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Adding/Updating Additional Training 
 

Introduction This guide provides the procedures for adding, updating, and deleting 
Additional Training in Direct Access (DA).   

 
Reference a) Performance, Training, and Education Manual, COMDTINST 

M1500.1 (series) 

 
Procedures See below. 
 

Step Action 
1 Click the Person Profile Tile. 

 
 

1.5 Select the Person Profiles option.   

 
 

2 Enter the member’s Empl ID.  The Correct History box will automatically be 
checked.  Click Search.   

 
 

  

Continued on next page 
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Adding/Updating Additional Training, Continued 

 
Procedures, 
continued 

 

Step Action 
3 The Person Profile page will display.  Click the Qualifications tab. 

 
  

  

Continued on next page 
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Adding/Updating Additional Training, Continued 

 
Procedures, 
continued 

 

Step Action 
4 Scroll down to the Additional Training section.  Click View All (if necessary) to 

see all of the member’s additional training. 

 
 

  

Continued on next page 
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Adding/Updating Additional Training, Continued 

 
Procedures, 
continued 

 

Step Action 
5 To add new training:  Click Add New Additional Training and complete Steps 

6 – 10. 
 
To update training:  Select the appropriate Course Code and complete Steps 11 
– 16.    
 
To delete training:  Click on the Trashcan icon (ONLY if the course was 
erroneously entered) and complete Steps 17 – 20.    

 
 

  

Continued on next page 
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Adding/Updating Additional Training, Continued 

 
Procedures, 
continued 

 

Step Action 
6 The Add New Additional Training page will display.  Enter the Effective Date of 

the training.     

 
 

  

Continued on next page 
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Adding/Updating Additional Training, Continued 

 
Procedures, 
continued 

 

Step Action 
7 Enter the Course Code or select the Course Code using the lookup.  

 
 

 
 

 
Continued on next page 
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Adding/Updating Additional Training, Continued 

  
Procedures, 
continued 

 
  
8 Enter the Location as appropriate and click OK. 

 
 

 
Continued on next page 
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Adding/Updating Additional Training, Continued 

  
Procedures, 
continued 

 
Step Action 

9 Click Save. 

 
 

Continued on next page 
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Adding/Updating Additional Training, Continued 

  
Procedures, 
continued 

 
  

10 A confirmation message will display.  To enter or update additional training for 
another member, click Return to Search at the bottom of the page or click the 
Home button to return to the DA main page. 

 
 

11 To update, click on the Course Code to be updated. 

 
 

 
Continued on next page 
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Adding/Updating Additional Training, Continued 

  
Procedures, 
continued 

 
  

12 The Course will display.  If the Effective Date is incorrect or the Location needs 
to be populated, make changes to the fields as appropriate.   
 
To add another row, click the (+) button.  For example, this member renewed 
their EMT Certification so another row is being added to log the certification. 

 
 

13 Click View All (optional) to view all of the rows associated with this course.    
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Continued on next page 
Adding/Updating Additional Training, Continued 

  
Procedures, 
continued 

 
  

14 Enter the Effective Date of the training.  Enter a Location (if appropriate), then 
click OK. 

 
 

 
Continued on next page 
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Adding/Updating Additional Training, Continued 

  
Procedures, 
continued 

 
  

15 Because another row was added to this course, the View History field is now 
populated.  Click Save. 

 
 

16 A confirmation message will display.  To enter or update additional training for 
another member, click Return to Search at the bottom of the page or click the 
Home button to return to the DA main page. 

 
 

 
Continued on next page 
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Adding/Updating Additional Training, Continued 

  
Procedures, 
continued 

 
  

17 To delete, click the Trashcan icon for the training to be deleted.  Remember:  the 
training should ONLY be deleted, if it was erroneously entered for the member.

 
 

18 A confirmation message will display.  Click OK. 

 
 

 
Continued on next page 
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Adding/Updating Additional Training, Continued 

  
Procedures, 
continued 

 
Step Action 
19 Click Save. 

 
 

20 A confirmation message will display.  To enter or update additional training for 
another member, click Return to Search at the bottom of the page or click the 
Home button to return to the DA main page. 
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