FAITAS v.2 SUPPORT DOCUMENTATION

OVERVIEW

Related Topics

Click for INSTRUCTIONS

To navigate to another topic, select one of the buttons below, click the Related Topics button, or use the

breadcrumbs above.

The FAITAS v.2 Overview includes the following topics:

CERTIFICATE MNAVIGATION
INTRODUCTION FirsT TimE USER LoGin FREQUENT TASKS LosouT
ERROR MIESSAGE Bar

o Introduction: Basic description of FAITAS v.2 as a role-based, modular system and feature
explanation of this Help system

o Certificate Error Message: Download DoD Certificate instructions

o First Time Users: Information about registering as a first time FAITAS v.2 user

e Login: Login and "Forgot Password" instructions

« Navigation Bar Selections: Possible navigation bar features -- what you see depends on your FAITAS
v.2role

o Frequent Tasks: Common FAITAS v.2 tasks with brief explanations/step-by-step instructions

o Logout: Logout instructions
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OVERVIEW: INTRODUCTION

Related Topics |

Click for INSTRUCTIONS

CERTIFICATE NAVIGATION
INTRODUCTION FiRsT TiME USER LoGIn FREQUENT TASKS LoGout
ErRrROR MESSAGE Bar

The Federal Acquisition Institute Training Application System (FAITAS v.2) is the avenue for all federal

civilian agency Employees to electronically submit applications for resident, web offerings, or continuous
learning point requests. FAITAS v.2 monitors and manages workforce certification requirements and provides
access to Federal Acquisition Institute and Defense Acquisition University (DAU) training that includes
classroom-based, online learning, and continuous learning courses. FAITAS v.2 is a role-based, modular

system. The major functions of each role are listed below:

Training

o Employees make training requests.
e Supervisors recommend approval or disapprove training requests.
e Training Managers recommend approval or disapprove training requests.

o Registrars are the final approval authority for training requests.

Career Path Management (CPM)

o Employees manage their Individual Development Plans (IDPs).

o Supervisors review IDPs.

o MDP Managers create Agency Master Development Plans (MDPs).

e MDP Administrators create Global Master Development Plans (MDPs).

Certification (CERT)

o Employees submit certification requests.

e Supervisors recommend approval or recommend disapproval of certification requests.
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e Bureau Certification Managers (BCMs) recommend approval or disapprove certification requests.

e Agency Certification Managers (ACMs) are the final approval authority for certification requests.

Continuous Learning (CL)

e Employees request CL Point requests

e Supervisors recommend approval or disapprove CL Point requests.

e Bureau Continuous Learning Managers are the final approval authority for CLP requests.

o Employees request CL Achievement once sufficient CL Points are reflected against a certification.
e Supervisors review, approve, or disapprove CL Achievement requests.

e Bureau Continuous Learning Managers review, approve, or disapprove CL Achievement Requests.

FAITAS v.2 documentation is available under the Help tab. If you do not see information for your role and/or

question, contact FAL

NOTE: Your FAITAS v.2 role determines what is visible to you across the main navigation bar and the

functions/tasks you can access.
Members of the Federal Acquisition Workforce who are not federal civilian agency employees must apply for
training at their respective agency websites. A list of training application systems and the communities they

serve is shown below.

e Army - https://www.atrrs.army.mil/channels/aitas

e Navy - https://www.atrrs.army.mil/channels/navyedacm

e Air Force - https://www.atrrs.army.mil/channels/acqnow

o Department of Defense - https://www.atrrs.army.mil/channels/acqtas
o Contractor/Industry - https://atrrs.army.mil/channels/nondod

Contractor Employees working for civilian agencies are not eligible to apply for training. For further
information on continuous learning requirements and associated training, visit the Federal Acquisition

Institute website at http://www.fai.gov.

About FAITAS v.2 Support Documentation

Users should note the following terminology and conventions used in this Help System:
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If you receive an error message when trying to access any ATRRS site, including the Federal
Acquisition Institute Training Application System (FAITAS 2.0), download the DOD Security Certificate
from the following web site: http://dodpke.com/installroot.

For more information about the Federal Acquisition Institute (FAI), click the gray bar located above
the FAITAS v.2 header to link to the FAI website at http://www.fai.gov.

The FAITAS v.2 site is developed and tested under Section 508 compliance rules. For more

information about Section 508 of the US Rehabilitation Act, refer to http://www.section508.gov.

As part of Section 508 compliance, all hyperlinks include popup windows that indicate the main
purpose of the link. Popup message text appears when you hover your mouse over a link.

If the user is idle for more than 360 seconds, an idle timeout warning dialog appears. This dialog box
gives the user the option to keep the session active or to log off. If the user does not respond and the
time expires, the user will automatically be logged off. In a table, any underlined heading is a toggle
switch. When you click the heading, column information is sorted in ascending or descending order.
Within this FAITAS v.2 Help System, click gold text, for example, What is the Dashboard?, to see
extended content.

In FAITAS v.2, required fields are identified with red text and asterisks (*). Some browsers may not
show the asterisks.

Below the top horizontal navigation bar, breadcrumbs act as an additional navigation tool. Select an
underlined term to go to that page.

Use the Search, Index, and/or Glossary icons in this Help system to access information related to
FAITAS v.2. Within any topic, clicking the Home link in the breadcrumb will return you to the first page
of the Help system.

The Print icon allows you to select one or more pages to print.

The Adobe print icon allows you to save and/or print a PDF of the entire Help System.
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OVERVIEW: CERTIFICATE ERROR MESSAGE

Related Topics |

Click for INSTRUCTIONS
To navigate to another topic, select one of the buttons below, click the Related Topics button, or use the

breadcrumbs above.

CERTIFICATE MNAVIGATION
INTRODUCTION First Time User LoGIn FREQUENT TASKS LocouT
ErRROR MESSAGE BAr

If you experience technical difficulties accessing FAITAS v.2 while logged onto a Government network, you

may need to download a Certificate for the Route Certificate Authority (CA).

NOTE: To navigate to the site without installing the certificates, click the Continue to Website link within
FAITAS v.2. The security of the website does not depend on having the certificate downloaded to your web

browser.

You will need administrator permission to install the certificate. If you require assistance, please provide

your IT Department with the following guidance.

First, ensure that you are running one of the following web browsers:
e MS Windows running IE 7.x or 8.x

e Apple Mac OS X

o Safari 5.x

e Chrome 12.x

Enter this URL: http://dodpki.c3pki.chamb.disa.mil/rel3_dodroot_2048.p7b to access certificates.

1. AFile Download window opens. Click Open.

2. Inthe new Certificates window that displays, left-click the CADOCUMENTS AND SETTINGS folder and
then double left click the Certificates folder.

3. Scroll to the bottom and double-click the last certificate in the list: DoD Root CA2 and click Install
Certificate.

FAITAS v.2, August 2012
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4. Left-click Next > in the Certificate Import Wizard and Next again, while ensuring that the radio
button next to Automatically Select the Certificate Store Based on the Type of Certificate is
highlighted.

5. Finally, click the Finish button to install the certificate.

Instructions for downloading the certificate for the Root Certificate Authoriry (CA).

Sawve the file to vour local machine,

After reading the above instructions, click on Download Root CA 2 Certificate,
Then, using the same intructions, click on Download External Certification Authority
Then, using the same mtructions, click on Download External Certification Authority (ECA) Root CA 2 Certificate.

If yvou need to trust certificates from any of the retired Root Certification or Intermediate Certification Authorities for anv reason click here .

1. Right chick on the saved file and select Open.

2. Expand down and click on Certificates. For each certificate listed double click on the certificate.

3.

4. Click next in the Certificate Import Wizard, select "Place all certificates in the following store” and click Browse. If this is a Root Certificate select "Trusted Root

DoD Class 3 PKI
Download Root CA Certificate

At the Certificate window click the Install Certificate button.

Certification Authonities” or if it is a Intermediate CA Certificate select "Intermediate Certification Authonities” and click ok. Click next and chek fimish.

Figure 1: Root Certificate Authority (CA)

NOTE: After you install the Root CA 2 certificate, add the FAITAS v.2 homepage to your trusted site list. You

may need to contact your local network administrator in order to obtain assistance with installing the

certificates and adding the homepage to your trusted sites. If technical updates are completed in the future,

you may need to reinstall the certificate.

If you still cannot access the registration site, try to access any of the following URLS:

o https://www.atrrs.army.mil/channels/faitas/student/Welcome.aspx

o https://www.atrrs.army.mil (Once at the site, select Other Government | FAITAS.)

FAITAS v.2, August 2012
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OVERVIEW: FIRST TIME USERS

Related Topics |

Click for INSTRUCTIONS

NAVIGATION
Bar

CERTIFICATE
ErrOR MESSAGE

INTRODUCTION | FirsT Time USeER LoGin Y FREQUENT TASKS LocouT

If you are a first-time user of FAITAS v.2, you will need to register. To start the registration process, enter this

URL in your browser: https://www.atrrs.army.mil/faitas.

A U.S. Government Information System page opens.

You are accessing a U.S. Government (USG) Infarmation System (I5) that is provided for USG-authorized use only.
By using this IS (which indudes any device attached to this IS), you consent to the following conditions:

= The USG routinely intercepts and mondtors communications on this IS for purposes incuding, but not imited to, penetration testing, COMSEC
mznitoring, network operations and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence (CI) investigations.

= At any bime, the USG may inspect and seize data stored on this I5.

» Communications using, or data stored on, this IS are not private, are subject to routine monitonng, interception, and search, and may be disdosed
or used for any USG authorized purpose.

# This IS indudes secunity measures (e.g., authenbication and access controls) to protect USG interests--not for your personal benefit or privacy.

= Notwithstanding the above, wsing this IS does not constitute consent to PM, LE or CI investigative searching or monitoring of the content of
privileged communications, or work product, related to personal representation or services by attormeys, psychotherapists, or dergy, and thair
assistants. Such communications and work product are private and confidential. See User Agreement for details.

(iAGReE |

Figure 1: U.S. Government Information System Message

After reading the message, click the I Agree button to proceed. The FAITAS v.2 logon screen opens. In the
Login window, click the Register Here link.

- Login
Emall Address;
Pariswnord ;
Logn
Eorool vour passeord?
D’DI"IMU!-MHDI‘“HI:EH‘EM j
g ——

Figure 2: Register Here
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The Email Information window opens.

NOTE: Certain commercial email domains are allowed; however, these must be approved by the Federal
Acquisition Institute (FAI). FAI has approved the use of the following top level domains (TLD) to create a

FAITAS profile user name:

@[any agency].gov

@[any service].mil

@anthc.orh - Alaska Native Tribal Health Consortium
@fbiacademy.edu - DOJ FBI Academy

@frb.fed.us - Federal Reserve System

@fs.fed.us - USDA Forest Service

@fsafeds.com - Office of Personnel Management
@kennedy-center.org - The Kennedy Center
@secureskies.net - DHS Transportation Security Administration
@si.edu - The Smithsonian Institute

@usaid.fed.us - U.S. Agency for International Development
@ushmm.org - U.S. Holocaust Memorial Museum
@usmma.edu - U.S. Merchant Marine Academy
@usps.com - U.S. Postal Service

If you do not find your domain name in the approved list above and feel it should be added, please send a
ticket through http://www.fai.gov/drupal/content/help-desk and mention "Domain Name for Approval
for FAITAS".

1. Enter your .mil or .gov email address.
2. Click the Register button.

ol Email Address: o

Forgot vour password?
Return to Login

Figure 3: Email Information

A confirmation email will be sent to the email address you provided. Click the link (or enter its URL in your
browser) contained within the email to continue the registration process by providing a valid Social Security

Number (SSN), responding to several "challenge questions”, and completing the profile.

FAITAS v.2, August 2012
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NOTE: SSN Privacy Statement for FAITAS v.2 --> This information is subject to the Privacy Act of 1974 (5
U.S.C. Section 552a). The purpose is to ensure that training and certification records are properly
consolidated into one system and attributed to your profile. Collection of this information is authorized by
Titles 5 U.S.C. and 31 U.S.C., generally. The SSN, authorized by Public Law 93-579 Section 7 (b) and Executive
Order 9397, is used as a unique identifier to distinguish between individuals with the same names and/or
birth dates and to ensure that each individual's record in the system is complete and accurate and the
information is properly attributed. Furnishing the requested information is required for registration in any
classroom or online training. Failure to provide the requested information will prevent you from being able

to register for training.

FAITAS v.2, August 2012
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OVERVIEW: LOGIN

Related Topics |

Click for INSTRUCTIONS

z CERTIFICATE g MAVIGATION
N InTRODUCTION J FirsT TimE User LoGin I N FREQUENT TAsks & LocouTt |
ErrROR MESSAGE Bar

The Federal Acquisition Institution Training Application System (FAITAS v.2) requires an email address

and password. If you are newly registered in FAITAS v.2, password information was contained within the

email confirmation you received during the registration process.

Enter the following URL: https://www.atrrs.army.mil/faitas. A U.S. Government Information System

page opens.

You are accessing a LS, Government (USG) Information System (IS) that is provided for USG-authorized use only.
By using this IS (which incudes any device attached to this I1S), you consent to the following conditions:

-

The USG routinaly intercepts and monitors communications on this IS for purposes including, but not limited to, penetration testing, COMSEC
monitoning, network operations and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence (1) investigations.

At any time, the USG may inspect and seize data stored on this I5.

Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and search, and may be disclosed
or used for any USG authorized purpose.

This IS indudes securty measures (e.g., authentication and access controls) to protect USG interests--not for your personal benefit or privacy.

Notwithstanding the above, using this IS does not constitute consent to PM, LE or CI investigative searching or monitoring of the content of
privilaged communications, or work product, related to personal representation or services by attomays, psychotherapists, or cdergy, and their
assistants. Such communications and work product are private and confidential. See User Agreement for details.

| 1AGREE |

Figure 1: U.S. Government Information System Message

After reading the message, click the I Agree button to proceed. The Login screen opens. Enter your email

address and password. Click the Login button. If you forgot your password, click the Forgot Your Password

link to receive additional instructions.

Login
Email Address:
Password:
Login
[ r W rd
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Figure 2: Forgot Your Password

The FAITAS v.2 homepage opens. A Notice to First Time Users emphasizes that this website is for the use of

federal departments/agencies/bureau employees only and directs other users to their respective websites.

If this is not the first time that you have accessed the FAITAS site, your Dashboard displays after you select
the Login button.

NOTE: To view the Privacy Statement, scroll to the bottom of any FAITAS v.2 screen and click the Privacy

Statement link to view its contents.

FAITAS Privacy Statement ie'

This information is subject to the Privacy Act of 1974 (5
.5 C. Section 552a). The purpose is to ensure that your
training records are properly consolidated into one system
and attributed to your profile. Collection of this
information is authorized by Titles 5 U.5.C. and 31 U.S.C.,
generally, The Social Security Number, authorized by
Public Law 93-579 Section 7 (b) and Executive Order
9397, is used as & unique identifier to distinguish
between employees with the same names and birth dates
and to ensure that each individual’s record in the system
is complete and accurate and the information is properly
attributed. Furmishing the requested information is
reqguired for registration in any classroom or online
training. Failure to provide the requested information will
prevent your registration for training.

The information presented on this web site cannot be reused, :-:-p\a-j_, duplicated, or d stributed fw:-r_n-:-n-F.M purposes without written permission from the Federal .»'«‘.-:gquisith:-n

Institute. This page was generated on 09:19 on Aug 14 2012 fre., uaia proviued vy fmeane w2 AFMY Training Requirements and Resources System (ATRRS).

Figure 3: Privacy Message
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OVERVIEW: NAVIGATION BAR SELECTIONS

Related Topics |

Click for INSTRUCTIONS

CERTIFICATE MNAVIGATION
INTRODUCTION FirsT TimE User LoGin FREQUENT TASKS Losout
ERROR MESSAGE Bar

The visible FAITAS v.2 navigation bar selections depend on your role. Some FAITAS v.2 users have multiple

roles within the system, for example, Employee and Supervisor, etc.

Employees generally see the My Status, Manage Career, Help, and Logout tabs while a Supervisor will see
an additional tab for Manage Employees. Other FAITAS v.2 administrators see the Manage Workforce and

Manage System tabs. It is also possible to access FAITAS v.2 features through your Dashboard view.

FEDERAL ACQUISITION INSTITUTE www.fai.gov

FAI I AS FEDERAL ACQUISITION INSTITUTE
TRAINING APPLICATION SYSTEM
|

My Status | Manage Career | Manage Employees | Manage Workforce | Manage System = Help ‘ Logout NotlUser Nam el

Figure 1: FAITAS v.2 Complete Navigation Bar

Because users have different role configurations, refer to the Navigation Bar options illustrated in the figure
above as a guideline. The list below includes the functionality that is currently available within the FAITAS v.2

system.

NOTE: Depending on your main role within FAITAS v.2, the help system version may not include explanations

and/or instructions for all of the features mentioned below. For more information, contact FAI

When you click the Navigation Bar tabs located at the top of your FAITAS v.2 page, additional drop-down
menus display. Those main topics are outlined below. For more information about each of the topics listed
below, click the Related Topics button, use the Table of Contents list located on the left side of this page, or

enter a term in the Search field.

FAITAS v.2, August 2012
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-

2.

My Status
Account
Profile
My Dashboard
Manage Career
Training (Search for Training, My Training Requests, My Training History, My Training Completion
Certificates)
Career Path Management (My Development Plan)
Certification (My Certification Requests, My Certifications)
Continuous Learning (My Point Requests, My Achievement Requests, My Continuous Learning)
ACMIS History (My ACMIS History)
Manage Employees

4.

Training (Review Training Requests)

Career Path Management (Review Development Plans, Search for Development Plans)
Certification (Manage Certification Requests)

Continuous Learning (Manage Point Requests, Manage Achievement Requests)

Manage Workforce

Training (Manage Training Requests, Swap Training Requests, Move Training Requests, Cancellation
Requests, No Shows, Class Roster)

Career Path Management (Create Master Development Plans, Review Master Development Plans,
Master Development Plan Settings)

Certification (Manage Certification Requests, Manage Certifications, View Certification Request
Status, Certification Programs)

Continuous Learning (View Point Request Status, Manage Achievement Request Status, Designate
CL Points)

Reports (Training, CPM, Certification, Continuous Learning, Deferred Status)

Manage System

People (Agency, Bureau, User)

Information (Announcements, FAQs)

Configuration (Courses, Course Groups, Email Templates, System Parameters, Manage Standard
Remarks, Manage Certification Approval Workflow, Manage Course CLPs, Manage CL Point Request
Approval Workflow, Manage CL Achievement Approval Workflow)

6. Help

User Guides

FAITAS v.2, August 2012
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o FAQ
e User Documentation
e Contact Us

7. Logout

OVERVIEW: FREQUENT FAITAS v.2 TASKS - GENERAL

Related Topil:sl

INSTRUCTIONS
1. Select one of the buttons below to view frequent FAITAS v.2 task questions.
2. When the page refreshes, click a question to see the drop-down response and/or task
steps. Click the question again to roll-up the response.
3. To navigate to another FAITAS v.2 topic, click the Related Topics button.
4. To return to the Overview page, click the Overview breadcrumb above.

1. What is the Dashboard?

The Dashboard is your homepage and contains a link to the Federal Acquisition Institute website, a
horizontal navigation bar with various tabs, and movable widgets. The number of visible widgets

depends on your role. Some widgets also include links to key function areas.

Possible Dashboard widgets include: My Current Class List (status of requested training and the
Apply for Training link), Announcements, IDP Summary (information about your Individual
Development Plan (IDP) and the Go to My Development Plan link), Requests Pending Review
(depending on role includes Training and/or Certification requests that need to be reviewed
along with relevant shortcut links), Transcript Summary (position information or Continuous

Learning Summary).

2. What doI do ifI get a Certificate Error Message?

If you experience technical difficulties accessing FAITAS v.2 while logged onto a Government network,
please provide your IT Department with the following guidance so they can assist you with gaining
access.

FAITAS v.2, August 2012
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First, ensure that you are running one of the following web browsers:
e MS Windows running IE 7.x or 8.x

e Apple Mac OS X

o Safari 5.x

e Chrome 12.x

To download the new DOD Certificates, enter this URL in your browser:
http://dodpki.c3pki.chamb.disa.mil/rel3_dodroot_2048.p7b.

5. AFile Download window opens. Click Open.

6. Inthe new Certificates window that displays, left-click the C:\DOCUMENTS AND SETTINGS folder
and then double left click the Certificates folder.

7. Scroll to the bottom and double-click the last certificate in the list: DoD Root CA2 and click Install
Certificate.

8. Left-click Next > in the Certificate Import Wizard and Next again, while ensuring that the radio
button next to Automatically Select the Certificate Store Based on the Type of Certificate is
highlighted.

9. Finally, click the Finish button to install the certificate.

NOTE: After you install the Root CA 2 certificate, add the FAITAS v.2 home page to your trusted site

list. Note that if technical updates are completed in the future, you may need to reinstall the
certificate.

How do I register as a first time user?

First-time FAITAS v.2 users should follow these steps to register.

1. Enter this URL in your browser: https://www.atrrs.army.mil/faitas.

A U.S. Government Information System window opens. Read the message.
Click the I Agree button to open the FAITAS v.2 Login screen.

Click the Register Here link to open the Email Information window.

oA N

Enter your .mil or .gov email address. All other email addresses should be approved by the
Federal Acquisition Institute (FAI).
6. Click the Register button.

FAITAS v.2, August 2012
15| Page


http://dodpki.c3pki.chamb.disa.mil/rel3_dodroot_2048.p7b
javascript:TextPopup(this)
https://www.atrrs.army.mil/faitas

5.

A confirmation email will be sent to the email address you provided. When you receive the
confirmation email, click the link contained within the email or enter its URL in your browser to

continue the registration process.

How do I login?

FAITAS v.2 users need an email address and password.

1. To begin, enter this URL in your browser: https://www.atrrs.army.mil/faitas.
A U.S. Government Information System window opens. Read the message.
Click the I Agree button to open the FAITAS v.2 Login screen.

Enter your email address and password. Click the Login button.

oA N

If you forgot your password, click the Forgot Your Password link to receive additional

information.
If this is your first time accessing FAITAS v.2, a Notice to First Time Users window opens after you
select the Login button. If you have accessed FAITAS v.2 before, your Dashboard displays after you

select the Login button.

What are the approved top level domains (TLD) used for creating a FAITAS profile user name?

FAI has approved the use of the following top level domains (TLD) to create a FAITAS profile user

name:

@[any agency].gov

@[any service].mil

@anthc.orh - Alaska Native Tribal Health Consortium
@fbiacademy.edu - DOJ FBI Academy

@frb.fed.us - Federal Reserve System

@fs.fed.us - USDA Forest Service

@fsafeds.com - Office of Personnel Management
@kennedy-center.org - The Kennedy Center
@secureskies.net - DHS Transportation Security Administration
@si.edu - The Smithsonian Institute

@usaid.fed.us - U.S. Agency for International Development
@ushmm.org - U.S. Holocaust Memorial Museum
@usmma.edu - U.S. Merchant Marine Academy
@usps.com - U.S. Postal Service

If you do not find your domain name in the approved list above and feel it should be added, please
send a ticket through http://www.fai.gov/drupal/content/help-desk and mention "Domain Name
for Approval for FAITAS".

FAITAS v.2, August 2012
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6. Where can I find Help information?

FAITAS v.2 users have access to various types of help. To begin, hover your mouse over the Help tab

in the top navigation bar. A drop-down list displays.

1. To access any available PDF-versions or Quick Start Guides, click User Guides. New guides
and/or help systems are released when new modules become available or when requested by
FAL

2. To view the Frequently Asked Questions (FAQs), click FAQ. For specific information about the
FAQs, enter the phrase, Frequently Asked Questions (FAQs), in the Index and/or Search
features of this Help System.

3. To contact FAI, click Contact Us. Information about driving directions, phone and fax
numbers, email addresses, help desk access, maps, press inquiries, and feedback forms is

available.

7. Where can I find Frequently Asked Questions?

1. To access the FAQ section, hover your mouse over the Help tab.

2. Click the FAQ function to open the Frequently Asked Questions window.

3. To filter the number of questions that display, narrow your search parameters by using the
following filters: Option 1 is to select a module from the drop-down list. Option 2 is to enter a
key word.

4. Click the Search button.

5. Scroll through the list of FAQs that display. Click any question to see the response.

6. When you click a new question, the previous answer rolls up to leave just the response to

your current question.

8. How do Iset up an account?

All FAITAS v.2 users must complete an Account and set up an Employee Profile.

1. Hover your mouse over the My Status tab.
2. Click Account to display the Update Account window. Notice that FAITAS v.2 pre-populates

your SSN with only the last four numbers visible.

FAITAS v.2, August 2012
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3. Enter your .gov or .mil email address.

4. Under Change Password, enter your Old Password, New Password, and Confirm Password.
Following the on-screen password creation support ensures that your password will meet all
the requirements.

5. Select and respond to three security questions from the suggested drop-down lists.

6. Click Update to continue or Cancel to return to your Dashboard.

9. How do Iset up a profile?

All FAITAS v.2 users should keep their profiles up-to-date because information from the profile auto-

populates applications, thereby saving users time and effort.

1. To begin, hover your mouse over the My Status tab. Click Profile to display the Update
[Employee Name] Profile window. Notice that FAITAS v.2 pre-fills some fields.

2. Complete or update all required information.

3. In the Supervisor Information section, click the Select User button to identify a
Supervisor. To use all FAITAS v.2 functions, you must designate a Supervisor. If your
Supervisor does not have an account, send an email to request that your Supervisor creates an
account.

4. Click the Update Information button to continue or the Cancel button to return to your
Dashboard.

5. To update your profile at any time, select My Status | Profile.

10. Can I access the FAITAS site from my home?

Yes, the FAITAS application is available from any computer. However, a federal email address is
required in your profile and all notifications will be sent to your Government inbox. If you intend to
take online training at home, be sure you have access to the mail being sent to your federal email
address. If you do not have access, it is recommended that the training request be submitted from
the workplace and notifications containing credentials for the virtual campus be forwarded to a

personal email address.

11. Does my password ever expire?

FAITAS v.2, August 2012
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12.

13.

