Education & Training Management System (ETMS) Web

Policies and Procedures

This manual provides the basic authority and sets up the objectives, requirements and assigned responsibilities for the conduct and administration of the Education and Training Management System (ETMS) Web.  It gives guidance for all aspects of ETMS Web to include issuance of Userids and user roles and procedures.  This manual should be used in conjunction with the ETMS Web Users Manual along with the ETMS Web Help and Tutorial Screens.

Title









Paragraph

Chapter 1—Authorities and Responsibilities


Background








1.1


HQ AFMC/DPE







1.2

HQ Functional Training Managers





1.3


Center Education & Training Flights 





1.4


Center Civilian Personnel System Manager (PSM)



1.5


Training Managers







1.6


Supervisors








1.7

Chapter 2 – Management Documentation


Background








2.1

Conops








2.2


Supervisory Computer Based Training




2.3

Chapter 3 – ETMS Web Equipment


Hardware Platform Intergraph IS660





3.1


Microsoft Windows NT






3.2


Sybase’s Adaptive Server Enterprise for Windows NT


3.3


Sybase’s Power Dynamo






3.4


Microsoft Internet Information Server (IIS)




3.5


Internet Browser







3.6


Chapter 4 – Problem Identification and Resolution


What is Your Role?







4.1


Problem Reporting Procedures





4.2

Chapter 5 – Baseline Change Request (BCR) Process


What is a BCR?







5.1


What is Your Role?







5.2


Pre-Functional Review Board (FRB) Process



5.3


Functional Review Board (FRB)





5.4

Chapter 6 – Using the Public Area of ETMS Web





Who We Are








6.1


Frequently Asked Questions






6.2


What’s New








6.3


Privacy and Security







6.4


System Availability







6.5

Userid Request Form







6.6

Publications and Forms






6.7

Career Development







6.8

Baseline Change Request






6.9

Contact Us








6.10
Chapter 7 – Logging into ETMS Web









Log-On Process







7.1

Bulletin Board








7.2

Chapter 8– Userid Creation/Maintenance

General








8.1 Security Menu Options






8.2


Data Required for User Creation





8.3


Access Options







8.4


Userid Request Form







8.5



Deleting a Userid







8.6

Resetting Passwords







8.7


Miscellaneous








8.8


Example Scenarios







8.9

Chapter 9 – Course Catalog


General








9.1


Data Definitions







9.2


Catalog Creation







9.3


Center Requirements for Catalog





9.4


Before Adding a Course






9.5


Who Created and When






9.6


Abbreviations and Acronyms






9.7


Owner versus Provider






9.8


Course Types








9.9


Updating a Course







9.10


Deleting a Course







9.11

Chapter 10 – Individual Development Plan (IDP) 


General








10.1

IDP Creation








10.2

Sample Goals








10.3


Maintaining the IDP







10.4


IDP Guide








10.5


Business Process Indicator (BPI)





10.6
Chapter 11 – Requirement Status’


General








11.1


Organic Requirement







11.2


Requirement Fulfilled by Seat Purchase




11.3


Requirement Fulfilled by Class Purchase




11.4


Formal School Requirement






11.5


Recurring Requirement






11.6

Chapter 12 – Funds Management


General








12.1


Stages of Funds Tracking






12.2


Main Screen








12.3


Training Funds Management Screen





12.4


Commitment of Funds






12.5


Creating Accounts







12.6


Assigning Account Managers






12.7


Obligation of Funds







12.8


Certifying Accounts







12.9


Designating a Funds Manager





12.10


Creating a Funds Account






12.11


Committing/Decommitting Funds





12.12


Generate 1556 Cover Sheet






12.13


Creating a Support Purchase






12.14


Automated DD 1556







12.15

Chapter 13 – Recurring Training


General








13.1

Recurring Training Courses






13.2


Prerequisite Course







13.3

Subsequent Course







13.4

Data Definitions







13.5


Recurring Training Requirement





13.6

Chapter 14 – DCPDS Reverse Interface


General








14.1


Process








14.2


Data Definitions







14.3


Creating & Processing the DCPDS File




14.4

Chapter 15 – Formal School Completions


General








15.1


Government with Tuition Course





15.2


Government without Tuition Course





15.3


Government without Tuition Course and No Indirect Costs


15.4

Chapter 16 – Maintain Personnel Module


Create









16.1


Activate/Deactivate







16.2


Update









16.3


Error Message







16.4

Chapter 17 – E-Mail


General








17.1


E-Mail Addresses







17.2


Changing an E-Mail Address






17.3

Chapter 18 – Maintain Pas-Code/Office Symbols


General








18.1

Chapter 19 – ETMS Web Thesaurus


General








19.1


Background Information






19.2


Thesaurus Center Requirements





19.3


Suggestions for Thesaurus Content Changes



19.4

Chapter 20 – Help and Tutorial Screens


Help Screens








20.1


Tutorials








20.2


Available Tutorials







20.3


Important Note About Tutorials





20.4

Chapter 21 – Civilian Tuition Assistance


General








21.1

Chapter 22 – Miscellaneous System Functions





Blockload








22.1


Downloading Reports







22.2


Quickload








22.3

Chapter 23 – Miscellaneous Data Tables


Mission Area








23.1


Class Status








23.2


Course Status








23.3


Course Subject Area







23.4


Course Type








23.5


Hierarchical Code







23.6


Personnel Status







23.7


Requirement Priority (DAU)






23.8


Requirement Priority (Non-DAU)





23.9


Student Status Type







23.10


Training Code








23.11


Userid Access Type







23.12


User Profile Type







23.13


User Status








23.14

Chapter 24 – Requirements Collecting


Process








24.1


Survey Schedules







24.2

Chapter 25 – Performance Checklists


Staff Visits








25.1


Education & Training Office Checklist




25.2


Training Manager Checklist






25.3


Supervisor Checklist







25.4

Chapter 26 – Contacting HQ AFMC Staff


General








26.1


Contacts








26.2


POC for After-Hours Emergency Assistance with ETMS Failure

26.3

Chapter 27 – Automated DD 1556

Introduction








27.1


Stages of Automated DD Form 1556 Within an Organization

27.2


Stages of Organization Funded 1556 Within an E&T


27.3


Stages of E&T Funded Training Within an E&T



27.4


On-Line Automated DD 1556 Form





27.5
Chapter 28 – Instructor Access






28.1
Preface
	
	

	System Requirements
	As of July 1, 1999, Netscape Navigator 4.0 (or higher) or Internet Explorer (4.0) or higher are required in order to access ETMS Web.   Whichever browser you use, make sure that it is set up to accept/allow cookies.



	Navigating 
the Web 
Site
	You should avoid using the Back and Forward buttons when using ETMS Web.  Many screens are dynamically created and using these buttons may produce database errors.  You should use the buttons provided within ETMS Web including the taskbar menu options.



	Additional Help
	You can get more in depth help concerning individual web pages throughout the ETMS Web system by clicking on the Help tab at the top of the page you want help with. 

You can also review step-by-step procedures for performing various ETMS Web functions by accessing the on-line user tutorials by clicking on the Tutorial tab on the taskbar menu options.



	
	


Chapter 1

Authorities and Responsibilities

1.1  Background.  ETMS Web was developed as a tool to systematically gather training requirements, simplify the training process for supervisors, maintains consistent data throughout the command and to manage Individual Development Plans (IDPs).  Many of the cumbersome, antiquated training processes are streamlined with ETMS Web.  ETMS Web saves time and resources, as education and training information is readily available.  Centers had various human resources tracking systems limited to information only at that center.  ETMS Web is a command-wide system that possesses the capability to view/roll-up training requirements, and an extensive course catalog that includes both local course offerings and courses offered by other government agencies.  With the E&T efforts and commander support, ETMS Web is a valuable tool for managing training programs and resources as well as automating IDPs.


1.2  HQ AFMC/DPE.  HQ AFMC/DPE maintains ownership of ETMS Web.  This office is responsible for acquiring funding for development and maintenance support of ETMS Web.  Specific roles and responsibilities are as follows:

1.2.1  Program Manager.  The program manager oversees all system efforts to include development, system enhancements, prioritization of all related projects, and monitoring of contractor activities.  

1.2.2  Superuser.  The Superuser serves as the headquarters point of contact for center E&T site administrators, manages the input and tracking of problem reports, manages the Baseline Change Request (BCR) process, serves on development teams, and tests system changes.

1.2.3  Catalog Manager.  The Catalog Manager is responsible for managing all aspects of the system catalog to include policy and procedures, managing input of Air Force, DoD and other government provided courses, monitoring local center catalog inputs, identifying and/or resolving problems, and recommending enhancements, etc.

1.2.4  Lexicographer.  The Lexicographer is responsible for development and maintenance of the ETMS Web catalog thesaurus or as it is more commonly known, the Key Term Search.

1.2.5  Plans & Programs Team.  This team will work with the HQ AFMC Functional Command Training Managers (CTMs) and Employee Development Specialists to identify specific uses/reports required when using ETMS Web information.  This team may perform various analyses in conjunction with the system.

1.2.6  Employee Development Specialist (EDS).  HQ AFMC EDS will use ETMS Web to review, roll-up, and extract pertinent military, civilian and even contractor training requirements.

1.3   HQ Functional Command Training Managers.  HQ AFMC CTMs will use ETMS Web to review pertinent military, civilian, and even contractor training requirements.  This information will be used in determining how to meet the needs of the command and fulfill these training requirements.  Ways of fulfilling these training requirements could include working with the training facility to bring a class on-site, working with the mission area to acquire funding for training, and working with individual bases to develop a class that will meet employee training needs.

1.4  Center Education and Training Flights.  Specific roles and responsibilities are listed below.

1.4.1  Education and Training Flight Director.  Responsible for ensuring all levels of management are aware of ETMS Web and its use at their center.  They should be aware of the responsibilities and duties of each of the ETMS Web users.  They are responsible for implementing ETMS Web at their center and incorporating the use of the system into local E&T policy and procedures.

1.4.2  Site Administrator.  The Site Administrator is the primary point of contact at the center for ETMS Web.  They issue Userids to appropriate personnel, ensure system training is accomplished for users, manage the processes for local BCRs, and serve as the interface between their center and HQ AFMC/DPE ETMS Web staff.

1.4.3  Catalog Manager.  Since the catalog is the backbone of ETMS Web, the catalog manager plays an important role.  The catalog manager is responsible for managing all aspects of the system catalog entries to include input of local vendor, college and organic courses, monitoring local catalog inputs, identifying and/or resolving problems and recommending enhancements.

1.4.4  Employee Development Specialists.  The EDS’ will incorporate ETMS Web into internal training processes including quota management, class management, financial management, tracking efforts, reviewing training requirements and working to meet the needs of their customer, whether it means bringing a class on site, finding funding or helping the customer find another option.

1.4.5  Registrar.  The E&T Registrar will manage all classroom resources, schedule classroom instructors, allocate quotas to organizational training managers and build class rosters.

1.5  Center Civilian Personnel Systems Manager (PSM).  The PSM is responsible for ensuring the ETMS bi-weekly updates are created the Tuesday after the end of a pay-period.  They will either work with the regionalized personnel center or process the queries at their base.

1.6  Unit Training Managers.  Training Managers are responsible for reviewing, validating and tracking requirements built in their organization, receiving and managing quotas, nominating students, training organizational supervisors and creating and maintaining supervisor security profiles.

1.7  Supervisors.   Supervisors are responsible for planning and creating individual specific training requirements to meet the needs of their employees as well as those of the mission.  These training requirements are a result of meeting with each employee.

Chapter 2

Management Documentation

2.1  Background.  ETMS Web was developed as a tool to systematically gather training requirements, simplify the training process for supervisors, maintains consistent data throughout the command and to manage Individual Development Plans (IDPs).  Many of the cumbersome, antiquated training processes are streamlined with ETMS Web.  ETMS Web saves time and resources, as education and training information is readily available.  Centers had various human resources tracking systems limited to information only at that center.  ETMS Web is a command-wide system that possesses the capability to view/roll-up training requirements, and an extensive course catalog that includes both local course offerings and courses offered by other government agencies.  With the E&T efforts and commander support, ETMS Web is a valuable tool for managing training programs and resources as well as automating IDPs.



