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

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:

[Admin]
c atalog Action Needed!
Education Management
Email

Employee
Initialization List

Instructors
Manage P.O.S.T.
Mews Flash

Frogramis)-Classification
Frogramis}-Employee
FProgramis)-Job Title

Recerification

Record Correction

Feports

Required Training
Roster-Group
Roster-Ind

Schedule

Training Attendance
Roster

Training Groups
User Management
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CATALOG: By clicking the Catalog link within the drop down menu, the Catalog
Management screen will appear. The page will look similar to this:

Admin: TRAINING CATALOG Search by keyword:

Add New Program to Training Catalog

View In-Active Program(s)

search

Category Management

Training Program Management (15)

QRSTUVY

1

AECDETFGHTIIJIEKL N OF

W

PG &

[[a]

Other

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

The page will look

Close Window

Search by kevword:

Admin: TRAINING CATALOG

Add New Program to Training Catalog View In-Active Program(s)

search

Category Management

Training Program Management (15)

ABCDEFGHIJKLMNOPOQRSTUVWXY ZOthe
Advanced Carpentry Skills Maintenance
Easic Carpentry Skills Maintenance
Ifntermediate Carpentry Skills Maintenance

A.
link. The screen will look similar to this:

Updated: 10/11/2007

Program Title: To view and edit the program details, click the Program Title
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[Training Catalog
In-Service | v

Active
True |¥

[Program Title

Advanced Carpentry Skills

[Category
Maintenance v

Program Length
36 |¥| hours

[Repeat Interval
None || Months

P.OS.T

False v

[P.0.S.T Subject

NA o
[Topics
Instruction in building and safety had

k< lations<br>»Project planning and

sket g<br>Material estimating<br>Complex roof
framing<br»Stair building<br>Finish carpentry<br>Shop
woodworking 2

|Department Participants

ed training for Skilled Laborers and Park ~
Maintenance Workers II who have completed the

Carpentry Skills Program.<br>Job-related training for
Skilled Laborers, Park Maintenance Supervisors,
Restoration Work Specialists and Park Maintenance hd

[Program Prerequisite
"Intermediate Carpentry Skills"™

\Job Required Participants

Skilled Laborers<br>Park Maintenance Workers ITI

\Job Required Partici

\Job Related Participants

Skilled Laborers<br>Park Maintenance
Supervisors<br>Restoration Work Specialists<br>Park
Maintenance Workers I

\Job Related Participants Conditions

Non Department Participants
Skilled maintenance personnel

Description

Advanced Carpentry Skills provides conti ng
instruction in carpentry topics for experienced park
maintenance personnel. Program content includes
instruction in building and safety regulations,
project planning and sketching, material estimating,
complex roof framing, stair building, finish
carpentry and shop woodworking.

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:

[ Cosewindow ] [Back]

Program Approval

[ View Active Programs ]

[ View InActive Programs |

[ Pending Programs ]

Name Program Title Post Subject Description Admin Comment
7/6/2006 :%(\J%N ETMS Version 2 Orientation Information Technology-Software w| (4 v Mone (v |Faise v | NiA v ;g”:zm‘:”zm : I:;;(z‘[g;’"' Lt Pending v
submit |
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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:

ADMIN: ADD NEW PROGRAM TO DATABASE

Type Program Prerequisite
Out-Service |+
Program Title
Job Required Participants
Category
Select v
Program Length Joh Required Participants Conditions
Select % | hours
Repeat Interval
Select ¥ | Months Job Related Participants
P.OS.T
Select | v
IR Job Related Participants Conditions
Select v

Topics
Non Department Participants

Department Participants

Description

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.

NOTE: 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:

Updated: 10/11/2007 Page 4 of 47



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

l Close Window ] [Back]

Admin : TRAINING CATALOG (CATEGORY)

True  Admmstration
True  Acuatic Safety

True  Guide Training
True Information Technology - Hardware

True Information Technology - Software

True  Instructor Training

True Interpretation
True Introductory Lewel Programs

True  Mamtenance

True Management/Supernsion

True Public Safety

True Eescource Management

Add

Il. 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.

1. EMAIL: To send an email to all ETMS Users, click the Email link. The screen will
look similar to this:

Updated: 10/11/2007
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Admin: Email Notification System

do not submit this form for testing it will send out emails to all users

View List of Recipients
Email Subject:

Message :

Admin Email Mgt.

A. ETMS Users: To view the list of ETMS Users, click the View

List of

Recipients link. The list will look similar to this:

Name Email
AARSTAD, BYRON baarstad #parks ca goy)
AASEN, JOANNE jaasen Fh e con
ABLES, RICHARD RABLES @iparks ca pov)
ABMA, ERIC EABMA @i parks ca o)
ABSHER, ELLEN cabsher @ paks cagoy
ACEITUNO, CHRISTINA caceitmo @ paks ca go
ACKERMANN, NICOLE “hecimam @ paks ca go
ACKHOFF PETER, o @ panks ca g
ADAMA, DALE denmms & goP06 com

derrick @ henrsteastle com|
kendams & parks cagont

ginger & parks ca gon]
radams & parks ca gor]
rice & parks ca go
romith @ hearstcasde cou]
haddison i parks ca.gov

7 andrian @ parks ca gov]
AESCHLEMAN. NATHAN heman i parks ca goy
AGUIRRE, JUAN e fiparks ca poy
AGUIRRE, SANTIAGO st fiparks ca gov]
AGUNDEZ, JOANN jagm & parks ca goy
AGUON_LAURA T B pmks cagen
AHLBERG, ANDREW aalderg & paks ca go
AITCHISON, GARRATT ‘aitchison @ paks.cagov
ATTON, JOHN it @ s e e
AKERS TR, JOSEPH jakers T parks ea pon
NE jakein @ parks en pend
ALBA_ANGEL aaba @ parks capon
1 . CHARLES calbest & parks ca goy

SUSAN

. MONICA
{DER, DENISE

B. System Administrator Email Management: Click the Admin Email Mqt.

link to manage the email address that is used for the following links:

e Forgotten User Name/Password
e New Employee Registration
e Contact Administrator

Updated: 10/11/2007
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e 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.

V. EMPLOYEE: By clicking the Employee link within the drop down menu, a page
will appear that will do the following:

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

e Locate In-Active Employees by an A-Z listing or by name.

e Locate Pass Employees who are no longer in HRIS by Email or User Name.

e View Employees who have listed their POST ID numbers on their Home

Page.
[ Close Window ] [Back]
Employees
In-Active Emplovees Past Emplovees POSTID Search by Email: Search by Name:

(Not in HRIS)

search search

A B €D EF GHI1I I KL MHNOG®ROQRSLSMIT UV W X ¥ £

A. Active Employees: The User can search for an Employee based on
several search functions. The screen will look similar to this:

Employees
In-Active Emplovees Past Emplovees POSTID Search by Email Search by Name:
(Not in HRIS)
A B D E Ew: B I 1 KL MMN©OPBORS I U ¥ N FZ
c : v i Training
Employees Email Classification Training Group Sub-Group
B Record
~
AARSTAD. BYRON baarstad@parks.cagov Groundskeeper Capital District (§70) Railroad Sector View
AASEN JOANNE jaasen@hearsteastle com  Cride [LHistorical Monument  San Luis Obispo Coast  yp, o ector View
= {Supervisor) District (740) =
ABBOTT. EMERSON bspencer@parks.cagov  Senior Park Aid (Seasonal) Asilomar Tree Tops Sector View
ABIES. RICHARD RABLES@parks cagoy ook Maintenance Workerl g, ) pycpriey AngelIsland Sectar View
ks = {Angel Island) = =
ABMA ERIC dennis @zo%06.com  Lifeguard Supervisor] Monterey District (720)  Monterey Sector View
ABSHER. EITEN eabsher@parks.cagov  State Park Interpreter I Erg]._l;a;:ld Esmpire Listrick Perris Sector View
S0}
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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.

