
DDUC - PROFESSIONAL GROWTH/EDUCATION FILE UPDATE SCREEN 
                                                                               
                                                                               
PURPOSE:       TO DISPLAY, ADD, CHANGE AND DELETE EMPLOYEE 
PROFESSIONAL GROWTH/EDUCATION FILE COURSE RECORDS.  THE 'DDUC' 
SCREEN ADDS DATA ABOUT CLASSES/SEMIARS/WORK PROJECTS THAT AN 
EMPLOYEE CAN USE TO GAIN SALARY OR PROFESSIONAL ADVANCEMENT.  
THE 'DDUC' SCREEN CREATES A SINGLE RECORD FOR EACH 'COURSE' TAKEN 
BY AN EMPLOYEE AND COURSE INFORMATION CAN BE UPDATED USING THIS 
SCREEN.        
                                                                               
                                                                               
ENTER:         DDUC=999999999TMMDDYY                                           

999999999  = EMPLOYEE SSN (MUST BE ON THE 
PERSONNEL FILE)            

T          = TYPE EDUCATION COURSE UNIT 
(S=SEMSTER, C=CLOCK, E= CONTINUING 

                                                 EDUCATION, OR A=ALL OR SPACE=ALL)          
---OPTIONAL (IF BLANK, ALL TYPES 
DISPLAYED)         

MMDDYY     = EFFECTIVE DATE OF COURSE ---OPTIONAL 
(IF BLANK, ALL RECORDS DISPLAYED)        

                                                                                
                                                                                
DATA:                                                                           
  TO DISPLAY A RECORD:                                                          
                   IF THE EMPLOYEE SSN ENTERED EXISTS ON THE EDUCATION          
                   FILE, THE SCREEN WILL BE DISPLAYED WITH EMPLOYEE             
                   EDUCATION FILE DATA AND WILL LIST UP TO 6 COURSES            
                   THE EMPLOYEE HAS TAKEN BEGINNING FROM THE EFFECTIVE          
                   DATE ENTERED AND WITH THE TYPE COURSE UNIT ENTERED.          
                                                                                
                   IF ONLY THE EMPLOYEE SSN IS ENTERED, AND THE                 
                   EFFECTIVE DATE AND TYPE OF UNITS IS LEFT BLANK, THEN         
                   ALL COURSES ON THE FILE FOR THE EMPLOYEE ARE LISTED.         
                   IF THE SSN AND TYPE OF COURSE UNITS ONLY IS ENTERED,         
                   COURSE RECORDS ARE DISPLAYED WITH THE TYPE COURSE            
                   UNIT, BUT FOR ALL EFFECTIVE DATES.                           
                                                                                
                   IF THE EMPLOYEE SSN IS NOT ON THE FILE, A MESSAGE            
                   'EMPLOYEE NOT ON EDUCATION FILE---ENTER NEW EDUCATION        
                   EMPLOYEE DATA' WILL APPEAR.                                  
                                                                                
                   IF THE EMPLOYEE HAS LESS THAN SIX COURSES WITH AN            
                   EFFECTIVE DATE EQUAL TO OR GREATER THAN THE EFFECTIVE        
                   DATE ENTERED AND WITH THE SAME TYPE UNIT ENTERED,            
                   THE COURSE RECORDS WILL BE DISLAYED AND A MESSAGE            
                   'MAKE CHANGES AND/OR HIT ENTER---NO MORE RECORDS FOR         
                   THIS EMPLOYEE' WILL APPEAR.                                  
                                                                                
                   IF THE EMPLOYEE HAS MORE THAN SIX COURSE RECORDS ON          



                   THE EDUCATION FILE WITH AN EFFECTIVE DATE GREATER            
                   THAN OR EQUAL TO THE DATE ENTERED AND OF THE SAME            
                   COURSE UNIT TYPE AS ENTERED, THE FIRST SIX RECORDS           
                   WILL BE DISPLAYED AND A MESSAGE 'CHANGE AND/OR               
                   ADD RECORDS--PRESS ENTER    OR PF10=SCROLL OR               
                   CLEAR=END’ WILL APPEAR.                                     
                                                                                
