field; 2 posi-
tions). Key in the agency or bureau code.

Org Stru (conditional, numeric field; Levels 1-3 and
5-8 are 2 positions each, Level 4 is 4 positjoK®y in
the organizational structure code.

Serv/Agcy (conditional, alphanumeric field, 2 posi-
tions). Key in the servicing agency or bureau code.

POI (conditional, numeric field; 4 positionsKey in
the personnel office identifier.

TR08201M

JOB CHARACTER

REMOTE SITE DEST —
SYSTEM OUTPUT CLASS

OUTPUT DELIVERY POINT _ 2]

EMPLOYEE TRAINING PROFILE
ENTER THE JOB ROUTING INFORMATION (ONLY ONE TIME PER JOB):

ENTER TIME FRAME DESIRED (BEGIN AND THRU

. ORGLEVEL AGCY/BUR __ ORGSTRU __
B. POILEVEL SERV AGCY __ POI AG
. SSNLEVEL SSN

ENTERING THE REQUIRED DATA TO THE LEVEL DESIRED. PRESS ENTER.

BEGIN DATE YYMMDD [&T}iRU DATE YYMMDD

*ENTER ABOVE INFORMATION, PRESS ENTER PRIOR TO PRESSING PF6 TO SUBMIT JOB*
ENTER=NEXT ENTRY PF1=MENU PF3=REPORTS MENU PF6=SUBMIT JOB

DATES). SELECT AN OPTION BY

Cel

CY/BUR _

Figure 40. Reports, Option 2, Employee Training Profile Screen
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SSN (conditional, numeric field; 9 positionsKey in Thereafter, all data from this date thru the specified end
the employee’s social security number. date is displayed?2) If the thru date is not entered, the

. current date is displayed.
Press [Enter]. The messaData Stoed, Add Additional

Data & Press Enter, Or Pred2F6 To Submit Joks dis- Report Options
played. The training data is stored until the applicable
report information is entered. Press [PF6] to submit the
job. The messagdob NFXXXA(user ID and job charac-
ter) Submitteds displayed.

The following options are available:

A. Org Level. This report lists individual training
records for a specified agency or bureau within the orga-
* To request additional employee training profile re- nizational structure.

ports, repeat the process above. ) ) S o
B. POI Level. This report lists individual training

e To return to the Reports menu, press [PF3]. records for a specific agency or bureau within the per-

sonnel office.
e To return to the TRAI menu, press [PF1].

. C. SSN Level. This report lists individual training
* To exit, press [Clear]. records by employee social security numbers.

Requesting An Individual Training Record Report.
Individual Training Record is Optiah on the Reports ~ Select one of the report options by completing the appli-
menu (Figure 38). It is used to generate amdividual cable fields as described below.

Training RecordExhibit 17) for an individual training
occurrence within a specific timeframe. Data for a spe-
cific training occurrence may be requested by (1) orga-

nizational structure, (2) POI, or (3) SSN. To select this Org Stru (conditional, numeric field; Levels 1-3 and

option, key in3 at the Enter Option field. Press [Enter]. 5. g 40 2 positions each, Level 4 is 4 positjon@y
The Individual Training Record screehRidure 41) is in the organizational structure code.

displayed.

Agcy/Bur (conditional, alphanumeric field; 2 posi-
tions). Key in the agency or bureau code.

Serv Agcy (conditional, alphanumeric field; 2 posi-
Complete fields[1] through [6] (Job Character, tions).Key in the servicing agency or bureau code.
Remote Site Dest, System Output Class, Output Deliv-
ery Point, Begin Date, and Thru Date) as described POI (conditional, numeric field; 4 positionsKey in
underRequesting An OPM Annual Report the personnel office identifier.

Note: (1) If the beginning date is not entered, the system SSN(conditional, numeric field; 9 positioney in the
generates351001 (the oldest date on the database). employee’s social security number.

TR08301M INDIVIDUAL TRAINING RECORD
ENTER THE JOB ROUTING INFORMATION (ONLY ONE TIME PER JOB):

JOB CHARACTER
REMOTE SITE DEST
SYSTEM OUTPUT CLASS L3 |

OUTPUT DELIVERY POINT _

ENTER TIME FRAME DESIRED (BEGIN AND THRU DATES). SELECT AN OPTION BY
ENTERING THE REQUIRED DATA TO THE LEVEL DESIRED. PRESS ENTER.

BEGIN DATE YYMMDO-2HRU DATE vymmpD LEJ
A. ORGLEVEL AGCY/BUR ORGSTRU _

B. POILEVEL SERVAGCY _ POI AGCY/BUR _
C. SSNLEVEL SSN

*ENTER ABOVE INFORMATION, PRESS ENTER PRIOR TO PRESSING PF6 TO SUBMIT JOB
ENTER=NEXT ENTRY PF1=MENU PF3=REPORTS MENU PF6=SUBMIT JOB

Figure 41. Reports, Option 3, Individual Training Record Screen
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Press [Enter]. The messaData Stoed, Add Additional ~ A. Org Level. This report lists the monthly status of
Data & Press Enter, Or Pred2F6 To Submit Joks dis- training for a specified agency or bureau within the
played. The training data is stored until the applicable organizational structure.

report information is entered. Press [PF6] to submit the ) ) o

job. The messag@ob NFXXXAuser ID and job charac-  B- POl Level. This report lists the status of training for a

ter) Submitteds displayed. specified agency or bureau within the personnel office.
* To request additional individual training record re- Select one of the report options by completing the appli-
ports, repeat the process above. cable fields as described below.

* To return to the Reports menu, press [PF3]. Agcy/Bur (conditional, alphanumeric field; 2 posi-

tions). Key in the agency or bureau code.
e To return to the TRAI menu, press [PF1]. ) y gency

. Org Stru (conditional, numeric field; Levels 1-3 and
* To exit, press [Clear]. 5-8 are 2 positions each, Level 4 is 4 posit)oK®y in

Requesting AVlonthly Status ReporMonthly Status is (1€ Organizational structure code .

Option4 on the Reports mergHigure 38). It is used to
generate Report TRAI0002, Monthly Managers Train-
ing Report As Of Exhibit 18, which
contains monthly training data by course title, date, pO| (conditional, numeric field; 4 positionsKey in
hours, cost, and status. The report may be requested byhe personnel office identifier.

organizational structure or POI. To select this option,

key in4 at the Enter O_ption ﬁel(.j‘ P_ress [Enter]. The pregs [Enter]. The messaData Stoed, Add Additional
Monthly Status ScreefFigure 42) is displayed. Data & Press Enter, Or Pred2F6 To Submit Jots dis-

Complete fields[1] through [6] (Job Character, played. The training data is stored until the applicable

Remote Site Dest, System Output Class, Output Deliv- report information is entered. Press [PF6] to submit the

ery Point, Begin Date, and Thru Date) as describedioP- The m_eszagéx_)b NFXXXAuser ID and job charac-
underRequesting An OPM Annual Report ter) Submitteds displayed.