NOTE: 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:
Waiting for Initialization
Close Window | Back |
2342- Remaining 2676- Tniialized

[A] [B] [€] [D] (E] [F] [G] (H] 1] (0] (E] (L] (] W] [©] [(B] [Q] [E] [S] [T] (U] [¥] (W] [X] [¥] [2]
ABRAFAM, JOEN-PATUL jabraham
ACEHOFF, PETER packhoff
ADAMS, EELLY kadams1
ADAMS, ROBIN radams?
ADDINGTON, EATHLEEN kaddington
ADELSON, LAWRENCE ladelson
ADEINS, STSAN sadking
AGUATO, TONATHAN jaguaye
AGUILAR I, SAMUEL agni
ARTNGBADE, KIKELOMO akin
ATBERTSEN, KASHI albe
ALETO, NARCISO alej
ALEXANDER, STACEE alex
ALFANO, WILLIAM walfane
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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.

Close Window
Add Instructor Type

l— submit

Instructor Type
ATV Remove
Beach Driving ERemove
CAMP Equipment Property Management Eemove

CAWP Ezecutive ERemove
CAMP Facilities Eemove
CAMPF Interpretation Eemove
CAMP Statewide Property Inventory Remowe
Carpentry Skills Femove
Chemical Agents ERemove
Cultural Resources Eemove
Defensive Tactics Femove
Defensive Tactics Staff Remove
DFRO1-Onentation EFemove
DPRO2-Resources Remowe
DFRO3-Interpretation Eemove
DFRO04-Park Operations ERemove
DPEO5-Park Codes, Laws and Regulations  Eemowe
Driver Awareness Eemove
Driver Training Remove
Electrical Slalls Eemove
EMR Remove

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:

Updated: 10/11/2007

P.O.S.T ( C.P.T.) Compliance Report
POTTER, HARRY Lifeguard Supervisor I NO
BLACK, SIRIUS State Park Ranger NO
WEASLEY, RON State Park Ranger NO
GRAINGER, HERMOINE  Lifeguard YES
DOE, JOHN " State Park Ranger NO
HITCHCOCK, ALFRED  State Park Ranger NO
WAYNE, JOHN Lifeguard YES
DICK, MOBY State Park Ranger NO
LADD, ALAN State Park Ranger NO
ROGERS, GINGER Supervising State Park Ranger NO
ASTAIRE, FRED State Park Ranger NO
CABLE, CLARK Lifeguard NO
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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:

POTTER, HARRY

Close Window

Requirement 1 : Advanced Officer Training (10 hours every 24 months)

Program Title Completed Hrs Completion Date Due Date
PSP Driver Training 2 9/27/2006 9/27/2008
PSP Arrest and Control Training 12 2/23/2006 2/23/2008
Total Hours 14 In Compliance

Requirement 2 : Perishable Skills (Every 24 months)

Program Title Required Hrs Completed Hrs Completion Date Due Date In Compliance
PSP Firearms Training 4 6 10/29/2003 10/29/2005 NO
PSP Driver Training 4 6 9/27/2006 9/27/2008 YES
PSP Arrest and Control Training 4 16 2/23/2006 2/23/2008 YES
PSP Tactical Commumications 2 2 12/20/2003 12/20/2005 NO
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:

[ Close Window ] [Elack]

CURRENT P.O.5.T Requirement

Classification ADT Arrest/Control

State Park Superintendent V. 24

Tactical Comm

State Park Superintendent IV 24
State Park Superintendent ITT 24

State Park Superintendent T 24 0 0 0 0
State Park Superintendent IT 24

Supervising State Park Ranger 10 4 4 4 2
State Park Ranger 10 4 4 4 2
Lifegnard Supervisor IT 24 0 0 0 0
Lifeguard Supervisor I 10 4 4 4 2
Lifeguard 10 4 4 4 2
Lifeguard Supervisor TIT 24
State Park Ranger Cadet 0 0 0 0 0
State Park Cadet (Lifeguard 0 0 0 0

Career Executive Assignment 24
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1. Click the Classification Title link to change the required hours.

VIIl. 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:

Close Window | Back |

EDIT NEWS FLLASH

Add MNew

Display Written Date Suhject

News

Delete True 2192006 ETWE Version 2 The new updated WVersion 2
Delete True &I1312006 Instructors If you are no longer serv

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:

Close ‘indow M
Assign Program(s) to Classification
[AART GRANT ADMIN =] [11550 Drug Recagnition Course |
Accountant I (Supervisor) Wiew
Accounting Administrator I (Specialist) View
Accounting Administrator I (Supervisor) View
Acconnting Administrator IIT Wiew
Accounting Officer (Specialist) View
Accounting Officer (Supervisor) View
Administrative Assistant I Wiew
Administrative Officer T View
Administrative Officer IT WView
Administrative Officer IIT Wiew
Architectural Designer View
Associate Administrative Analyst - Accounting Systems WView
Associate Architect Wiew
Associate Budget Analyst View
Assoriate Editor of Publications WView
Aszociate Estimator Of Building Construction Wiew
Associate Governmental Program Analyst View
Associate Information Systems Analyst (Specialist) WView
Aszociate Information Systems Analyst (Supervisor) Wiew
Associate Landscape Architect (Specialist) View
Associate Management Analyst View
Aszociate Management Auditor Wiew
Associate Park and Recreation Specialist View

submit ||

Updated: 10/11/2007

Page 11 of 47



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

A. EDIT: To add or delete an existing required training program, click the View
link. The screen will look similar to this:

[ Close Window l [Elackl
Assign Programis) to Classification {(Accountant I (Supervisor))

MNIMS ICS 200 v
Supervisory Practices
Ethics Orientation for State Officials
=exual Harassment Prevention
EEC With All Due Respect
Appraisal and Development Plan (DPE. 911)

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:
[ Close Window | (Back |
Assign Program(s) to Employee
Assign To ALL Search by name:

A B CDETFGHEHIL>11I1EKIWL

=

No P QB

1%}
I—
1=
<

=
el
(8]

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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Assign Program(s) to Employee

Search by name search

Assion To ALL

A-. B C D EF G HI]II1KILMN©OTZPOQHZBERSETUDUYWXYXY.Z

FOLTYN-SMITH, KYLE
GOLDSMITH. JARETT
KLINGENSMITH, AMBER
SMITH, APRYL

SMITH, ARIANNE
SMITH, BARRY
SMITH, BRADLEY
SMITH, BRETT

SMITH, BRIAN

SMITH, BRUCE

SMITH, CAROL
SMITH, CAROLYN
SMITH, CHAD

SMITH, DANA

SMITH. DAPHNE
SMITH. DARREN
SMITH, DAVID

i=idi= Bi=di= fi= =

oo e o IS k1D IS 1D -

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:

[ Close Window l [Back]

Assign Program(s) to Employee

( BARRY SMITH )

Program Title
Please Select b

Defensive Tactics Instructor Delete

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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Close ‘Window Back

Add Job Title

Job Title |

Assign Program(s) to Job Title

[ =] [11550 Drug Recagnition Caurse

=] submit

Delete

AED Certified Employee  Delete

A1 DPR Employees Delete
ANDPR Supervisors Delete
Allnew DFR Employees Delete

Background Tnvestigator Delete

CAL-Card Approving Official Delete

CAL-Card Helder Delete

Comtunications Operater Delete

NO DATA

AED Refresher Delete
AED Refresher Video  Delete
CPR/AED Refresher Delete

EEO With All Due Respect Delete

Sexual Harassment Prevention  Delete
Introduction to California State Parks Delete

Background Investigator Delete
Background Investigator Reftesher Delete

Cal-Card Refresher (Classroom) Delete
Cal-Card Refresher (Wideo-30 Minutes) Delete
Cal-Card Training Delete

Cal-Card Refresher (Classroom) Delete
Cal-Card Refresher (Video-30 Minutes) Delete
Cal-Card Training Delete

CLETS/CORI Training Delete

Communications Operator - Trainer Delete

CLETSMTCIC Train the Trainers - DOJ Trainer Delete

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.

