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SYSTEM ADMINISTRATOR 
 
OVERVIEW: As a System Administrator, you will have all the functions of an Employee 
(see Employee Help Files). 
 
The System Administrator Role is to manage the Employee Training Management 
System.  There are twenty-one tasks that the System Administrator performs.  By 
placing the mouse on the [Admin] link, the tasks will appear on a drop down menu. The 
drop down menu will look similar to this: 
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I. CATALOG: By clicking the Catalog link within the drop down menu, the Catalog 
Management screen will appear.  The page will look similar to this: 

 

 
 

To select a program, click the A-Z link or search by keyword.  The page will look 
similar to this: 

 

 
 

A. Program Title: To view and edit the program details, click the Program Title 
link.  The screen will look similar to this: 
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1. To edit a program, add or modified the data fields and click submit. 
 

B. Training Program Management: To view new programs that have been 
requested by an Employee, click the Training Program Management (#) link.  
The screen will look similar to this: 
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1. Review and edit the information and take approval action.  A comment 
should be included if a program is not approved or if the program 
already exists.  If the program exists, let the Employee know the title 
that it is listed in the catalog. 

 
C. Add New Program to Training Catalog: To add a program to the Catalog, 

click the Add New Program to Training Catalog link.  Complete all required 
fields and submit.  The page will look similar to this: 

 

 
 

D. View In-Active Program(s): To view In-Active Programs, click the View In-
Active Program(s) link.  To select a program, click the A-Z link or search by 
keyword. 

 
NNOOTTEE:: To change the status of the Program in the Catalog (Active/In-
Active), click the Program Title and from the drop down menu under Active 
choose True or False. 

 
E. Category Management: To add or deactivate a Category, click the 

Category Management link.  To add a new Category, complete the require 
field and Add.  To deactivate a Category, click the Category Title link and 
under the Active column choose False.  The screen will look similar to this: 
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II. EDUCATION MANAGEMENT: To add a new Education/License/Certification, 

click the Education Management link.  Complete all required fields and Add. 
A. Delete: To delete an Education/License/Certification, click the title and 

delete it. 
 
III. EMAIL: To send an email to all ETMS Users, click the Email link.  The screen will 

look similar to this: 
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A. ETMS Users: To view the list of ETMS Users, click the View List of 
Recipients link.  The list will look similar to this: 

 

 
 

B. System Administrator Email Management: Click the Admin Email Mgt. 
link to manage the email address that is used for the following links: 

• Forgotten User Name/Password 
• New Employee Registration 
• Contact Administrator 
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• Email Schedule Request 
 

1. To change the email address, delete the existing name and email 
address and add another name from the drop down menu. 

 
IV. EMPLOYEE: By clicking the Employee link within the drop down menu, a page 

will appear that will do the following: 
 

• Locate Active Employees by an A-Z listing, search by email or search by 
name. 

• Locate In-Active Employees by an A-Z listing or by name. 
• Locate Pass Employees who are no longer in HRIS by Email or User Name. 
• View Employees who have listed their POST ID numbers on their Home 

Page. 
 

 
 

A. Active Employees: The User can search for an Employee based on 
several search functions.  The screen will look similar to this: 
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1. Home Page: To access an Employee’s Home Page, click the 

Employee’s name.  The User will have full access to the Employee’s 
Home Page. 

 
2. Employee Training Record: To view the Employee’s Training Record, 

click the View link in the Training Record column.  The User can edit or 
delete an individual training record by clicking the appropriate link. 

 
NNOOTTEE:: Training records prior to year 2000 are stored at the Mott 
Training Center. 

 
B. In-Active Employees: Click the In-Active Employees link to view 

Employees who are no longer active on the ETMS. 
 
C. Pass Employees: Click the Past Employees link to search for pass 

Employees by ETMS Email address or ETMS User Name.  Complete the 
required fields and submit. 

 
D. POST ID: Click the POST ID link to view all peace officers who have listed 

their POST ID on their Home Page. 
 

