FISCAL YEAR 2011 NAVY CAPITOL HILL WORKSHOP

All:  Please provide the following information to your workforce.  Please note that this workshop is not part of NLDP.  Therefore, the  $1,260 tuition and all other associated costs is the responsibility of the applicant's competency.  If interested please be sure to contact your supervisor of record for funding/application/approval instructions on applying for the class.

NOMINATION:  An ad-hoc training request must be entered in N-erp for payment of tuition. Attached is the AdHoc Cue Card for you, and for your supervisor to approve in Navy ERP. THE REGISTRATION FORM LOCATED ON THE LINK BELOW MUST ALSO BE COMPLETED and FAXED directly to 342-4523 and the POC at 301-342-7919.  It will be attached to the SF 182 for submittal to the vendor.  The SF 182 WILL NOT BE FORWARDED TO THE VENDOR WITHOUT THE REGISTRATION FORM. Please call me if you have any problems with ERP 301-757-3069.  
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***********************************************************************

The Government Affairs Institute (GAI) at Georgetown University offers several times a year the specialized course, Navy Capitol Hill Workshop.  This 4 day workshop is held at Capitol Hill, facilitated by GAI and includes a variety of speakers such as Members of Congress, congressional staff, interest group representatives, news media representatives and executive branch officials (to include the Navy Office of Legislative Affairs staff).  This workshop provides a unique opportunity to learn about the politics, processes, influences, organization and leadership of our country's government which not only impacts our everyday lives but the work we perform as Department of the Navy (DON) employees.  

Take advantage of this opportunity to learn how Capitol Hill, your interests and the interests of the DON will be affected by decisions by the president and Congress.  You may also observe Senate and House Committee hearings which involve high impact issues such as foreign policy, our education system and nuclear policy. 

All employees of a GS-11 or higher (or equivalent) are encouraged to attend.  This experience offers everyone a better understanding of what is involved in a continuing resolution of the appropriations bill, how federal employees can influence change, hot topics of debate that have national and international impact, and the details of the legislative process.

I encourage each of you to attend this workshop and challenge your co-workers to attend with you.  This is a great opportunity to empower yourselves with more knowledge relevant to your personal and professional life. 

Additional information and the registration form can be found at: http://www.public.navy.mil/donhr/TrainingDevelopment/developmentalresource/Pages/NavyCapitolHillWorkshop.aspx
_1340695471.doc
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Cue Card:  Navy ERP Ad Hoc Training Request – ESS




[image: image11.jpg]







Cue Card:  Navy ERP Ad Hoc Training Request – ESS


This cue card outlines the step-by-step procedures for entering an Ad Hoc Training Request into Navy ERP via Employee Self Service (ESS).  

Helpful Hints:


· The Ad Hoc Training Request (SF-182) is routed through SAP Workflow so that electronic signatures can be obtained from the employee’s Supervisor, Financial Approver, and Training Manager.


Step by step instructions:


1. Log on to Navy ERP by opening Internet Explorer and entering the following URL https://ep.erp.navy.mil/irj/portal

2. Click the Employee Self Service tab (ESS).

3. Click on the link: [image: image1.png]ATR - AdHoc Training Request




 ATR – Ad Hoc Training Request.

4. Click on Yes if the following message is received [image: image2.png]Do yous wanktodplep the nonsscure dems?




.

5. The Ad Hoc Training Request screen is displayed.  Enter your Personnel number in the Trainee field.  If you do not know your Personnel number, click on the Drop Down[image: image3.bmp] to search for your name.

6. Enter the course title in the Course Name field.

7. Click the [image: image4.png]



 Create button. The Create Info Type for Training screen is displayed.

8. Enter the course start and end dates in the Start and End fields.

9. Select checkboxes under the Attendee Data tab as appropriate[image: image5.png]I™ Do you require special accommodation?




. These are used to identify special needs of the employee and will print personal contact information on the SF-182.

NOTE:  Navy ERP has added a functionality to show the requestor any missing required fields. This display [image: image6.png]‘& Display |6 Missing Required Fields




 will count down as the required fields are completed. Missing data can be viewed by clicking on the Display button.  All missing fields must be completed.

