5 April 2023

Adding/Updating Additional Training

This guide provides the procedures for adding, updating, and deleting

Additional Training in Direct Access (DA).

Introduction
Reference a) Performance, Training, and Education Manual, COMDTINST
M1500.1 (series)
Procedures See below.
Step Action
1 Click the Person Profile Tile.

Person Profile

i S

Select the Person Profiles option.

1.5

=~ Person Profiles

Enter the member’s Empl ID. The Correct History box will automatically be

2
checked. Click Search.
Enter any information you have and click Search. Leave fields blank for a list of all values.

Person Profiles

Find an Existing Value

w Search Criteria
Empl ID | begins withﬂ 1234567
Q

Profile Type | begins with|v|

Name | begins with V|
Last Name | begins with|\|

Alternate Character Name | begins with ﬂ

Cinclude History [MEorrect History []Case Sensitive
Basic Search [ Save Search Criteria

Clear

Search

Continued on next page



https://media.defense.gov/2017/Sep/13/2001808334/-1/-1/0/CH-2%20TO%20PERFORMANCE,%20TRAINING,%20AND%20EDUCATION%20MANUAL,%20COMDTINST%20M1500.10C
https://media.defense.gov/2017/Sep/13/2001808334/-1/-1/0/CH-2%20TO%20PERFORMANCE,%20TRAINING,%20AND%20EDUCATION%20MANUAL,%20COMDTINST%20M1500.10C

5 April 2023

Adding/Updating Additional Training, Continued

Procedures,
continued

Step Action

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

Person Profile

Empl ID 1234567 Bulbasaur

Profile Type PERSON Person
“Profile Status | Active ﬂ

“Description |Bulbasaur x

&S print = Comments Profile Actions | [Select Action] v &

Competencies Education Mobility Waivers CAN

¥ Competencies

HF Q 1-3 of 3[V] | View All
ID Competency -Effective Date Evaluation Type Proficiency
CMCJV Collateral Duty Silver Badge 02/22/2013 Approved/Official Good |}
PERJR Senior Enlisted Service Academ 11/03/2010 Approved/Official Good |}
YNCM YNCM ERATS 01/26/2016 Approved/Official 3-Good i
+ Add New Competencies

+ Officer Specialty Code

There are currently no Officer Specialty Code for this profile. Please add one if required.

* Profile Content

There are currently no for this profile. Please add one if required.

+ Add New

Save

Return to Search Previous in List Next in List

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.
Person Profile
Empl ID 1234567 Bulbasaur
Profile Type FPERSON Person
*Profile Status | Active [v]
*Description | Bulbasaur
& Print & Comments Profile Actions | [Select Action] V]| ®
Competencies Qualifications Education Mobility Waivers CAN
¥ Honors and Awards
B Q 1-50f18 [v| P ] View All
1D Honor and Award View History
rEREN Rnat Farrac Mnaratinne Incinni 3
¥ Courses & Training
= e} 1-5 of 5[] View All
D Course Code :Effective Date
ARAAK CIDCQT M1 AQQC DEDENDMAMME narnmnnA
[+ Additional Training |
5 Q 150f8]| » M| |ViewAl
D Course Code =Effective Date View History
210010 BOATSWAIN'S MATE 07/31/1998 m
210200 YEOMAN 05/02/2000 B i}
230440 LEADERSHIP & MANAGEMENT ROADSH | 11/17/2000 m
340720 LEADERSHIP & MANAGEMENT SCHOOL | 11/13/2000 i}
400469 CR/HRA SEXUAL HARASSMENT PREV 07/08/2004 = i}
+  Add New Additional Training
Save
Return to Search Previous in List Mext in List

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.
¥ Additional Training

5 Q 1-8 of 8[v] | View5

ID Course Code :Effective Date View History

210010 BOATSWAIN'S MATE 07/31/1998 i}
210200 YEOMAN 05/02/2000 B i)
230440 LEADERSHIF & MANAGEMENT ROADSH 11/17/2000 i)
340720 LEADERSHIP & MANAGEMENT SCHOOL 11/13/2000 i)
400469 CR/HRA SEXUAL HARASSMENT PREV 07/08/2004 B i}
400470 I CR/HRA ORIENTATION I 07/29/1997 i}
500201 CR/HRA BASIC HUMAN AWARENESS ( 07/08/2004
500834 TCT-UNIT 06/16/1998 i}

+ | AddNew Additional Training |

Save

Return to Search Previous in List Mext in List

Continued on next page



5 April 2023

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.
Person Profile

Add New Additional Training

EmplID 1234567 Bulbasaur
Profile Type = PERSON Person

Add item details. Select OK to apply changes and return. Select Cancel to return without making any changes.
Select Apply and Add Another to continue adding additional items.