Serv Agcy (conditional, alphanumeric field; 2 posi-
tions). Key in the servicing agency or bureau code.

r=Note: (1) If the beginning date is not entered, the sys- « To request additional monthly status reports, repeat
tem generate851001(the oldest date on the database). the process above.

Thereafter, all data from this date thru the specified end

date is displayed?2) If the thru date is not entered, the e To return to the Reports menu, press [PF3].

current date is displayed:

Report Option:
The following options are available: * To exit, press [Clear].

e To return to the TRAI menu, press [PF1].

TR08401M MONTHLY STATUS

ENTER THE JOB ROUTING INFORMATION (ONLY ONE TIME PER JOB):
JOB CHARACTER
REMOTE SITE DEST 3]
SYSTEM OUTPUT CLASS _—
OUTPUT DELIVERY POINT

ENTER TIME FRAME DESIRED (BEGIN AND THRU DATES). SELECT AN OPTION BY
ENTERING THE REQUIRED DATA TO THE LEVEL DESIRED. PRESS ENTER.

5

BEGIN DATE YYMMDDHRU DATE YYMMDD [e]

<A ORGLEVEL AGCYBUR __ ORGSTRU _
B. POILEVEL SERVAGCY _ POI AGCY/BUR _

*ENTER ABOVE INFORMATION, PRESS ENTER PRIOR TO PRESSING PF6 TO SUBMIT JOB*
ENTER=NEXT ENTRY PF1=MENU PF3=REPORTS MENU PF6=SUBMIT JOB

Figure 42. Reports, Option 4, Monthly Status Screen
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Complete fields[ 1] through [6] (Job Character,  not returned completed evaluation forms for stipulated
Remote Site Dest, System Output Class, Output Deliv- training courses.
ery Point, Begin Date, and Thru Date) as described

underRequesting An OPM Annual Report Select one of the report options by completing the appli-
cable fields as described below.

Requesting A Tickler Notice ReporTickler Notice is N o )
Option5 on the Reports mengigure 38). It is used to ~ Agdcy/Bur (conditional, alphanumeric field; 2 posi-
generate the Notification Of Delinquent Submission Of tions). Key in the agency or bureau code.
Verification Of Completion And Evaluation Of Train- o o

ing (Exhibit 19, which identifies employees who have ©rg Stru (conditional, numeric field; Levels 1-3 and
not completed an evaluation for a specific training 2-8 &re 2 positions each, Level 4 is 4 positfjor®y in
occurrence. The report may be requested by organizan€ organizational structure code .

tional structure or POI. To select this option, ke at

the Enter Option field. Press [Enter]. The Tickler Notice S_erv Agcy _(conditiongl,_ alphanumeric field; 2 posi-
Screen(Figure 43) is displayed. tions). Key in the servicing agency or bureau code.

POI (conditional, numeric field; 4 positionsKey in

Note: (1) If the beginning date is not entered, the system the personnel office identifier.

generates351001 (the oldest date on the database).

Thereafter, all data from this date thru the specified end s

date is displa_yed_Z) If the thru date is not entered, the g;etzsgfinrteesri. grr:fe:n (e)?sgrgeg?zgt.?.f%U@%jitﬁii“gg?l

current date is displayed. played. The training data is stored until the applicable
) report information is entered. Press [PF6] to submit the

Report Options: job. The messag@ob NFXXXAuser ID and job charac-

The following options are available: ter) Submitteds displayed.

A. Org Level. This report lists employees of a specific * To request additional tickler notices, repeat the pro-
agency or bureau within the organizational structure cess above.
who have not returned completed evaluation forms for

stipulated training courses. * To return to the Reports menu, press [PF3].

) ) _* Toreturn to the TRAI menu, press [PF1].
B. POI Level. This report lists employees of a specific

servicing agency within the personnel office who have ¢ To exit, press [Clear].

M TICKLER NOTICE

ENTER THE JOB ROUTING INFORMATION (ONLY ONE TIME PER JOB):
JOB CHARACTER
REMOTE SITE DES
SYSTEM OUTPUT CLASS [ 3
OUTPUT DELIVERY POINT [4]

ENTER TIME FRAME DESIRED (BEGIN AND THRU DATES). SELECT AN OPTION BY
ENTERING THE REQUIRED DATA TO THE LEVEL DESIRED. PRESS ENTER.

BEGIN DATE YYMMDD [B3HRU DATE YYMMDD el
<—A. ORGLEVEL AGCYBUR _ ORGSTRU _
"B POILEVEL SERV AGCY __ POI AGCY/BUR _

*ENTER ABOVE INFORMATION, PRESS ENTER PRIOR TO PRESSING PF6 TO SUBMIT JOB*
ENTER=NEXT ENTRY PF1=MENU PF3=REPORTS MENU PF6=SUBMIT JOB

Figure 43. Reports, Option 5, Tickler Notice Screen
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Exhibit 1

Notice of Check Recipient Card Form (for less than 10 employees)

FROM: DEPT OF TREASURY EOB , FAX ND.t [B16 414 2390 1810 P.Q§
00/00/00
> YI=AGT PRAGPAN $PLLS0202 DATE/TINT OF SMN<

. 00/00/00
."t'l‘*l“.t‘t'i““‘t"“t‘*"“‘"*'2"“3‘*““3‘8.‘.'8'.“"!.'.!..'ll"t"

1 2 k] [} 5 [3 2 i
1234567892123u56789012345678901234567890123456A78901234567890123456799)1234
GRAD SCHOOL 080000002102

YSDA-NPC, P DO BOX 60800 KANSLlS CITY, ®0
NEW ORLEANS, LA, 7D160 .
CALL 504~-255-5370 OR
1, «R00=-021~ -10 [ 311
XX-XX-XX
IRVET765u9 DAT® ANT 365,00
0020002102 PRIRL 365,00 00/00/00 0000727472

508-255-537¢0

CREDIT TO ACCOUNT OF U. S. DEPT. OF AGRICULTUORZ

W R[w w[w w]|R R[% E[W R[F R[N R[w ] w]n *]w e w
ol wle wlja u{e oo nje elo o] 2ln ole 2o wlo

BEEXXXTXZAXREPEEEEE S EEEESUEERLRTERRCRR L RXETCISRRR LSS REF LR EXXETEREENBEX XL S XRBRE K
AR E AR EEEB LR EBER RS ERHE SR EEREERER PR PR RN SR LA RS S P F LR SR SE RS S CESREEC PR RS TS PRAACRRA

id *
ul 1 2 3 4 5 6 7 .
¢ 1234567890 123u5578950123456789012345678991234567890123456789012345678901233 =
- »
. L ]
4 L]
. E
4 2 EANSAS CITY, MO 2095 10038713 L
. XXX XX s
J 080090002102 ™2 USDA-NPC 0u00727472 124500001 ]
b t
4 [
o GRAD SCHOOL s
o DEeT 304u L
g WASR DC 20061 $+s%9365%00 *
d 2
4 *
p *
4
3 -
k ]
d PPR FNCINSED MATLING NOTICE L3
b =
4 x
g s
o 2209557 *00000USIR* 10038731337 »
l‘#"tl‘tttt‘l‘.#'.#“ttt#“l‘llltl""tt*t‘t’!‘i‘l‘.%ﬁﬁtt:‘t‘ttt*#t't.t'ttttttt
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Exhibit 2

