Employee Training Management System (ETMS): Instructor Help Files

INSTRUCTOR

NOTE: The System Administrator assigns the Instructor role on the
ETMS.

OVERVIEW: As an Instructor, you will have all the functions of an Employee (see
Employee Help Files).

The Instructor Role will allow you to manage all of their Programs. The Instructor
has a drop down menu and a Course Leader Management Bar.

.  INSTRUCTOR DROP DOWN MENU: By placing the mouse on the
[Instructor] link, three tasks will appear on a drop down menu: Reports,
Roster-Group and Schedule Request.

[Tnstructor]
Reports
Roster-Group
Schedule Reguest

A. Reports: By clicking the Reports link within the Instructor drop down
menu, a screen will appear with several standard reports. The screen
will look similar to this:

[ Close Window ] [Bacl-c]

Report Management

90 Dav Evaluation

POST Compliance Report - Department Wide - Classification

POST Compliance Report - Bv Training Group - Individual

POST Compliance Report - By 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 Category
Recertification Compliance Report
Emplovee Role Report

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

B. 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 | | Back |

Completed Training Attendance Roster

Search by Program Title:
[ search ]

New Group Training Attendance Roster |
Submit

1. 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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[ Close Window ] [Back]

Completed Training Attendance Roster

T Rost Search by Program Title:
ew Group Training Attendance Roster

Submit

Qut-Service Training
% Start End ; :
Program Title # Trainee Roster
og Date Date
STy y 2 i S Add 2 »
Emergency Medical Responder (EMR) Refresher 10/23/2002 10/23/2002 13 Bt Duplicate
Emergency Medical Responder (EMR) Refresher 10/31/2002 10/31/2002 2 | Duglicate
Emergency Medical Responder (EMR) Refresher 9/11/2003 9/11/2003 3 F:Ln—:_e Duplicate
Emercency Medical Responder (EMR) Refresher 11/1/2000 11/1/2000 14 F;L]—id‘_e Duplicate
Emergency Medical Responder (EMR) Refresher 2/27/2002 2/27/2002 14 Fi—f‘_e Duplicate
sdd Delete
Emergency Medical Responder (EME) Refresher 9/11/2003 9/11/2003 0 P
Duplicate
sdd Delete
Emergency Medical Responder (EME) Refresher 10/23/2002 10/23/2002 0 o
Duplicate

a. Program Title: Click the Program Title link to view
description from the Training Catalog.

b. Start/End Date: Start/End date of the Program.

c. #of Trainees on Roster: Shows the number of Trainees
who completed the program.

d. Trainee: By clicking the Add/Remove link, the Instructor can
remove or add additional Trainees and Instructors to the
Roster.

e. Roster:

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

(2) 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 YWindow: ] [Elack]

Training Attendance Roster Duplication ¢ ; 3

R

oo (]

[ mAME  [TRAINES TYPE[GRADE|INSTRUCTOR]
LEMLEY JR, FLOYD  |Department Nis False
HOWARD, GARY Department Nis Falze
CUEEY, MICHAEL Depattment A Falze
GEENMELL, CHARLES | Department Wi False
JACOES, ROLAND Department Nis False
LATTA, HAROLD Department RIS False
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(@) Modify the required program fields and submit.
The screen will look similar to this:

[ Giase winciow_|

Training Attendance Roster Duplication g5 1

(m] Diepartrset Seate Dark Ranger | |JobFistated  w| | DER. Felse |v|
O | Departmess | HOWARD, GARY Supervisng State Pack Ramger | vl |[1 (]| [Jonmetmea w||DFR | [Faise[v]
O |Depastosess | CUBRY, MICHAEL | Suste Pk Superintendent T | 1 [w] EW—@? DFR: @
O |Departeiess | GRENNELL, CHARLES | State Park Farger e |1 (]| s Fieteted ] | DEE | False [w]
[ | Departmeer | IACOBS, ROLAMD | Supervinng State Park Bamger | Nin (v |11 (]| [JobReted || DER |False [w]
[ | Departmess | LATTA HAROLD Srate Park: Ranger e (wl|[1 [ [[JobRemed ]| DER [Faise []

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

Training Attendance Roster Duplication g 4 ;5

PROGRAM TITLE Hours | Program Location | Training Provider | Program Provider | Start Date | End Date

