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This User Guide covers the management of Individual Development Plans   
(IDP) within the CHRTAS system.  For answers related to questions on IDP, 
Training History, or other CHRTAS features not covered by this guide, contact 
the CHRTAS Help Desk.   
 
Use the email template available from the CHRTAS Main Menu as Help Desk 
to contact the CHRTAS Help Desk. 



Student Functions Menu 

Individual Development Plan  
The Individual Development Plan (IDP) feature allows students and supervisors to map out a 
student’s projected training path to achieve the CL points required by the student’s agency.  
 

1. To review your IDP click on the Individual Development Plan (IDP) link as shown 
in Figure 1. 

 

 
Figure 1: Individual Development Plan 

 
2. The Individual Development Plan window opens as shown in Figure 2. 
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Figure 2: Individual Development Plan Window 

 
3. There are three sections in the Individual Development Plan window.  The top 

section of the window features Instructions that outline how the window is organized:  
 

• This window shows a list of courses that were added by you along with the 
course(s) added by your supervisor.  

• If your IDP status is approved, you may click on the Update link (It is next to 
IDP Information but it is invisible if your IDP status is currently Pending 
Approval) to add more courses.  

• If your IDP status is Pending Approval, you cannot add any more courses until 
your IDP is approved by your supervisor. You will receive an email notification 
once your IDP is approved. 

 
4.  In this section there is also a series of links in yellow font.  Click on the Add/Edit 

IDP Goals, as shown in Figure 3, to make changes to your goals. 
 

 
Figure 3: Add/Edit IDP Goals link 
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5. The IDP Goals window opens as shown in Figure 4. From this window you may map 
out your Career Goals, Short-Term Goals (1-2 years), and Long-Term Goals (3-5 
years).  Just type in your goals as they pertain to one or more of the timeframes.  Click 
the Save Changes button and a message in red font states that ‘Your Goals have been 
successfully updated.’  Click the Return to IDP View button to return to the IDP 
main window. 

 

 
Figure 4: Add/Edit IDP Goals 

 
6. Click on the View Training History, link as shown in Figure 5, to see a record of the 

training you have taken. 
 

 
Figure 5: View Training History link 

 
7. The View Training History link opens a window that displays two tabs; one labeled 

ATRRS Training History, the other Self Declared Training History.  The ATRRS 
Training History is displayed automatically when the window opens.  Click the Self 
Declared Training History tab to view those courses as shown in Figure 6. 
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Figure 6: Training History 

 
8. Click on the DoD Mandatory Training link as shown in Figure 7. 

 

 
Figure 7: DoD Mandatory Training Link 

 
9. A file download option window opens.  Click Open, as shown in Figure 8, to open an 

MS Word Document of mandatory training for students.  The list includes a 
description of each course. 
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Figure 8: File Download option 

 
10. Click on the ATRRS Course Catalog button as shown in Figure 9 

 

 
Figure 9: ATTRS Course Catalog 

 
11. This link directs you to a window that allows you to search the ATRRS Course 

Catalog as shown in Figure 10. 
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Figure 10: Search ATRRS Course CAtalog 

 
12. Click on the ACTEDS Training Catalog link, as shown in Figure 11, for a 

description of courses provide by the Army Civilian Training Education and 
Development System (ACTEDS). 

 

 
Figure 11: ACTEDS Training Catalog 

 
13. The ACTEDS Training main window opens with a link to the Course Catalog.  Click 

on the link as shown in Figure 12 to open the ACTEDS Training Catalog. 
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Figure 12: Training Catalog 

 
14. Click on the Go to MyBiz Training link, as shown in Figure 13, to open the 

ACPOL/CPOL main window. 
 

 
Figure 13: Go to My Biz Training Link 

 
15. The second section of the Individual Development Plan window is labeled Profile 

Information and displays general information about you as a student, such as your 
name, email, position title, grade, pay band, series, and country; as well as Army 
Command information, duty location, and the status of your IDP approval.  If your 
IDP approval is pending, the Update button will not be shown; conversely if your IDP 
is approved the Update button will be shown and you may add courses.   

 
16. The bottom section of the Individual Development Plan window shows the course 

listing, and displays a list of courses that have been added by you / your supervisor.  In 
cases where there are no pending reservations or previous course history a blank table 
shows.  From here you may add or delete courses in your IDP.  Click on a radio 

7 
 



button, as shown in Figure 14, to filter courses you want displayed dependent on 
whether they are complete and/or incomplete 

 

 
Figure 14: Filter Courses 

 
17. To modify your IDP, click the Update button as shown in Figure 15, and the Update 

Courses window opens. 
 