Check Summary Form (for more than 10 employees)

TNT INAGE PROGALY &PTLA0242 MP/TI!E‘, OF RUN: XX-XX-XX
lvt:t-xwmtv.taltt3!lttl‘z::stuvv:;xa::-tx:xatlvt?tlt\llttttxt:t:l!lltt:t;tztlt;;.
x ~—F

_" 1 2' 3 4 5 L] 7 s
T 23URETRYITZ3USE 7893123557307 1233567597 1230557547 TZ3G56TRUN Y2348 78T 123
-

*
* UNIV OF HRRD KNOCXS UHUYUII03888 TR
= ]
* USDA-YFC, P 0 BOX G080 RANSES CITY, RO TTTTR
* NTW ORLEANS, LA. 70160 *

¥ LALL 308-255=%377 OF b
* TOLL FREP 1-800-421-0323 2095-10243727 3$=x%x25u6,80  yy_xxoxx *

¥ ]
* INVE9S DATE XX-XX-XX  AMP 2,54&.80 s

URKATVING PAVHFNT SUNYARY LETTEP JuUuv 728588 T
x FORWARDED UNDEBR SEPARATZ COVER z

Bl TFXT STARDULE WFL =ZZ719T=007072 ~x
* 504-255-53170 *

R Y
* ¥

[ CEIDIT IO RCCOURT 0T U 5. DIPT. OF AGRICULTURT B
*
¥ x
b 4 ¥

B .
] x

— —

*

3
R R Rk kA s AT R kR RN R TR B U Rk R R ke AT RN VA ST AL N R e R eI R TEOTFAT"
ERAXERKERU RS SR ERIR XL KA S EEXBERF KA KABE DA XL AB XA RS FR SR SASEEE KX XX IR SR KK BASEE SR KR EE © =5
x

s 1 2 3 4 5 f 7
® 1305 RT I T2 579912 3L 5ATRGHY2IGSE TR0 T23IUSE TRV TICE S THIAYIRGSETRO0 I3 %
x &
R E
x =
B s
b XX-XX-XX 78 KAXSAS CITY, MO 2085 10243727 hd
& -
= T o8U0L0YH 3882 %2 USDA-NPC P300T2R568 1260000 1 .
K < s
M s
* UNTV OF HL%D KNFOCKS *
* GET UP LANT s
¥ “BOULDER GO RJ3ID]T Tse¥25u6*80 »
* L
- -
= k
..t
* &
-
* PZi ENCLOSSD WAILING NOTICE s
¥ *
x %
* t ]
* 720955/ FYCUUIDSTR®E 19283727/ yxy-XX-XX .

AR PR SRR PR RIS A AT PR S HA SR s RN N TR FH AR S ER TR SN FE F R NP AR SRR RSN A DR F G TR SR T SR S8 F
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Form NFC-1221, Training Payment Summary (For Adjustments)

United States Office of National P.O. B

.0. Box 6000
Dep_artment of Finance and Finance New Orleans °
Agriculture Management Center Louisiana 70160

Date:  xx-XX-XX
Subject  Training Payment Summary
RE:  Vendor Invoice Number 96

To:  UNIV OF HARD KNOCKS
GET UP LANE

BOULDER ’ CO 80301 5408

The summary of trainee data for subject invoice is provided below. If an adjustment to the
Invoice amount occurred, reason is annotated.

SF182 TRAINEE
REFERENCE LAST AMOUNT
NUMBER NAME PAID REASCN

0000003888 AMBRO $101.87
00000038396 BOONE $101.87
0000003307 BROOK $101.87
0000003916 CALLA $101.87
0000003925 DECKE $101.87
0000003934 GIVEN $101.87
0000003943 GROSS $101.87
0000003952 HARRI $101.87
000000396 1 HERBE $101.87
0000003970 HOCKA $101.87
0000003989 HOWAR $101.87
0000003998 MOWAT $101.87
0000004000 SANDE $101.87
0000004010 THOMP $101.87
0000004020 WALLA $101.87
0000004030 ATKIN $101.87
0000004040 BAILE $101.87
0000004050 CARLS $101.87
0000004060 CERUT $101.87
0000004070 DASKA $101.87
0000004080 DELAM $101.87
0000004090 DEPRE $101.87
Q000004 104 EVANS $101.87
0000004115 HUBBA $101.87
C000004 126 LESS $101.92

If you determine payment is due please contact the trainee's agency. The agencg’s name and
telephone number can be found in section D or E of the Form SF-182, Request,
Authorization, Agreement and Certification of Training.

USDA, National Finance Center
Administrative Payments Branch
P.O. Box 60000

New Orleans, LA 70160

FORM NFC-1221 (Rev. 1796}
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Form NFC-1222, Non Payment Of Invoice For Training

Payroll/Personnel Manual
Training Information System (TRAI)

(Miscellaneous)

RE:
To:

Date:
Subject:

If
Payments Section at area code (504) 255-5370 or (Toll Free) 1-800-421-0323.

United States Office of Nationat P.0. Box 60000
Department of Finance and Finance New Orieans
Agriculture Management Center Louisiana 70160
XX-XX-XX

Non Payment of Invoice for Training
Vendor Invoice Number 9

NONSENSE
700 SLAVERS

ONTAIRO CA 77777

We are unable to process the subject invoice for payment for the following reason.

you have any questions concerning this matter, please call our Inquiry Miscellaneous

USDA, National Finance Center
Administrative Payments Branch
P.O. Box 60000

New Orleans, LA 70160

FORM NFC-1222 (8/85)
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Form NFC-1223, Non Payment Of Invoice For Training  (For Cancellation)

United States Office of National P.O. Box 60000
Department of Finance and Finance New Orleans
Agriculture Management Center Louisiana 70160

Date:  xX-XX-XX .
Subject: Non Payment of Invoice for Training
RE: Vendor Invoice Number 250

To: HOWDY
PO BOX 6

NEW ORLEANS LA 70160

We are unable to process the subject invoice for payment. It has been determined that the
training session billed in the subject invoice was canceled by the trainer with no costs
incurred by the trainee's agency.

If you determine payment is due piease contact the trainee's agency. The a%encg‘s name and
telephone number can be found in section D or E of the Form SF-182, Request,
Authorization, Agreement and Certification of Training.

