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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.

| WELCOME SAMPLE! |
| |

9] Create / Update Student
Frafile

[#] Apply for Training
¥ Course Search

[#] Review / Edit / Cancal
Applications

3] Resend Approval Request
Email

8] Training Histary
Management

) Individual Development
Flan (IDF)

3] NSPS Funding
Wiorkshest

[#] NSPS Training Calendar
[®] CES dL Certificates

3] Review CES Training
Requirernents

9] Review CES Training
Suneys

[#] CES Course Credit
9] Logoff
Figure 1: Individual Development Plan

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



Civilian Human Resource Training Application System - CHRTAS Main Menu Sign Out.

Y2008 ?

Individual Development Flan Instructions

Instructlons:

= This page shows a list of courses that were added by vou alang with courses added by your supenisar,

a [ your IDP status is approved, you can click on the Update / Initiste button to add more courses. i your IDF is in a Pending Approval status, this button is not displayed

= Hfyour IDP status is Pending Approval, you cannat add any mare course until your IDP is approved by your superdsar. You will receive an email natification ence your IDP is apgroved

Brofila Information
[+] Name: IDP, SAMPLE Suffix:  Email: aitasstu@asmr.com
Puositio be: TESTER  Grade: 07 Pay Band: G2 Serdes: 1102 Country: USA

[+] Command: ACQUISMION SUPPORT CENTER (ASC)  Duty Locatlon: 100th Area Support Group - Grafenwoehr

Profile Info

IDP Submitted: 02 Jul 2008 IDP Approved:

Click [+] to expand / collapse additional information l

FY 2010
CHRA FY 2008
CES FY 2009 Ha Courses

=
CHRA FY 2009 Mo * =

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:

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

o 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.

o 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. Inthis 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.

/

Click

Figure 3: Add/Edit IDP Goals link



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.

S0 /20,2008
gy

Individual Development Plan

You can add or edd your IDP goals here. Chek on Save Changes button to sae them

Goals Last Date/Time Saved: 29 Sep 2000
Yaur Gaals have beon sucassfully updated.

Caraar Goal:
Type Goals

W00 | charactors lef

8hort-Term Goal (1 - 2 yrs)

Type Goals

1000 | characters left

Long-Term Goal (3 - 5 yrs)
Type Goals

1000 | characters lef Click

Then Click;

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.

Click

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.



Click to change tabs
ATRRS Training History || Self Declared Training Histol
FY SCH CRS PHASE | CLS Start Date End Date
2008 914 ATRRES-101 012 2008-09-18 2008-09-18
1997 922 FT13-002 004
1998 231 ACQ 101 (DAU) 002
1998 922 FTS-001 001
1998 922  FTS-001 003
1998 922 FTS-001 005
1998 922  FTS-001 007
1998 922 FT3-002 008
1998 071 Z2E-SIBR/SQAIT011-5QIP 001

Figure 6: Training History

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

Add/Edit IDP Goals

View Training History

/ Dol Mandatory Training
ATRRS Course Catalog

Click  ACTEDS Training Catalog

Go to MyBiz Training

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.



File Download

x]

Do you want to open or save this file?

@ j Mame: DODMandatoryTraining. doc

Twpe: Microsaft Office Word 97 - 2003 Document, 40,5KE
From:  wiww,eval2 . asmr,com

Open Save ][ Cancel ]

Alvwayz ask before opening this type of file

Click

l--' Ml YWhile filez from the Internet can be useful, zome fles can potentially
,a harm your computer. If pou do naot trust the zource, do naot oper or
= save this file. ‘What's the risk?

Figure 8: File Download option

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

/

Click

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.



ATRRS

Army Training Reguremenis And Resources Syslem

ATRRS Help Desk * Frequenthy Asked Questions » ATRRS Comments * TSACS Help Desk

Click to search
courses

é TRADQC Course Number Guidance (1MB} Download the TRADOC Course Titles and Numbers standards in
Adobe Acrobat format (PDF).

Search the ATRRS Course Catalog

é DA-PAN Introduction (23K} Downlead the DA-PAN Course Catalog introduction in Adobe Acrobat format
(POF).

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).

j

Click
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.



Army

Civilian
Training
Education and
Development
System

TRAINING CATALOG

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.

Click/

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



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

Click the radio
buttons to filter
courses

Show All Courses @ Show Not Completed Courses @ Show Completed Courses ¥

Employee Added IC Intermediate Course
Employee Added MGMT 08 ADE BS ENUS Facilitative Leadership
Employee Added BC Basic Course

Figure 14: Filter Courses

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

Initiate/Update
Profile Infor mation
[+] Name: SMITH, 3 Suffioc  Email: cory donohue@asmr.com
Position Title: TESTER  Grade: 02 Pay Band: YA  Series: 0030  Country: USA

Click

[+] Command: SEC ARMY STAFF/JT STAFF  Duty Location: Gth Area Support Group - Stuttgan
IDP Submitted: 31 .Jan 2008 1DP Approved: 11 Sep 2008

Click [+] to expand / collapse additional information

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.

