eNTRS Users Guide


eNTRS Users Guide

enterprise Navy Training Reservation System

Web User’s Quick Guide
[image: image1.png]



Prepared by

[image: image5.png]VIEW REQUESTS BY SSN

RequesTDT 0P |commsE n e LocaTioN sTaTs mouE
oo [EE e ] =l [
s wn[sarEs [ - NATOSHBNVIRACE [oscoroer, ||





SRA International, Inc.

2000 15th Street, North

Arlington, VA  22201

 D R A F T, 1 December 2002

Acknowledgements

eNTRS was developed and is maintained by the Space and Naval Warfare Information Technology Center, ITC443, New Orleans, LA.  They continue to develop the system to more completely meet the varying needs of its users.  This manual is a reflection of their efforts. 

Table Of Contents

5Chapter 1 :  Access


5A.
Obtaining Access to eNTRS


6B.
Accessing eNTRS


6C.
Administer Personal Password


7Chapter 2 :  Using eNTRS


7A.
Navigating eNTRS


7B.
Hot Links


8C.
Convene Dates


8Using eNTRS


8A.
Selection Menu


81.
Student Menu


92.
View Quotas


103.
Class Roster


11B.
Request Menu


111.
Request Training:


122.
Request Review Section


13C.
CIN-NEC XREF To CDP


131.
Determine CDP, CIN is Known.


132.
Determine CDP, NEC is Known.


14D.
ALERTS MENU


141.
Review Rescheduled Bookings


15E.
Administer Personal Password


151.
Change Password


17APPENDIX A.


17Centralized Quota Control (CQC) Schools


18APPENDIX C.


18Business Rules




[image: image2.wmf]Welcome

Welcome to the Enterprise Navy Training Reservation System (eNTRS).  This system was developed for the Navy by SPAWARITC to provide Internet access to Navy Training.  eNTRS provides the means for Fleet activities to view and request seats in designated Navy schools.  [image: image3.jpg]


This guide is intended to provide a quick step-by-step outline on to access, submit a request and review those requests for training.  In detailed information on eNTRS see the users guide.   (This outline presumes that the user has basic Web browser experience.)

Chapter 1 :  Access

A.
Obtaining Access to eNTRS 

Step 1.
User selects “Request Access” from the initial login screen. 

Step 2.
 The User fills out the application.  The following provides the access form data element descriptions:

· SSN
Social Security Number

· Name
Last, First, Middle Initial (All Caps)

· PRD
Projected Rotation Date:  This is a mandatory field.  For DoD Civilians, enter a date 3years from the current date.

· Title
Command Position or Title, i.e., Training Officer, Training CPO, etc

· Onboard UIC
Command UIC

· Rank
 Rank or Rate, i.e., LT, ATC, EN2, etc.

· e-Mail Address 
The e-mail address of the office, i.e., if the request is for a fleet unit’s (WEB) training department, the requestor will submit the global e-mail address for the training office

· Phone, DSN 
Phone number with the Defense System Number (DSN) prefix

· Phone, COM 
Commercial Area code and phone number w/extension if applicable

· Service
Navy, USMC, USAF, USA, USCG, DoD Civilian, etc

· UIC Responsible
The list of all student UICs for which the requestor is authorized to submit a quota requests.  (Most units will only have one UIC.  However, large commands may have multiple UICs.)

Note:  Applicants should take care in entering data to ensure accuracy as incomplete or inaccurate data may result in disapproval of the request.

Upon approval, the requestor will receive an email that reads as follows:

Subject:  Your access request to eNTRS was APPROVED. 

Your user id is BLUEBERRY.

Your initial password is your SSN.  You will be directed to change it upon initial sign on.

The URL is https://entrs.chamb.disa.mil

This email was electronically generated by eNTRS on 08/23/02 10:49.

Please do not reply to FROM address.

In addition, all access approvals will be forwarded to the Command’s Executive Officer to ensure only authorized personnel at the command are granted access.  Commands will be limited to a maximum of 5 users.  Allow 2 business days to process request.  

B.
Accessing eNTRS
Once a user has been given access to eNTRS received their Login ID and Password:

Step 1:
Open your Internet browser and enter the following URL; https://entrs.chamb.disa.mil
Step 2:
The WEB browser will display the security alert screen.  The user will select YES to get to the log in page.

Step 3.
The first page of the URL provides an access disclaimer; select ok and eNTRS will display the login screen.

Step 4:
Type in your User Id.  (This is generally the last four digits of your SSN followed by the first initials of you first and last name, i.e., John Doe, 000-00-0000 would be 0000JD.)

Step 5:
Enter your password.  (For first time users this will be your SSN and you will be prompted to change to a new password.)

Note:
Passwords are 8 characters long and are case sensitive.  If you have forgotten your password, contact the QMO via the help desk address and the QMO will assist.

