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Updating Civilian Training History (Modern System OTA)

Step 1

Screen Action Remarks
Army CPOL Click the “Tools” button and

then click the “ART” button
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Step 2

Screen Action Remarks
Security Alert Click the “Yes” button.
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Step 3

Screen Action Remarks
Microsoft Internet
Explorer

Click the “Yes” button.
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Step 4

Screen Action Remarks
Army Regional Tools Enter your User ID and

Password. Click the “Click Here
to Logon”  button.
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Step 5

Screen Action Remarks
Successful Login -
Army Regional Tools

Click on “Proceed Into System” button.
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Step 6

Screen Action Remarks
ART Navigation Main Click on “Central DCPDS 11i.”
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Step 6

Screen Action Remarks
Security Alert Click on the “Yes” button.
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Step 7

Screen Action Remarks
Oracle Applications
Log-On

Enter Name &
Password. Click the
“Connect” button.
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Step 8

Screen Action Remarks
Oracle Applications
Main Menu

Click on the OTA permission(s)
that have been assigned to you

Your OTA permission(s)
will be different than those
illustrated below
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Step 9

Screen Action Remarks
Oracle Applications
Applet Downloading

None Download time may take
several seconds.
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Step 10

Screen Action Remarks
Oracle Applications
Navigator/Functions

Click once on “Special Information”
to highlight it and then click on the
“Open” button.
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Step 11

Screen Action Remarks
Oracle Applications
Navigator/Functions

Click on the “Open” button. “People/SITs for Training”
will already be highlighted
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Step 12

Screen Action Remarks
Oracle Applications
Find Person

Enter the persons last name and
click the “Find” button
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Step 13

Screen Action Remarks
Oracle Applications
Find Person

Locate and click on the persons’
name and click the “OK button

In smaller activities that fewer names this
step will be skipped and you will see the
screen shown in step 14
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Step 14

Screen Action Remarks
Oracle Applications
People

Click on the “Special Info”
button
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Step 15

Screen Action Remarks
Oracle Applications
Training

Click anywhere in the
“Detail” section

You may have to first click on the “Completed
Training” section if the blue square does not
appear to the left of this field
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Step 16

Screen Action Remarks
Oracle Applications
Training

Click on the “green cross” at
the far left of the top menu

This screen lists all the completed training
records for the person selected
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Step 17

Screen Action Remarks
Oracle Applications
Training

Click on the blank yellow
space in the “Detail” section
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Step 18

Screen Action Remarks
Oracle Applications
Completed Training

Fill in the required fields and
then click the “OK” button
and then the “Save “icon
(yellow disc) on the top menu

Required fields are Course Title, Total Course
Hours, Class Start Date, Class Graduation Date,
Course Grade, Method, Priority Indicator, and
Decision Source
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Step 19

Screen Action Remarks
Oracle Applications
Training

To enter completed training for another
individual click on the “x” in the upper
right hand corner to close the “Training”
screen and then click on the “flash light”
icon on the top menu

When you click on the “flash light” you will
be returned to the “Find Person” screen (
Step 12 ). Enter the next person’s name and
repeat the steps from there.
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Step 20

Screen Action Remarks
Oracle Applications
Training

Click on the “x” in the upper
right corner of the Training
window to exit the program

When the “Caution” screen appears click the “OK”
button. Close all remaining screens
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