SECTION II

SOLDIER INFORMATION

INTRODUCTION:

Soldiers and civilians authorized to receive training with the Army Training System will have access to the ATRRS Homepage for the purpose of searching the Course Catalog Library and applying for Self Development Training.

This course search and training application function are designed to be user friendly and functional.  This is a stand alone section that may be reproduced for general use by the student (soldiers and civilians) who have an authorized affiliation with the Army.  Unauthorized users will not be allowed to apply for Self Development Courses.

An ATRRS LOGONID and password are not required to access the application in this section.  Authorized ATRRS users, those with a valid LOGONID and password must use the ATRRS Course Catalog (Live Data) in the ATRRS Channels Directory for the most current course and class information.

Soldiers and civilians who desire to find and take training should first go to the Course Catalog on the ATRRS Homepage and do a search as described in the following pages.  Once the course is located and course information is obtained, applications for Self Development Training may be submitted on-line as described in the following sections.  For training that is not classified as Self Development, soldiers and civilians must contact their respective Training NCO, quota manager or training manager for further procedural guidance.

Please go to the next page.
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The figure above represents the ATRRS Homepage (http://www.atrrs.army.mil) or (http://www.asmr.com/atrrs/) and can be used by authorized ATRRS users.  Additionally, soldiers and DOD civilians can access the course catalog and self-development training application system.

To access the course catalog (see ARROW ABOVE) simply click on the underlined words Course Catalog and you will be transferred into the catalog to begin your search.

To access the ATRRS Self Development Training Application System (see ARROW ABOVE) click on ATRRS Self Development Training Application System and you will be transferred directly into the application.

We will first show examples of the Course Catalog.
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By previously clicking on Course Catalog you will next come to this screen which acts as the administration page for the process.

Note – there is a Course Catalog Question Log for direct contact with ATRRS for help and suggestions. (See ARROW ABOVE).

To continue click HERE (See ARROW).
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The Screens on the previous page represent the Course Catalog selection criteria options 

available to the user.  In searching for a course you must make at least ONE selection.
For the purpose our example we will search for ASI 2S by placing the ASI in the

corresponding box to Enlisted ASI. Please note we have also selected FY 2000 at the top 

of the page as our Fiscal Year. Once our selections are made scroll to the bottom of the 

page and click on Search.
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The screen above will give you the initial information on all schools that teach courses

associated with ASI2S, Battle Staff.

By clicking on the course number you will be taken to the Scope and Prerequisite

Screens.
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This is the screen depicting the Scope and Prerequisites for the selected course.  The Course Prerequisites give all the qualifications that the student must meet to request enrollment in the course.  The Course Scope outlines the program of instruction (POI).

Scroll down and you will come to the Active Class Schedules and the Schools 

information.
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The course schedule shows all current classes scheduled for the Fiscal Year (FY) that you choose in your initial selection.

All the school or site information relating to the course is shown directly below the current schedule.

Remember, you may use any combination of information to request information from the Course Catalog – Remember that you must have entered a valid Fiscal Year (FY) and at least one Required item of information.

Use your BACK browser button to return to the ATRRS Homepage.

To move into the Self Development Training Application System click on the 

ATRRS Channel for Self Development Training Application System in the Channels 

Directory.

You have now entered the ATRRS Internet Training Application System.  If you have any questions at this time, you click on the OVERVIEW or HELP button on the upper right corner of your screen.
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Logon to the System:

The system is open to all military and Department of Defense employees.  The student’s social security number and date of birth are used to confirm eligibility. To successfully logon to the system, follow these steps:

1. Enter your SSN. Click your mouse in the first SSN box on the left and type in your SSN. Do not enter any dashes. 

2. Enter your Date of Birth. Select the day from the first drop-down box. Select the month from the middle drop-down box. Select the year from the last drop-down box.