2.2  Conops.  A copy of the ETMS Web can be found at attachment 1.   

2.3  Supervisory Computer Based Training (CBT):  To enable supervisors to learn to use ETMS Web at their convenience, a Supervisory CBT was created.  This CBT is available through several different means.   You can access it via the HQ AFMC/DPE home page (https://www.afmc-mil.wpafb.af.mil/HQ-AFMC/DP/dpe/etmsweb/index.htm). 

Chapter 3

ETMS Web Software/Hardware

3.1  Hardware Platform Intergraph IS660.  The Intergraph IS660 includes four 200MHz Pentium Pro processors with 512KB cache per processor; 4GB ECC memory; PCI Raid controller with 8MB cache, 19” rack-mount chassis; high-availability features, including InterSite Server Monitor software; InterSite Server Monitor PCMCIA Modem; front-panel LCD display, and three (n+1 redundant) hot replaceable power supply and fans; one parallel port, two serial ports and one external SCSI port; nine PCI, two ISA, and one shared PCI/ISA slots free; PCI 10/100 BaseT Ethernet interface; 12X CD-ROM; 3.5” 1.4MB/720K floppy drive; mouse; two Type 1 or II, one Type III PCMCIA slots; onboard G95 graphics with 2MB WRAM; and NTS software.  Additional information can be found on the Intergraph web site.

3.2  Microsoft’s Windows NT.  Information can be found on the Microsoft web site.

3.3  Sybase’s Adaptive Server Enterprise for Windows NT.  The Adaptive Server Enterprise is the enterprise database server that delivers high performance for demanding applications.  It is the newest relational database management system from Sybase, Inc.  Additional information can be found on the Sybase web site.

3.4  Sybase’s Power Dynamo.  PowerDynamo is a web application server that uses templates to deliver dynamic, database-driven applications.  Its architecture is designed to support most demanding web applications.

3.5  Microsoft’s Internet Information Server (IIS).  Information can be found on the Microsoft web site.

3.6  Internet Browser.  The two most popular browsers that can be used to access ETMS Web are Netscape Navigator (4.5 or higher) and Internet Explorer (4.0 or higher).  Whichever browser you use, it must support 128-bit encryption and it must be set to "accept/allow cookies".  Information about Netscape can be found on the Netscape web site and information about Internet Explorer can be found on the Microsoft web site.

Chapter 4

Problem Identification and Resolution

4.1  What is Your Role? Researching and resolving problems is a major portion of your responsibility as an ETMS Web Site Administrator.  You will be the first person at your base that your customers will contact to help them resolve problems.  How you respond will have an affect on your customer’s attitude toward ETMS Web.

4.2  Problem Reporting Procedures.  The first thing you need to do is determine if you are dealing with a problem or a request for a Baseline Change Request (BCR).  

4.2.1  The definition of a problem is this:  If the system fails to do what it implies it will do, i.e. if it says click here to update, you do and nothing happens.   The definition of a BCR is this:  When you want to make a change to the baseline programming, i.e. if there is a report you need created that does not already exist and you need it to do your job.  

4.2.2 Once you have determined if you are dealing with a BCR or a problem, you will have two clear paths of action.  If you have determined it is a BCR, your user should complete the BCR form available on the homepage and forward it to you for processing.  If you have determined it is a problem then you should gather some pertinent information that is necessary to work towards resolving the user’s problem. This information should include at a minimum the following:

· Customer Name, Phone Number, Organization & Office Symbol

· Customer USERID

· Type  Computer (i.e. 486, Pentium, etc)

· Browser Type and Version

· Description of Problem

4.2.3  Once you have this information you can begin to determine your plan of action.  Depending on the type of problem, you may be able to resolve it locally.   Below are some sample situations:

· User is having connectivity problems.  You should attempt to log in.  If you can, then the problem is within their Internet connection.

· User is on the Internet, connected to ETMS Web, and has input their USERID and Password and nothing is happening.  Make sure the user has clicked on “log on”.  If they have just pressed the <enter> key, then the system is still waiting on them to take action.  <Enter> will not work here.

· User can’t print an ETMS Web page.  You should attempt to print the page.  If you can, then the problem is within their local area network (LAN) and they should contact their LAN manager.

· User clicks on Update and they get a database error message.  Have them fax the error message to you.  This will be required by the programmers to correct the problem.

4.2.4  These are just a few examples of problems you might encounter.  As you can see, you are the first step in resolving problems.  If you are not able to resolve a problem, then you will contact HQ AFMC/DPEO.

4.2.5  When forwarding a problem to HQ AFMC/DPEO for action, you need to include the pertinent information necessary for us to relay your problem to the programmers and for them to understand/recreate the problem.  The information needed is the same as you will be requesting from your user along with your phone number and whether you have been able to recreate the problem.
Chapter 5

Baseline Change Request (BCR) Process

5.1  What is a BCR?
In situations where ETMS Web is operational and performing as designed, but a user has a requirement/suggestion for a change, deletion or addition to the functionality of the application, a BCR is used.  A BCR is a request for an enhancement/change to be made to the ETMS Web.  A BCR can be created by any user and submitted using the BCR form available at the homepage.  Once created, the form should be forwarded to the local Site Administrator for processing.

5.2  What is your Role?  Each Site Administrator will be responsible for developing local procedures for the processing of BCRs at their location.  This should include, at a minimum, a file copy for their reference purposes and a control number log.  Following are the processing guidelines to be followed:

5.2.1  Upon receiving a BCR from a user, the site administrator should first assign it a control number.  Control numbers are established as follows:

Position 1-2
CBPO-ID (i.e. WE for WPAFB)

Position 3-4
Current fiscal year (i.e. 98)

Position 5-6
Three-character sequence number (i.e. 001)

5.2.2  A sample control number would look like WE98001.  Each Site Administrator will maintain a log to ensure control numbers are not repeated.  

5.2.3  Once a control number has been assigned, the next step is to review the request and make a determination on how to process it.  The options are as follows:

· Can the request be resolved locally?  If so, the Site Administrator should contact the submitting user and work with them to resolve it.

· Has another user previously submitted the request?  If so, the Site Administrator should return the BCR without action, indicating to the submitting user why it is being returned.

· Is the request inappropriate for command-wide implementation as determined by the Site Administrator?  If so, the Site Administrator should return the BCR without action, indicating to the user why it is being returned.

· Is the request a valid enhancement request?  If so, the Site Administrator will  ensure their name and phone number is correct on the form and forward it to the HQ AFMC/DPEO SuperUser for Functional Review Board (FRB) processing.

5.3  Pre-Functional Review Board (FRB) Process. This instruction outlines the definitions, roles and responsibilities of the Site Administrator in the Pre-Functional Review Board (FRB) process.  The purpose of the FRB is to review and prioritize Baseline Change Requests (BCRs) submitted to request a change, deletion or addition to the functionality of the ETMS Web application.  The Site Administrator would have already processed these BCRs.  

5.3.1  DEFINITION:  The FRB is a voting board established and chaired by the AFMC Education and Training Director.  The purpose of the FRB is to vote on BCRs that have been submitted.  These BCRs will have already been processed and approved by the submitting Site Administrator and forwarded to the HQ AFMC/DPEO SuperUser.

5.3.2  PROCESS:  Each BCR will be presented to the Site Administrator in a pre-FRB written format for review and concurrence.  At this time, the site administrator will determine if the request meets the needs of their location and they will vote according to the three options provided below.  

· CONCUR – Agree with BCR (Comments optional).

· NONCONCUR – Disagree with BCR (Comments required).

· DEFER – Suggest BCR be deferred pending further documentation and/or explanation (Comments required).

5.3.3  Those BCRs forwarded by the Site Administrator, will be compiled and sent from HQ AFMC/DPEO to the site administrator via e-mail, fax or normal mail for their review prior to the voting suspense date.

5.3.4  Site administrators will provide their voting responses back to HQ AFMC/DPEO within the specified time.   Site Administrators will vote on all BCRs, including ones submitted by them.  In the event a tie occurs in the voting process, the HQ AFMC/DPEO SuperUser will submit the tie-breaking vote.

5.3.5  The approved BCRs will then be presented to the technical evaluator, who will review and determine estimated programming times, system impact and cost analysis.   

When the technical evaluation is completed, the BCRs will be combined with the technical response and this will become the final product presented at the FRB.

5.3.6  Those BCRs submitted by HQ AFMC/DPEO will be presented to the technical evaluator directly. They will be distributed in the Pre-FRB package for informational purposes only.

5.4  Functional Review Board (FRB). This instruction outlines the definitions, roles and responsibilities of the Site Administrator in the Pre-Functional Review Board (FRB) process.  The purpose of the FRB is to review and prioritize Baseline Change Requests (BCRs) submitted to request a change, deletion or addition to the functionality of the ETMS Web application.  The Site Administrator would have already processed these BCRs.  

5.4.1  DEFINITION.  The FRB is a voting board established and chaired by the AFMC Education and Training Director.  The purpose of the FRB is to vote on BCRs that have been submitted.  These BCRs will have already been processed and approved by the submitting Site Administrator and forwarded to the HQ AFMC/DPEO SuperUser.

5.4.2  PROCESS.  Each BCR will be presented to the Site Administrator in a pre-FRB written format for review and concurrence.  At this time, the site administrator will determine if the request meets the needs of their location and they will vote according to the three options provided below.  

· CONCUR – Agree with BCR (Comments optional).

· NONCONCUR – Disagree with BCR (Comments required).

· DEFER – Suggest BCR be deferred pending further documentation and/or explanation (Comments required).

5.4.2.1  Those BCRs forwarded by the Site Administrator, will be compiled and sent from HQ AFMC/DPEO to the site administrator via e-mail, fax or normal mail for their review prior to the voting suspense date.

5.4.2.2  Site administrators will provide their voting responses back to HQ AFMC/DPEO within the specified time.   Site Administrators will vote on all BCRs, including ones submitted by them.  In the event a tie occurs in the voting process, the HQ AFMC/DPEO SuperUser will submit the tie-breaking vote.

5.4.2.3  The approved BCRs will then be presented to the technical evaluator, who will review and determine estimated programming times, system impact and cost analysis.   

When the technical evaluation is completed, the BCRs will be combined with the technical response and this will become the final product presented at the FRB.

5.4.2.4  Those BCRs submitted by HQ AFMC/DPEO will be presented to the technical evaluator directly. They will be distributed in the Pre-FRB package for informational purposes only.

Chapter 6

Using the Public Area of ETMS Web

6.1  Who We Are.  We are the modernized, web-enabled version of the Air Force Materiel Command's Education/Training Management System (ETMS). ETMSWeb implements the command's training management processes:  Requirements Identification, Resource Management and Class Management. System resources are

password protected and all data transmissions are encrypted.


6.2  Frequently Asked Questions. This page contains answers to common questions handled by our support staff, along with some tips and tricks we have found useful. 

· What is ETMS Web? 

· What will ETMS Web do for me? 

· How can I gain access to ETMS Web? 

· Do I need special hardware or software? 

· If I have a problem, how can I get help? 

· How do I build a training requirement for an employee? 

· How do I view an employee's Individual Training Plan (ITP)?

6.3  What’s New.  This area is used by the programmers to provide users with a brief synopsis of system modifications.  The information is listed by release number and date.  An example of this information is as follows:

Release 1.0.7 06-08-2000

· Added new ETMS Web contacts page to the system accessed through the "Contact Us" button on the homepage. 

· Added new ETMS Web available schedule accessed through the "System Availability" button on the homepage.

6.4  Privacy and Security. Access to ETMS Web is currently limited to Supervisors, Unit Training Managers and employees in the Education and Training Office. Each user is required to complete a USERID Request Form available on the Home Page. These forms are to be maintained by the OPR for security reasons. After an OPR receives a USERID Request Form, they build a security profile for that user. The security profile identifies which employees and which functions the user will have access to.   As an authorized user of Department of Defense assets, you are responsible for complying with security controls as specified by DoD and Air Force computer security regulations, keeping your user ID and password for your use only, using computer resources only when authorized and for approved purposes, notifying an ETMS Web Site Administrator of misuse or non-compliance situations, and non-disclosure of your password.