 
Figure 15: Update IDP 

 
18. Once in the Update Courses window you must specify a date or the fiscal year in 

which you plan to take course(s). To specify a date, click the down arrow located 
under the Date or FY column, as shown in Figure 16. A calendar opens within the 
Update Courses window.   Click the date when you would like to participate in a 
course as shown in Figure 17.  

 
Figure 16: Opening the Calender 

 

8 
 



 
Figure 17: Selecting a Date 

 
19. To select a fiscal year, click on the drop-down menu arrow under the Date or FY 

column as shown in Figure 18. 
 

 
Figure 18: Select Fiscal Year 

 
 

20. Click on the Course Schedule link, as shown in Figure 19, to open a window that 
displays when the particular course you are enrolling in is available. 

 

 
Figure 19: Course Schedule 
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21. Click on the Notes link, as shown in Figure 20, to open a window that allows you to 

make any comments pertaining to the course you are adding to your IDP. 
 

 
Figure 20: Notes link 

 
22. You must repeat the steps outlined in paragraphs 18-21 for all the courses, required or 

manually added, in your Individual Development Plan. 
 

23. In the Individual Development Plan window, you may, as a student, add courses to 
your course plan or have them added for you by your supervisor. Use this window to 
personalize your IDP based on your particular needs and preferences. 

 
24. To add a course to your IDP, click the Add Another Course button as shown inFigure 

21. 
 

 
Figure 21: Add Another Course Button 

 
25. Clicking the Add Another Course opens an additional panel at the bottom of the 

window labeled Add Additional Course.  As shown in Figure 22, you have the option 
to select and add from seven types of courses; CES Course, CHRA Course, Education, 
OJT, Developmental Activity, Other Training, or Skillport.  Click the radio button that 
corresponds to the course type you would like to add. 
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Figure 22: Additional Course Type 

 

Adding a CES Course 
 

26.  To add a CES course, click inside the CES Course radio button. Select the DL or 
Resident Course Combination or DL Only (Self Development) radio buttons as 
shown in Figure 23. 

 

 
Figure 23: Type of CES Training 

 
 

27. If you select DL and Resident Course Combination, you must select the type or 
types of courses to be taken.  Click inside any or all of the course categories to add 
them to your IDP as shown in Figure 24.  

 
 

 
Figure 24: DL and Resident Course Combination 

 
28. When you select the DL Only (Self Development) option, you must also select the 

course category to be taken.  Click inside any or all of the courses to add them to your 
IDP as shown in Figure 25. 
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Figure 25: DL Only (Self Development) 

 
29. When adding a CES Course, you must account for expenses that you might incur in 

the course of your training.  There are two sections of training expenses; Direct Costs 
and Appropriation / Fund Chargeable (which include Tuition fees and Books & 
Materials), and Indirect Costs and Appropriation / Fund Chargeable (which 
include per diem costs, travel expenses, Travel Mode, Training Nongovernment 
Contribution cost, and any other expense that might be accrued).  Fill out the form as 
shown in Figure 26. 
 

30. Adding comments to the Notes text box is optional.  Enter any necessary comments in 
the Notes text box then click Add Another Course to add the course to your IDP as 
shown in Figure 26. 

 

 
Figure 26: Add CES course 

 

Adding a CHRA Course 
 

31. Select the radio button labeled CHRA Course.  Select a geographic region from the 
Course: School/ HR Region drop-down list as shown in Figure 27. 
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Figure 27: Select School/ HR Region 

 
 

32. When adding a CHRA Course, you must account for expenses that you might incur in 
the course of your training.  There are two sections of training expenses; Direct Costs 
and Appropriation / Fund Chargeable (which include Tuition fees and Books & 
Materials), and Indirect Costs and Appropriation / Fund Chargeable (which 
include per diem costs, travel expenses, Travel Mode, Training Nongovernment 
Contribution cost, and any other expense that might be accrued).  Fill out the form as 
shown in Figure 28.  Type any necessary comments in the Notes text box and click the 
Add button to add the course to your IDP. 

 

 
Figure 28: Travel Expenses 

 

Adding Education and Other Training Courses 
 

33.  Click the Education or the Other Training Courses radio buttons.  Enter the course 
number and course title in the Course Number and Course Title text boxes. Then, as 
with the CES and CHRA Courses, you must account for the potential expenses likely 
to be accrued during the course of your training. As shown in Figure 29, add any 
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necessary comments in the Notes text box and click the Add button to add the 
course(s) to your IDP. 