                   IF YOU WANT TO DISPLAY THE NEXT 6 RECORDS ON THE             
                   EMPLOYEE'S FILE, HIT ENTER AFTER THE INITIAL SCREEN          
                   APPEARS WITH THE MESSAGE 'MAKE CHANGES AND/OR ADD            
                   RECORDS AND HIT ENTE---MORE RECORDS EXIST.'  THE             
                   SCREEN WILL RE-APPEAR WITH THE SAME 6 RECORDS BUT            
                   WITH THE MESSAGE 'PF1-POST AND CLEAR PF2-POST AND           
                   RETURN PF12-CANCEL   OR CHANGE, HIT ENTER'.  HIT            
                   THE 'PF2' KEY TO DISPLAY THE NEXT 6 RECORDS.                 
                                                                                
                                                                                
  TO ADD A RECORD:                                                              
                   THERE ARE TWO KINDS OF WAYS TO ADD A RECORD:  (1)            
                   TO ADD AN EMPLOYEE SSN TO THE EDUCATION FILE FOR THE         
                   FIRST TIME AND (2) TO ADD (OR CREATE) A NEW RECORD FOR 
                   A COURSE TAKEN BY THE EMPLOYEE.                          
                                                                                
               (1) TO ADD AN EMPLOYEE SSN TO THE EDUCATION FILE,                
                   THE EMPLOYEE SSN MUST ALREADY EXIST ON THE PERSONNEL         
                   FILE OR OTHERWISE AN ERROR MESSAGE WILL BE SENT.             
                                                                                
                   AFTER ENTERING 'DDUC=999999999' (WHERE 999999999 IS          
                   THE EMPLOYEE SSN), A FILL-IN-THE-BLANKS SCREEN WILL          
                   APPEAR WITH THE MESSAGE 'EMPLOYEE NOT ON EDUCATION           
                   FILE--ENTER NEW EDUCATION EMPLOYEE DATA'.                    
                                                                                
                   THEN, FILL IN THE TOP HALF OF THE SCREEN, AND ADD            
                   COURSE RECORDS IN THE 3 'ADD' LINES AT THE BOTTOM,           
                   AND HIT ENTER.  IF THERE ARE NO ERRORS, A MESSAGE            
                   'PF1-POST AND CLEAR PF2-POST AND RETURN                     
                    PF12-CANCEL    OR CHANGE, HIT ENTER' WILL APPEAR.           
                                                                                
                   IF YOU HIT 'PF1', A TOTALLY BLANK SCREEN WILL APPEAR         
                   WITH THE MESSAGE 'EDUCATION FILE UPDATED---ENTER         
                   NEXT TRANSACTION', AND THE EDUCATION FILE WILL HAVE          
                   BEEN UPDATED WITH THE NEW ADDED RECORDS.                     
                                                                                
                   IF YOU HIT 'PF2', THE DATA ADDED WILL BE DISPLAYED           
                   ON THE SCREEN AND THE MESSAGE 'MAKE CHANGES AND/OR           
                   HIT ENTER---NO MORE RECORDS FOR THIS EMPLOYEE' WILL          
                   APPEAR.                                                      
                    
 
                                                             
                   IF THERE IS AN ERROR, THE MESSAGE 'INVALID FIELD'            



                   WILL APPEAR AND ALL FIELDS IN ERROR WILL BE HIGH-            
                   LIGHTED ON THE SCREEN AND THE CURSOR WILL APPEAR             
                   UNDER THE FIRST FIELD IN ERROR.                              
                                                                                
                                                                                
               (2) TO ADD A NEW COURSE RECORD FOR THE EMPLOYEE, USE             
                   ONE OF THE THREE LINES AT THE BOTTOM OF THE                  
                   SCREEN WITH AN 'A' (FOR 'ADD') IN THE FIRST COLUMN.          
                                                                                