V. INITIALIZATION LIST: To view all the Employees who are listed in the ETMS 
database who have not login, click the Initialization List link.  The screen will look 
similar to this: 
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VI. INSTRUCTOR TYPE: To add or remove an Instructor Type, click the Instructor 
Type link.  Complete the require field and submit.  To remove an Instructor 
Type, click the Remove link.  The screen will look similar to this: 

 

 
 
VII. MANAGE P.O.S.T.: To access the P.O.S.T. Compliance Report, click the 

Manage P.O.S.T. link.  A Compliance Report will appear for all State Park Peace 
Officers and the status of their P.O.S.T. training.  The screen will look similar to 
this: 
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A. Compliance Report: To see the specific details of an Employee’s 
Compliance Report, click the Employee’s name and you will be linked to 
their P.O.S.T. Management screen.  The screen will look similar to this: 

 

 
 

B. Manage P.O.S.T.: To manage the P.O.S.T. requirements, click the Manage 
P.O.S.T. Requirement link.  The screen will look similar to this: 
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1. Click the Classification Title link to change the required hours. 

 
VIII. NEWS FLASH: To add or delete a message from the Mott Training Center, click 

the News Flash link.  Click the Add New link to add, click the Subject title link to 
edit or the Delete link to remove.  The screen will look similar to this: 

 

 
 
IX. PROGRAM(S)-CLASSIFICATION: To add a program to the training requirement 

of any classification, click the Program(s)-Classification link.  To add a Program 
to a Classification that does not already exist on the list, choose the required 
Classification and Program from the drop down menus and submit.  This 
information is provided to all Employees under the Resource Center, 
Classification link.  The screen will look similar to this: 
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A. EDIT: To add or delete an existing required training program, click the View 

link.  The screen will look similar to this:  
 

 
 

1. To add a required training program, select the program from the drop 
down menu and click add.  To remove a required training program, 
click delete. 

 
X. PROGRAM(S)-EMPLOYEE: To add a program to the training requirement for 

any Employee, click the Program(s)-Employee link.  The screen will look similar 
to this:  

 

 
 

A. Employee: Locate the employee by the A-Z listing or search by name.  The 
screen will look similar to this: 
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B. Home Page: Click the Employee’s name to view the required programs 

assigned to them on their Home Page. 
 
C. Manage: To add a required program to an Employee, locate the Employee 

and click the # link in the # of Programs Required column.  Select the 
program title from the drop down menu and click add.  The program will be 
added to the Employee’s Home Page under Required Programs.  To 
remove a required training program, click delete.  The screen will look 
similar to this: 

 

 
 

XI. PROGRAM(S)-JOB TITLE: To add a specific DPR Job Title and assign 
programs, click the Program(s)-Job Title link.  The screen will look similar to this:  
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A. Add: To add a new Job Title, complete the required field in the Add Job 
Title box and click add.  To assign programs to a Job Title, select a Job 
Title from the drop down menu and then select the required program from 
the drop down menu and submit.  This information is provided to all 
Employees under the Resource Center, Job Title link. 

 
B. Delete: To delete a Job Title, delete the required programs first and then 

delete the Job Title. 
 

XII. RECERTIFICATION: To assign a refresher program to an initial program, click 
the Recertification link.    This allows the system to track compliance for initial 
and refresher programs.  The screen will look similar to this: 
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A. Recertification: Select the initial Certification Program from the drop down 
menu and then select the Re-Certification Program that is required to 
maintain compliance and add. 

 
B. Delete: To delete a Recertification, click the (X) link. 

 
XIII. RECORD CORRECTION: To take action on a Record Correction, click the 

Record Correction link.  The screen will look similar to this: 
  
NNOOTTEE:: Action Needed! will indicate a new Record Correction that needs action. 

 

 
 

A. Action: To take action on the Record Correction, click the Program Title 
link.  The screen will look similar to this: 

 
NNOOTTEE:: Comment should be included on all actions. 
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1. Approve to Modify: Record will be modify with the new corrections. 
2. Approve to Delete Record: Record will be removed from the 

Employee’s Training Record. 
3. Disapproved: Record will remain as is. 