6.5  System Availability.  This function shows the user when the optimum system operating time will be.  It also shows the times when system maintenance will be scheduled.

6.6  Userid Request Form.  This is the actual userid request form that must be completed in order for a user to be given access to ETMS Web.  Instructions on how to create a userid are located in Chapter 7.

6.7  Publications and Forms. This page contains links to agency, component, as well as command Education and Training publications and forms.  We've found them useful and have collected them here for your convenience.  Note: These publications and forms come in different formats and may require third-party software to view.

6.8  Career Development.  Welcome to the Career Development Planning Resource Page. You've discovered a wealth of information. It matters little whether you are a supervisor or an employee. You will find valuable information in these links that will help you build your future. AFMC's senior leadership will be able to explore the command's Executive/Manager development philosophy and planning processes. If you are a civilian employee and are covered by a career program, we suggest you begin by using the Career Program Training Planning link below. Military employees will do well to begin with their Career Field Education and Training Plan (CFETP) or Officer Career Path Guides. Selected Non-career Program Training Patterns and Blue-Collar Certification Programs development patterns are under construction and will be made available as soon as appropriate links are created. 
6.9  Baseline Change Request.  This is the actual form a user completes to request a baseline change request.  Instructions on how to process a baseline change request are located in Chapter 4.

6.10  Contact Us.  This will be a list of the entire base ETMS Web Site Administrators with their phone numbers and addresses.










Chapter 7

Logging on to ETMS Web

7.1  Log-on Process.  Access to ETMS Web is limited to Supervisors, Training Managers,  Education & Training Flight employees and functional users.  If you fall under one of these categories, you can request a userid for ETMS Web.  Access to the userid request form can be found on the ETMS Web home page (URL:  etmsweb.wpafb.af.mil) by clicking on the “User ID Request” button.  Specific instructions on where to submit your User ID Request form will be provided by your local base Education & Training Flight.  Once you have received your userid, you will enter your userid in the space as indicated.  Your initial password will be “PASSWORD”.  Your userid is not case sensitive; your password is, so you will need to be careful when entering your password, insuring that you will remember it exactly as you input it.  You will then tab to or click on the “LOGON” button to continue.  If you type in your password and then “enter”, your cursor will stay where it is and the screen will not change.  Your cursor has to be on the “LOGON” button to continue.

7.2  Bulletin Board Page.  After the logon page, the first screen you will see will be the bulletin board page.  The top bulletin board is maintained by the command and will provide information that is applicable command wide.  The bottom bulletin board is maintained by the local Education & Training Flight and should provide information that is base unique.


Chapter 8

Userid Creation/Maintenance

8.1  The security process within ETMS Web is key to ensuring that employee information is protected and that only those with a “need to know” can access the data.  Access to ETMS Web is granted to Supervisors, Training Managers, and Education and Training   personnel.  Individual employees are not given access at this time.  The HQ AFMC SuperUser, Base Site Administrators and Unit Training Managers can build security profiles.  Users with the capability to build a security profile will only have the ability to grant access to employee records and functions equal to or less than they have access to and profile types less than theirs.  The only limitation here is that you can not build a profile for an equivalent user (i.e. a SuperUser cannot build a SuperUser profile).

8.2   Security Menu Options.  The options available at the Systems Maintenance Security Menu are as follows:

· Create From ETMS Personnel – Use this when building a security profile for a user who is serviced by your local personnel office and does have a pre-populated personnel record within ETMS Web.

· Create User – Use this when building a security profile for a contractor or other type of user who is not serviced by your local personnel office and does not have a pre-populated personnel record within ETMS Web.

· Update User – Use this to modify user access in either the functional or organizational area.

· Expire User’s Password – Use this to reset a user’s password to “PASSWORD”.

· Activate User – Activates a userid previously deactivated.

· Deactivate User – Deactivates an active userid.

8.3  Data Required for User Creation.  When building a security profile for a new userid, you will be required to ensure several pieces of information are completed within the system.

· Basic Employee Data - Includes First and Last Name, Social Security Number, Phone Number, E-mail address, Office Symbol, PAS-code, Business Area and Profile Type (i.e. Supervisor, Training Manager, etc) and userid.  Employee’s can request a userid that is familiar to them and as long as it is not previously used within the system, you can issue it to them; userids will be constructed according to your local policy (i.e. last name plus first initial). 

· Instructor Information - Instructors who do not belong to the base E&T Flight, but who are responsible for setting up classes and documenting training completions for the courses they teach, can be given special "instructor access" to ETMS Web. They will be able to perform E&T-level processes for those courses that are assigned to their Instructor Course List.  The user can be a training manager or supervisor who is granted instructor access in addition to his or her other access privileges or they can be given "instructor only" access. They will have access to only those functions that relate directly to the creation and maintenance of classes that they teach. 

· System Function Access - This will identify which system functions the user can access.  Based on the standard profile chosen, the functionality radial boxes will be pre-chosen, but you have the capability to change them at any time when building/updating a profile record.

· Organizational Access Level - This will identify which employee records the user can access using PAS-Code and/or office symbol.

8.4  Access Options.  Access to personnel records is controlled using the PAS-codes and office symbols that are currently assigned to an employee in the base level civilian file and military HAF file.  The options are as follows:

· Matrixed Employee Access – This gives access to specific employees by attaching their social security numbers to a userid.

· Base-Level Access – This gives access to an entire base.  This will primarily be used for the Education and Training Office and the Site Administrator.

· Specific PAS-Code Access – This gives a user access to an entire PAS-code, regardless of office symbol.  This will primarily be used for Organizational Training Managers.  You also have the ability to limit the user’s access within this pas-code to a specific civilian job series.

· Hierarchical (PAS-Code/Organization) Access – This gives a user hierarchical access (I.E. PAS-code “WE1MFDFR” and office symbol “DP” would give access to all employee records with the PAS-code “WE1MFDFR” and office symbol “DP” anything).  This will primarily be used for 2 and 3 letter directors.  You also have the ability to limit the user’s access within this hierarchical access to a specific civilian job series.

· PAS-Code/Symbol Access – This gives a user access to a specific PAS-code and office symbol combination (I.E. “WE1MFDFR” with office symbol “DPEO” would only let you see records that matched that specific combination).  This will primarily be used for first line supervisors.  You also have the ability to limit the user’s access within this pas-code/symbol access to a specific civilian job series.

· MAJCOM Access – This gives a user access to a specific Command at a base.  You also have the ability to limit the user’s access within the MAJCOM access to a specific civilian job series.

8.5  Userid Request Form.  Each user is required to complete the on-line userid request form and print it out.  The requester, their supervisor and the person issuing the userid should then sign the form.  The completed request form is to be maintained by the issuer in an active file until such time as the userid is no longer required.  When a user no longer requires access to ETMS Web their userid should be made inactive, the request form should be moved to a deactivated file and the userid should be deactivated at the ETMS Web Systems Maintenance Deactivate screen.  

8.6  Deleting a Userid.  Because userid information is attached to transactions within the system, the system will not allow you to delete a userid.  In the event an erroneous userid is created, contact HQ AFMC/DPEO to resolve the issue.  Unit Training Managers should report to the base Site Administrator; base Site Administrator’s will report to the HQ AFMC/DPEO SuperUser.

8.7  Resetting Passwords.  If a user forgets their password you can reset it.  From the Systems Maintenance menu under the Security Profiles, select Expire User’s Password.  Input the employee’s name to search on.  At the Expire Password screen click on “Reset Password”.  This will reset the user’s password to “PASSWORD”.  At that point the user can log into the system and they will be prompted to change their password to something meaningful to them.

8.8  Miscellaneous.  The Userids assigned in ETMS Web are not case sensitive.  The passwords, for security reasons, are case sensitive.  The ETMS Web password must follow the Air Force guidance of one lower case alpha letter, one upper case alpha letter, one special character and one numeric character.  They must be 8 characters long.

Selecting a user profile of training manager identifies them in the training manager drop down lists.  Selecting the function switch of “Primary TM” identifies whether or not they will be able to see the training manager drop down list.  If they are able to see the drop down list they will only be able to see those training managers they have access to according to their security profile.

When a userid is first created it will be in a pre-expired status.  When the user logs in they would be required to set their password.  When a password becomes 90 days old the userid will be moved to a timed-out status.  When the user logs in they would be required to enter a new password.  If a password is greater than 90 days old and the user has not logged into ETMS within 120 days, the userid will be moved to an Inactive status.  This will require someone with security maintenance access to activate the userid.  When you activate a userid, it has to run through the nightly process to have access restored to the employee records.

8.9  Example Scenarios:  For the purpose of this example we will identify our office as follows:

XX1MFDFR
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· Suppose our user is the chief of DP and as such should have access to the PAS-code XX1MFDFR, symbol DP and everything below it.  This would be hierarchical access to PAS-code XX1MFDFR and office symbol DP.  You do not need to give any other access.  This includes any record that had PAS-code XX1MFDFR and an office symbol starting with DP. 

· Suppose our user is the chief of DPE and as such should have access to the PAS-code XX1MFDFR, symbol DPE and everything below it.  This would be hierarchical access to PAS-code XX1MFDFR and office symbol DPE.  This would give the user access to any record that had PAS-code XX1MFDFR and the office symbol started with DPE.  In this example the user would not see the records with symbol DP, DPC, DPCA, DPCAA, DPCAB, DPCB, DPCBB, DPM, DPO, or DPX.

· Suppose our user is the chief of DPEO and should have access to the PAS-code XX1MFDFR, symbol DPEO only.  This would be specific access to PAS-code XX1MFDFR and office symbol DPEO.  In this example, the user would only see records that match that combination exactly.

· Suppose our user is the training monitor for the DP organization shown above.  They would have PAS-code access to XX1MFDFR.  In this example, the user would have access to all records that have PAS-code XX1MFDFR, regardless of the office symbol.

· Suppose our user works in the Education and Training Office for the base XX.  They would have base access to base XX.  In this example, the user would have access to every record where the PAS-code began with XX (DP, XP, RQ, SC, etc.).
Chapter 9

Course Catalog 

9.1  General.  The ETMS Web course catalog is a compilation of course information.  The primary customers of the catalog are employees, supervisors, unit training managers, and Education and Training specialists.  The primary use of the catalog is to review course information in order to create training requirements.  The scope of the catalog includes organic, vendor, college/university, and government-provided courses.  A course is defined as “a body of knowledge (regardless of length) based on objectives, developed using the instructional systems development process.  Courses may be related to a portion of a curriculum” (AFMCI 36-201, Attachment 1).  HQ AFMC/DPEO is responsible for creating and maintaining the data for Air Force and higher government-provided courses other than organic (for example, USAF Formal Schools/AFCAT 36-2223, Air Force Training Management System (AFTMS), Civilian Career Programs, Defense Acquisition University (DAU), etc.) and any recognized national vendor or college/university offerings.  Each Education and Training Flight (ETF) is responsible for the entry and maintenance of the data pertaining to their organic courses and any distinctly local vendor or college/university courses.  Course information is to be extracted exactly as it appears in the source document.  An ETF may enter new courses that are organic, vendor, or college/university courses.  An ETF may request the HQ AMFC/DPEO staff to add Air Force and higher government-provided or national vendor and college/university courses by email or fax.  The standard method is to utilize the Course Request email form.  All information required in the data fields must be included in the information sent to HQ AFMC/DPEO, if at all possible. 

9.2  Data Definitions
· Number.  Mandatory field.  Enter the course number exactly as it appears in the appropriate source document.  If a course appears in more than one catalog, the appropriate course number will be determined using the following hierarchy:
· USAF Formal Schools catalog (AFCAT 36-2223)
· Specific Department of Defense catalog (for example, ALMC, DSMC, DAU, etc.)
· Government catalog (for example USDA, NISC, etc.)
· Organic course catalog
· College/university catalog
· Vendor catalog

· NOTE: If there is no course number provided by the source document, contact the HQ AFMC/DPEO staff for guidance.

