10 January 2024

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.

Training Admin Workcenter

-

2 Select the Submit an ETR option.
C &

v Links

Training Admin Enrollment

Add POI External Trainee

Course Sessions

Course Waiting List

FSMS Course Session Enrcliment
FSMS Training Admin Crders
Modify POI Trainee Data

Student Training Summary

Submitan ETR

TA Orders (View Only)
Training Admin Setup

Setup Courses
« Queries

+ Reports/Processes

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.

Request Training Enroliment

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

Find an Existing Value ‘

w* Search Criteria

Empl ID | begins with v| 1234567

Empl Record | = v| | Q, |

Last Name | begins with V| | ‘

First Name | begins with V| | ‘

I MNational 1D | begins with V| | ‘

Job Code | begins with v/ | Q|
Set ID | begins with V| | Q |
Department | begins with V| | Q |

Company | begins with V| | ‘

Job Family | begins with v| | Q |

[JCase Sensitive

Basic Search & Save Search Critena

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:

e Search by Course Name — Proceed to Step 5.

e Search by Course Number — See below example.
e Search by Location — See below example.

e Search by Date — See below example.

Request Training Enroliment

Rick Deckard

Please choose one of the search methods below to find a course session.

Search by Course Name
Search by Course Number
Search by Location

Search by Date

Return to Select Employee

Empl 1D:

1234567

Request Training Enrollment
Course Search

Enter 2 courve number and seiect Search button 1o get 2 s of matching courses. Leave the course number blark 1o get a st of al

Courss Detals
S pucnonen [T Jp—
om0 cUDE sLoPE MO AT °
o JSE W COMTROL °
a0 °
00302 o
400311 L
400337 e o FEADIROICC o
Goms  NTROTO MDA PRODON OPS °
s SSAROACOORONATON 8 °
400475 OIL SPILL CONTROL L]

Request Training Enrollment

Course Search

Enter a date range and select the Search bution 1o get a list of courses offered withn that range._Leave the date fields blank fo get a kst of all
avalasle courses

General Details

Start Date

01082024

01082024

01092024

011102024

01102024

011102024

01102024

T T

Description &=
NVG MAINTENANCE o
SEARCH COORDINATION & o
EXECUTIO

SEAWATCH OPERATOR o
Defense Strategic Debriefing ]
S INVESTIGATING P
GFFICER (10}

USAF NCO AGADEMY L]
USAF SEN NCO ACADEMY o

Course
Humber

501403

400385

502496

502448

340860

501358

400301

Seasion Availability

Request Training Enroliment
Course Search

Enter a full or partial lecation name and select Search button to get a list of matching training locations. Leave the location

blank to get a list of all locations.

I Location |Yorkt0wn

General Details

Location

CG TRACEN YORKTOWN

Virtual Course TRACEN Yorktown

Return to Request Training Enroliment

Session Availability

View Available Sessions

View Available Sessions

Continued on next page
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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.

Request Training Enrollment

Course Search
Enter a full or partial course name and select the Search button to get a list of matching courses. Leave the course name blank to geta

list of all courses.
Course Name || Control I ‘ Search

Course Details

Description %e":;?r ﬁzmﬁ:r Session Availability
(LCH) SIB LOSS CONTROL i} 500105 View Available Sessions
e WPS CONTROL e 400210 No Sessions Available
S OLETURBINE a 501554 No Sessions Available
828 GOVERMNOR CONTROLS Li ] 501420 MNo Sessions Available
AIR DIRECTION CONTROLLER o 500256 View Available Sessions
AMO CORROSION CONTROL e 140201 View Available Sessions
C-130J GUIDANCE & CONTROL a 502036 View Available Sessions

YST

Request Training Enroliment

Course Search
Enter a full or partial course name and select the Search button to get a list of matching courses. Leave the course name blank to geta

list of all courses

Course Details

Description ?e";;s“e ﬁzﬁ:;:r Session Availability
(LCM) S8 LOSS CONTROL i} 500105 View Avallable Sessions
MGMT

1 Day Boat Forces Underwater E (i ] 100144 View Available Sessions
LS WPB CONTROL e 400210 No Sessions Available
e 8 CONTIALARM e 500777 No Sessions Available
110 WPB PAXMAN MK-30 [i] 250011 Mo Sessions Available

Continued on next page



10 January 2024

Submitting an Electronic Training Request (ETR), Continued

Procedures,
continued
Step Action
6 Locate the desired course and click View Available Sessions.