USDA, National Finance Center
Administrative Payments Branch
P.O. Box 60000

New Orleans, LA 70160

FORM NFC-1223 {8/85)
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Payroll/Personnel Manual
Training Information System (TRAI)

Form SF-182, Request, Authorization, Agreement And Certification Of Training

T Lg

v v

v v v

v v

REQUEST, AUTHORIZATION, AGREEMENT

A. Agency. code agency subelement |[01] 8. OFFICE USE O
and submitting office number

(Example—xx-Xx-XXXX)

NLY

AND CERTIFICATION OF TRAINING e | C. Request status (Mark (X) ons) 02
e o il Gl o O B
bed Section A—TRAINEE INFORMATION <«
1. Applicant's name {Last-First-Middle Initial) ETB{{ lirsl' 03] 2 Socia! Security Number 04| 3. Date of birth (Year and month) ’ 05
etters of
last name N (Example—born
1 3 23 3 January 14, 1943
& 7 o ’% 3 hown as 43/01)

4. Home address (Number, sireet, city, State, ZIP code)

5. Home telephone 8. Position level

(Mark (X} one only)

Area code § Number

». Non-supervisory

¢. Manager

b. Supervisory

d. Executive

7. Organization mailing address (Branch-Division/Office/ Bureau/Agency)

. Continuous .
. c.%’.’? n_Servic
Mi

8. Office telephone
Area code

Number Extension Years |

10. Number of prior
non-government
training days

)
onths

11a. Position title/ function

11b. Applicant handi-
capped or disabled

{See instructions)

12. Pay plan/ series/ grade/ step

13. Type of appointment

14. Education Level

»> Section B—TRAINING COURSE DATA «<
152. Name and mailing address of training vendor (No., street, city. State, ZIP code) 15b. Location of training site (/f same, mark box) ——————p» I
18. Course tille and training objectives (Benalits to be derived by the Government)
17. Catalog/ Course No. | 18. Training period (6 digits) Ioe 19. No. of course hours (4 digits} 07| 20. Training codes (See instructions)
Year |Month} Day | & During duty e Code Code
a. Start b. Non-duty dengn| o Purpose 08 . Source {10
b. Complste sﬁ Z 1 » b. Type 2] 09  d. Speciat interest | ~ . |11
AGENCY USE ONLY
» Section C—ESTIMATED COSTS AND BILLING INFORMATION <|» Section D—APPROVALS -«
21. Direct costs and appropriation/ fund chargeable 262. Immediate supervisor—Name and title Area code/ Tel. No./Extension
Amount !
Item Appropriation / fund
Dollars Cents S
a. Tuition $ b. Signature Date
b. Books or materials
¢. Other (Specity) 27a. Second-line supervisor—Name and title Area code/ Tel. No./ Extension
d. (Enter 4 digits in
dollar column) e S e ittt
TOTAL b. Signature Date
22. Indirect casts and appropriation/ fund chargeable
Amount 28s. Training officer—Name and litle Area cade/ Tel. No./ Extension
Item Appropriation/ fund
Dollars Cents
a. Travel $
b. Per diem b. Signature Date
¢. Other (Specity)
> Section E—APPROVAL / CONCURRENCE -«
d. (Enter 4 digits in l£ 29s. Authorizing official—Name and title Area code/ Tel. No. / Extension
dollar column)
TOTAL $ :
23. Document / Purchase Order / Requisition No.
. Slanalu;; ----- Approved Date \ -
24. 8-Digit station symbol Disapproved
ple—12-34-5678) > » Section F—CERTIFICATION OF TRAINING COMPLETION -«
265. BILLING INSTRUCTIONS (Furnish invoice to): 30s. Certifying official—Name and title Area code / Tel. No./Extension
b. Signature o oate

TRAINING FACILITY » Bills shouki be sent to office indicated in item 25. ¢ Please refer to number given in item 23 to assure prompt payment.

y 1—AGENCY (TRAINING / PERSONNEL FOLDER)

NSN-7540-01-008-3901

Previous edition usable

182 106
U S Otfice ot Persannel

Standard Form 182 (Rev 12/79) (10 Part)

Management  FPM Chapter 41¢
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Form AD-838, Purchase Order

Title |
Chapter 12

Exhibit 7

% U.S. GOVERNMENT PRINTING OFFICE: 353-135

FOR AGENCY USE ONLY UNITED STATES DEPARTMENT OF AGRICULTURE
PURCHASE ORDER
1 PAGE NO. 2 RECEIVING 3 CONTRACT NUMBER 4 ORDER DATE 5 SF-281 BUNIT 7FUND |8 ORDER NUMBER 9 8SUB.
OFFICE NO. CODE CODE
OF
PURCHASE (Check one) 9b SELLER'S IDENT. NO. 1099 9d TAXPAYER'S IDENT. NO.
PURCHASE ORDER DELIVERY ORDER NO YES ’
10 TO: (Seller's Name, Address, City, State, Zip Code, and Phone No.) 1 Consignee, Address, Zip Code, and Place of Inspection and Acceptance
SHIP
TO
PHONE
(AC& Noy Check p,  £15 B [comn] ]
12 13 15 16 18
14 17 19 20
LINE ACT BUDGET ACC UNIT
Tem| cobe DESCRIPTION OBJECT LINE QUANTITY |SSUE UNIT PRICE AMOUNT
20a THIS PURCHASE ORDER NEGOTIATED PURSUANT TO AUTHORITY OF 41 U.S.C. 252(cX ).
21F.0.B. POINT 22 DISCOUNT AND/OR NET PAYMENT TERMS 22a TYPE COMMODITY/ 25
PAYMENT
GODE b Sub-Total p
23 DELIVER TO F.O.B. POINT ON OR BEFORE (Date) 24 SHIP VIA 26 ESTIMATED FREIGHT 27
TOTAL
4 ,
28 29 ACCOUNTING CLASSIFICATION 30 31
Gﬁz A B ) ) E DISTRIBUTION AMOUNT
et 5 3 4 V—d—p —2 —f———2
1
1
1
1
1
1
1
I
i
]
]
1
1
1
1
1
]
]
1

31a ISSUING OFFICE NAME AND

DDRESS

31b ORDERED BY (Name and Title)

31c COMMERCIAL PHONE (Area Code and Number)

31d FTS PHONE NO.

3te AUTHORIZED SIGNATURE

FORM AD-838-7 (Rev. 7/90)
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Exhibit 8

Form AD-742, Transfer And Adjustment Voucher

TRANSFER AND ADJUSTMENT VOUCHER

T.1/C 2. FUND CODE 3. UNIT CODE 4. VOUCHER NUMBER
DISBURSEMENTS (EXPENSE)
5. 6. 7. 8. 9.
ACCOUNTING CLASSIFICATION BUDGET HOURS/OR BLANK
OBJECT FUND CODE/ AMOUNT OR
ABC D E CODE UNIT CODE cR
23 4 [} 2 4 8 1M —— 2—{
H
H
'
1
T
)
i
i
.
j
'
)
)
!
i
|
1
\
1
|
;
;
H
|
I
i
i
:
;
11. PREPARED BY T
:
)
10. TOTAL > !
12. AUDITED/APPROVED BY 13. DATE 4. AGENCY CODE
15. UNIT CERTIFYING OFFICER CONTROL CODE (T/C 8IE Only) 6. UNIT CERTIFYING OFFICER SIGNATURE 17.DATE
18 TITLE 19. PHONE (Area Code and Number) s |comm
Check One »
20. REMARKS
21.7/C 22. FUND CODE 23. UNIT CODE 24. BILL NUMBER
COLLECTIONS (INCOME)
25. 26. 21, 28. 29. 30.
TRANS. ACCOUNTING CLASSIFICATION BUDGET FUND GODE/ BLANK
OBJECT AMOUNT OR
CODE UNIT CODE
ABC D E CODE CR
—1 23 4 ——}— 6 2 4 2—T—2 11 T 2 —{
j 1
i i
) i
i .
H T
, )
! 1
H !
J j
. 1
! |
1 1
) .
z "
! )
i 1
) 1
T H
1 |
! '
i |
. —
T T
H H
) 1
! :
) )
i 1
| |
: :
32. PREPARED BY
)
31. TOTAL b :
33. APPROVED BY 34, DATE 35. AGENCY CODE | 36. PHONE (Area Code and Number) Frs |CoMM
Check One b
37. REMARKS