Date or FY

v( W
08 Sep 2008 - Or

Click

Figure 16: Opening the Calender



Date or FY

|T Or

Kl  september 200z [ |

Or

o1 02 03 04 03 06

07
14
21
25

Click to select
specific date

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.

Date or FY
| |T’ Or
2003 ]
08 Sep 2008 '~ Or |ogs Click
2010 and

[08 Dec 2008 |~ or select
year
| |~ or

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.

__|[stas [Notes
Course
v o - achedule D
=]

I

- Or

Click
Figure 19: Course Schedule

9



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

22.

23.

24,

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

Or v

Or v |_n|
Click

Figure 20: Notes link

You must repeat the steps outlined in paragraphs 18-21 for all the courses, required or
manually added, in your Individual Development Plan.

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.

To add a course to your IDP, click the Add Another Course button as shown inFigure
21.

5o i Lher cou dielogment choments m your I0P. Plise specty o date or Rscal year thal you plan Lo begin sach elimen
X Employes Added I Intermnediate Course CES B ~ o B v 8
EX Employee Added MGMT_03_ADE_BS_ENUS  FACILITATIVE LEADERSHIP Shillpor B2 ~ o B bt L
N Employee Added BC Dasic Course CES Or Complated ._ll
E¥ Employes Added OPER0162 LEADERSHIP IN SIX SIGMA u - Or I - _.
EB Ermployes Added  TEEE i e el Or Compleled  |2]
EX Employes Added 253365_ENG CONFIGLUIRE SECURITY FOR WINDOWS SHAREPOINT SER  Skillp B2 ~ o B b =
EX Employes Added DaAMPO FROJECT MANAGEMENT CHRA - Or 2008 &~ |_lJ
8 Emgloyee Added XOGAPM PROJECT MANAGEMENT CHRA - Or 2010 » =
EXl Employes Added 555 ATRRS 101 Education - 2009 »

Add Ancther Course CI Ic k

25.

Figure 21: Add Another Course Button

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.

10



Add Additional Course

Click on the radio button to change the courses list. If you choose "Education, OJT, Development
on Add button.

® CES Course O CHRA Course OO Education O OJT O Developmental Activit
Identify the type of CES training

(& DL and Resident Course Combination is required for those supenisors/managers who p
before you can attend the resident course. Bother must be completed to obtain course credit

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.

|dentify the type of CES training

(O DL and Resident Course Combination is required for those supenisors/managers who per the
ou can attend the resident course. Bother must be completed to obtain course credit

nly (Self Development) is an individual responsibility to identify requirements based on s
der development goals. The applicant may or may not meet the eligibility requirements

Select type of
CES training

Figure 23: Type of CES Training

employees.

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.

DL and Resident Course Combination

[l Foundation Cuurse& Click check

[ Basic Course boxes to add

[ Intermediate Cuurse" course to your
[] Advanced Course IDP

[] Continuing Education for Senior Leadership

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.

11



CIDL oply (Self Development)
CJFourMa - (DL)

CBasic Course - (OL)  Click to Select
H MFM(DL}
[]A®*™&ced Course - (DL)

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.

Direct Costs and Appropriation/Fund Chargeable

Tuition and Fees (Required): |0 (if the cost is 0. please enter 0 here.)
‘_ Input Costs
Books & Materials Cost (Required): |0 (If the cost is 0, please enter 0 here.)
i pp priati ge e
Travel (Required): 0 (ifthe cost is 0. please enter 0 here.)
Per Diem (Required). |0 (If the cost is 0. please enter 0 here.)
Select travel

Travel Mode (Only required when the travel cost is greater than 0.): M mode
Training Nongovernment Contribution Cost (Required): |0 (If the cost is 0. please enter 0 here.)

Other Costs (Required): |0 (Ifthe cost is 0. please enter 0 here.)

Notes (Optional):

Input comments

You have 350 characters remaining

Il € Click

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.

12



Add Additional Course

Click on the radio button to change the courses list. f you choose "Education. OJT. Developmental Activities and Other Training”, Course Mumber and Co

onfddbuton.— pe=== Select CHRA Course
O CES Course  ® CHRA Course O Education O 0JT O Developmental Activity O Other Training O Skillport

Course: School/HR Region: | Must select a school/region first
Must select a school/region first k
010-AG-1 PMD
0100-EUROPE AREA Select

0101-KOREA AREA

0103-NORTH CENTRAL AREA School/HR
0104-NORTH EAST AREA ;
0106-SOUTH CENTRAL AREA Region
0108-SOUTH WEST AREA

0109-WEST AREA

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.