10. Click on the Course Data Tab.

11. In the Training Objectives field enter a justification in the What are your Training Objectives field.

12. In the Training Facility field complete the Office Address section (as needed).

a. Training Source, School, or Facility name:


b. C/O (optional)

c. Address

d. City

e. State / Zip Code

f. Source Location  (Actual physical location)

g. Vendor Telephone Number


13. In the Training Info field enter data in the following fields by using the Drop Down [image: image7.bmp].

a. Training Purpose Type

b. Training Type Code

c. Training Sub-Type Code

d. Training Source Type

e. Training Delivery Code

14. Click on the Course Cost tab.

a. In the Course Cost field enter Tuition and Fees Cost

b. In the Total Hours field enter Duty / Non Duty Hours


c. In the Payment Info field enter a charging object JON (WBS element, Network-Activity code, Cost Center)

NOTE: Entering the appropriate Payment Information - Charging data can be entered by the End User doing the request or the Supervisor doing the approval. There must be a charging element entered before the Financial Approver can do the approval. 

15. Click on the Course Approval tab.

16. Select an approver by clicking in the Personnel Number field and click on the Drop Down [image: image8.bmp] to view a list of available approvers.  Double-click on your supervisor’s name to select them as your approver.

17. Verify the Display icon shows 0 Missing Required Fields [image: image9.png][¢ Display |0 Missing Required Fields




.

18. Click on the Submit to Supervisor button. An informational box will pop up and ask the question: All required fields are filled.  Save the record?

19. Click the Yes button. This starts the workflow process. Your 1st line Supervisor will need to check their SAP Business Workplace Inbox (SBWP) or the Universal Worklist to approve your request.

NOTE: The ATR must be approved by a Supervisor, Financial Approver, and Training Manager before it can be printed.  If an Approver fails to Approve, Cancel, or Reject the ATR within 7 days it is returned via work flow to the last approver. That person will be able to send the request to someone different.
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Cue Card:  Navy ERP Ad Hoc Training Request – Supervisor’s Approval

This cue card outlines the step-by-step procedures for approving an Ad Hoc Training Request in Navy ERP via the SAP Business Workplace.  

Helpful Hints:


· The Ad Hoc Training Request will be routed through SAP Workflow to obtain approvals from the employee’s supervisor, the Financial Manager and the Training Manager.


· SAP Business Workplace is used to process SAP Workflow items within Navy ERP.


Step by step instructions:


1. Log on to Navy ERP by opening Internet Explorer and entering the following URL: https://ep.erp.navy.mil/irj/portal.

2. From the SAP Easy Access Screen, click on the SAP Business Workplace icon, or enter transaction code SBWP in the Transaction Code box, or click on the SAP Business Workplace icon [image: image1.bmp].

3. The SAP Business Workplace is displayed. 

4. Click the expansion icon [image: image2.bmp] to open up the SAP Business Workplace Inbox [image: image3.png]|V & Inbox:




.


5. Locate the Workflow inbox [image: image4.png]B workfiow




, and click the expansion icon [image: image5.bmp] to expand the Workflow items folder.


6. Double-click the Workflow inbox [image: image6.png]B workfiow




  to view all pending Workflow items.
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7. Double-click on the Ad Hoc Training Request Workflow Item folder in your Inbox.

8. Double-click on the Ad Hoc Training Request attachment [image: image8.png]Objects and attachments




 to open the document.


9. Review all data on the following tabs: Attendee Data [image: image9.png]



, Course Data [image: image10.png].~ Course Data




, and Course Cost [image: image11.png]



.


10. Under the Course Approval [image: image12.png]



 tab enter the Financial Approver’s Personnel Number in the Personal No. [image: image13.png]Personnel No,




 field.

Note:  If you do not know who the Financial Approver is, contact your Site Training Lead.


11. Click on the Save [image: image14.bmp] icon to save the document.  The Save Adhoc Training Request dialog box will appear.
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12. Click the Yes [image: image16.png]



 button to confirm that all required fields are filled.

13. The Ad Hoc Training Request screen is displayed.  Click the Back [image: image17.bmp] icon to return to the Decision Step in Workflow screen.


14. Click the Approve [image: image18.png]



 button to approve the training request and return to the Business Workplace screen.


15. Click on the Back [image: image19.bmp] icon to return to the SAP Easy Access screen and complete Workflow processing.
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