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Viewing the Training Course Waiting List 
 

Introduction This guide provides the procedures for how to view the Training Course 
Waiting List in Direct Access (DA). 

 
User Roles The user MUST have one of the User Roles listed below to view a 

Training Course Waiting List:   
• CGASGN 
• CGASGNPLN 
• CGASGNVW 
• CGRSVISC 
• CGRSVORD 
• CGTASMGR 
• CGTRNASC 
• CGTRNTQC 

 
Procedures See below. 
 

Step Action 
1 Click the Training Admin – Enrollment Tile. 

 
 

1.5 Select the Course Waiting option. 

 
 

2 Enter a partial/full Course Code (if known) or use the lookup, then click the 
Search button. 

 
 

 

Continued on next page 
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Viewing the Training Course Waiting List, Continued 

 

Procedures, 
continued 

 

 
Step Action 

3 The Search Results will display. Click on the appropriate Course Code to view 
the Waiting List. 

 
 

 

Continued on next page 
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Viewing the Training Course Waiting List, Continued 

 

Procedures, 
continued 

 

 
Step Action 

4 The Course Waiting List will display on the Member Info tab. Select the 
Attendance Info tab. 
 
NOTE: If you click on the Expand All icon, all three tabs will display together. 

 
 

 

Continued on next page 
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Viewing the Training Course Waiting List, Continued 

 

Procedures, 
continued 

 

 
Step Action 

5 The Attendance Info page will display. 
• Letter Code –  
• Waitlist Dt – The date the member was placed on the list. 
• Session Number – The session the member is currently scheduled to attend. 
• Start Date – The date the course is scheduled to begin. 
• Status Date –  
• Status –   
• ETR Submit – The date the Electronic Training Request was submitted. 
• Faculty – Where the course is to be held. 
 
Select the Comments tab. 

 
 

 

Continued on next page 
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Viewing the Training Course Waiting List, Continued 

 

Procedures, 
continued 

 

 
Step Action 

6 This displays any Comments regarding the member attending the training. 
Select the Trng Session Stats tab. 

 
 

 

Continued on next page 
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Viewing the Training Course Waiting List, Continued 

 

Procedures, 
continued 

 

 
Step Action 

7 To display any saved Student Enrolled and Wait Statistics, click the yellow 
square. 

 
 

8 Only Seats Available was noted in this example. 
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