                   TYPE IN THE COURSE DATA, AND HIT THE ENTER KEY.  IF          
                   THERE ARE ANY ERRORS FOUND, THE MESSAGE 'INVALID             
                   FIELD' WILL APPEAR AND THE FIELD IN ERROR WILL BE            
                   HIGHLIGHTED AND THE CURSOR WILL BE POSITIONED UNDER          
                   THE FIELD.  CORRECT THE ERRORS, AND HIT THE ENTER            
                   KEY AGAIN.  IF THERE ARE NO ERRORS, THE SCREEN WILL          
                   REAPPEAR WITH THE MESSAGE 'PF1-POST AND CLEAR                
                   PF2-POST AND RETURN PF12-CANCEL   OR CHANGE, HIT            
                   ENTER'.  IF YOU HIT THE 'PF1' KEY, THE DATA WILL             
                   BE ADDED TO THE EDUCATION FILE, AND A BLANK SCREEN           
                   WITH THE MESSAGE 'EDUCATION FILE UPDATED---ENTER             
                   NEXT TRANSACTION' WILL APPEAR.  IF YOU HIT THE 'PF2'         
                   KEY, THE DATA WILL BE ADDED TO THE EDUCATION FILE            
                   AND THE 'DDUC' SCREEN WILL RE-APPEAR WITH THE                
                   NEXT COURSE RECORDS OF FILE FOR THE EMPLOYEE.                
                                                                                
                                                                                
  TO CHANGE A RECORD:                                                           
                   AFTER THE TRANSACTION 'DDUC=999999999TMMDDYY' IS             
                   ENTERED, THE SCREEN IS DISPLAYED WITH THE FIRST SIX          
                   RECORDS ON THE FILE WITH THE TYPE OF COURSE UNIT             
                   ENTERED AND WITH EFFECTIVE DATES GREATER THAN OR             
                   EQUAL TO THE EFFECTIVE DATE ENTERED.  A 'C' (FOR             
                   'CHANGE') IS DISPLAYED IN THE FIRST COLUMN OF THE            
                   LINE OF EACH RECORD, ON SIX LINES AT THE MIDDLE OF           
                   THE SCREEN.  CHANGES CAN BE MADE ONLY USING THESE 6          
                   LINES--THE BOTTOM 3 LINES OF THE SCREEN ARE ONLY FOR         
                   ADDING COURSE RECORDS.                                       
                                                                                
                   TO MAKE A CHANGE, THERE MUST BE A 'C' IN THE FIRST           
                   COLUMN.  THEN CHANGE THE DATA IN THE FIELDS DESIRED          
                   (EFFECTIVE DATE, COURSE #, AND TYPE COURSE UNITS             
                   CANNOT BE CHANGED--TO CHANGE THESE FIELDS ON A               
                   RECORD YOU MUST DELETE THE ENTIRE RECORD AND THEN            
                   RE-ADD IT).  AFTER CHANGING THE DATA, HIT THE                
                   ENTER KEY AND THE MESSAGE 'PF1-POST AND CLEAR                
                   PF2-POST AND RETURN PF12-CANCEL   OR CHANGE, HIT            
                   ENTER' WILL APPEAR.  HIT THE 'PF1' OR 'PF2' KEYS TO          
                   UPDATE THE EDUCATION RECORDS WITH THE NEW DATA.              
                                                                                
                                                                                
  TO DELETE A RECORD:                                                           



                   TO DELETE A RECORD, SIMPLY TYPE A 'D' (FOR 'DELETE')         
                   OVER THE 'C' IN THE FIRST COLUMN OF THE RECORD               
                   DISPLAYED.  AFTER YOU HIT ENTER, THE MESSAGE                 
                   'PF1-POST AND CLEAR PF2-POST AND RETURN PF12-CANCEL        
                   OR CHANGE, HIT ENTER' WILL APPEAR.  HIT THE 'PF1' OR         
                   'PF2' TO UPDATE THE EDUCATION FILE AND DELETE THE            
                   RECORD FROM THE FILE.                                        
                                                                                
                                                                                
                                                                                
ERRORS:   AN 'INVALID FIELD' WITH APPROPRIATE MESSAGE                  
                   REGARDING THE ERROR WILL APPEAR.  WHEN THE                   
                   MESSAGE APPEARS, THE FIELD IN ERROR WILL BE                  
                   HIGHLIGHTED AND THE SCREEN CURSOR WILL BE UNDER THE          
                   FIRST CHARACTER IN THE FIELD.                                
                                                                                