Direct Costs and Appropriation/Fund Chargeable

Tuition and Fees (Required): |0 (If the cost is 0, please enter 0 here.)

. Input Costs

Books & Materials Cost (Required): |0 (Ifthe cost is 0, please enter 0 here )

Travel (Required): |0 (fthe cost is 0, please enter 0 here.)
Per Diem (Required): |0 (If the cost is 0, please enter 0 here )
Select travel
Travel Mode (Only required when the travel cost is greater than 0.): |V mode
Training Nongevernment Contribution Cost (Required): |0 (If the cost is 0, please enter 0 here )
Other Costs (Required): |0 (Ifthe cost is 0, please enter 0 here.)

Notes (Optional):

Input comments

You have 350 characters remaining

Il € Click

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

13



necessary comments in the Notes text box and click the Add button to add the
course(s) to your IDP.

Course Number (Required):

< Input Course
Course Title (Required): number and title
Direct Costs and Appropriation/Fund Chargeable

Tuition and Fees (Required): |0 (If the cost is 0, please enter 0 here )
48_ Input Costs

Books & Materials Cost (Required): |0 (Ifthe cost is 0, please enter 0 here.)

Indirect Costs and Appropriation / Fund Chargeable

Travel (Required): |0 (if the cost is 0, please enter 0 here.
Per Diem (Required): |0 (If the cost is 0, please enter 0 here.)
Travel Mode (Only required when the travel cost is greater than 0.): ~
Training Nongovernment Contribution Cost (Required): |0 (If the cost is 0, please enterfhere )

Other Costs (Required): 0 (If the cost is 0, please enter 0 here.)
Notes (Optional):

Input comments

You have 350 characters remaining

Tl 4— Click

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.

14



Short Description (Required): 4— Enter a Short

description of the
Direct Costs and Appropriation/Fund Chargeable P

Course
Tuition and Fees (Required): |0 (If the cost is 0. please enter 0 here.)
Books & Materials Cost (Required): |0 (Ifthe cost is 0, please enterﬂm
Input Expenses

Indirect Costs and Appropriation / Fund Chargeable / and TraVEI MOde

Travel (Required): |0 (If the cost is 0. please enter 0 here.)

Per Diem (Required): |0 (If the cost is 0, please enter 0 here.)

Travel Mode (Only required when the travel cost is greater than 0.) M
Training Nongovernment Contribution Cost (Required) 0 (Ifthe cost is e enter 0 here )

Other Costs (Required): |0 (If the cost is 0, please enter 0 here.)
Notes (Optional):

Enter comments

“ou have 350 characters remaining

Il ¢— Click

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.

Add Additional Course

Click on the radio button to change the courses list. If you choose "Education, OJT, Developmental Activities and Other Training”, Course

on Add button. CI|Ck
() CES Course (O CHRA Course O Education O OJT O Developmental Activity O Other Traini Skillport

Course Title: (Enter the course title that you want to search for, then click on the "Search” button.)

intro
'\Enter Search o
Criteria Then Click

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.

15



Course Title: (Enter the course title that you want to search for, then click on the "Search” button.)

intro

Please click the radio button next to the course that you want to add to your IDP.
(O A MANAGERS INTRODUCTION TO BUSINESS LAWK s
O AN INTRODUCTION TO DATABASE SYSTEMS

O AN INTRODUCTION TO PROJECT MANAGEMENT Select Course
(O ANSI C PROG: INTRODUCING C

O ANSI C PROGRAMMING: INTRODUCING C

(O BUILDING REMOTE ACCESS NETWORKS INTRODUCTION

(O ECDL/CDL 4: MOD6: PRES-INTRO PPT 2003

(O ECDL/ICDL 4MODT:INFO & COMM-INTRO OUTLK 2003

(O INTERCONNECTING CISCO NETWORK DEVICES - INTRO

(O INTRO TO ORCLE & SQL IN ORCL DB 10G

(O INTRODUCING COBOL hd

Direct Costs and Appropriation/Fund Chargeable

Tuition and Fees (Required): |0 (If the cost is 0, please enter 0 here.)
Books & Materials Cost (Required): |0 (Ifthe cost is 0. please enter UM
Enter Expense
Indirect Costs and Appropriation / Fund Chargeable and Travel Mode
Travel (Required): |0 (ifthe cost is 0. please enter 0 here.) / Information
Per Diem (Required): |0 (If the cost is 0, please enter 0 here.)
Travel Mode (Only required when the travel cost is greater than 0.): o
Training Nongovernment Contribution Cost (Required): |0 (If the cost is 0, please enter 0 here.)
Other Costs (Required): |0 (If the cost is 0, please enter 0 here.)

