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1. Introduction

The DD Form 1556 Tracking module of ETMS Web is used by unit personnel (i.e., supervisors and training managers) as well as by base E&T (Education and Training) Flights to follow the path of a DD Form 1556 from creation to completion. 
The module is used only for those training requirements for which training is being purchased for an individual employee. If the employee is to be enrolled in a class set up in ETMS Web, then the Vendor Class Nomination/Enrollment process should be followed instead.
1.1. Stages of DD Form 1556 Tracking

ETMS Web follows the 1556 through the following stages. The initial stages (those that occur within an employee's unit) are the same for all 1556 forms, regardless of whether or not E&T funds are involved. These stages are as follows:

· Drafting    – The stage at which the DD Form 1556 is created. A 1556 can be created by any user who has been granted access to 1556 tracking functions, regardless of the user’s profile level. In general, however, this is performed by an employee's supervisor/training manager.

· Certification – The stage at which the designated supervisor will decide whether or not to certify the form.

· Authorization – The stage at which the designated supervisor will decide whether or not to authorize the form. This step will often be performed by the same user who certified the form.

· Coordination – The stage at which the designated unit training manager will review the form and make any necessary changes before sending the form to the base Education and Training Flight. The training manager will also specify how the costs associated with the training will be paid (i.e., by the employee’s unit or by the E&T Flight). 

Once the form has been sent to the base E&T Flight, the steps that are to be taken will differ, depending on whether or not E&T funds are to be used in paying for any of the training costs (this will be specified by the unit training manager at the Coordination stage of the tracking process, as explained above). If no E&T funds are to be used, then the following stage of tracking will occur:

· Approval – The stage at which the designated E&T-level user decides whether or not to approve the form. Once a 1556 has been approved by E&T, the status of the form will change to Awaiting Completion. 

The status of both the form and the training requirement it represents will be automatically changed to Completed thirty days after the training end date recorded on the DD 1556.

If E&T funds are to be used for any training costs (as indicated by the training manager at the Coordination stage), then the form must pass through the following stages of approval:

· EDS Approval – The stage at which the designated E&T-level user decides whether or not to approve the form. If the form is approved, because E&T funds are involved, the user will then route the form to an E&T account manager, who will be responsible for completing the necessary funding information. 

· Funds Approval –At this stage an E&T account manager will be responsible for approving/disapproving funding for the training. For those expenses that are to be paid for with E&T funds, the user will need to specify the E&T fund account(s) from which the funds should be obligated. 

· Procurement/Final Approval – This is final stage of review for a 1556 involving E&T-funded costs. At this stage, a Vendor Technician in the E&T Flight will actually procure the training from a vendor. Assuming that the user is able to arrange the training and gives the form final approval, the form's status will be updated to Awaiting Completion.
The status of both the form and the training requirement it represents will be automatically changed to Completed thirty days after the training end date recorded on the DD 1556.
1.2. The 1556 Tracking Area of ETMS Web
ETMS Web users who are authorized to use the 1556 tracking functions will see a 1556 Functions button in the IDP Workspace area of the ETMS Web Main Screen. 

Below is a picture of the Main Screen for a user with a profile of Supervisor:
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Users click on the 1556 Functions button to view the menu of 1556 tracking options that they can perform. The page lists those 1556 forms that are awaiting action from the user, either because they have been routed to the user for approval, or because they have been returned to the user after being found unsatisfactory by the user at the next step of the tracking process. A link appears next to each type of item that is awaiting action from the user and shows the number of items of this type. In the example below, we see that the supervisor has one item that is awaiting action at the Certification stage of the tracking process. The user would click on the link to view the item. 
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This is also the page from which the user can Draft a form, Cancel a form, View Forms at various stages of the tracking process, and View Other Users’ forms. All of these actions will be described in detail in this manual.

1.3. The Online DD Form 1556

The online form (see the picture below) that will be used is similar to the paper version of the DD 1556. ETMS Web will supply some of the required information; the user drafting the form will have to supply the rest. After the form passes each level of approval, the approving official’s name and phone number will be recorded in Section D at the bottom of the form. 
Users at any stage of the tracking process can print out a copy of the form.
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1.4. Using this Manual

This manual is intended to give you an overview of the various phases of the 1556 tracking process. Chapter 2 gives a quick-reference overview of the different stages the form will go through. The subsequent chapters give detailed summaries of the individual stages of the process. It is recommended that you read these chapters completely before attempting to perform any of the processes described. A glossary of important terms is provided in chapter 14.

If you are already familiar with the 1556 tracking process, and simply want step-by-step instructions for performing the different processes, please refer to the online tutorials. You can access these by clicking the Tutorials tab at the top of any page in ETMS Web.

2. The Path of a DD Form 1556

The initial stages of Drafting, Certification, Authorization, and Coordination take place within the employee’s unit, and are identical for all training. Once the form reaches the E&T Flight, however, the stages involved will differ depending on whether or not E&T funds are to be used to pay any of the training costs (direct or indirect).

Note: Remember that you will only use the 1556 tracking process when purchasing training for an individual employee. If you will be enrolling the employee in a class via the quota allocation process within ETMS Web, then you will not create a DD 1556 for the employee in ETMS Web. 
2.1. Non--E&T-Funded Training

Once a DD Form 1556 is created, it will pass through various levels of approval before the training requirement it represents can be completed. After the E&T Flight approves the form, the appropriate dollar amount will be charged to the installation’s local unit account. The training requirement itself will be automatically completed 30 days after the training end date listed on the DD Form 1556. 




