FORM AD-742 (USDA) (Revised 10/91)

3. Mall to: USDA, OFM, National Finance Center, P.O. Box 60000, New Orleans, LA 70160

NFC ORIGINAL
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Form AD-757, Miscellaneous Payment System

Title |
Chapter 12

Exhibit 9

1. VENDOR/SELLER IDENT. NO. (11)

MISCELLANEOUS PAYMENTS SYSTEM

See completion instructions published in Title II, Voucher and Invoice Payments Manual, Chapter 6, Section 5.

2. FUND CODE (2) 3. UNIT CODE (2) 4. VOUCHER NUMBER (5) 5. PAYMENT CODE (2) 6. ACTION CODE (1) 7. gggggﬁ) COUNTRY
8. PAYEE NAME (30) 13. DATE AGENCY MO , DAY, YR [14.DATE GOODS REC/| MO , DAY , YR
RECEIVED ' I ACC/SERV PERIOD . '
» INVOICE (6) B> ! ' END DATE (8) P J i
9. 1ST LINE ADDRESS (30) 15. TYPE COMMODITY/PAYMENT CODE (Enter one code onl:
M = Meat C = Construction X = Other Goods
70. 2ND LINE ADDRESS (30)/OR VENDOR EFT IDENTIFICATION NUMBER (12) D = Dairy O = Other Goods and and Services
P = Perishable Services (Pay Immediately)
Food
1. CITY (20) STATE (2) | ZIP CODE (16) TERMS
16. TIME DISCOUNT "16a. NET TERMS
)
12. CHECK IDENT. INFORMATION (i.e., Order/Invoice Date, Order/Contract/Invoice No.) '
1.(30) j !
.
.
2.(30) 17. ORDER/ MO . DAY, YR [18.VENDORINVOICE | MO , DAY , YR
CONTRACT . DATE ) .
DATE » ! ' | , .
3.(30) 9. FORM 1089 20. TAXPAYER'S IDENTIFICATION NUMBER (11
No[ | Yes[ P
. 22. 23. 2. 25.
ACCOUNTING CLASSIFICATION BUDGET HOURS/OR BLANK
OBJECT FUND CODE/ AMOUNT OR
ABC E CODE UNIT CODE CR
23 4 6 —T2-1—a4 8 1 2~
,
)
\
T
.
.
.
|
|
\
\
.
)
0
|
)
)
'
!
T
|
)
.
|
.
|
!
\
7
\
)
\
\
)
)
]
)
.
\
)
T
)
|
1
27. PREPARED BY 27a. PHONE (Area Code and Number) 28. DATE 26. |
\
TOTAL b .
29. AUDITED BY 30. DATE
Pursuant to the authority vested in | 3 UNT CERTIFYING OFFIGER CONTROL GODE 31a. UNIT CERTIFYING OFFICER SIGNATURE 32. DATE
me, I certify that the item(s) listed
herein are correct and proper for 34, PHONE (Area Code and Number)
payment from the appropriation(s)
designated.

35 Mail to: USDA, OFM, National Finance Center, P.O. Box 60000, New Orleans, LA 70160-0001

HFC ORIGIMNAL

FORM AD-757 (USDA) (Rev. 2/34)
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1

Form AD-616, Travel Voucher

Payroll/Personnel Manual
Training Information System (TRAI)

(Temporary Duty Travel)

1. TRAVEL AUTHORIZATION NO.

SECTION A - IDENTIFICATION

TRAVEL VOUCHER (Temporary Duty Travel)

2. SOCIAL SECURITY NO.

3. NAME (Last)

(First)

(Middie Initial) | 4. AGENCY
CODE

10. TRAINING DOCUMENT NO. (For
Purpose of Travel Code 3 Only)

14. SALARY
ADDRESS

SECTION B - TRAVEL VOUCHER MAILING ADDRESS OPTIONS

16. SPECIAL ADDRESS

13. RESIDENT CITY AND
station)

5. ORIGINATING OFFICE NUMBER 6. DATES OF TRAVEL EXPENSES 7. TYPE CLAIM (Indicate one type only) 8. RECLAIM 9. LEAVE TAKEN
FROM THRU DM = Domestic AMOUNT
Month Day Year Month Day Year FG = Foreign INCLUDED
OC = Qutside Cont. U.S. Y = Yes
GR = Escorted Group $ N=No
11. ORGANIZATION 12. OFFICIAL DUTY STATION (City and State) TATE (If other than official

Purpose of Travel Code

_] 40. DISTRIBUTED ACCOUNTING (Check this block
distribute total claim from Section D to the applicable

and Accounting Classification line.)

3 = Training at

1. (35) »
15. T&A CONTACT 2.(35) >
POINT ADDRESS
3. City (20)» State (2)> Zip Code (9)»
O RA PORTA O O O D A
17, 18. 19. 20. CAR RENTAL 21. 23. SUMMARY OF SUBSISTENCE
METHOD OF IDENTIFICATION
PAYMENT | VENDOR/CARRIER NUMBER MILES | DAYs AMOUNT TDY LOCATION NO. OF AMOUNT
s CITY/COUNTY STATE| DAYS
If payment was made by traveler,
complete Section G on reverse. TOTALS > $ 24. PER DIEM
22. AIRLINE ACCOMMODATIONS: 4Excess Fare (Check If Applicable) <Non-contract & No. of Days [ 1]$
0 A O A ATIO 25. ACTUAL SUBSISTENCE
39. AUTHORIZATION ACCOUNTING (Check thisblock | PURPOSE OF TRAVEL CODES No. of Days | )
if accounting and purpose of travel code(s) from travel 1= Site visit 26 MILEAGE  Rate] i
authorization are to be charged for the total voucher claim.) 2 = Information meeting Total Miles[ ]

4 = Speech or presentation
5= Conference attendance
7 = Entitlement travel
8 = Special mission travel
9 = Emergency travel

10 = Other travel

27. PARKING, TOLLS, ETC.

28. PLANE, BUS, TRAIN
(Paid by ‘Travefer)

PURPOSE
CODE

ACCOUNTING CLASSIFICATION

CLAIM
AMOUNT

29. LOCAL TRANSPORTATION

30. MISCELLANEOUS EXPENSES

31. CAR RENTAL

SECTION F - CERTIF

than 5 years or both (18 USC 287;

41. THIS AMOUNT MUST AGREE WITH TOTAL CLAIM AMOUNT b |s

ICATIONS

i.d. 1001).