'INVALID FIELD'    1 - EMPLOYEE DEGREE TYPE DATE:  MUST BE A VALID DATE.        
                   2 - COURSE RECORD EFFECTIVE DATE:  MUST BE VALID.            
                   3 - COURSE #:  CANNOT BE SPACES OR BLANK.                    
                   4 - COMP DT (COMPLETION DATE):  MUST BE A VALID DATE.         
                   5 - SMYR (SEMESTER YR):  CAN BE 'FA88' FOR FALL OF            
                                          1988; THE YR MUST BE A NUMBER.        
                   6 - SUB (SUBJECT):  CAN BE SPACES, BLANK OR '___'.            
                                      HOWEVER, IF A SUBJECT CODE IS             
                                      ENTERED, IT MUST BE A VALID               
                                      SUBJECT CODE EXISTING ON THE              
                                      CREDENTIAL CODES SUBJECT FILE.            
                   7 - T (TYPE OF COURSE UNITS):  MUST BE 'S' (SEMESTER),        
                                                 OR 'Q' (QUARTER), OR           
                                                 'C' (CLOCK HOURS), OR          
                                                 'E' (CONTINUING EDUCATION UNITS).              
                   8 - UNITS (# OF COURSE CREDIT UNITS):  MUST BE A NUMBER.                                         
                   9 - A (AUTHORIZATION):  CAN BE SPACES, BLANK, '_',            
                                          'D' OR 'R'.  IF THERE IS A COMPLETION DATE         
                                          ENTERED, THIS FIELD MUST BE BLANK OR '_'.  IF  
                THERE IS NO COMPLETION DATE ENTERED, THEN         

THIS FIELD MUST BE AN 'A' = ‘AUTHORIZED’, D =        
'DENIED' OR R = 'REQUESTED'.                      

                                           
'A COURSE RECORD WITH THIS EFFECTIVE DATE AND COURSE NUMBER 
ALREADY          
  EXISTS'.                                                                    
                                                                              
                  THIS MESSAGE MEANS THAT YOU TRIED TO ADD A RECORD           
                  THAT ALREADY EXISTS ON THE FILE (THAT HAS THE SAME          
                  EFFECTIVE DATE AND COURSE #), OR YOU ARE ADDING 2           
                  OR 3 RECORDS AND THESE RECORDS HAVE THE SAME EFFECTIVE      
                  DATE AND COURSE NUMBER.                                     
   
                                                                            
FIELD DEFINITIONS:       REQUIRED FIELDS ARE DENOTED BY '*'.                  



                                                                                
EDUC UNITS FOR:        EMPLOYEE NAME (DISPLAY ONLY).                        
DEGREE TYPE:             EMPLOYEE COLLEGE DEGREE RECEIVED (E.G., 'B.A.')      
DEGREE DATE:             EMPLOYEE COLLEGE DEGREE DATE RECEIVED                                        
            MM/DD/YY      
HIRE/SR DATE:             EMPLOYEE STARTING DATE (DISPLAY ONLY).               
TOTAL UNITS:               COURSE UNITS ARE NOT ADDED INTO TOTAL UNITS          
                                       UNTIL THE COURSE IS COMPLETED.                       
CONT ED UN:                EMPLOYEE TOTAL # OF COURSE CREDIT UNITS FOR                 
 ALL CONTINUING EDUCATION (TYPE 'E') CLASSES           
                              ON FILE (DISPLAY ONLY).                           
    SEM:                 EMPLOYEE TOTAL # OF COURSE CREDIT UNITS FOR      
                                     ALL  SEMESTER AND QUARTER UNIT CLASSES (TYPE        
         'S') ON FILE (DISPLAY ONLY).                      
CLOCK HRS:                 EMPLOYEE TOTAL # OF COURSE OR JOB HOURS                
                                 ACCUMULATED FOR TYPE 'C' (CLOCK HOURS)            
                                 CLASSES OR WORK (DISPLAY ONLY).                
STARTING COL/STEP:         EMPLOYEE STARTING SALARY SCHEDULE COLUMN           
                                    AND STEP.                                             
CURRENT DPEP:              EMPLOYEE CURRENT PERSONNEL FILE 'DPEP'          
                                 RECORD EMPLOYMENT INFORMATION--JOB TITLE,            
                                 AND THEN SALARY SCHEDULE COLUMN AND STEP              
                                 (FOR DISPLAY ONLY, AND ONLY IF DATA IS ON         
                                 PERSONNEL FILE, OTHERWISE BLANK).                 
                                                                                  
                                                                                  
                                                                                  
---NO HEADING---:         *COURSE RECORD ACTION FIELD:      'C' FOR        
                                 CHANGE TO A RECORD ALREADY ON FILE; 'D' TO       
                                DELETE A RECORD; 'A' TO ADD A RECORD IN LINES         
                                22 TO 24 OF THE SCREEN ONLY.                         
EFF DT:                    *COURSE RECORD EFFECTIVE DATE:  MMDDYY--TO  
                                ADD A       NEW COURSE RECORD, THIS MUST BE A           
                                VALID DATE; (2) FOR A COURSE THAT ALREADY       

EXISTS ON THE FILE, THIS FIELD CANNOT BE 
CHANGED.        