Xll.  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:

Clertification Program

Close Window | Back I

Re-Certification Management

Re-Clertification Program

IPIEase Select ﬂ !Please Select

aucld

Certification Program
ATLR.T. - Beach Driving
ATLR.T. - Personal Watercraft Operator for Inland Water Rescue
ALR.T. - Personal Watercraft Operator for Open Water Ocean Rescue

Cal-Card Training
Defensive Tactics Instructor
Emergency Medical Responder Instructor

Emergency MMedical Technician — I (INational Registry EMMT — Basic)
Firearms Instructor
Purchasing {Classroom)

Supervisory Course

=

Re-Certification Program

AT R.T. - Beach Driving Refresher (30)

AT R.T. - Personal Watercraft Operator Refresher for Inland "Water Rescue (30

A LE.T. - Personal Watercraft Operator Refresher for Open "Water Ocean Rescue 20

Cal-Card Eefresher (Classroom) (30
Clal-Card Refresher (Video-30 hinutes) (30

Defensive Tactics Instructer Refresher (20

Emergency Medical Responder (ENMED Insttuctor Eefresher 20

Emergency Medical Eesponder/ERNT Instructor Eefiresher (30

Emergency Medical Technician — I Refiesher (Mational Registry EWNT — Basic) (30
Firearms Instructer Refresher (30)

FPurchasing (Wideo-30 hfinutes) (30

Supervisory Refresher (30)

Updated: 10/11/2007
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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.

XIll. RECORD CORRECTION: To take action on a Record Correction, click the
Record Correction link. The screen will look similar to this:

NOTE: Action Needed! will indicate a new Record Correction that needs action.

[ Close Window ]

BLACK, SIRIUS  Introduction to California State Parks 4/2/2007-4/6/2007

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

NOTE: Comment should be included on all actions.

Program Title: Introduction to California State Parks Introduction to California State Parks
Hours: 28 28
Grade: Credit Credit
Training Category:
Program Location: Mott Training Center Mott Training Center
Program Provider:
Training Provider: none Federal Agency
Start Date: 4/2/2007 4/2/2007
End Date: 4/6/2007 4/6/2007
Employee Comment: 1 did not attend this program.
Supervisor Comment: He did not attend this program.
Comment:
Approval: | Approve to I\.‘Ioc.lify
Approve to Modify
SES[.:;);[eofegelete Record @
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Approve to Modify: Record will be modify with the new corrections.

1.
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:

[ Close Window l ’Back]

90 Dayv Evaluation

POST Compliance Report -

Report Management

Depariment Wide - Classification

POST Compliance Report -

Bv Training Group - Individual

POST Compliance Report -

Bv Training Group - Classification

POST Compliance Report -

Bv Sub Training Group - Classification

Program Compliance Report

Program Compliance Report Bv Date

Programs History

COST For Qut-Service

Training Categorv

Recertification Compliance Report

Emplovee Role Report

Imstructor Type

A. Review Reports: Click the report you want to view and complete the
required fields and submit.

Updated: 10/11/2007
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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:

CPT MANAGEMENT
Add

Annual Lifeguard Refresher Training (ALRT) (16 Hours Every 12 Months )  Delete / Edit

ALRT. - Advanced Watercraft Rescue Training (PWC), ALRT. — Annual Aquatic Safety Video Conference, AL R.T. — Annual
Lifeguard Program Update Meeting, AL R.T. - Aquatic Search, Rescue, and Recovery, ALR.T. - Beach Driving. AL R.T. - Beach Driving
Refresher, AL R.T. - Driving Orientation course for Seasonal Lifeguards (non-Code 3 operation), A L R.T. — Emergency Vehicle Operations
Course for Seasonal Lifeguards, A L R T. — Inflatable Rescue Boat Operation Refresher, AL R.T. - Junior Lifeguard Coordinator's Statewide
Meeting, ALRT. - Paddleboard Refresher, ALRT. —Paddleboard Rescue, ALRT. - Personal Watercraft Operator for Inland Water
Rescue. ALRT. - Personal Watercraft Operator for Open Water Ocean Rescue . AL RT. - Personal Watercraft Operator Refresher for
Inland Water Rescue, AL R.T. - Personal Watercraft Operator Refresher for Open Water Ocean Rescue, A L R.T. — Rock/Surf Rescue
Traning. A LRT. — Surf Watch Deckhand, AL R.T. — Swift Water Rescue. AL R.T. — Water Rescue of the Suspected Spinal Injury
Patient, SCUBA Dive Team Orientation, SCUBA Dive Team Refresher - 24 hour P.O.5.T. course, SCUBA Diving - Advanced Diver Course
(NAUT), SCUBA Diving - Basic Course (NAUI), SCUBA Diving Instructor Course (NAUT), SCUBA Diving- Scientific Diver Cowrse
(NAUI), SCUBA Rescue Diver (NAUI), Swift Water Rescue Refresher, Swift Water Rescue Technician I, Swift Water Rescue Technician
11, Swift Water Rescue: River and Flood Water Rescue,

Distribution Operators D1 (12 Hours Every 36 Months ) Delete / Edit
Distribution Operators D2 (16 Hours Every 36 Months )  Delete / Edit
Distribution Operators D3 (24 Hours Every 36 Months ) Delete / Edit
Distribution Operators D4 (36 Hours Every 36 Months ) Delete / Edit
Distribution Operators D5 (36 Hours Every 36 Months ) Delete / Edit
EMR (24 Howrs Every 12 Months ) Delete / Edit

PCA (40 Howrs Every 24 Months ) Delete / Edit

QAC (20 Hours Every 24 Months ) Delete / Edit

Advanced Invasive Plant School. California Forest Pest Council. California Forest Pest Council Weed Tour, California Invasive Plant
Council - Two-Day Wildland Weed Field Course. California Invasive Plant Council Symposium. Continuing Education for Pesticide
Certificate. Pesticide Application License Exam Preparation, Pesticide Applicators Continuing Education, Pesticide Applicators Professional
Association Seminar, Pesticide Safety Training,

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:

Close Window

CPT MANAGEMENT

Add

1 |¥| Months |1 |¥| Hours

Annual Lifeguard Refresher Training (ALRT) (16 Hows Every 12 Months ) Delete / Edit

ALRT. - Advanced Watercraft Rescue Training (PWC). ALR.T. - Anmual Aquatic Safety Video Conference, AL R T. — Annual
Lifeguard Program Update Meeting. ALR.T. - Aquatic Search, Rescue, and Recovery, ALR.T. - Beach Driving. AL R.T. - Beach Driving
Refresher, ALR.T. - Driving Orientation course for Seasonal Lifeguards (non-Code 3 operation), A L R.T. — Emergency Vehicle Operations
Course for Seasonal Lifeguards, AL R T. - Inflatable Rescue Boat Operation Refresher. AL R.T. - Junior Lifeguard Coordinator's Statewide
Meeting, ALRT. - Paddleboard Refresher, AL.R.T. — Paddleboard Rescue, AL R.T. - Personal Watercraft Operator for Inland Water
Rescue . ALRT. - Personal Watercraft Operator for Open Water Ocean Rescue , AL RT. - Personal Watercraft Operator Refresher for
Inland Water Rescue, ALR.T. - Personal Watercraft Operator Refresher for Open Water Ocean Rescue, ALR.T. - Rock/Surf Rescue
Training, AL R T. - Surf Watch Deckhand, AL RT. - Swift Water Rescue. A L R.T. — Water Rescue of the Suspected Spinal Injury
Patient, SCUBA Dive Team Orientation, SCUBA Dive Team Refresher - 24 hour P.O.S.T. course, SCUBA Diving - Advanced Diver Course
(NAUT), SCUBA Diving - Basic Course (NAUT), SCUBA Diving Instructor Course (NAUT), SCUBA Diving- Scientific Diver Course
(NAUT), SCUBA Rescue Diver (NAUI). Swift Water Rescue Refresher, Swift Water Rescue Technician I, Swift Water Rescue Technician
II, Swift Water Rescue: River and Flood Water Rescue,