2.1.1. Drafting Stage

This is the phase at which the DD Form 1556 is generated. Any user who has been granted access to the 1556 tracking process can generate this form. After creating the form, the user will select the supervisor who will be responsible for the Certification stage of the process (step 2). The supervisor will need to have access to the employee named on the 1556.

2.1.2. Certification Stage

The supervisor selected in step 1 is responsible for this phase of the tracking process. 

The supervisor who performs the certification step will have three options:

a. Certify (The form will be routed to the next step in the tracking process.)

b. Uncertify (The form will effectively be canceled. No further action may be taken on the form.)

c. Return without Action (The form will be returned to the user who drafted it. That user will be able to modify the form and re-submit it for certification.)

If the supervisor is not certifying a form for any reason (as in cases b and c), the system will force the supervisor to enter comments explaining why the form is not acceptable. 

If the user Certifies the form, then he or she will need to choose another supervisor to be responsible for the Authorization phase of the process (step 3). The supervisor selected will need to have access to the employee named on the 1556.

Note: Because the same supervisor will often perform both the Certification and the Authorization steps, the user can specify when Certifying the form that he or she wants to Authorize it simultaneously.  If this is the case, the user will not route the form to another supervisor, but directly to the training manager who will be responsible for the Coordination stage of the tracking process (step 4).
2.1.3. Authorization Stage

The supervisor selected in step 2 is responsible for this phase of the tracking process. 

The supervisor who performs the authorization step will have three options:

a. Authorize (The form will be routed to the next step in the tracking process.)

b. Unauthorize (The form will effectively be canceled. No further action may be taken on the form.)

c. Return without Action (The form will be returned to the user who certified it. The user will be able to modify the form and re-submit it for authorization.)

If the supervisor is not authorizing a form for any reason (as in cases b and c), the system will force the supervisor to enter comments explaining why the form is not acceptable. 

If the user Authorizes the form, then he or she will need to choose a training manager to be responsible for the Coordination phase of the tracking process (step 4). The training manager selected will need to have access to the employee named on the 1556.

2.1.4. Coordination Stage

The training manager selected in step 3 will be responsible for this phase of the process. 

The training manager who performs this step will have two options:

a. Coordinate (The form will be routed to the next step in the tracking process.)

b. Return without Action (The form will be returned to the supervisor who authorized it. The supervisor will be able to modify the form and re-submit it for coordination.)

If the training manager is returning a form for any reason (as in case b), the system will force the user to enter comments as to why the form is being returned. 

If the training manager coordinates the form, he or she will need to specify whether the employee’s unit or the E&T Flight will be paying for each training cost (tuition, materials, travel, per diem). For each expense that is to be paid with unit funds, the training manager will specify the type of unit funds (i.e., GPC or Fund Cite) that are to be used.

The training manager will then choose an E&T-level user to be responsible for the Approval stage of the process (step 5).

2.1.5. Approval Stage

This is the final stage of review for 1556s that do not require E&T funds. The E&T-level user selected in step 4 is responsible for this phase of the process. 

The user who acts on the form will have three options:

a. Approve (The form’s status will be updated to Awaiting Completion.)

b. Disapprove (The form will effectively be canceled. No further action may be taken on the form.)

c. Return without Action (The form will be returned to the training manager responsible for the coordination stage. The training manager will be able to modify the form and re-submit it for approval.)

If the E&T user is not approving the form for any reason (as in cases b and c), the system will force the user to enter comments as to why the form is not acceptable. 

If the E&T user approves the form, the appropriate training costs will be charged to the Local Unit Account for the appropriate installation. 

2.1.6. Automated Completion

Once a 1556 is Approved, then the form takes on a status of Awaiting Completion. Thirty days after the training end date (as listed on the 1556), both the form and the corresponding training requirement will automatically be moved to Completed status. 

2.2. E&T-Funded Training

DD Form 1556s requesting E&T funds will go through different stages of review once they reach the E&T Flight than forms not requesting E&T funding. The initial four stages (Draft, Certify, Authorize, and Coordinate) are identical to other 1556s. If, at the Coordination stage, the unit training manager specifies that any training cost (tuition, materials, travel, or per diem) is to be paid for with E&T funds, then the form will be routed through the E&T Flight as follows:






















2.2.1. EDS Approval Stage

The E&T-level user selected by the unit training manager at the Coordination stage is responsible for this phase of the process. This will generally be an EDS (Employee Development Specialist).

The user who acts on the form will have three options:

a. EDS Approve (The form will be routed to the next step in the tracking process.)

b. EDS Disapprove (The form will effectively be canceled. No further action may be taken on the form.)

c. Return without Action (The form will be returned to the unit training manager who coordinated it. The training manager will be able to modify the form and re-submit it to E&T.)

If the E&T user is not approving the form for any reason (as in cases b and c), the system will force the user to enter comments as to why the form is not acceptable. 

If the user approves the form, he or she will also choose an E&T-level account manager to be responsible for the Funding phase of the process. The account manager selected will need to have access to the employee named on the 1556.

Note: If the E&T user performing the EDS Approval is also an account manager, then he or she will have the option of performing the Funding Approval stage him- or herself, instead of forwarding the form to another user.