FRAUDULENT CLAIM. Falsification of an item in an expense account will result in a forfeiture of the claim
(28 USC 2514) and may result in a fine of not more than $10,000 or imprisonment for not more

CLAIMANT'’S RESPONSIBILITIES AND SIGNATURE. | hereby assign to the United States any rights |
may have against other parties in connection with any reimbursable carrier transportation charges described
herein. | have received no payment for claims shown herein. All travel and reimbursable claims were incurred on
official business of the United States Government. All tickets, coupons, promotional items and credits received in
connection with travel claimed on this voucher have been accounted for as required by FPMR 101-7 and other
regulations. | have reviewed this voucher and certify it to be correct.

32 TOTAL CLAIM
(Blocks 24 thru 31)

33. TRAVEL ADVANCE
AMOUNT OUTSTANDING

34. AMOUNT OF VOUCHER (Block 32)
TO BE APPLIED TO OUT-
STANDING ADVANCE (Block 33)

35. AMOUNT OF VOUCHER gBIock 32)
TO BE APPLIED TO OUTSTAND-
ING BILL FOR COLLECTION

BILL NO.»

42. CLAIMANT'S SIGNATURE

43. DATI
Month Day ; Year

36. ADDITIONAL ADVANCE
AMOUNT REPAID
(Check or money order attached)

(31 USC 1348).

APPROVING OFFICER’S RESPONSIBILITIES AND SIGNATURE. In approving this voucher, | have
determined that: (1) Reimbursement is claimed for official travel only; (2) Use of rental car, taxicab, or other special
conveyance for which reimbursement is claimed is to the Government’s advantage; and (3) Long distance phone
calls and supplies or equipment purchased are necessary and in the interest of the Government. Note: To approve
long distance phone calls, approving officer must have written authorization from Agency Head or his/her designee

37. REMAINING ADVANCE BALANCE

{(Block 33 Minus Block 34 and Block 36}

38. NET TO TRAVELER
(Block 32 Minus
Block 34 and Block 35)

$

44. APPROVING OFFICER'S SIGNATURE

45. SOCIAL SECURITY NO.

AUDITED BY (Examiner's Initials)

TOTAL DIFFERENCE

46. NAME AND TITLE (Type or Print)

BRI

48. TELEPHONE (Area Code and Number)

FTS

COMM

Upon completion and approval, submit original voucher to:

USDA, Office of Finance and Management
National Finance Center
P.O. Box 60,000

New O

rleans, LA 70160

FORM AD - 816 (USDA) (Rev. 4/88)

Exception 1o SF 1012 approved by GSA/IRMS 3-88
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Form AD-616, Travel Voucher (Temporary Duty Travel)

SECTION G - SCHEDULE OF EXPENSES AND AMOUNTS CLAIMED .

ITINERARY TOTALS
FROM Transfer
DATE (Month/Day)
these totais to
cIry .
Section D on
STATE Voucher Front.
TIME N
TO TDY LOCATION I additional
DATE (Month/Day) days are
cIry required. use
COUNTY continuation
STATE sheet
TIME
PER DIEM NO. DAYS
NO. OF DAYS
[ ToBaNG
(Receipt Required)
INCIDENTAL EXPENSES
AT GOVERINSMENT EXPENSE

TOTAL PER DIEM

$
TOTAL NO. DAYS

PER DIEM AMOUNT

) ) SN NN NN NN [ AU SPRP SN S R

[ S N ERN KUY WS SNV W N NN S R

ACTUAL SUBSISTENCE
LODGING
(Receipt Required)
BREAKFAST
LUNCH
DINNER
OTHER (Tips, Laundry, etc.)
St
ACTUAL
SUBSISTENCE AMOUNT s
TOTA
MILEAGE OTAL MILES
MILES
RATE PER MILE ¢ ¢ ¢ ¢ ¢ ¢ [
H ' f ' T ' ' TOTAL MILEAGE
: | H 1 H 1 H
MILEAGE AMOUNT ' 1 1 1 i 1 Vs
' ' ' ! ! ' R TOTAL PARKING
; 1 1 H H H ,
PARKING, TOLLS, ETC. ' 1 1 1 | \ Vs
PLANE, BUS, TRAIN : ‘ ; ' ' : | [ToTAr PLANE, BUS.
e ) i H H H 1 1
(Paid By Traveler) i ' i V Il ' ' s
LOCAL TOTAL LOCAL
TRANSPORTATION TRANSPORTATION
NO. TRIPS
DAILY EXPENSE 1 ' R ] 7 T : R 1
MISCELLANEOUS H 1 \ 1 f . . TOTAL
EXPENSES ! ) ) ! ! ! : MISCELLANEOUS
TELEPHONE CALLS H H H H H H H
SUPPLIES, ETC. ] ] ] | | | Vs
. é:ﬁﬁbﬁ_}mf:lt’) ' 1 ' : ' H | [TOTAL CARRENTAL
aid by Tra ' ' ‘ ' '
Receipt and Car Rental \ H H H H ' !
Agreement Required ) ! H i H | :
RENTAL EXPENSE H ! H H H H H
GASOLINE EXPENSE : : : : i ] L s :
REMARKS

PRIVACY ACT NOTICE. The following information is provided to comply with the Privacy Act of 1974 (P.L. 93—579). The information requested on this form is required under the provisions of 5 USC, Chapter 57 (as
amended) and Executive Orders 11609 of July 22, 1971, und 11012u|Marr.h 27 1962, for the purpose of recording trwﬂoxpcmu n:urnd bythcnnplwu and lnclum other entitlements and allowances as prescribed in the

Federal Travel Regulations (41 CFR101—7). The form will be used by Federal Ag ion in the perf of their duties. Information will
betrandcnedloappropmlcFodwnl Shu,loc-lor : ies, why k tocivil, criminal, or i pursuant to. i uyuSAorsuchotheragency in connection with the
hiring or firing, or i or such igati f th f official duty mGﬂmnmen!m Failure ick i i ired will result in delay or the k ’s claim for
reimbursement.

*U.8. Government Printing Office: 1996 — 722-263/83610
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Form AD-202, Travel Authorization/Advance

to this Form AD-202.

E = Establish
4 A=Amend

3. TRAVEL AUTHORIZATION NO.

TRAVEL AUTHORIZATION/ADVANCE

See Privacy Act Notice on Reverse

Multiple Travelers: Complete Form AD-202M in lieu of Blocks 4 and 5. Attach

4. SOCIAL SECURITY NO. | 5. NAME (Last)

this Form AD-202.