 
XIV. REPORTS: This will allow the System Administrator to run certain standard 

reports for all Employees.  By clicking the Reports link within the System 
Administrator drop down menu, a screen will appear with several standard 
reports.  The screen will look similar to this: 

 

 
 

A. Review Reports: Click the report you want to view and complete the 
required fields and submit. 
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XV. CPT MANAGEMENT: To create a Continual Professional Training (CPT) 
certification, click the CPT Management link.  This link is to be used when 
required training certification can be satisfied by multiple programs listed in the 
Training Catalog.  The screen will look similar to this: 

 

 
 

A. Certification: To add a Required CPT Certification, click the Add link.  
Complete all required fields and add.  To delete a Required CPT 
Certification, click the Delete link.  The screen will look similar to this: 

 

 



Employee Training Management System (ETMS): System Administrator Help Files 

Updated: 10/11/2007  Page 18 of 47 

 
B. Edit: Click the Edit link to add a program or multiple programs to the CPT 

and submit. To change the hours and monthly interval select the new hours 
and months from the drop down menu and click edit. 

 
C. Delete: Click the Delete link to remove a program.  The screen will look 

similar to this: 
 

 
 



Employee Training Management System (ETMS): System Administrator Help Files 

Updated: 10/11/2007  Page 19 of 47 

XVI. ROSTER-GROUP: To manage a Group Training Attendance Roster for a program, 
click the Roster-Group link.  The screen will look similar to this: 
 

 
 

A. Completed Training Attendance Roster: To access your Completed 
Training Attendance Roster, type in the keyword of the Program Title and 
click search or locate the program through the A-Z listing.  The screen will 
look similar to this: 
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1. Program Title: Click the Program Title link to view description from the 

Training Catalog.  
 
2. Start/End Date: Start/End date of the Program. 
 
3. # of Trainees on Roster: Shows the number of Trainees who 

completed the program. 
 
4. Trainee:  By clicking the Add/Remove link, the Instructor can remove or 

add additional Trainees and Instructors to the Roster. 
 
5. Roster: 
 

a. Delete: The Instructor can delete a program roster by clicking the 
Delete link in the Roster column. 

 
b. Duplicate: By clicking the Duplicate link in the Roster column, the 

Instructor can duplicate a program roster and modified all data 
fields.  The screen will look similar to this: 
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(1) Modify the required program fields and submit.  The screen 

will look similar to this: 
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(2) Modify the following columns as required to fit your new 
program: Delete, Grade, Hour(s), Training Category, and 
Instructor and submit.  The screen will look similar to this: 

 

 
 
(3) Add additional Department/Non-Department 

Participants/Instructors and click ADD to Roster link or if no 
modifications are required, close window. 

 
NNOOTTEE::  If you need to correct a program roster that you submitted in 
error, do the following: duplicate the roster with the correct 
information, click the Add/Remove link, and highlight all the 
Employees on the roster and click Remove.  The program has now 
been removed from the Employee’s Training Record. You can now 
delete the program roster. 

 
B. New Group Training Attendance Roster: To submit a New Group Training 

Attendance Roster, click Submit link.  Locate the program by the A-Z listing or 
the search function.  The screen will look similar to this: 
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1. If the program is not listed, you will need to submit a request to add the 

program to the Training Catalog. 
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2. Training Attendance Roster: Click the Program Title link to complete 
the details of the Training Attendance Roster.  The screen will look 
similar to this: 

 

 
 

a. Complete all required fields and submit.  The screen will look 
similar to this: 

 

 
 

NNOOTTEE:: The listing will default to the Employees in your Training Group.  
To view all Department Employees click the All link. 
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3. Completion of the Training Attendance Roster: 

 
a. Step 1 – Employees: Select the Employees that attended the 

program and click ADD to Roster.  To add non-Department 
Employees, complete all required fields and click ADD to Roster.  
To remove an Employee, highlight their name and click Remove.  
The screen will look similar to this: 

 
NNOOTTEE:: Use the control key to select more than one employee at a 
time. 