COURSE #:                  *COURSE RECORD COURSE NUMBER:  (1) TO ADD A             
                                NEW COURSE RECORD, THIS FIELD IS REQUIRED         
                                AND CANNOT BE BLANK; (2) FOR A COURSE THAT        
                                ALREADY EXISTS ON THE FILE, THIS FIELD            
                                CANNOT BE CHANGED.                                
COURSE TITLE:              COURSE RECORD COURSE TITLE:  THE NAME OR        
                                TITLE OF THE COURSE OR CLASS OR WORK---CAN          
                                BE ANYTHING.                                         
COLLEGE:                   COURSE RECORD COLLEGE NAME:  THE NAME OF           
                                THE COLLEGE WHERE THE COURSE WAS TAKEN, OR            
                                THE NAME OF THE COMPANY WHERE THE WORK            
                                HOURS WERE PERFORMED.                             
 
 
CMP DT:                    *COURSE RECORD COMPLETION DATE:  MMDDYY--           



                                THE DATE THE COURSE OR WORK WAS  
                                COMPLETED.  THE COMPLETION DATE IS REQUIRED  
                                IF THE 'A' (AUTHORIZATION) FIELD IS NOT AN 'A'           
                                FOR AUTHORIZED.                                   
                                                                                
SMYR:                       COURSE RECORD SEMESTER/YEAR:  THIS FIELD IS            
                                OPTIONAL.  IF DATA IS TYPED IN, THE               
                                SEMESTER IS 2 CHARACTERS AND CAN BE               
                                ANYTHING (FOR EXAMPLE, 'FA' OR '01' FOR           
                                FALL SEMESTER OR FALL QUARTER OR FIRST            
                                SEMESTER).  THE 2 CHARACTER YEAR MUST BE          
                                A VALID NUMBER (FOR EXAMPLE, '90' FOR 1990)           
                              .                                            
SUB:                       COURSE RECORD SUBJECT:  THIS IS OPTIONAL.              
                                HOWEVER, IF A SUBJECT IS TYPED IN, IT             
                                MUST BE A VALID SUBJECT CODE THAT ALREADY         
                                EXISTS ON THE CREDENTIAL CODES FILE               
                                SUBJECT CODES.                                    
TYPE:                     *COURSE RECORD TYPE COURSE UNITS:  THIS IS              
                                REQUIRED, AND MUST BE 'S' (SEMESTER) OR           
                                'Q' (QUARTER--THE QUARTER # OF UNITS              
                                ENTERED IS CONVERTED TO THE EQUIVALENT            
                                # OF SEMESTER UNITS AND THE TYPE IS               
                                CHANGED TO 'S') OR 'C' (CLOCK HOURS) OR           
                                'E' (CONTINUING EDUCATION UNITS).                 
UNITS:                     *COURSE RECORD # OF COURSE UNITS:  THIS IS              
                                REQUIRED, AND IS A NUMBER LIKE THIS:              
                                000.00.  IF THE 'TYPE' OF UNITS IS 'Q'            
                                (FOR 'QUARTER' COLLEGE CREDIT UNITS), THE         
                                NUMBER OF QUARTER UNITS IS CONVERTED TO           
                                AN EQUIVALENT # OF SEMESTER COURSE UNITS          
                                (FOR EXAMPLE, '6 QUARTER UNITS' WOULD             
                                CONVERT TO '3.99' SEMESTER UNITS.                 
A:                         *COURSE RECORD AUTHORIZATION:  THIS FIELD IS            
                                REQUIRED IF THERE IS NO COMPLETION DATE           
                                ENTERED FOR THE COURSE, AND IT MUST BE AN         
                                'A' (FOR 'AUTHORIZED').  IF THERE IS A            
                                COMPLETION DATE, THIS FIELD MUST BE BLANK.        
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