Notes (Optional):

Enter Comments

You have 350 characters remaining

Click
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.’

Course:

e thie coursis/deelopment elements i your I0P. Pliase specily 2 date or fscal yeas that you plan to begin sach slerment
et oure = == == == s s
EB Employes Added 10 Intermmodiate Course CES =5k or [2008 + =]
EB Employes Added MGMT_08_A06_BS_EHUS  FACILITATIVE LEADERSHIP Skillpart BB o [2008 =
EHl Employea Added BC Basic Coursa CES or Complated 5]
EA Employes Added  OPERD1E? LEADERSHIF IN SIX SIGMA Skillpart B o [2009 » i
El Employes Added TEES Project Web Access Developmental Acthitiea ar Completed | j
EB Cmployes Added 253366_CHG CONFIGURE SECURITY FOR WINDOWS SHAREPQINT SER  Skillport EH or 2009 & |_‘l
ES Employes Added DRAMPO PROJECT MAMNAGEMENT CHRA e o 2008 » L j
ES Employee Added NOBAPM PROJECT MANAGEMENT CHRA B o 2010 » _.
EB Employee Added 555 ATHES 101 Education EH o 2008 ]
Click

Figure 33: Submit your IDP

16



38. To remove a course that you have added to your IDP click on the EM 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.

R —

mployee Added Skillport PROJOST1 :_.;“-‘I.“;-"."
i IF\._...- Click

Figure 34: Deleting Courses

Training History Management

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

| |

[9] Create / Update Student
Prafile

[#] Apply for Training
[%] Course Search

[9] Review 7 Edit / Cancel
Applications

[9] Resend Approval Reguest
Email

[9] Training Histary
Management

[9] Individual Development
Flan (IDF)

[#] NSPS Funding
Wiorksheet

[9] NSPS Training Calendar
3] CES dL Certificates

[9] Review CES Training
Requirerments

[9] Review CES Training
Suneys

[9] CES Course Credit
9] Logoff
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;

17



Request Credit, Pending Request List, Previous Request List, and My Training
History, as shown in Figure 36.

| |

#] Request Credit
# Pending Reguest List
3] Previous Request List

#] “iew Training Histary

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.

18



Step One:

Verify your student information. To edit this information, you must update your student profile.
Student Name: MINAS KEMANIDIS Gender: M

Student Email: lliu@asmr.com SSN: soo-x0-0112
Supervisor Email: aitassup@asmr.com

Step Two:

Select the course taken. Begin typing in the Code textbox to see a list of accepted courses. You may also submit a new
course for approval.

(Max 10 chars) (Max 60 chars)

Description:*

(Max 1000 chars)

Step Three:

Select the specifics of the course attended.

Start Date:* Duty Hours:* EI
End Date:* Non-Duty Hours:™ EI
Total Course Hours:™ EI

Select the item that best fits.

Method:* | Self-Development Off-duty training normally paid by employee (Default) V|
Training Desg Type: | NA, (Default) V|
OPM Training Type:* | Basic Training Fundamental and for required training (Default) V|
OPM Sub-Training Type:* | m|

Purpose:* | Improve Performance (Default) V|

Training Type:® | Other (Default) V|

Step Four:

Enter comments if desired.

Comments:

(Max 1000 chars)

Step Five:

Review information entered, then submit form.

An email will be sent to your supenvisor notifying them of your request.

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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Select the course taken. Begin typing in the Code textbox to see a list of accepted courses. You may also submit a new course
for approval.

| Course
Code/Number:* l:l

(Max 10 characters)

Titler LC -
AQDC - Action Officer Development Courst

ANCOC - Advanced Noncommissioned Officer Co
ACFP - Army Congressional Fellowship Program
AMSC - Army Management Staff College

BNCOC - Basic Noncommissioned Officer Course
BOLC - Basic Officer Leader Course

Description:™

BASKWEAVE - Basketing Weaver Basic ™~ Begin to type a

CCC - Captains Career Course course tit'e a nd a |ist

1-250-C60 - CES Basic Course f hi

CGSC/ILE - Command and General Staff College of matc Ing courses
opens

Figure 38: Course Code

Select the course taken. Begin typing in the Code textbox to see a list of accepted courses. You may also submit a new
course for approval.