2.2.2. Funding Approval Stage

The E&T-level account manager selected in the previous step is responsible for this phase of the process.  The user who acts on the form will have three options:

a. Approve Funding (The form will be routed to the next step in the tracking process.)

b. Disapprove Funding (The form will effectively be canceled. No further action may be taken on the form.)

c. Return without Action (The form will be returned to the unit training manager who coordinated it. The training manager will be able to modify the form and re-submit it to E&T.)

If the user is not approving the funding for any reason (as in cases b and c), the system will force the user to enter comments as to why the form is not acceptable. 

If the E&T user approves the funding, he or she will need to specify the E&T account(s) to be charged for the applicable training costs. The user will only be able to choose those fund accounts to which he or she has been granted obligation access or full access. Any E&T costs associated with the training will be pre-obligated to the selected accounts (the funds will not be fully obligated until the next step of the process).

The user will then choose another E&T-level user, generally a Vendor Technician, to be responsible for the Procurement/Final Approval phase of the process. The user selected will need to have access to the employee named on the 1556.

2.2.3. Procurement/Final Approval Stage

The E&T-level user selected in the previous step is responsible for this phase of the process. The user will generally be a Vendor Technician. The user will have three options:

a. Approve (The procurement process has been completed. The vendor has confirmed the class dates and cost.)

b. Disapprove (The form will effectively be canceled. No further action may be taken on the form.)

c. Return without Action (The form will be returned to the E&T account manager who performed the Funding Approval stage of the tracking process. The account manager will be able to modify the form and re-submit it for Procurement/Final Approval.)

If the user is not approving the form for any reason (as in cases b and c), the system will force the user to enter comments as to why the form is not acceptable. 

Note: If changes need to be made to the funding information (i.e., changes to the class dates, cost of the training, or account information), then the form must be Returned without Action to the previous step of the tracking process (Funding Approval), so that the appropriate account manager can make the changes.

2.2.4. Automated Completion

Once training has been procured and the 1556 has been given final approval, the form will enter a status of Awaiting Completion. Both the form and the corresponding training requirement will be completed automatically by ETMS Web 30 days after the training end date listed on the 1556.

3. Drafting

Users of any profile level are able to create a DD Form 1556 in ETMS Web. They must have an active ETMS Web account and they must have access to the employee for whom the 1556 will be created.
3.1. Drafting a DD Form 1556

A user will begin this process by searching for the employee for whom a 1556 is to be drafted. The user will be shown a list of all of the employee’s Validated training requirements that are built against Vendor courses: 

[image: image5.png]DD1566 Module Draft DD1556
1DP Records for GLENDA STUART

Click on the requirement Course Number to draft a DD1556 for it:

Status  Course Number Course Title Fiscal Qtr/Year
Validated ABC123 ETMS Web Training 32002
Validated HDC2002 How Design Canference 2002 372002

Validated 0467LGEE Access 2000 - Level 1 472002





After an individual training requirement is selected, the user will be shown an online 1556 form to fill out: 
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Using data that is stored in the database concerning the training requirement, ETMS Web will supply some of the information required by the form. The user will need to fill out the remaining fields (optional fields will be labeled as such).  When all mandatory information is entered properly, the user can route the form to a supervisor for Certification.

Note: If the user is unable to complete all required information in one session, he or she can “save” the form by clicking the Save Draft button at the bottom of the form. The user can then retrieve the form at a later time from his/her main 1556 screen and continue the drafting process.

3.2. Routing the Form to the Certification Stage

If the form was drafted properly, the system will prompt the drafter to choose another ETMS Web user who will be responsible for the next step of the process (i.e., the Certifying Official). The user must have an active ETMS Web account, must have a user profile of Supervisor, and must have access to the employee named on the form 1556.
ETMS Web allows the user to search for a supervisor by last name:
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Alternatively, the user can view a list of all eligible supervisors by clicking on Search without entering any search criteria:
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The user then simply clicks on the name of the desired supervisor to route the form.

4. Certification

At this stage of the process, a supervisor acts on those forms that have been routed to him or her for certification. This includes forms that have already been forwarded on to the Authorization stage, but have been returned without action. 

The screen capture below shows that this supervisor has two 1556 forms that are awaiting action at the certification stage. The user would click on the numbered button to view a list of the pending forms.
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The next screen lists the forms that are pending action at the certification stage. The user can view the entire online form by clicking on the question mark for that form. To act on a particular form, the user clicks on its control number.
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Note: If the user wants to perform Certification and Authorization of the form in one step, he or she will check the Authorize Also checkbox for that form and then click on the control number. 
If the user opts to act on the form he is shown details about the 1556, as shown below:
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4.1. Review the Form

The supervisor can view the entire 1556, if desired, by clicking on the control number at the top of the screen. After reviewing the form, he or she can make the following changes:

1) Change his or her personal contact information (phone number and e-mail address) by typing over the information that is currently displayed. The information will then be updated in ETMS Web when the user takes any action on the form.

2) Change the priority of this training requirement by selecting a new one from the drop-down list. This change will be saved only if the user certifies the form.

4.2. Take Action on the Form

The supervisor will next perform one of the following three options:

1) Certify the form and submit it for Authorization.

2) Return the form to its drafter without action.

3) Reject the form as unacceptable (i.e., Uncertify the form).

4.2.1. Certify the Form

If the supervisor finds the form acceptable, then he or she will certify it. 