14.

Passwords expire every ninety (90) days. When your password is going to expire, FAITAS provides a
warning message, beginning 10 days before expiration, indicating that your passwords needs to be

reset.

How can I reset my password if the system does not recognize the old one?

In this case, you will need to logout of FAITAS to get to the login screen. Click Forgot Your Password
and, when prompted, enter the federal email address linked to your account. You will receive a
system-generated email with a link that directs you to the reset page. Passwords should have no
fewer than 8 and no more than 12 characters and include at least one capital letter, one lower-case
letter, one symbol, and a number. New passwords cannot be the same as any of the previous five (5)

passwords.

My password is going to expire, how can I reset it?

Login to FAITAS and go to My Status | Account. In the Change Password section, enter your current
password and your new password. Remember that passwords should have no fewer than 8 and no
more than 12 characters and include at least one capital letter, one lower-case letter, one symbol, and
a number. A new password cannot be the same as any of the previous five (5) passwords. After you
enter the new password and confirm it, click Update at the bottom of the page to save the new
password. You will receive confirmation at the top of the Update Account page that indicates the

update was successful.

I have moved to another Agency/Bureau and have forgotten my password. How do I reset it?

If you cannot remember your password and have moved to another Agency/Bureau, please contact

the FAITAS Help Desk to request that your user name be updated to your current email address.

Use the trouble ticket tool on the FAI website to submit your request. Visit http://www.fai.gov and

click the Help Desk tab located toward the top of the home page. Be sure to include the old address in

addition to the user name you would like.

The email address must be a .gov, .mil, or another pre-approved federal email address.
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15.

16

17.

18.

What are the criteria to use when selecting a FAITAS password?

Passwords should have no fewer than 8 and no more than 12 characters and include at least one
capital letter, one lower-case letter, one symbol, and a number. Additionally, the new password

cannot be the same as any of the previous five (5) passwords.

. Why didn't I receive the system-generated email when I initiated a password reset?

If you do not receive the system-generated email within a few minutes of initiating the reset process,
please check your junk/spam folder. The folder should be located in the left menu of the mailbox
view. If you do not see it listed, please select the option that will allow you to make additional folders

visible.
If the spam folder does not appear when using Google Mail, go to Settings and click the Labels tab.
The spam folders are in hide mode by default. Select Show in order to see the list of additional

folders.

How do I obtain an Employee Identification Number (EIN) if I do not have a Social Security

Number?

In order to request that an Employee Identification Number (EIN) be used in place of the SSN, you
must contact the ATRRS help desk. The ATRRS help desk can be reached via email at

ahelp@asmr.com. Be sure to include your full name and country of origin when submitting the

request. Help desk staff will respond within 72 hours at which time you will be able to use the EIN to
login and register for courses in FAITAS. Be advised that the EIN will be sent as a reply to the email

you sent so be certain to follow up regularly with your original email account.

I do not wish to provide my Social Security Number (SSN) to register. Is there another option?

First, rest assured that www.atrrs.army.mil/FAITAS is a secure Government site. The reason an SSN
is collected is so that we can migrate training records from older FAITAS records, ACMIS, and the eHRI
(Government HR database). This unique identifier is the only data item consistently linked to these
resources and is used to distinguish between Employees with the same names and/or birth dates. In
addition, the SSN ensures that each individual's record in the system is complete and accurate and

the information is properly attributed.
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19.

20.

21.

22.

Second, our goal is to provide the convenience of being able to access the information linked to these
systems in one place, as FAITAS v.2 does, in order to become a total course registration, certification
tracking/application, and career management, etc., system. Please note that, at the present time,
there is no other way to properly register within the system and failure to provide the requested

information will prevent you from being able to register for training.

Please note that your SSN is subject to the Privacy Act of 1974 (5 U.S.C. Section 552a). Collection of
this information is authorized by Titles 5 U.S.C. and 31 U.S.C., generally.

What is the Privacy Statement for FAITAS with regard to the requirements for providing an
SSN?

This information is subject to the Privacy Act of 1974 (5 U.S.C. Section 552a). The purpose is to ensure
that training and certification records are properly consolidated into one system and attributed to
your profile. Collection of this information is authorized by Titles 5 U.S.C. and 31 U.S.C., generally. The
SSN, authorized by Public Law 93-579 Section 7 (b) and Executive Order 9397, is used as a unique
identifier to distinguish between individuals with the same names and/or birth dates and to ensure
that each individual's record in the system is complete and accurate and the information is properly
attributed. Furnishing the requested information is required for registration in any classroom or
online training. Failure to provide the requested information will prevent you from being able to

register for training.

How can I reach the FAITAS Help Desk?

The FAITAS help desk can be reached through the trouble ticket tool available from the FAI website.
Visit www.FAIL.gov and click the Help Desk tab located toward the top of the home page.

What are the hours of operation for the FAITAS Help Desk?

The FAI Help Desk is open Monday through Friday from 7:30 a.m. to 5:30 p.m. Eastern Standard Time
(EST) but is closed on federal holidays.

How can I update my user name if my federal email address has changed?
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23.

24.

You will still be able to login with the email address linked to your account as long as you remember
your password. Once logged in, go to My Status | Account to update your email address and click

the Update button to save the newly input address.

If you cannot remember your password, please contact the FAITAS Help Desk to request that your

user name be updated to your current email address.

Use the trouble ticket tool on the FAI website to submit your request. Visit http://www.fai.gov and

click the Help Desk tab located toward the top of the home page. Be sure to include the old address

in addition to the user name you would like.

The email address must be a .gov, .mil, or another pre-approved federal email address.

How can I update my profile in FAITAS v.2?

Once logged into FAITAS, go to My Status | Profile and input updated information in the appropriate
fields. Once the new data has been entered, click Update Information at the bottom of the profile

page to ensure it is saved.

I am a Supervisor, how do I register within FAITAS v.2?

The registration process is the same for all users. From the login screen, click the Register Here link
and enter your federal email address into the pop-up window. You will receive a system-generated

email that includes a link to the registration page where you will create your profile.

There is no specific way for a Supervisor to indicate he/she is a Supervisor during the registration
process. One is marked as a Supervisor once Employees select them as such from within their own
Profiles. The system will then recognize the role of each individual and follows the workflow to send

training requests from Employees to the appropriate party.

Supervisors who do not intend to take training themselves do not need to select a Supervisor in their
profile. They will be able to manage their Employees' training requests without filling out that field.
However, Supervisors who do intend to take training themselves must list a Supervisor in their own

profile.
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25.

26.

27.

28.

What are the different roles in FAITAS?

Roles in FAITAS v.2 include Employee, Supervisor, Training Manager (TM), Bureau Certification
Manager (BCM), Agency Certification Manager (ACM), Bureau Continuous Learning Manager, Agency
Continuous Learning Manager, IDP Manager, Registrar, Agency Administrator, and System

Administrator.

How do I logout?
To log off FAITAS v.2, click the Logoff tab on the main navigation bar. A green confirmation logout
text message appears at the top of the Login window along with the U.S. Government (USG)

Information System (IS) message. To log out of FAITAS v.2 completely, close your browser.

What do I do if a report I need takes a long time to process?

In general, reports that display within the Deferred Status window will be those that take a long time

to process.

1. From within the Manage Workforce | Reports window, select a report.

2. Once you click Submit Report, the report request is sent.

3. You are not notified when a report is ready. To check the status of a request, refresh the
Deferred Status window manually or set the window to refresh after a user-defined number
of seconds.

4. To manually refresh the Deferred Status window, click the Refresh symbol. To enable
automatic Refresh, enter the number of seconds (not less than 5) in the Refresh every _
seconds text box underneath the Refresh symbol.

5. Once a report is run, it remains in Completed for 29 days. While the report is accessible, the
window show the submitted date and the days that remain until the report expires.

6. To check completed reports during their accessible period, click the View button next to the
report.

7. To delete reports, click the Delete button next to the report.

What does "Deferred Status" mean?
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The Deferred Status tab organizes reports by Queued, Running, and Completed. In general,
Deferred Status is used to run reports that take a long time to process. Reports may be deleted from

any panel but only completed reports may be viewed.

29. How can I customize a report?

The Report Customization menu provides multiple report options for the Active HTML view. Specific
options include: Sort Ascending, Sort Descending, Filter, Chart, Hide Column, Show Records,
Export, Print, and Restore Original.

1. To remove a filter, click the Clear All button.

2. The Chart option displays graphical representations of the report data.

3. The Export option allows users to export the report to HTML, CSV (comma delimited) and/or
XML (viewable in Excel) formats.

4. The entire report can be exported or filtered.
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OVERVIEW: LoGgouTt

Related Topics |

Click for INSTRUCTIONS

CERTIFICATE NAVIGATION
INTRODUCTION FIrsT TimE USER LoGIn FREQUENT TASKS LoGouT
ErrOR MESSAGE Bar

To log off FAITAS v.2, click the Logoff button located on the upper navigation bar. A green confirmation

logout text message appears at the top of the Login screen.

0 You have been logged out. To log out completely, please close your browser! o

You are accessing a U.S. Government (USG) Information System (IS) that is provided for USG-authorized use only.
By using this IS (which includes any device attached to this 1S), you consent to the following conditions:

The U5G routinely intercepts and monitors communications on this 15 for purposes including, but not limited to, penetration testing, COMSEC
monitoring, network operations and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence (CI) investigations.

At any time, the USG may inspect and seize data stored on this IS.

Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and search, and may be disclosed
or used for any USG authorized purpose.

This IS includes security measures (e.g., authentication and access controls) to protect USG interests--not for your personal benefit or privacy.

MNotwithstanding the above, using this 15 does not constitute consent to PM, LE or CI investigative searching or monitoring of the content of
privileged communications, or work product, related to personal representation or services by attorneys, psychotherapists, or clergy, and their
assistants. Such communications and work product are private and confidential. See User Agreement for details.

Figure 1: Successful Logoff

Note: To log out of FAITAS v.2 completely, you will need to close your browser.
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MY STATUS

Related Topil:sl

Click for INSTRUCTIONS

The My Status tab provides the following view and/or edit functions:

ACcounT PROFILE DASHBOARD

Account: FAITAS v.2 requires that each user complete an Account that includes email address,
password information, and security questions.

Profile: Users are required to create and maintain a personal records that is referred to as an
Employee Profile.

o Dashboard: Depending on your FAITAS v.2 role, the Dashboard (homepage) contains a number of
widgets that can be expanded or collapsed to customize page appearance.
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MY STATUS: ACCOUNT

Related Topics |

Click for INSTRUCTIONS

ACCOUNT PROFILE DASHBOARD

The first time you use FAITAS v.2, you must complete the Account form. Hover your mouse over the My

Status tab. A drop-down menu displays.

My Status Manage Career
Acoount

Profile

My Dashboard

Figure 1: Account Drop-Down Menu

NOTE: Certain commercial email domains are allowed; however, these must be approved by the Federal

Acquisition Institute (FAI). FAI has approved the use of the following top level domains (TLD) to create a

FAITAS profile user name:

@[any agency].gov

@[any service].mil

@anthc.orh - Alaska Native Tribal Health Consortium
@fbiacademy.edu - DOJ FBI Academy

@frb.fed.us - Federal Reserve System

@fs.fed.us - USDA Forest Service

@fsafeds.com - Office of Personnel Management
@kennedy-center.org - The Kennedy Center
@secureskies.net - DHS Transportation Security Administration
@si.edu - The Smithsonian Institute

@usaid.fed.us - U.S. Agency for International Development
@ushmm.org - U.S. Holocaust Memorial Museum
@usmma.edu - U.S. Merchant Marine Academy
@usps.com - U.S. Postal Service
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If you do not find your domain name in the approved list above and feel it should be added, please send a
ticket through http://www.fai.gov/drupal/content/help-desk and mention "Domain Name for Approval
for FAITAS".

Click Account to display the Account screen.

1. Enter an email address in either the .gov or the .mil domain. [See NOTE above for additional
information.] If you are not new to FAITAS v.2, the system will prepopulate this field with your
established email address. If your email address has changed, change it here to register it within the
system.

2. Enter and confirm your password. Password creation help ensures that your password meets all the
requirements. Passwords must be 8-12 characters and contain at least one upper-case letter, one
lower-case letter, a number, and a symbol. The new password cannot be the same as the previous
five (5) passwords.

From the drop-down lists, select and respond to each of three security questions.
4. Click the Update button to continue or the Cancel button to return to the original screen.
Notice the Additional Information section that is located below the Update and Cancel buttons.
Click the plus icon (%) to access the additional account information. The Additional Information acts
as a quick reference to relevant information such as your Supervisor's email address, Agency and
Bureau names, phone number, pay grade, pay plan, and your role/s within FAITAS v.2. Click the minus

icon (=) to roll-up the Additional Information window.
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Dashboard » My Status » Account

Update Account

Account Information
SS5N: 0002722
o Email Address*: firstname lastname @gov.mil
Change Password
0Old Password:
New Password:

Confirm Password:

a, Security Questions

Question 1*: What is your mother's maiden name? b
Answer*: Smith
Question 2*: What was the name of your first pet? i
Answer*: Tucker
Question 3*: What was your childhood nickname? b
Answer*: Krissie

@ (voise) [concs)

e = Additional Information
Dee Lee Tester: Additional User Information
Information Value
Dee Tester's Supervisar: Jane Testerd: Jane. Testerd@asmr.com
Dee Tester's Agency: Department of Homeland Security
Dee Tester's Bureau: Office of Policy
Dee Tester's Pay Plan: AD - ADMINISTRATIVELY DETERMINED (MOT ELSEWHERE SPEC
Dee Tester's Grade: oz
Dee Tester's Job Series: 0023 - OUTDOOR RECREATION PLANMING
Dee Tester's Work Phone: 555-1212 Ext: 345

Training Manager for Dee
Tester's Bureay: Joe Testerl: Joe Testerl@asmr.com

- Systemn Admin | Registrar | Supervisor  Employee  Support Specialist | Bureau Cert Manager  agency Cert Manager
ales:

Bureau Career Manager MOP admin . MOP Manager

Dee Tester is a Reqgistrar for

the following training schools: DAL DHS | FAT

The following users have :

selected Dae Testar as their Hope Smith: h.smith@mail mil Dee Supenvisor: Deed. Supenisor@ mail. mil
SUpervisor:

Figure 2: Update Account Form

When you update your Account Information and click the Update button, the Update Account screen

refreshes and a green text message confirms that the account information has been updated.

0 Your account information has been updated. @

Figure 3: Updated Account Information Text Message

If you do not update your Account Information and click the Cancel button, the Update Account screen

refreshes with your original information.
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MY STATUS: PROFILE

Related Topics |

Click for INSTRUCTIONS

AccounT PROFILE DASHEOARD

All FAITAS v.2 users are required to create and maintain a personal record that is referred to as an Employee

Profile. The first time you use FAITAS v.2, you must complete the Employee Profile form. Information in
your Employee Profile is used to auto-populate training applications, thereby saving you time and effort. It
is critical to keep profile information up-to-date and accurate. You may review and update your profile as

often and whenever you need.

To access your Profile, hover your mouse over the My Status tab. A drop-down list displays. Click Profile.

The Update [Employee Name] Profile form opens. Required fields are red with asterisks (*).

My Status Manage Career
Account

Profile

My Dashboard

Figure 1: My Profile Drop-Down Menu

Within the Update [Employee Name] Profile screen, notice that FAITAS v.2 recognizes you from your logon
details and pre-fills some of the fields, for example, your Social Security Number (SSN) information with just

the last four numbers visible.

1. Below the top horizontal navigation bar, breadcrumbs acts as an additional navigation tools. Select
any underlined term to go directly to that window.

2. Complete and/or update all required required fields in the User Information, Home Address,
Profile Information, Acquisition Workforce Details (only for AWF Members), and Work Address
sections.
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Select a supervisor by clicking the Select User button. You do not need to select a Supervisor if you
will manage other Employee’s training reservation requests.
Click Update Information button to continue or Cancel to return to the original screen. You may

update your Profile at any time by selecting Profile from the My Status tab.

o Dashboard » My Status » Profile

Update [Employee Name] Profile

9 User Information

SSN:

Date of Birth*:
Gender*:
Prefix:

First Name*:
Middle Name:
Last Name*:

Suffix:

e Home Address

Country*:
Address*:

Address 2 (non U.5.):

City*:
State*:
ZIP*:

Phone*:

9 Profile Information

Agency*:
Bureau*:

Pay Plan*:
Pay Grade*:
Job Series:
Disability Type:

Position Title*:

XC-KX-2222
Jan 22 1959

Fema\EE

Tester

E1

ZAM - ZAMBIA [~]
11637 Dee Lee Tester Avenue

Reston

VA - VIRGINIA [=]
20191

5661212

DHS - Department of Homeland Security

Office of Policy

AD - ADMINISTRATIVELY DETERMINED (MOT ELSEWHERE SPEC
02[~]

0023 Look Up Job Series

[=]

Management Analyst

Acquisition Workforce Member?* vag E|

See your Agency policy for a definition of Acquisition Workforce

e Acquisition Workforce Details {only for AWF Members)

Career Field:
Career Path:

Level Achieved:
Level Required:
Iama COTR/COR:

Pragram Management E
Non-T [=]
1

2 [=]

Yes El

EN||ER|EN

Only indicate "ves" if you are officially Appointed by Letter from a Contracting Officer stating you are the official COTR/COR on the contract.

9 Work Address

Country*:

Address*:

Address 2 (non U.S.):

City*:
State*:
ZIP*:

Work Phone*:

Work Phone Extension:

Mobile Phone:
DSN:

Supervisor Information

e Supervisor Name:

UNI - UNITED KINGDOM E

125 AnvStreet

AnvTown

1A - [OWA [+]
20191

555-1212

345

555-1212

Select User

DianeJ Supervisor

If your supervisor has not created their profile you will be unable to select them.

[ Update Information ]

[ Cancel I

Figure 2: Employee Profile
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MY STATUS: MY DASHBOARD

Related Topics |

Click for INSTRUCTIONS

AccouNT PROFILE DASHBOARD

The Dashboard is your homepage. It includes widgets that can be expanded or collapsed to customize the

page appearance by clicking the arrow icon located in the top left corner of the widget. The number of

widgets or components that you see on the Dashboard depends on your role.

NOTE: To move a widget, first hover your mouse over the widget you want to move, and then click the left
mouse button. Without releasing the mouse button, drag the widget with your mouse to a new location and
then release the mouse button. The widget stays in its new location. If you need contextual help, hover over

a question mark icon for additional information.

Widgets visible to Employees may include:

e My Current Class List that lists the status of any course you have requested and the Apply for
Training link.

e Announcements about the system. System administrators manage announcements.

o Transcript Summary for any course, certification, continuous learning that you have completed.

o IDP Summary that displays the status of your Development Plan and a link to the plan.

Widgets visible to those with additional FAITAS roles may include:

e Supervisor/Training Manager Requests Pending Your Review
o Development Plans Pending Your Review

e Certification Plans Pending Your Review

e Continuous Learning Point Requests Pending Review

e Continuous Learning Achievement Requests Pending Review

NOTE: Functions available through widget links are also available from the main navigation bar.
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To begin, hover your mouse over the My Status tab. A drop-down menu appears.

My Status Manage Career
Account

Profile

My Dashboard

Figure 1: Dashboard Drop-Down Menu

Click My Dashboard to open your Dashboard and view the widgets and links appropriate for your FAITAS v.2

role(s).

A wnn =

w1

The Apply for Training link opens the Course Search function.

The Manage Training Requests link opens the Pending Requests for Supervisor screen.

The Review Development Plans link opens the Review Development Plans screen.

The Manage Certification Requests opens the Manage Certification Requests screen.
System Announcements display in the Announcement widget.

The Plan Progress bar in the IDP Summary widget displays your IDP progress.

The Go to My Development Plan link opens the View My Development Plan window.

If you have not yet completed a course, your current job title, career field, and job series information
from your Employee Profile is listed in the Transcript Summary.

Your listed Certifications include Certification Title, Level, and Approved Date.
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Dashboard

My Current Class List

Course Title Status Start Date End Date
No current training requests.
o: Apply For Training
Supervisor Requests Pending Your Review
Course Name Location Close Date Start Date End Date

No training requests await your action.

Manage Training Requests

Announcements

IDP Summary

Plan Progress: | |

0% courses completed (0 of 0 courses) on
development plan

Plan Status: Draft
Plan Last Submitted: Aug 11 2011

Last Processed By Supervisor:

Go to My Development Plan
Development Plans Pending Your Review

Transcript Summary

Name Date Submitted Employee Email

No pending development plans Position Data

e Review Development Plans 7]

Certification Requests Pending Your Review

Job Title: Management Analyst

Career Field: Program Management
Job Series: 0023

Name Date Submitted . . Certification P, e
Ry SRR R - Life Cycle Logistics Manager
o Manage Certification Requests (] Level II Apr 9 2012
Figure 2: Dashboard and Sample Widgets
Related Topics

Click for INSTRUCTIONS

One advantage of FAITAS v.2 is the convenience it provides Employees who need to apply for classroom or

web-based training. This can be done from any location in the world where there is an internet connection.

e Training: Search and apply for training, view training requests, view past history, and course
completion certificates.

o Career Path Management (CPM): Manage career goals through an Individual Development Plan
(IDP)

o Certification (CERT): Generate Certification Requests, upload supporting documentation, submit
application request

e Continuous Learning Points (CLP): Manage CLP and Achievement requests

e ACMIS History: View past training history from decommissioned ACMIS registry
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MANAGE CAREER: TRAINING

Related Topics |

Click for INSTRUCTIONS

The Manage Career | Training tab provides functions to search and apply for training (Search for

Training), view training requests (My Training Requests), and view past course history (My Training

History). Use the training menu to search for courses, track existing requests, view past training history, and
view and/or print completion certificates.

: My TRAINING My TRAINING My TRaininG COMPLETION
SEARCH FOR TRAIMING j2
REQUESTS History CERTIFICATES
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MANAGE CAREER: TRAINING - SEARCH FOR TRAINING

Related Topics |

Click for INSTRUCTIONS

; My TRAINING My TRAINING My TRAINING
SEARCH FOR TRAINING . _
REQUESTS HisTory CompLETION CERTIFICATES

Use the training function to manage all aspects of training from searching for courses to tracking existing

requests to viewing past training history. The Training Request process has two steps:

1. Search for Training: Search for and find the course that you need.

2. New Training Request: Create a training request.

To begin, hover your mouse over the Manage Career tab. A training drop-down menu displays. Move your

mouse to Training to display a second drop-down menu. Click Search for Training.

My Status Manage Career Manage Employees

Training Search For Training
Career Path Management My Training Requests

Certification My Training History

Continuous Learning My Training Completion
Certificates

ACMIS History

Figure 1: Search for Training Menu

NOTE: Search for Training is also available from your Dashboard when you click the Apply for Training link

in the My Current Class List widget.

Search for Training

After you select Search for Training from the top navigation bar or your Dashboard, the Course Search

screen displays.
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Dashboard » Manage Career » Training » Course Search

Course Search

* Standard Search
Please select a course type:
Resident and Web Offerings e.g. (APM 102, CON 215 (FED), COR 100, PMT 352B
© order by Course Title © Order by Course Number

Continuous Learning Modules e.g. (CLC 106, CLM 024, CLC 004, CLC 222)
© order by Course Title © Order by Course Number

» Advanced Search
» Key Word Search for Resident and Web Offerings
b Key Word Search for Continuous Learning Modules

» Search by Course Abbreviation

Figure 2: Course Search Options

In FAITAS v.2, there are several search options:

Standard Search

Use the Standard Search option if you know the course title or course number for Resident and Web
Offerings or Continuous Learning Modules.

NOTE: Remember to click the radio button for either Resident and Web Offerings or Continuous Learning
Modules before you enter a Course Title or Course Number. Each of those options provides a different

course listing.

Resident and Web Offerings are Instructor-led courses, either classroom or web-based. Web offerings that
are instructor-led are generally those required for certification purposes, for example, SYS 101, CON 237, etc.
Continuous Learning Modules are web-based courses that are self-paced and not instructor-led, for
example, CLM 003, FAC 017, etc.

The Standard option displays a complete listing. To begin the Standard Search, follow the steps listed

below:

1. Locate a Course Type, either Resident and Web Offerings or Continuous Learning Modules.
2. Click the radio button next to Order by Course Title or Order by Course Number for the course

type you chose.
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3. The system updates the Select Course drop-down list depending on your selection. Select your
course.
4. Click the Submit button.

Dashboard » Manage Career * Training » Course Search

Course Search
7= Standard Search
|

© Order by Course Title @ Order by Course Number
Continuous Learning Modules e.g. (CLC 106, CLM 024, C
) Order by Course Title © Order by Course Number 2

e T Tl ACQ 101 - FUNDAMENTALS OF SYSTEMS ACQUISITION MGMT 3 14 Q

Select a course, then select 'Submit’
Resident and Web Offerings e.g. (APM 102, CON 215 {l@ COR 100, PMT 352B

004, CLC 222)

» Advanced Search
+ Key Word Search for Resident and Web Offerings
+ Key Word Search for Continuous Learning Modules

+ Search by Course Abbreviation

Figure 3: Standard Search Steps

For Resident courses, the Locations for [Course Title] screen opens. For Continuous Learning Module or

Web Offering courses, the Create New Training Request for [Course Title] screen opens.

Advanced Search

To locate training opportunities that are organized by Location, Course Title, and/or Date Range, use the

Advanced Search feature.

From the Course Search screen, choose the Advanced Search option. Choose at least one of the fields

(Location, Course, or Start Date Range) to establish search parameters:

1. Option 1: Select the down arrow icon (:¥) to display the drop-down list of locations. Choose a
Location.
Option 2: In the Course field, begin entering a course title. Select a course from the drop-down list.
Option 3: Click in the From and To fields to display a calendar. Choose the year, month, and date.

4. When you are satisfied with the search parameters, click the Search button.
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Dashboard » Manage Career » Training *» Course Search

Course Search

» Standard Search

~ Advanced Search i

! Please enter the search criteria, then select 'Search'. For 'Course', begin typing a course title or number for autocomplete results
o Location: All Locations v
‘ Course: y
Start Date Range: From " To
[4)
» Key Word Search for Resident and Web Offerings e

» Key Word Search for Continuous Learning Modules

» Search by Course Abbreviation

Figure 4: Advanced Search

The list of course options displays below the Search button. Select one of the course options.