Note: Traveler is liable for the value of the tickets issued until all tickets or coupons are properly accounted for on the Travel Voucher.
1. ACTION CODE (Indicate one type only)

C = Cancel
V = Advance Only (Complete Sections A, E, and F Only)

SECTION A - IDENTIFICATION

(First)

MONTH | DAY YEAR
2. AUTHORIZATION DATE »

Relocation Travelers: Complete Form AD-202R in lieu of Section C. Attachto

(Middle Initial) | 6. AGENCY
CODE

7. ORIGINATING OFFICE NUMBER

8. ESTIMATED DATES OF TRAVEL EXPENSES
FROM THRU

Month Day Year Month Day

Year
FG = Foreign

DM = Domestic
FT = Foreign Transfer

9. TYPE TRAVEL (Indicate one type only)

GR = Escorted Group
OC = Outside Cont. U.S.
TS = Transfer of Station

10. GOVERNMENT

CREDIT CARD HOLDER

Y =Yes
N=No

11. TRAINING DOCUMENT NO. (For
Purpose of Travel Code 3 Only)

15. PAYROLLED BY NFC

SECTION B - EMPLOY

12. ORGANIZATION

16. NOT PAYROLLED BY NFC

13. OFFICIAL DUTY STATION (City and State)

17. NEW HIRE

station)

ENT STATUS (Check the appropriate employment status block.)

18. SPECIAL APPOINTEE

14. RESIDENT CITY AND STATE (If other than official

19. NONGOVERNMENT

; IF BLOCKS 17, 18, or 19 ARE CHECKED, ,
: COMPLETE BLOCKS 20 AND 21.

SECTION C - ITINERARY AND ESTIMATED EXPENDITURES

20. TRA CONTACT POINT »

AGNCY

STATE

21. ACCOUNTING STATION

Classification line.

PURPOSEOF 1= Site visit
TRAVEL CODES

2 = Information meeting
3 = Training attendance

= Speech or presentation
Conference attendance

7 = Entitlement travel
8 = Special mission travel

SECTION D - ACCOUNTING CLASSIFICATION

29, Distribute Total Estimated Expenditures from Section C to the applicable Purpose of Travel Code and Accounting

10 = Other travel

|
22. FROM 23.T0 ub n 25. AUTHORIZED EXPENDITURES
cITY sT CITY/COUNTY ST CODE | LODGING [ Mand IE RATE No,mvs[ ESTIMATED AMOUNT
. P = Per Diem = -
| A= Actual $ hd = x =3
i Subsist + = x =
\ ence = x =
S = Special b - -
! Rate + = x =
R = x =
24. PURPOSE OF TRAVEL (Give explanation) Total s
' POV: Rate
Other (Specify)

Common Carrier Tickets

[Transportation Mode

Method of Purchase

[
Use of Non-contract Airline 4 Coda

9 = Emergency travel

PURPOSE
CODE

ACCOUNTING CLASSIFICATION

AMOUNT

Excess Fare

Excess Baggage

GSA Auto

Car Rental

O RA
31. ADVANCE REQUEST METHOD
(Select one method only)

C = Check or DD/EFT
T = Travelers Checks

30. TOTAL EST. EXPENDITURES »

ADVA

37. ADVANCE MAILING ADDRESS OPTIONS

26. Total Estimated Travel » |§

27. Total Estimated Transportation » $
28. TOTAL EST. EXPENDITURES »

[ saLaRY aDDRESS

] Taa conTacT POINT [

[ speciaL Bermea e nmntimaspery oreoniees

1 = Imprest Fund 1.(35)»
E = Emergency (Wire)
W= Wire Confirmation 2.(35)»
S = Embassy Issued Advance
L = Embassy Collect. Advance| 3. City (20)» State (2) > Zip Code (9) »

32 AMOUNT OF ADVANCE 38. IMPREST FUND CASHIER/TRAVELERS CHECKS

I $ SOCIAL SECURITY NO. TRAVELERS CHECKS PAYEE CODE SIGNATURE
33. BALANCE FROM PREVIOUS
ADVANCE
$ 39. ADVANCE RECEIVED (Cash or Travelers Checks)

34. TOTAL ADVANCE AMOUNT

$

DATE RECEIVED
Month I Day I Year

APPLICANT'S SIGNATURE

35. APPLICANT'S SIGNATURE

SECTION F - AGENCY APPROVAL
40. APPROVING OFFIGER'S NAME AND TITLE (Type or Print)

41. SOCIAL SECURITY NO.

R
Month Year

36. DATE APPLIED FOI
Day

42. DATE APPROVED
Month | Day Year

SEE
PRIVACY ACT STATEMENT
ON REVERSI

43. PHONE (Area Code & No.)] FTS | COM

E

44. APPROVING OFFICER’S SIGNATURE

SUBMIT ADVANCE APPLICATIONS
WITH ORIGINAL SIGNATURES ONLY.
FACSIMILE SIGNATURES CANNOT BE ACCEPTED.

i ——
45. REMARKS

An advance should be limited to an amount within the prescribed
maximum necessary to effectively accomplish the purposes of the
Government. An explanation should be provided in Block 45, Remarks,
for any advance authorized in excess of the prescribed maximum.

Upon completion and approval, submit original to:
USDA — National Finance Center, P.O.

Part 1-NFC

Box 60,000, New Orleans, LA 70160

FORM AD - 202 (USDA) (Rev. 4/88)

Exception to SF 1038 approved by GSA/IRMS 3-88
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Report TRAI7001, Training Records Scheduled For Deobligation
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Report TRAI7002, Training Costs Obligated Awaiting Invoice
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‘Report TRAI7003, Monthly Proof Of
Training Payments XX-XX-XX - XX-XX-XX
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Employee Training Profile
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Individual Training Record
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Report TRAIO002, Monthly Managers Training Report As Of
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Notification Of Delinquent Submission Of Verification Of Completion And

Evaluation Of Training
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Appendix
Page 1
TRAI Edit Messages

Agency/Bureau And Organization Structure Code

Agency Does Not Match

Appropriation/Fund Is Mandatory For Input

Appropriation Validation Database Error

Appropriation Validation Error - Invalid Agency

Appropriation Validation Error - No Treas Symb Found

Bad Call To Submit Routine

Books Costs > $5000 * Press Enter If OK

Books/Materials Cannot Be Updated, Record Has Been Paid
Books/Materials (Direct Cost) Too Large

Conflicting Options For Job Submission

Course Title Mandatory For Input

Data Entered At Different Levels

Data Must Be Stored First By Pressing The Enter Key

Data Stored, Add Additional Data & Press Enter, Or Press PF6 To Submit Job
Direct Cost Books > $5000 * Press Enter If OK

Direct Cost Other > $5000 * Press Enter If OK

Direct Cost Appropriation Cannot Be Updated, Record Has Been Paid
Direct Cost Appropriation/Fund Is Mandatory For Input

Direct Cost Other Cannot Be Updated, Record Has Been Paid
Direct Cost Tuition Is Mandatory For Input

Duty Or Non-Duty Hours Required For Input

End Of Logic Loop In Course Data

End Of Main Section

Enter Above Information, Press Enter Prior To Pressing PF6 To Submit Job
Enter Agency/Bureau

Enter A Job Character

Enter Department

Enter Office Print ID -- 1st Two Positions Is Agcy/Bur

Enter Office Print Ident

Enter Organization Structure Code Level 2

Enter POI

Enter Remote Site Destination Or The Word, Local

Enter <S> Same To Generate Location From Vendor Address
Enter Servicing Agency

Enter SSN, Agcy/Bur, Ingq Period Begin/Thru Dates, Press Enter
Enter SSN, Agcy/Bur, Press Enter