Details Q 1 0f 1]v] | View Al
“Effect +
Effective Date |10/01/2019
*Course Code Q
Location 2
254 characters remaining
OK Cancel Apply and Add Another

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.

Person Profile
Add New Additional Training

EmplID 1234567
Profile Type  PERSON

Bulbasaur

Person

Add item details. Select OK to apply changes and return. Select Cancel to return without making any changes.
Select Apply and Add Another to continue adding additional items.

Details Q 10f1[v] | View Al
*Effective Date |09/13/2019 +
*Course Code |501457 Q | RESERVE NATL SECURITY COURSE
. ¥
Location &
254 characters remaining
OK Cancel Apply and Add Another
Look Up Course Code x
Help
Content Type ADDL_COURSES
Content ltem ID | begins with ||
Content Group Type | begins with ﬂ
Content Group | begins withﬂ
Description | begins with [v| IReserve I
| Search | Clear Cancel Basic Lookup
Search Results
View 100 1-5 0f 5[]
Content Cémtent Content D -
Item 1D roup Group lescription
Type
|§56'i£i§'?§ (blank) (blank)  RESERVE NAT'L SECURITY COURSEI
501458 | (blank) (blank)  RESERVE OFF JOINT MILITARY OPS
501450 (blank) (blank) RESERVE OFF NATL SEC DECMAKR
501459 (blank) (blank) RESERVE OFF STRATEGY & POLICY
| 502420 (blank)  |(blank)  Reserve RB-S Boat Crew Member | |

Continued on next page
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Adding/Updating Additional Training, Continued

Procedures,
continued

8 Enter the Location as appropriate and click OK.

Person Profile
Add New Additional Training

EmplID 1234567 Bulbasaur
Profile Type  PERSON Person

Add item details. Select OK to apply changes and return. Select Cancel to return without making any changes.
Select Apply and Add Another to continue adding additional items.

Details Q 1 0f 1[v] I View Al
*Effective Date |09/13/2019 +
“Course Code | 501457 Q| RESERVE NATL SECURITY COURSE

. L
Location |Arlington, VA v

241 characters remaining

0K Cancel Apply and Add Another

Continued on next page
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Adding/Updating Additional Training, Continued

Procedures,
continued

Step Action

9 Click Save.

Person Profile

EmplID 1234567 Bulbasaur

Profile Type PERSON Person
*Profile Status | Active

*Description |Bulbasaur

& Print © Comments Profile Actions | [Select Action] ®»

Competencies Qualifications Education Mobility Waivers CAN

» Honors and Awards
<4 Add New Honors and Awards

» Language Skills

4+  AddNew Language Skills
» Licenses and Certifications

= AddNew Licenses and Certifications
} Memberships

+  AddNew Memberships

» Tests or Examinations
4+  AddNew Tests or Examinations

Courses & Training

¥ Additional Training
H Q 4 4 150f9v| | View Al

D Course Code <Effective Date View History

400469 CR/HRA SEXUAL HARASSMENT PREV 07/08/2004 =
400470 CR/HRA ORIENTATION 07/2911997
500201 CR/HRA BASIC HUMAN AWARENESS ( 07/08/2004

500834 TCT-UNIT 06/16/1998

2 2 2 5 =2

501457 RESERVE NAT'L SECURITY COURSE 09/13/2019

<+ Add New Additional Training

Return to Search Previous in List Next in List

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.

Person Profile

Empl ID 1234567 Bulbasaur

Profile Type PERSON Person
*Profile Status | Active ﬂ

*Description | Bulbasaur

& Print © Comments Profile Actions | [Select Action] ™| ®

[ You have successfully saved those profile changes that do not require approval.

Competencies ‘ Qualifications ‘ Education Maobility Waivers CAN

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

¥ Additional Training

B Q 1-8 of 8[v] | Views
ID Course Code +Effective Date View History
210200 YEOMAN 05/02/2000 B i)
230440 LEADERSHIP & MANAGEMENT ROADSH 11/17/2000 i)
250240 EMT CERTIFICATION 08/11/2017 i)
250241 EMT RECERTIFICATION 08/M17/2018 i)
340720 LEADERSHIP & MANAGEMENT SCHOOL 11/13/2000 i)
400469 CR/HRA SEXUAL HARASSMENT PREV 07/08/2004 B i)
400470 CR/HRA ORIENTATION 07/29/1997 i)
500201 CR/HRA BASIC HUMAN AWARENESS ( 07/08/2004 i)
+ Add New Additional Training

Save
Return to Search Previous in List Next in List

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.