· Course Title.  Mandatory field.  Enter the course title exactly as it appears in the appropriate source document.  Use the same source document as used to obtain the course number.
· Owner.  Mandatory field.  The owner of a course is defined as the entity that has authority to modify the course content.  The name, complete address (to include city, state, and ZIP code), and phone number are required.  The owner may or may not necessarily be the provider.  The purpose of this data element is to identify the source of the course information.  Identify the owner by choosing from the current list or by adding your own.
· Subject Area.  Mandatory field.  The purpose of this data element is to categorize courses for ease of management with regards to curriculum and requirements.
· Type.  Mandatory field.  The purpose of this data element is to identify the party responsible for the maintenance of the course within the ETMS Web Course Catalog.  (Note:  Government-type courses are an option used only by the staff at HQ AFMC/DPE.)
· Organic (AFMC)

· College/University Graduate

· College/University Undergraduate

· Vendor/College Short Course

· Method.  Mandatory field.  Method is defined as the way in which training is conducted.  The default is Classroom.  If the method is different than classroom (for example, CBT, video, correspondence, etc.), then Self-study is the choice.  Self-study is defined as any course that takes place without the physical presence of an instructor.
· DCPDS Code (Table 188).  Mandatory field.  This code will, more than likely, be used for several different courses.  Therefore, it is not required to be unique.  If the DCPDS code is not known, the system allows for searches based upon code category or title.
· Status.  Mandatory field.  The default is Active.  The purpose of this data element is to inform the user of course availability.
- Active (the course is prepared and available for use)
- Inactive (the course is not currently being taught)
- Obsolete (the course is no longer available for use)
- Under Development (the course is currently being constructed)
· Date Course Becomes Active.   An active date, even if tentative, must be entered for those courses which have been identified as Inactive or Under Development.  No data entry is required if the course is of any other status type.
· Description.  Mandatory field.  Enter the course description exactly as it appears in the appropriate source document.  Use the same source document as used to obtain the course number and title.
· Special Requirements.  If any exist, enter the special requirements for a course.  This may include conditions such as a degree, special experience, minimum grade/rank, etc.  Do not include course prerequisites in this data field unless the prerequisite is solely a recommendation.
· Course Material.  If any exist, enter the special materials that may be required by the course.  This may include items such as eye protection, safety shoes, special tools, etc.

· Duration in Days.  Mandatory field.  Enter the length of the course in terms of number of course days the individual will attend.

· Total Hours.  Mandatory field.  Enter the total number of hours of course attendance (i.e. how long the course lasts). 

· Credit Hours.  This option will appear if either of the college/university course types is chosen on the first screen.  This is the number of semester or quarter hours the course is worth to the student.  If your course is not worth credit hours, you have chosen the wrong course type.

· Per.  This option will appear if either of the college/university course types is chosen on the first screen.  Simply choose the academic year type for the university in question – quarter or semester.

· Days to Wait if Failed.  If applicable, enter the number of days an employee must wait to retake a course if the individual fails the course.

· Tuition.  A tuition amount must be entered if the course is either government with tuition, vendor, or college/university type (courses that require tuition).  Tuition is not to be entered for either organic or government without tuition courses.  Enter the cost for one individual to attend the course.  This data element includes only the cost for tuition.  Do not include costs for other items such as books, TDY, Per Diem, travel, etc., unless these items are actually included in the tuition price.
· Special Terms.  Enter any terms that may be related to the cost of this training.  If any exist, enter those terms such as group size discounts, member rates, etc.
· Provider.  Unless a course status is under development, at least one provider must be chosen.  A provider is defined as the entity that can deliver the course of instruction (i.e. provide the actual instruction - teach the course).  The provider may or may not be the owner of the course.  Identify the provider(s) by choosing from the current list or by adding your own.
· Prerequisite Course(s).  If such a situation exists, choose the appropriate course number(s) from the course catalog to assign as a prerequisite.  A prerequisite is defined as a course that is required to have been successfully completed before a subsequent course may be taken.  Not all courses require prerequisites.
· Supercedes Course.   If such a situation exists, choose the appropriate course number(s) from the course catalog that the course you are currently entering will replace.  The course number(s) that you select is defined as the superceded course (‘is superceded by’).  You will not be required to update the records of the superceded course(s), as this effort will be completed by the system.   Any problems, suggestions, or questions regarding the ETMS Web Course Catalog may be directed, by fax or e-mail, to: HQ AFMC/DPEO, fax - DSN 986-1112/phone - DSN 787-7795.

9.3  Catalog Creation.  The course catalog is the core component of ETMS Web.  The quality of the information stored within it is critical to the successful operation of all ETMS Web Education & Training processes.  The catalog is composed of a number of sub-components that are closely dependent upon one another as well as the other components of the system.  Therefore, the quality of the information you enter into the catalog will reflect directly upon you and your organization.

9.4  Center Requirements for Catalog.  Each center is required to appoint an individual as Catalog/Thesaurus POC for interaction with the HQ AFMC/DPEO lexicographer and/or staff regarding catalog issues and/or concerns.  It is recommended that the Catalog/Thesaurus POC be different from the individual who assumes the role of Site Administrator.

9.5  Before Adding a Course.  Before attempting to add a course to the catalog, it is vitally important that you conduct a thorough search of the ETMS Web course catalog to ensure the course has not previously been entered.  First, conduct a course number search using the full course number you have been provided.  If this is unsuccessful, it is recommended that you conduct a course title search (this will alleviate the possibility of incorrect data existing in the course number field).  If the course is still not found, skip to the third paragraph.  If the course was found by either method, verify the course owner.  If the owner is different, again, skip to the third paragraph.  Next, verify that your training provider is listed with the course.  If the data is identical, you will not have to enter the course into the catalog.  If you can confirm that the course is not in the catalog, you must enter your information as a new course in the ETMS Web Course Catalog.  Before beginning, there are several rules or terms that must be reviewed. 

9.6  Who Created and When.  When a course is added, the name of the individual making the entry and the date in which the entry is made are stored.  This information will be used to schedule annual reviews of the course information.  During these reviews, all information will be validated against the most current source document.  In addition, this information will be utilized in the case where catalog data entry is insufficient.

9.7  Abbreviations and Acronyms.   Abbreviations and acronyms are often found in the title and the descriptions of many courses.  Abbreviations, no matter how common, should not be used under any circumstance.  On the other hand, acronyms are acceptable provided the acronym is spelled out once in the course record.

9.8  Owner vs. Provider.  The concept of course owner and course provider(s) is unique to the ETMS Web Course Catalog.  Information about both owners and providers are stored in an ETMS Web structure called “organization”.  The primary difference between the two is their relationship to the course.  Course owner is defined as the entity that has authority to modify the course content.  Course provider is defined as the entity that can deliver the course of instruction (i.e. provide the actual instruction - teach the course).  Although an organization may be both the owner and provider, this is not always the case. In addition, a course may have more than one provider.

9.9  Course Types.  There are six course types: government with tuition, government without tuition, organic, college/university graduate, college/university undergraduate, and vendor. Only four are available to base level users. The procedures from this point on will very depending on the course type.

· Organic (AFMC).  Organic courses are those designed and/or wholly owned by AFMC.  A detailed explanation of this course type is outlined in AFMCM 50-14, AFMC Course Development Manual.  If you have difficulty entering an organic course or obtaining a course number, please contact HQ AFMC/DPEO.  All requests for course numbers or related questions can be directed to the Plans and Programs Group, HQ AFMC/DPEO, DSN 787-7795. 

· College/University (Graduate or Undergraduate). College and university courses will be entered just as any other course.  These courses are set apart only in that they will require you to identify the number of credit hours earned by the student as well as the academic year type.

· Vendor/College Short Course.  This type of course may not be unique but the organization offering the course, more often than not, will be.  College short course is defined as a course offered by an institution of higher learning where standard college credit is not earned.

9.10  Updating a Course.  This option is to be used when any information regarding a course changes.  When course data is modified or updated, the name of the individual making the entry and the date in which the entry is made are stored.  This information will be used to schedule annual reviews of the course information.  During these reviews, all information will be validated against the most current source document (for example, a course catalog).  If at any time it is determined that a course is no longer active (i.e., no longer being taught), the course status should be changed to inactive or obsolete.

9.11  Deleting a Course.  A course is normally not deleted.  If a course is out of date and no longer being taught, the course status should be changed to obsolete.  Deleting a course from the ETMS Web catalog could have negative impact on other system functions.  If a course needs to be deleted, submit that request to the Site Administrator and he/she will submit the request to the ETMS Web SuperUser at HQ AFMC/DPEO.  Any problems, suggestions, or questions regarding the ETMS Web Course Catalog may be directed, by fax or e-mail, to: HQ AFMC/DPEO, fax - DSN 986-1112/phone DSN 787-7795.
Chapter 10

Individual Development Plan 

10.1  General.  ETMS provides supervisors with an individual development plan report, which automatically assembles all personnel, training and education data on an individual, which is pertinent to making training and career development decisions.  The system also provides supervisors a method to request training course quotas required by the CFETP or request training from local sources.  The ETMS Web IDP will document short term and long term goals specifically identified for an individual.  In addition, ETMS Web provides an instant view of official personnel data, such as assignment/duty history, training history, and professional military education/education history.  Supervisors can incorporate this tool during career counseling sessions to request training and document mutually agreed upon short- and long-term goals.  

10.2  IDP Creation.  In a letter dated 25 June 1999, HQ AFMC/CV directed that every civilian employee and military officer in the AFMC workforce have an IDP created within ETMS Web.  Development of the IDP is a shared responsibility between an employee and their supervisor.  This provides an excellent opportunity to examine employee strengths and shortfalls and to identify specific opportunities for enhancement.  An IDP officially exists when a supervisor has reviewed the data in ETMS Web with the employee.  Together they should identify new or validate existing training requirements (if applicable) and short/long term goals (if applicable).  As we move to be a leaner, smarter work force, it limits the amount of time our employees can spend away from their individual jobs.  As such, it is suggested that supervisors and employees limit their training requirement needs to two courses per fiscal year.  This will further enable us to meet your training needs and focus on maintaining a well-trained work force.

10.3  Sample Goals.  Questions will come up from supervisors asking what types of data should go into the goal area.  Some examples are:


SHORT Term Goals:


- Serve on Multi-functional Integrated Process Team


- Observe a Court-Martial


- Request Permission to “shadow” the 2-letter Director


- Improve Personal Computer Skills


- Prepare Graduate Level Education Package for Career Program Funding


LONG Term Goals:


- Complete Master’s Degree by the end of 2002


- Obtain Level 1 Acquisition Crossover Certification in Program Management


- Job Broadening Assignment at the Pentagon


- Apply for DLAMP Program in June 2003


10.4  Maintaining the IDP.  Once an IDP is created, the supervisor’s responsibility doesn’t stop there.  They should review their employees IDP on a regular basis.  It is recommended that the IDP be reviewed when an employee’s job duties change, when an employee’s job series change or, at a minimum, annually. 

10.5  IDP Guide.  An IDP Guide has been developed for use by our customers.  It can be accessed via the AFMC/DPE website.  The url is:  https://www.afmc-mil.wpafb.af.mil/HQ-AFMC/DP/dpe/idp_guide.htm

10.6  Business Process Indicator (BPI) Report.   The AFMC BPI Status Summary Report is available to Site Administrators only.  The selection criteria will be limited to civilians and officers in AFMC and counts based on supervisory access of an individual’s record.  The report will provide you with the information necessary to report on the new BPI.  Along with the total numbers at the end, it will show by pas-code and 2-letter office symbols the number of employees with and without IDPs.  The report can be found under the Individual Training Plan Reports drop down list.

Chapter 11

Requirement Status’

11.1  General.  As a requirement moves through the training process, the status will change depending on the action being taken and the type of requirement.  The following identifies the types of requirements and the status’ the requirements will go through from beginning to end.

11.2  Organic Requirement
Requested – Requirement First Created is in requested status

Validated – Requirement has been reviewed by organizational OPR and validated in accordance with funding and course specifications.

Nominated – Employee has been nominated to attend a class .

Enrolled – Employee has been enrolled into a class.

Completed/Failed/No-Show/Cancelled/Incomplete – Identified requirement is closed out.

