
10 January 2024 

1 

 

Submitting an Electronic Training Request (ETR) 

 

Introduction This guide provides the procedures for submitting an Electronic Training 

Request (ETR) in Direct Access (DA). 

 

Roles Needed CGTASMGR 

CGTRNOFF 

CGTRNTQC 

 

Procedures See below. 

 

Step Action 

1 Click the Training Admin Workcenter tile. 

 
 

2 Select the Submit an ETR option. 

 
 

 

Continued on next page 
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Submitting an Electronic Training Request (ETR), Continued 

 

Procedures, 

continued 
 

 

Step Action 

3 Enter the member’s Empl ID and click Search. 

 
 

 

Continued on next page 
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Submitting an Electronic Training Request (ETR), Continued 

 

Procedures, 

continued 
 

 

Step Action 

4 The Request Training Enrollment page will display. Click on one of the 

following: 

• Search by Course Name – Proceed to Step 5. 

• Search by Course Number – See below example. 

• Search by Location – See below example. 

• Search by Date – See below example. 
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Submitting an Electronic Training Request (ETR), Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 Enter a full or partial Course Name and click Search.  If you do not enter a 

name, all courses will display as shown below. 
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Submitting an Electronic Training Request (ETR), Continued 

 

Procedures, 

continued 
 

 

Step Action 

6 Locate the desired course and click View Available Sessions. 

 
 

 

Continued on next page 
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Submitting an Electronic Training Request (ETR), Continued 

 

Procedures, 

continued 
 

 

Step Action 

7 A list of available sessions will display and will include specific details 

regarding each course. Click the Session number to request training. 

 
 

8 The Session Detail page will display. Review the Session Schedule and click 

Continue.  

 
 

 

Continued on next page 
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Submitting an Electronic Training Request (ETR), Continued 

 

Procedures, 

continued 
 

 

Step Action 

9 The Employee Information page will display. Ensure the Select box is checked 

and the Employee Details are correct. Click Continue. 

 
 

10 Verify the Course Session Details. Enter Comments ONLY as required and 

click Submit. 
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Submitting an Electronic Training Request (ETR), Continued 

 

Procedures, 

continued 
 

 

Step Action 

11 A Submit Confirmation message will display. Click Start a new Training 

Request to enter an ETR for another member or click Home to return to the 

main page. 

 
 

 
 

 

 