C.
Administer Personal Password

DoD instructions require individuals to periodically change their password to maintain system security.  This menu option provides users with a convenient method to make those changes.  In addition, when a person is first given access to eNTRS, the password will need to be change the first time that users attempts to access eNTRS.  

:  Using eNTRS

A.
Navigating eNTRS

The first screen that is presented upon login is the Main Menu.  This will provide the user access to the various options.  The user clicks the mouse on the menu option and eNTRS will display the sub-menu options as explained later in this text.   The following are standard options that are displayed on most sub-menus and are used for navigating within the system.  

Previous Page 
returns the user to the previously open page.  This does not refresh the screen and therefore should only be used to check the data that was submitted.  (Note:  Using the Back arrow in the browser will do the same as selecting Previous Page.)

Main Menu 
returns the user to the main menu

Log Out 
logs the user completely off eNTRS 

B.
Hot Links


In addition to the navigation aids, eNTRS provides a “Hot” link to help functions and to the Navy’s Catalog of Navy Training Courses (CANTRAC).

1.
Help

This function provides three methods of obtaining assistance:

1. Download and read the manual:  Selecting manual will present the user with the users manual.  The user can go to the Table of Contents, select the topic they desire to read and by placing the cursor over the page number and clicking the mouse, the manual will present the topic.   The user can print the manual from this screen.  However, as changes to eNTRS occurs, the users guide is being updated and the printed copy will be out of date.  

2. Email the Site Administrators:  The user can select the email function.  This will provide an email screen for direct questions to the administrators.  

3. Telephone Numbers:  Provides the telephone numbers to call the site administrators, if immediate assistance is needed.

2.
CANTRAC

eNTRS provides a hot link to the Navy’s Catalog of Navy Training Courses (CANTRAC).   Selecting “Click Here To Go To CANTRAC” will provide an INTERNET link to the CANTAC.  Upon completion the review of the CANTRAC and closing the browser, the user will be returned to eNTRS.

C.
Convene Dates

“Convene Date Begin” date.
The user enters the start date of the first class that the user desires to review. Leaving this field blank will show classes for the next 90 days if no date is entered in the “Convene Date End” date block.   

“Convene Date End” date. 
This is the convene date of the last class the user is interested in viewing.

Example:  If the current date is Jan 1, 2003 and the user wishes to view the classes for the remainder of the FY, the user would enter nothing in Step 2 and 9/30/03 (the last day of the FY).  eNTRS will display all the classes between 1 Jan 03 and 30 Sept 03.  Leaving this field blank will return all classes 90 days past the date entered in Step 2.

Using eNTRS

A.
Selection Menu

The selection menu allows the user to navigate through the various options of eNTRS.  The menu options are:

· STUDENT

· VIEW QUOTAS

· CLASS ROSTER

· REQUEST MENU

· CIN – NEC XREF TO CDP

· ALERTS MENU

· ADMINISTER PERSONAL PASSWORD.

1.
Student Menu

The Student menu contains three sections; Student Reservations, Update Student Data and Enter New Student.  

a.
Student Reservations

Show individual student reservations.

Step 1.
Enter the members SSN.

Step 2.
Select Submit

Step 3.
eNTRS displays reservations and a short history of training.  Note:  This history will only be displayed if an active booking exists.

b.
Update Student Data

Provides the ability to review/update the student information.  If a WEB user is attempting to make a booking for an active duty enlisted person at their command and the data is not displayed, the user should ensure that they have the correct SSN.  If correct, users are encouraged to contact the local Personnel Support Detachment/Activity, PSD/PSA, to update the individual’s NES record. 

Note:
Student information updates only apply to the request and will not modify other Manpower, Personnel and Training (MPT) systems.   Data stored in the student information section reflects actual Navy Enlisted System (NES) data stored in Corporate enterprise Training Activity Resource Systems (CeTARS); formerly NITRAS and STASS.  

Step 1.
Enter the SSN on the “Update Student Data” line

Step 2.
Select “Update Student Data”

Step 3.
eNTRS displays the current student data.  Only Paygrade, Rate and UIC can be changed.

c.
Enter New Student

This sub-menu allows the user to enter student data for students whose data is not in eNTRS.  This option is provided to assist activities that have other than USN or USMC personnel.  Non- USN/USMC personnel data must be entered manually.  Care should be taken to ensure the data is accurate.  

The user selects “Enter New Student” and fills in all the data blocks.  Refer to users guide for data element descriptions.

2.
View Quotas

This menu selection provides the user access to Quota information for the range of classes for a given CDP.  

a.
Quota Menu

This sub-menu will display class and quota information based on the user’s selections.  

Step 1.
Enter CDP

Step 2.
Enter “Convene Date Begin” date.  (See Navigating eNTRS for details)

Step 3.
Enter “Convene Date End” date.  (See Navigating eNTRS for details)

Note:  If no dates are entered in steps 2 and 3, eNTRS will display all classes for the next 90 days from the current date.