11.3 Requirement Fulfulled by Automated 1556 Process
Requested - Requirement First Created is in requested status

Validated - Requirement has been reviewed by organizational OPR and validated in accordance with funding and course specifications.

1556 Cover Generated – 1556 Coversheet has been generated.

Funds Obligated – Education & Training Office has obligated funds to fulfill this requirement.

Completed/Failed/No-Show/Cancelled/Incomplete - Identified requirement is closed out.

11.4  Requirement Fulfulled by Class Purchase
Requested – Requirement First Created is in requested status

Validated – Requirement has been reviewed by organizational OPR and validated in accordance with funding and course specifications.

Nominated – Employee has been nominated to attend a class .

1556 Cover Generated - 1556 Coversheet has been generated.

Funds Obligated - Education & Training Office has obligated funds to fulfill this requirement.

Enrolled - Employee has been enrolled into a class.

Completed/Failed/No-Show/Cancelled/Incomplete - Identified requirement is closed out.

11.5  Formal School Requirement


Requested – Requirement first created is in requested status

Validated – Requirement has been reviewed by organizational OPR and validated in accordance with funding and course specifications.

Completed/Failed/No-Show/Cancelled/Incomplete - Identified requirement is closed out.

11.6 Recurring Requirement

Validated – Recurring requirement first created is in validated status.

Awaiting Action – Requirement is within 90 days of due date.

Overdue – Due date is less than the current date.

Qualified/Completed/Unqualified/Did Not Pass – Identified requirement is closed out. 

Chapter 12

Funds Management

12.1  General.  The Training Funds Management module of ETMS Web is used by base Education and Training (E&T) Flights to track the amount of E&T training dollars spent on vendor training. ETMS Web defines vendor training as training for which there is a tuition cost that must be paid by the base E&T Flight. This would include course types of Vendor, College and University (graduate and undergraduate), and Government Courses with Tuition.  Every installation’s E&T Flight has one funds manager, who is assigned by the base site administrator. The funds manager is responsible for setting up E&T accounts within ETMS Web to reflect the training funds that have been authorized.  In addition to these E&T accounts, each installation has one “local unit” funds account. This account is used to record the cumulative training expenses incurred outside the E&T Flight (i.e., training expenses paid for by employees’ units).  ETMS Web will automatically create a local unit account for each installation.   An ETMS Funds Overview document is available on the AFMC/DPE homepage.  The URL is:  https://www.afmc-mil.wpafb.af.mil/HQ-AFMC/DP/dpe/etmsweb/index.htm
12.2  Stages of Funds Tracking.  ETMS Web follows the distribution of training funds throughout the various phases of the funding process:

· Commitment – The stage at which money is deposited into an account and E&T account managers are granted access to the money for future spending.

· Obligation – The stage at which money has been reserved for a training expense (e.g., a seat is purchased or a class is purchased). The amount of funds “obligated” for a particular purchase is the amount that should appear on the IMPAC statement or vendor billing statement.

· Certification – The stage at which purchases made from an account are reconciled. The authorized official verifies that the funds “obligated” from that account in ETMS Web match the charges on a vendor’s billing statement or the IMPAC statement.

12.3 Main Screen.  ETMS Web users who are granted access to funds management functions will notice some changes to the main screen. The drop-down menus that offer Class Management and Quota Management functions will now provide options for working specifically with vendor (i.e., E&T funded) training. Unit training managers and E&T account managers will have the ability to specify whether they want to perform tasks related to vendor or organic training by selecting from a new drop-down menu, which is located on the left of the Class Management and Quota Management drop-down menus.  A new button appears as well. The Training Funds Management button, located at the bottom of the main screen, will take users to the Training Funds Management screen. This screen will offer different functions, depending on whether the user is an E&T account manager or the base funds manager.

12.4  Training Funds Management Screen.  The Training Funds Management screen offers E&T account managers the ability to record training-related purchases. The base funds manager will use this screen to set up and maintain training fund accounts. 

12.5  Commitment of Funds.  Every installation’s E&T Flight will have one funds manager (assigned by the base site administrator) who will be responsible for managing E&T funds accounts and assigning account managers to spend funds.  The funds manager will be an E&T-level user in ETMS Web.  In addition to normal E&T functions, however, the funds manager will have the capabilities of creating and maintaining E&T accounts.

12.6  Creating Accounts.  When an installation receives approval for training dollars via Fund Cite Authorization (FCA) AF Form 616 or Government Purchase Card Fund Cite Authorization AF Form 4009, the installation’s funds manager will set up a corresponding account in ETMS Web, to which money will be committed.  The funds manager will specify what type of funding the account is for (i.e., a 616 account or a 4009 IMPAC card account), give the account a unique name, and enter the basic account information (id number, RCC code, fiscal year, etc.). The funds manager will also specify the dollar amount for which approval has been granted.

12.7  Assigning Account Managers.  For each account, the funds manager will also assign account managers from within the E&T Flight who will be given various levels of access to an account. The levels of access that can be assigned to account managers are as follows:

· For 4009 IMPAC-type accounts – Read Only or Full Access

· For 616-type accounts – Read Only or Obligate Only Access

12.8 Obligation of Funds.  The obligation of funds refers to the process of purchasing training and training-related services. Account managers in the E&T Flight can obligate funds from those accounts to which they have been granted obligation-only access or full access. There are three types of obligation transactions (purchases) that they can perform:  Seat, Class or Support Purchases.

12.9  Certification of Funds.  Certification is the final stage of the training funds tracking system.  It is the process where the charges (i.e., obligations) made to a specific account will be approved by the authorized E&T personnel at the time payment is made.    Once the funds are certified, the transaction cannot be canceled. The user would first have to uncertify the funds.

· Certifying 616 Accounts - The base funds manager is the user who certifies the transactions made against each 616-type account for the airbase.  The funds manager can certify any or all transactions to change the status of those funds to certified status. The funds manager can also uncertify any or all transactions, which will return the funds to obligated status.

· Certifying 4009 IMPAC Accounts - Account managers will certify IMPAC accounts for which they have valid IMPAC cards.  Each account manager will only be able to certify those transactions that have been charged to their own IMPAC card.

12.10  Designating a Funds Manager.  Only a base’s site administrator performs this process.  Each base has one funds manager who is responsible for creating training fund accounts, committing money to these accounts, and setting up account manager profiles to allow varying degrees of access to the accounts.  A site administrator selects a funds manager from current ETMS Web users.  When a new funds manager is assigned, the current funds manager, if any, is replaced. 

12.11  Creating a Funds Account.  Upon being granted training funds via a Form 616 or a Form 4009, an airbase's E&T funds manager creates and maintains the installation's training funds accounts, commits the appropriate amount of funds to these accounts, and assigns account managers who will obligate E&T funds for training and related expenses. The account managers assigned are current system users.  In addition to accounts created by the E&T funds manager, each installation has a single local unit account. This account provides a place to record tuition, material, travel, and per-diem expenses that are not funded by the E&T Flight. This account will be created by ETMS Web -- the E&T funds manager will not create this account or commit funds to it. 

12.12  Committing/Decommitting Funds.  This function is used by the funds manager when funds need to be added to an account (or withdrawn). The amount of money withdrawn from an account cannot exceed the amount committed (i.e., the amount not yet obligated for training purchases). 

12.13  Generating a 1556 Cover Sheet.  When processing a vendor class purchase, the 1556 must be accompanied by an ETMS-generated cover sheet. If a single seat is to be purchased for an employee, then the automated DD 1556 will be used.  In either case, the training requirement must be in validated status. When following the 1556 cover sheet process, the training requirement's status will change to 1556 Cover Generated. The Form 1556 and cover sheet are then sent to the E&T Flight.  The E&T can also generate 1556 cover sheets for a class.  This function would be used to generate 1556 cover sheets for one or more students who will be attending a vendor training class.  The students must have already been nominated for the class. 

12.14  Creating a Support Purchase.  Account managers can use this function to purchase training-related materials that may or may not be used in conjunction with a class or seat purchase. 

12.15  Automated DD 1556.  Follow procedures as outlined in chapter 26.

Chapter 13

Recurring Training

13.1  General.  The Recurring Training area is available from the main screen or through the “Manage IDP (Individual Development Plan)” option.  The Recurring Training Area was added to meet the needs of the AFMC production areas.  In the production area, employees are required to be certified to do certain types of work and specific courses are connected to these certifications.  These courses are taken at specified intervals, i.e. 30 days, 52 weeks, 6 months, 1 year, 1 ½ years, 2 years, etc.  Regulations, manuals and other directives mandate these intervals.  In order to permit a user to access the Recurring Training Requirements module, the recurring training option must be set to yes in the user’s security profile.

13.2  Recurring Training Courses.   Use this function to add courses to the course catalog for recurring training. This is training that employees need to take continually to remain certified or licensed to perform certain duties. Once a course has been created, users can build training requirements for students who need this training. You can set these courses up in such a way that new training requirements will continue to be built for employees automatically as an existing training requirement is completed. Note:  If this course will only be taken once, be sure to specify this.   Remember that these are the default due dates.  The system user who is marking a training requirement as completed will always have the option to change the due date for the new training requirement being built.

13.3  Prerequisite Courses.  You will also have the ability to assign prerequisite courses or subsequent courses to a main course. Prerequisites are courses that a student should have taken prior to taking another course. If a student has not taken a prerequisite, then he or she will not be able to take the main course. However, system users with profile type of training manager or above will be able to override prerequisites and build training requirements even for students who have not taken the prerequisite course.

13.4  Subsequent Courses.  Subsequent courses are courses that follow the main course. When a student completes a training cycle for a main course, ETMS Web will automatically build a new training requirement for the first subsequent course.  You can stop the recurring process at any time within the process. 

13.5  Data Definitions.   In the text boxes provided, enter the course title and number (title is optional).  

· Prefix1.  This can be used to add a distinguishing grouping code to the course, i.e. QUAL, WCT, 4AMF.  

· Prefix2.  This can be used to add the AFSC to the course. 

· Subject Area
Acquisition Management



Library Services

Aerospace/Avionics Maintenance

Logistics

Chapel Services




Management/Supervision

Clerical





Manpower/Organization

Communications




Medical

Computer Systems



Operations

Contracting




Personal Development

Core Item Management



Personnel

Engineering




Planning

Environmental Management


Public Areas

Facilities Management



Quality

Financial Management



Safety

Graphic Arts




Science and Technology

History





Security Forces

Information Resource Management

Services

Inspections




Supply Management

Intelligence




Test and Evaluation

International Programs



Transportation Management

Legal Services




Weather

· Course Type
Course - A planned and documented formal classroom instruction, briefing, lecture, or activity that must be tracked to verify employee attendance or satisfactory completion. The course is documented using formal course training standards, objectives, briefing scripts, presentations, attendance rosters, etc., to support training requirements. It is used to track initial or one-time training requirements  (Supervisor training, AC/DC fundamentals, Aircraft familiarization, work methods standards, etc.). The course may be required prior to employee qualification/certification as determined by regulatory guidance. 

Structured OJT - Structured On-the-Job Training provides technical skill proficiency allowing the employee to obtain task knowledge and skills through a series of structured, defined, and planned activities. SOJT is documented using formal training standards, objectives, training guides and task checklists. It is used to track the completion of SOJT in support of specific formal task training requirements. It is not used to track informal or traditional OJT, which does not meet the standard of SOJT. 

Recurring Training - There are two types of recurring training: General and Task-related. These training types are used to track recurring training in various intervals. General recurring training applies to an occupation or a group of tasks and is required for the specific job position (fire extinguisher training, corrosion control, etc.). Task-related recurring training applies to a specific job and is required prior to an employee's being qualified or certified for the task (confined space, technical data, CPR, etc.). Currency is required for task-related recurring training in order to maintain task qualification/certification status. 

Specialized Skills Qualification (SSQ) - SSQ pertains to skills so specialized that they require extensive technical knowledge and proficiency meeting the standards directed in AFMCI 21-108. This training type is used to track initial qualification and requalification actions (proficiency demonstrations and testing).  Training to support SSQ will be tracked using CRS or OJT designator.  This must only be used to track the specific SSQ requirements directed by AFMCI 21-108.