F.O.B. and Freight Terms | 1 Mott Tramng Center | State Agency DG3 141142007 | 1/11/2007
Department Participant(s)
Name [ AT [ My Training Group ] Grade Hour(s) | Training Category | Employer | Instructor
A0D to Roster
ALHAMEBRA, EDITH : Management Service T || | | N sl ||| Job Related ~|| DER False |
Non-Department Participant(s)
Last Name First Name Classification | Grade Hour(s) | Employer Instructor
(NI v 1 b False |w
Trainee flihine
Tepe Name Classification Grade | Hour(s) Employer | Instructor
e Category
Department | CURRY, MICHAEL State Park Supermtendent IT | /A i Job Related | DPR. False [ Delete ]
Department | GRENITELL, CHARLES | State Park Ranger A 1 Job Related | DPR. False [ Delete ]
Department | HOWARD, GARY Supervising State Park Ranger | IT/A 1 Job Related | DPR Falze [ Delete |
Department | JACOBS, ROLAWD Supervising State Park Ranger | IT/A i Job Related | DPR False [ Delete ]
Department | LATTA, HARCLD State Park Ranger MNA 1 Job Related | DPR. False [ Delete ]
Department | LEMLEY JE, FLOYD State Park Ranger A ol Job Related | DPR. False [ Delete ]

(c) 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.

2.  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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Close Window | [ Back |

A Climate of Change - 2006 Legislative Symposium Administration
ALRT. — Annual Aquatic Safety Video Conference Aquatic Safety
ALRT. — Annual Lifeguard Program Update Meeting Aquatic Safety
ALRT. - Aquatic Search, Rescue, and Recovery Aquatic Safety
ALRT. - Beach Driving Aquatic Safety
ALRT. - 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 Agquatic Safety
ALRT. —Inflatable Rescue Boat Operation Refresher Agquatic Safety
ALRT. - Inflatable Rescue Boat Operator Course Agquatic Safety
AL RT. - Junior Lifeguard Coordinator's Statewide Meeting Aquatic Safety
ALRT. - Paddleboard Refresher Agquatic Safety
AL RT. —Paddleboard Rescue Agquatic Safety
ALRT. - Personal Watercraft ator for Inland Water Rescue Aquatic Safety
a. If the program is not listed, you will need to submit a request

Updated: 10/11/2007

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

Close Window ] [Back ]

State Agency

(1) Complete all required fields and submit. The screen
will look similar to this:

Last Name

Completed Training
STEP 1 OF 3 Go To Next Step Attendance Rosters
View

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

Non-Department Trainee(s)

" " 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
GRENMELL. CHARLES : William Penn Mott 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

_____ I _

ADD to Roster

A e
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NOTE: The listing will default to the Employees in your
Training Group. To view all Department Employees click the
All link.

c. Completion of the Training Attendance Roster:

(1) 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.

Completed Training

STEP 1 OF 3 Go To Next Step Attendance Rosters

View

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

Non-Department Trainee(s)
Last Name First Name Classification Employer
ADD to Roster
[AD] [ My Trainng Group ] Hold down "Citrl' to select multiple Employees
Hold down 'Ctrl’ to select multiple Emplovees

R WAGY, STEVEN : State Park Superinte
ADAMS, KELLY : William Penn Mott Jr ~ ADD to Roster BOST. PATRICIA : Staff Service Analys
ALHAMBRA. EDITH : William Penn Mott Jr YAEGER, PAMELA: Staff Service Analys

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
DANIELSCON, JOANNE : William Penn Mott Jr
GALANTI, DAVID : NfA

GARDNER, MICHELLE : William Penn Mott Jr
GREEN. MICHAEL : William Penn Mott Jr

GRENNELL, CHARLES : William Penn Mott Jr S
HENRY. GINGERLOU : William Penn Mot Jr REMOVE

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

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

Selact the appropriate GRADE, HOURS and TRAINING CATEGORY for each Emploves.

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

2 BOST, PATRICIA  Staff Service Analyst (General) | N/A I %/ | Job Related 1*| Delete

3 YAEGER PAMELA Staff Service Analyst(General) |N/A  |v| |1 [v||JobRelated || Delete

(2) 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 Emplovee.