The system will next prompt the supervisor to choose the ETMS Web user who will be responsible for the next step of the process (i.e., the Authorizing Official). The user must have an active ETMS Web account, must have a user profile of Supervisor, and must have access to the employee named on the 1556.
ETMS Web allows the user to search for a supervisor by last name, or, alternatively, the user can view a list of all eligible supervisors by not entering any search criteria. 

4.2.2. Return the Form

The supervisor can return the form “without action” to the user who drafted it. This allows the drafter to make changes to the form and re-submit it for certification. If the user opts to return the form without action, he or she must enter comments explaining why the form was not acceptable for certification.

4.2.3. Uncertify the Form

The supervisor can Uncertify the form. This effectively cancels the form, as other users will no longer be able to act on the form. If the user takes this action, he or she must enter comments explaining why he or she did so.

5. Authorization

At this stage of the process, a supervisor acts on those forms that have been routed to him or her for authorization. This includes forms that have already been forwarded on to the Coordination stage, but have been returned for some reason to the Authorization stage. 

The screen capture below shows that this supervisor has one 1556 that is awaiting action at the authorization stage. Another form has been returned to the authorization stage because it was found unacceptable for some at a higher stage in the tracking process.
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The user clicks on the link next to Pending Authorization to view more information about the 1556. From the next screen, the user can opt to view the complete 1556 form by clicking on the question mark next to the form’s control number. To take action on a particular form, the user clicks on the form’s control number.
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If the user opts to act on the form, he is shown details about the 1556, as shown below:
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5.1. Review the Form

The supervisor can view the entire 1556 by clicking on the control number at the top of the screen. After reviewing the form, the supervisor can make the following changes:

1) Change his or her personal contact information (phone number and e-mail address) by typing over the information that is currently displayed. The information will then be updated in ETMS Web when the user takes any action on the form.

2) Change the priority of this training requirement by selecting a new one from the drop-down list. This change will be saved only if the user authorizes the form.

5.2. Take Action on the Form

The supervisor will perform one of the following three options:

1) Authorize the form and submit it for Coordination.

2) Return the form to the Certifying official without action.

3) Reject the form as unacceptable (i.e., Unauthorize the form).

5.2.1. Authorize the Form

If the supervisor finds the form acceptable, then he or she will authorize it. 

The system will next prompt the user to choose the ETMS Web user who will be responsible for the next step of the process (i.e., the Coordinating Official). The user must have an active ETMS Web account, must have a user profile of Training Manager, and must have access to the employee named on the 1556.

ETMS Web allows the user to search for a training manager by last name, or, alternatively, the user can view a list of all eligible training managers by clicking the Search button without entering any search criteria. 

5.2.2. Return the Form

The supervisor can return the form “without action” to the user who certified it. This allows the Certifying official to make changes to the form and re-submit it for authorization. If the user returns the form, he or she must enter comments explaining why the form was not acceptable for authorization.

5.2.3. Unauthorize  the Form

The supervisor can Unauthorize the form. This effectively cancels the form, as other users will no longer be able to act on the form. If the user takes this action, he or she must enter comments explaining why the form was not acceptable for authorization.

 Coordination

At this stage of the process, a training manager acts on those forms that have been routed to him or her for coordination. This includes forms that have already been forwarded on to the E&T Flight, but have been returned for some reason. 

The screen capture below shows that this training manager has one 1556 that is awaiting action at the coordination stage:
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The user clicks on the numbered link to view more information about the 1556. A new screen shows the additional information. The user can click on the question mark next to the control number to view the entire 1556. To take action on the form, the user clicks on the control number.
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If the user opts to act on the form, a new screen will appear, as shown below:
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5.3. Review the Form

The training manager can view the entire 1556 by clicking on the control number at the top of the screen. After reviewing the form, he or she can make the following changes:

1) Change his or her personal contact information (phone number and e-mail address) by typing over the information that is currently displayed. The information will then be updated in ETMS Web when the user takes any action on the form.

2) Change the priority of this training requirement by selecting a new one from the drop-down list. This change will be saved only if the user Coordinates the form.

3) Change the dates for which the employee’s training is scheduled by typing over the dates that are currently displayed. This change will be saved only if the user Coordinates the form.

5.4. Complete the Training Cost Information

If the training manager intends to Coordinate the form and send it to the E&T Flight for approval, then he or she must first complete the required cost information concerning how the training will be paid for:

1) Next to each of cost item (e.g., tuition), the training manager must enter the cost incurred by fulfilling this training requirement. If there is no cost for a particular item, the user will enter 0.00.

Note: The costs will default to those listed in the ETMS Web course catalog.

2) For each item that has a cost, the user must then use the first drop-down list to select whether the cost is going to be paid for with unit funds or E&T Flight funds.

3) For each item being paid for with unit funds (i.e., the Local Unit Account), the training manager must use the second drop-down list to specify the source of the funds: Fund Cite or GPC. 

4) Finally, for each item being paid for with unit funds, the user will need to enter Point of Contact information regarding the funding source. The user will click on the Edit button to enter contact information for the appropriate Point of Contact for the specified fund source.

· For Fund Cite funds, the user will need to enter the Point of Contact’s name, the name of the fund cite, and the necessary telephone number.

· For GPC funds, the user will need to enter the Point of Contact’s name, the last four digits of the GPC card number, and the necessary telephone number.