Keyword Search for Resident and Web Offerings

If you do not know the Course Title or Course Number for Resident and Web Offerings, use the Keyword
Search for Resident and Web Offerings to search for possible course options.

1. From the Course Search window, enter a key word in the Course Search field.
2. Adrop-down list displays. Choose a course from the drop-down list.
3. Click the Submit button.
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Dashboard » Manage Career * Training » Course Search

Course Search

» Standard Search

+ Advanced Search

| * Key Word Search for Resident and Web Offerings

Please begin typing a course title or number for autocomplete results

Course Search* contra) [ Submit ] e

» Key Word Search f BCF 205 (DAU}CONTRACTOR BUSINESS STRATEGIES
CON 115-CONTRACTING FUNDAMENTALS
Search by Co CON 120 (FED)-MISSION FOCUSED CONTRACTING
CON 200-BUSINESS DECISIONS FOR CONTRACTING
S CON 214 (FED)-BUSINESS DECISIONS FOR CONTRACTING :
B balinel N 0N 215 (FED)INTERMEDIATE CONTRACTING FOR MISSION SUPPORT e e

m

CON 216-LEGAL CONSIDERATIONS IN CONTRACTING

Figure 5: Keyword Search

For Resident courses, the Locations for [Course Title] window opens. For Web Offering courses, the Create

New Training Request for [Course Title] window opens.

Keyword Search for Continuous Learning Modules

If you do not know the Course Title or Course Number for Continuous Learning Modules, use the

Keyword Search for Continuous Learning Modules to search for possible course options.

1. From the Course Search window, enter a key word in the required Course Search field.
2. Adrop-down list displays. Choose a course from the drop-down list.
3. Click the Submit button.
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Dashboard » Manage Career » Training » Course Search

Course Search

» Standard Search
» Advanced Search

» Key Word Search for Resident and Web Offerings

| * Key Word Search for Continuous Learning Modules

Please begin typing a course title or number for autocomplete results

Course Search*{valu e

CLB 009-PPBE & BUDGET EXIHIBITS s
CLB 010-CONGRESSIOMNAL ENACTMENT

CLB 011-BUDGET POLICY

2 CLB 014-ACQ RPTG CONCEPTS&POLICY RQMTS- APB.DAES,

The information presented on th
Institute. This page was

» Search by Course

B out written perm
5 CLB 017-PERFORMANCE MEASUREMENT BASELINE (RS0 a

CLB 018-EARNED VALUE AMD FINANCIAL MANAGEMENT REPORTS
CLB 019-ESTIMATE AT COMPLETION

Figure 6: Keyword Search

For Continuous Learning Module courses, the Create New Training Request for [Course Title] window
opens.

Search by Course Abbreviation

Use the Search by Course Abbreviation when you want to narrow the search results. Course abbreviations

denote the subject area of the course, for example, CON is Contracting, APM is Acquisition Program
Management, LOG is Logistics, etc.

From the Course Search window, choose Search by Course Abbreviation.

1. Click the down arrow in the Course Abbreviation field to display a drop-down list. Select the course
abbreviation from the drop-down list.

2. Click the down arrow in the Select Course field to display a drop-down list. Select the course from
the list of courses in the drop-down list.

3. Click the Submit button.
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Dashboard » Manage Career » Training » Course Search
Course Search
» Standard Search
+ Advanced Search
+ Key Word Search for Resident and Web Offerings

+ Key Word Search for Continuous Learning Modules

= Search by Course Abbreviation

0 Course Abbreviation: =
ase|ECt Course: | CLL 001 - LIFE CYCLE MANAGEMENT AND SUSTAINMENT METRICS - e

Figure 6: Search by Course Abbreviation

For Resident Courses, the Locations for [Course Title] window opens. For Continuous Learning Module
or Web Offering courses, the Create New Training Request for [Course Title] window opens.

New Training Request

After you locate a course, you will need to submit a training request. Some Resident and Web Offering and
Continuous Learning Module courses have required prerequisites; others do not. If you apply for a course
with prerequisites, FAITAS v.2 will notify you of the prerequisites before you complete the training request

process.

This topic includes a detailed description of the following:

e Courses with Prerequisites (Resident and Online)

e Courses without Prerequisites (Resident and Online)

Some courses require prerequisites. If you apply for a course with prerequisites, FAITAS v.2 displays the
prerequisite information. It is your responsibility to meet the prerequisites for a course. FAITAS v.2 will
permit you to submit a training request without meeting the prerequisites; however, your training request
application will not be approved if prerequisites are not met. To meet the prerequisites, be sure that one of

the following conditions applies:

e You have completed the prerequisite(s).
e You have an approved fulfillment in your civilian or military personnel file and can provide supporting
documentation.
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If you have completed a prerequisite but it is not in your training history, indicate the details in the Remarks

textbox.

Resident Courses With Prerequisites

You need to choose a location for any resident course. After you choose your resident course and click the
Submit button, FAITAS v.2 displays the Prerequisite Requirements for [Course Title] screen. Prerequisites
include courses that must have been taken or courses from which Employees cannot have graduated, as
illustrated below for Acquisition Law (ACQ) 370.

1. Prerequisites are listed. For example, the prerequisite for ACQ 370 is that the Employee cannot have
already graduated from LAW 801.

2. Review the information and then click the Continue with Application button.

Dashboard » Manage Career * Training » Course Search » Prerequisites requirements for ACQ 370

Prerequisite Requirements for ACQ 370

Prerequisite(s)
0 Students cannot have graduated from course: LAW 801 (DAU)

9 =>>Continue with Application

Figure 7: Prerequisite Information

The Locations for [Course Title/Number] screen opens. As illustrated below, locations displayed with red

text indicate that there are no available seats; locations displayed with black text have available seats.

Available and Wait values are updated every morning. It is possible that even more up-to-the-minute

availability and wait information will display when you drill down to the classes for a particular location.

Click the Location next to the school you are investigating to see specific class information.
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Dashboard » Manage Career » Training » Course Search » Prereguisites reguirements for ACQ 270 » Locations for ACQ 370

Locations for ACQ 370

Course Locations

Location ~ School « Classes Available Waits Next Class Res Cutoff Date
Fredericksburg, VA DAU CAPITAL & NORTHEAST REGION CAMPUS 4 ipd 34+ Sep 10 2012
Hill AFB, UT DAU TRAINING CENTER, HILL AFE, UT 1 o* 1+ Mar 11 2013
Huntsville, AL DAU SOUTH REGION CAMPUS = o= 36" Oct 15 2012
Kettering, OH DAU MIDWEST REGION CAMPUS 4 21* 23* Sep 24 2012
Philadelphia, PA DAU CAPITAL & NORTHEAST REGION CAMPUS 1 oF o* Jan 14 2013
Sterling Heights, MI DAU TRAINING CENTER STERLING HEIGHTS MI 2 o* o* Jan 14 2013

Figure 8: Locations for [Course Title]

The Classes for [Course Title] at [Location] screen opens with information about the class, teaching school,
class type, reservation cut-off date, start and end dates, the number of available seats and the number of
waits. Notice that, as with the Locations for [Course Title] screen, classes displayed with red text indicate

that there are no available seats; classes displayed with black text have available seats.

Click the number located under the Class heading to select the class that you want to investigate.

Dashboard » Manage Career » Training » Course Search » Prereguisites reguirements for ACD 270 » Locations for ACQ 270 » Classes for ACQ 270 at KETTERING, OH

Classes for ACQ 370 at KETTERING, OH

Class List
Class Teaching School Class Type Reservation Cut Off Date Start Date End Date Seats Available Waits
DAl Resident Sep 24 2012 Sep 24 2012 Sep 28 2012 20 0
001 DAl Resident Oct 1 2012 Oct 12012 Oct 5 2012 o] 23
oos DAl Resident May 6 2013 May 6 2013 May 10 2013 o] 0
oo7 DAl Resident Jul 8 2013 Jul 8 2013 Jul 12 2013 o] 0

Figure 9: Class Number

The Create New Training Request for [Course Title] screen opens with specific Training Offering and
Employee Information along with Training Remarks and a Remarks textbox.

1. Training Offering Information contains class information including the Class Location. If present,
click the QR code (E&) icon and the Class Remarks for additional class information.

2. FAITAS v.2 pre-populates your profile details into the Employee Information section.

3. In the General Remark textbox, enter information such as prerequisites completed elsewhere, etc.,
to expedite your training request.

4. Review the completed form and then click the Submit Request button.
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Dashboard » Manage Career » Training » Course Search » Prerequisites reguirements for ACQ 270 > Locations for ACQ 370 » Classes for ACQ 370 at KETTERING, OH » Create
New Training Request for ACQ 370

Create New Training Request for ACQ 370
oi Training Offering Information 58 «_

Fiscal Year: 2012 School Number: 504 Course Number: ACQ 370 Phase: Class: 012
Course Title: ACQUISITION LAW
Class Location: 3100 RESEARCH BLVD,POD 3,3 FL, KETTERING , OH 454200000
Class Start Date: Sep 24 2012 Class End Date: Sep 28 2012
Class Reservation Close Date: Sep 24 2012
School Name: DAU MIDWEST REGION CAMPUS  Teaching School: DAU
Delivery / Mode of Instruction: Resident Current Schedule: 30
Class Remarks:
0 Employee Information
Mame: Dee Tester Agency: USDA  Bureau: Forest Service
Email Address: Deelee Tester@mail mil
Supervisor Name: Hope Tester Supervisor Email: Hope Tester@mail. mil
Job Code: 0060 Pay Plan: AD Pay Grade: 01
Career Field: Level Required: Level Achieved: AWF: No
Work Address: Box Street Vernon , CO Work Phone: 555551212 Ext:
Disability: None
Organization Information
Street: Box Street City: Vernon State: CO
Training Remarks
In the box below please supply the following information to expedite your registration:

= Any prerequisite information completed elsewhere
» Any warrants/certifications achieved

e Remarks for Reviewing Official {(Optional)

General Remark

0 Submit Request

Figure 10: Create New Training Request

Remember that to successfully submit this training request, you must indicate how you meet the required

prerequisites.

NOTE: If you have completed the prerequisite(s) outside of FAITAS v.2, include remarks to that effect in the
General Remark textbox, for example, "Completed prerequisite(s) and can provide completion certification
upon request”. The approval authority will reach out directly, via email, requesting a copy of the certification

if it's needed. While awaiting your reply, your training request will be placed on Hold status.

Click the Submit Request button. If you do not verify that you have met the prerequisite, FAITAS v.2 issues
an error statement. Your training request cannot be processed until there is information about the
completion of the course prerequisites in the General Remarks textbox. If the request is successful, FAITAS

v.2 issues a green successful completion message that indicates the next step in the workflow.
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Training request completed.
t has been forwarded to your Supervisor for review. o I

Figure 11: Training Request Completed

My Training Requests under Manage Career updates with the new Training Request Status. Training

Requests for [User Name] displays pending training requests.

i e

eeeeee

Figure 12: Updated Pending Training Requests

If your Supervisor approves the request, it is automatically forwarded to the Training Manager and/or the

Registrar. The Registrar team process the request in accordance with established business rules.

NOTE: In the event that a Training Manager is not assigned for your Bureau, your training request will be

forwarded to the Registrar following the Supervisor’s decision.

Online Courses With Prerequisites

Online courses may be approved without being authorized by your Supervisor, whereas classroom-based

courses do require his/her approval.

After you choose your online course in Course Search and click the Submit button, FAITAS v.2 displays the

Prerequisite Requirements for [Course Title].

1. Prerequisite Requirements for [Course Title] displays prerequisite information.

2. Prerequisite course numbers are displayed. In this case, the prerequisite course number for CON 217
is CON 216.

3. After you review the information, click the Continue with Application button.

FAITAS v.2, August 2012
49| Page


javascript:TextPopup(this)

Srlraea, Bt sl aien

Figure 13: Prerequisite Information
The Create New Training Request for [Course Title] opens.

NOTE: If you have completed the prerequisite(s) outside of FAITAS v.2, include remarks to that effect in the
General Remark textbox, for example, "Completed prerequisite(s) and can provide completion certification
upon request". The approval authority will reach out directly, via email, requesting a copy of the certification

if it's needed. While awaiting your reply, your training request will be placed on Hold status.

1. In the General Remark textbox, enter information explaining how you meet the course
prerequisites.

2. When you are done, click the Submit Request button.

trainiee ssmerng

s i s it i Pl
Enmerhy ler bnisming il [Gpilesal Q
-
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Figure 14: Prerequisite Information Verification

If you do not verify that you have met the prerequisite(s), FAITAS v.2 issues an error statement. Your training
request cannot be processed until there is an explanation about training prerequisite(s) completion in the
General Remark textbox.

If the system does not see prerequisites in your Training History, it forwards the training request to the
Registrar for review. If your training history includes the prerequisites, the training request is automatically
approved. In either case, FAITAS v.2 issues a green successful completion message that indicates the next

step in the workflow.
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NOTE: Once your online training request is approved, expect to receive a subsequent email with course

access instructions.

Training request completed.
It has been forwarded to the Registrar for review. o l

Figure 15: Training Request Completed

Your My Training Requests under the Manage Career tab updates with the new Training Request Status.

Training Requests for [User Name] displays pending training requests.

Training |IC4'I||:|'\-|- far ‘
ket 19kaiag Regus-ith

Figure 16: Updated Pending Training Requests

Resident Course With No Prerequisites

For all resident courses, you need to choose a location. When you identify a resident course to request for
training, click the Submit button. The Locations for [Course Title] window opens. It includes information
related to the location, school, number of classes at that location, and the next class date. Additional

information is provided about the number of available seats as well as the number of waits.

NOTE: The number of seats available does not reflect any pending applications in the Registrar's queue nor

those still being processed by Supervisors and Bureau Training Managers.

1. Click any underlined heading to sort the column information.
2. Note the Seats Available and Number of Waits columns.

3. Choose a Location to see further course details.
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Figure 17: Locations for Resident Course

The Classes for [Course Title] at [Class Location] window opens. This window indicates more information
about the classes at specific locations including verification of the class type, the reservation cut-off date (the

date after which applications cannot be processed by the Registrar), the start and end dates, as well as the
number of current waits.

NOTE: Classes are sorted based on class number. Click the Start Date or Reservation Cut Off Date column

heading to sort by that field. Click the heading title again to resort the column information.

1. Click one of the class numbers located under the Class heading to select a class.

2. Red text indicates there are no seats available.

Classes for ACQ 370 at FT BELVOIE, VA
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Figure 18: Available Classes for a Specific Course
The Create New Training Request for [Course Title/Number] window opens.

Training Offering Information contains specific class information.
FAITAS v.2 pre-populates your profile information into Employee Information.

Check Training Remarks for course prerequisites.

Use the General Remark textbox to supply information pertinent to your training request.
When the form is complete, click the Submit Request button.

vk N o=
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Figure 19: Create New Training Request

The Create New Training Request form contains pre-populated information from your Employee Profile.
Check the information to make sure it is still accurate. If you need to make changes, choose Profile from My
Status tab in the upper navigation bar. If you need to contact your Supervisor, use the email link under

Employee Information.

Use the General Remark textbox to provide the reviewing official with any information pertinent to your
application, including any of the following prerequisite or equivalent training information:
e Any prerequisite information completed elsewhere that is not already included in your training
history

e Any warrants/certifications achieved that are required or related to acceptance into the class

The information you include will be attached to this course request. You will need to re-enter any

prerequisite or equivalent training information on each new course application.

After you click the Submit button, a confirmation message displays to verify that your training request was forwarded

to the next person in the workflow.
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o Traming reguest completed.
It has baen forwarded to your Supervisor for review. |

Figure 20: Training Request Confirmation

Your Dashboard updates with the New Course Status if the class start date is within the next 30 days.

Classes further out are reflected on the My Training Requests window.

Online Course With No Prerequisites

Creating new training requests for online courses is a shorter process than for seat-based courses because

you do not need to choose a location.

After you choose an online course from one of the drop-down lists and click the Submit button, the Create
New Training Request for [Course Title/Number] window opens. Review the training request information.

Go to your Profile under the My Status tab if any Employee Information needs to be changed.

To send an email to your Supervisor, click the email link. Use the Remarks for Reviewing Official textbox to
add information to expedite your registration as indicated under Training Remarks. Click the Submit

Request button.

For an online course, the Training Request Confirmation for [Course Title/Number] opens with a green

successful confirmation message. Note successful enrollment confirmation message.

NOTE: Once your online training request is approved, expect to receive a subsequent email with course

access instructions.

a Succeas! You afe envolled i CLB 007 "a

Training Request Confirmation for CLB oo7

Figure 21: Training Request Confirmation
Your Dashboard updates with the new Training Request Status. CLB 007 Cost Analysis displays with a

Reservation Status.
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Dashboard

CLE 007 - COST ANALYSIS Reseryation Ot 1 2010 Sep 18 2011
Apply For Training (7]

Figure 22: Updated Dashboard

FAITAS v.2, August 2012
55|Page



MANAGE CAREER: TRAINING - My TRAINING REQUESTS

Related Topics |

Click for INSTRUCTIONS

3 My TRAINING My TRAIMING My TRAINING
8 SEARCH FOR TRAINING i £
REQUESTS HisToRY CompLETION CERTIFICATES

The My Training Requests function allows you to keep track of your training request status. It provides the

current status of your request and allows you to

o Review, make changes to, resend, or delete a pending request.
e Submit a cancellation request.

e Submit a new request.

To begin, select Manage Career | Training | My Training Requests to display the Training Requests for

[Employee Name] screen.

My Status Manage Career Manage Employees

Training Search For Training
Career Path Management My Training Requests
Certification My Training History
Continuous Learning My Training Completion

Certificates

ACMIS History

Figure 1: My Training Requests Sub-Menu

FAITAS v.2 distinguishes between Pending Training Requests and Previous Training Requests. To see a
definition of the two phrases, click the link of the Training Requests for [Username] window. Note the

location of the link to display the Pending and Previous Training Requests definition.

Tranming Regiests for
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Figure 2: Pending and Previous Training Definition Link

Pending Training Requests are defined as training requests that are in a workflow awaiting action by the
Supervisor, Training Manager, or Registrar. One of the following messages will be listed to indicate the exact

status:

e Supervisor Pending

e Training Manager Pending
e Registrar Pending

e System Pending

e Registrar Hold

A Previous Training Request is defined as a training request whose workflow has ended. In other words, a

decision has been made. One of the following messages will display to indicate the exact status:

e Supervisor Disapproved

e Training Manager Disapproved
e Registrar Disapproved

e System Disapproved

e Reservation

o Wait

e Cancellation Pending Reservation
e Cancellation Pending Wait

e Registrar Cancelled

e System Cancelled

e No Show

e Graduation

e Not Completed

FAITAS v.2, August 2012
57| Page



Huosm o owen MR sy emaiemcss mseass oridie S o B0

Figure 3: Pending and Previous Training Requests
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TRAINING REQUEST REVIEW

In the Training Request for [Username] window, click the View/Edit link beside a course title to manage a

Pending Training Request or Previous Training Request.

Training Requests oo
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Figure 4: Training Request Review

The Training Request Review window opens. Depending on the status of your training request, different

options will be available. For example, when your Training Status is:

o Training Manager Pending: Edit Request, Resend Request, and Delete Request

o Reservation: Review Training Request

e Training Manager Disapproved: Resend Request

o Registrar Pending: No Delete or Withdraw allowed

o Cancellation Pending Wait: Withdraw the Cancellation Request
e Wait: Cancel Request

« Reservation for an online course requires you to submit a cancellation request to dauhelp@dau.mil

because Cancellation Request is not possible through FAITAS v.2.

The Training Request Review window displays three options buttons: Edit Request, Resend Request, and

Delete Request.

Training Request Review

e e Erang fecueet bekow

" Ed Requent

TF Oltering Information =
Fiscal Year: 2012 School Mumber: 5017 Cowrse Nember: ACQ 2018 Phase:  Class: 052
Courts This: INTERMEDLATE SvSTEMS AODUISITION
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Figure 5: Edit, Resend, and Delete Requests
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Edit Request

The Edit Request function permits Employees to enter additional information in the General Remark

textbox. This information will be reviewed by the next person in the workflow.
In the Training Request Review window, click the Edit Request button to edit your training request.

1. Provide additional comments for the reviewing official in the General Remark textbox.
2. Click the Update Request button.

Edit Training Request for ACQ 2018

P reves T frareng reauest and provide the sddibonal mlonmaton requested, 'When complebe, cok on Updabe Begeert
Niaining Gllering lalsimalios
Fiscal Year: 2010 School Nember: 5007 Coure Mumbear: 800 2018 Phas: Ol 052
Comria Tiibe: INTERMIDELTE STETERS ACTROSTION
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Figure 6: Edit Training Request

Resend Request

The Resend Request function permits Employees to resend a training request to the Supervisor designated

in the Profile. In the Training Request Review window, click the Resend Request button.

1. In the Resend column, click the checkbox next to the training request you want to resend.
2. Click this checkbox if you want a copy of the training request to be sent to your email address. You
may check more than one box if you have several training requests you want to resend.

3. Click the Resend Notification button.
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Figure 7: Resend Training Request Notification

After the Resend Notification button is clicked, a confirmation message displays at the top of the window.

a 1 message(s) were sent

Figure 8: Email Message Sent
Delete Reservation

You may delete any reservation that has not been acted upon by your Supervisor.
NOTE: Choose Delete Reservation only if your Supervisor or Training Manager has not acted on your
training request. If the Registrar has already made a decision and you want to delete the reservation, you

must request a cancellation.

In the Training Request Review window, click Delete Request to delete your training request. Click the

checkbox next to the training request you want to delete.

NOTE: Online courses cannot be deleted through FAITAS v.2. They must be deleted through DAU. To delete

an online course, send an email to DAUHelp@DAU.mil to receive further instructions.

1. A pop-up window displays to confirm your intention to delete the training request.
2. If you wish to delete the training request, click the Yes: Delete Training Request button. Otherwise,
click the Cancel button to return to the Training Request Review window.
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Figure 9: Deletion Request Confirmation

A green deletion confirmation message displays and an email is sent to your Supervisor.

G Request has been deleted. I

Figure 10: Successful Deletion Message

Cancel Training

The convenience that FAITAS v.2 provides extends into all aspects of its user interface. In addition to making

training requests, you can cancel a training request if your status is Wait.

To cancel a training request, you must indicate a reason:

e Schedule Conflict (Work Related)

e Schedule Conflict (Personal)

e Unable to Obtain Travel Funding

e Personal or Family Medical Emergency
e Other

To begin the cancellation process, in the Training Request Review window, click Submit Cancellation

Request.

1. Review the Training Request Review to check your information. Notice any remarks that approving
officials may have already indicated.
2. FAITAS v.2 automatically inputs the remark date and the name of the person who enters a remark.

3. After you review the Training Request Review, click the Submit Cancellation button.
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Figure 11: Review Training Request Information

The Cancel Training Request for [Username] displays.

1. In the Select a Cancel Reason Code drop-down list, choose the reason that best applies to your
cancellation reason.

2. Ifyou select Other, you must enter an explanation in the Cancellation Remark(s) text box.
3. Click the Submit Cancel Request button. Note that cancellation requests go straight to the Registrar.
They do not require Supervisor or Training Manager action.

Create Cancel Training Request Ffor ACQ 2010

s previn o wypdesine o B Ceuebden Brmarks el

Figure 12: Review Training Request Information

A green text message confirms the training request cancellation. Your Training Request window updates by

changing the course Status from Wait to Cancellation Pending Wait. Notice the course Status has changed
to Cancellation Pending.
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Figure 13: Review Training Request Information
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If the Registrar has not acted on your Cancellation Request, you can withdraw the request. Click the
Withdraw Cancellation Request button on the Training Request Review window.

Training Request Review

Flaasa ravidw thi IFaeeng [egsst balow
Whedr e Tl eman Fliguaat

Fiscal Year: 1011 Schaod Member: 501  Cosrse Number: AC0 2018 Phave:  Class: 814
Cowrse Tithe: INTERMEDIATE SYSTEMS ACQUISITION

Figure 14: Withdraw Cancellation Request

A pop-up displays to give you a chance to verify whether you want to withdraw the cancellation request. Click
Yes: Withdraw Cancellation Request to continue with the cancellation or Cancel to return to the Training
Request Review window. After you withdraw your cancellation request, your Training Request window
updates by changing the Course Status from Pending Cancellation Wait to Wait.

Figure 15: Updated Training Request Cancellation
Resubmit Request

You can resubmit a previous training request that was cancelled or disapproved.

Click the Resubmit Request button in the Training Request Review window.

=T i

e —

Figure 16: Resubmit Request

A green text message confirms that you resubmitted the training request.
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MANAGE CAREER: TRAINING - My TRAINING HISTORY

Related Topics |

Click for INSTRUCTIONS

: My TRAINING My TRAINING My TRAINING
SEARCH FOR TRAINING = 5
REQUESTS History CompLETION CERTIFICATES

Use the My Training History function to review information about previously completed courses or to view

the status of any pending registrations.

To begin, hover your mouse over the Manage Career tab. A drop-down menu displays. Hover over Training.

A second drop-down menu opens. Click My Training History.

My Status Manage Career Manage Employees

[

Training Search For Training

Career Path Management My Training Reguests

Certification My Training History

Continuous Learning My Training Completion
Certificates

ACMIS History
Figure 1: My Training History Sub-Menu

The Training History for [User Name] screen opens for you to review your course history. The status of

each training request is listed under the Status heading as illustrated within the red section.

Figure 2: Pending Training History
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MANAGE CAREER: TRAINING - My TRAINING COMPLETION
CERTIFICATES

Related Topics |

Click for INSTRUCTIONS

: My TRAINING My TRAINING My TRAINING
SEARCH FOR TRAINING : i
REQUESTS HisTory CompLeTiON CERTIFICATES

Any Federal Agency Employee with a FAITAS v.2 account can use the My Training Completion Certificates

function to view and/or print certificates from completed (non-DAU) courses. To date, your Training History

includes FAI courses completed since 2007 and DHS class completed since 2009.