Step 2 of 3 [ Go To Next Step |

# Name Classification Grade Hours Training Category

1 WAGY_ STEVEN  State Park Superintendent I~ 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.

(@) 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 9 of 18



Employee Training Management System (ETMS): Instructor 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
Name T i Hours
Type
Please Select v Pending
NON-Department Instructors
Last Name First Name Classification L Hours Employver
Type

NOTE: To finalize the roster without adding instructors,
click the link Click Here to Finalize the Attendance
Roster.

(3) 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
Name Instructor Hours
Type
Please Select v Pending
NON-Department Instructors
Last Name First Name Classification i Hours Emplover
Type
Department Instructors
Name Classification Hours R Employer
Type
HENRY, GINGERLOU Administrative Officer I 1 ETMS DPR Delete

(@) 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

Nama Instructor

Type Hours

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

(4) 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

Name

HENRY, GINGERLOU
SMITH. JOHN

Training Program Instructor(s)
Instructor Type Classification Hours Employer
ETMS Administrative Officer I1 1 DPR
ETMS Consultant 1 906 LLC

Updated: 10/11/2007

(@)

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
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additional Employees are added to the roster, the
email will be 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(@patks.ca.gov | False
YAEGER., PAMELA | pam@parks.ca.gov False

|send

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

C. Schedule Request: This will allow the Instructor to request that a
Training Program held by their Training Group be listed on the Training
Schedule. Employees from other Training Groups will be able to

submit an In-Service Training Request to attend that program.

1. Training Schedule: To submit a Training Schedule Request,
click the Schedule Request link within the drop down menu. The

screen will look similar to this:

Updated: 10/11/2007
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Close Window

IN-SERVICE
TRAINING SCHEDULE REQUEST

Request to add Program SUBMIT

Training Request
Due Date :

Start Date:

Provider Coordinator

Comment :

11550 Drug Recognition Course A

2ERS

MMDDYYYY

2ER

MMDDYYYY

2ERS

MMDDYYYY

Training Office (068)

ABEL, SARAH o

Updated: 10/11/2007

Complete all required fields and submit.

NOTE: In the Comment field include all pertinent information
that is required for an Employee to attend the program such
as location, program agenda, and required equipment, etc.
An email from the System Administrator will be sent to the
Program Coordinator when the program is added to the
schedule. Then the Program Coordinator will be assigned
the Training Specialist role. See Training Specialist Help
File. Once the program has been added to the schedule,
contact the System Administrator to modify the program.
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. COURSE LEADER MANAGEMENT: To manage all Course Leader
Requests for their role as Instructor, a task bar called
Course Leader Mgt : INST : (0)  Housing Request (0) 5 |gcated on their

Home Page. The number within the parenthesis is the link to the number of
pending Course Leader Requests that require action by the Instructor.

NOTE: An email will be sent from the Training Specialist to the Instructor
when a Course Leader Request has been submitted by the Training
Specialist.

A. Course Leader Request: By clicking the (#) link, the Instructor can
view a listing of all Pending, Approved and Not Approved Course
Leader Request. The screen will look similar to this:

Course Leader Request

Home Pending Approved Not Approved
y . 5 Employvee|Supervisor SGM Manager TS Housing
Detal Program Title Date Time v Approval| Approval [ Approval Approval Info. Fequest
, Approve X 1 o
View |Basic Firefighter 900 T;ﬁle)g;if [Prunedale BOST.PATRICLA|COMBS CEARLES|GREEN MICEZAEL :ta-?fa}\}’ﬁsgl\.?:\a Zov N/A
=== = 1013 _TI}D" Not  [|Pending Pending Pending Zp Srent o

P (831)277-T114

(1300-1700)

NOTE: The link defaults to the Pending Course Leader Request.

1. Pending: This link displays a listing all Course Leader Requests
that are pending approval action by the Instructor.
a. View: To view the Course Leader Request, click the View
link. The screen will look similar to this:
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Date : 9/26/2007

To: INSTRUCTOR
Mott District

From - Department of Parks and Recreation
Training Office

Siiect: Course Leader Request

Your Approval is requested to serve as a course leader in - Basic Firefighter 999

Location : Prunedale

Comment :
Please bring your own handouts.

Course Title Date Time

Nozzle Care 10/13/2007-10/13/2007 (1300-1700) 4 hour(s)
This request will involve 4 hour(s) of instruction. phis travel time.