· Recurring Interval.  Use the text box and the drop-down list to specify how often the training needs to be repeated (e.g., every 3 months).  This will determine how many times, and how often, the course is to be repeated.  When a training requirement for this course is completed (Or qualified), a new training requirement will be built automatically and assigned a default due date. The due dates will be calculated as follows: 

Days - Simply adds the number of days specified to the date a training requirement is completed. Suppose that a course has a recurring interval of 12 days. If the original training requirement is completed on October 1, the default due date of the new requirement would be October 13. 

Months - The training will be due on the same day of the month that it is completed. Suppose that a course has a recurring interval of 2 months. If the original training requirement is completed on October 1, the default due date of the new requirement would be December 1. 

Quarters - Training will be due by the last day of the fiscal quarter specified. Suppose that a course has a recurring interval of every 2 quarters.  If the original training requirement is completed at some point in the second fiscal quarter, then the default due date of the new requirement would be the last day of the fourth quarter. 

Years – Training will be due on the same day of the year it was originally complete.  Suppose that a course has a recurring interval of 3 years.  If the original training requirement is completed on October 1, 1999, then the default due date of the new requirement would be October 1, 2002.

Requirement Status
Validated – First Created

Awaiting Action – Requirement is within 90 days of due date

Overdue – Due date is less than the current date

Qualified – Completed non-course requirement (Specialized Skills Qualification)

Completed – Completed course requirement (Course, Structured OJT, or Recurring Training)

Unqualified – Employee did not pass the Specialized Skills Qualification Test

Did Not Pass – Employee failed the class.

Recurring Class Status

Nominated – Employee has been nominated to attend a class

Enrolled – Employee has been enrolled into a class

Completed – Employee has completed a class

No-Show – Employee was enrolled into a class and did not attend

Incomplete – Employee was enrolled into a class but did not attend every day

Failed – Employee was enrolled into a class but failed

Unscheduled Complete – Employee was added to a completed class after it was completed as a completion

Unscheduled Incomplete – Employee was added to a completed class after it was completed in an incomplete status

Unscheduled Failed – Employee was added to a completed class after it was completed in a failed status

13.6  Recurring Training Requirement.  When a requirement is first created it will be in validated status.  Ninety days before a training requirement is due, its status will change from validated to Awaiting action. If the requirement is not marked as Completed (or Qualified) by 12 p.m. EST on its due date, its status will change to Overdue.   You cannot update a recurring training requirement. To make a change, you will need to delete the training requirement and create a new one.  If you don't have the Recurring Training button, contact your Site Administrator to make sure you have been granted access to this function.   If the employee has already completed a training requirement for this course, a dialog box will inform you of this, however, you will still be able to build a new training requirement for the course.  If the course with which you are working has one or more prerequisites that the employee has not taken, the new screen will inform you of this. Only users with a profile of training manager or higher will be able to override the prerequisite requirement and build the training requirement anyway. 

Chapter 14

DCPDS Reverse Interface

14.1  General.  ETMS Web will create the update transactions to be used to update DCPDS.  This feature is not set up to work with Modern DCPDS.  You can create these updates by class or individually processing a training completion.  

14.2  Process.  You will follow normal ETMS procedures for whichever type action you are doing.  You will be required to identify the pieces of information that are necessary to create the DCPDS update transaction.  If you do not want this action to create a DCPDS update transaction then you will click the box that says “Don’t include DCPDS information in upload”, otherwise leave this blank.

14.3  Data Definitions.  The following data definitions apply to the DCPDS update transaction and are taken directly from the personnel system.

· Drop Status. Identifies whether or not this entry can be automatically dropped when the employee’s training history has reached its limit of 15 occurrences.  The choices are drop or don’t drop.

· Course Type.  Identifies the source of the training course.  The choices are:

Government Interagency


Defense Nuclear Agency

College Professional/Nonprofit

US Air Force

Private Other/Profit


National Guard

US Army




Defense Contract Audit Agency

Defense Mapping Agency


US Marine Corps

Central Imagery Office


US Navy


Other DoD




Defense Logistics Agency

· Credit Type (Method): Identifies the method by which the training was accomplished.  The choices are:

Not Applicable



Classroom Onsite

On-The-Job Tng



Test/Equivalent

Rotation Work



Altern Fulfill


Seminar




Acc Substitute

Conf/Meet/Symp



Accr Off-Camp

Correspondence



Multi-media

Directed Study



Waiver

Residence




Self-Develop

· Direct (Tuition) PEC ID: Identifies the program element code for the appropriation funds used to support the training.  The choices are:

Not Applicable




Non-USAF Funds

O & M – 88751




O & M – Not 88751

Research, Development, Test, Evaluation
AETC/AFIT/AU(TMS)


Industrial Fund




Acquisition - 88751

Air Force Reserve




Cost of OPNS DN (COD) Stock Fund

National Guard

· Funded By (Direct): Identifies the source of direct (tuition) funding for the course.  The choices are:

Base



No Cost

MAJCOM



Other AF

HAF

· Indirect (Per Diem & Travel) PEC ID: Identifies the program element code for the appropriation funds used to support the per diem and travel.  The choices are:

Not Applicable




Non-USAF Funds

O & M – 88751




O & M – Not 88751

Research, Development, Test, Evaluation
AETC/AFIT/AU(TMS)


Industrial Fund




Acquisition - 88751

Air Force Reserve




Cost of OPNS DN (COD) Stock Fund

National Guard

· Funded By (Indirect): Identifies the source of indirect (per diem and travel) funding for the course.  The choices are:

Base




No Cost

MAJCOM




Other AF

HAF

14.4  Creating and Processing the DCPDS File.  The time frame for generating the DCPDS update file is at your discretion.  The file is actually generated during the nighttime processing schedule and will be available the next day.  To request the file, go to the Reports Module.  Select DCPDS Upload Report from the Request Generated Reports drop down list and select Go.  From the next screen select Generate New Report to create a new update file.  The system will maintain the last ten generated reports in case you need to regenerate one.  If you need to do this for whatever reason, you can choose from the dates shown and select Regenerate.  To download the report for processing, the site administrator will go to the Report Module.  From this menu you will select View Previously Generated Reports.  You will click on the Report File name.  When you click on the report file name the report will be opened using Notepad.  Go to Notepad’s top line menu, select File, then Save As.  The next screen will show the place on your hard drive where the file will be saved to as well as the name of the file.  Be sure to save the file as a .txt File.  Click Save.  You will need to provide this file to the Civilian Personnel Systems Manager for processing into DCPDS.  They will provide you a printout of any rejects that are created when the updates process.

Chapter 15

Formal School Completions

15.1  General:  Indirect Cost is travel and/or perdiem.  Direct cost is tuition.

15.2  Government with Tuition Course.  If you are working with a government with tuition course you will use the Automated DD 1556 process.
15.3  Government without Tuition Course.  If you are working with a government without tuition course you will use the Formal drop down.   Then in the Class Management drop down you will select Formal School Complete (indirect costs).

15.4  Government without Tuition Course and no Indirect Costs.  If you are working with a government without tuition course and there are no indirect costs you will use the Formal drop down.  Then in the Class Management drop down you will select Formal School Complete (no indirect costs).

Chapter 16

Maintain Personnel Module

16.1  Create.  Use this function to create records in the ETMS Web database for personnel whose records are not downloaded from PDS/DCPDS that your training office  will be required to manage their training requirements for.  This feature can be used to input Army, Navy, and Contractor personnel, to name a few types.  The mandatory fields to be completed are Name, SSAN, pas-code, symbol and rank.  All other fields on this screen are optional.

16.2  Activate/Deactivate.  Once you have created an employee record, you will assume the responsibility for deactivating, or making their record unavailable and their name invisible to user searches when they are no longer actively employed. Their records do, however, remain in the database and can later be re-activated. 

16.3  Update. Use this function to update personnel records that have been added to ETMS Web with the Create Personnel function. These are employees whose records

were not downloaded from PDS/DCPDS. You can also use this function to update the names of personnel whose records were downloaded from PDS/DCPDS.

16.4  Error Message.  If you get an error message that says “An error occurred when trying to create new personnel.  This social security number already exists.”, it could mean one of two things.  The record may exist in ETMS and belong to another base or it may have already been built by someone at your base.  You will need to go to the Maintain Database menu, then from the Maintain Personnel drop down select “Update Personnel”.  If you are able to bring the record up then it has already been built for your base.  If you are not able to bring the record up then it belongs to another base and you will need to have me matrix the person to you.
Chapter 17

E-Mail 

17.1  General.  E-Mail within ETMS Web does not mean the ability to send and receive e-mails to your friend across the base.  What it means is a group of system triggers that will system generate e-mails to be sent to ETMS users when certain actions happen within the system.  The triggers will be pre-defined events that occur within the system.  Each e-mail will have a priority, which will define when the message will be sent (within the hour, day or by the weekend).

17.2  E-Mail Addresses.  E-mail addresses entered when a user profile is created is what will be used by ETMS Web to send messages.  All undeliverable (unsent) messages will be forwarded to the local Site Administrator.  This is why it is important to ensure the validity of e-mail addresses.  

17.3  Changing an E-Mail Address.  Each user has the capability to change/update their e-mail address that is built in ETMS Web.  The Change E-Mail Address function is located at the bottom of the Main Screen.


Chapter 18

Maintain Pas-Code/Office Symbols

18.1  General.  ETMS has a file that contains all of the pas-code and office symbol combinations that are valid.  The information on this table is generated two ways.  The first, and easiest, is based on the personnel data.  All pas-codes and office symbol combinations that exist in the personnel records are added to this table.  The second way this table can be updated is through the Maintain Pas-Code/Office Symbol module.  This feature provides you with the capability to add pas-codes and/or office symbols to this table.  You can also go here to add pas-code translations.  This translation would show up on all the reports.  For example:  The HQ AFMC/DPE pas-code is WE1MFDFR.  If the translation was built into this table, instead of seeing WE1MFDFR on a report you would see HQ AFMC.  This is an optional use module.  If you don’t use it the system will continue to show the pas-code on reports. 







Chapter 19

ETMS Web Thesaurus

19.1  General.  The sole body of work that is utilized exclusively to facilitate course catalog searching is referred to as the thesaurus.  The thesaurus has been created and will be managed by the HQ AFMC/DPE appointed lexicographer and/or staff.  The thesaurus has a direct relationship to the catalog in that it is comprised solely of terms extracted from existing (current) course descriptions found in the ETMS Web course catalog, consisting of organic, vendor, university/college, and Air Force and higher government-provided courses.  The quality of the thesaurus is directly dependent upon the quality of the data within the catalog, specifically, the course titles and descriptions.  Therefore, the thesaurus will be closely managed in conjunction with the management of the catalog.

19.2  Background Information.  All current thesaurus terms have been, and will be, arranged hierarchically according to rules of lexicography, indexing, and thesaurus construction.  Relationships exist between each of the terms, creating a structure that allows for ease of browsing.  The relationships that exist consist of:

· Broader

· Narrower

· Use/Use for

· See Also

The thesaurus is meant to be a dynamic body of work – the content and arrangement of which will, and must, constantly change and evolve as changes (defined as additions, deletions, or alterations) are made to the course catalog, as well as to the thesaurus itself.  The HQ AFMC/DPE lexicographer and/or staff will note each change to the course catalog and corresponding adjustments will be made to the thesaurus.  It is the responsibility of the HQ AFMC/DPE lexicographer and/or staff to link changes made in the course catalog to the thesaurus so that the search engine will reflect those changes.  This task will be done in as timely a manner as possible with respect to data retrieval and lexicography efforts.