(Max 4 chars) (Max 33 chars)

Description:*

LA

(Max 641 chars)

Figure 39: Title and Description Text boxes

44. 1f 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.

Select the course taken. Begin typing in the Code textbox to see a list of accepted courses. You may also submit a new
course for approval.

Code:* |IT-402 Title:* |Netw0rk Admin |\ _" .
(Max 4 chars) (Max 47 chars) . Fi In_
Description:™ || this course we leaned Network Admin information

< about course

(Max 962 chars)

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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Step Three:

Select the specifics of the course attended.
Start Date:* m m Duty Hours:* EI
. Y
End Date: Jan 1968 | e c"ck Non-Duty Hours: EI
Feb 1969 Total Course Hours:*
Mar 1970 EI
Select the item that best {Apr 1971
May  [11972
Method:* Jun [19}'3 lopment Off-duty training normally paid by employee (Default) V|
ng . dul 1974
Training Desg Type: Aug [19?5 ult) V|
OPM Training Type:* |Sep [19?5 ining Fundamental and for required training (Default) V|
Oct 1977
OPM Sub-Training Typery,, | 1978 v
Purpose:* Dec [lg;g erformance (Default) v|
Training Type:* [1981 fault) V|

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.

e Y Y ™

Select the specifics of the course attended.
Start Date:” D“W@“““Numbﬁr of employee duty hours the
End Date:* Neon-Duty Hemployee used to complete the
training unit.
Total Course rioais. U

Figure 42: Descriptions of Different Hour Types

Step Three:

Select the specifics of the course attended.

Start Date:* ] Duty Hours:*
End Date:* Non-Duty Hours:*

Total Course Hours:*

Input in the
number of hours
spent

Y

Figure 43: Input Number of Hours

47. Step four allows users to enter comments in the Comments text box as shown in
Figure 44.

Step Four:

Enter comments if desired.

Comments:

Enter comments

(Max 1000 chars)

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.

Review information entered, then submit form.

An email will be sent to your supenvisor notifying them of your request.

IETEg— Click

Figure 45: Submit

Pending Request List
49. Click on the Pending Request List link under the Student Menu as shown in Figure
46.

| |

9] Reguest Credit
¥ Pending Reguest List

3] Previous Request LiSt“
31 Wiew Training Histary

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.

26 Sep 2008

ATRRS Training Management System

‘ | Pending Requests
3 Request Credit | ” ” H H |
[31 Pending Reguest List

e 26 Sep 2008 [T-402 Metwork Admin Pending
91 Previous Request List
[31 ny Trairing History -
Click

31 wiew Declared Training

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.

| |

¥ Request Credit
¥ Pending Reguest List

3] Previous Reguest List
3] “iew Training History W

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.

26 Sep 2008

ATRRS Training Management System

| ‘ Approved Requests

31 Request Credit | H ” ” |
? Pending Request List 13 Feb 2008 ACCT 101 Principles of Accounting | Approved
9] Previous Request List 29 Jul 2008 cs 211 Object-Oriented Programming Approved
[31 My Training History 25 Sep 2008 GMU-MATH Math Course Approved
9] “iew Declared Training | 14 Feb 2008 7101, Introduction to Information Technology Approved

29 Jul 2008 IT 103 Intreduction to Computing Approved

14 Feb 2008 MATH 106 Quantitative Reasoning Approved

Click

Disapproved Requests

14 Feb 2008 MATH 105 Precalculus Mathematics Disapproved
14 Feb 2008 MIS 20 Intre to Management Information Systems
13 Feb 2008 MKTG 3 . Principles of Marketing

Click

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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Student Information:

Student Name: JOHN SMITH Gender: i

Student E-mail: david.morello@asmr.com SSN: Ko0e-n-1234
Student Comments: I need this course. - 14 Feb 2008 12:32

Course Code/Number: MATH 105 Title: Precalculus Mathematics

Description: Reviews mathematics skills essential to studying calculus. Topics include equations, inequalities,

absolute values, graphs, functions, exponential and logarithmic functions. and trigonometry.

Step Three:
Select the specifics of the course attended.

Start Date:* Duty Hours:*® EI
End Date:* Non-Duty Hours:* EI
Total Course Hours:* EI

Select the item that best fits.

Method:* | Self-Development Off-duty training normally paid by employee (Default) V|
Training Desg Type: | NA, (Default) V|
OPM Training Type:* | Basic Training Fundamental and /or required training (Default) v|
OPM Sub-Training Type:* |Adu|t Basic Education V|
Purpose:* | Improve Performance (Default) V|
Training Type:™ | Other (Default) V|
Supervisor Information:
Supervisor Name: BOSS
Supervisor E-mail: dmorello@asmr.com
Request Status CI le
Status: Disapproved on 14 Feb 2008
Comments: Mot needed at this time. - 14 Feb 2008 12:34

<< Return to List of Previous Requests

Re-Submit Request

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.