Once approved, vour participation as a Course Leader will help provide quality training and effective instruction.
As a Course Leader proper office attire should be worn at all times. We impress upon our staff and students a
strong professional appearance and would like the course leaders to be a good example of that professionalism.

As a reminder, all overtime and per diem expenses that you incur will be paid by the Training Office. Please send a
copv of the Monthlv Work Report, DPR. 511, for anv overtime incurred during this training to the Training Office.
In addition, submit vour Travel Expense Claim to the Training Office for final approval and coding.

If you have any questions regarding this request, please contact WAGY, STEVEN at stevew(@parks.ca gov or
(831) 277-7114. Your support and assistance in the delivery of our departmental training program is appreciated.

Michael D. Green
Acting Department Training Officer

b. Approve: To approve a Course Leader Request, click the
Approve link. An emalil is generated by ETMS and sent to
Supervisor for approval action.

c. Not Approved: To not approve a Course Leader Request,
click the Not Approve link. Complete the comment and click
Submit. The system will generate an email to the Training
Specialist. The screen will look similar to this:
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Course Leader Request

Home Dending Approved Not Approved
- P Employee Supervisor SGM Manager T8 Housing
Detail| Program Tide [Date/Time| Locaton [\ 0 | Approval Approval Approval Info Request
Please submit your reason
for not approving this
Course Leader Request?
5 Comment: o e
vy [Basic Eirefighter ?ﬂ“f‘“g;“ i [BOST PATRICIA|COMBS CHARI ES|GREEN MICHAEL| \1 A_G:“_;jmf‘\ . s
s (im0 [Frne dai Pending Pending Pending fsg‘lf,:lf_;“lf 2By L
2007 (831) 2777
(1300-1700)
Submit

2. Appproved: This link displays a listing of all Course Leader
Requests that have been approved by the Instructor.

3. Not Appproved: This link displays a listing of all Course Leader
Requests that have not been approved by the Instructor.

B. Housing Request: Prior to the start of the program, the Instructor will
receive an email requesting their housing needs. By clicking the (#)

link, the Instructor can view all pending housing requests. The screen
will look similar to this:

Home

Instructor Housing Request

Pending  Archive

Program Title Date/Time Location Housing
Basic Firefighter 000 MNozzle Care Prunedale Eegquest
10/13/2007-10/13/2007 (1300-1700)

1. Pending Request: To submit your housing request, click the

Request link in the Housing column. The screen will look similar
to this:
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Home
Instructor Housing Request

Pending  Aschive

Program Title Date/Time Location Housing
Caock in Lhates {(MM/DD/YYYY)]
Check Out Date: (MM/DD/YYYY)
Comment :
[Basic Firefighter 999 [Nozzle Care [Prunedale

10/13/2007-10/13/2007 (1300-1700)

1 do not need housing

a. If you do not need housing, click the | do not need housing
link and an email will be sent to the Training Specialist.

b. If you need housing complete your check in and check out
dates, add comment as necessary and click Add. Add any
additional check in and check out dates as necessary and
click Add. The screen will look similar to this:

Home
Instructor Housing Request
Pending  Archive
Program Title Date/ Time Location Housing
Finalize Housing Request
Check In Date: Check Out Date:
10/13/2007 10/14/2007  Delete
Check In Date: (MM/DD/YYYY)
Check Out Date: (MM/DD/YYYY)
Basic Firefighter 999 [Wozzle Care [Prunedale
10/13/2007-10/13/2007 (1300-1700), Comment -

c. If you enter a date incorrectly, click the Delete link next to the
dates.

d. To submit housing request, click the Finalize Housing
Request link and an email will be sent to the Training
Specialist.

2. Archive: To view a listing of your completed housing requests,
click the Archive link. The screen will look similar to this:
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Home

Instructor Housing Request

Pendng  Archive

Program Title Date/Time Location Housing
Basic Firefighter 999 Nozzle Care Prunedale ChECk}T I{ata fae L et
10/13/2007-10/13/2007 (1300-1700) 10/13/2007 10/14/2007
Basic Firefighter 999 Engineering Techniques Prunedale N/A
10/10/2007-10/10/2007 (0800-1200)

NOTE: Contact the Training Specialist if there are any changes in
your Housing Request.
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