19.3 Thesaurus Center Requirements.  Each center is required to appoint an individual as Catalog/Thesaurus POC for interaction with the HQ AFMC/DPEO lexicographer and/or staff regarding thesaurus issues and/or concerns.  It is recommended that the Catalog/Thesaurus POC be different from the individual who assumes the role of Site Administrator.
19.4  Suggestions for Thesaurus Content Changes.  Suggestions (defined as requests for changes to existing terms or the addition of new terms to the existing body of terms) can be made as to the content of the thesaurus by the appointed Catalog/Thesaurus POC at each individual center.  No suggestions will be taken from the field.  Therefore, it is important that the Catalog/Thesaurus POC have a good working relationship with both the supervisors in the field as well as the HQ AFMC/DPE lexicographer and/or staff in order to facilitate continual interaction between the two levels.  Suggestions must be accompanied with POC name, telephone number and/or email address, and the citing of a source document where the term(s) is/are used.  This is important to the integrity of the thesaurus, as it is reliant upon terms that are generally universally accepted and not necessarily local vernacular.   Suggestions will be made via fax or emailed to HQ AFMC/DPEO.  Although suggestions are urged, it is the final decision of the HQ AFMC/DPEO lexicographer and/or staff as to whether changes will be made to the thesaurus (not relating to catalog changes).  These decisions will be made independently by the lexicographer in order to ensure the quality and integrity of the thesaurus.
Chapter 20

Help and Tutorial Screens

20.1  Help Screens.  ETMS Web offers context-sensitive help screens which you can access by clicking on the Help link at the top of every page in the ETMS secure area. These help screens offer in-depth descriptions of the features available from the web page you're visiting at the time.  Throughout the help screens the ETMS Web pages are referred to by the names appearing in their title bars.  The title bar is the colored strip that appears at the very top of your browser window, above the toolbar. 

20.2  Tutorials.  The tutorials provide step-by-step instructions for performing a variety of ETMS Web functions. Simply click on the category that describes the procedure for which you want help.  You will then be given a list of procedures to choose from.  Click on a procedure to view instructions for performing it. You may want to print out the instructions for easier reference.  Throughout the tutorial screens the ETMS Web pages are referred to by the names appearing in their title bars.  The title bar is the colored strip that appears at the very top of your browser window, above the toolbar. 

20.3  Available Tutorials:

Employee IDP Workspace Functions 

Class Management Functions 

Quota Management Functions 

System Maintenance Functions 

Database Maintenance Functions 

Training Fund Management Functions 

DD 1556 Tracking Functions

Formal Training Functions

Recurring Training Functions 

Report Generator Functions 

Instructor Access Functions

20.4  Important Note. Throughout the help screens and tutorials, ETMS Web pages are referred to by the names appearing in their title bars. The title bar is the colored strip that appears at the very top of your browser window, above the toolbar. The title bar for this screen, for example, reads "ETMS Web Tutorials - Table of Contents."

Chapter 21

Civilian Tuition Assistance

21.1  General.  When a user builds a requirement for a civilian, non-acquisition person against a college course they will be asked a question.  The question says, “Is this part of a pre-approved training plan.”  If the user says yes, then this becomes a civilian tuition assistance requirement.  There are several reports available in the Individual Development Plan Reports drop down menu that support the Civilian Tuition Assistance Program.

Chapter 22

Miscellaneous System Functions

22.1  Blockload.   This module is designed to be used by the Base Site Administrator.  The Blockload feature allows training requirements to be created simultaneously for very large numbers of personnel based on filters that are identified. You cannot block load training requirements that are part of a civilian tuition assistance program.  Because of the large number of training requirements that the block load function can create, requests created with this feature are processed overnight when system resources are free.  The filter criteria includes:  Pas-Code or Base, Office Symbol, Series, AFSC, Rank and/or Personnel Type.
22.2  Downloading Reports.  When running any report within ETMS Web, you have two options.  You can either choose to view it on screen or download it.  If you choose download, you will create a text file that can be imported into EXCEL, ACCESS or other similar type of program.  If you choose the download option, your report will run and the next screen you see will provide you with the download instructions which are as follows:  Click on the “Download Your Report” button.  This will open up your download file in a new web browser window.  In the new browser window, click on the “Source” item in the “View” menu.  This will display the download file in Notepad.  Make sure you have the “Word Wrap” function checked off.  You’ll find this under the “FORMAT” menu.  The screen will look like a bunch of numbers and letters pushed together.  Save the new document giving it an appropriate name and picking where to save it on your computer.  Close the two windows that were opened.  When importing the file, you will need to tell the program that your file is delimited with a comma.  Once you have imported the data you will be able to manipulate/sort the data as required.

22.3  Quickload.  The ETMS Quickload feature is designed for Supervisors and Training Managers who need to create training requirements for many employees simultaneously. You cannot quickload training requirements that are part of a civilian tuition assistance program.  Unless you specify otherwise, the training requirements loaded will be placed in requested status. If you want to place all of the requirements in validated status immediately upon their creation, then click in the checkbox next to Create Requirements in Validated Status?  You will have the option of entering specific employee social security numbers or you can choose to select from a list of employees who you have access to.  These requirements will be created immediately.
Chapter 23

Miscellaneous Data Tables

23.1  Mission Area.

Depot Maintenance (DM) - Ensures that Air Force weapon systems used by combat forces are safe and operational. Depot Maintenance ensures repair capability exists for core aspects of weapon systems. Organic depot maintenance, which is managed and performed by Air Force civilian and active-duty workers, ensures accomplishment of mission-essential work, as well as word that commercial sources cannot or will not perform. Contract depot maintenance performs both work that is not mission-essential, and work that is mission-essential where the risk of non-support is low. The Depot Maintenance business leader is the AFMC director of logistics. 

Information Management (IM) - Provides information services for AFMC bases. Information Management ensures command-wide information sharing, using a standards-based information technology architecture to support command business areas and support functions. The business leader is the AFMC director of communications and information. 

Information Services Activity Group (IS) - Provides combat and support information systems and sustains them. Information Services supports AFMC customers through the acquisition, development, maintenance and modification of wholesale logistics systems and Air Force base-level systems. The Information Services Activity Group business leader is the AFMC director of requirements. 

Installations and Support (I&S) - Provides community services and property management for AFMC bases. Installations and Support provides the missions and people at AFMC installations with quality facilities/infrastructure and base-support services. An important mission is to organize, train, and equip installation and support military personnel for worldwide deployment. 

Product Support (PS) -  Manages resources in partnership with AFMC customers and centers for planning, development, procurement, and sustainment of systems to meet warfighter needs. Through leadership and continuous improvement, the Product Support mission is to do its job "better, faster, cheaper, smoother." The Product Support business leader is the AFMC director of requirements. 

Research and Development or Science and Technology (R&D or S&T) - Demonstrates and transitions affordable, advanced technologies to achieve Air Force core competencies. Science and Technology provides a high-quality, cost-effective support infrastructure within the Air Force Research Laboratory. It enables the discovery, development, and timely transition of affordable, integrated technologies to keep the Air Force the best in the world. The S&T business leader is the commander of the Air Force Research Laboratory. 

Supply Management (SM) - Provides and delivers reparable and consumable items. As a supplier of spare parts and associated logistics support services to fulfill U.S. Air Force needs in war and peace, Supply Management provides materiel primarily through repair of failed items, as well as through procurement of new items. Logistics support services include cataloging, inventory management, financial management, contracting, engineering, technical support and disposal. The Supply Management business leader is the AFMC director of logistics. 

Test and Evaluation (T&E) - Evaluates functionality and performance of weapon systems.  Through integrated management of research, development, test, acquisition and support, T&E contributes to technologically superior and sustainable warfighting capabilities and resources. It also contributes timely, accurate, and affordable information to the single managers of weapon systems and other decision makers to support decisions throughout a weapon system's life cycle. The T&E business leader is the AFMC director of operations. 

23.2  Class Status.

Closed
 (C) - The class is closed to further nominations by the organization.

Completed (H) - The class is over and the grades have been assigned to the
students.

Cancelled – (X) The class has been canceled.  Record is kept for financial
tracking.

23.3  Course Status.

Active (A) - Course is currently available.

Inactive (I) - Course is currently unavailable.

Obsolete (O) - Course is no longer available.

Under Development (U) - Courses that are being planned for the future. 

23.4  Course Subject Area.

Acquisition Management



Library Services

Aerospace/Avionics Maintenance


Logistics

Chapel Services




Management/Supervision

Clerical





Manpower/Organization

Communications




Medical

Computer Systems




Operations

Contracting





Personal Development

Core Item Management



Personnel

Engineering





Planning

Environmental Management



Public Areas

Facilities Management



Quality

Financial Management



Safety

Graphic Arts





Science and Technology

History






Security Forces

Information Resource Management


Services

Inspections





Supply Management

Intelligence





Test and Evaluation

International Programs



Transportation Management

Legal Services




Weather

23.5  Course Type.

College/University Graduate (A)

College/University Undergraduate (C)

Government without Tuition (G)

Government with Tuition (H)

Organic (O)

Vendor (V)

23.6  Hierarchical Code.

Training mandated by public law, executive order, regulation (A). The specific law, executive order, or regulation impacting this training must be identified in the "PROGRAMMATIC IMPACT OF UNFUNDED REQUIREMENTS." 

Training directly related to health and safety (B). 

Training related to modernization and/or acquisition of systems weapons, computers, programs, etc. that require highly specialized skills to maintain and operate (C). 

Training related to work force dynamics such as retirements, separations, reassignments, realignments, i.e., drawdowns, base closures, promotions (D).

23.7  Personnel Status.

Active (A) - Employee’s records are accessible by authorized users.

Hold (H) - Employee’s record was not included in the previous personnel load.  The record will stay in ‘hold’ status until the next personnel load.  At that time the record will be made active or inactive.

Inactive (I) - Employee’s record dropped from the servicing personnel load.

Non-ETMS - Employee whose record was created manually.


23.8  Requirement Priority (DAU).

Current Level APDP Certification/Assignment Specific (1) - Employees who occupy acquisition positions for which the training is established as mandatory by DoD 5000.52M for certification or is assignment specific. 

Higher Level APDP Certification (2) - Employees on acquisition coded positions needing the training to become certified to the next higher level in their primary career field. 

APDP Certification Outside Functional Area (3) - Employees occupying coded acquisition positions desiring certification in an acquisition functional area other than their current functional area. 

Non-Acquisition Personnel/Unfunded Quota (4) - Employees who occupy non-acquisition positions. Note: AFATO will not fund the associated TDY costs for employees in this category: the costs must be unit funded.

23.9  Requirement Priority (Non-DAU).

Mission Accomplishment (1) - Accomplishment of the Air Force mission objective will not occur if training requirement is not satisfied. Requestor(s) will fund their requirement(s) if not supported by AF funding. 

Mission Sustainment (2) - Training required to maintain the Air Force's readiness posture. 

Mission Enhancement (3) -Training that fosters the effective use of resources to improve the Air Force's mission capability.

23.10  Student Status Type.

Cancelled (CA)








Completed (CO)








Enrolled (EN)








Failed (FA)









1556 Cover Generated (GE)






Incomplete (IN)








Nominated (NO)








No Show (NS)








Funds Obligated (OB)



Obsolete Course (OC)





Requested (RQ)


Surrendered (SU)








Validated (VA)

23.11  Training Code.

Initial Skills Training (A) - Training provided to employees who are new to federal service or new to the Air Force. This includes supervisory/managerial training required by regulation for first-time managers or supervisors. 

Retraining (A1) - Training provided to employees who are impacted by base closures or drawdowns. 

Proficiency Training and Education (B) - Training that incorporates specialized skills training and career progression training that is needed to maintain minimum skills and currency. This also includes training required to prepare civilian employees for specific jobs in the force structure and that can be delineated under the subcategories of: 

Specialized Skills Training (B1) - Training associated with the development of wage supervisors (WS) and employees (WG) in the trade, craft, and technical maintenance and repair fields. This includes training in the knowledge, skills, and abilities needed in such fields as electric and electronic equipment, aircraft maintenance and repair, industrial equipment, warehousing and stock handling, welding, carpentry, etc. 

Career Progression Training and Education (B2) - Training associated with all levels in the general work force for the development of specialty and technical abilities required to progress to higher levels of skills and responsibilities. This includes training of a specialized nature in the methods and techniques of such fields as investigation, security, police science, supply, procurement, logistics, transportation, air traffic control, computer programming, languages, medical, legal, scientific work, engineering work, etc. 

Professional Development Training and Education (C) - Training associated with advanced activities for managers and executives. These activities are highly specialized and normally take place in the mid-career time frame, at the mid to higher-grade levels, for a carefully selected group of employees who have demonstrated potential for senior-level positions. This includes training or education in the concepts, principles, and theories of such subject matter as public policy formulation and implementation, management principles and practices, quantitative approaches to management, or management planning, organizing, and controlling, etc. 

