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APPENDIX E


OSS CHECKLIST FOR SUBMITTING STUDENT APPLICATIONS
The purpose of this checklist is to ensure student information in the Operational Support System (OSS) is complete and accurate and will help expedite the processing of students’ applications for mandatory/desired web-based training courses.  By completing the checklist below, training managers will preclude entering and having to correct erroneous information and invalid student data in the OSS.

[image: image1.wmf]STEP 1    
____
Query individual’s training and personnel records before approving the individual’s 

application in OSS to determine if:

___ The individual is assigned to an acquisition-coded position 

___ The individual has a current level of certification 

___ The course prerequisites (Note 1) have been met IAW DAU policy (http://www.acq.osd.mil/dau//courses.html)  

___ The student has completed an equivalent or predecessor course (Note 1)
STEP 2 
____
Determine Priority IAW the following guidelines (Note 2):
· Priority 1 - Student is occupying an acquisition-coded position and requires training for the current level in their functional area or assignment-specific training.

· Priority 2 - Student is occupying an acquisition-coded position and needs training for next level of certification in their functional area.

· Priority 3 - Student is occupying an acquisition-coded position and desires training in another functional area.

· Priority 4 - Student is not occupying an acquisition-coded position.

STEP 3
____
Verify personal data to ensure accuracy in OSS:


___ Student’s Name is spelled and entered in the correct format (Note 3)

___ Student’s SSAN is correct (Note 3)

___ Student’s military/civilian duty address and telephone numbers are entered correctly (Note 4)

___ Student’s pay grade is entered correctly (Note 5)

 STEP 4     Other Considerations:



___ Review all pending applications periodically for currency


 
___ Submit only one application per student per course 

___ Enter any extenuating circumstances in ‘COMMENTS’ field (Note 6)

___ Ensure the current application does not overlap with previous training requests

___ Enter mandatory data required for application completion

EXAMPLE

No.
Course Title
Start Date
Grad. Date
Location
Reservation
Wait Status
Pend. App.
Overlaps?


   ACQ 201
01-Mar-99
19-Mar-99
Wright-Patt
Yes





   TST 202
15-Mar-99
26-Mar-99
Ft Belvoir


Yes
YES


Student should not attend TST 202 class because 1) the class dates overlap and 2) ACQ 201 is  a prerequisite









for TST 202.  Training POC should submit TST 202 application for a class starting after ACQ 201 graduation date pending successful completion of ACQ 201.

__________________________________________________________________________________________








NOTES

1.  COURSE PREREQUISITES

Ensure all training previously completed is annotated in the student’s training record.  The student is responsible for ensuring their personnel records are up-to-date by taking their certificate to the MPF or CPF for processing.  The OSS system does not allow non-DAU training to be entered.  If a student has fulfilled or completed an equivalency or predecessor class, which doesn’t appear in their records, the fulfillment/class information should be provided in the ‘WAIVER Comments” field of the application (see Note 6).  Course prerequisites may be satisfied through the Fulfillment Process; however, the APDP Functional Manager is the final approval authority for equivalency courses, predecessor courses, and waivers for certification.

2.  PRIORITY CODES

Students assigned to an acquisition-coded position are either a Priority 1, 2, or 3.  Students assigned to positions that are not acquisition-coded are a Priority 4.  Since this is a web-based class there will be no funding associated, however priority will determine the approval order of student applications on a daily basis.
3.  NAME AND SSAN FIELDS

Ensure accuracy of all information before submission of the training application. Please verify that the last name is entered into the last name field and that email addresses are correct.  Since the OSS uses email to notify students and supervisors of enrollments, if this information is incorrect the proper people will not be informed of enrollments.  If personal information is incorrect the student or training coordinator can access the student account and update the data. Type correct information over incorrect information and click on the update button to complete the corrections.

4.  ADDRESS AND DUTY POSITION FIELDS

Enter the student’s MAJCOM and office symbol along with the complete duty mailing address in the ADDRESS fields.  The OSS contains fields for duty phone and commercial phone; please enter the data in the designated fields.

5.  PAY GRADE AND SERIES FIELDS

Enter pay grades for civilian personnel as a two-digit numerical sequence, i.e. 13 or 07 (zero 7).  Enter pay grades for military personnel as one alpha and one numeric sequence, i.e. E7 (Enlisted 7) or O3 (Officer 3).  In addition, a job SERIES code should be entered for all civilians and an AFSC for all military.

6.  COMMENTS FIELD
Enter any extenuating circumstances, e.g., student to PCS in July, 18-month deadline for certification, alternative location, back-to-back classes, in the COMMENTS field.  Furthermore, if the student has completed prerequisite training for a course and it does not appear on the OSS training history screen, enter the course completion information, e.g., L3OQR63A1000 completed Jun 98 is equivalent to ACQ 101, in the WAIVER COMMENTS field.  

7.  CONTACT INFORMATION

Upon completion approval of the application, the application will flow to the next higher node in the approval hierarchy for review and approval.  Students and nodes in the hierarchy will be able to check the status of the application and receive contact information for the node at which the application resides.  It is important that node managers keep their contact information up-to-date (under administration, manage organizations) so that students are able to contact the correct person if necessary.  
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