 

 
Figure 29: Education and Other Training Courses 

 

OJT and Developmental Activity Courses 
 

34. Click inside the OJT or Developmental Activity course radio buttons.  Input a 
description of the course in the Short Description text box and fill out the expense 
information as explained in paragraphs 29. Then click Add as shown in Figure 30. 
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Figure 30: OJT and Developmental Activity Courses 

Skillport Course 
 

35. Click inside the Skillport radio button; enter search criteria (search criteria may 
include all or part of the course title or keywords) in the Course Title textbox, then 
click the Search button as shown in Figure 31. 

 

 
Figure 31: Search for Course 

 
36.  Once you have clicked the search button, a list of courses opens.  Click the radio 

button that corresponds to the course you would like to add to your IDP.  Fill out the 
travel expense information, add any necessary comments in the Notes text box, and 
click the Add button to add the course to your IDP, as shown in Figure 32. 
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Figure 32: Skillport Course Information 

 
37. Once courses have been added to your IDP, follow the steps outlined in paragraphs 18-

21 to specify course dates.  Click the Submit button, as shown in Figure 33. A 
message window will open to state ‘Your IDP has been submitted to your supervisor.  
Once it has been approved you will receive an email notification.’  

 

 
Figure 33: Submit your IDP 

 

16 
 



38. To remove a course that you have added to your IDP click on the  in the Del 
column next to the course you would like to delete, as shown in Figure 34.  As a 
student you are not able to delete courses added by your supervisor. 

 

 
Figure 34: Deleting Courses 

 

Training History Management 
 

39. Click on the Training History Management link as show in Figure 35.  
 

 
Figure 35: Training History Management 

 

Request Credit 
40.  The Request Credit window opens, with the Training History Student Menu on 

the left hand side of the window.  The Student Menu is made up of four links; 
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Request Credit, Pending Request List, Previous Request List, and My Training 
History, as shown in Figure 36. 

 

 
Figure 36: Training History Student Menu 

 
41. The first link in the Student Menu, Request Credit, is automatically opened when 

you click the Training History Management button under the CHRTAS Main 
Menu.  Tools in this window allow you to personally add training courses to your 
Training History. For example, if you feel that a course taken while at college is 
relevant to the training in which you are participating through CHRTAS, then that 
course may be added to your Training History.   

 
42. The Request Credit window, as shown in Figure 37, is made up of five steps.  Step 

One provides basic information such as Student Name, Student Email, Supervisor 
Email, Gender, Social Security Number. Verify this information. If it is not correct, 
return to the Main Menu and click on the Create/ Update Student Profile. 
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Figure 37: Request Credit Window 

 
43. In Step Two provide details of a course previously taken. Type the Course Number, 

for example CS 101, in the Code text box.  As you begin to type in the Code text box 
you will see a list of courses open below the text box, as shown in Figure 38.  Choose 
a course from the list and the Title and Description text boxes will fill automatically 
with the corresponding course details as shown in Figure 39. 
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Figure 38: Course Code 

 

 
Figure 39: Title and Description Text boxes 

 
44. If the course does not show up in the list below the Code text box, then continue to 

manually type the course number.  Fill in the Title text box and the Description text 
box as shown in Figure 40.  

 

 
Figure 40: Course Information 

 
45. In Step Three you may fill out the Start and End Date of the course, the number of 

hours it took to complete the course, the Method of Training, the Purpose, the 
Training Type, and other associated details.  To select a Start Date and an End Date 
click the drop-down arrows to display a list of months and days, then click to select the 
month and day, as shown in Figure 41. 
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Figure 41: Selecting Dates 

 
46. Fill out the number of Duty Hours, Non-Duty Hours, and Total Course Hours.  

Hold the mouse over the Duty Hours, Non-Duty Hours, and Total Course Hours 
text to get a description of these terms as shown in Figure 42. Enter a numerical value 
for the hours spent in each activity as shown in Figure 43.  

 

 
Figure 42: Descriptions of Different Hour Types 

 

 
Figure 43: Input Number of Hours 

 
47. Step four allows users to enter comments in the Comments text box as shown in 

Figure 44. 
 

 
Figure 44: Comments Text box 
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48. In Step Five click the Submit button as shown in Figure 45, to send an email 
notifying your supervisor of your request. 