Step 4.
Select “View Quotas”

eNTRS will display the “Total Quotas Per Class” screen.  This screen shows the name of the course and the location of the CDP and a list of classes based on the specified date range.  Below the course information, the display shows the following:

Convene Date.
The date the class begins.

Grad Date. 
The date the class graduates.

Waitlist.
Displays the number of people who are on the waitlist.

Available Quotas.
Displays the number of open seats.  

The Available Quota quantity reflects a count of open seats but can be misleading.  In a class where both USN and USMC students attend, the remaining count could be all USMC.  Therefore, the “Submit Query” button provides a look at the actual quota spread.  The SCAT (Student Category) shows the intended student type, i.e., USN, USMC, etc.  (A SCAT code of “UNRESTRICTED” means anyone can attend, UNPLANNED is a schoolhouse reservation.)

3.
Class Roster

Provides to the QCA a view of all students currently enrolled in a given class.  To support privacy act regulations, rosters will only show the last 4 of the Students SSN.

a.
Roster Menu

Selecting Class Roster will display the Roster Menu Screen.  This screen is similar to the View Quota screen.  

Step 1.
Enter CDP

Step 2.
Enter “Convene Date Begin” date.  (See Navigating eNTRS for details)

Step 3.
Enter “Convene Date End” date.  (See Navigating eNTRS for details)

Note:  If no dates are entered in steps 2 and 3, eNTRS will display all classes for the next 90 days from the current date.

Step 4.
Select “View Rosters”

Step 5.
eNTRS provides a list of classes, the user selects “Submit Query” to view the class roster.

In addition to viewing the students in a given class, the user can cancel reservations for students assigned to their command.

b.
Modify Booking

Step 1.
Select “Modify Booking”

Step 2.
eNTRS will display the current reservation status.  Select the drop down action in the New Status, Confirm or Cancel.

Step 3.
Select Update booking.

Step 4.
eNTRS will provide a message indicating that the booking has been updated. 

B.
Request Menu

The Request Menu has two sections, the upper is the main request menu and the lower half provides a means of reviewing the status of requests based on selection criteria, CDP, UIC, Status or SSN. 

1.
Request Training:

 The request training function allows a user to review class and quota information and request training.  

Step 1.
Enter CDP

Step 2.
Enter “Convene Date Begin” date.  (See Navigating eNTRS for details)

Step 3.
Enter “Convene Date End” date.  (See Navigating eNTRS for details)

Step 4.
Select “View Quotas for Requests”

Note:  eNTRS will display Class information, a list of all convenings in the selected range from steps 2 and 3, number of requests on the waitlist and number of available seats.

Step 5. 
Select the class or classes desired by placing the cursor over the box in the “Request ID” column.

Step 6.
Enter the Student’s SSN and select “Submit Query”.

Caution: 
eNTRS will display a blank student data page if the SSN is not in the system and request student data.  If the SSN is not in eNTRS and the student is USN, USNR or USMC use the back or previous page button to verify that the correct SSN was entered.  If the SSN is correct, the user must fill in the student data.  (See the users guide for a description of the required data.)


eNTRS will display the student information in the upper portion of the screen.  This area is also used to enter any requestor comments and provides the means to identify how prerequisites are met.  The center of the page displays the desire to be placed on a waitlist and the lower part displays the list of selected classes.

Step 7.
Enter any requestor comments or prerequisite data.  (These blocks may be blank.  However, if prerequisites are indicated in the CANTRAC, follow the CANTRAC instructions.

Step 8.
Select Yes or No on the Waitlist option.  (This is a mandatory field.)

2.
Request Review Section

The lower section of the Request Menu provides the non-QCA the ability to review the current status of their requests.  The QCA can review requests by Status, CDP, SSN or UIC.  The drop down screens lists the various request statuses for selection.  (See the users guide for further explanations.)

1.
The UIC option displays requests based on the student’s assigned UIC and not the requestor’s UIC.  

2.
The Status option will only display those requests submitted by the requestor and will be based on Status selection  

Step 1.
The user chooses which view, Status, CDP, SSN or UIC

Step 2.
Select Status or enter SSN if the SSN view is selected.

Step 3.
Select “Review Requests by…..”

Step 4.
eNTRS provides a list of requests based on the options selected.

C.
CIN-NEC XREF To CDP

[image: image4.wmf]eNTRS uses CDP as the key for all course related transactions.  This option provides a cross reference from either Course Identification Number (CIN) or Navy Enlisted Classification (NEC) code to CDP.   If the CIN or NEC is known, the users can obtain a list of associated CDP’s. 

1.
Determine CDP, CIN is Known.

Step 1a.
Enter CIN and select “View CDP Codes”.