Administrative Support Training (D) - Training provided to clerical, secretarial, and other administrative support staff to ensure efficient and accurate performance of duties.  Training is influenced by high attrition rates, computerization of the work place, and by the creation of related administrative workloads made possible by computers. 

23.12  Userid Access Types.

Base-Level (B) – Access to an entire base serviced population.

Exception (E) – Access to matrixed social security numbers.

Hierarchical (H) – Access to an organization from the “top down”.

Pas-Code (P) – Access to an entire pas-code.

Specific (S) – Access to a specific pas-code and office symbol.


23.13  User Profile Type.

Base Education and Training (ET)

Base Facility Manager (FM)

HQ AFMC Functional (HQ)

Base Site Administrator (SA)

Superuser (SU)

Organizational Supervisor (SV)

Organizational Training Manager (TM)

23.14  User Status.

Active (A) - User has access to ETMS Web Secure Area.

Inactive (I) - User cannot access ETMS Web Secure Area.


Pre-Expired Password (P) – User’s password is currently set to password.  


Timed-Out Password (T) - User has not accessed the system in 45 days or longer.




Chapter 24

Requirements Collecting

24.1  Process.  HQ DPE will provide survey notification that will include the ETMS Web procedural information.  The local Education & Training Office will provide base customers additional instructions to reflect local procedures.  HQ AFMC/DPEO will query ETMS Web for requirements and provide the file to the appropriate requestor.

24.2  Survey Schedules.
Date

Survey


February
SAS

April

Distance Learning

May

Career Program

August

Mission Readiness

September
PCE

November
Defense Acquisition University (DAU)

December
Fin Plan (Pec 8)


Chapter 25

Performance Checklists

25.1  Staff Visits.  When Staff Visits are conducted, Performance Checklists are used to assess the health of the Education and Training Office.  In order to properly assess the use of ETMS Web, three checklists were developed.  One is for the Education and Training Office, one for Organizational Training Managers and one for Organizational Supervisors.  Following are the individual checklists: 

25.2  Education and Training Office Checklist.  

	1.1.  Security Profiles 

	1.1.a. Where is your file maintained that contains the signed userid request forms for the userids you created?

	1.1.b.  What are your procedures for deactivating a userid?

	1.1.c.  Explain the different types of access and when it’s appropriate to use each type (i.e., base, pas-code, pas-code/org access, pas-code/symbol)?

	1.1.d.  Do you give users the ETMS predefined access or do you modify it and how?

	1.2.  Trouble Calls

	1.2.a.  When you receive a trouble call from a customer, what are your procedures?

	1.2.b.  What steps do you follow to determine if the trouble call is a problem or a baseline change request?

	1.2.c.  If the trouble call is a problem, what steps do you follow to determine if it can be resolved locally or if it needs to be forwarded to HQ for resolution?

	1.2.d.  How do you keep your customer informed on the status of the problem?

	1.3  Baseline Change Requests

	1.3.a.  Are your customers (E&T, Training Managers, and Supervisors) aware of the Baseline       

Change Request and its function?

	1.3.b. What are your procedures for the submission of baseline change requests by your customers?    

	1.3.c.  Do you have a baseline change request log established? 

	1.4  General Questions

	1.4.a  Is the Instructor Module being used?  If not, why?

	1.4.b.  If the Instructor Module is being used, does it meet the needs of the DPE?

	1.4.c.  Do you use the Bulletin Board to keep users informed of pertinent information?

	1.4.d.  How are users notified when there will be system downtime or en system modifications are processed?

	1.4.e.  Is the Maintain Pas-Codes Module being used?  If not, why?

	1.4.f.  Is the Maintain Personnel Module being used?  If not, why?

	1.4.g.  Have you used the Supervisory Computer Based Training?

	1.4.h.  Is the Facility Module being used?  If not, why?

	1.4.i.  Is the Class Management Module being used?  If not, why?

	1.4.j.  Do the standard reports meet your needs?

	1.4.k.  What procedures are in place to notify users of surveys and the process to follow?

	1.4.l.  How are new users trained on the use of the system?

	1.5  Course Catalog

	1.5.a.  Do you have procedures established for your users to follow when a course they need           cannot be found in the catalog?  If so, what are they?

	1.5.b.  What procedures do you use to determine that a course is not in the catalog before you enter it?  

	1.5.c.  Which courses are you responsible for adding to the catalog?

	1.5.d.  Do you have procedures established for adding a course to the catalog that does not fall under your responsibility to add?  If so, what are they?

	1.5.e.  What procedures do you use to determine that an owner/provider is not in the system before you enter it?

	1.5.f.  What is your established process for maintaining the courses you add to the catalog?

	1.5.g.  Do you understand the purpose of making a course obsolete? 


25.3  Training Manager Checklist.
	1.1.  Security Profiles 

	1.1.a. Where is your file maintained that contains the signed userid request forms for the userids you created?

	1.1.b.  What are your procedures for deactivating a userid?

	1.1.c.  Explain the different types of access and when it’s appropriate to use each type (i.e., pas-code, pas-code/org access, pas-code/symbol)?

	1.1.d.  Do you give users the ETMS predefined access or do you modify it and how?

	1.2.  Trouble Calls

	1.2.a.  What are the procedures to follow when you have a problem/question about ETMS?

	1.2.b.  How do you keep your supervisors informed on the status of problems?

	1.3  Baseline Change Requests

	1.3.a  Are you aware of the Baseline Change Request and its function?

	1.4  General Questions

	1.4.a.  How are you notified when there will be system downtime or when system  Modifications are processed?

	1.4.b.  Have you used the Supervisory Computer Based Training?

	1.4.c.  Do the standard reports meet your needs?

	1.5  Course Catalog

	1.5.a.  What are the procedures to follow when a course you need cannot be found in the catalog?

	1.5.g.  Do you understand what an obsolete course is? 


25.4  Supervisor Checklist.
	1.1.  Trouble Calls

	1.1.a.  What are the procedures to follow when you have a problem/question about ETMS?

	1.1.b.  How are you informed on the status of problems?

	1.2.  Baseline Change Requests

	1.2.a  Are you aware of the Baseline Change Request and its function?

	1.3.  General Questions

	1.4.a.  How are you notified when there will be system downtime or when system modifications are processed?

	1.4.b.  Have you used the Supervisory Computer Based Training?

	1.4.c.  Do the standard reports meet your needs?

	1.5  Course Catalog

	1.5.a.  What are the procedures to follow when a course you cannot be found in the catalog? 

	1.5.g.  Do you understand what an obsolete course is?


Chapter 26

Contacting HQ AFMC Staff

26.1  General.  In order for us to help you when you have a problem, we need you to do a few things first.  If you are contacting us because one of your users is having a problem, please try to duplicate it and gather enough information for us to be able to duplicate it or understand it.  If you can’t duplicate it, then it is probably user unique and can easily be resolved by working with your customer and walking them through the process.  If you are experiencing the problem, please provide enough information for us to be able to duplicate the problem or to understand it enough to find the problem and fix it.  If you need to fax us information, the fax number is DSN 986-1521.
26.2  Contacts.  We ask that you put all of the ETMS Web team on an e-mail group so that when you e-mail us with a problem one of us will be sure to work it.

Contact


DSN-Phone
E-Mail

Maggie Grace


986-3281
maggie.grace@wpafb.af.mil
Melissa Blair


986-3292
melissa.blair-stein@wpafb.af.mil
Brian Schrader

787-4785
brian.schrader@wpafb.af.mil
Jim Sheehan


986-0496
james.sheehan@wpafb.af.mil
Glenda Stuart


787-3777
glenda.stuart@wpafb.af.mil
26.3  POC for After-hours Emergency Assistance with ETMS Failure.  Arrangements have been made with the ETMS contractor to provide a single POC for use in the event of system failure after hours.  This Emergency POC is accessed through pager notification.  The POC will return-call to the notifier.  This Emergency POC is specifically intended only for reporting system failures that prevent user access and necessary functions.  This service will not provide "help-desk" support.  Note that certain system and data maintenance activities are planned for running during specific after-hours times, during which system access and operation may be severely impacted.  Please do not use this Emergency POC during those times.  Normal system schedule is as follows, providing for normal HQ AFMC/DPEO assistance during normal work hours and the Emergency POC during after-hours times.  

· Monday thru Friday 0700 thru 1700EST:   normal HQ AFMC/DPEO POC

· Monday thru Friday 1700 thru 2200EST:   Contractor Emergency POC Saturday 0700 thru 2200EST: 

      Contractor Emergency POC

EMERGENCY POC:
John Evans
Management and Engineering Technologies International, Inc. (contractor) 
Pager:  (937) 850-6633

INSTRUCTIONS FOR AFTER-HOURS EMERGENCY ASSISTANCE:

Place phone call to contractor's pager:  (937) 850-6633
Pager service will respond with:  "Please enter your numeric message after the tone."

Enter your phone number (at which you can be immediately reached), followed by pound sign (#):

· Without extension number:



Example:
9991112222#



where:

999 

= your area code 





1112222 
= your phone number





# (pound sign)
= indicates end of number

· With extension number, “*” (asterisk) precedes extension number:

Example:
9991112222*333#



where:

999 

= your area code 





1112222 
= your phone number





* (asterisk)
= designates that extension follows





333 

= your extension number





# (pound sign)
= indicates end of number

If you delay in entering your number, you may hear "busy signal."  In that event, hang up and repeat the call.  Pager service will acknowledge with "musical tones" and a thank-you message.  Contractor will phone you at the number recorded on pager to verify your complaint.  Contractor will notify you (a second phone call to you) after the system access or functionality has been restored.
Chapter 27
Automated DD 1556

27.1  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; the employee will not be enrolled in a class set up in ETMS Web.

27.2  Stages of DD Form 1556 within an Organization:  ETMS Web follows the form 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 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 for (i.e., by the employee’s unit or by the E&T Flight). 

27.3  Organization Funded:  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 form and the training requirement it represents will be automatically changed to Completed seven days after training completion date recorded on the form

27.4 E&T Funded Training:  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. 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 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 form and the training requirement it represents will be automatically changed to Completed seven days after training completion date recorded on the form.

27.5  The Online DD Form 1556:  The online form that will be used is similar to the hard copy forms (see the picture below). 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 can print out a hard copy of the form at any stage of the tracking process.

Chapter 28

Instructor Access
28.1  In the Class Management drop down you will find an option to Add, Update, Delete Instructor.  Use this function to add instructors to the database, or update and delete existing instructors' records.   If the instructor is authorized to work with vendor or recurring training classes as well, then you will have to specify that you want to work with organic training functions.  You cannot delete an instructor who is currently scheduled to teach a class. 

28.2  Instructors who do not belong to the base E&T Flight, but who are responsible for setting up classes and documenting training completions for the courses they teach, must be given special "instructor access" to ETMS Web. They will be able to perform E&T-level processes for those courses that are assigned to their Instructor Course List. 

28.3  Instructor access is granted while creating or updating a user account. Two main options are available for assigning instructor access: 

1. The user can be a training manager or supervisor who is granted instructor access in addition to his or her other access privileges. 

2. Users can be given "instructor only" access. They will have access to only those functions that relate directly to the creation and maintenance of classes that they teach. 

28.4  All users with instructor access will be able to view reports concerning their designated courses.   At the security profile screen you will click on link to instructor and follow the screen tutorials and help screens.  You can remove the instructor from this account by clicking Unlink to Instructor. 
28.5  If you want this user to have instructor access in addition to other ETMS Web functionalities, you would continue the process of Creating/Updating the user's account.   If you want this user to have only instructor access to ETMS Web, then check the User is an Instructor only checkbox.  The user must have a profile level of Supervisor to have instructor-only access. If the user is not a Supervisor, the system will ask you if you want to change the user's profile. This will delete any personnel access codes that have been assigned to the user. 

28.6  As a reminder, when working with the Class Management Module you will be restricted to working with classes and training requirements based on the courses in the Instructor Course List that was built in your security profile. 
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