Note: This information must be entered for each training expense paid for by unit funds.
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5.5. Take Action on the Form

The training manager will next perform one of the following two options:

1) Coordinate the form and submit it to the E&T flight for approval.

2) Return the form without action to the user who authorized it.

5.5.1. Coordinate the Form

If the training manager has completed the required cost information, then he or she can coordinate it. 

The system will next prompt the training manager to choose the E&T-level user who will be responsible for the next step of the process (i.e., the Approving Official or EDS Approving Official). The user must have an active ETMS Web account, must have a user profile of E&T, and must have access to the employee named on the 1556.
ETMS Web allows the user to search for an E&T user by last name, or, alternatively, the user can view a list of all eligible E&T users by clicking on Search without entering any search criteria. 

5.5.2. Return the Form

The training manager can return the form “without action” to the user who authorized it. This allows the Authorizing official to make changes to the form and re-submit it for coordination. If the training manager takes this action, he or she must enter comments explaining why the form was unacceptable.

6. Approval (Unit-Funded Training)  
At this stage of the process, a user in the base E&T Flight acts on those forms that have been routed to him or her for approval. Forms will only encounter this particular step if there is no request for E&T funds. Forms that do require E&T funds will go instead to the EDS Approval stage (see chapter 8).

The screen capture below shows that this E&T user has one 1556 form that is awaiting action at the Approval stage:
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If the user opts to act on the forms, he is shown limited information about the forms, as shown below. The user will click on a form’s control number to take action on the form.
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After a form is selected, a new screen is displayed: 
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6.1. Review the Form

The user can view the entire 1556 by clicking on the control number at the top of the screen. After reviewing the form, he or she can make the following changes:

1) Change his or her personal contact information (phone number and e-mail address) by typing over the information that is currently displayed. The information will then be updated in ETMS Web when the user takes any action on the form.

2) Change the dates for which the employee’s training is scheduled by typing over the dates that are currently displayed. This change will be saved only if the user Approves the form.

3) Add/Modify tracking numbers:

· The user can enter a Document Number, Travel Order Number, and/or Job Order Number as additional reference numbers for the 1556.

· If a Document Number or Job Order Number already exist, the user can change these numbers by typing over the existing ones. This change will be saved only if the user Approves the form.

6.2. Take Action on the Form

The E&T official will next perform one of the following three options:

1) Approve the form.

2) Return the form without action to the Coordinating official who submitted it.

3) Reject the form as unacceptable (i.e., Disapprove the form).

6.2.1. Approve the Form

If the user finds the form satisfactory, then he or she can approve it. The form will enter a status of Awaiting Completion.

ETMS Web will automatically complete the both the form and the employee’s training requirement seven days after the training end date that is listed on the 1556. 

Note: The user may be prompted to fill out DCPDS Upload information for civilian employees before the form can be approved. If so, then the user must either fill out the information completely or check the Don’t include DCPDS information in Upload checkbox. The codes available to users in ETMS Web are the same as those in the actual DCPDS.
6.2.2. Return the Form

The E&T user can return the form “without action” to the user who coordinated it. This allows the Coordinating official to make changes to the form and re-submit it for Approval. If the user takes this action, he or she must enter comments explaining why the form was not acceptable for Approval.

6.2.3. Disapprove  the Form

The E&T user can Disapprove the form. This effectively cancels the form, as other users will no longer be able to act on the form. If the user takes this action, he or she must enter comments explaining why the form was not acceptable for approval.

7. EDS Approval (E&T-Funded Training)

At this stage of the process, a user in the base E&T Flight acts on those forms that have been routed to him or her for approval. This stage is used only for those 1556 forms that require E&T Funds.

The screen capture below shows that this E&T user has one 1556 that is awaiting action at the EDS Approval stage. 
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The user can access the form by clicking on the numbered button. He will be shown limited information about the form, as shown below:
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If the user selects a form by clicking on its control number, he is shown more details about the 1556, as shown below:
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7.1. Review the Form

The user can view the entire 1556 by clicking on the control number at the top of the screen. After reviewing the form, he or she can make the following changes:

1) Add/Modify tracking numbers:

· The user can enter a Document Number, Travel Order Number, and/or Job Order Number as additional reference numbers for the 1556.

· If a Document Number or Job Order Number already exists, the user can change these numbers by typing over the existing ones. This change will be saved only if the user Approves the form.

2) Change the dates for which the employee’s training is scheduled by typing over the dates that are currently displayed. This change will be saved only if the user Approves the form.

3) Change his or her personal contact information (phone number and e-mail address) by typing over the information that is currently displayed. The information will then be updated in ETMS Web regardless of whether the user approves or returns the form.
7.2. Take Action on the Form

The E&T official will next perform one of the following three options:

1) EDS Approve the form.

2) Return the form without action to the Coordinating official who submitted it.

3) Reject the form as unacceptable (i.e., EDS Disapprove the form).

7.2.1. EDS Approve the Form

If the user finds the form satisfactory, then he or she can approve it by clicking on the EDS Approve button. 

Note: The user may be prompted to fill out DCPDS Upload information for civilian employees before the form can be approved. If so, then the user must either fill out the information completely or check the Don’t include DCPDS information in Upload checkbox. The codes available to users in ETMS Web are the same as those in the actual DCPDS.
After approving the form, the user will be prompted to route the form to another user in the E&T Flight to perform the next stage of review (Funding Approval). The user will have to be an account manager so that he or she can obligate funds for the training. The user will also need to have access to the employee named on the 1556.