Student Menu
Training History

#] Request Credit
¥ Pending Request List

#] Previous Reguest List

3] “iew Training Histary “

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.

{= Training History - Windows Internet Explorer,

o Review ATRRS/Self-Declared Training History
e Use the tabs below to view different training types
4—Click \?
ATRRS Tramlng History " Self Declar€d Training History |
End Date
2008 914 ATRRS-101 012 2008-09-18 2008-09-18 c
1997 922 FTS-002 004
1998 231 ACQ 101 (DAU) 002
1998 922 FTS-001 0m
1998 922 FTS-0M 003
1998 922 FTS-001 005
1998 922 FTS-001 007
1998 922 FTS-002 008
1999 071 2E-SI5P/SQIT/011-SQIP 001
1999 922 ATRSCRS 1 001
12

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.

Training Applications

9] Approve / Review CHRTAS
Training Applications

Individual Development Plan
9] IDP Management
9] IDP Reports
Training History

9] Pending Training Histary
Heqguests

9] Approved Training History
Requests

9] Disapproved Training History
Reqguests

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.

2IW2008

Individual Development Plan

Chek on an empleyiees namee Lo new i 0P

/ Click
Cligk her i % course to mullipls 10F
s Poen ey

ELLIS, ANGELA M 30 Sep 2008 asstuEaan com

e —

HANIDIS  MINAS Agpraved By @asmr com

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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https://www.eval2.asmr.com/channels/chrtasidp/supervisor/coursesRoster.aspx
https://www.eval2.asmr.com/channels/chrtasidp/supervisor/coursesRoster.aspx

Chek on the radie button to change the
salected for all course types
3 CES Course %) CHRA Cowse ) Educstion O QUT O Developmental Activity 0 Other Training ¢ Skillport

Course: SchoolHR Region: | Must select a schoolregicn first +
)

B o =

Date ar FY (Hequ

Training Materials Cost (Reguired): {fthe cost is 0. please enter 0 here.)

Training Travel Cost (Regquired). {F the cost rs 0, please enter 0 here.)

Travel Mode {Only required when the travel cost is greater than 0. e

Training Per Diem Cost (Required) ilfthe cost is 0, pleasa enter 0 hera. )

Training Tuition and Fees Cost (Required) (it the cost iz 0, please enter O here. )

Training Nong Contribution Cost (Raquired (¥ the cost is 0. plaase anter 0 hera.)
Other Costs (Required) (¥ the cost is 0, plazae enter 0 here. )

Hotes (Optional)

*fou have 150 characters remaining

BT [ ccReum o0 Hanagemen: |

IDPs Pending Your Review

O SMITH, JOkE 23 Sep 2000 cory.denchue@asmr.com

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.

Add A New Course

Click on the radio button to change the courses list. If you choose "Education, OJT, Developmental Activities and Other Training”, Course Nu
selected for all course types.

@ CES Course O CHRA Course O Education O OJT O Developmental Activity (O Other Training O Skillport

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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Click the check
— T

boxes to select -
students Then Click

W's Pending Your Review
[ Name  [DPSubmitDate

23 Sep 2008

SMITH. JOHN cory.donohue@asmr.com

KEMANIDIS . MINAS 24 Jan 2008 lliu@asmr.com

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.

Click

| << Return to IDP Management |

I —

pry_donchue@asmr.com

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.

9/25/2008

Click on an employee’s name to review their IDP.

Click here to assign a course to the multiple pending employees.
IDPs Pending Your Review

SMITH. JOHN'\ 23 Sep 2008 cory donohue@asmr.com

Click

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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Civilian Human Resource Training Application System - CHRTAS

22008

1o Man

Pacg

ad:le:l Iease add comments 1o why you disagree and cllck hn Dlsappro' ) bnltnn lo sann the IBP back |o lha empl onenfo!con’ectl:n

[+] Command: CRIMIMAL INVESTICATION CMD (CIDC)  Duty Location: . .
Click to view goals

IDP Submitted: 24.Jan 2000 IDP Appraved: or training history

Click [+] to expand / collapse sddtional infoemation

You approve o disappeove the student’s 1I0F he s werll as add addibonad o 5 Chek on the X ims o didele thee iz i you do not concur with courses thal the employes has

Empioyes Information
[+] Nama: KEMANIDIS  MIMAS Suffie:  Emall: liu@asmr.com
Pasition Title:  Grade: 06 Pay Dand: A5 Series: 570]  Country:

Figure 60: Student Goals and Training History

67. In a Student’s IDP window, you may choose to approve or disapprove their |
Click on the button labeled Approve to approve the student’s IDP, as shown
61.