Step 2.
Enters displays a list of CDPs and the location.

Step 3.
Select the desired CDP by clicking on the radio button to the left of the desired CDP.

Step 4.
Select “Make Request”, “View Rosters” or “View Quotas”.

Step 5.
Based on the option, proceed to the section of the guide under that option. 

2.
Determine CDP, NEC is Known.

Step 1.
Enter NEC and select “View CDP Codes”.

Step 2.
Enters displays a list of CDPs and the location.

Step 3.
Select the desired CDP by clicking on the radio button to the left of the desired CDP.

Step 4.
Select “Make Request”, “View Rosters” or “View Quotas”.

Step 5.
Based on the option, proceed to the section of the guide under that option. 

D.
ALERTS MENU

The Alerts menu provides the web user notification that a request at their command is in “Rescheduled” status.  This occurs if the class convene or graduation date changes or the class was canceled.  If the change in dates precludes the command from sending the student, eNTRS provides the means to cancel the reservation.  If the reservation is still desired, the CQC will also access the alerts menu and be able to re-confirm the reservation.    

1.
Review Rescheduled Bookings

Step 1.
Select the “Review Rescheduled Bookings”

Step 2.
Select the student 

Step 3.
If the student cannot attend the class, select “Cancel” from the drop down window.

Step 4.
Select “Update Request”.

Step 5.
eNTRS will display a message indicating that the student has been canceled.    

E.
Administer Personal Password

DoD instructions require individuals to periodically change their password to maintain system security.  This menu option provides users with a convenient method to make those changes.  In addition, when a person is first given access to eNTRS, the password will need to be change the first time that users attempts to access eNTRS.  

1.
Change Password


Upon gaining initial access and in accordance with DoD instructions the Change Password option is provided.  When opening eNTRS for the first time, eNTRS displays the “Change Password” screen.  The user can also open this screen at any time to change their password.

Step 1.
Enter Old Password

Step 2.
Enter New Password

Step 3.
Confirm new Password by entering in the “Confirm New Password” box.

Step 4.
 Select “Submit”

Step 5. 
eNTRS will display a message indicating that the password has been changed.

Centralized Quota Control (CQC) Schools

A.
The following schools have transferred quota control to Norfolk CQC:

· Fleet Training Center (FTC) Norfolk, VA

· Navy Occupational NAVOSH, Norfolk, VA

· Navy Leadership Training Unit, Little Creek, VA

· Fleet Combat Training Center, FCTC, Dam Neck, VA 

· Local Training Authority, LTA Norfolk, VA

B.
The following schools have transferred quota control to San Diego CQC:

· Fleet Training Center (FTC) San Diego, CA

· Navy Leadership Training Unit, San Diego, CA

· Fleet Combat Training Center, FCTC, San Diego, CA

· Local Training Authority, LTA San Diego, CA

· Fleet ASW, San Diego, CA

· NAMTRAGRU San Diego, CA

· NAVSUPTRACENPAC DET San Diego, CA 

· Fleet Intelligence Training Center Pacific, San Diego, CA

Business Rules

1. The 30-day rule for BUPERS should remain the same (may want to put trigger into CeTARS system to enforce business rule).  If outside 30 days, QCA owns the seat.  This only applies to C schools.  A school quota authority resides with CNRC and the appropriate detailers.  
2. QCAs are only ones authorized to submit bookings.  This remains same as current business rule.

3. The schoolhouses are the only ones allowed to request extra capacity through CNET/SHOP (emergent requirement).  Eventually this will be automated.

4. All customers will be informed of changes/cancellations in classes within 1 business day by CQC.

5. CQC requests will be acknowledged within 1 business day.  Currently some locations can meet this timeline and some cannot.

6. Quotas for VTT should follow CNET instruction currently under development by CNET/ETS and currently in NAVEDTRA 135B.

7. Need to consider Team Training, UIC versus individual booking.  This is a system issue that needs to be addressed.  The business rule is to allow UIC bookings.   This will be incorporated into eNTRS in a later phase. 

8. Currently there is conflicting guidance on prerequisites (CANTRAC, OATMS, OPNAV decision mgt system, NEC Manual).  Currently, the business rule is to use CANTRAC.  This will remain the same until additional guidance comes from N13.

9. If prerequisite is not met, quota control informs the customer of CANTRAC requirement and the requesting activity requests waiver from the schoolhouse.  The schoolhouse informs CQC if the waiver is approved.  This process should continue to be communicated to Fleet.  

Note:
Long-term solution will be to have a web-enabled waiver request avenue for the Fleet to access.  Short-term solution: Request the schoolhouse annotates in prerequisite block of CANTRAC waiver contact information.  (Course supervisor or predetermined POC and phone number.)  eNTRS has a hot link to the CANTRAC to assist fleet users in obtaining correct prerequisite information.  
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