3. Click the Logon button.
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If the system finds a record for you, the browser will load the next page, which allows you to pick a course. If a record is not found for you, an error message will appear on the page and you will not be allowed into the system. If you are not allowed into the system, try entering your SSN and date of birth again in case you made a typo. If you still can not get into the system, click the "Questions?Problems?Suggestions?" link at the bottom of the page (you may have to scroll down). This will allow you to send an email message to the ATRRS Help Desk explaining your problem. Be sure to include a good description of your problem and a phone number where you can be reached. The ATRRS Help Staff will contact you within 24 hours to resolve your problem.
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Select a Course:

After successfully logging on to the system, you are presented the following page for selecting a course. On this page, you will enter criteria for finding the self-development course and class you are interested in. First, select the Fiscal Year (FY) in which you wish to take the course. The current FY will be the default (remember the FY ends on 30 September).
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Next, if you already know the title of the course you wish to take, you can select it from the "Select a Course" drop-down list.
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 If you are not sure what course you wish to take, you can enter a keyword in the "Enter a Keyword" box. If you enter a keyword, the system will search for all courses in the selected FY containing the keyword in the title.  In this example, we have chosen the keyword "Engineer".  Click on the "Search" button after you enter your search criteria.
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If more than one course matches your search criteria, you will see a page containing a list of courses. This list shows the FY, school name, course number, course title, and phase for each course. The course number and course title are hyperlinks. Clicking the course number links you to a class list for that course. Clicking the course title links you to the course description as listed in the ATRRS catalog. When you decide which course you want to take, click on the course number. If there is only one course and class that matches your search criteria, you will be taken directly to the application form for that course.
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There may be no courses that match your search criteria. This can occur even if you selected a course from the drop-down list because there may be no classes offered for that course during the FY you selected. If this happens, you will see a page that tells you that there are no courses or classes that match your search criteria. When you see this page, simply click your browser’s Back button and you will return to the page for selecting a course. Try entering a different keyword or FY to find an appropriate course.
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In this sample, we have chosen Combat Engineer (MOS 12B) which is offered at School Code 553 and School proponent is Ft Eustis, VA. 
Select a Class:

After you click on the course number, you will see a page that lists all classes offered for that course. The class list shows the class number, location (if applicable), delivery method, report date, start date, and end date. Many self-development courses will have a class that starts on the beginning of the FY (1 Oct) and ends on the end of the FY (30 Sep). This means that the class is open for enrollment year round. Otherwise, you will only see classes that have not yet started. The class number is hyperlinked to the application form. Click on the class number for the class you want to take.
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In this sample, we have chosen Air Traffic Controller (MOS 93C).

Complete the Application:

The top section of the application displays information about the course and class that you have selected. The remaining sections require you to enter information about yourself, your workplace, and your supervisor. If you already have a record in ATRRS, that data will already be filled in for you. Please enter the correct information in each field. If your data was automatically loaded, please correct it as necessary. Note that the system presents a drop-down list containing skill codes based on your service and your payplan. For example, if your service is Active Army and your payplan is Enlisted (E), the skill code list will contain Army enlisted MOSs. If you have to change your service code or payplan on the form, the page will reload and present the correct skill code list. If ATRRS does not know your service or payplan, then you will not see a skill code list when the page initially loads. 
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The rest of the fields should be self-explanatory. If you have questions, click on the "Questions?Problems?Suggestions?" link at the bottom of the page to send an email to the ATRRS help desk. 
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After completing the application form, click on the Submit button on the bottom right corner of the page. If you have left any required fields blank, the page will display an error message describing the problem and will place the cursor in the problem field. Otherwise the system will display a confirmation page.
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The confirmation page displays information about the reservation that you made. This page shows basic information about the class. If the class is web-based, the confirmation page will provide a hyperlinked URL you can use to access the course material. This page will also provide a course access code if you must have one to access the courseware. You will receive a copy of this confirmation page in an email message. The message is emailed to you as soon as the page is loaded. The system also sends an email to notify your supervisor that you have enrolled in the class.

CLICK OK.  You are now enrolled.  You may use the key located at the bottom of the webpage at any time to move through the application system (see Arrows above).
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1995 =]

Step Two

Fv

T sacond sep i o selct 3 cours r énter 3 keyuord ta o dovn the course s

RC AVIATION OFFICER ADVANCED - Correspandence
Enter a Keywordi 1 TRAFFIC CONTROL PREPARATORY - Carrespandence.

SPECIAL COURSE FOR SAFETY MANAGEMENT (BASIC) - Correspandence
AVIATION ACCIDENT PREVENTION MANAGEMENT - Correspandence
The last step s to pr| AVIATION SURVIVAL - Carrespandence

AVIONIC MECHANIC (MOS 68N) - Correspondsnce
AIR TRAFFIC CONTROL OPERATOR (MOS 93C) - Correspondence
AVIATION OPERATIONS SPECIALIST (MOS 93P) - Correspondence
AVIATION SAFETY OFFICER - Correspandence
AVIATION LOGISTICS MANAGER - Correspandence
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