Distribution Operators D1 (12 Hours Every 36 Months )  Delete / Edit
Distribution Operators D2 (16 Hours Every 36 Months )  Delete / Edit
Distribution Operators D3 (24 Hours Every 36 Months )  Delete / Edit
Distribution Operators D4 (36 Hours Every 36 Months )  Delete / Edit
Distribution Operators D5 ( 36 Hours Every 36 Months )  Delete / Edit
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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:
[ Close Window |  Back |
PT MANAGEMENT
Add
Annual Lifeguard Refresher Training (ALRT)

( 16 Hours Every 12 Months ) Delete / Edit

Close
16 :" Hours 12 |v|  Months
11550 Drug Recognition Course v

ALRT. - Advanced Watercraft Rescue Training (PWC) [Delete]

ALRT - Annual Aquatic Safety Video Conference [Delete]

ALRT. — Anmal Lifeguard Program Update Meeting [Delete]

ALRT. - Aquatic Search, Rescue, and Recovery [Delete]

ALRT. - Beach Driving [Delete]

ALRT. - Beach Driving Refresher [Delete]

ALRT. - Driving Orientation course for Seasonal Lifeguards (non-Code 3 operation) [Delete]
ALRT. —Emergency Vehicle Operations Course for Seasonal Lifeguards [Delete]
ALRT. - Inflatable Rescue Boat Operation Refresher [Delete]

ALRT. - Junior Lifeguard Coordinator's Statewide Meeting [Delete]

ALRT. - Paddleboard Refresher [Delete]

ALRT. - Paddleboard Rescue [Delete]

ALRT. - Personal Watercraft Operator for Inland Water Rescue [Delete]
ALRT. - Personal Watercraft Operator for Open Water Ocean Rescue [Delete]
ALRT. - Personal Watercraft Operator Refresher for Inland Water Rescue [Delete]
ALRT. - Personal Watercraft Operator Refresher for Open Water Ocean Rescue [Delete]
ALRT. —Rock/Suf Rescue Training [Delete]

ALRT. - SufWaich Declkhand [Delete]

ALRT. - Swift Water Rescue [Delete]

ALRT —Water Rescue of the Suspected Spinal Injury Patient [Delete]

SCUBA Dive Team Orientation [Delete]

Updated: 10/11/2007 Page 18 of 47




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

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:

[ Close Window ] [Elack]

Completed Training Attendance Roster

Search by Program Title:

search

New Group Training Attendance Roster
Submit

ABCDEFGHIIJIEKL

=

N QR QR ST UMW X ¥ Z

Other

Out-Service Training

# of Trainees

Start Dat
o gl on Roster

Program Title End Date

NO Data

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:

[ Close Window l [Bacl-c]

Completed Training Attendance Roster

Search by Program Title:

New Group Training Attendance Roster
s
ABCDEEGHIJKLMNOPOQRGSETUVWXY Z Obha
Out-Service Training
Program Title gt:;; g:i # Trainee Roster
Emergency Medical Responder (EMR) Refresher 10/23/2002 10/23/2002 13 H ;‘]—?0‘1‘ 3 Duplicate &
Emergency Medical Responder (EMR) Refresher 10/31/2002 10/31/2002 2 F ﬁ . Duplicate
Emergency Medical Responder (EMR)) Refresher 9/11/2003 9/11/2003 3 R ﬁ i Dugplicate
Emergency Medical Responder (EMR) Refresher 11/1/2000 11/1/2000 14 R ﬁ z Duplicate
Emergency Medical Responder (EMR) Refresher 2/27/2002 2/27/2002 14 R ﬁ_e Dugplicate
Add Delete
Emergency Medical Responder (EMR) Refresher 9/11/2003 9/11/2003 0 ]
Duplicate
Add Delete
Emergency Medical Responder (EMR) Refresher 10/23/2002 10/23/2002 0 i
Duplicate

Updated: 10/11/2007
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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.

S. 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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[ Close WWindow ] [Elack ]
Training Attendance Roster Duplication ¢ ; 3
LEMLEY IR, FLOYD |Department Nih  [False
HOWARD, GARY Department Nis Falze
CUEEY, MICHAEL Depattment A Falze
GRENMELL, CHARLES | Department Mih  [False
JTACOBS, ROLAND  |Department MiA  [Fatse
LATTA, HAROLD Department MiA  [False

Updated: 10/11/2007

(1) Modify the required program fields and submit. The screen
will look similar to this:

[ Giase winciow_|

Training Attendance Roster Duplication g5 1

[ |Department Stane Park Rasger M |JobFetsied ] | DER Felse |v|
[ | Depastmes: | HOWARD, GARY Supervisng State Fack Ranger | tia vl |1 (]| [JobRemea e | DFR [Faise []
[ |Depactmoest | CUREY, MICHAEL | State Pask Superintendent T | s [w] Em DFR @
[0 |Departmess | GRENNELL, CHARLES | State Park Farger a1 ] || dobFesmed | | DER | False [w]
[ | Departmeer | IACOBS, ROLAMD | Supervinng State Park Bamger | Nin (v |11 (]| [JobReted || DER Felse |v|
O | Depastmest | LATTA. HAROLD Stane Park Ranger e[ [l|[sobreimed w||DFR | [Faise[v]
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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:

Close Window
Training Attendance Roster Duplication ¢, s
PROGRAM TITLE Hours | Program Location | Training Provider | Program Provider | Start Date | End Date
F.O.B. and Freight Terms | 1 Mott Traming Center | State Agency DGs 141172007 | 171172007
Department Participant(s)
Name [A0] [ My Tramng Group | Grade Hour(s) | Training Category | Employer | Instructor
A0D to Roster
ALHAMBRA, EDITH : Management Service T |w| | | N LAl IR ||| Job Related ~|| DPR False |v
Non-Department Participant(s)
Last Name First Name Classification | Grade Hour(s) | Employer Instructor
ADD to Roster
(RIS s ~ False [»
Trainee f ity
qeax Name Classification Grade | Hour(s) Employer | Instructor
b Category

Department | CURRY, MICHAEL State Park Superintendent I | M/A L Job Related | DPR. False [ Delete ]
Department | GRENIELL, CHARLES | State Park Ranger A 1 Job Related | DPR. False [ Delete ]
Department | HOWARD, GARY Supervising State Park Ranger | /A ol Job Related | DPR. False [ Delete ]
Department | JACOBS, ROLAND Supervising State Park Ranger | /A 1 Job Related | DPR. False [ Delete ]
Department | LATTA HARCLD State Park Ranger A i Job Related | DPR. False [ Delete ]
Department | LEWMTEY JR, FLOYD State Park Ranger NiA 1 Job Related | DPR Falsze [ Delete ]

(3) Add additional Department/Non-Department
Participants/Instructors and click ADD to Roster link or if no
modifications are required, close window.