 

 
Figure 45: Submit 

 

Pending Request List 
49. Click on the Pending Request List link under the Student Menu as shown in Figure 

46. 
 

 
Figure 46: Pending Request List link 

 
50. The Pending Request window opens as shown in Figure 47.  Click the course number 

link under the Course column to be directed back to the Request Credit window 
where you may review or modify your pending request. 

 

 
Figure 47: Pending Requests window 

 
51. Click the X icon to cancel a Pending Request. 
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Previous Request List 
52. Click the Previous Request List link under the Student Menu as shown in Figure 48.  

 

 
Figure 48: Previous Request List link 

 
53. Where applicable, the Previous Requests window shows a course listing of 

Approved Requests and Disapproved Requests.  If all your requests are currently 
pending, there will be no courses listed.  Click on any of the courses listed in the 
Approved Requests course listing, as shown in Figure 49, to view the Credit 
Request.  To modify a Disapproved Request you intend to resubmit for approval, 
click on the course from the Disapproved Requests list, as shown in Figure 49. 

 

 
Figure 49: Approved and Disapproved Requests 

 
54. The Disapproved Requests window opens, review and modify the information in 

Step Three then click the Re-Submit Request button, as shown in Figure 50, to re-
submit the credit request to you supervisor. 
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Figure 50: Re-Submit Request  

 

View Training History 
55. Click on the View Training History link under the Student Menu as shown in Figure 

51. 
 

 
Figure 51: My Training History link 

 
56. A window opens that displays two tabs, one labeled ATRRS Training History and 

one labeled Self Declared Training History.  The ATRRS Training History tab 
displays courses completed through the ATRRS system, while the Self Declared 
Training History tab lists those courses you have listed, as explained above, in the 
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Request Credit window.  Click on either tab to view corresponding courses as shown 
in Figure 52. 

 

 
Figure 52: Training History window 
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Supervisor Menu 
 
Individual Development Plan Menu 

IDP Management  
The IDP Management feature allows supervisors to review, add, or delete courses from a 
specific student’s Individual Development Plan (IDP) as well as approve or disapprove a 
student’s IDP as a whole. 
 

57. Click on the IDP Management link under the Individual Development Plan sub-
menu as shown in Figure 53. 

 

 
Figure 53: IDP Management Link 

 
58. The IDP Management window opens, as shown in Figure 54. At the top of the 

window there is a link,  Click here to assign the same course to multiple IDPs; click 
on this link to assign a course to more than one employee.  

 

 
Figure 54: IDP Management Window 

 
59. Once the Click here to assign the same course to multiple IDPs link has been 

clicked, the Add a New Course Window opens as shown in Figure 55. 
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Figure 55: Assign a Course to multiple Students 

 
60. To add one course to multiple students IDP; click inside the radio button that 

corresponds to the type of course you would like to add; CES Course, CHRA 
Course, Education Course, OJT Course, Developmental Activity, Other Training, 
Skillport, as shown in Figure 56. 

 

 
Figure 56: Types of Courses 

 
61. Outlined in the Individual Development Plan section of this guide there are 

directions on how to add courses to an IDP.  See paragraphs 26-37, for directions on 
applying for the CES Course, CHRA Course, Education Course, OJT Course, 
Developmental Activity, Other Training, or Skillport course, you selected in Figure 
56.  

 
62. Click the check boxes, underneath the Add a New Course window, that correspond to 

the students for whom you want to add the selected courses.  Click Assign Course to 
add the selected courses to those student’s IDP, as shown in Figure 57.  A message in 
red font will state that ‘The course has been successfully assigned.’ 
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Figure 57: Assigning Courses to Multiple Students 

 
63. To be directed to the IDP management window click the Return to IDP Management 

button as shown in Figure 58. 
 

 
Figure 58: Return to IDP Management 

 
64. From the IDP Management window, click on the name of the student whose IDP you 

would like to view/modify, as shown in Figure 59. 

 
Figure 59: Student IDP 

 
65. In a Student’s IDP window you may Approve or Disapprove their IDP, View 

Training History, View Student Goals, or Add Additional Courses to a student’s 
IDP 

 
66. To view a student’s training history or their student goals, click on the buttons labeled 

View Training History or View Student Goals, as shown in Figure 60.  
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Figure 60: Student Goals and Training History 

 
67. In a Student’s IDP window, you may choose to approve or disapprove their IDP.  

Click on the button labeled Approve to approve the student’s IDP, as shown in Figure 
61. 