Request Training Enrollment

Course Search

Enter a full or partial course name and select the Search button to get a list of matching courses. Leave the course name blank to get a

list of all courses.

Course Name

Course Details

Description

(LCM) S/B LOSS CONTROL
MGMT

110 "A&B" WPB CONTROL
SYSTEMS

378 CONSOLE/TURBINE
CONTROL

828 GOVERNOR CONTROLS

AIR DIRECTION CONTRCOLLER

AMO CORROSION CONTROL

C-130J GUIDANCE & CONTROL
avaT

Control
%:etgle ﬁﬂ:;:r Session Availability
(] 500105
(] 400210
(] 501554
;] 501420
e 500256
(] 140201
(i) 502036

View Available Sessions

MNo Sessions Available

MNo Sessions Available

No Sessions Available

View Available Sessions

View Available Sessions

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.

Request Training Enrollment

View Available Sessions

500206 SMALL CUTTER DAMAGE CONTROL

Select a session number in the given list to view session details or to request enroliment in the

session
Course Session Details

Session Start Date Location Duration (Days) Open Seats Waitlisted
0117 04/29/2024 GG TRACEN YORKTOWN 5.0 0 0
Course Session Details

Session Start Date Location Duration (Days) Open Seats Waitlisted
0118 05/20/2024 CG TRACEN YORKTOWN 5.0 0 0
Course Session Details

Session Start Date Location Duration (Days) Open Seats Waitlisted
0119 I 07/08/2024 CG TRACEN YORKTOWN 5.0 14 0
Course Session Details

Session Start Date Location Duration (Days) Open Seats Waitlisted
0120 08/26/2024 CG TRACEN YORKTOWN 5.0 12 0
Course Session Details

Session Start Date Location Duration (Days) Open Seats Waitlisted
0121 09/09/2024 CG TRACEN YORKTOWN 5.0 16 0
Return to Course Search

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

Continue.

Session Detail
Rick Deckard

Start Date (07/08/2024
Location
Language
Prerequisite Courses

None

Session Schedule

Request Training Enroliment

Select the Continue button to submit your training request.

Course SMALL CUTTER DAMAGE CONTROL

CG TRACEN YORKTOWN

Session (0119
Duration (Days) 50

Session End Date

07/12/2024

Start Time

8:00AM

End Time Training Facility Name

4:00PM CG TRACEN YORKTOWN

Date Session Start Date
Monday 07/08/2024
Continue

Return to Course Search

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.
Request Training Enroliment

Employee Information

\erify Employee details and choose Continue button to submit the enrollment request.

Employee Details

=)(a]
Select Name Empl ID Rank Department
Rick Deckard 1234567 IT1 TRACEN YKTWN IRM BR
Continue

Return to View Available Sessions

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

click Submit.
Submit Request

Verify course details and select Submit to request enroliment.

Course Session Details

Course: SMALL CUTTER DAMAGE CONTROL
Session: 0119

Course Start Date: 07/08/2024

Start Time: 8:00AM End Time: 4:00PM
Duration (Days): 50

Location: CG TRACEN YORKTOWN

Language:

By submitting this ETR, you are confirming that all prerequisites for this course have been met and authorizing the member to
attend training for the requested date(s). Automatic deletion of this ETR will result if perquisites are not met. Alternate
sessions/dates must be listed in this block. If the ETR is being submitted for a SELRES member on long-term active duty orders
(greater than 180 days), the comments must reflect the recall status, to receive AFC-56 funded travel.

Only the following comments are to be listed: prerequisites have been met on (date), alternate sessions/dates, and any special
circumstances. Do not list any other comments.

Rick Deckard

Employee ID: 1234567 v EmplRed: 0 Rank: IT1 Dept: TRACEN YKTWN IRM BR

Comment:

Submit

Start a new Training Request

Continued on next page
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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.

Submit Confirmation

Submitted - Your Enrollment Request for Employee Rick Deckard( 1234567 ) has been submitted.

Course Sessinn Detajls

Rick Deckard

Employee ID: 1234567 Empl Red: 0 Rank: |T1 Dept: TRACEN YKTWN IRM BR

Comment: Prerequisites met as of 01/08/2024.

Start a new Training Request I