7.2.2. Return the Form

The E&T user can return the form “without action” to the unit training manager who coordinated it. This allows the Coordinating official to make changes to the form and re-submit it to E&T. If the user takes this action, he or she must enter comments explaining why the form was not acceptable for Approval.

7.2.3. Disapprove  the Form

The E&T user can EDS Disapprove the form. This effectively cancels the form, as other users will no longer be able to act on the form. If the user takes this action, he or she must enter comments explaining why the form was not acceptable for approval.

8. Funding Approval (E&T-Funded Training)

At this stage of the process, an account manager in the base E&T Flight acts on those forms that have been routed to him or her for funding approval. 

The screen capture below shows that this E&T user has one 1556 that is awaiting action at the Funding Approval stage:
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The user can access the form by clicking on the numbered button. He is shown limited information about the form, as shown below:
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If the user selects the form by clicking on its control number, he is shown details about the 1556, as shown below:
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8.1. Review the Form

The user can view the entire 1556 by clicking on the control number at the top of the screen. After reviewing the form, he or she can make the following changes:

1) Add/Modify tracking numbers:

· The user can enter a Document Number, Travel Order Number, and/or Job Order Number as additional reference numbers for the 1556.

· If a Document Number or Job Order Number already exists, the user can change these numbers by typing over the existing ones. This change will be saved only if the user Approves the form.

2) Change his or her personal contact information (phone number and e-mail address) by typing over the information that is currently displayed. The information will then be updated in ETMS Web regardless of whether the user approves or returns the form.

3) Change the dates for which the employee’s training is scheduled by typing over the dates that are currently displayed. This change will be saved only if the user Approves the form.

8.2. Take Action on the Form

The account manager will next perform one of the following three options:

1) Fund Approve the form.

2) Return the form without action to the Coordinating official who originally submitted it to base E&T.

3) Reject the form as unacceptable (i.e., “Fund Disapprove” the form).

8.2.1. Approve the Form

If the user finds the form satisfactory, then he or she can approve it. 

For those costs that are to be paid with E&T funds, the user will need to specify which E&T fund account is to be used. The user can only select accounts to which he or she has been granted access by the base funds manager. 
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Note: Any E&T Funds will be pre-obligated from the appropriate account. Funds will not be completely obligated until after the next step of the tracking process (Training Procurement). This will prevent the funds from being certified in the account before the training is actually procured from the vendor.

If the user approves the form, he or she will be prompted to route the form to another E&T-level user (generally a Vendor Technician) who will procure training for the employee and give the form final approval. The user will need to have access to the employee named on the 1556.

8.2.2. Return the Form

The E&T account manager can return the form “without action” to the unit training manager who coordinated it. This allows the Coordinating official to make changes to the form and re-submit it to E&T. If the user takes this action, he or she must enter comments explaining why the form was not acceptable for Approval.

8.2.3. Disapprove  the Form

The E&T user can Disapprove the form. This effectively cancels the form, as other users will no longer be able to act on the form. If the user takes this action, he or she must enter comments explaining why the form was not acceptable for approval.

9. Procurement/Final Approval (E&T -Funded Training)

At this stage of the process, a user in the base E&T Flight (generally a Vendor Technician) acts on those forms that have been routed to him or her for approval. 

The screen capture below shows that this E&T user has one 1556 that is awaiting action at the Procurement/Final Approval stage:
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The user can access the form by clicking on the numbered button. He is then shown limited information about the form, as shown below:

[image: image31.png]Procurement DD1556
Select a DD1556 to procure

Info Control Number ~Employee Name  Dates of Training  Document Number ~ Course Title

@ ED0415313000  ARNOLD LAYNE  6/D5/2004 - 6052004 Word 2000 - Level 1

Page 10f 1 Records 1-10f 1

Retur to DD1556 Menu




If the user selects the form by clicking on its control number, he is shown details about the 1556, as shown below:

[image: image32.png]Control Number:  ED0415313000 Employss:  ARNOLD LAYNE
Caurse; 0464L GEE Word 2000 - Level 1
Training Name:  New Horizons Computer Learning Centers, Inc.

Document Number:
Travel Order.

Job Order Number
Pririy Mission Accomplishment (1)

Startof Training: ~ [6/05/2004 End of Training 6/05/2004
Training Objeciive:
[Ceam basic word processing skills

Plasze verify your contact irformatian 32 this i= how it will sppesr anthe 01856,
Approver's Name:  ED MANAGER1

Your Phone Nurber: [555 |_[555 _[5555
Your Email Address: [ace manager@eglin atmil

Direct Costs
Tuition: $199.00 TESTI23
Materials: $0.00

Indirect Costs

Travel 528200 TESTI23
Fer Diem: $250.00 TESTI23

Billing Comments: (max 265 characters)

(Cornments: (max 255 characters)

(Comment History
Cerification:
Authorization:
Coordination.
EDS:

Fund
Procurement

| T BT

DD1556 Menu





9.1. Review the Form

The user can view the entire 1556 by clicking on the control number at the top of the screen. After reviewing the form, he or she can make the following changes:

1) Add/Modify tracking numbers:

· The user can enter a Document Number, Travel Order Number, and/or Job Order Number as additional reference numbers for the 1556.

· If a Document Number or Job Order Number already exists, the user can change these numbers by typing over the existing ones. This change will be saved only if the user Approves the form.