 

 
Figure 61: Approve and Disapprove IDP 

 
68. Before you click the Disapprove button you must write comments in the Comments 

text box, as shown in Figure 62.  You will not be able to disapprove a student’s IDP 
until a comment is entered.  The student receives an email notification that his/her IDP 
has been disapproved with your comment featured in the email text. 

 

 
Figure 62: Comment Text box 
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69. To return to the IDP Management window click the Return to IDP Management 
Button.  

 
70. Once back in the IDP Management window click the Go Back to Main Page link in 

the upper right corner of the window. 
 

IDP Reports 
The IDP Reports feature allows Supervisors to see if their students IDPs have been submitted or 
to email students to notify them that their IDPs need to be submitted. 
 

71. In the Supervisor Menu, under the Individual Development Plan sub-menu click the 
IDP Reports link as shown in Figure 63. 

 

 
Figure 63: IDP Reports 

 
72. You are directed to the Generate Reports window, as shown in Figure 64.  Select a 

Report name from the drop-down list and click the Get Report button. 
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Figure 64: Generate Reports 

 
73. The IDP Status of My Employees window opens as shown in Figure 65.  The listing 

below displays all users in CHRTAS who have marked your email address as being 
that of their supervisor.  Using this report, you may view the IDP status of the 
employees who you supervise. 

 
 

 
Figure 65: IDP Status of My Employee window 

 
74. The names of employees who have submitted their IDP will appear in this list in 

yellow.  If an employee of yours has submitted an IDP, click on their name to review 
their IDP as shown in Figure 66. 
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Figure 66: Reviewing Submitted IDPs 

 
75. If you wish to send an email reminder to an employee about their IDP status, click on 

the check box to the left of the Employee Name, as shown in Figure 67.  The provided 
text in the email text box may be modified and you may add other individuals as 
needed in the CC and BCC areas of the email.  Compose your message and click the 
Send E-mail button.   

 
Figure 67: Send E-Mail 

 
76. If you wish to send an email to all of your employees, click the Include All 

Employees check box at the top of the window as shown in Figure 68, and follow the 
directions in paragraph 75. 

 

 
Figure 68: Include all Employees 

 
77. Once the Send E-mail button is clicked a message in red font shows to state ‘An E-

mail was successfully sent to the selected students.’ 

32 
 



Training History Menu 

Pending Training History Requests 
 

78. Click the Pending Training History Requests link as shown in Figure 69. 
 

 
Figure 69: Pending Training History Requests link 

 
79. The Pending Requests window opens with a list of pending requests.  The list is made 

up of three columns; Name, Course, and Request Date.  Under the Name column 
click on a student’s name to review, approve, or disapprove that student’s request as 
shown in Figure 70. 

 

 
Figure 70: Open a Pending Request 

 
80. The students pending request window opens. Here you may review the student’s 

information and Approve or Disapprove their request. Click the drop-down list arrow 
under the Supervisor Approval heading to select Approve Training Course 
Request or Disapprove Training Course Request.  If selecting to Disapprove a 
request, you must comment in the Comments text box before you can submit the 
disapproval.  Click the Submit button to disapprove the request and exit the window 
as shown in Figure 71. 
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Figure 71: Approving or Disapproving a Request 

 

Approved Training History Requests 
81. After you submit the Approval or Disapproval, you will be directed back to the 

Pending Requests window.  On the left hand side of the window you will see the 
Supervisor Menu, as shown in Figure 72; click the Approved Requests link. 

 

 
Figure 72: Approved Requests link 

 
82. Click on a Student Name, as shown in Figure 73, to view that student’s approved 

request.  The Approved Request window provides you with information about the 
request you approved such as Student Information, Course Information, and 
Supervisor Information.   

 

 
Figure 73: Approved Requests 

 

Disapproved Training History Requests 
83. Click on the Disapproved Requests link, as shown in Figure 74, to review the 

requests you have disapproved.  As with the Approved Requests links, click the name 
of the student whose request you disapproved to view the Student Information, 
Course Information, and Supervisor Information associated with that request. 
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Figure 74: Disapproved Requests 

 

CHRTAS Training 
84. Click on the CHRTAS Training link, as shown in Figure 75, to be directed to the 

CHRTAS Training Requests window where you may review training applications 
that are pending your review. 

 

 
Figure 75: CHRTAS Training 
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