Enter SSN, Agcy/Bur, TDN, Press Enter

Enter SSN, Agcy/Bur, TDN, Start Date, OPM Desig, Press Enter
Enter System Output Class (A Or X)

Enter Valid Data

Enter Validating Table 01

Enter Y (Yes) Or N (No) To Enter Data In Section E

Error In Loop Logics

Error In Passing Parameters

Error In Saving Batch Parameters

Error In Screen Logic
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Appendix
Page 2

TRAI Edit Messages

Error - Invalid User ID

Error - Missing Message

Error: Non-Numeric Non Duty Course Hours

Error: Non-Numeric On Duty Course Hours

Error: Record Not Found

Error Validating Table 01

Error: Warning -- SSN Queue Record Previously Added
Evaluation Information Cannot Be Added Before Course End Date
Evaluation Information Cannot Be Updated Before Course End Date
Evaluation Information In Data Base

Evaluation Information Not Required, Stop Payment Status Code
Evaluation Information Not Required, Withdrawn Status Code
Evaluation Processed

Ext Prch Prod = Y - Dir Cost Other Mandatory

FS/Region Unit Code Is Mandatory For Input

Indirect Cost Other > $5000 * Press Enter If OK

Indirect Cost Per Diem > $5000 * Press Enter If OK

Indirect Travel Cost > $5000 * Press Enter If OK

Invalid Answer To Generate Training Location - Use S Or Blank
Invalid Answer To Section Input, Please Enter Y Or N

Invalid Appropriation/Fund (Direct Cost)

Invalid Externally Purchased Product Code

Invalid Response, Try Again

Invalid Training End Date

Invalid Training Status Code - End Date Has Not Passed

Job Character Is Not Alphabetic - Reenter

Missing Session Date For Job Submission

Missing Starting Date For Job Submission

Non-Numeric Books/Materials (Direct Cost)

Non-Numeric Other Costs (Direct Cost)

Non-Numeric Other Costs (Indirect Cost)

Non-Numeric Per Diem (Indirect Cost)

Non-Numeric Telephone Area Code

Non-Numeric Travel Costs (Indirect Cost)

Non-Numeric Tuition (Direct Cost)

Other Costs (Direct Cost) Too Large

Other Costs (Indirect Cost) Too Large

Payment Method Code Cannot Be Updated, Records Has Been Paid
Payment Method Code Is Not Compatible With Training Status Code
Per Diem Cost > 5000 * Press Enter If OK

Per Diem (Indirect Cost) Too Large

Press Enter To Add Training Info To Data Base Or Input Data
Purchase Order Number Is Mandatory For Input

Record Added To Database

Record Cannot Be Deleted, It Has Been Paid

Record Deleted

Record Modified
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TRAI Edit Messages

Record Not Found

Record Not Found On Name Employee Database

Select Next Function

Selection Not Valid Choice

Social Security Number Must Be Numeric

Status Modified

Thru Date Is Before Begin Date

Thru Date Is Before Begin Date -- Correct

Training Codes Mandatory For Input

Training Document Number In Data Base

Training End Date Has Passed -PE-Training Status Code Invalid
Training End Date Is Before Training Start Date

Training End Date Is Before Training Start Date - Correct

Training End Date Is Required -- Please Enter YYMMDD Format
Training Information Modified In Data Base

Training Occurrences Exhausted

Training Status Code Cannot Be Updated, Record Has Been Paid
Training Status Code Is Not Compatible With Payment Method Code
Training Status Code Was Changed To - PE - End Date Has Not Passed
Training Status Invalid, Not Compatible With Payment Method Code
Training Vendor Name Cannot Be Changed, Record Has Been Paid
Training Vendor Name Is Mandatory For Input

Travel Cost (Indirect Cost) Too Large

Travel Cost > $5000 * Press Enter If OK

Tuition Amount Cannot Be Updated, Record Has Been Paid

Tuition Cost (Direct Cost) Too Large

Tuition Cost > 5000 * Press Enter If OK

Unable To Delete Parameter Records

Vendor TIN Is Mandatory For Input

Vendor TIN Must Be Greater Than Zeroes

Vendor TIN Must Be Numeric

Vendor TIN Must Be 9 Digits

Warning -- Record Previously Added

Warning -- Record Previously Modified

Title |
Chapter 12

Appendix
Page 3

85



Title | Payroll/Personnel Manual
Chapter 12 Training Information System (TRAI)

(reserved)

86



Payroll/Personnel Manual Title |
Training Information System (TRAI) Chapter 12

Heading Index

This index provides an alphabetical list of all headings in the procedure. When a heading is referenced, you
can use this index to locate the page number.

A Form AD-616, Travel Voucher (Temporary Duty
Travel), 70
About This Procedure Form AD-742, Transfer And Adjustment VouchéB8
Add/Change (Evaluation) Option33 Form AD-757. Miscellaneous Payment Sysi&®
Add/Change (No Print) Optiong9 Form AD-838, Purchase Ordeé7
Add/Chanage (Print) Optiond 7 Form NFC-1221, Training Payment Summary (For
Adjustments) 63
AE-Add (Eval) 35 ) ) .
) Form NFC-1222, Non Payment Of Invoice For Training
AN-Add (NO Pr|nt) 31 (Misce”aneous) 64
Annual Statistical Summary Of Training Da%6 Form NFC-1223, Non Payment Of Invoice For Training
AP-Add (Print) 19 (For Cancellation)65

Form SF-182, Request, Authorization, Agreement And
Certification Of Training 66

Function Keys14

Appendix 81

C

CE-Change (Eval)37 H
Check Summary Forn62 Help Screensl4
CN-Change (No Print)32 How The Procedure Is Organized

Consolidation Of Training InformatiQry
CP-Change (PrintR7 |
CS-Change Statudl

IN-Inquiry, 43
Individual Training Record78

D Inquiries 9
DE-Delete, 42 Introduction 1

Notice of Check Recipient Card For@il

. Notification Of Delinquent Submission Of Verification
Exhibits, 59 Of Completion And Evaluation Of Trainin@0

Employee Training Profile77

F O

Form AD-202, Travel Authorization/Advancé? Online Entry of SF-182 Training Data

Index - 1



Title |
Chapter 12

Operating Featured4
Other Options39

P

Payment Method Codes (PMQ@)
Payment Of Vendor Invoice$
PR-Print SF-18249

R

RE - Reports52

Report TRAI0O002, Monthly Managers Training Report
As Of , 79

Report TRAI7001, Training Records Scheduled For
Deobligation 73

Report TRAI7002, Training Costs Obligated Awaiting
Invoice, 74

Report TRAI7003, Monthly Proof Of Training
Payments XX-XX-XX - XX-XX-XX, 75

Reporting 8
Responsibilities 8

S

Security Accessll

Index — 2
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Security And Remote Terminal Usadd

Sign-Off, 13
Sign-On, 12
System Accessl1
System Designl4

System Edits14
System Overvien3

T

TRAI Edit Messages33

TRAI Menuy, 15

TRAI Processing Cycle9
Training Status Codes (TSQ)

U

Using TRAI As A Payment Systerd

W

What Conventions Are Used
Who To Contact For Help