NOTE: Completion Certificates for online training courses are available from the DAU virtual campus
(http://www.learn.dau.mil). For assistance with printing a Certificate, contact the DAU Helpdesk via email:
DAUhelp@dau.mil or by phone: 703-805-3459, option 1.

To begin, hover your mouse over the Manage Career tab. A drop-down menu displays. Hover over Training.

A second drop-down menu opens. Click My Training Completion Certificates.

My Status Manage Career Manage Employees

Training Search For Training
Career Path Management My Training Requests

Certification My Training History

Continuous Learning My Training Completion

ACMIS History

Figure 1: My Training Completion Certificates Sub-Menu

The Training History screen displays. To view and/or print a completion certificate, select the Adobe PDF

icon located next to Graduation in the Status column.
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. . Training History

Course # - Course Title Status Start Date End Date
CLC 004 Market Researdch DAL Graduation Jul 27 2006 Jul 28 2006
CLC 005 Simplified Acquisition Procedures DAU Graduation Jun 20 2006 Jun 21 2006
CLC 006 Contract Terminations DAU Graduation Feb 7 2007 Feb 7 2007
CLC 007 Contract Source Selection DAL Graduation Oct 26 2007 Oct 26 2007
CON 100 (DaU) Shaping Smart Business Arrangements FAIL lan 22 2007 lan 26 2007
CON 100 (DAU) Shaping Smart Business Arrangements FAL Graduation !~ Mar 1% 2007 Mar 23 2007
FAC 003 Hubzone Contracting- Historical Overview FAI Graduation [~ Sep 23 2010 Sep 23 2010
FAC 006 Safety Act FAI Graduation - Sep 23 2010 Sep 23 2010
FAC 008 Competition in Contracting Act (CICA) FAI Graduation Sep 23 2010 Sep 23 2010
FAC 009 Set Asides for Small Business FAI Graduation [~ Sep 23 2010 Sep 23 2010

Figure 2: PDF Print Icon for Completion Certificates

NOTE: To request a completion certificate for an FAI course that is not listed in your Training History,

submit a trouble ticket using the following link: http://www.fai.gov/drupal/content/help-desk/. To request

a completion certificate for a DHS class, send your request in an email to acquisitiontraining@hg.dhs.gov.
All requests should include: Student's Name, Course ID, and Start/End Dates as points of reference.
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MANAGE CAREER: CAREER PATH MANAGEMENT (CPM)
Related Topi{:sl

Click for INSTRUCTIONS

The Manage Career | Career Path Management (CPM) tab provides a process for managing Employee’s

career goals through a development plan that is created by Employees and approved by the Employee’s

Supervisor.

The CPM module also provides opportunities for Supervisors to support Employees in their career

development.

o Review Development Plans. Employees submit their plans for review.

e Add Courses or Import Master Development Plan. In addition to the courses that Employees
schedule for their Development Plans, Supervisors can select courses to add to Employee
Development Plans or Import a Master Development Plan (MDP).

o Search for Development Plans. Employees create their own course list or import Master
Development Plans that list required courses for specific certificate levels. Supervisors can search for
Development Plans to include in Employees’ Development Plans, import Master Development Plans,

or add selected courses before making final decisions regarding the Employee's IDP.

My DEVELOPMENT PLAN
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MANAGE CAREER: CAREER PATH MANAGEMENT - My
DEVELOPMENT PLAN

Related Topics |

Click for INSTRUCTIONS

My DEVELOPMENT PLAN

There are two types of Development Plans: Individual Development Plan (IDP) and Master Development
Plan (MDP). MDP Managers set up Agency MDPs while MDP Administrators set up global MDPs that are

available to all Employees.

NOTE: While Employees can add individual courses to their IDPs, most Employees import Master
Development Plans because the MDPs already contain the required courses needed for specific

certifications.

FAITAS v.2 provides tools to create and manage IDPs. Employees and/or Supervisors select courses for the
IDPs and import MDPs into the IDP. After an Employee submits an IDP, it is possible that the Supervisor will

also add additional courses.

To begin, go to Manage Career | Career Path Management | My Development Plan.

My Status Manage Career Manage Employees

Training

Career Path Management My Development Plan

Certification

Continuous Learning

ACMIS History

Figure 1: My Development Plan Sub-Menu
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The View My Development Plan opens. The Development Plan that displays is referred to as the IDP

because it is the Individual’s Development Plan.

View My Development Plan

You can develop your own plan or import a Master Development Plan (MDP).

Dashboard » Manage Career » Career Path Manag b= My Devel t Plan

View My Development Plan
Edit Development Plan | Print Development Plan

Name: Dee Lea Tester Agency: DHS Bureau: Office of Policy Intern: No

Email Address: DeelLesTester@email.mil

Supervisor Name: Dianel Supervisor Supervisor Email: Dianel Supervisor@asme.com
Job Code: 0023

Pay Plan: AD Pay Grade: 02

Career Field: Program Management Level Required: 11 Level Achieved: 1 AWF: Yes
Work Address: 575 any Street, Fairfax, VA Work Phone: 555-1212 Ext: 345

Plan Progress: | | employes has completed 0% (0 of 0) of courses on development plan
Plan Status: Draft

Date Plan Last Submitted: Aug 11 2011

Date Last Processed By Supervisor:

Supervisor Comment:
Course Number Course Title Course Type Training Status Course Added By FY Quarter

Mo Completed Courses

Figure 2: View My Development Plan
Notice the Development Plan contains several sections: Employee Information and Development Plan
Information. The Development Plan Information section includes a listing of your scheduled and
completed courses.

Employee Information

The Employee Information section pre-populates with information from the Personal Profile. To edit

information within your Personal Profile, consult the Profile.
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Development Plan Information

Within the Development Plan Information window, there are several main sections:

e Courses

e Completed Courses

The Development Plan Information displays a Plan Progress graphic. The graphic updates whenever a

course is listed as complete in the Army Training Requirements and Resources System (ATRRS).

PMan Progredad | | ampacesa e comolessd F 2 of T4 0F COurbitt o0 DEvsloomet plen
Plan Status: Sppioved

Date Flan Last Selamitted: Sep 12 2001

Date Last Processed By Sepervisor Sep 12 2011

Smperyisor Commeenl:

Sepl 9, 2011 Provide evidence ofprerequisite completion DrCON21T (DHS) course

Figure 3: Development Plan Information
To quickly view your plan status, look to the Plan Status field. When a Supervisor acts on an IDP, the Plan
Status field is updated on the Supervisor's page as well as the Employee’s Development Plan Information

section. Additionally, Employees receive automated emails when the Supervisor acts on their IDP.

Always review the Date Plan Last Submitted information to make sure that it is accurate. The Date Last

Processed by Supervisor provides information about the workflow status.

The Supervisor Comment textbox includes comments from your Supervisor about your plan. Refer to the
Supervisor Email located within the Employee Information section to email your Supervisor about any
questions that you have about your Development Plan.

Courses

Courses are selected from drop-down lists and/or imported from Master Development Plans. This IDP list

includes the courses that you selected as well as any that your Supervisor included.

Completed Courses
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The Completed Course section lists the courses that you completed. If you have not yet completed any

courses, the “No Completed Courses” text appears.
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Figure 4: Completed Courses

If a course is not reflected as successfully completed in your IDP, double-check the FY and Quarter fields to
make sure they accurately reflect when the course was taken. If not, edit the FY and/or Quarter fields

through the Edit Development Plan link.

Click the hyphen (i=!) icon in the upper left corner to roll-up the Courses Scheduled by Employee, Courses
Scheduled by Supervisor, or Completed Courses sections. Courses that are selected by your Supervisor to
be included in your IDP are listed under Courses Scheduled by Supervisor. Completed courses are listed

under Completed Courses. While it is possible to select the Print Development Plan link that is located on

the right side, it is not advisable until your Supervisor has finished processing it.

NOTE: When viewing your development plan, you may notice a yellow message displays that indicates
changes to the plan have been submitted. You are still able to review and edit your plan but the link displays

the previously approved Development Plan.

Edit Development Plan

FAITAS v.2 includes functionality for Employees to add courses individually to their IDP or to import Master

Development Plans (MDPs).

To begin editing your Development Plan, select the Edit Development Plan link that is located at the right

corner of the View My Development Plan window.

Edit Development Plan | Print Development Plan

Figure 5: Edit Development Plan Button

o Add Courses Individually
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The Edit My Development Plan opens. Courses to add to your plan can be of two types: Resident and Web
Course Offerings or Continuous Learning Modules.

1. To add either course type, click the appropriate radio button next to the Course Type field.

2. The drop-down list that displays in the Course field corresponds to the selected Course Type.
Click the down arrow (IZ]) to select the course that you wish to add to your Development Plan. If
you select a course that is already on your Development Plan, an error message displays.

3. Click the down arrow (I=]) from the Scheduled FY field to select the year that you plan on taking
the course.

4. Click the down arrow (I2]) from the Scheduled Quarter field to select the quarter that you plan
on taking the course.

5. Click the Add Course button to complete the selection process.

Add Course
@ i ® i i T
o Course Type: @ Resident and Web Course Offerings ) Continuous Learning Modules Q e 2012|Z| Sthediled Quarter: lz'
9 Course: |ACQ 453 - LEADER AS COACH =]
e

Figure 6: Edit Development Plan

The Edit My Development Plan window refreshes to display the new course selection under the Courses
Scheduled By Employee section. The Course Number, Course Title, and Course Type are pre-populated. The
Training Status varies according to the workflow. When you first select a course, TBD (to be determined) is

listed as the Training Status.

Add Course

- @ ® =
Course Type: @ Resident and Web Course Offerings _ Continuous Learning Modules b e 2012E| Scheduled Quarter: 3E

Course: ACQ 453 - LEADER AS COACH |z|

-

Courses Scheduled By Employee

Course Number Course Title Course Type Training Status FY Quarter
2012 ™
Resident and Web
Delete ACQ 453 LEADER AS COACH Course Offerings TBD 2012[+] 3[=] | save )

Figure 7: Updated Development Plan

For all course types, click the down arrow (I=]) next to either the FY and/or the Quarter fields to change
information. This is possible only if your Training Status is TBD. The system generates an error message if
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you attempt to make changes when the Training Status is listed as something other than TBD, for example,

System Pending.

To save any changes that you make to the FY and/or the Quarter fields, click the Save link that is located on

the far right. The course list automatically displays with your saved changes.

Courses Scheduled By Employee

Course Number Course Title Course Type Training Status FY Quarter
FY 2012
Q Resident and Web o
Delete ACQ 453 LEADER AS COACH Course Offerings TBD 20125 Save

Figure 8: Edited Quarter Field

To delete a course that you scheduled that has not been acted upon by your Supervisor, click the Delete link
located on the line of the scheduled course request that you wish to delete. You cannot delete a course once

it has been acted upon by your Supervisor.

Courses Scheduled By Employee

Course Number Course Title Course Type Training Status FY Quarter
FY 2012
Resident and Web
( Delete ) | ACQa53 LEADER AS COACH Course Offerings TBD 2012E] 4E| Save

Figure 9: Before Course Deletion

After clicking the Delete link for ACQ453, a pop-up window confirms that the course should be deleted. Click
the OK button. The Edit Development Plan refreshes without the selected course in the list.

Courses Scheduled By Employee
Course Number Course Title Course Type Training Status FY Quarter

No courses scheduled

Figure 10: After Course Deletion

Once your classes are edited, refer to the next topic, Submit Development Plan, for additional details about

submitting your plan.

o Import Master Development Plan

FAITAS v.2 includes the option to import Master Development Plans (MDPs). MDPs are designed to make

IDP creation more efficient. MDPs can be created at the Agency level by an MDP Manager or at the Global
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level by an MDP Administrator. Each MDP includes the course requirements needed to achieve different
certification levels. MDPs can also be used as templates to help Employees choose courses to enter into their
own IDP.

To begin, click Edit Development Plan and then click the Import Master Development Plan link that is
located to the right of the Edit My Development Plan screen.

Import Master Development Plan | Print Development Plan I

Figure 11: Import Master Development Plan Link

1. The Select a Plan to Import window opens. Notice that each of the heading titles, Plan Name,
Agency, Career Field, Certification Level, and Description are underlined. Click any underlined
heading title to sort the information in that column. Click the heading title again to re-sort the
column information.

2. If a large number of Master Development Plans display, establish filter criteria to display a
smaller number of Master Development Plans. Enter a key word such as “education” or the first
few letters of a plan name, for example, “CON” in the Filter Plans field. The Master Development
Plans list automatically displays the filter results.

3. To reset the list so that it displays the original list, click the Reset button. The Select a Plan to
Import window refreshes to display the new list of Master Development Plans.

4. To choose a Master Development Plan, click the Select link next to the Plan that you want to

import.

Dashboard » Manage Career » Career Path Management » My Development Plan » Edit Development Plan » Select a Plan to Import
Select a Plan to Import
e- Filter Plans: e
Master Development Plans
N Cert. i
Plan Name Agency Career Field T Description
Select FAC-C Level I Depadment of Hoemeland Contracting I This is a plan to assist the C ...
=_= Security
Q Select FAC-C Level III g:g:rri‘tt;nent of Homeland Contracting 111 This is a plan to assist the C ...
Select FAC-C Level II Seegl?rri‘ttl;ne.nt of Homeland Contracting 11 This is a plan to assist the C ...

Figure 12: Master Development Plan Window
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The Import Master Development Plan screen opens.

o. MDP will be imported into -> IDP of Dee Lee Tester

A message displays which IDP will show the MDP that you selected.
If needed, use the Filter Courses field to filter the list of Master Development Plan Courses.

To do so, enter a key word or the first three letters of a Plan name in the Filter Plans field. The
Master Development Plans list automatically displays the filter results.
To reset the list so that it displays the original list, click the Reset button.
Review the list of courses that display. You can review the list of courses that you will import
as the Master Development Plan. MDPs are commonly used as templates. Employees

consult MDPs for guidance about which courses to import into their own IDP. Click the

checkbox (¥ ) next to each of the courses that you wish to include in the import process.

Click the FY down arrow (E) to make a selection. When choosing an FY, remember that this is
the proposed FY to complete the course.

Click the Quarter down arrow (E|) to make a selection. When selecting a Quarter, remember
that this is the proposed quarter to complete the course. If you do not select the FY or the
Quarter, the system generates an error message.

When you have selected all of the courses, FYs, and Quarters to include in the plan, click the

Import Plan button.

Dashboard » Manage Career » Career Path Management » My Development Plan » Edit Development Plan » Select a Plan to Import » Import Master Development Plan

Import Master Development Plan

= Master Devel t Plan Sul ry

Plan Name: FAC-C Level I1I

Agency: Department of Homeland Security
Career Field: Contracting

Certification Level: III

MDP Description:

This is a plan to assist the contracting individual in achieving Level Il certification. The courses below not designated by "(FED)" are web-based. For the classroom
version, manually add the course 1D designated by "(FED)". Two electives, a minimum of 16 hours each, are also required at Level lll and should ba manually added to
the plan. See full certification requirements for this Career Field at: [Enter URL]

e Filter Courses: Adv e
'Master Development Plan Courses Q
"]  Course Number Course Title Course Type Requirement Type FY Quarter
e CON 353 (FED) Advanced Business Solutions For Msn Support | Resident and Web Course Offerings | Certification Requirement 2013 E[ E

9 Import Plan

Figure 13: Import Master Development Plan
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A green text message verifies that the Master Development Plan was successfully imported. The Edit My
Development Plan refreshes to include the selected courses from the Master Development Plan. The
selected courses display within the Courses Scheduled by Employee section.

» Edit Development Plan

(0 Master Development Plan successfully imported ) o
Edit My Development Plan

Import Master Development Plan | Print Development Plan

Add Course

Course Type: @ Resident and Web Course Offerings ' Continuous Learning Modules 3

. 2 < Scheduled F: [2012[=]  Scheduled Quarter: [1[=]
Course: |- Select Resident and Web Course — E

Courses Scheduled By Employee
Course Number Course Title Course Type Training Status FY Quarter
2013

Delete | CON 353 (FED) ADVANCED EUSINESS SOLUTIONS FOR MSN suppory | esident and Web TBD 2013[~] =]  save
= Course Offerings

Courses Scheduled By Supervisor
Course Number ‘Course Title Course Type Training Status FY Quarter

No courses scheduled

Figure 14: Updated Development Plan with Imported Master Development Plan Courses

Notice that even though you imported these courses from the Master Development Plan, the options to

Delete and make adjustments to the FY and/or Quarter fields remain.

Review the Courses Scheduled by Employee and the Courses Scheduled by Supervisor selections to
ensure that the courses are correct. When all the courses are listed, click the Submit Plan button that sends

the plan to your Supervisor for review. The View My Development Plan window opens.

A green text message displays that confirms your plan was successfully submitted. While your Supervisor
reviews your plan, you will not be able to edit it. Requested courses display in the Courses section along with
information about who added the Course, for example, Supervisor, Employee, etc., and the course Training
Status.

NOTE: After completing a course, note that within your Dashboard, the Progress Bar advances to reflect your

IDP progress.

Submit Development Plan
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When you have selected your courses, click the Submit Plan (or Resubmit Plan if you previously submitted
a plan) button. Because you cannot edit a submitted plan until your Supervisor finishes processing it, make

sure that all of your courses have been selected.

Once you click the Submit Plan button, a system message opens indicating that the Development Plan was
successfully submitted to your Supervisor. Notice that the Training Status located under Courses

Scheduled by Employee adjusts to reflect the workflow status.

Register for Training

From within the Development Plan screen, FAITAS v.2 offers the functionality to register for classes.

Click the course number to display the application screen for an online course or a list of the places where
the course is being offered for a classroom course. From the locations presented, you can register for

training.

Once you register for training, a confirmation text message indicates that the Training Request has been

forwarded to the Registrar for review.

Your Trasning Request is completed but & has not been automatically approved
It has been forwarded to the FAL registras for conssdaration, Soe detads below,

Figure 15: Register for Class

NOTE: Consult the Create New Training Requests topic for more information about registering for classes.

Print Development Plan

While it is possible to print your development plan before your Supervisor makes a decision, it is

recommended that you wait to print it until your Plan Status is Approved.

Click the Print Development Plan link located at the top upper right side of the Edit My Development
Plan.
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Import Master Development Plan | Print Development Plan I

Figure 16: Print Development Plan Link

The Print pop-up window opens. Select your printing criteria. Click the Print button. To close the pop-up

window, select the (W$8) icon in the upper right corner.
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MANAGE CAREER: CERTIFICATIONS (CERT)

Related Topics |

Click for INSTRUCTIONS

The Manage Career | Certification tab includes functions to allow Employees to generate Certification

Requests, upload supporting documentation, and submit the application request to the approval chain.

The system automatically validates the listed required training against the Employee's training history, which

is viewable at the touch of a button on the Certification Request as well.

The Return to Employee feature allows Supervisors, Bureau Certification Managers (BCMs), and Agency
Certification Managers (ACMs) to request additional supporting documentation or clarifying information
from the Employee without stopping the workflow by disapproving the request. When the Employee

responds, the Certification Request is returned to the requestor rather than restarting the workflow.

e Supervisors Recommend Approval or Recommend Disapproval of Certification Requests. As
indicated, they have an additional communication line to the Employee via the Return to Employee
option.

e Bureau Certification Managers (BCMs) are an optional role within the FAITAS v.2 system. They can
Recommend Approval, Disapprove, or Return to Employee. Not all Agencies assign BCMs or they
may use a different term for the role. While the BCM is not the final approval authority, BCMs can
stop the workflow with a Disapprove decision.

e Agency Certification Managers (ACMs) are the final approval authority for Certification Requests. They
Approve or Disapprove Certification Requests. Like Supervisors and BCMs, they can also choose the

Return to Employee option.

Note: While Employees submit Certification Requests through FAITAS v.2, FAI does not process
Certification Requests. Agencies do. If your Certification Request has not been processed, verify the
status of your request by checking Manager Career | My Certification Requests. If the Status is

listed as "pending", contact your Bureau Certification Manager for help.
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My CERTIFICATION i
My CERTIFICATIONS
REQUESTS

MANAGE CAREER: CERTIFICATIONS - My CERTIFICATION REQUESTS

Related Topics |

Click for INSTRUCTIONS

My CERTIFICATION =
My CERTIFICATIONS
REQUESTS

Employees can request certifications. To ensure the process goes smoothly, have electronic versions of
supporting documentation to hand. To begin, select Manage Career | Certification | My Certification

Requests.

My Status Manage Career

Training
Career Path Management

Certification My Certification Requests

Continuous Learning My Certifications

ACMIS History

Figure 1: My Certifications Request Drop-Down Menu

The Certification Requests for [Employee Name] displays Certification Requests, Processed

Certification Requests, and Withdrawn/Systematic Purged Certification Requests.

Add Certification Request

To create a certification request, click the Add Certification Requests link.
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Dashboard » Manage Career » Certification » My Certification Reguests

Certification Requests for Dee Lee Tester

C [ Add Certification Requests ])

Action Agency Certification Level Status Submit Date
Edit Delete DHS Federal Acquisition Certification in Contracting I Not Submitted
Edit Delete DHS Federal Acquisition Certification in Contracting 111 Not Submitted

Action Agency Certification «  Level -~ Status Action Date =
View DHS Cost Estimating I Approved Apr @ 2012

View DHS Life Cycle Logistics Manager I Approved Apr 9 2012

Action Agency Certification Level Status Action Date

No withdrawn reguests.

Figure 2: Add Certification Requests
The New Certification Request window opens.
1. Select a required Certification from the drop-down list.

2. Select arequired Level from the appropriate drop-down list.
3. Click the Next button.
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Dashboard » Manage Career » Certification » My Certification Reguests » New Certification Request
New Certification Request

Employee Information
Mame: Dee Lee Tester Agency: DHS Bureau: Office of Policy
Email Address: deelestester@mail. mil

Supervisor Name: Dianel Supervisor Supervisor Email: Dianel.Supervisor@asmr.corm

Job Code: 0022 Pay Plan: AD Pay Grade: 02
Career Field: Program Management Lewvel Required: 2 Lewvel Achieved: 1 AWF: Yes
Work Address: Main Street Anv Town VA Work Phone: 5551212 Ext: 345

Certification Selection

Certification®: | Federal Acquisition Certification in Cuntra_ctingE

Figure 3: New Certification Request

NOTE: New certification requests should not be submitted for Certifications that have already been awarded
because the Employee Certification date will change. If you don't see a certification that has been awarded,
call your Certification Manager. If you don't know your Certification Manager, select Manage Career |
Certifications | My Certification Requests and then click the Certification Manager link for more

information.

Certification Requests for Dee Lee Tester

T ackd nerw raquast, chck on “Add Cartification Requests”,

Depending an e reguast status, wou may edt, withdraw, or delete a pending reguast by dicking on the available sction nest to the certification name
Tio wiew,print & copy of your Certification certificate, dick on the certification name in the Processed Certification Requests section. When the certificate
ig daplayed, use thypTmE RO 3 31 Ve e b prrt

Phease contact yohr Certification Manager T discuss asy discrepancies s your cortification records.

Add Cenifcalion Reguests

Figure 4: Certification Manager Link

The New Certifications Request window expands to display the Requirements section. Links for View My
Certifications and View Training History may be used by your Supervisor and others in the workflow as

additional background information to help them process your request. Carefully review the Education,
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Experience, and Training sections. In some cases supporting documentation is required. In other cases, it is

optional.

1. To upload documentation, click the Attach Supporting Documentation link and follow the instructions.
In the Training Section of the New Certifications Request, any course with a red (.X) means that
supporting documentation is required. Repeat the Attach Supporting Documentation step as often as
necessary until all supporting documentation is uploaded.

2. Click the checkboxes next to Education, Experience, and Training AFTER you upload your supporting
documentation.

3. Enter explanatory remarks in the Remark textbox. For example, you may want to provide more details
about a course that you took but that does not appear listed in your training history. Remarks entered in
the Remark textbox become part of your Training History record.

4. Read the Employee Statement that attests to the integrity of the training request. If the statement is
true, click the checkbox.

5. When you click the Employee Statement checkbox, the Submit Request button becomes active. Click
the Submit Request button. A green text message confirms that your request was submitted. Go to My

Career | Certification | My Certification Request to view the updated status of each request.
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Dashboard » Manage Career » Certification » My Certification Requests » New Certification Request

New Certification Request

Certification Request Information

Certification: Contracting Officer's Representative Lewvel: 1I Agency: DHS

Request Status: Not Submitted View My Certifications

Employee Information

Name: Dee lLee Tester Agency: DHS Bureau: Office of Policy

Email Address: diane.jackson@asmr.com

Supervisor Name: Dianel Supervisor Supervisor Email: Dianel.Supervisor@asmr.com
Job Code: 0023 Pay Plan: AD Pay Grade: 02

Career Field: Program Management Level Required: 2 Level Achieved: 1 AWF: Yes
Work Address: asdfasdf asdfasdf asdfasdf, [A Work Phone: 5551212 Ext: 345

Requirements

Q ] Education

= No Education Requirements specified. Agency specific requirements may apply.

Supporting Documents: (optional) Attach Supporting Documentation 0

Q |”] Experience

m one (1) year of previous COR experience reguired

Supporting Documents: (reguired) Attach Supporting Documentation 0
Q [l Training View Training History

Completion Courses
Status

OPTION 1 (SINGLE COURSE):

@ Contracting Officer's Representative (COR) Training (5 day)
OPTION II: (MULTIPLE MODULES)

COR 100 Contracting Officer’'s Representative (COR) Training (1 day)

CLM 024 Contracting Overview

CLE 028 Market Research for Technical Personnel

CLM 031 Improved Statement of Work

CLC 013 Performance Based Services Acguisition

CLC 011 Contracting for the Rest of Us

CLM 017 Risk Management
OPTION III (MULTIPLE MODULES)

ok ok ok Rk Rk

CLC 106 Contracting Officer Representative with a Mission Focus
CLM 024 Contracting Overview
CLE 028 Market Research for Technical Personnel
CLM 031 Improved Statement of Work
CLC 013 Performance Based Services Acquisition
CLC 011 Contracting for the Rest of Us
CLM 017 Risk Management
OPTION IV (MULTIPLE MODULES)

ok kR k| k| Kk

X CLC 222 Online Training for Contracting Officer's Representative
X CLE 028 Market Research for Technical Personnel
X CLM 031 Improved Statement of Work

The FAITAS Training History does not indicate completion of all required FAI/DAU training requirements. Please attach course completion
or other documentation of meeting the course objectives for all training requirements without a checkmark.