DP.
in Figure

Comments |Required only for Disapproval): app rove IDP

/ IDP

EX Supenisor Added AC Advanced Course CES FY 2009 Ne: |_] Yes
EX Supenisor Added CESL Continuing Education for Senior Leadership CES FY 2009 Mo _'J Yes
ER Superasor OBBAHAIABD T HABITS OF HIGHLY EFFECTIVE PEQOPLE CHRA FY 2008 No | .‘ Mo
NETATH MNSPS HR ELEM / PERF MGT / APPEALS FOR HR PRAC CHRA 30 Jan 2010 Ho i 1 Mo
T LMBETHLMR MAF LABOR! MANAGEMENT EMPLOYEE RELATIONS CHRA 30 Jan 2010 No 1 Mo
MDP - Position Reguirement GBTHHRS MNAF HR FOR SUPERVISORS CHRA 30 Jan 2010 Ne J Ne
MD® - Cenification Requiremant HBW101 MNERS 101 CHRA 30 Jan 2010 Ne J Ne
MDP - Certification Requirerant HOTANP NSPS PAY POOL MANAGEMENT CHRA 30 Jan 2010 No J No

Add Another Course Click to

Click to .
disapprove

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.

Comments (Required only for Disapproval):

Write comments here
before disapproving
an IDP

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.

Training Applications

3] Approve £ Review CHRTAS
Training Applications

Individual Development Plan
3] IDP Management
3] IDP Reparts e

Training History

3] Pending Training Histary
Fequests

3 Approved Training History
Requests

3] Disapproved Training Histary
Feguests

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.

30



Civilian Human Resource Training Application System - CHRTAS

9/25/2008

Generate Reports

Instructions: Select the report you would like to review from the drop down list below.

Select a Report
Repurt h
Name: | IDP Status of My Employees V| Na me

ISl ¢— Then Click

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.

Chvillan Human Resource Tralning Application System - CHRTAS

4208
Gao To Main Page

The listing below displays all users in CHRTAS that have marked your email address {“QJWT‘EMAIL wvariable”) as their supenasor. Using this report, you can view the IDP status of the
employeas that you supandse. If your employee has submitted an IDP, click on their name to review thair IDP. If you wish to sand an email reminder to an employea about their IDP status,
please click on the check box to the left of the Employes Mame, compose your mezaage in the email box provided and click on the “Send email button.” The text that is zent can be modified

and you can other indiiduals as needed in the CC and BCC areas of the emal. i you wish to send an email 1o all of your employees. you can do o by clicking on the "Include All Employees™
chack baox.
=
Export to Excel
IDP Status of My Employeas
Cinclude All Employees
[Grade | Pay Job Career Emplayee Emall
| Band | Series | Fiald

o o dadsasda ) sardestani@asmr.com A o
] ALBIN KOLLER BA c1 2001 A Yes
O ANGELA M ELLIS SUPERVISORY BUGET ANALYST 4 Gs D560 aitasstufiasn com HiA o
O ANNETTE M ZAPF AT TSN SENIEVEVAL AR R {RNGS 0510 sitasstu@asme cam i No

) Cl BRIAN D LAFLAMME EMVIRONMENTAL PROTECTION SPECIALIST 13 GE 0028 sitasstu@asmr.com A Ne )
() CARDL C WOJTYNA LAW ENFORCEMENT PROGRAM OFFICER 13 63 01 aitasstufiasn com HiA o
O CHRTAS TESTER 2] GS 0019 aitasstui@asmr.com i Ne
] CLIFFORD F GHAFEY BUDGET ANALYST 11 GS 0560 sitasstugdasmr.com A Mo
(] DARRYL M MAIORS PROCUREMENT ANALYST 1 GS 1102 aitasstu@asme com i Ha
Cl DEBORAH L JACOBEEN BUDGET ANALYST 0z YA 0560 sitasstu@asmr.com A Ne
O DEBRA K DOUGHERTY  BUDKGET ANALYST 1 Gs D560 aitasstufiasn com HiA o
O DENNIS T HARRIS BUDGET ANALYST 0 GS 0560 aitasstui@asmr com N Ne
Cl ERWIN WITTMANN e A E502 A Ner
(] GEORGE L HARDISON Chief 02 e 0023 sandestanigasme com HiA Ho
] GEORGIANA S BINNARR.  BUDCET OFFICER 13 GE 0560 sitasstu@asmr com A Ne

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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75.