 

 
 

(1) Once all of the Employees who have attended the training are 
added, click the Go to Next Step link to complete grade, hours 
and training category.  The screen will look similar to this: 
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b. Step 2 – Grade, Hours and Training Category: From the drop 

down menus select the appropriate Grade, Hours and Training 
Category and submit.  The screen will look similar to this: 

 

 
 

NNOOTTEE:: Depending on your Internet browser you may need to 
repeat this step until all of the drop downs (Grades, Hours and 
Training Category) are gone. 

 
(1) Click the [Go to Next Step] link to select the Instructors and 

hours taught.  The screen will look similar to this: 
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NNOOTTEE:: To finalize the roster without adding instructors, click the 
link Click Here to Finalize the Attendance Roster. 

 
c. Step 3 - Department Instructors: (1) Select a Department 

Instructor from the drop down menu, (2) wait for Instructor Type to 
appear in the drop down menu, (3) select Instructor Type and 
Hours, and (4) submit.  Repeat the process to add additional 
Department Instructors.  The screen will look similar to this: 

 

 
 

(1) To add Non-Department Instructors, complete all required 
fields and submit.  Repeat this process to add additional Non-
Department Instructors.  The screen will look similar to this: 
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d. Step 4 – Finalize Roster: Click the link Click Here to Finalize the 

Attendance Roster to view the finalized roster.  The screen will look 
similar to this: 

 

 
 

(1) Email List: Click the View link to review the Email Address of 
all the Employees who completed the program.  By clicking 
send, the Employee and their Supervisor will be notified that 
the program has been added to their training record.  If 
additional Employees are added to the roster, the email will be 
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sent only to those Employees.  The screen will look similar to 
this: 

 

 
 

(2) Completed Training Attendance Rosters:  Click the View 
link to return to your listing of Completed Training Attendance 
Rosters. 

 
XVII. ROSTER-IND: To submit a new Training Attendance Roster for an Employee, 

click the Roster-Ind link.  The screen will look similar to this: 
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A. Program: Locate the program on the A-Z listing or search by Program Title.  
Select the program and click the Submit link.  The screen will look similar to 
this: 

 

 
 

1. Complete all required fields and submit.  The screen will look similar 
to this: 
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XVIII. SCHEDULE MANAGEMENT: To manage the Training Schedule, click the 
Schedule link.  The screen will look similar to this: 

 

 
 

A. Add New Program to Training Catalog: See IC above. 
 
B. Add New Program to Training Schedule: To add a new program to the 

Training Schedule, click the Add New Program to Train. Schedule link.  
Complete all required fields and submit.  The screen will look similar to this: 

 

 
 

NNOOTTEE:: When adding a program that has multiple dates, add the last 
session dates during the initial setup. Once the program is listed on the 
Schedule, to add additional dates, click the Add Dates link in Program Date 
column. 
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C. View Old Schedule: To view a list of old Programs, click the View Old 

Schedule link. 
 
D. Pending Programs Provided by DPR Training Groups: To take approval 

action for programs provided by DPR Training Groups, click the Pending 
Programs Provided by DPR Training Groups (#) link.  The screen will look 
similar to this: 

 
NOTE: Action Needed! will indicate a new Program provided by a DPR 
Training Group that needs action. 

 

 
 

1. Review and edit the information, take approval action and submit. The 
screen will look similar to this: 

 

 
 

a. Make sure the Employee has been assigned the Training 
Specialist role before clicking submit. 
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E. Programs Provided by DPR Training Groups: To view programs provided 

by DPR Training Groups, click the Programs Provided by DPR Training 
Groups link. 