Supporting Documents: (required) Attach Supporting Documentation
Currently in Development by FAI

DAU
FAI and numerous contractors

Remarks

Q Remark: =

e Employee Statement

[T] 1 certify that, to the best of my knowledge and belief, all of the information on and attached to this request is true, correct, complete, and
made in good faith.
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Figure 5: Expanded New Certification Request

Supporting Documentation

FAITAS v.2 users can attach supporting documentation to verify and/or support training completion.

NOTE: The maximum file size per upload is 4 Mb.

To begin, click the Attach Supporting Documentation link.

Supporting Documentation (allow file size under 4 ME)

Attach Document: Attach Supporting Documentation

Figure 6: Attach Supporting Documentation Link

The Upload Document pop-up window opens with three (3) required fields as indicated by red text with
asterisks (*): Attach File, Document Type, and File Description.

1. Inthe Attach File field, click the Browse button. Select a file from your directories and/or folders and
click the Open button.

2. Select the Document Type from the drop-down list.

3. Enter a File Description in the text box.
Click the Submit button to upload the file.

()

Upload Document

Upload Supporting Documentation (affow file size under 4 MB)

Attach File*: C:iuUsers‘udiane_jac kson\DeskLop‘\MisceIIaneous‘\LMS_c or o

e| Document Type*: [ Othar |Z|
e| File Description*:
HNotes for the pre=sentation. ) -

272 characters remaining  (fimit: 300 characters)

@ (i) [Conca

F ;.
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Figure 7: Upload Document Pop-Up Window
Repeat the process for each supporting document that needs to be uploaded. Once submitted, the request
form updates to include the name of the supporting documentation file and a View link so that the file can be

viewed by others.

Supporting Documentation (allow file size under 4 MB)

Attach Document: Attach Supporting Documentation
File Name Description Document Type  File Date Action
LMS_comparison.pdf Notes for the presentation. Other Jun 8 2012 View

Figure 8: Updated Supporting Documentation File Information
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MANAGE CAREER: CERTIFICATIONS - My CERTIFICATIONS

Related Topics |

INSTRUCTIONS: To navigate to another topic, select one of the buttons below, click the Related Topics

button, or use the breadcrumbs above.

My CERTIFICATION !
My CERTIFICATIONS
Requests

Review/Print My Certifications

Employees can review their certifications and print certificates.

To view your certifications, select Manage Career | Certifications | My Certifications.

My Status Manage Career Manage Employees

Training

Career Path Management

Certification My Certification Reguests

Continuous Learning My Certifications

ACMIS History

Figure 1: My Certifications Sub-Menu

The Certifications History for [Employee Name] window opens with the Certifications title, Certifying

Agency, Level, and Certification Date listed for each certification.

Dashboard #» Manage Career * Certification » My Certifications

Certifications History for Dee Lee Tester

My Certifications

Heﬁm Certification < Level + Cerified Date  ~
DHS 11 Jun 5 2012

DHS Federal Acguisition Certification in Contracting I Jun 5 2012

KA Contracting Officer's Representative I Oct 26 2011

KA Federal Acguisition Certification in Contracting I Oct 26 2011

KA Federal Acguisition Certification in Contracting I Oct 24 2011
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Figure 2: Certifications History for [Employee Name]

If you notice an error in your Certification list, click the Certification Manager link for contact information.

Certification Requests for Dee Lee Tester

To add nerw raquast, chok an “Add Cartification Regquests™.
Depending on the reguast stabus, you may adt, withdraw, or delete a pending reguast by didang on the available adtion nest to the certification name.

To view/print a copy of your \.El‘tl'fb:ﬂtr:lr certificate, dick on the certification name in the Processed Certification Requests section. When the certificate
in displayed, e th e sereen o prnt

Phaase caatact yo r;mslimimﬁmmrl

disciiss gy discrapancies i@ your cartification reconds.

_Add Cenification Requests

Figure 3: Certifications Manager Link

Click the Certification title to open a File Download window that asks whether you want to Open or Save
the PDF file. Click the Open button. A PDF of the certificate for your Certification opens. Use the PDF

navigation to print or save a copy of your Certificate.

Homeland
Security

Certified Acquisition Professional

Cost Estimating
Level II

In recognition as a professional in the acquisition career field as evidenced by the
attainment of experience, education and trammng goals prescribed by
the Department of Homeland Security, this cerfificate is presented to

[Employee Name]

06/05/2012

Date of Issnance:

Figure 4: Completion Certificate Example
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MANAGE CAREER: CONTINUOUS LEARNING POINTS (CLP)

Related Topics |

Click for INSTRUCTIONS

The Manage Career | Continuous Learning function allows FAITAS v.2 users to add and manage their

Continuous Learning Point (CLP) requests. Use the CL menu to

e Manage CLP requests

e Manage Achievement Requests

e Track CLP history
NOTE: If you receive an error message indicating that the system does not recognize you as an Acquisition
Workforce (AWF) member, the Continuous Learning Points (CLP) module will not be available to you. To
change your AWF status, go to My Status | Profile. Scroll down to the Profile Information section and
enter Yes within the AWF Member field. Additional fields may display for you to answer; however, they are
not required. When you have completed all questions, click the Update Information button located at the
end of the screen. A green text message confirms that your Profile has been updated. Once you have

updated the AWF member information, the CLP module will be available for you to use.

After the CL Point request is approved, the CL Points are added to the Employee's overall total. FAITAS v.2
looks for the base number of CL Points required for the specific certification program, e.g., 40 CLPs for FAC-
COR every two years. Once FAITAS v.2 determines that the base number of hours are earned, it automatically

notifies the Employee that the review process for CL Achievement is ready to initiate.

NOTE: While FAITAS v.2 tracks the base number of CL Points, it is up to the Employee to ensure that all
Agency- and Bureau-specific CL requirements, e.g., annual ethics training, etc., are satisfied prior to initiating

the CL Achievement workflow.

When ready, Employees go to Manage Career | My Achievement Requests to submit their Achievement
for processing. Supervisors and Bureau Continuous Learning Managers (BCLMs) are involved in the workflow.
Once the Achievement request has been processed, the Employee's Achievement Request screen updates

with the new Status.
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My ACHIEVEMENT My CoNTINUOUS
My Point REQuEsTS
REQUESTS LEARNING

MANAGE CAREER: CONTINUOUS LEARNING - My POINT REQUESTS

Related Topics |

Click for INSTRUCTIONS

MY ACHIEVEMENT My ConTINUOUS
My PoinT REQUESTS
REQuEesTs LEARNING

Employees can request Continuous Learning Point (CLP) requests. CLP requests for training that is tracked

by FAITAS should not be requested because classes in an Employee's training history will already be included
in the CL history. The process for requesting approval of CLPs Employees have earned through participation
in locally funded training events, experiential assignments, and/or professional events involves submitting a

CLP request to your Supervisor who makes a recommendation.

Note: Depending on your Bureau policies, the final approval authority for CL Points will be either your

Supervisor or the Bureau Continuous Learning (CL) Manager.

To begin, select Manage Career | Continuous Learning | My Point Requests.

My Status Manage Career

Training
Career Path Management
Certification

Continuous Learning My Point Requests

ACMIS History My Achievement Requests

My Continuous Learning

Figure 1: My Point Request Sub-Menu
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The Continuous Learning Point Requests for [Employee Name] window opens from which you can add,

view, or edit CLP requests. Employees cannot edit CLP requests that have been acted upon by a Supervisor.

Dashbeard » Manage Career » Continuous Learning » My Point Reguests

Continuous Learning Point Requests for Dee Tester

[ Add Continuous Leamning Point Requests ]

Pending Continuous Learning Point Requests

Points

Action Event Name Event Type Req ad Status Submit Date
Mo pending requests.
Processed Continuous Learning Point Requests
Action Event Event Type Points Status Action Date
View Virtual Event Equivalency Exam 45 Approved Apr 92012

Figure 2: Continuous Learning Point Requests

New Continuous Learning Point Request

Click the Add Continuous Learning Point Requests button to display the Continuous Learning Point
Request screen. Use this screen to request your Supervisor's approval of Continuous Learning Points you

have earned through locally funded professional events.

1. All fields listed under Event Information are required as indicated by the red text with asterisks (*).
Complete the Event Name, Event Description, Event Type, Start Date, End Date, and Number of
Points Requested fields. Use the View Event Type Information link to define the event types and the
View Continuous Learning Point Information link to convert different Continuous Learning Point
values to CL Points.

Attach Supporting Documentation, if necessary.
Enter additional explanatory remarks in the Remark textbox. Remarks become a part of your
permanent Training History record.

4. Click the Submit Request button.
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Dashboard » Manage Career > Continuous Learning » My Point Reguests » Continuous Learning Point Request

Continuous Learning Point Request

Employee Information

Name: Dee Lee Tester Agency: DHS Bureau: Office of Policy

Email Address: DeeleeTester@company.mil

Supervisor Name: Dianel Supervisor Supervisor Email: Dianel.Supervisor@asmr.com
Job Code: 0023 Pay Plan: AD Pay Grade: 02

Career Field: Program Management Level Required: 2 Level Achieved: 1 AWF: Yes

Work Address: 345 AnyStreet, Fairfax, VA Work Phone: 5551212 Ext: 345
o Event Information
Event Name*: Maobile Technology Workshop

Event Description

(1000 character limit)*: Presented on mobile learning technologies from a Government

perspective
Event Type*: Conference or Seminar Presenter [=] View Event Tvpe Information 0
Start Date*: Jun 012012
End Date*: Jun 01 2012
Number of Points Requested*: g View Continuous Leaming Point Information o
Supporting Documentation (allow file size under 4 MB)
el Attach Document: Attach Supporting Documentation
Remarks
e| Remark: The conference includes a soclal media aspect as participants and &
presenters continue the conversation post-conference for a period of 30
days.

(4]
Figure 3: Add Continuous Learning Point Requests

A green text message confirms that your request was submitted. Depending on your Bureau's workflow, the
request will go to your Supervisor, as the final approval authority or it will go from the Supervisor to the
Bureau CL Manager, as the final approval authority. The Continuous Learning Point Requests for
[Employee Name] refreshes with an updated status. If you notice that a pending CLP Request has not been

acted upon, click the envelope (B&) icon to resend the request to your Supervisor.

Dashboard » Manage Career » Continuous Learning » My Point Regueasts

o Your Continuous Learning Point request has been submitted. o

Continuous Learning Point Requests for Dee Tester

[ Add Continuous Learning Point Requests ]

Pending Continuous Learning Point Requests

5 Points -
Action Event Name Event Type Requested Status Submit Date
Edit Mobile Technology Workshop Conference or Seminar Presenter g Supervisor Pending Jun 8 2012

Figure 4: Updated Status for Add Continuous Learning Point Request
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Once your Supervisor processes the request, the Status in the Pending Continuous Learning Point Requests
screen updates. If the Supervisor is not the final approval authority, the Status indicates Bureau CL Manager

Pending.

Dashboard » Manage Career » Continuous Learning » My Point Reguests

Continuous Learning Point Requests for Dee Tester

’ Add Continuous Learning Point Requests ]

Pending Continuous Learning Point Requests

E Points .
Action Event Name Event Type Requested Status Submit Date
View Mobile Technology Workshop Conference or Seminar Presenter 12 Bureau CL Manager Jun 8 2012

Pending

 —

Figure 5: Updated Employee CLP Request Status

NOTE: If the Supervisor is the final approval authority, the Continuous Learning Point Request will be

visible in the Processed CLP list along with the final decision.

When a request is processed, the FAITAS v.2 system automatically sends emails to the appropriate
stakeholders. Depending on your Agency/Bureau policies, the emails may get stopped by the firewall. If you
do not receive an email indicating the decision has taken place, click the View button in the Action column
next to the Event Name in the Continuous Learning Point Requests for [Employee Name] to display the
Continuous Learning Point Request Detail screen. Scroll to the Event Information section to view remarks
entered by your Supervisor or a Manager in the workflow. Click the <<Return to My Continuous Point Requests

link to return to the previous page.
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Continuous Learning Point Request Detail

<< Return to My Continuous Point Requests

Event Name: Mobile Technology Workshop Start Date: Jun 1 2012
Event Type: Conference or Seminar Presenter End Date: Jun 1 2012
Event Description: Presented on mobile learning technologies from a Government perspective

Points Requested: 12 Submission Date: Jun 8 2012

Request Status: Bureau CL Manager Pending

Remarks between Employee
el Ligtaana OthCal (=) User Name/Remark Date Remark
Dianel Supervisor Agree that the social media aspect warrants additional points.

Jun 11 2012 (Supervisor)

Figure 6: Supervisor's Comments for a Continuous Learning Point Request

FAITAS v.2 users can attach supporting documentation to verify and/or support training completion. The
maximum file size per upload is 4 Mb.

Supporting Documentation

To begin, click the Attach Supporting Documentation link.

Attach Document: Attach Supporting Documentation

Figure 7: Attach Supporting Documentation Link

The Upload Document pop-up window opens with three (3) required fields as indicated by red text with
asterisks (*): Attach File, Document Type, and File Description.

1. In the Attach File field, click the Browse button. Select a file from your directories and/or folders and
click the Open button.

2. Select the Document Type from the drop-down list.
Enter a File Description in the text box.

4. Click the Submit button to upload the file.
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(<)

Upload Supporting Documentation (aflow file size under 4 MB)

Attach File*: C-\Users\diane jackson\Deskiop\Miscellaneous\LMS_cor o

e| Document Type*: [Other E[
e| File Description*:
Notes for the presentation. ’ .

272 characters remaining  (limit: 300 characters)

O (5] [concel]

Figure 8: Upload Document Pop-Up Window

Repeat the process for each supporting document that needs to be uploaded. Once submitted, the request
form updates to include the name of the supporting documentation file and a View link so that the file can be

viewed by others.

Supporting Documentation (allow file size under 4 MB)

Attach Document: Attach Supporting Documentation
File Name Description Document Type  File Date Action
LMS_comparison.pdf MNotes for the presentation. Other Jun 8 2012 View

Figure 9: Updated Supporting Documentation File Information

In the Continuous Learning Points for [Employee Name] screen, click the Edit link under the Action
column of the Pending Continuous Learning Point Requests to display the original Continuous Learning
Point Request submitted to your Supervisor. As long as the request status is still "[XXX] Pending", fields can
be edited.

Edit Pending Continuous Learning Point Requests

In the following example, the Employee increased the Points Requested from "8" to "12" and added an

additional explanatory remark in the Remark textbox before resubmitting the CLP request.
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Continuous Learning Point Request

Employee Information
Name: Dee lee Tester Agency: DHS Bureau: Office of Policy

S T G e, fpreeeesen z 2 o=

Start vate . Jun 12012
End Date*: Jun 12012

@umber of Points Requested™*: 13 )View Continuous Learning Point Information

Supporting Documentation (aflow file size under 4 MB)

Attach Document: Attach Supporting Documentation
Remarks
User Name/Remark Date Remark
Dee Les Tester The conference includes a social media aspect as participants and presenters continue the
Jun 8 2012 (Employee) conversation post-conference for a period of 20 days.
—
Remark: Increased the number of points requested due to the additional time o
required post-conference.

907 characters remaining  (limit: 1000 characters)

’ Cancel ] ’ Cancel Request ] ’ Submit Request ]

Figure 10: Updated Continuous Learning Point Request

After the appropriate fields are edited, the Employee clicked the Submit Request button. A green text

message confirmed that the CLP request was updated and resubmitted to the Supervisor.
0 Your Continuous Learning Point request has been updated.

Figure 11: Confirming Text Message

Depending on your Bureau's workflow, the Supervisor or the Bureau CL Manager can return a request to an
Employee. Requests that are returned must contain an explanation for returning the request. The Return to
Employee function is designed to provide another line of communication between the administrators and
the Employee. For example, instead of disapproving a request that needs additional supporting

documentation, a Supervisor could request that the Employee attach additional documentation.

NOTE: When a request is returned to the Employee, there are two fields that can be edited: Attach

Supporting Documentation and Remarks textbox. No other fields are editable.
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Returned Continuous Learning Requests

When a Supervisor and/or Bureau CL Manager returns a request to an Employee, the Status in the
Continuous Learning Points for [Employee Name] screen contains the updated status: Returned by

Supervisor or Bureau CL Manager.

Dashboard » Manage Career » Continuous Learning *» My Point Requests

Continuous Learning Point Requests for Dee Tester

[ Add Continuous Learning Point Requests ]

Pending Continuous Learning Point Requests

e Points -
Action Event Name Event Type Requested Status Submit Date
Edit Maobile Technology Workshop Conference or Seminar Presenter 12 Returned by Jun 12 2012

Supervisor

Figure 12: Returned by Supervisor Status Update

Click the Edit link under the Action column next to the Continuous Learning Point Request that was

returned to display the Continuous Learning Point Request screen.

1. Review the Supervisor's request. Supervisors or Bureau CL Managers must enter an explanatory remark
in the Remark textbox when they choose the Return to Employee option.
Complete the requested task. In this case, your Supervisor requested supporting documentation.
Enter a message in the Remark textbox to confirm you have responded to the Supervisor's request.

4. Click the Resubmit Request button to resume the workflow.

FAITAS v.2, August 2012
98 |Page


javascript:TextPopup(this)

Continuous Learning Point Request

Employee Information

Name: Dee Lee Tester Agency: DHS Bureau: Office of Policy

Email Address: DeeleeTester@company.mil

Supervisor Name: Dianel Supervisor Supervisor Email: Dianel.Supervisor@asmr.com

Job Code: 0023 Pay Plan: AD Pay Grade: 02

Career Field: Program Management Level Required: 2 Level Achieved: 1 AWF: Yes

Weork Address: 345 Any Street Fairfax, VA Work Phone: 555-1212 Ext: 345

Event Information

Event Name: Mobile Technology Workshop Start Date: Jun 8 2012
Event Type: Conference or Seminar Presenter End Date: Jun 8 2012
Event Description: Full day presentation with additional social media commitments

Points Requested: 12 Submission Date: Jun 12 2012
Request Status: Returned by Supervisor

Supporting Documentation (allow file size under 4 MB)

Attach Document: Attach Supporting Documentation
File Name Description Document Type File Date Action e
OneNatelnstructions_MG.docx | Infarmation for Presentation Other Jun 12 2012 | View
Remarks
User Name/Remark Date Remark
0' Dianel Supervisor Please attach supporting documentation for this CLP request.
Jun 12 2012 (Supervisor)

Remark: Uploaded presentation information that includes the workshop agenda. -
Remarks are required for resubmission.

932 characters remaining  (limit: 1000 characters)

[ Cancel ] [ Resubmit Request ] a

Figure 13: Upload Document Pop-Up Window

A green text message confirms that the request was resubmitted and the Pending Continuous Learning

Points Request table displays with an updated status of Supervisor Pending (Resubmission).

NOTE: If your Supervisor does not process your CLP request, click the envelope (B8 ) icon to send a reminder

email.

(o Your Continuous Learning Point request has been resubmitted) o

Continuous Learning Point Requests for Dee Tester

[ Add Continuous Learning Point Requests ]

Pending Continuous Learning Point Requests

Points

Hemeion Status Submit Date

Action Event Name Event Type

View Maobile Technology Workshop Conference or Seminar Presenter 12 Supervisor Pending Jun 12 2012
(Resubmission)

Figure 14: Confirmation Resubmit Request Message
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From Manage Career | Continuous Learning | My Point Requests, FAITAS v.2 displays Pending and
Processed Continuous Learning Point Requests. Event Names, Event Types, Points Requested, Status,
and Submit and/or Action Dates are included.

View Pending/Processed Continuous Learning Point Requests

1. To view additional details, such as Supporting Documentation and CL Start and End Dates, select
the View link under the Action column to display the Continuous Learning Point Request Detail
screen.

2. Click the <<Return to My Continuous Point Requests link or the Cancel button to return to the

Continuous Learning Point Requests for [Employee Name] screen.

Continuous Learning Point Request Detail

e. << Return to My Continuous Point Requests

Employee Information
Name: Dee lee Tester Agency: DHS Bureau: Office of Policy

Email Address: DeeleeTester@company.mil

Supervisor Name: Dianel Suparvisor Supervisor Email: Dianel.Supervisor@asmr.com
Job Code: 0023 Pay Plan: AD Pay Grade: 02

Career Field: Program Management Level Required: 2 Level Achieved: 1 AWF: Yes
‘Work Address: 345 Any Street Fairfax , VA Work Phone: 555-1212 Ext: 345

Event Information

Event Name: Mobile Technology Workshop Start Date: Jun 12012
Event Type: Conference or Seminar Presenter o End Date: Jun 12012
Event Description: Presented on mobile learning technologies from a Government perspective

Points Requested: 12 Submission Date: Jun & 2012
Request Status: Approved
Remarks between Employee

and Approving Offidial(s) User Name/Remark Date Remark
Dee Tester Concur with Supervisor's comment
Jun 12 2012 (Bureau Manager)
Dianel Supervisor Agree that the social media aspect warrants additional points.
Jun 11 2012 (Supervisor)
Dee Tester Increased the number of points requested due to the additional time
Jun 8 2012 (Employee) required post-conference.
Dee Tester The conference includes a social media aspect as participants and
Jun & 2012 (Employee) presenters continue the conversation post-conference for a period of
30 days.
Supporting Documentation
File Name Description Document Type File Date Action o
LMS_comparison.pdf Motes for the presentation. QOther Jun 8 2012 View

@
Figure 14: Additional CLP Request Details
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MANAGE CAREER: CONTINUOUS LEARNING - MY ACHIEVEMENT
REQUESTS

Related Topics |

Click for INSTRUCTIONS

My ACHIEVEMENT My ConTINUOUS
My Point REQUESTS
REQUESTS LEARNING

Use My Achievement Requests to view pending and processed Continuous Learning Achievement

requests as well as the dates for the current continuous learning period.

After CL Points are added to an Employee's record, FAITAS v.2 looks for the base number of CL Points
required for specific certification programs, for example, 40 CLPs for FAC-COR every two years, and then
sends a system-generated alert to advise the Employee and Superintendent that his/her CL Achievement

workflow is ready to be initiated.

NOTE: An Achievement Status of Ready for Submission indicates only that the base number of CLPs have
been awarded for that certification program. Employees must also complete any Agency- and Bureau-specific

CL requirements, for example, annual Ethics training, prior to initiating the CL Achievement workflow.

The Continuous Learning Period doesn't change until after the expiration date. As long as the
Achievement Status is Approved, Employees can expect the CL Period to change on the day after the
Period End Date. Additional points taken within the current CL Period will not roll over to the new CL

Period. CL Points must be earned within the current CL Period in order to maintain certification.

NOTE: After approval, always check to make sure that the courses for other certifications are NOT going into

the Certificates that were officially approved.

In FAITAS v.2, the Dashboard displays a Continuous Learning Summary that is part of the Transcript
Summary widget that includes the current CL Period, points requested and awarded, as well as a progress

bar representing the CL Points earned and those still needed.

FAITAS v.2, August 2012
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Transcript Summary

Position Data

Job Title: Management Analyst

Career Field: Program Management

Job Series: 0023

Certifications

Federal Acquisition Certification in Contracting

Level II1

Continuous Learning Summary

Federal Acquisition Certification in

Contracting
Oct 28 2011 - Oct 27 2013

Jun 5 2012

Achieved

Points Awarded: (I |

Points required: 80

Program Financial Management

Jun & 2012 -Jun 5 2014

Points awarded: 8§72

Current

Points Awarded: |

Points reguired: 80

Federal Acquisition Certification in

Contracting
Jun 62012 -Jun 5 2014

Points awarded: 0

Current

Points Awarded: |

Foints required: 80

Points awarded: 0

Figure 1: Continuous Learning Summary from Dashboard

To begin, select Manage Career | Continuous Learning | My Achievement Requests to display the

Achievement Request for [Employee Name] screen.

My Status Manage Career

Training

Career Path Management
Certification

Continuous Learning

ACMIS History

My Point Requests

My Achievement Requests

My Continuous Learning

FAITAS v.2, August 2012
102 |Page



Figure 2: My Achievement Requests Sub-Menu

Useful Practice: Once FAITAS v.2 generates the notification that the Employee can initiate the
Achievement Level workflow, there are two ways to begin. One option is to look within My
Achievement Requests for the Achievement Request button located under the Action column. A
second option is to go to My Continuous Learning and click the Ready for Submission link located
under the Achievement Status column. Even though there is an extra step, a useful practice is to
begin with the My Continuous Learning link first as the displayed table provides Achievement
Summary Information, links to certificates, and lists all current CLPs as well as specific CL events;
however, step-by-step instructions are included for My Achievement Requests to help Employees

who are following the main navigation bar links to complete their tasks.

The Achievement Request for [Employee Name] screen allows Employees to make requests, view the

courses/training submitted for each certificate, and print Certificates of Completion.

NOTE: The Achievement Request button does not display unless there is a Continuous Learning Period
defined.

Dashboard *»* Manage Career » Continuous Learning * My Achievement Requests

Achievement Request for Dee Tester

Continuous Learning Periods

£ i Period Period Points Points z
ZEidnmr L Begin Date End Date Awarded Needed LRI
Life Cycle Logistics Manager I Apr 10 2012 Apr g 2014 152 0 Achievement Request

Figure 3: Achievement Request for [Employee Name]

Initiate Continuous Learning Achievement Request

Within Manage Career | Continuous Learning | My Achievement Requests, click the Achievement
Request button located under the Action column to display the Continuous Learning Achievement

Request screen.

1. In the Continuous Learning Achievement Request screen, review the Continuous Learning
Achievement Request.
2. Add any pertinent comments for the reviewer/s in the Remark textbox.