2) Change his or her personal contact information (phone number and e-mail address) by typing over the information that is currently displayed. The information will then be updated in ETMS Web regardless of whether the user approves or returns the form.

3) Change the dates for which the employee’s training is scheduled by typing over the dates that are currently displayed. This change will be saved only if the user Approves the form.

9.2. Take Action on the Form

The E&T official will next perform one of the following three options:

1) Approve the form.

2) Return the form without action to the E&T official at the Funding Approval stage.

3) Reject the form as unacceptable (i.e., Disapprove the form).

9.2.1. Procure Training/Approve the Form

If the user finds the form satisfactory, and is able to procure the training from the appropriate vendor, then he or she can approve the form. The 1556 form itself will enter a status of Awaiting Completion. The corresponding training requirement will be updated to Funds Obligated status. We can view this from the employee’s IDP (Individual Development Plan):
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Seven days after the training end date that is listed on the 1556, both the form and the employee’s training requirement will be automatically updated to Completed status. 

Note: After the form is approved and goes to Awaiting Completion status, the funds required for the training will be completely obligated from the applicable E&T account(s). In the example below, the Certify Account screen for the applicable account shows the expenses charged to the account for our training requirement. These charges should be certified by the appropriate account manager or funds manager after an invoice is received from the vendor(s).
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9.2.2. Return the Form

The E&T user can return the form “without action” to the account manager at the Funding Approval stage. This allows the account manager to make changes to the form and re-submit it for Procurement/Final Approval. If the user takes this action, he or she must enter comments explaining why the form was not acceptable for Approval.

9.2.3. Disapprove the Form

The E&T user can Disapprove the form. This effectively cancels the form, as other users will no longer be able to act on the form. If the user takes this action, he or she must enter comments explaining why the form was not acceptable for approval.

10. Canceling a 1556

Any time before a form is given its final approval and is Awaiting Completion, a 1556 form can be canceled by the user who drafted it. Once the form is Awaiting Completion, however, it cannot be canceled.
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The user opts to cancel a form from the main menu of 1556 options. After selecting a form to cancel, the user is shown details about that particular 1556:
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The user can click on the control number at the top of the screen to view the complete 1556. If the user decides to cancel the form, then she will enter comments explaining why the form is being canceled, and then she will click on the Cancel 1556 button. 

When the form is canceled, the corresponding training requirement will return to Validated status.

11. Look at Other Users’ 1556s

All users with access to 1556 tracking functions can view 1556 forms that are awaiting action by “lateral users.” The term “lateral users” refers to users who have the same profile type and who have access to the same employees. The purpose of this function is to let one user act upon another’s pending 1556 items in cases of TDY, sick leave, etc. when primary users cannot perform the actions themselves.

For example, suppose that a user has a profile type of Training Manager and he has access to employees in the PAS Code/Office Symbol chain WE1MFB6Z/FM. This person’s “lateral users” would be other Training Managers who also had access to employees in the same PAS Code/Office Symbol chain.

[image: image37.png]DD1556 Functions

Select a function below from your pending DD1556 items.

DD1556 Status Informat
Saved DD1556's

Saved Drafts 0
Returned DD1556s
Returned to Draft 0

Retured to Coordination 0
Local Unit Funded DD1556's
Pending Coordinating 0

View DD1556s: [Saved Drafts 6o

Lookup DD1556: 6ol

Cancel DD1556: 6o

bratoptsss | canceiptsss |

View Other Training Manager's DD15565

Training Manager BETTY TRAINER? (TRAINER2) Logged In May 27, 2004 15:16 EST
(on 137245 185.102; Microsoft v6 0; WInNT v5.1)




Note: When a user opts to see lateral users’ 1556s, he or she will be shown a list of those lateral users, if any, who currently have 1556 forms awaiting their action. If no lateral users exist, or if none of the lateral users have any 1556s awaiting their action, then a message will display to inform the user of this.
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If lateral users do have 1556s awaiting their approval, the user can act on these 1556 forms just as if they had been routed to him directly. In the instance below, an E&T user has opted to view his lateral users. The user has one lateral user (named “Jojo Trainer1”) whose 1556s he can view:
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The user selects “Jojo Trainer1” and is shown Jojo Trainer1’s 1556 items menu. There are two items awaiting action at the Coordination stage:
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The user can now act on those items just as if they were his own.

12. View 1556s at Various Stages

All users with access to 1556 tracking functions can view 1556 forms at various stages throughout the tracking process.

In the example below, the user is has selected Pending Procurement from the drop-down list. When he clicks on the Go button, he will be shown any 1556s that have been funding approved by the E&T Flight and are awaiting procurement and final approval by a vendor technician.
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There are two 1556s that are currently awaiting action at the Procurement/Final Approval stage:
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The user would click on the question mark in front of the 1556’s control number to view the entire 1556 form.

13. Glossary of Terms

The following is a list of terms used in conjunction with the DD Form 1556 Tracking process.

	1556
	See DD Form 1556.

	approval stage
	This is final stage of review for those forms that do not request E&T funds. The designated E&T official decides whether or not to approve a 1556. If the form is approved, it will move to Awaiting Completion status.
See EDS approval stage.

