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Prerequisite Information for All Users 

All users should review the PeopleSoft 8.0 Tutorial to familiarize yourself with the terminology and navigation you will experience.  Information on the tutorial and other general navigation information is located at http://cghrms.osc.uscg.mil.

In the following lessons, we present each process in two ways.  First, there is the summary information for the experienced user, someone who is comfortable navigating around the PeopleSoft environment.  The summary outlines the steps, without going into details about what you see or how to navigate.  For someone with less familiarity with PeopleSoft, we provide detailed instructions following the summary.  These instructions take you through the steps, provide screen shots to help you identify the processes, and give other informative information.

· Note:  Your view of any menu or page is dependent on your access to CGHRMS and the security settings associated with that access.  Your operator ID may not have access to all the pages we include in our user aid documentation.  Or we may show a field as editable, but your setting is "view only". 

ETR Overview

This is a document created for the Electronic Training Request preview.  

Quick overview of the process:
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For the purpose of this user aid, we assume each user has a user ID and is familiar with basic use of CGHRMS.  Information on using CGHRMS, basic navigation, and available user aids are located at http://cghrms.osc.uscg.mil.  

Run the Training by Department Query 

Introduction:
This section will guide you through the process to run the training by department query.  

Before you begin:
If possible, have the query name and applicable query criteria.  If you do not have the query name, you may perform a lookup and select from the available list returned. 

Detailed Directions:

	Step
	Description

	1
	Select from the home menu bar People Tools, Query Manager, Use, and Query Manager. [image: image1.png]Home » PeopleTools > Query Manager » Use
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	2
	Enter CG_DEPT_TRAINING in the Search by box and press Search.  (You may enter CG for a more expanded query list.)  Locate the query you would like to run and press the Run link.
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(The query list evolves quickly and what you see is dependant on security issues.)


	3
	The query appears in a new window.  Enter AUSCG as the Set ID and enter the department number.  Press the View Results button to run the query.
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more columns: 
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	4
	First-time users:  When you enter the Set ID, always use ALL CAPS.  If you do not know the department ID, click the magnifying glass.  This key indicates a lookup function is available.  A simple department lookup allows you to search by pre-set options available in the drop-down list.
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Select the one you want.  On Department, you may enter all or part of the department number and press Lookup.  Any available departments with the numbers you entered will return on a list.  

If you know a location (but no part of the department number), select the Advanced Search link.  This will allow you to search for departments using a greater range of criteria.  We suggest you 1- do a search of key words in the description of the department (e.g., %Baltimore%) or 2- search by department type (e.g., unit, group, STA, etc.).  Remember that use of the % symbol will return any department with a description that contains "Baltimore".  Review the list returned and select the department you need from the list or continue to run new search criteria until you find the department.  

	5
	The Training Status field shows completed, request, enrolled, etc.  The New Dept ID field indicates the "ordered into" department.  The Est Report Date field shows the estimated report date for the new department.  The Training Status Reason field shows the status reason (e.g., denied and the reason, session full - reapply, etc.).

To download a query to Excel, press the An Excel Spreadsheet link.  

	6
	Note:  To run another query, select the query from the list, press the Run link, enter any requested criteria, and press the View Results button.  To perform another function, choose the item from the menu.  To exit, press the Sign Out link located at the top of the page.

Continue with the lesson Enter an Electronic Training Request.


Enter an Electronic Training Request 

Introduction:
This section will guide you through the process to enter an electronic training request.  This is a continuation from the lesson Run the Training by Department Query.
Before you begin:  
Run the CG_DEPT_TRAINING query to get a list of all employee IDs from your department.  If you do not run the query or have the employee ID, you may perform a search for the employee ID and select from the available list returned. 

Detailed Directions:

	Step
	Description

	1
	Select from the home menu bar Self Service, Self Service for Commands, Use, and Request Training Enrollment. 
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and 
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Enter an employee ID number and press the Enter button.  Or perform a search and select from the available list.  Since an employee may have multiple records reflecting various stages in their career (e.g., military, civilian, and reservist), it is important to select the correct record.

	2
	First-time users:  Review the following guidance on how to use the employee search page.
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	3
	On the request training enrollment page, select a search method to find a course session. The primary method for getting the most reliable results is search by course number.  The second reliable method is search by course name.  The correct course name and course number for most of the courses a unit will need is captured on the CG Dept Training query or from the Program Solicitation Message(s).  Click the link to activate a search method and find the course.  
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4
	Search by Course Number (Primary Recommendation/Most Accurate Method):

Enter the course number from the CG_Dept_Training query or from the Program Solicitation Message and press the Search button.
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Click the details icon (looks like pages) to view course details and student prerequisite requirements.
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Click the View Available Sessions link and review the options.  
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	5
	Search by Course Name (Second Recommendation/Accurate Method):

Enter the course name from the CG_Dept_Training query or from the Program Solicitation Message to find the course and press the Search button.  You may enter a partial name, but the list returned may be long and the  margin for error is greater.  
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Click the details icon (looks like pages) to view course details and student prerequisite requirements.
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Click the View Available Sessions link and review the options.  
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	6
	Search by Location:

Enter a full or partial location name and click the Search button.  Or you may leave the location blank and click Search to get a list of ALL locations.
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Click the View Available Sessions link and review the options.  To select this course, click the session number.
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	7
	Search by Date:

Enter the date range and click the Search button.  Or leave the date fields blank to get a list of all available courses.
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Click the View Available Sessions link.  
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	8
	Once you identify the course session to enroll the member in, click the session number link to select that session.
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The information about the course is entered into the enrollment page.  Enter any comments in the comment block.  If this is an A-school course, enter the date the member signed the request on the waitlist entry date (all other courses leave this blank).  Once complete, click the Submit button.
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	9
	To repeat this function, select Use from the menu breadcrumb at the top of your page, select Request Training Enrollment, and continue as indicated on the screen.  To perform another function, choose from the menu.  To exit, press the Sign Out link located at the top of the page.
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