How to Enter Training Records and Print the GS1090
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6. Verify Work Phone





7. For each segment, use the F9 key to obtain a list of values to choose from.











9. If you want to print the Training Request GS 1090 form, click once on the ‘Print’ button. This will also save your record.





8. Click once on the ‘Save’ button to save your record.  You can come back to it later.
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2. Once you’ve brought up the employee record, click once on the ‘Training’ button.





5. Click once on the Find button (or press Enter).





4. Enter the Date in format DD-MMM-YYYY and press TAB.








3. Enter the Employee’s ABMS number and press TAB.








1. Select the ‘Employee Information’ menu option.











\\ohrsmf01f001\shared\ABMS\User Guides\QR Training Records & GS1090 New format.doc
07/24/00

_1025945106

_1025944610