3. Click the Submit Achievement Request button.
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Dashboard » Manage Career » Continuous Learning » My Achievement Reguests » Continuous Learning Achievement Request

Continuous Learning Achievement Request o

Employee Information

MName: Dee Lee Tester Agency: DHS Bureau: Office of Paolicy

Email Address: DeeleeTester@company.mil

Supervisor Name: Dianel Supervisor Supervisor Email: Dianel.Supervisor@asmr.com
Job Code: 0023 Pay Plan: AD Pay Grade: 02

Career Field: Program Management Level Required: 2 Level Achieved: 1 AWF: Yes

‘Work Address: 345 Any Street Fairfax , VA Work Phone: 555-1212 Ext: 345

Achievement Information

Certification: Life Cycle Logistics Manager Level: II

Continuous Learning Period: Apr 10 2012 - Apr 9 2014 Required CLPs: 80 Achieved Date: Jun 1 2012
Status: Not Submitted

Continuous Learning Events (Apr 10 2012 - Apr 9 2014)

Points

Event Name Event Type Aararded Start Date End Date
Product Development Mentoring 20 Apr 9 2012 Apr 10 2012
Effective Logistics Management Conference or Seminar Presenter 60 Jun 12012 Jun 12012
Configuration M anagement Higher Education Course 60 Jun 12012 Jun 12012
Mobile Technology Werkshop Conference or Seminar Presenter 12 Jun 12012 Jun 12012
Total Points 152

Remarks

Remark: e B

l Cancel ] l Submit Achievement Request I e

Figure 4: Continuous Learning Achievement Request Review

A green text message confirms that the request has been submitted. Depending on your Agency's workflow,

your Supervisor and/or Bureau CL Manager will process the request.

Select the Close button to return to the updated Achievement Request for [Employee Name]. Notice the

Status column updates to Supervisor Pending.

Pending Continuous Learning Achievement Requests

- . . Period Period Achieved Submit A
Certification Level Tl End Date Date Status Dalc
Life Cycle L ogistics Manager 11 Apr 10 2012 | Apr 9 2014 Jun 12012 Supervisor Pending Jun 19 2012

Figure 5: Updated Continuous Learning Achievement Request Status

NOTE: If a reasonable amount of time has passed since you submitted your Achievement Request and the
Status remains as Supervisor Pending, click the blue envelope (E&) icon to resubmit the CL Achievement

Request to your Supervisor.

View Processed Continuous Learning Achievement Requests
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The Processed Continuous Learning Achievement Requests list includes features to both print the
Certificate of Completion and view the Certification Request itself. To begin, go to Manage Career |
Continuous Learning | My Achievement Requests to display the Achievement Request for [Employee

Name] screen.
1. Click the Certification title to view the Continuous Learning Achievement Request.
2. Click the Approved link under the Status column to view and/or print the Certificate of

Completion.

Dashboard » Manage Career » Continuous Learning » My Achievement Reguests

Achievement Request for Dee Tester

= ———4]
Processed Continuous Learning Achievement Requests

5 Z Period Period Achieved Submit Processed

Certification + Level  geginDate End Date Date Status e Date * Date

o Contracting Officer's Representative 111 Jan 25 2012 Jan 24 2014 Mar 13 2012  Approved Apr 9 2012 Apr 10 2012
Federal Acquisition Certification in
Contractin III Oct 28 2011 Oct 27 2013 Mar 13 2012  Approved Apr 10 2012 Apr 10 2012
Federal Acquisition Certification in
o III Jan 26 2012 Jan 25 2014 Mar 13 2012 = Approved Apr 10 2012 Apr 11 2012
Ordering Official Certification I Apr 10 2012 Apr 9 2014 Jun 12012 Approved Jun 5 2012 Jun 5 2012
Program Financial Management 111 Jan 27 2012 Jan 26 2014 Mar 20 2012  Approved Apr 10 2012 Apr 10 2012

Figure 6: Processed Continuous Learning Achievement Requests

Print Achievement Certificate of Completion

FAITAS v.2 provides alternative ways to print a Certificate of Completion once the Achievement Request is

approved.

Option 1: Manage Career | Continuous Learning | My Achievement Requests and click the
Approved link under the Status column of the Processed Continuous Learning Achievement
Requests.
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Dashboard » Manage Career » Continuous Learning » My Achievement Reguests
Achievement Request for Dee Tester
Continuous Learning Periods
i = Period Period Points Points 2
Certification Level Begin Date End Date Awarded Needed GIEETT
Life Cycle Logistics Manager 11 Apr 10 2012 Apr Q2014 152 0
Pending Continuous Learning Achievement Requests
. - Period Period Achieved Submit
Certification Level Begaiiate End Date Iate Status Date
Mo Requests.
Processed Continuous Learning Achievement Requests
- : i Period Period Achieved Submit . Processed
B Level  Goginpate  End Date Date Status Date Date
Contracting Officer's Representative I Jan 25 2012  Jan 24 2014 Mar 13 2012 | Aporoved Apr g 2012 Apr 10 2012
Federal Acquisition Certification in
Contractin 11 Oct 28 2011 Oct 27 2013 Mar 13 2012 \ Approved Apr 10 2012 Apr 10 2012

Figure 7: Approved Processed Achievement Requests

Option 2: Manage Career | Continuous Learning | My Continuous Learning and click the

Approved link under the Status column of the Current Continuous Learning Periods table.

Dashboard » Manage Career » Continuous Learning » My Continuous Learnin

Continuous Learning Periods for Dee Tester
Current Continuous Learning Periods
certicaton = R - S
+ Federal Acquisition Certification in Contracting 111 Oct 28 2011 Oct 27 2013 872 0 Approved
+ Contracting Officer's Representative 111 Jan 25 2012 Jan 24 2014 872 0 Approved
+ Ordering Official Certification | Apr 10 2012 Apr 9 2014 152 0 vggmved j
+ Life Cycle Logistics Manager 11 Apr 10 2012 Apr 9 2014 152 0 Ready for submission
+ Cost Estimating 11 Jun 6 2012 Jun 52014 0 80 N/A
+ Program Financial Management I Jun 6 2012 Jun 5 2014 0 80 N/A
+ Federal Acquisition Certification in Contracting 111 Jun b 2012 Jun 52014 0 80 N/A

Figure 8: Approved Achievement Requests

Once Approved is clicked from either Option 1 or Option 2, the File Download pop-up window displays with
several options to Open, Save, or Cancel. The quickest option for printing the Certificate is to select the
Open button. A PDF of the certificate opens. Select File | Print. Select the printer and print options and click
the Print button.
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Homeland
Security

Certificate of Achievement

Ordering Official Certification
Level I

In recogmition of the attaimnment of the continuous learning requirements prescribed by
the Department of Homeland Securnty, this certificate 1s presented to

Dee Lee Tester

For the Period of April 10, 2012 - April 9, 2014
Tl . Putia
Ellen A. Murray E/
Chair |
DHS Acquisition Certification Board

Figure 9: Sample Certificate of Achievement

NOTE: You will need Adobe Acrobat Reader installed to view the PDF file. If you do not have it installed, use

this link to download a free copy or consult your IT Department if you are unable to download software.

Once you have printed the Certificate, click the [BE38] |located in the upper right to close the window and
return to the Continuous Learning Periods for [Employee Name] screen.
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MANAGE CAREER: CONTINUOUS LEARNING - My CONTINUOUS
LEARNING

Related Topics |

Click for INSTRUCTIONS

My ACHIEVEMENT My ConTInUOUS
My PoINT REQUESTS
REQUESTS LEARMING

For some tasks, FAITAS v.2 provides different avenues for accessing a function. For example, Employees can

view and print Certificates of Completion from the My Achievement Requests screen or from within the
My Continuous Learning tab. The My Continuous Learning screen contains more details about Current

Continuous Learning periods and Continuous Learning Events.

To begin, select Manage Career | Continuous Learning | My Continuous Learning to display the

Continuous Learning Periods for [Employee Name] screen.

My Status Manage Career

Training

Career Path Management
Certification

Continuous Learning My Point Requests

ACMIS History My Achievement Requests

My Continuous Learning

Figure 1: My Continuous Learning Sub-Menu

Training taken through FAI and/or DAU within the current Continuous Learning Period and approved
Continuous Learning Point requests are listed on this screen. The Continuous Learning Periods for
[Employee Name] captures the Employee's total earned Continuous Learning. As long as a course was
taken within the Continuous Learning Period, it will automatically transfer. Because of the comprehensive
training details, a recommended practice is for Employees to begin here when initiating the Achievement

workflow.
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After CL Points are added to an Employee's record, FAITAS v.2 looks for the base number of CL Points
required for specific certification programs, for example, 40 CLPs for FAC-COR every two years, and then
sends a system-generated alert to advise the Employee and Superintendent that his/her CL Achievement

workflow is ready to be initiated.

The Continuous Learning Period doesn't change until after the expiration date. As long as the
Achievement Status is Approved, Employees can expect the CL Period to change on the day after the
Period End Date. Additional points taken within the current CL Period will not roll over to the new CL

Period. CL Points must be earned within the current CL Period in order to maintain certification.

NOTE: After approval, always check to make sure that the courses for other certifications are NOT going into

the Certificates that were officially approved.

Initiate Continuous Learning Achievement Request

Employees can view and/or print the approved Continuous Learning Achievement certificate or view

approved event information for a specific CL Period.

Follow Manage Career | Continuous Learning | My Continuous Learning to display the Continuous
Learning Periods for [Employee Name] screen.

Dashboard » Manage Career » Continuous Learning *» My Continuous Learnin

Continuous Learning Periods for Dee Tester

Current Continuous Learning Periods

Period Period Points Points { Achievement \

Certification Level

Begin Date End Date Awarded Needed Status

+ |Federal Acquisition Certification in Contracting 111 Oct 28 2011 Oct 27 2013 872 Q Approved

+ |Contracting Officer's Representative 111 Jan 25 2012 Jan 24 2014 872 0 Approved

+ |Ordering Official Certification I Apr 10 2012 Apr 9 2014 152 0 Approved

+ |Life Cycle Logistics Manager 11 Apr 10 2012 Apr 9 2014 152 0 Ready for submission
+ |Cost Estimating 11 Jun 6 2012 Jun 5 2014 0 80 MN/A

+ [Program Financial Management I Jun 6 2012 Jun 5 2014 u} a0 /A

k+.JFederaI Acquisition Certification in Contracting 111 Jun 6 2012 Jun 5 2014 0 80 Q.I,I’A /

Continuous Learning Events (Oct 28 2011 - Jun 5 2014)
Points

Event Name Event Type =y Start Date End Date

Mobile Technology Workshop Conference or Seminar Presenter 12 Jun 12012 Jun 12012
CLO Leadership Conference or Seminar Attendance 45 Apr 2 2012 Apr 3 2012
Virtual Event Equivalency Exam 45 Apr 2 2012 Apr 3 2012

Figure 2: Continuous Learning Periods for [Employee Name]
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NOTE: To view the individual events that were approved for each Certification, click the plus (#) icon located
under the Certification column. To print certificates of completion click Approved located under the

Achievement Status for the desired certification.

Click the Ready for Submission link under the Achievement Status column to initiate the workflow and
open the Achievement Request for [Employee Name] screen.

NOTE: An Achievement Status of Ready for Submission indicates only that the base number of CLPs have
been awarded for that certification program. Employees must also complete any Agency- and Bureau-specific

CL requirements, for example, annual Ethics training, prior to initiating the CL Achievement workflow.

1. In the Continuous Learning Achievement Request screen, review the Continuous Learning
Achievement Request.
2. Add any pertinent comments for the reviewer/s in the Remark textbox.

3. Click the Submit Achievement Request button.

Dashboard » Manage Career » Continuous Learning » My Achievement Reguests » Continuous Learning Achievement Request

Continuous Learning Achievement Request o

Employee Information

MName: Dee Lee Tester Agency: DHS Bureau: Office of Paolicy

Email Address: DeeleeTester@company.mil

Supervisor Name: Dianel Supervisor Supervisor Email: Dianel.Supervisor@asmr.com

Job Code: 0023 Pay Plan: AD Pay Grade: 02

Career Field: Program Management Lewvel Required: 2 Lewvel Achieved: 1 AWF: Yes

‘Work Address: 345 Any Street Fairfax , VA Work Phone: 555-1212 Ext: 345

Achievement Information

Certification: Life Cycle Logistics Manager Level: II

Continuous Learning Period: Apr 10 2012 - Apr 9 2014 Required CLPs: 80 Achieved Date: Jun 1 2012
Status: Not Submitted

Continuous Learning Events (Apr 10 2012 - Apr 9 2014)

Points

Event Name Event Type ) Start Date End Date
Product Development Mentoring 20 Apr 9 2012 Apr 10 2012
Effective Logistics Management Conference or Seminar Presenter 60 Jun 12012 Jun 12012
Configuration M anagement Higher Education Course 60 Jun 12012 Jun 12012
Mobile Technology Workshop Conference or Seminar Presenter 12 Jun 12012 Jun 12012
Total Points 152

Remarks

Remark: e =

I Cancel ] I Submit Achievement Request I e

Figure 3: Continuous Learning Achievement Request Review

A green text message confirms that the request has been submitted. Depending on your Agency's workflow,

your Supervisor and/or Bureau CL Manager will process the request.
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Select the Close button to return to the updated Achievement Request for [Employee Name]. Notice the

Status column updates to Supervisor Pending.

Pending Continuous Learning Achievement Requests
3 = . Period Period Achieved Submit o

Certification Level Beqin Date End Date Date Status Date

Life Cycle Logistics Manager i Apr 10 2012 Apr 9 2014 Jun 1 2012 Supervisor Pending Jun 19 2012

Figure 4: Updated Continuous Learning Achievement Request Status

NOTE: If a reasonable amount of time has passed since you submitted your Achievement Request and the
Status remains as Supervisor Pending, click the blue envelope (E&) icon to resubmit the CL Achievement

Request to your Supervisor.

To review the status of any pending or processed CL Achievement request, go to Manage Career |
Continuous Learning | My Achievement Requests to display the Achievement Request for [Employee

Name] screen that includes both Pending and Processed listings.
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MANAGE CAREER: ACMIS HISTORY - My ACMIS HISTORY

Related Topics |

Click for INSTRUCTIONS

The Federal Acquisition Institute (FAI) Acquisition Career Management Information System (ACMIS), a self-

reported acquisition training and certification application, was decommissioned on 31 May 2011. If you do
not see any information, it is because no records were found based on FAITAS profile information you

provided that could be matched against the ACMIS database, and no further action is required.

Your FAITAS v.2 training history does not include ACMIS training information. To view your ACMIS training
history, go to Manage Career | ACMIS History | My ACMIS History.

My Status Manage Career

Training

Career Path Management

Certification

Continuous Learning

ACMIS History My ACMIS History

Figure 1: My ACMIS History Sub-Menu

The ACMIS History for [Employee Name] screen opens.
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Dashboard » Manage Career » ACMIS History » My ACMIS History

ACMIS History for [Employee Name]

Graduation Year Degree Major Minor School/University
Mo ACMIS Education data was found.

Course Title Start Date End Date Training Provider
No ACMIS Training data was found.

Description Bureau/Agency Award Date
No ACMIS Certification data was found.

Figure 2: ACMIS History for [Employee Name] Screen

The information provided is not verified. It is provided for reference only. If you notice an error, contact your
Certification Manager. If you don't know your Certification Manager's name, go to Manage Career |
Certification | My Certification Requests and click the Certification Manager link to view additional how-

to-contact information.
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MANAGE EMPLOYEES

Related Topil:sl

Click for INSTRUCTIONS

FAITAS v.2 provides functionality for Supervisors, Registrars, Administrators, and Manager to support

Employees with their career development needs.

e Training: Process Employee training requests

e Career Path Management (CPM): Manage Individual Development Plans (IDPs) and creating Master
Development Plans (MDPs)

o Certification (CERT): Process Employee certifications

e Continuous Learning Points (CLP): Manage CLP requests and Achievement Requests

FAITAS v.2, August 2012
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MANAGE EMPLOYEES: TRAINING

Related Topics |

Click for INSTRUCTIONS

The Manage Employee | Training tab allows those with appropriate roles to review and process Employee

training requests.

Review Tramming REQUESTS

FAITAS v.2, August 2012
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MANAGE EMPLOYEES: TRAINING - REVIEW TRAINING REQUESTS

Related Topics |

Click for INSTRUCTIONS

Review TrRaminG REQUESTS

FAITAS v.2 provides two ways to access pending requests. From your Dashboard, click Manage Training
Requests or click Review Training Requests under the Manage Employees tab. The Pending Request for

Supervisor screen opens.

Pending Requests for Supervisor

v lmhiem W g el [T ] (R o] i v ] (O e R ) Tl e’ 0 AL [ B0 D 1 e | gl
- Emparviser Fesdisg Regaanis
. el 4 Bl Rewrrsies
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el OO DR Dy My 4 3911 Sy ¥ UMD Bay 1D I0LN ke LD BBI1

Figure 1: Pending Requests for Supervisor

Click the Employee’s name to approve or disapprove a training request. The Review of [Course Title]

Request for [Employee’s Name] screen opens. As a Supervisor, you may take one of the following actions:

o Forward to Training Manager if a Training Manager is designated for the Bureau or Forward to FAI
if no Training Manager is designated for the Bureau. This action notifies the Employee of your
concurrence and forwards the request to the Training Manager or Registrar if there is no Training
Manager in the workflow.

o Disapprove Request. This action notifies the Employee that you disapproved the request and places
the training request in a disapproved status. If you disapprove a request, you must enter comments

with an explanation.

1. Training Offering Information displays details about the specific training.

2. View Training History includes information about the Employee’s past and present training requests.

3. Use the General Remark textbox to enter comments. This is where you, for example, enter an
explanation if the Employee’s training request is disapproved.

4. Click Add Remark button.

Click the Forward to Training Manager or Disapprove Request button.
FAITAS v.2, August 2012
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Review of APM 350B (Arlington, VA) Request
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Figure 2: Review of Employee Request

If you approve the training request, it is sent to the agency’s Training Manager who may approve or
disapprove the request. Once the Training Manager approves or disapproves the training request, an e-mail
notification is sent to the Employee as well as to you as the Supervisor. If there is no Training Manager, your
approval recommendation is forwarded to the Registrar who is the final approval authority for training

application requests.

In the Application window, you can also View Training History of the Employee. View Training History
allows Supervisors to look at all the previous training requests that have been submitted by the Employee,

current training requests, and what actions were taken by the Supervisor.
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Trainlag Histery

Course @ + Course Tite sy S8 Date Lo Date
ACQ 2018 INTERMEDIATE SYSTEMS ACQUESITION Supsrdeor Pending  Sep 2620011 Sep 20 2011
CLC 027 BN AMSERTCAN ACT Ry st Ot 1 2010 Sep 28 JO11

Figure 3: Employee's Training History

Regardless of whether you approve or disapprove a training request, a confirmation window opens that
indicates the Employee will receive an email explaining your action. Click OK to close the window.
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MANAGE EMPLOYEES: CAREER PATH MANAGEMENT (CPM)

Related Topics |

Click for INSTRUCTIONS

The Manage Employees | CPM tab allows those with appropriate roles to review Individual Development
Plans (IDPs), search for Master Development Plans (MDPs), and print Development Plans.

ReviEw DEVELOPMENT SEARCH FOR PRINT DEVELOPMENT
PLaNS DEVELOPMENT PLANS Pran
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MANAGE EMPLOYEES: CPM - REVIEW DEVELOPMENT PLANS

Related Topics |

Click for INSTRUCTIONS

REVIEW DEVELOPMENT SEARCH FOR DEVELOPMENT PRINT DEVELOPMENT
Prans Prans PLan

Supervisors can review and take action on Employee IDPs.

To begin the process, click the Manage Employees tab on the main navigation bar. A drop-down menu
displays. Hover your mouse over Career Path Management to display a second drop-down menu. Click

Review Development Plans.

My Status Manage Employees Manage Workforce Manage System m

Training

Career Path Management k| Review Development Plans

Certification Search For Development
Plans

Conkinuous Leatning
Figure 1: Review Development Plans Sub-Menu
The Review Development Plans screen opens to display two main sections:

e Pending Development Plans

e Processed Development Plans (Last 60 Days)

If you have previously processed an Employee’s Development Plan and the Employee has made additional
changes and resubmitted the plan, it will appear under Pending Development Plans not under Processed

Development Plans.
To view a Processed Development Plan, click the Employee's name under the Name column.

To process a Pending Development Plan, click the Employee’s name under the Name column.
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Dashboard » Manage Employees » Career Path Management » Review Development Plans

Review Development Plans

Pending Development Plans

Name Date Submitted Employee Email

Dee Lee Tester Aug 07 2012 DL.Tester@mail.mil

Processed Development Plans (Last 60 Days)
Name Date Submitted Date Processed Status Employee Email

Mo processed development plans

Figure 2: Pending Development Plans
The Employee’s Process Development Plan opens. Notice the Development Plan contains several sections:

Employee Information pre-populates with information from the Personal Profile. It includes a link
to the Employee's email address as well as a link to your email address. Employees may communicate

with you about their Development Plans via this email link.

Cl Employee Information
Name: Dee Lee Tester Agency: DHS Bureau: Office of Policy Intern: Mo

Email Address: DL Tester@military.mil

Supervisor Name: Jane Testerd Supervisor Email: Jane.Testerd@asmr.com

Job Code: 0023

Pay Plan: AD Pay Grade: 02

Career Field: Program Management Level Required: II Level Achieved: I AWF: Yes
Work Address: 245 Any Street Fairfax , VA Work Phone: 555-1212 Ext: 345

Figure 3: Employee Information

Development Plan Information displays a Plan Progress graphic. The graphic updates whenever a
course is listed as complete in the Army Training Requirements and Resources System (ATRRS). If the
Employee submitted an earlier Development Plan, any comments that you entered about the Plan will
display under the Supervisor Comment textbox. The Plan Status, Date Plan Last Submitted, and
Date Last Processed by Supervisor fields are all automatically populated as soon as you make a

decision about the Employee's Development Plan.
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Development Plan Information

Plan Progress: | employee has completed 0% (0 of 4) of courses on development plan

Plan Status: Pending Supervisor
Date Plan Last Submitted: Aug 7 2012
Date Last Processed By Supervisor:

Supervisor Comment:

Figure 4: Development Plan Information

Add Course is where you can add Resident and Web Course Offerings or Continuous Learning

Modules courses to the Employee’s IDP. For more details, consult the Add Course section.

Add Course
Course Type: @ Resident and Web Course Offerings () Continuous Learning Modules
Course: — Select Resident and Web Course — - Scheduled Fy: 2012 ~  Scheduled Quarter: 1 ~

Figure 5: Add Course

The Courses Scheduled by Supervisor listing displays all courses added by the Supervisor. When a
new course is entered, TBD is indicated as the Training Status. The Training Status changes when the

Employee submits a training request for that course.

Courses Scheduled By Supervisor
Course Number Course Title Course Type Training Status FY Quarter

Mo courses scheduled

Figure 6: Courses Scheduled by Supervisor

The Courses Scheduled by Employee list includes any courses that the Employee selected for their
Individual Development Plan (IDP). These courses were selected by the Employee from drop-down

lists and/or imported from Master Development Plans.

Courses Scheduled By Employee

Course Number Course Title Course Type Training Status FY Quarter
FY 2013
Resident and Web
CON 353 (FED) ADVANCED BUSINESS SOLUTIONS FOR MSN SUPPORT Course Offerings TBD 2013 1
Resident and Web
ACQ 370 ACQUISITION LAW Course Offerings TBD 2013 4
FY 2014
ACQ 453 LEADER AS COACH Resident and Weh TBD 2014 4
Course Offerings
Resident and Web
APM PRM PROJECT RISK MANAGEMENT Course Offerings TBD 2014 4

Figure 7: Courses Scheduled by Employee
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The Completed Courses section displays all of the Employee's Completed Courses. All courses

registered as complete within the Army Training Requirements and Resources System (ATRRS) display

in the list.
= Completed Courses
Course Number Course Title Course Type Course Source Scheduled FY Date Completed
No Completed Courses
Figure 8: Completed Courses
Print Development Plan

To print a development plan, click the Print Development Plan link to display a printer-friendly version of

the Development Plan. Follow the print instructions for your printer.

Import Master Development Plan | Print Development Plan I

Figure 9: Print Development Plan Link

Process Development Plan

To process an Employee’s IDP, you can import a Master Development Plan (MDP, print the Development

Plan, add courses, or take action based solely on the Employee’s IDP.

Import Master Development Plan

Within the Process Development Plan window, click the Import Master Development Plan link.

Import Master Development Plan | Print Development Plan I

Figure 10: Import Master Development Plan

The Select a Plan to Import screen opens with a list of the Master Development Plans available to import

to an Employee’s IDP.

NOTE: To filter the available list, enter keywords, such as "education" or the first three letters of a MDP title,
such as "CON" into the Filter Plans field. The Master Development Plans list immediately updates. To return

to the original list, click the Reset button.
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Dashboard » Manage Employees » Career Path Management » Review Development Plans * Process IDP » Select a Plan to Import

Select a Plan to Import
Filter Plans:
Master Development Plans
g Cert. S
Plan Name Agency Career Field i 1 Description
Select FAC-C Level I DEiErI of Homeland Contracting 1 This iz a plan to assist the C ...
e Security
Select FAC-C Lewvel II1 Department of Homeland Contracting 111 This is a plan to assist the C ...
—— Security
Select FAC-C Level 11 g:gfrri-tt;nent of Homeland Contracting I Thizs is a plan to assist the C ...

Figure 11: Select Master Development Plan

To sort the Master Development Plans that are listed, click an underlined heading title, for example, Plan
Name, Agency, etc. To re-sort the list, click the heading title again.

To choose a Master Development Plan, click the Select link next to the Plan that you want to import. The
Import Master Development Plan window opens.

1. The system displays a message to confirm which IDP will show the MDP that you selected.

2. The summary may include the Plan Name, Agency, Career Field, Certification Level, and MDP
Description.

3. If needed, use the Filter Courses field to filter the list of Master Development Plan Courses.

To refresh the screen with the non-filtered MDP Course list, click the Reset button.

5. Review the list of courses that display. Click or unclick the checkbox (¥ ) next to each of the courses
that you wish to include or exclude from the import process.