O JENNIFER SUR Mathematician 04 GS 0510 aitasst
Fl JERRY JONES Director c"ck 13 GS 0019 sardesi
O OHM SMITH Tester 02 YA 0030 cory.d

[ JOY JOY sdkdjdjdj Fi F 0029 sardesy
H KATHRYMN ROBERTSON BUDGET AMALYST " GS 0560 aitasst
] KIMBERLY A GEORGE MANAGEMENT ANALYST 12 GS 0343 aitasst

Figure 66: Reviewing Submitted IDPs

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.

SULEIMAN A KHALAF BUDGET ANALYST 1" GS 0560 aitasstu@asm
Ek TESTER GOULD 10 GS 1102 aitasstu@asm
O \ TRACY M WASHINGTON BUDGET ANALYST " GS 0560 aitasstu@asm
* Click

From: |ATASSUP@ASMR.COM |

cc: | |

BCC: | |

Subject: [IoP Reminder |

Message: Records indicate you have not submitted an IDP through the CHRTAS system. Please go to

https:fiwww eval2 asmr.com/channelsichrtas to complete this action. Once you have logged onto CHRTAS, click
on the "Review Individual Plan” link to start your IDP

Add to or Modify
Message

You have 4749 characters remaining Click

R

76.

Figure 67: Send E-Mail

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.

9/24/2008
& The listing below displays all users in CHRTAS that have marked your email address ("SUPINTEMAIL variable”) as their superisor. Using this repor
employees that you supenise. If your employee has submitted an IDP, click on their name to review their IDP. If you wish to send an email reminder
please click on the check box to the left of the Employee Name, compose your message in the email box provided and click on the "Send email but
W and you can other individuals as needed in the CC and BCC areas of the email. If you wish to send an email to all of your employees, you can do sof
check box.
Click

Civilian Human Resource Training Application System - CHRTAS

D/ IDP Status of My Employees
nclude All Employees

Im:lude" Employee Name Posmon Title Grade Pay Careel Employee Email
Senes Fleld

ADDAFDASF
JOJKSDAKLIF

0 ALBIN KOLLER 6A C1 2001

dadsasda 0020 sardestani@asmr.com

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.’
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Training History Menu

Pending Training History Requests

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

Training Applications
9] Approve / Review CHRTAS
Training Applications

Individual Development Plan
9] IDP Managerment
9] IDP Reports

Training History

3] Pending Training Histary
Reqguests ‘\

9 Approved Training History
Fequests

9] Disapproved Training Histary
Requests

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.

[31 Pending Requests

| ep

B Approved Requests MINAS KENANIDIS 402 26 Sep 2008

31 Disapproved Requests | JOHN SMIT ECON 100 29 Jul 2008

[3] CHRTAS Training JOHN SMITH lick ENG 101 29 Jul 2008
JOHN SMITH Clic BASKWEAVE 20 Feh 2008
JOHN SMITH cs 101 21 Feb 2008
JOHN SMITH cs 222 29 Jul 2008
JOHN SMITH ACCT 102 13 Feb 2008
JOHN SMITH ACCT 201 20 Feb 2008
JOHN SMITH ACCT 241 19 Sep 2008
ROGER SMITH ALMC-CL 29 Jul 2008
ROGER SMITH MATH 105 29 Jul 2008

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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Supervisor Approval:*

rApprove Training Course Request \
Disapprove Training Course Request Select to

Approve or
Disapprove Then Click

You have 1000 characters remaining for your comments._.
<< Return to List of Requests Press the "Submit" button to continue

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.

[9] Pending Requests

[#) Approved Reguests
[9) Disapproved Reguests
[#] CHRTAS Training

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.

| I I I I |
JOHM SMITH MATH 106 14 Feb 2008 Approved 14 Feb 2008

JOHM SMIT] GMU-MATH 25 Sep 2008 Approved 25 Sep 2008

JOHM SMIT:\ Click IT101 14 Feb 2008 Approved 14 Feb 2008

JOHM SMITH IT103 29 Jul 2008 Approved 29 Jul 2008

JOHM SMITH ACCT 101 13 Feb 2008 Approved 13 Feb 2008

JOHM SMITH BASKWEAVE 20 Feb 2008 Approved 29 Sep 2008

JOHM SMITH Cs 21 29 Jul 2008 Approved 29 Jul 2008

ROGER SMITH ENG 101 29 Jul 2008 Approved 29 Jul 2008

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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3] Pending Reguests
9] Approved Reguests
9] Disapproved Request
3] CHRTAS Training

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.

3] Pending Reguests
9] Approved Reguests
#] Disapproved Reguests

3] CHRTAS Training K_

Figure 75: CHRTAS Training
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