 
F. Managing the Existing Schedule: The existing schedule is listed on a 

table with the following headings: 
 

1. Program Title: To edit or remove a program from the Training 
Schedule, click the Program Title link.  Complete all required fields and 
submit.  The screen will look similar to this: 

 

 
 



Employee Training Management System (ETMS): System Administrator Help Files 

Updated: 10/11/2007  Page 34 of 47 

2. Send Email: To communicate with the affected Employees of changes 
or modifications, click the send link in the Send Email Column.  
Complete Comment field and submit.  The screen will look similar to 
this: 

 

 
 

3. Pre-Selected: If a program is pre-selected, True will be listed in the 
column. 

 
4. Group: The group number of the program. 
 
5. Program Date: To add multiple dates for a program, click the Add 

Dates link in the Program Date column. 
 

NNOOTTEE:: When adding a program that has multiple dates, add the last 
session dates during the initial setup. 

 
6. Training Request Due Dates 
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7. Training Specialist 
 
8. Email/Phone 
 
9. Location 

 
XIX. TRAINING ATTENDANCE ROSTER: To manage all completed rosters in the 

Employee Training Management database, click the Training Attendance Roster 
link.  Locate the program by the Program Title, Start and End Date, Name of 
person who completed the roster or A-Z listing.  The screen will look similar to 
this: 

 
NNOOTTEE:: This function works similar to Roster Group above. 
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XX. TRAINING GROUPS: To manage all Training and Sub-Training Groups, click the 
Training Group link.  The screen will look similar to this: 

 

 
 

A. Training Group: To add a new Training Group, enter the name of the 
Training Group and Category and click add. 

 
B. Sub-Group: To add a Sub-Group to Training Group select the Training 

Group from the drop down menu and enter the Sub-Group name with Unit 
number and click add. 

 
C. Edit: Click the Edit link to edit Training Group and Category and submit. 
 
D. Deactivate: To deactivate a Sub-Group, click the [Deactivate] link and 

confirm. 
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E. In-Active Training Group: To view the In-Active Training Groups click the 
In-Active Training Group List link.  The screen will look similar to this: 

 

 
 

F. Activate: To activate a Training Group, click the Activate link.  The Training 
Group will be added to the active Training Groups. 
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XXI. USER MANAGEMENT: To manage all Users on the system, click the User 
Management link.  The System Login Management/History screen has the 
following: View Login History, Assign Roles, view both In-Active and Active 
Employees, view Supervisor List and manage Login Attempts.  The screen will 
look similar to this: 

 

 
 

A. Login History: To view the Login History, click the Login History link.  The 
screen will look similar to this: 
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1. Search: To search for a specific time, select the start and end date 
and submit. 

 
NNOOTTEE:: To view all Users that have login on a single date, select the 
start date and the end date should be the next day. 
 

B. Assign Role: To view the MANAGE USER Role screen, click the Assign 
Role link.  The screen will look similar to this: 

 

 
 

1. Manage: To manage an individual role, click on User Role link. 
 

a. Sub-Group Manager: To manage Employees who are assigned 
the Sub-Group Manager Role, click the Sub-Group Manager link.  
To assign the role to an Employee, click on the drop down menu 
under the Name column and locate the Employee.  Then click on 
the drop down menu in the Training Group column to locate the 
Training Group and Sub-Group and submit.  To remove an 
Employee click the Remove link and confirm Yes/No. 

 
NNOOTTEE:: The Employee assigned as a Sub-Group Manager must 
have that Training Sub-Group selected in their profile. 
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b. Manager: To manage Employees who are assigned the Manager 
Role, click the Manager link.  To assign the role to an Employee, 
click on the drop down menu under the Name column and locate 
the Employee.  Then click on the drop down menu in the Training 
Group column to locate the Training Group and submit.  To 
remove an Employee click the Remove link and confirm Yes/No. 

 

 
 

c. Instructor: To manage Employees who are assigned the 
Instructor Role, click the Instructor link.  Select the new Instructor 
from the drop down menu and submit.  The screen will look 
similar to this: 
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(1) Then click on the new Instructor name link.  The screen will 
look similar to this: 

 

 
 

(2) Select the Instructor Type and submit. 
 



Employee Training Management System (ETMS): System Administrator Help Files 

Updated: 10/11/2007  Page 42 of 47 

(3) To add additional Instructor Type to an existing Instructor 
click the name link, select type from drop down menu and 
submit. 

