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Learning Aide:  Tracking a 1556 via MySAP

1. What task can you expect to accomplish with this Learning Aide

· Track where in the approval process the 1556 resides

2. Who is the target audience

· Employee
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Assumptions to help you successfully use this aide

· If all three approvals are not complete you will have to contact the next required approval level for action

· When your 1556 is approved by your Supervisor, Financial Manager and the 7.3.3 Training Manager, you will be booked into the course for the class date selected.  The funding on the 1556 is not authorized for payment until you receive a hard copy 1556 from the 7.3.3 Training Office noting the TG number in Block B

Tracking 1556 Process

Helpful Hints:

Step by step instructions:


1. From MySAP.com Launch Pad, [image: image10.jpg]


 access training using the following menu path:


HR Functions  (  ESS  (  Training (  Display Training Request.

2. Place your cursor in the Personnel number field, and enter your Personnel Id Number or Click the possible entries [image: image2.bmp] icon and enter your last and first name and click search.  Select your name by clicking on your last name.

3. Click the execute [image: image3.bmp] icon.

4. Click on the Course Object Id number you are tracking.

5. Click the execute [image: image4.bmp] icon.

6. To expand the 1556 screen – press the yellow triangle [image: image5.bmp] in the upper left of the SAP screen.  

7. Click on the Course Approval Tab. (You will need to scroll down to view all approval levels).
8. You can now view what levels of approval have been approved.  If all three approvals are not complete you will have to contact the next required approval level to take action.
9. Continue clicking the Back [image: image6.bmp] icon to exit back to the main menu.
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