	Approving official
	The E&T-level user who is responsible for the approval stage of the 1556 tracking process when no E&T funds are involved in paying for the training. This user is chosen at the time the form is Coordinated.
See EDS Approving Official. 

	authorization stage
	The stage of 1556 tracking in which the designated supervisor decides whether or not to authorize the form and submit it for Coordination.

	Authorizing official
	The supervisor who is responsible for the authorization stage of the 1556 tracking process. This user is chosen at the time the form is Certified.

	Awaiting Action
	This is the status given to a 1556 that has been Approved by E&T. If the form requests E&T dollars, then it must go through the Procurement/Final Approval stage before it will move to Awaiting Action status. Once a form reaches this status, the form and the training requirement it represents will both move to Completed status seven days after the training end date listed on the 1556.

	certification stage
	The stage of 1556 tracking in which the designated supervisor decides whether or not to certify the form and submit it for Authorization.

	Certifying official
	The supervisor who is responsible for the certification stage of the 1556 tracking process. This user is chosen at the time the form is Drafted.

	completed status
	The status assigned to a training requirement when a student has successfully completed the necessary training. In the 1556 tracking process, an employee’s training requirement status will change to Completed status automatically seven days after the training end date that is listed on the applicable 1556 (as long as the 1556 has been Approved).

	Coordinating official
	The training manager who is responsible for the coordination stage of the 1556 tracking process. This user is chosen at the time the form is Authorized.

	coordination stage
	The stage of the 1556 tracking process in which the designated training manager will decide whether or not to coordinate the 1556 and submit it to the base E&T Flight for Approval.

	DD Form 1556
	A Department of Defense Form # 1556. This form is used to request training dollars. Each 1556 form created in ETMS Web corresponds to a single training requirement.

	drafting stage
	The stage of the 1556 process in which a form 1556 is created and submitted for certification. A user of any profile level can draft a 1556.

	EDS approval stage
	Used only for training for which E&T funds are needed. The designated E&T official decides whether or not to approve a 1556. If the form is approved, it will be submitted for funding approval.

See approval stage.

	EDS Approving Official
	The E&T-level user who is responsible for the approval stage of the 1556 tracking process when funds are involved in paying for the training. This user is chosen at the time the form is Coordinated.
See Approving Official.

	funding approval stage
	Used only for training for which E&T funds are needed. The designated E&T official (who must be an account manager) decides whether or not to approve a 1556. If the form is approved, it will be submitted for procurement/final approval.

	Funding Approving Official
	The E&T-level user who is responsible for the funding approval stage of the 1556 tracking process when funds are involved in paying for the training. This user must be an account manager, and he or she is chosen at the time the form is EDS Approved.

	lateral users
	Users who have the same user profile and who have access to the same employees. Lateral users can view and act upon each other’s 1556 forms.

	local unit account
	ETMS Web provides one local unit account for each airbase to allow the E&T Flight to track how much money the base’s units are cumulatively spending on training and training-related purchases. 

	procurement/final approval stage
	The final stage of review for training for which E&T funds are needed. The designated E&T official (usually a Vendor Technician) decides whether or not to approve a 1556. If training is procured from the vendor, and the form is approved, it will be given a status of Awaiting Action.

	Procurement/Final Approving Official
	The E&T-level user (usually a Vendor Technician) who is responsible for procuring training from the appropriate vendor and giving a 1556 form final approval. This user is chosen at the time the form is Funding Approved by an account manager.

	validated status
	The status of a training requirement that has been officially reviewed by a training manager. A training requirement must be in Validated status before a 1556 can be drafted for it.















































Form can no longer be acted upon.








Supervisor marks the form “Unauthorized.”





Supervisor returns the form without action.  The form can be updated and resubmitted.





Supervisor returns the form without action.  The form can be updated and resubmitted.








Supervisor certifies the form.





2. Certification Stage: Supervisor receives 1556.





Form can no longer be acted upon.








Supervisor marks the form“Uncertified.”





Form sent to supervisor for certification.





1. Drafting Stage: Any user can create a DD Form1556.


















































6. Automatic Completion 30 days after training end date listed on 1556.





E&T Approves the form.





5. Approve/Disapprove


Stage: E&T receives 1556.





Form can no longer be acted upon.








E&T returns the form without action.  The form can be updated and resubmitted by the training manager.





TM returns the form without action.  The form can be updated and resubmitted.





3. Authorization Stage: Supervisor receives 1556.





E&T marks the form “Disapproved.”





TM Coordinates the Form.





4. Coordination Stage:


Training Manager receives 1556.





Supervisor authorizes the form.
































Unit TM requests E&T funding and routes the 1556 to base E&T.





4. Automated Completion 30 days after training end date listed on the 1556.





E&T Vendor Technician procures the training and gives form final approval. 





3. Procurement Stage: E&T User (Vendor Technician) receives 1556.





Form can no longer be acted upon.








Vendor Technician rejects the form as "Disapproved."





Account Manager approves the funding. 





E&T vendor technician returns the form without action to the E&T account manager who approved the funding.  The form can be updated and resubmitted.





2. Funding Approval Stage: E&T User (Account Manager) receives 1556.





Form can no longer be acted upon.








Account Manager rejects the form as "Funding Disapproved."





EDS Approves the form.





1. EDS Approval


Stage: E&T User (EDS) receives 1556.





Form can no longer be acted upon.








EDS rejects the form as "EDS Disapproved."





E&T User (EDS or Account Manager) returns the form without action to the unit TM.  The form can be updated and resubmitted.
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