6. Click the FY down arrow (I=]) to choose the fiscal year in which you intend to complete the course.

7. Click the Quarter down arrow ( I=) to choose the quarter in which you intend to complete the course.
The choices of a FY and Quarter do not commit you to that time frame. It does, however, provide your
Supervisor with an idea as to when you intend to complete the training. If you do not select a FY or
Quarter, the system generates an error message.

8. When you have selected all of the Courses, FYs, and Quarters to include in the plan, click the Import
Plan button.
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Import Master Development Plan

o MDP will be imported into -> IDP of Dee Lee Tester

= Master Devel t Plan 5

Plan Name: FAC-C Level I

Agency: Department of Homeland Security
Career Field: Contracting

Certification Level: I

MDP Description:

This is a plan to assist the Contracting individual in

achieving Level I certification. The courses below not

designated by "(FED)" are web-based. For the classroom

version, manually add the course ID designated by

"(FED)". An elective, minimum of 16 hours, is also required

at Level I and should be manually added to the plan. See

full certification requirements for this Career Field at:
http://dhsconnect.dhs.gov/org/comp/mgmt/cpo/paw,/Pages/CertificationPrograms.aspx

e Filter Courses: 0

Master Development Plan Courses

ry

Dashboard *» Manage Employees » Career Path Management » Review Development Plans » Process IDP » Select a Plan to Import » Import Master Development Plan

"] Course Number Course Title Course Type Requirement Type
6 @ CON 120 (FED) Mission Focused Contracting Resident and Web Course Offerings Certification Requirement

e Import Plan

© e

Figure 12: Steps to Import Master Development Plan

A green text message verifies that the Master Development Plan was successfully imported.

o Master Development Plan successiully imported

Figure 13: Successful Master Development Import Plan

The Process Development Plan window refreshes to include the selected courses from the Master

Development Plan. The selected courses display within the Courses Scheduled by Supervisor section.

L Courses Scheduled By Supervisor
Course Number Course Title Course Type Training Status FY Quarter

FY 2014
Resident and Web

Delete = CON 100 SHAPING SMART BUSINESS ARRANGEMENTS Course Offerings TBD 2014 ~ 2 - Save
Resident and Web

Delete = CON 110 (FED) MISSION SUPPORT PLANNING Course Offerings TED 2014 ~ 2~ Save
Resident and Web

Delete | CON 111 (FED) MISSION STRATEGY EXECUTION Course Offerings TED 2014 ~ 2 - Save
Resident and Web

Delete = CON 112 (FED) MISSION PERFORMANCE ASSESSMENT Course Offerings TBD 2014 ~ 2~ Save

Figure 14: Updated Courses Scheduled by Supervisor Section
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Notice that even though you imported this Master Development Plan, the options to Delete and edit the FY
and/or Quarter fields remain. If you are ready to act on the Employee’s IDP, continue to the Complete the

IDP Process topic.

Add Course

You can add individual Resident and Web Course Offerings or Continuous Learning Modules courses to
the Employee’s IDP.

1. In the Process Development Plan window, click the appropriate radio button next to the Course
Type field. The Course drop-down list varies according to your selection.

2. From the Course drop-down list, select the course that you wish to add to the Employee’s IDP.

3. Click the down arrow (I=]) from the Scheduled FY field to select the fiscal year in which you intend to
complete the course.

4. Click the down arrow (IZ]) from the Scheduled Quarter field to select the quarter in which you intend
to complete the course, for example, 1 = October, November, December; 2 = January, February,
March, etc.

5. Click the Add Course button.

Add Course
o# Course Type: @ Resident and Web Course Offerings ) Continuous Learning Modules
9| Course: ACQ 315 - BUSINESS ACUMEN - eScheduled Fr: 2012 ~ Scheduled Quarter: 4 ~
e Add Course

Figure 15: Process Development Plan - Add Course

The Courses Scheduled by Supervisor listing updates with your selections.

Courses Scheduled By Supervisor

Course Number Course Title Course Type Training Status FY Quarter
FY 2012
@791:9 ACQ 315 BUSINESS ACUMEN Eiﬂi?g;zﬂnv;sb TBD 2012 - 4~ Sava

FY 2014

Delete | CON 100 SHAPING SMART BUSINESS ARRANGEMENTS Egﬂgi”g;gﬁnggb TBD 2014 - 2 - Save
Delete | CON 110 (FED) MISSION SUPPORT PLANNING Eiﬂrdseeng;zﬂnvssb TBD 2014 ~ 2 ~ | save
Delete | CON 111 (FED) MISSION STRATEGY EXECUTION Egﬂ?see”toggﬁnggb TBD 2014 - 2 v | Save
Delete | CON 112 (FED) MISSION PERFORMANCE ASSESSMENT Resident and Web TBD 2014 « 2 ~ | save

Course Offerings

Figure 16: Updated Courses Scheduled by Supervisor Section
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Courses Scheduled by Supervisor

Supervisors can delete courses that were added individually or imported as a Master Development Plan. To

delete a course list, click the Delete link located on the line of the scheduled course request that you wish to

delete.

Course Number

FY 2012
Delete | ACQ 315
FY 2014

Delete | CON 100

CON 110 (FED)
Delete

CON 111 (FED)

Delete CON 112 (FED)

Course Title

BUSINESS ACUMEN

SHAPING SMART BUSINESS ARRANGEMENTS

MISSIOMN SUPPORT PLANNING

MISSION STRATEGY EXECUTION

MISSIOM PERFORMANCE ASSESSMENT

Courses Scheduled By Supervisor

Course Type

Resident and web
Course Offerings

Resident and web
Course Offerings

Resident and Web
Course Offerings

Resident and web
Course Offerings

Resident and Web
Course Offerings

Training Status

TBD

TBD
TED

TBD

2012 -

2014
2014 -
2014 -

2014 -

Quarter
4 ~ Save
2~ Save
2~ Save
2~ Save
2~ Save

Figure 17: Course Delete Link

A pop-up window ask for confirmation to delete the course. After selecting the OK button, the course list

immediately refreshes displaying the new list.

Course Number

FY 2012

Delete | ACQ 315

FY 2014

Delete | CON 100
Delete | CON 111 (FED)

Delete = CON 112 (FED)

Course Title

BUSINESS ACUMEN

SHAPING SMART BUSINESS ARRANGEMENTS

MISSION STRATEGY EXECUTION

MISSION PERFORMANCE ASSESSMENT

Courses Scheduled By Supervisor

Course Type

Resident and web
Course Offerings

Resident and Web
Course Offerings

Resident and Web
Course Offerings

Resident and web
Course Offerings

Training Status

TBD

TED
TED

TBD

2012 -

2014 -
2014 «

2014 -

Quarter
4 - Save
2~ Save
2 - Save
2~ Save

Figure 18: Course Deletion Confirmation

To change the FY and/or Quarter field information, click the down arrow (=]) next to the field to be changed.

Click the Save link that is located on the far right to record any updates.

Course Number

FY 2012

Delete | ACQ 315

FY 2014

Delete | CON 100

Delete CON 111 (FED)

Delete = CON 112 (FED)

Course Title

BUSINESS ACUMEN

SHAPING SMART BUSINESS ARRANGEMENTS

MISSION STRATEGY EXECUTION

MISSION PERFORMANCE ASSESSMENT

Courses Scheduled By Supervisor

Course Type

Resident and web
Course Offerings

Resident and Web
Course Offerings

Resident and Web
Course Offerings

Resident and Web
Course Offerings

Training Status

TBD

TED
TED

TBD

2014 -
2014+

2014 -

Quarter
Save
2~ Save
2 Save
2~ Save
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Figure 19: FY and Quarter Fields to Change

The list refreshes to display the new list.

Courses Scheduled By Supervisor

Course Number Course Title Course Type Training Status FY Quarter

FY 2012
Resident and Web

Delete | ACQ 315 BUSINESS ACUMEN Course Offerings TBD 2014 ~ 1 - Save

FY 2014
Resident and web y

Delete =~ CON 100 SHAPING SMART BUSINESS ARRANGEMENTS Course Offerings TED 2014 - 2~ Save
Resident and web

Delete | CON 111 (FED) MISSION STRATEGY EXECUTION Course Offerings TBD 2014 - 2~ Save
Resident and Web

Delete | CON 112 (FED) MISSION PERFORMANCE ASSESSMENT CoLrae Ofchngs TBD 2014 St Save

Figure 20: Verified FY and Quarter Fields Change

Approve or Disapprove the Employee IDP

Supervisors can Approve or Disapprove Employee IDPs.

1. Add courses via the Add Course button or the Import Master Development Plan link.

2. Verify that the courses you added to the Employee’s IDP display in the Courses Scheduled by
Supervisor section.
Review the Courses Scheduled by Employee section.
Use the Add Remark textbox to provide the Employee with additional comments. If you disapprove
the Plan, you must enter comments in the Add Remark textbox. Otherwise, the system generates an
error message until you enter a comment.

5. Click the Approve Plan or Disapprove Plan button.
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Process Development Plan

Import Master Development Plan | Print Development Plan

: . _

MName: Dee Lee Tester Agency: DHS Bureau: Office of Policy Intern: No

Date Last Processed B\r Supenrisor

Supervisor Comment:

Course Type: @ Resident and Web Course Offerings. ) Continuous Learning Modules

Course: ACQ 315 - BUSINESS ACUMEN 3 Scheduled Fy: 2012 ~ Scheduled Quarter: 4 ~

o Add Course
Course Number Course Title a Course Type Training Status FY Quarter

FY 2014

Delete | ACQ 315 BUSINESS ACUMEN gﬁiifsee”g?fgﬂnvggb TBD 2014 ~ 1+ | Save
Delete = CON 100 SHAPING SMART BUSINESS ARRANGEMENTS gﬁiifsee”g?fgﬂnvggb TBD 2014 ~ 2 v Save
Delete | CON 111 (FED) MISSION STRATEGY EXECUTION gﬁiifsee”g?fgﬂnvggb TBD 2014 ~ 2 v Save
Delete | CON 112 (FED) MISSION PERFORMANCE ASSESSMENT Resident and Web TBD 2014 ~ 2 v Save

Course Offerings

Course Number Course Title a Training Status FY

Course Type Quarter
FY 2013
Resident and Web
CON 353 (FED) ADVANCED BUSINESS SOLUTIONS FOR MSN SUPPORT Course Offerings TBD 2013 1
Resident and Web
ACQ 370 ACQUISITION LAW Course Offerings TBD 2013 4
FY 2014
Resident and Web
ACQ 453 LEADER AS CDACH Course Offerings TBD 2014 4
Resident and Web
APM PRM PROJECT RISK MANAGEMENT Course Offerings TBD 2014 4
Course Number Course Title Course Type Course Source Scheduled FY Date Completed

No Completed Courses

Please enter comments below and click the "Approve” button to approve the plan or click the "Disapprove” button to disapprove plan.

e[ Approve Plan ] [ Disapprove Plan ]

Figure 21: Process Development Plan - Add Course
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After you complete the IDP action, the system generates a green text message to confirm that the IDP was

successfully processed. The Review Development Plan window opens.

0 The Individual Development Plan was successfully processed.

Review Development Plans

Pending Development Plans
Name Date Submitted Employee Email

No pending development plans

Processed Development Plans (Last 60 Days)
Name Date Submitted Date Processed Status Employee Email

Dee Lee Tester Aug 07 2012 Aug 08 2012 Approved D Tester@m ail.mil

Figure 22: Processed Development Plan List

Notice that the Employees IDP has moved from the Pending Development Plans to the Processed

Development Plans.

To avoid long lists of Development Plans, only those processed within the last 60 days display in the list. The
system populates the Date Processed and Status fields. The Employee will receive an email indicating your

action.
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MANAGE EMPLOYEES: CPM - SEARCH FOR DEVELOPMENT PLANS

Related Topics |

Click for INSTRUCTIONS

ReviEw DEVELOPMENT SEARCH FOR DEVELOPMENT PRINT DEVELOPMENT
PLANS PLANS PLAN

The FAITAS v.2 system provides the tools you need to search for Development Plans by using various filters.

To begin the process, click the Manage Employees tab on the main navigation bar. A drop-down menu

displays. Hover your mouse over Career Path Management to display a second drop-down menu. Click
Search for Development Plans.

My Status Manage Career Manage Employees Manage Workforce Manage System m

Training

Career Path Management  »| Rewview Development Plans

Certification Search For Developrment

Continuous Learning

Figure 1: Search for Development Plans Menu

The Search for Development Plans screen opens.

Search For Development Plans
Development Plan Search Criteria
First Mame; Exact Match:
Last Mamee: Exact Match
Date Submitted Plan: g0 To
Date Processed Plan:  pram T
Plam Status: Mot Submittad Pending SUpEnASor Lpproveed Dis approraed
Emphoyess With Career Fleld{s):
Busmess-Cost Estirmateg =
Calegory Mol Mentified F
Coniractng
Educaton, Tiaineng and Career Development
industnal Contract Property Management
Lils Cycls Logstics -
Saarch it
M devalopiment glans

Figure 2: Search for IDPs

FAITAS v.2, August 2012
131 |Page


javascript:TextPopup(this)
javascript:void(0);

Notice that the system provides several filters to help you locate an individual IDP or a group of IDPs. Choose

from the following options:

o Enter the First Name of the Employee. Indicate whether you want the system to identify an Exact
Match.

e Enter the Last Name of the Employee. Indicate whether you want the system to identify an Exact
Match.

o Enter the Date Submitted Plan or Date Processed Plan dates. The system allows you to enter date
range if you are not sure about the exact date. When you click the From or To fields for either of the
Date Plan categories, a calendar displays.

e Select the month, year, and day. Use the back or the next icons to select another month. You can also
use the down arrow to select either another month or another year. Notice that you must select all
three elements (month, year, and day) in order for the date to display in its corresponding field.

e Click a Plan Status option, for example, Not Submitted, Pending Supervisor, Approved, or
Disapproved. Notice that it is possible to select more than one Plan Status option. This is particularly
useful in cases where you want to search for a group of Development Plans rather than one
individual’s IDP.

o Select specified Career Fields. To select more than one Career Field, hold the CTRL button down

and then use your mouse to select specific Career Fields.

If you need to restart the search, click the Reset button to refresh the screen to begin new search

parameters.

Click the Search button to display the Development Plans that fall within the search parameters you

identified. The Development Plan List updates.

Search For Development Plans

I Devminpmest Fus Saarch Criterss
il P Exack Maich

| P Bt bafct

Dophe Sl Flam [y

. | —

Plaa Shatwn: LY - [ Tor oy VA S ] ——

T mplceyeey, Wl Carses fasld{s ]
Beursse-Coat [ amatnrg

" Pad et e

Eourmm Fomrerg B e Cevsopren
sl T i) g Lot
Ly Copie L il

Bamch | | Hssal
P — e — . Deovelepmesi Fles sl — ——
| by Maem: Caraan Dield Arate L] e Bt Ll v iiiid Pl wlbsten i by | el
[yl Frmgicaps Comrusng By 14 HE S 14 LA CIeET) S ] L 448 Ay ram

Figure 3: Updated Development Plan List
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MANAGE EMPLOYEES: CPM - PRINT DEVELOPMENT PLAN

Related Topics |

Click for INSTRUCTIONS

REviEwW DEVELOPMENT SEARCH FOR DEVELOPMENT | PRINT DEVELOPMENT -
PLANS PLANS F PLAN

While it is possible to print your development plan before your Supervisor makes a decision, it is

recommended that you wait to print it until your Plan Status is Approved.

Click the Print Development Plan link located at the top upper right side of the Edit My Development

Plan.

Import Master Development Plan | Bnnt Development Plan |

Figure 1: Print Development Plan Link

A printer-friendly version of the Development Plan pop-up window opens.

o

- FAITAS rFedem Acqusition Instiole Triming Apphcation Sysiem

Figure 2: Print Pop-Up Window

Select your printing criteria. Click the Print button. To close the pop-up window, select the [:@] icon in the

upper right corner.
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MANAGE EMPLOYEES: CERTIFICATIONS (CERT)

Related Topics |

Click for INSTRUCTIONS

The Manage Employees | Certification tab allows those with appropriate roles to process Employee

Certification Requests including options to Recommend Approval, Disapprove, or Return to Employee for

additional information.

There are many benefits of using the online Certification process including ease of use for Employees and
reviewers alike. Employees can quickly generate a certification request, upload supporting documentation,
and submit the application requests to the approval chain.

FAITAS v.2 automatically validates the listed required training against the Employee's training history.

The online request workflow streamlines the process, eliminates duplicate records, provides insight on

where a request is in the approval process and eliminates the need to mail certifications to awardees.

MANAGE CERTIFICATION
REQUESTS

FAITAS v.2, August 2012
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MANAGE EMPLOYEES: CERTIFICATIONS - MANAGE CERTIFICATION
REQUESTS

Related Topics |

Click for INSTRUCTIONS

MANAGE CERTIFICATION REQUESTS

Supervisors Recommend Approval or Disapproval for Employee certification requests. Supervisors can
return a request to an Employee for additional supporting documentation or for additional explanatory
remarks. A recommended best practice for Supervisors is to regularly check their Dashboard for certification
requests. Although FAITAS v.2 automatically sends email notifications when a request is ready to be

processed, some email systems do not display those emails.

NOTE: When a Certification Request is returned to an Employee, there are two editable fields: Attach
Supporting Documentation and the Remarks textbox. If, for example, a Supervisor wishes an Employee to
change an Event Type in the request, it is recommended to Disapprove the request and ask the Employee
to begin the process again. If, for example, additional supporting documentation is needed, it is
recommended to use the Return to Employee option so that the Employee can upload supporting

documentation for the workflow to continue.

To begin, from the Dashboard, locate the Certification Requests Pending Your Review section and click
the Manage Certification Requests link or select Manage Employees | Certification | Manage

Certification Requests to display the Certification Request screen.

My Status Manage Career Manage Employees

Training

Career Path Management

Certification

Continuous Learning
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Figure 1: Manage Certification Requests Menu

Click the View link for any Education, Experience, or Training supporting documentation to determine

whether it is sufficient for the requested Certification.

[Certification screenshots to be added in next release.]

You must enter a comment in the Remark textbox if you want to choose Disapprove or Return to
Employee.

Click either the Recommend Approval, Disapprove, or Return to Employee button to continue the

workflow.

NOTE: Consider adding comments in the Remark textbox that may be useful to the Bureau and/or Agency

Certification Managers.

Review Certification Requests

Supervisors can review pending or processed requests. To begin, select Manage Employees | Certification

| Review Certification Request from the main navigation bar.

My Status Manage Career Manage Employees

Training

Career Path Management

Certification Manage Certification

Continuous Learning

Figure 2: Manage Certification Requests

The Manage Certification Requests page displays either pending or processed certification requests based
on the selected radio button.

To review pending request, click the radio button in front of Pending in the List Requests field.
Enter a First Name or Last Name.

Click the Filter button to apply the name parameters.

Click the Clear Filter button to clear the name parameter fields.

AN~
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Dashboard »» Manage Employees » Certification » Manage Certification Reguests

Manage Certification Requests

o List Requests: @ Pending © Processed e e
First Name: e Last Name: e [ Filter ] [ Clear Filter ]

Pending Certification Regquests (0)

Name Bureau Certification Level Status

Mo Requests.

Figure 3: Manage Certification Requests Fields
To review processed requests, click the radio button in front of Processed in the List Requests field. After

choosing Pending or Processed request, the page refreshes with an updated Certification Requests list.

Click an Employee Name to display his/her certification request.

Return to Employee Notes

Supervisors can choose a Return to Employee option when processing Certification Requests. The Return
to Employee is used when, for example, more supporting documentation is required or an explanatory
remark of some type. Other fields are not available to be edited. The Return to Employee function cuts
down on the number of Disapprove decisions that might have been awarded based on insufficient

information.

When an Employee provides a response to a request that has been Returned to Employee, it goes straight
to the requestor. The response does not restart the workflow. For example, a Supervisor may Recommend
Approval but, upon continued evaluation, the BCM (next in the Certification workflow) determines that the
supporting documentation is not sufficient. The BCM then selects Return to Employee along with a required
explanation in the Remarks text box. Employees can only add supporting documentation or remarks. No

other fields are editable. The response is returned to the BCM, as the requestor, for a decision.
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MANAGE EMPLOYEE: CONTINUOUS LEARNING

Related Topics |

Click for INSTRUCTIONS

The Manage Employees | Continuous Learning tab allows Employees and Bureau Continuous Learning

Managers to track compliance with certification continuous learning policies.

There are two CL status points: Current, in which Employees are attaining or have attained the required CL
points with a current CL period, and Expired, in which Employees did not attain the required CL points within

the CL period. The required number of CLPs must be earned and approved prior to the CL Period end date.

NOTE: Allowing certification to expire may impact an Employee's ability to award and/or administer

contracts and programs, particularly for FAC-C and FAC-COR.

FAITAS v.2 automatically sends reminder notifications by email as the CL Period end date for each

certification approaches. These reminders are sent

e 365 days (1 year) prior to the CL Period end date
e 180 days (6 months) prior to the CL Period end date
e 90, 60, 30, and 15 days prior to the CL Period end date.

Employees, Supervisors, and Bureau-level reviewers are copied on all reminder notifications. The reminder

notifications stop once CL Achievement has been approved.

The goal for CL Achievement is to earn the number of CLPs required for each certification held prior to the CL
Period end date. It is the Employee's responsibility to become familiar with the continuous learning

requirements for each certification held, including:

o Federal policy requirements, e.g., the number of hours per CL period
e Agency-specific policy requirements, e.g., annual Ethics course

e Bureau-specific requirements, e.g., particular courses or topic areas

FAITAS v.2, August 2012
139 | Page


javascript:TextPopup(this)
javascript:void(0);

Once the requisite number of CLPs is earned, an Employee's records are reviewed, and a Continuous
Learning Achievement certificate is issued. During the reviews, Supervisors and Bureau-level officials
look for general plus specific requirements. Remember that Employees need to satisfy directed learning
requirements in addition to have the requisite number of hours. For example, an Employee's CL
Achievement request might be disapproved if requirements are missing. If a request is disapproved, an

Employee will need to supplement the records and re-initiate the CL achievement request.

ManAGE POINT MANAGE ACHIEVEMENT
REQUESTS REQuESTS

FAITAS v.2, August 2012
140 | Page



MANAGE EMPLOYEES: CL - MANAGE POINT REQUESTS

Related Topics |

Click for INSTRUCTIONS

Manace PoinT MANAGE ACHIEVEMENT
REQUESTS REQUESTS

Supervisors manage Employee's Continuous Learning Point Requests by Disapproving, Recommending
Approval, or returning the request back to the Employee for more information. Depending on each Bureau's
workflow, the Supervisor or Bureau CL Manager may be the final approval authority. When processing CL

Point requests, Supervisors and Bureau CL Managers can adjust the final number of points awarded.

NOTE: Employees should not request approval of points earned by attending trainings they registered
through FAITAS, including Defense Acquisition University (DAU) trainings. Employee records for these

trainings will automatically be added to the Employee's Continuous Learning records.

To begin, select Manage Employees | Continuous Learning | Manage Point Requests (Figure 1) or select
the Manage Point Requests link (Figure 2) from the Continuous Learning Point Requests Pending

Supervisor Review widget on your Dashboard.

My Status Manage Employees

Training

Career Path Management
Certification

Continuous Learning Manage Point Requests

nage Achievement
lequests

Figure 1: Manage Point Request Sub-Menu
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Continuous Learning Point Requests Pending Supervisor Review

Name Date Submitted Event Name

Dee Les Tester Jun 8 2012 Mobile Technology Workshop

Manage Point Requests ﬁ
——

Figure 2: Manage Point Requests Link from Supervisor Dashboard

NOTE: The total list of Continuous Learning Point Requests Employee names displays in the widget if there
are only a few. Most Supervisors have a longer list of Employee requests to manage. In order not to miss any
of the requests, the recommended best practice is to click the Manage Point Requests link so that the entire

list of CLP Requests is visible.

Regardless whether you choose the Navigation Bar or the widget option, the Manage Continuous Learning

Point Requests screen displays that provides list requests for pending or processed CLP requests.

Pending Continuous Learning Point Requests

In the Manage Continuous Learning Point Requests screen, the FAITAS v.2 default view displays Pending

requests although Processed CLP Requests are available.

NOTE: When an Employee submits a Continuous Learning Point Request, FAITAS v.2 automatically sends
emails to relevant stakeholders notifying them that a request was submitted. However, because these emails
are system-generated, they may be rejected by your Agency/Bureau firewall. As Supervisor, be sure to check
FAITAS v.2 periodically (recommended minimum is weekly) to ensure timely processing of the Continuous

Learning Requests.

To organize a long list of requests, click any underlined Heading title to sort a column or filter the list by

entering a First Name and/or Last Name, or filter by time with the Timeframe drop-down list.
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Dashboard » Manage Employees » Continuous Learning » Manage Point Reguests

Manage Continuous Learning Point Requests

List Requests: @ pending © Processed Cl'imeframe: 30 Days E[

Grst Name: Last Name: [ Filter ] [ Clear Filter D

Continuous Learning Point Requests (1)

Z Points - o
Game Event Event Type R ted Status Submit Dat(D
Conference
Dee | ea Tester Mabile Technology Workshop or Seminar 12 Supervisor Pending Jun 8 2012

Presenter

Figure 3: Re-organizing Pending Continuous Learning Point Requests

Process Continuous Learning Point Requests

Supervisors have three options when processing a Continuous Learning Point Request: Approve,
Disapprove, or Return to Employee. In addition to the information contained with the CLP Request, FAITAS

v.2 provides more tools to support Supervisors in the decision process:

e View Training History includes the Employee's scheduled and/or completed trainings.

e View Continuous Learning Progress provides a list of events for which the Employee has already
been awarded points.

o View Event Type Information provides a definition of each event type.

e View Continuous Learning Point Information includes more details about converting point values

from one system to another.

NOTE: Supervisors should pay close attention to awarding points. In general, the number of points awarded
should equal the number of hours spent in the event. The points awarded do not have to be the same as the

Points Requested by the Employee.