NOTE: 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:

Updated: 10/11/2007
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[ CloseWindow | [Back |

A Climate of Change - 2006 Legislative Symposium Administration
ALRT. — Annual Aquatic Safety Video Conference Aquatic Safety
ALRT. — Annual Lifeguard Program Update Meeti Aquatic Safety
ALRT. - Aquatic Search, Rescue, and Recoverv Aquatic Safety
ALRT. - Beach Driving Aquatic Safety
A.LRT. - Beach Driving Refresher Aquatic Safety

ALRT. - Driving Orientation course for Seasonal Lifeguards (non-Code 3 operation) || Aquatic Safety

AL RT. —Emergency Vehicle Operations Course for Seasonal Lifegnards Aquatic Safety
ALRT. — Inflatable Rescue Boat Operation Refresher Aquatic Safety
ALRT. - Inflatable Rescue Boat Operator Course Agquatic Safety
ALRT. - Junior Lifeguard Coordinator's Statewide Meeting Aquatic Safety
ALRT. - Paddleboard Refresher Aquatic Safety
ALRT. —Paddleboard Rescue Aquatic Safety
ALRT. - Personal Watercraft ator for Inland Water Rescue Agquatic Safety
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.

Close Window ] [ Back ]

I
—

O

similar to this:

Complete all required fields and submit. The screen will look

Last Name

STEP 1 OF 3 Go To Next Step

Training Attendance Roster (ETMS Training: 4/8/2007 - 4/8/2007)

Non-D

epartment Trainee(s)

Completed Training
Attendance Rosters
View

I[ ADD to Roster J

ADAMS, KELLY : William Penn Mott Jr
ALHAMERA, EDITH : William Penn Mott Jr
BREAKFIELD. CONNIE : William Penn Mott Jr
BURKE. JAMES : William Penn Mott Jr
BURKE. ROBERT : William Penn Mott Jr
BURNER. ROY : William Penn Mott Jr
COMBS, CHARLES : William Penn Mott Jr
CURRY, MICHAEL : William Penn Maott Jr
DANIELSON, JOAMNNE : William Penn Mott Jr
GALANTI, DAVID : NjA

GARDMER. MICHELLE : William Penn Mott Jr
GREEN, MICHAEL : William Penn Matt Jr

ADD to Roster

GRENNELL, CHARLES : William Penn Mott Jr e

HENRY. GINGERLOU : William Penn Mott Jr
HOWARD, GARY : William Penn Mott Jr
JACOBS, ROLAND : William Penn Matt Jr
JONES, KENNETH : William Penn Mott Jr
KINCAID, SUMMER : William Penn Mott Jr
LATTA, HAROLD : William Penn Mott Jr
LEMLEY JR. FLOYD : William Penn Matt Jr

_____ I _

NOTE: The listing will default to the Employees in your Training Group.

To view all Department Employees click the All link.

Updated: 10/11/2007
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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:

NOTE: Use the control key to select more than one employee at a

time.

STEP 1 OF 3 Go To Next Step

Training Attendance Roster (ETMS Training: 4/2/2007 - 4/2/2007)

Completed Training
Attendance Rosters
View

Last Name First Name

Classification

Non-Department Trainee(s)

Employer

ADD to Roster

[AD] [ My Training Group ]
Hold down 'Ctri’ to select multiple Emplovees

ADAMS, KELLY : William Penn Mott Jr A
ALHAMEBRA. EDITH : William Penn Mott Jr
BREAKFIELD, CONNIE : William Penn Mott Jr
BURKE, JAMES : William Penn Mott Jr

BURKE. ROBERT : William Penn Mott Jr
BURNER, ROY : William Penn Mott Jr

COMBS. CHARLES : William Penn Mott Jr
CURRY, MICHAEL : William Penn Mott Jr
DANIELSON, JOANNE : William Penn Mott Jr
GALANTI, DAVID : NfA

GARDNER, MICHELLE : William Penn Mott Jr
GREEN. MICHAEL : William Penn Mott Jr
GRENNELL, CHARLES : William Penn Maott Jr
HENRY, GINGERLOU : William Penn Mott Jr
HOWARD, GARY : William Penn Mott Jr
JACOBS, ROLAND : William Penn Mott Jr
JONES. KENNETH : William Penn Mott Jr
KINCAID, SUMMER : William Penn Mott Jr
LATTA HAROLD : William Penn Mott Jr
LEMLEY JR.FLOYD : William Penn Mott Jr =~ |w

BB

ADD to Roster

S

Hold down 'Citrl' to select multiple Employees

WAGY, STEVEN : State Park Superinte
BOST. PATRICIA : Staff Service Analys
YAEGER, PAMELA : Staff Service Analys

(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:

Updated: 10/11/2007
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Training Attendance Roster (ETMS Training: 4/8/2007 - 4/8/2007)

Select the appropriate GRADE, HOURS and TRAINING CATEGORY for each Emplovee.

Step 2 of 3
# Name Classification Grade Hours Training Category
1 WAGY, STEVEN  State Park Supenntendent Il | NjA sl 1 ~| | Job Related »| Delete

2 BOST.PATRICIA  Staff Service Analyst (General) | N/A gl 1 *| | Job Related %) Delete
3 YAEGER, PAMELA Staff Service Analyst (General) | N/A  |v| |1 |v| |JobRelated |w| Delete

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:

Training Attendance Roster (ETMS Training: 4/8/2007 - 4/8/2007)

Select the appropriate GRADE, HOURS and TRAINING CATEGORY for each Employvee.

Step 2 of 3 [ Go To Next Step |

# Name Classification Grade Hours Training Category

1 WAGY, STEVEN  State Park Superintendent Il N/A 1 Job Related Delete
2 BOST, PATRICIA  Staff Service Analyst (General) N/A 1 Job Related Delete
3 YAEGER, PAMELA Staff Service Analyst (General) N/A 1 Job Related Delete

NOTE: 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:

Updated: 10/11/2007 Page 26 of 47



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

Training Attendance Roster (ETMS Training: 4/8/2007 - 4/8/2007)

Enter Instructor(s) Step 3 of 3 Click Here to Finalize the Attendance Roster

Department Instructors

Instructor

Name Type

Hours

Please Select v Pending

Last Name

NON-Department Instructors

Instructor
Type

First Name Classification Hours

ATV el g

Employer

NOTE: 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:

Training Attendance Roster (ETMS Training: 4/8/2007 - 4/8/2007)

Enter Instructor(s) Step 3 of 3 Click Here to Finalize the Attendance Roster

Department Instructors

Name Ins_rr:;celnr Hours

Flease Select A

Pending

NON-Department Instructors

Instructor

Last Name First Name Classification Hours Employer
Type
ATV i1
Department Instructors
Name Classification Hours LT Employer
Type
HENRY. GINGERLOU Administrative Officer IT 1 ETMS DPR Delete

Updated: 10/11/2007

(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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Training Attendance Roster (ETMS Training: 4/8/2007 - 4/8/2007)

Enter Instructor(s) Step 3 of 3 Click Here to Finalize the Attendance Roster

Department Instructors

Name MG Hours
Tyvpe

Please Select ~ Pending

NON-Department Instructors
Last Name First Name Classification Ractacion Hours Employer
Type
Department Instructors
Name Classification Hours Anisctoy Employer
Type

HENRY, GINGERLOU Administrative Officer I 1 ETMS DPR Delete

NON-Department Instructors
Name Classification Hours o Employer

Type -

SMITH. JOHN Consultant 1 ETMS 906 LLC Delete

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:

[ Close Window ] IBack]

Training Attendance Roster (Group)
(ETMS Training: 4/8/2007 - 4/8/2007)

Completed Training Attendance Rosters View
Email List View

Permanent Trainee(s)

Name Classification Hours Grade Training Category
BOST, PATRICIA  Staff Service Analyst (General) 1 N/A  Job Related
WAGY, STEVEN  State Park Superintendent 11T 1 N/A  Job Related

YAEGER, PAMELA Staff Service Analyst (General) 1 N/A  Job Related

Training Program Instructor(s)
Name Instructor Type Classification Hours Employer
HENRY, GINGERLOU ETMS Administrative Officer II 1 DPR
SMITH. JOHN ETMS Consultant 1 906 LLC

(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

Updated: 10/11/2007 Page 28 of 47



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

sent only to those Employees. The screen will look similar to
this:

[ Close Window l

Email List
(ETMS Training: 4/8/2007 - 4/8/2007)

Name Email Email Sent

BOST, PATRICIA pat@parks.ca gov False

WAGY, STEVEN stevew[@parks.ca.gov | False

YAEGEE., PAMELA | pam@patks.ca.gov False
et

(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:

[ Close Window ] [Back]

Training Attendance Roster

search

Request to Add Program SUBMIT Search by Program Title:

A BLCDEEGHIIEKL

2

MNOo RO EZTTITLXYXY 5 X £

Other
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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:

[ Close Window ] [Back]

Training Attendance Roster

Request to Add Program SUBMIT Search by Program Title:

search

AbBec DEEG HI I K LMN©OBRGR ST UV WX Y& Ot
Roster Program Title Program Category
Submit Advanced Crvilian Supervisory Public Safety
Submit Advanced Criminal Investigations Public Safety
Submit Advanced Dispatcher Training Public Safety
Submit Adwvanced Dispatcher Update Public Safety
Submit Advanced DOS Computer Training Information Technology - Software
Submit Advanced First Aid Public Safety
Submit Advanced Invasive Plant School Resource Management
Submit Advanced K-9 Officer Training Public Safety
Submit Advanced K-9 Tracking and DPO Public Safety
Submit Advanced Officer Course Public Safety
Submit Advanced Street Enforcement Public Safety
Submit Advanced Tactical Radio Svstem Operation Public Safety
Submit Advanced Tour Guide Guide Training
Submit Advanced Welding Maintenance

1. Complete all required fields and submit. The screen will look similar
to this:
Training Catalog
Program Title: ALR.T.- Advanced Watercraft Rescue Training (PWC)
Hows: 6 v
Name: | AARSTAD, BYRON (Groundskeeper) v

Grade:

Click for definifion

* Training Category:

Program Location:
Training Provider:

Program Provider:

Start Date:

End Date:

NA v

Joh Related B

DPR v
MM/IDDAVYY

=
MM/IDDAYYY

Updated: 10/11/2007
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XVIIl. SCHEDULE MANAGEMENT: To manage the Training Schedule, click the
Schedule link. The screen will look similar to this:

Add New Program to Train Catalog

Admin: TRAINING SCHEDULE

Pending Programs by DPR Training Groups (0)

SEARCH BY DATE
Start Date: (MM/DD/YYYY)
End Date: (MMDD/YYYY)

Add New Program to Train Schedule View Old Schedule

Programs Provided by DPR. Training Groups

Add Dates

Program Title Program Date Request Trﬂ
Due Date ER

ginger@parks ca gov

21st Century Terrorism send False S 6/13/2007 HENRY, GINGERLOU (831) 649.2034 Mt Toro
Basic Visitor Services Training (View Add Dares ’ DANIELSON,  IDANIELSON@parks.cagov Mott Training
Syllabus) = k| T RE200 JOANNE (831) 649-2054 Center
P.0.S.T. Academy Instructor Certificate Add Dates p F ginger@parks.ca gov Mott Training
s send False 6 e 11/152006  HENRY, GINGERLOU T 6102051 e

A. Add New Program to Training Catalog: See IC above.

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:

Close Window Back

90-day Evaluation Requirement: ez »

Group Numher:

i -]
Start Date: i

(]

End Date:
Training Regquest -]
Diue Diate : MM/DDYYYY
Training Specialist: Flaaze Salect ke
Lacation:

Admin: ADD TRAINING SCHEDULE

Ploase Solect »

NOTE: 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.

Search by Program Title:

search

Add New Program to Train Catalog Add New Program to Train Schedule  View Old Schedule

Training Schedule Request

Training
Sakmitted Program Title | Start Date | End Date | Request Training Location| Comment Training Ebail Approval Admin Comment
Date Due Date Group Contact Phone

Mott Testing one WAGY, stevew ...parh .ca.gov

10/3/2007 Remsnmun 10/12/2007 | 10/16/2007  10/1/2007 Asilomar

Pendin: submit
s District two three STEVEN | (83D)277-7114 9

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

[ Close Window ] [Back]
Admin: ADD TRAINING SCHEDULE

Program Title: On the Beach
Start Date: 6/11/2007 =

MMDD/YYYY
End Date: 6/13/2007 =

MMDD/YYYY
Training Request | 6/3/2007 T
Due Date : MM/DD/YYYY
Training Specialist: | PEPITO, ALPHONSO (Angeles District (315)) v
Location: On the Beach

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:

[ Claze Window ] [Elackl
Admin: EDIT TRAINING SCHEDULE
Active Trug v
90-day Evaluation Requirement: NCERRS
Program Title Basic Carpentry Skills b
Syllabus Link
Pre-Selected: Mo »
Group Numher 18
Start Date- 12/17/2006 =
MDDV YYY
End Date: 12/22/2006 -
ML/DDVVYYY
Training Request 8/15/2006 =
Due Date: MM/DDYYY
Training Specialist: COMBS, CHARLES v
Location: kAot Training Canter - At
Admin Comment:
@] submit
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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:

Close Window

Program Title :

Dates 6/17/2007 - 6/22/2007

BOST, PATRICIA pat@parks.ca.gov HENRY, GINGERLOU
BREAKFIELD, CONNIE CEREAKFIELD@parks.cagov DANIELSON, JOANNE
BUCHANAN, JOHN JBUCHANAN@patks.ca.gov DALL, WILLIAM
CARDINET, MATTHEW meardinet@parks.ca.gov SALATA, WILLIAM

DE WALL. JASON jdewa@parks.ca.gov LYNN, ERUCE
FORRESTER, KEVIN Iforrester@parks.ca.gov SEDERQUIST, RANDOLPH
GAEEBERT, ROLAND rgacbert@parks.ca. gov GAEBERT, ROLAND
GUARACHA, EDUARDO eguaracha@parks.cagov WATTS, WILLLIAM
ITAYA, ADRIAN aitay@patks.ca.gov SEDERQUIST, RANDOLPH
KELLY, THERESA thelly@parks.ca.gov WELLER, DANIEL
MARTIN. GREGORY smart@parks.ca.gov SERENQ, VINCENT
MARTINO, MICHAEL mmart@parks.cagov PHILLIPS, CLAYTON
NAKAIL 8COTT snakaji@parks.ca.gov EVERS, JOAN

ORTIZ III, JUVENTINO jortiz@hearsteastle.com FRANCO, NICHOLAS
SANGUINO, CRISTINA = CEKSANGUINO@parks.ca.gov DALL, WILLIAM

SMITH, JASON jlsmith@parks ca.gov STINSON, JEREMY
WASSMUND, JAMES swass@parks.ca.gov WASSMUND, TAMES
ZILKE, TERESE tzilke @hearstcastle com REDIG. EDWARD

Comment :

P.0.5.T. Academy Instructor Certificate Course (Group 6)

singer@parks.cagov

IDANIELSON@patks.ca.gov

bdall@parks.ca.gov
wsalata@parks.ca.gov
blynn@patks.cagov
rsede@parks.cagov
rgaebert@parks ca gov
gwatts@parks.ca.gov
rsede@parks.cagov
dweller@parks.ca.gov
vsere@parks.cagov
cphillip@parks.ca.gov
jever@patks.cagov
nfranco@hearstcastle.com
bdall@parks.ca.gov
jstinson@parks.ca.gov
swass@patks.cagov
erediz@hearst-castle.org

Updated: 10/11/2007

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

column.

Group: The group number of the program.

Program Date: To add multiple dates for a program, click the Add

Dates link in the Program Date column.

NOTE: When adding a program that has multiple dates, add the last

session dates during the initial setup.

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:

NOTE: This function works similar to Roster Group above.