Person Profile
Update Additional Training

EmplID 1234567 Bulbasaur
Profile Type PERSON Person

Update item details, then select OK to apply changes and return. Select Cancel to return without any changes.

Details a 10f 1[v] View Al

“Effective Date |08/17/2018 +

Course Code 250241 EMT RECERTIFICATION

Location €

254 characters remaining

‘ OK | Cancel

13

Click View All (optional) to view all of the rows associated with this course.

Person Profile
Update Additional Training

Empl ID 1234567 Bulbasaur
Profile Type PERSON Person

Update item details, then select OK to apply changes and return. Select Cancel to return without any changes.

Details Q | 1of2[v » D

“Effective Date | 10/03/2019

Course Code 250241 EMT RECERTIFICATION

Location &

254 characters remaining

‘ OK | Cancel

10
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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.
Person Profile

Update Additional Training

Empl ID 1234567 Bulbasaur
Profile Type PERSON Person

Update item details, then select OK to apply changes and return. Select Cancel to return without any changes.

Details Q | 1-2 of 2[V] View 1

“Effective Date |08/09/2019

Course Code 250241 EMT RECERTIFICATION

Location &
254 characters remaining
“Effective Date |08/17/2018 + -
Course Code 750241 EMT RECERTIFICATION
&

Location

254 characters remaining

oK Cancel

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
opulated. Click Save.

¥ Additional Training

B Q 1-8 of 8[v] | Views
ID Course Code +Effective Date View History
210200 YEOMAN 05/02/2000 B m
230440 LEADERSHIP & MANAGEMENT ROADSH | 11/17/2000 m
250240 EMT CERTIFICATION 08/11/2017 m
250241 EMT RECERTIFICATION: 08/09/2019 B m
340720 LEADERSHIP & MANAGEMENT SCHOOL | 11/13/2000 m
400469 CR/HRA SEXUAL HARASSMENT PREV 07/08/2004 B m
400470 CR/HRA ORIENTATION 07/29/1997 m
500201 CR/HRA BASIC HUMAN AWARENESS ( 07/08/2004 m
+ Add New Additional Training

Save
Return to Search Previous in List Next in List

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.

Person Profile

Empl ID 1234567 Bulbasaur

Profile Type PERSON Person
*Profile Status | Active ﬂ

*Description | Bulbasaur

& Print © Comments Profile Actions | [Select Action] ™| @

¥ You have successfully saved those profile changes that do not require approval. I

Competencies Qualifications Education Maobility Waivers CAN

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.

¥ Additional Training
B Q
ID Course Code
210010 BOATSWAIN'S MATE
210200 YEOMAN
230440 LEADERSHIP & MANAGEMENT ROADSH
340720 LEADERSHIP & MANAGEMENT SCHOOL
400469 CR/HRA SEXUAL HARASSMENT PREV
400470 CR/HRA ORIENTATION
500201 CR/HRA BASIC HUMAN AWARENESS (
500834 TCT-UNIT
+ Add New Additional Training
Save
Return to Search Previous in List Next in List

1-8 of 8[v] | Views
-Effective Date  View History

07/31/1998
05/02/2000 B
11/17/2000
11/13/2000
(7/08/2004 B
07/29/1997

07/08/2004

HQ) B 82 2 2 =2

06/16/2019

18

A confirmation message will display. Click OK.

OK

Delete current/selected rows from this page? The delete will occur when the transaction is saved.

Cancel

13

Continued on next page
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Adding/Updating Additional Training, Continued

Procedures,
continued
Step Action
19 | Click Save.
¥ Additional Training
B Q 1-8 of 8[v] | Views
ID Course Code -Effective Date  View History
210010 BOATSWAIN'S MATE 07/31/1998 i)
210200 YEOMAN 05/02/2000 B i
230440 LEADERSHIP & MANAGEMENT ROADSH 11/17/2000 i)
340720 LEADERSHIP & MANAGEMENT SCHOOL 11/13/2000 i
400469 CR/HRA SEXUAL HARASSMENT PREV 07/08/2004 B i)
400470 CR/HRA ORIENTATION 07/29/1997 i
500201 CR/HRA BASIC HUMAN AWARENESS ( 07/08/2004 i)
+ Add New Additional Training
Save
Return to Search Previous in List Next in List
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.
Person Profile

EmplID 1234567 Bulbasaur
Profile Type PERSON Person
*Profile Status | Active ﬂ
*Description | Bulbasaur

& Print © Comments Profile Actions | [Select Action] [v] ®

[ You have successfully saved those profile changes that do not require approval. I

Competencies Qualifications Education Maobility Waivers CAN
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