To begin the process, click the Employee's Name from the Continuous Learning Point Request to display

the Continuous Learning Point Request screen.
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Dashboard » Manage Employees » Continuous Learning » Manage Point Reguests

Manage Continuous Learning Point Requests
List Requests: @ pending © Processed Timeframe: |30 Days [+]

First Name: Last Name: ’ Filter ] [ Clear Filter ]

Name « Event Event Type

Conference
Dee Lee Tester Mobile Technology Workshop or Seminar 12 Supervisor Pending Jun 8 2012
Presenter

Continuous Learning Point Requests (1)

Points
Requested

Status Submit Date -

Figure 4: Access Employee's Continuous Learning Point Request

Approve Continuous Learning Point Request

In the Continuous Learning Point Request screen, review the information.

Click View Training History and/or View Continuous Learning Progress buttons for detailed
Employee training information.

Click View Event Type Information and/or View Continuous Learning Point Information for
additional CLP support.

Click the View link under the Action column to review supporting documentation.

Click the Approve radio button under Approval Information.

Enter a points awarded number. If you forget to enter a number, FAITAS v.2 displays an error
message.

Enter a Remark.

Click the Process Request button at the bottom of the screen.
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Dashboard » Manage Employees » Continuous Learning »

Manage Point Reguests » Continuous Learning Point Request

Continuous Learning Point Request 0

Employee Information
MName: Dee Lee Tester Agency:
Email Address: DeelecTester@company.mi
Supervisor Name:
Job Code: 0023 Pay Plan: AD Pay Grade:
Career Field:

Work Address: 345 Any Street, Fairfax, VA

DHS Bureau:

Dianel Supervisor Supervisor Email:
02

Program Management Level Required:

Office of Paolicy

Dianel.Supervisor@asmr.com

1 AWF:
345

2 Level Achieved: Yes

Work Phone: 5551212 Ext:

Q [ View Training History ] [ View Continuous Learning Progress

Event Information
Event: Mobile Technology Workshop
Event Type: Conference or Seminar Presenter
Event Description:
Points Requested: 12
Request Status: Supervisor Pending

Supporting Documentation

File Name Description

LMS_comparison.pdf

Approval Information

e @ Approve -- Points Awarded: 12

@) Disapprove

@

Remarks

User Name/Remark Date

Dee Lee Tester
Jun 8 2012 (Employee)

Dee Lee Tester
Jun 8 2012 (Employee)

Remark:
Remarks are required for return to employee and
disapproval action.

Notes for the presentation.

Start Date: Jun 1 2012

End Date: Jun 1 2012

Presented on mobile learning technologies from a Government perspective

View Event Type Information

©

View Continuous Learning Point Information

Document Type File Date Action
Other Jun 8 2012 View e
Name/Date Request Status

Dee Lee Tester Request Submission

Jun & 2012 (Employee)

Dee Lee Tester Request Submission

Jun 8 2012 (Employee)

Remark

Increased the number of points requested due to the additional time required post-conference.

The conference includes a social media aspect as participants and presenters continue the
conversation post-conference for a period of 20 days.

Agree| that the social media aspect warrants additional points. &

@

937 characters remaining  (fimit: 1000 characters)

[ Cancel ] [ Return to Employee ] [ Save Remark ] [ Process Request ] e

Figure 5: Approval Continuous Learning Point Request

If Supervisors are the final approval authority for your Bureau, the confirming green text message indicates

the request was approved; otherwise, it indicates that the request was forwarded to the Bureau CL Manager.

o The request has been forwarded to Bureau CL Manager.

Figure 6: Approval Confirmation Message
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At times, it is more efficient for Supervisors to consider the Return to Employee option if there is something
missing from the original Employee's CLP Request rather than processing it as a Disapproved CLP Request. If
a Supervisor disapproves a request when the Employee might have provided clarification, the Employee will

need to create a new CLP Request to restart the workflow.

Disapprove Continuous Learning Point Request

1. Inthe Continuous Learning Point Request screen, review the information.

2. Click View Training History and/or View Continuous Learning Progress buttons for detailed
Employee training information.

3. Click View Event Type Information and/or View Continuous Learning Point Information for
additional CLP support.

4. Click the View link under the Action column to review supporting documentation.
Click the Disapprove radio button under Approval Information.

6. Enter a required explanatory Remark. FAITAS v.2 will not process a Disapproved request without an
explanation.

7. Click the Process Request button at the bottom of the screen.
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Dashboard » Manage Employees » Continuous Learning » Manage Point Requests

o Continuous Learning Point Request

Employee Information

Name: Dee Lee Tester Agency: DHS Bureau: Office of Policy

Email Address: Deel eeTester@company.mil
Supervisor Name: Dianel Supervisor Supervisor Email:

Job Code: 00232 Pay Plan: AD Pay Grade: 02

Career Field: Program Management Level Required: 2 Level Achieved:
Work Address: 345 Any Street. Fairfax. VA Work Phone:

# Continuous Learning Point Request

Dianel.Supervisor@asmr.com

1 AWF: Yes

5551212 Ext: 345

e [ View Training History ] [ View Continuous Learning Progress

Event Information

Event: Mobile Technology Workshop

Event Type: Conference or Seminar Presenter
Event Description: Presentation

Points Requested: 12

Request Status: Supervisor Pending

Supporting Documentation

File Name Description

OneMotelnstructions_MG.docx |~ Notes for the presentation

Approval Information

@) Approve -- Points Awarded: 0

a @ Disapprove

Start Date: Jun 8 2012
End Date: Jun 8 2012

e View Event Type Information
View Continuous Learning Point Information

Document Type File Date Action

Other Jun 12 2012 | View e

Name/Date Request Status

Dee Lee Tester Request Submission
Jun 12 2012 (Employee)

Remarks
User Name/Remark Date Remark
Dee Lee Tester Request of 12 points includes actual presentation and social media component of additional one

Jun 12 2012 (Employee)

month's activity post-workshop.

Q Remark: This is the second request for this event. -

Remarks are required for return to employee and
disapproval action.

[ Cancel ] [ Return to Employee ] [ Save Remark ] [ Process Request ] e

Figure 7: Disapproval Continuous Learning Point Request

A Disapprove decision stops the workflow regardless even if the Supervisor is not the final approval

authority for CLP Requests in your Bureau. The confirming green text message indicates the request was

Disapproved and the Processed Continuous Learning Point Request listing refreshes with the updated

Status.
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Dashboard » Manage Employees » Continuous Learning » Manage Point Reguests

(o The request has been disapprcved.) o

Manage Continuous Learning Point Requests

Continuous Learning Point Requests (18)

Points

Name ~ Ewvent Event Type R ted Status Submit Date -
Conference
Dee | ee Tester Maobile Technology Workshop or Seminar 12 Disapproved Jun 12 2012

Presenter

Figure 8: Disapproved CLP Request Confirmation

Return Continuous Learning Request to Employee

The Return to Employee function is designed to provide another line of communication between the
administrators and the Employee. For example, instead of disapproving a request that needs supporting

documentation, a Supervisor could request that the Employee attach supporting documentation.

NOTE: The Return to Employee option does not allow for the Employee to edit all fields. The two fields that
can be edited by the Employee are: Attach Supporting Documentation and the Remarks textbox. Other
fields are not editable. If, as Supervisor, you want the Employee to select another event type, for example, it
is best to Disapprove the request and ask the Employee to create a new CLP request with the appropriate

event type.

1. Inthe Continuous Learning Point Request screen, review the information.

2. Click View Training History and/or View Continuous Learning Progress buttons for detailed
Employee training information.

3. Click View Event Type Information and/or View Continuous Learning Point Information for
additional CLP support.

4. Enter a required, explanatory Remark. FAITAS v.2 will not process a Return to Employee CLP
Request without a comment.

5. Click the Return to Employee button at the bottom of the screen.
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Dashboard » Manage Employees » Continuous Learning *» Manage Point Reguests » Continuous Learning Point Request

o Continuous Learning Point Request

Employee Information
Name: Dee Lee Tester Agency: DHS Bureau: Office of Policy

Email Address: diane.jackson@asmr.com

Supervisor Name: Dianel Supervisor Supervisor Email: Dianel.Supervisor@asmr.com
Job Code: 0023 Pay Plan: AD Pay Grade: 02

Career Field: Program Management Level Required: 2 Level Achieved: 1 AWF: Yes
Work Address: 345 Any Street Fairfax , v&4 Work Phone: 555-1212 Ext: 345

e [ View Training History ] [ View Continuous Learning Progress
Event Information
Event: Mobile Technology Workshop Start Date: Jun 8 2012
Event Type: Conference or Seminar Presenter End Date: Jun 8 2012

Event Description: Full day presentation with additional social media commitments

Points Requested: 12 e View Event Type Information
Request Status: Supervisor Pending

View Continuous Learning Point Information

Supporting Documentation

None

Approval Information

@) Approve -- Points Awarded: 0

5 Name/Date Request Status
) Disapprove o
Dee Lee Tester Request Submission
Jun 12 2012 (Employee)
Remarks
a Remark: Please attach supporting documentation for this CLP request. A
Remarks are required for return to employee and
disapproval action.
940 characters remaining  (limit: 1000 characters)
I Cancel ] [ Return to Employee ] [ Save Remark ] [ Process Request

e

Figure 9: Return to Employee Continuous Learning Point Request

A green text message confirms that the request was returned to the Employee and the Processed CLP

Request List displays the updated Returned by Supervisor Status.

Dashboard *» Manage Employees * Continuous Learning *» Manage Point Reguests

0 The request has been returned to the employee. o

Manage Continuous Learning Point Requests

Continuous Learning Point Requests (20)

Points

Name ~ Event Event Type Remicaicd Status Submit Date -
Conference

Dee Lee Tester Mobile Technology Workshop or Seminar 12 gﬁtg&?sdofy Jun 12 2012
Presenter P

Figure 10: Return to Employee Confirmation

FAITAS v.2, August 2012
149 |Page



The Employee will review and respond to the returned request. After he/she clicks the Resubmit Request

button, the request resumes the normal workflow for an Approve/Disapprove decision.

Processed Continuous Learning Point Requests

To view Processed CLP Requests,

Click the Processed radio button.

Select a Timeframe from the drop-down list.

To filter a long list, enter a First Name and/or Last Name.
Click the Filter button.

vk N o=

The Continuous Learning Point Requests table displays the refreshed list of CLP Requests.

Dashboard » Manage Employees » Continuous Learning » Manage Point Reguests

Manage Continuous Learning Point Requests

List Requests: @ pending @ Processed 0 e Timeframe: | 60 Days |Z|

e First Name: Dee Last Name: TesterI e Filter Clear Filter

Continuous Learning Point Requests (16)

i Points . "

Name Event Event Type Roaueted Status Submit Date
Conference

Dee Lee Tester CLO Leadership or Seminar 45 Approved Apr 9 2012
Attendance

Dee Lee Tester Virtual Event Eg;llr:alency 45 Approved Apr 9 2012
On-the-Job

Dee Lee Tester Zip Line Event Experiential 15 Disapproved Apr 9 2012
Learning

Figure 11: List of Processed Continuous Learning Point Requests
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MANAGE EMPLOYEES: CL - MANAGE ACHIEVEMENT REQUESTS

Related Topics |

Click for INSTRUCTIONS

Manace PoinTt MaANAGE ACHIEVEMENT
REQUESTS REQUESTS

Supervisors manage Employee's Continuous Learning Achievement Requests. They Disapprove,
Recommend Approval, or Save Remarks. A decision of Disapprove stops the workflow. Depending on each
Bureau's workflow, the Supervisor or Bureau CL Manager may be the final approval authority for a
Recommend Approval decision. In some cases, Supervisors may choose to Save Remarks before making a

final decision.

To begin, select Manage Employees | Continuous Learning | Manage Achievement Requests or select
the Manage Achievement Requests link from the Continuous Learning Achievement Requests Pending

Supervisor Review widget on your Dashboard.

My Status Manage Employees Manage Workforce m

Training

Career Path Managerment
Certification

Continuaus Learning Manage Point Requesks

Manage Achiewvement
Requests

Figure 1: Manage Achievement Requests Menu

The Manage Continuous Learning Achievement Requests screen displays.
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Dashboard » Manage Employees » Continuous Learning » Manage Achievement Reguests
Manage Continuous Learning Achievement Requests
List Requests: @ pending (© Processed Timeframe: 18 Months ~

First Name: Last Name: Clear Filter

Continuous Learning Achi t Requests (1)
i . : Period Period . Achieved
Name Certification Level Beaqin Date End Date Date Status
CL3 Tester3 E%i?{:&?ﬁg“'s'“o” Certification in 1 Jun 22011  Jun 12013 Feb 17 2012 | Supervisor Pending

Figure 2: Manage Continuous Learning Achievement Requests

Processed Continuous Learning Achievement Requests

From the Manage Continuous Learning Achievement Requests screen, select the Processed radio button

and a timeframe from the drop-down list. The table updates with the processed requests.

Dashboard » Manage Employees » Continuous Learning » Manage Achievement Requests
Manage Continuous Learning Achievement Requests
List Requests: @ pending @ Processed Timeframe: 18 Months ~
First Name: Last Name: .
Continuous Learning Achi t Requests (1)
Name o Lalimnil i @periiodnate Feiode * ﬁ% Status
CL3 Tester3 Contracting Officer's Representative 1 Aug 2 2011 Aug 1 2013 Feb 17 2012  Approved

Figure 3: Processed Continuous Learning Achievement Requests

For longer Achievement Request lists, Supervisors can filter by Timeframe and by First Name and/or Last
Name. Click the View button next to Employee's Name of the CL Achievement request that you wish to view.

Pending Continuous Learning Point Requests

From the Manage Continuous Learning Point Requests screen, select the Pending radio button to display

the list as illustrated in Figure 2.

Approve Continuous Learning Achievement Request
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To approve a request, begin in the Manage Continuous Learning Achievement Requests screen. Click the
underlined Employee's Name whose request you will process. The Continuous Learning Point

Achievement Request screen displays.

1. Review the information, paying particular attention to the Continuous Learning Events and the points
awarded. FAITAS v.2 does not currently offer functionality to edit approved Continuous Learning
Achievements.

2. Ifyou approve, click the Approve button.

Dashboard » Manage Employees » Continuous Learning » Manage Achievement Requests » Continuous Learning Achievement Request

Continuous Learning Achievement Request

o Employee Information
Name: CL3 Tester2 Agency: DHS Bureau: Office Of Health Affairs

Email Address: CL3.Tester3@asmr.com

Supervisor Name: CL3 Tester3 Supervisor Email: CL3.Tester3@asmr.com
Job Code: 1102 Pay Plan: AD Pay Grade: 01

Career Field: Contracting Level Required: 2 Level Achieved: 1 AWF: Yes
Work Address: 4050 Legato Road Fairfax , VA Work Phone: 7036450420 Ext:

o Achievement Information

Certification: Federal Acquisition Certification in Contracting Level: I
Continuous Learning Period: Jun 2 2011 -Jun 1 2013 Required CLPs: 20 Achieved Date: Feb 17 2012
Status: Supervisor Pending Submission Date: Apr 12 2012

Continuous Learning Events (Jun 2 2011 - Jun 1 2013)

Event Name Event Type :::;trz ed Start Date End Date
July CL Workshop Waorkshop Participation 10 Jul 5 2011 Jul 8 2011
CL Test Equivalency Exam 5:5 Sep 6 2011 Sep 6 2011
CLM 031 Training (classroom or onling) 4 Dec 5 2011 Jan 9 2012
Refresher Training SOl e 90 Feb 13 2012 Feb 17 2012
Refresher Training Training (classroom or onling) 100 Feb 13 2012 Feb 17 2012

Total Points 209.5

Action Status:

o Remarks

Remark: =
Remarks are required for disapproval action.

el [ Cancel ] [ Save Remark ] [ Recommend Approval ] [ Disapprove ]

Figure 4: Approved Continuous Learning Point Achievement Request

If Supervisors are the final approval authority for your Bureau, the confirming green text message indicates

the request was approved; otherwise, it indicates that the request was forwarded to the Bureau CL Manager.

Notice the Status of the Continuous Learning Achievement Request updates.
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Dashboard * Manage Employees » Continuous Learning * Manage Achievement Requests
Manage Continuous Learning Achievement Requests
List Requests: @ pending @ Processed Timeframe: 18 Months ~
First Name: Last Name:
Continuous Learning Achievement Requests (2)
Name o S s mpe'iic:uduate E:;k[f-ne & ?)ai‘em s
(M E%i‘i{:":t‘?ﬁg“miti"” SR I Jun22011  Jun12013  Feb172012 Approved )
CL3 Tester3 Contracting Officer's Representative I Aug 2 2011 Aug 1 2013 Feb 17 2012 | Approved

Figure 5: Updated CL Achievement Request Status

Disapprove Continuous Learning Point Request

To disapprove a request, begin in the Manage Continuous Learning Achievement Requests screen. Click
the underlined Employee's Name whose request you will process. The Continuous Learning Point

Achievement Request screen displays.

1. Review the information, paying particular attention to the Continuous Learning Events and the points
awarded. FAITAS v.2 does not currently offer functionality to edit approved Continuous Learning

Achievements.
Enter a required, explanatory remark in the Remarks textbox. There is a 1000 character limit.

If you disapprove, click the Disapprove button.

W
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Dashboard » Manage Employees » Continuous Learning » Manage Achievement Reguests » Continuous Learning Achievement Request

Continuous Learning Achievement Request

o Employee Information
Name: CL3 Tester2 Agency: DHS Bureau: Office Of Health Affairs

Email Address: CL3.Tester3@asmr.com

Supervisor Name: CL3 Tester3 Supervisor Email: CL3.Tester3@asmr.com
Job Code: 1102 Pay Plan: AD Pay Grade: 01

Career Field: Contracting Lewvel Required: 3 Level Achieved: 1 AWF: Yes
Work Address: 4050 Legato Road Fairfax , VA Work Phone: 7036450420 Ext:

o Achievement Information

Certification: Federal Acquisition Certification in Contracting Level: I
Continuous Learning Period: Jun 2 2011 -Jun 1 2013 Required CLPs: 80 Achieved Date: Feb 17 2012
Status: Supervisor Pending Submission Date: Apr 12 2012

Continuous Learning Events (Jun 2 2011 - Jun 1 2013)

Points

Event Name Event Type R Start Date End Date
July CL Workshop Workshop Participation 10 Jul 5 2011 Jul 8 2011
ClL Test Equivalency Exam 5.5 Sep 62011 Sep 6 2011
CLM 031 Training (classroom or onling) 4 Dec 5 2011 Jan 9 2012
Refresher Training ot 90 Feb 13 2012 Feb 17 2012
Refresher Training Training (classroom or onling) 100 Feb 13 2012 Feb 17 2012

Total Points 209.5

Action Status:

e‘ Remarks

Remark: =
Remarks are reguired for disapproval action. The CL events indicated do not yet represent the range required.

e [Cancel ] [ Save Remark ] [ Recommend Approval ] [ Disapprove ]

Figure 6: Disapproved Continuous Learning Point Achievement Request

If Supervisors are the final approval authority for your Bureau, the confirming green text message indicates

the request was approved; otherwise, it indicates that the request was forwarded to the Bureau CL Manager.

Notice the Status of the Continuous Learning Achievement Request updates to Disapproved in the

Processed section.
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Dashboard » Manage Employees » Continuous L. ing » Manage Achi tR t

Manage Continuous Learning Achievement Requests

List Requests: @ pending @ Processed Timeframe: 18 Months -
First Name: Last Name: Filter Clear Filter
(2)
. 4 Period Achieved
Name + Certification Level iiDate Ednatal - | pata Status
(cm Tester3 E%i‘irr;':t‘?ﬁg“'s't“’” Certification in 1 Jun2 2011 | Jun1 2013 Feb 17 2012  Disapproved )
CL3 Tester3 Contracting Officer's Representative I Aug 2 2011 Aug 1 2013 Feb 17 2012 | Approved

Figure 7: Updated CL Achievement Request Status
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HELP

Related Topics

Click for INSTRUCTIONS

Use the Help function to view contact information, review Frequently Asked Questions (FAQs) or access other

support including user guides and help systems.

i RECORD OF
User GUIDES FAQS ConTact Us 3
CHANGES

o User Guides: Quick Start guides for various FAITAS v.2 topics.

o Frequently Asked Questions: Possible FAQs include information about special accommodations,
registration, course searches, certification, and transcripts.

o User Documentation: Help System including search functionality.

o Contact Us: FAI contact information.

o Record of Changes: Version information for this Help system.
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HELP: USER GUIDES

Related Topil:sl

Click for INSTRUCTIONS

K RECORD OF
User GuIDES FAQs Conmact Us 3
CHANGES

The Help | User Guide tab provides help documentation. Quick-Start Guides are available from within the

Help tab. Notice that Adobe Reader is required to read the User Guide information. An Adobe link is included
if you need to download Adobe Reader. Contact FAI for additional User Guides that address other roles. To

access the User Guides, hover your mouse over the Help tab. A drop-down menu opens. Click User Guides.

The FAITAS v.2 User Guide window opens. Select a Quick Start Guide (PDF) to view a short guide that
provides information about the Dashboard, Main Menu, and EALgov website. It also includes step-by-step

instructions for the following topics:

e Register for First Time Users
e LogIn Asan Employee
e Set Up Your Account and Profile

e Ways to Search for Training (Standard and Keyword Searches)

To close the PDF file, select the &) iconin the upper right corner. Click the FAITAS v.2 Help System to view

a more comprehensive User Guide.

NOTE: The FAITAS v.2 help system is available under the User Documentation tab. Additionally, a PDF (7.69

Mb, 114 pages) link provides an accessible version of the help system.
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HELP: FREQUENTLY ASKED QUESTIONS
Related Topii:sl

Click for INSTRUCTIONS

., RECORD OF
UseER GUIDES ConTact Us Z
CHANGES

The FAQ function includes a list of frequently asked questions and answers. Possible FAQs include

information about special accommodation, registration, course, certification, transcripts, and certification.

To access the FAQs, hover your mouse over the Help tab. A drop-down menu displays. Click the FAQ
function. The Frequently Asked Questions window opens. To filter the number of questions, narrow your

search to specific modules, for example, training, or enter a keyword.

1. Select a Module from the drop-down list or enter a Keyword.
Click the Search button.
Scroll through the list of FAQs that display. Click a question to see the response. Notice that the question
background changes from gray to yellow/gold. When you click a new question, the previous answer rolls

up to leave just the answer to your current question.

Dashboard » Help » FAQ

Frequently Asked Questions

Search for Frequently Asked Question

Module: o Training - Keywords: o e

e| ~ How do I obtain my career field certification now that I've completed all of the training requirements?

Visit www.fai.gov/acm/who.asp and find the Acquisition Career Manager (ACM) listed next to your agency. Your ACM is an expert in
agency-specific requirements for certification. They will confirm whether or not certain education/training or work-experience is
relevant and able to be used toward the requirements necessary to obtain your desired/required certification. Your ACM is also familiar
with equivalencies and can advise you on what training can be used in place of another class. Completed training can easily be
submitted via email, along with your certificate(s) of completion as an attachment, so they may verify that you are ready to begin the
application process for certification. Once the application has been processed and approved, your certificate will be issued by the ACM
within your agency.

Figure 1: Frequently Asked Questions
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HELP: ConTACT UsS

Related Topil:sl

Click for INSTRUCTIONS

RECORD OF
UsER GUIDES FAQS Contact Us N
CHANGES

The Contact Us information window provides addresses, phone numbers, and websites for help with
questions regarding FAI training and registration, the Federal Acquisition Insight newsletter, or any other FAI
or FAITAS issue.

To access the Contact Us information, select the Help tab. A drop-down menu displays. Select Contact Us to

open the Contact Us window.

Dashboard *» Help *» Contact Us

Contact Us

Federal Acquisition Institute
9820 Belvoir Road

Fort Belvair, VA 22060-5565
Building 205, first floor, west wing

Map of Ft. Belvoir area

FAI Office at Ft. Belvoir (PDF 30KB)

Driving Directions

Fort Belvoir Motorcycle Safety Reguirements

For questions regarding FAI training and registration, the Federal Acquisition Insight newsletter, and all other FAI questions, contact:
FAI Help Desk: Monday - Friday, 8:00 a.m. - 6:00 p.m.

Call: (703) 805-2300

Fax: (703) 805-2111
FAI Help Desk Ticket

For Press Inguires:
GSA Public affairs Office
(202) 501-1231

Feedback Form
Click here to provide us feedback on FAL.gov.

Figure 1: Contact Us Information

Click the Map of Ft. Belvoir Area link to display a colored map that opens in a new window and includes the

names of area hotels/motels. Click the FAI Office at Ft. Belvoir (PDF 30KB) link to display a campus map of
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the Defense Acquisition University that indicates the location of the FAI office. Click the Driving Directions
link to open a page that provides written instructions about how to get to the FAI office from the Northern
Virginia area. To close the webpage, select the icon in the upper right corner. Click the Fort Belvoir
Motorcycle Safety Requirements link to open a page that provides statistics about motorcycle accidents
and suggestions for motorcycle safety. Click the FAI Help Desk Ticket link to open a form to request Help
Desk support. Notice that the trouble ticket system undergoes maintenance every Friday from 8:00 p.m. to

midnight EST. During these regularly scheduled maintenance operations, the Help form may not be available.

To close any help-based maps, PDF documents, or webpages, select the &) icon in the upper right corner.

There may be a QR Code located next to the FAI Help Desk phone number. The QR Code is a type of barcode
that holds scannable information. Special smart phone apps are available to scan the information and read
it.

Click the link provided under Feedback Form to provide feedback to FAI about FAI services or the FAI

website. To close the webpage, select the :'ﬁ]] icon in the upper right corner.
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HELP: RECORD OF CHANGES

Click for INSTRUCTIONS

Cover Date

E; RECORD OF
User GUIDES FAQS ConTacT Us !
CHANGES

The following table records the changes that have been made to this User Guide/Help System.

Version
Number

Change Description

“‘May 2011 Version 1.0 Original Content
‘June 2011 Version 1.1 Adapted Adayana stylesheet
"August 2011 Version 1.2 Updated navigation tab information and reporting functionality
'September _ o
Version 1.3 Updated CPM functionality
2011
‘September _
Version 1.4 System enhancements
2011
"February 2012 | Version 1.5 Updated CERT functionality
"August 2012 Version 2.0 Online help system; updated CPM, CERT, CLP and Report functionality
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