[ Close Window ] [ Back ]

Training Attendance Roster - ADMINISTRATOR

Search by Program Title: 03 - Search by Name:
b Start Date: :
MMDDYYYY
TH - Please Select A4
End Date:
MMDODYYYY

Out-Service Training

: Start End Reported i :
Program Title T T By # | Trainee Roster

NO Data

In-Service Training

Start End Reported

Date Date By # Trainee Roster

Program Title
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TRAINING GROUPS: To manage all Training and Sub-Training Groups, click the
Training Group link. The screen will look similar to this:

[ Close Window ] [Back]

Training Group

In-Active Training Group List

Accessibility (369) v
True  Accessibility (869) Section
e ity Northern Service Center 863 [ Deactivate ] any
True  Acquisition & Development Division (861) Southern Service Center 864 [ Deactivate | Division
True  Acquisition Planning SubSection
True  Administrative Services Division (061) Division
Los Angeles Sector 918 [ Deactivate ]
True  Angeles District (915) Malibu Sector 917 [ Deactivate ] District
Topanga Sector 916 [ Deactivate ]
P Sy e : Cultural Heritage Section 843 [ Deactivate ] Aot
True  Archaeology, History & Museums Division (840) Wi Serie 5civm B ([ Hacii | Division
True  Audits Office (027) Office
True  Baldwin Hills Conservancy (300) Conservancy Edit
True  Budgets Section (077) Section
True  Business & Fiscal Services (070) Section
State Capitol Sector 671 [ Deactivate ]
: o Historic Sites Sector 672 [ Deactivate ] L,
=y
ta | Lapdd Ustict 0l) Railroad Sector 677 [ Deactivate ] et
Leland Stanford Mansion 673 [ Deactivate ]

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.

Updated: 10/11/2007
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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:

[ Close Window ] [Back]

Training Group

Active Training Group List

False
False
False
False
False
False
False
False
False
False
False
False
False
False
False

Accessibility Section

Accessibility Section

Accessibility Section (869)

Accounting Services

Acquisition and Real Property Services
Administration

Archeological Collections Lab
Architectural Review

Boundary Surveys & Ownership
Business & Procurement Services
Business Services

Capital Outlay

Central Communication Center (Cencom)
Central Division

Central Service Center

Section
Office
Section
Section
Section
Branch
SubSection
Section
SubSection
Section
SubSection
SubSection
SubSection
Division

Section

Activate
Activate
Activate
Activate
Activate
Activate
Activate
Activate
Activate
Activate
Activate
Activate
Activate

Activate

Activate

F.

Activate: To activate a Training Group, click the Activate link. The Training

Group will be added to the active Training Groups.

Updated: 10/11/2007
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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:

Search by name:

[ Close Window ]

[Backl

SYSTEM LOGIN MANAGEMENT / HISTORY

search

screen will look similar to this:

Login History Assign Role In-Active Supervisor List Current Login Attemptsis 10 before Lock-Out
aiLprryogpl i KLEI P QREET H ¥ W 8 X &
A. Login History: To view the Login History, click the Login History link. The

START DATE:
END DATE :

2006 10:1%:00 AL
2006 10:16:00 AL
2006 10:16:00 AL
Ti2008 10:15:00 AL
T2008 10:13:00 AL
TI2006 10:11:00 AL
F12006 10:10:00 AL
TI12006 10:0%:00 AL
FTH2006 10:07:00 AL
2006 10:01:00 A
2006 10:01:00 AL

[ Close Window l

[Elackl

Log-In History

7~ 17 & | 200

7 17 > | 200

MGEEENZE
MFUZIE
THIGGINS O
LYANG
DEODEIGUEZLIMNSE
MCEISTAT
MCEISTAL
GINGER
RGEEENSLATE
ACEBATLOS
ACEBATLOS

2006 55500 AN GIOHIMEONZE
FTU2006 5:55:00 AW ACEBATLLOS
2006 5:58:00 AW MGROES

B

B |w

22 adteecabd08e35bet33e22dd83135
11536405894 7e 14 Safadd Shdf1bad dB
c550a1be 789332146 4044 cAfbfefde?
024614bc861a362db0c 1849822753
54d2415:85650b644e 13f08d03a15db5
fHa64e 58810 1c7eace564897bacd 1b0
44844b617e5de508d4 1a487b6d03basc
64056482067 dbbe0%efbde 37406700
39daB02caii13e2ef72756ccb 072355
89daB02cazi13e5ef72756ccb 072355
17568 c5aR 07 9a54 147766783a37848
3883390403 Hac3ddbd67 da2 33 95bE
17568 c5a%0f79a54 147766783a37845
1d777a0e567d2e137c75a7 Teb4 257310

Tru
True
True
True
True
True
True
True
True
Fase
True
True

True

True

Updated: 10/11/2007
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Search: To search for a specific time, select the start and end date
and submit.

NOTE: 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:

Sub-Group Manager

Manager

[ Close Window ] [Bacl-c]

MANAGE USER Role -

Instructor Training Coord Training Spec Admin Information

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.
NOTE: The Employee assigned as a Sub-Group Manager must
have that Training Sub-Group selected in their profile.
MANAGE USER Role - Sub-Group Manager
e Mamager  Instructor 00 o Admin _Ioformation
@w’dm\'ﬂload training record
Proxy : False |
Name : SELECT v
Sub-Training Group : SELECT ¥
submit
Active Proxy 1\'3% Training Group Sub-Group
True False AMANN, KATHLEEN gig:.‘:f?s‘;g‘m"e“’pme“‘ N/A Remore L
True False IMINER, KAREN ai?:s;“&r;g Development Southern Service Center [Remove
True False WESTRUP JR, WARREN [A-cquisifion & Development Unassigned Remore
True True PETTIT, ANTOINETTE ac‘i”ii;;‘if’s‘gl'g}‘m"ﬂnp’“m‘ /A Remore
True False HERNANDEZ, LYNETTE :\ngeles%}ismct[?lf) Topanga Sector Eemaove
True False SAP, CRAIG [ Angeles District (915) Los Angeles Sector |Remove

Updated: 10/11/2007
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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.

[ Close Window ] [Back]
MANAGE USER Role - Manager
Sub-Gr: Trainin Trainin; y : y
i Manager Instructor e e e Admin Information
Manager T | eemmnees  Hoond Spec e WSS S
ljl’dm\-‘nload training record)
Proxy : False |+
Name : SELECT i
Training Group : SELECT V:
submit
Active Proxy Name Training Group
True False ACEITUNO, CHRISTINA | Accessibility (36%) Remove i
True False LEEMAN, STEPHEN o i Remore
L v
True True PETTIT, ANTOINETTE R e Remove
L e
True False DEMETRAK, KEITH D i b Remore
(081)
True False SCHAFER, RONALD (Angeles District (913) Eemove
True Falze (GRAY I, WALTER _—\..rc.hge 01(0 gy, History & Museums Remove
Division (840)

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:

Updated: 10/11/2007 Page 40 of 47



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

[ Close Window

] [Back]

MANAGE USER Role - Instructor

Updated: 10/11/2007

Sub-Group Manager Manager Instructor Training Coord Training Spec Admin Information
@( download training record)
Name :| SELECT [v]
submit
Active Name Instructor Type
Zi8 3 ~
True ABMA ERIC Koowex e s Remove ]
Defensive Tactics
True ACKERMANN, NICOLE Firearms Remove
True ACKHOFF, PETER EMR Remove
EME.
g EMT 8
True ADAMA_DALE S Remove
EME. Staff
. EME.
/ MAC : i
True ADAMACHE, DERRICK P e Remove
True ADDISON-BIER, HEIDI Defensive Tactics Remove
True AESCHLEMAN, NATHAN Firearms |Remm'e

(1) Then click on the new Instructor name link. The screen will

look similar to this:

Back to the List

Instructor Type Management

ADD Instructor Type
ATV

» | submit

ATV

CAMP Equipment Property Management
CAMP Executive

CAMP Facilities

CAMP Interpretation

CAMP Statewide Froperty Inventony
Carpentry Skills

Chemical Agents

Cultural Resources

Defensive Tactics

Defensive Tactics Staff
DER0-Onentation
DPR02-Resources
DFRDHnterpretation

DPRD4-Fark Operations
DPRO5-Park Codes. Laws and Regulations
Driver Awareness

Ciriver Training

Electrical Skills

EMRE

EMR Staff

EMT

ETWMS

Fire Management

Firearms

A

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

submit.