 
(4) To remove an Instructor, click the Instructor’s name and 

Delete all the Instructor Types.  The screen will look similar 
to this: 

 

 
 

Go to the Back to the List link and Remove the Instructor. 
 
d. Training Coordinator: To manage Employees who are assigned 

the Training Coordinator Role, click the Training Coord link.  To 
assign the role to an Employee, click on the drop down menu 
under the Name column and locate the Employee.  Then click on 
the drop down menu in the Training Group column to locate the 
Training Group and submit.  To remove an Employee. click the 
Remove link and confirm Yes/No.  The screen will look similar to 
this: 
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e. Training Specialist: To manage Employees who are assigned 

the Training Specialist Role, click the Training Spec link.  To 
assign the role to an Employee, click on the drop down menu 
under the Name column and locate the Employee.  Then click on 
the drop down menu in the Training Group column to locate the 
Training Group and submit.  To remove an Employee, click the 
Remove link and confirm Yes/No.  The screen will look similar to 
this: 

 

 
 

f. System Administrator: To manage Employees who are 
assigned the System Administrator Role, click the Admin link.  To 
assign the role to an Employee, click on the drop down menu 
under the Name column and locate the Employee.  Then click on 
the drop down menu in the Training Group column to locate the 
Training Group and submit.  To remove an Employee, click the 
Remove link and confirm Yes/No.  The screen will look similar to 
this: 
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g. Information: To manage Employees who are assigned the 

Information Role, click the Information link.  To assign the role to 
an Employee, click on the drop down menu under the Name 
column and locate the Employee.  Then click on the drop down 
menu in the Training Group column to locate the Training Group 
and submit.  To remove an Employee, click the Remove link and 
confirm Yes/No.  The screen will look similar to this: 

 

 
 

C. In-Active Employees: To view In-Active Employees, click the In-Active link.  
Locate Employees by A-Z listing or search by name. 

 
D. Supervisor List: To view the list of Employees in supervisory 

classifications, click the Supervisor List link.  The screen will look similar to 
this: 
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1. Locate an Employee the A-Z listing or keyword search.  The screen will 

look similar to this: 
 

 
 
E. Login Attempts: To change the attempts an Employee can unsuccessfully 

login to their ETMS Home Page, click the # link.  Choose the number from 
the drop down menu and submit.  The screen will look similar to this: 

 

 
 
F. Employee: All Employees listed on ETMS are available on an A-Z listing or 

search by name.  The screen will look similar to this 
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1. Edit Login: To view the Edit Login screen click on the Employee name 
link.  The screen will look similar to this: 

 

 
 

The screen has the following data fields: 
 
a. Last Name/First Name: These data fields are provided by the 

HRIS system and cannot be modified. 
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b. User Name: To edit an Employee’s User Name, type in the new 
name and submit. 

 
 NNOOTTEE:: For the system to work properly no two Employees can 

have the same User Name. 
 
c. Password: To assign a new Password, type in the new Password 

and submit.  You must assign a password every time you submit. 
 
d. LastLogin: This is the last date they login to the system. 
 
e. Email/Phone/X: To edit an Employee’s Email, Phone and 

Extension, type in the new information and submit. 
 
 NNOOTTEE:: You cannot submit any changes to an EMPLOYEE 

LOGIN without the phone number field filled in. 
 
f. Active: To change an Employee’s active status click on the Active 

drop down menu and select True/False and submit.  By selecting 
False from the drop down menu, the Employee’s name is moved 
to the In-Active database.  To view In-active Employees, click the 
In-Active link on the System Login Management/History page. 

 
g. P.O.S.T. Exemption: To remove the P.O.S.T. requirements for 

an Employee, click on the drop down menu and select True and 
submit.  To reinstate, select False and submit. 

 
h. Classification Exemption: To remove the Classification 

requirement for an Employee, click on the drop down menu and 
select True and submit.  To reinstate, select False and submit. 

 
i. Reset: To reset an Employee’s Account that has been locked, 

click on the Reset Locked Account list, select Reset and submit. 