(4) Toremove an Instructor, click the Instructor's name and
Delete all the Instructor Types. The screen will look similar

to this:

Back to the List

Instructor Type Management

ADD Instructor Type
ADAMACHE, DERRICK
EMR. Delete
Firefighter/Security Officer Delete

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:

Sub-Group
Manager

@w’dowﬂlnnd training record

Manager Instructor

MANAGE USER Role - Training Coordinator

Training Training p—_—
Coord Spec ~duin

Information

Proxy : False v
Name : SELECT &
Training Group : SELECT v

Active Proxy Name Training Group
True False [ALLEN, SANDRA [Cccessiblicy (369) Remove
True False PETTIT. ANTOINETTE ,C-‘;g?;nsmon & Development Division S
True False BLACK,LYNN ?5:117;“‘5'““"“ Seryices Division Remore
True False [HOLM, DEBONNE | Angeles District (913) [Remove
True False SAP, CRAIG | Angeles District (913) [Remove
True Fatse GILLESPIE DEBRA S‘ﬂi‘;;‘:glg’a) History & Museun Remore
True False JACOBS, MELINDA | Audits Office (027) [Remove
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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:

MANAGE USER Role - Training Specialist

ﬁg Manager Instructor C'l;r:f;ng ﬁg Admin Information
Igj\’dnwﬂlnad training record
(Name : SELECT v
Training Group :| SELECT v

Active Name Training Group
True BR.E:\K.EIELITD.\?IE Mottt Dlsmct_ [Remove
True [HENRY. GINGERLOU Monterey District (720) [Remaove
True SKINNER, SARA Mottt District [Remove
True [WAGY, STEVEN [nactive [Remove

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:

MANAGE USER Role - Administrator
ﬁg Manager Instructor % ﬁg Admin Information
(download training record
Name : SELECT v
Training Group : SELECT hd

Active Name Training Group

True [BOST PAI'R]E\ | A silomar == [Remove
True [GREEN, MICHAEL | A silomar [Remove
True [HENEY, GINGERLOU [Mott District [Remove
True [KINCAID, SUMMER [Eastwoods District [Remove
True ['WAGY, STEVEN Mott District [Remove

Updated: 10/11/2007
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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:

[ Close Window ] [Bacl-c]
MANAGE USER Role - Information
Sub-Group Traini Traini . . ’
- — Manager Instructor Lahus e Admin Information

Manager Coord Spec A

uj(dmmload training record)
Name : SELECT 4
Training Group :| SELECT v

[ submit |
Active Name Training Group
Co— =

True ALHAMBEA EDITH MNiott District Remove
True BOST. PATRICIA Mott District Remove
True BREAKFIELD, CONNIE Mott District Remove
True (GREEN, MICHAEL Mot District Remove
True SKINNER, SARA Mot District Remove
True SPENCEE, WILLIAM Mviott District Remove
True (WAGY, STEVEN Mottt District Remove
True YAEGER, PAMELA Mviott District Remove

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:

[ Close Window ] [Bacl-(l

SUPERVISOR LIST search by keyword:

A BECDEFGHITELMNOPOERSTUVY WX XY £

NO DATA
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1. Locate an Employee the A-Z listing or keyword search. The screen will
look similar to this:

[ Close Window ] [Back]
SUPERVISOR LIST scarch by keyword:
A B Ch EF 6 H1J K LM NOPWWESTEHV W XY L

NAME Classification Training Group
BROCK, SUSAN Administrative Officer [ Angeles District (915)
CHASE, SUSAN Supervising State Park Ranger Sierra District (683)
DOWER, SUSAN Administrative Officer III Sierra District (683)
GROVE, SUSAN State Park Superintendent II1 Sierra District (683)
KOSEK-KELLY, SUSAN Park Maintenance Chief I Channel Coast District (910)
MENDOZA-SANCHEZ, CORRINE | Museum Curator I Monterey District (720)
MOWRY, SUSAN Guide II Historical Monument (Supervisor) | San Luis Obispo Coast District (740)
OSANNA, DANIEL State Historian 111 Acquisition & Development Division (861)
PLOUTZ, SANDRA Regional Administrative Technician Inactive
SANFORD, KEN Park Maintenance Chief Inactive
SANGUINO, CRISTINA Supervising State Park Ranger Santa Cruz District (715)
SCHWARTZ. SUSAN Park Maintenance Supervisor Diablo Vista District (660)
STRATTON. SUSAN Senior State Archeologist Office of Historic Preservation (084)
VON HERRMANN, SANDRA Administrative Officer I Central Valley District (730)

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:

[ Close Window l [Bacl-c]

SYSTEM LOGIN MANAGEMENT / HISTORY

Search by name:
R — Assin Bole lo-Active Supervisor List  Cypyent Login Attempts is | 10|

s
t
a |
=)
td
=5 ]
Loy}
o

|t

ELMNOPOQRGS I U ¥ w X h

I

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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Search by name:

[ Close Window ] [Back]

SYSTEM LOGIN MANAGEMENT / HISTORY
search

Login Historv Assign Role In-Active Supervisor List Current Login Attempts is 10 before Lock-Out
ABEBCDEFGHIIJELMNOEPORSTUY WZXYZ
Name Classification Training Group Sub-Group | User Name | Password |LastLogin| Status
~

ANTHENIEN. CODY Senioe Park Aid Unassigned Unassigned canthenien e 11900 Active
(Seasonal) L 2

ARROYO. HENRY fisseclcat and IntndEmpereDistaicl, 59K earroyo e 9202006  Active
Fecreation Specialist (930) N

BACHMAN STEPHEN = ‘»ssociateParkand Disbla VistaDesticl - pen: sbachman e 9/22/2006  Active
Eecreation Specialist (660)

BAKKEN. STEPHEN Forester Il (Supervisory) - \aurdl Resources N/A sbakken — 11202006  Active

G Division (320)
BAREER. STEPHEN State Park Ranger Unassigned Unassigned barb Sxdghas 1/1/1900 Active
BAUMANN. STEPHEN Lifeguard I (Seasonal) Unassigned Unassigned baum s 1/1/1900 Active
I QTEDLIEN Park Interpretive & : # E : e

BECK. STEPHEN L Unassigned Unassigned sbeck afickiind 1/1/1900 Active

Specialist -Seasonal- = =

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

[ Close Window ] [Elack]

EDIT LOG IN

Last name First name User Name Password LastLogIn
ShITH BARRY bsmithi 6172006
Email Phone Active
hsmith(@parks.ca.gov [916) 358-0205 X 262 True *
P.0O.5.T Exemption Classification Exempt Reset Locked Account
False Falze » 0 “
[Elau:k] [ submit ]

Updated: 10/11/2007

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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Updated: 10/11/2007

User Name: To edit an Employee’s User Name, type in the new
name and submit.

NOTE: For the system to work properly no two Employees can
have the same User Name.

Password: To assign a new Password, type in the new Password
and submit. You must assign a password every time you submit.

LastLogin: This is the last date they login to the system.

Email/Phone/X: To edit an Employee’s Email, Phone and
Extension, type in the new information and submit.

NOTE: You cannot submit any changes to an EMPLOYEE
LOGIN without the phone number field filled in.

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.

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.

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.

Reset: To reset an Employee’s Account that has been locked,
click on the Reset Locked Account list, select Reset and submit.
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