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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.  During Phase I of development and Initial Operational Capability (IOC) live testing, eNTRS is restricted to the Centralized Quota Control Office (CQC) located in Norfolk, VA.   Five schools in the Norfolk area have transitioned their Quota Control Authority to the CQC.    Atlantic Fleet activities will be the first to have the capabilities offered by eNTRS.  This guide reflects the current state of eNTRS and will be updated as new functionality is deployed.  
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Chapter 1 :  Getting Started with eNTRS

System Security

eNTRS uses Navy standards with Secure Socket Layer (SSL) security and log-on by USERID/PASSWORD for access security.  Only those individuals who are designated as authorized users of eNTRS are able to open and operate the system.  Access is granted using the request form and can only be set up by the System Administrator.

Accessing eNTRS
eNTRS was developed for use on the WEB using either Internet Explorer© or Netscape© browsers. (Versions 4.0 or higher with 128-bit encryption.)

To open eNTRS the user enters the following URL as shown in Figure 1-1.

https://ws214143.spawaritc.navy.mil/eNTRS/prod/login_page.jsp
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Figure 1-1.  Internet Explorer © Screen

Note:  This guide makes the general assumption that the user has a working knowledge of the Windows © and Internet environments and can connect to the Internet.

The WEB browser will display the security alert screen.  The user will select YES to get to the log in page.
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Figure 1‑2.  Securtiy Alert Screen

Privacy and Security Notice

Figure 1-3, the Privacy and Security Notice is displayed prior to entering the login page.  This page contains the notice, ability to contact the Site Administrators and the hotlink to the Web Master.  
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Figure 1-3.  Privacy Act Statement

The WEB browser will then display the login screen.
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Figure 1-4.  eNTRS login Screen

This screen will provide access to authorized users or provide the means to request access.  Authorized users will enter their  “USERNAME”,  “PASSWORD” and click on the LOG IN button.  

Obtaining Access to eNTRS 

New users must register to gain access to eNTRS.  To obtain access the user will select 
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 from the initial login screen.  This option will displays Figure 1.5, the eNTRS New User Application form.  
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Figure 1‑5.  New User Form

To request access, the requestor will fill in the information and select Submit.  This will send the request to the Quota Management Office, CNO N-132E for processing.

Figure 1-5, New User Application Form.  Data element definitions:

	SSN
	Social Security Number

	Name
	Last, First, Middle 

	PRD
	Projected Rotation 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.)


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://ws214143.spawaritc.navy.mil/entrs/prod/login_page.jsp 

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.  

Error Messages

All fields are mandatory with one exception; the user must enter either their Commercial or DSN phone number.  Both is desired but not required.

If any of the data fields are omitted eNTRS will display an error message, such as:
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      or

The eNTRS Selection menu (Figure 1-6) will be displayed when the user enters their Username and Password and presses the login button.  Note Figure 1-6 represents the QCA Selection Menu.  Based on the user access, this screen will display different selection options.
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Figure 1-6.  QCA Selection Menu

CANTRAC

Entrs provides a hot link to the Navy 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.

Help

This function provides three methods of obtaining assistance:
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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. The last option  gives contact telephone numbers to call the site administrators,  if immediate assistance is needed.

Navigating eNTRS

Many of the screens will display the options displayed in Figure 1-7, Previous Page, Main Menu, and Log Out.  These options work exactly the same from each screen.  
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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.

Main Menu returns the user to the main menu

Log Out logs the user completely off eNTRS 

Figure 1-7.  Screen Navigation Options

Chapter 2 :  Using eNTRS

  Selection Menu

The selection menu allows the user to navigate through the various options of eNTRS.  Figure 2-1 is the QCA Selection Menu and Figure 2-2 is a Web user Selection Menu.  Although the selection options are limited on the WEB version, the functionality is exactly the same.  Therefore, only the QCA Selection Menu will be discussed.  The following paragraphs will provide the user with detailed instructions and screen data element definitions.
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Figure 2‑1.  eNTRS QCA Selection Menu

Figure 2‑2.  eNTRS WEB Selection Menu
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Student Menu

The Student menu contains three sections:
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Figure 2-3.  Student Menu

· Student Reservations show individual student reservations

· Update Student Data provides the ability to review/update the student information.  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.  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, he/she should ensure that they have the correct SSN.  If the SSN is correct, WEB users are encouraged to contact the local Personnel Support Detachment/Activity, PSD/PSA, to update the individual’s NES record.   

· Enter New Student allows the user to enter student data for students whose data is not in eNTRS.  (See above for Navy Enlisted System.)

Student Reservations
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Figure 2-4.  Student Reservations

Student Reservations provide the user with information on past and present student training.  The data elements are:

· SSN 
 Student’s Social Security Number

· Name
 Student’s Name

· CDP
Course Data Processing.  This identifies a course at a specific location.

· PGM
Accession Program used for Recruits.  All fleet reservations will be GEN

· Rate
Indicates the RATE associated with the class seat not necessarily the student.

· Pipeline
Indicates if the training is a pipeline (multiple CDPs are required to complete the training)

· Begin DT
Class Start Date

· End DT
Class Graduation Date.

· Course Title
CeTARS course short title

· Status
Student’s actual status in the class.  Confirmed indicates a reserved seat.

· Update BKG
Can only be used by QCAs to update the status.


Note:  Figure 2-4 displays a brief history of formal training conducted at a NAVEDTRA school.  Therefore, this screen may not reflect all training attended.

Update Student Data

[image: image24.wmf] 

Figure 2-5 displays the data currently stored in CeTARS.  The data comes from multiple sources with the NES file as the primary source for enlisted personnel.  The data associated with non-USN enlisted personnel was either entered directly into STASS or as in the case of USMC/Coast Guard data, fed from another ADP system.  Therefore, the data is only used for booking a student and does not necessarily reflect the most current student data.   

Figure 2-5.  Update Student Data Screen

Student Data Definitions

Most data fields are self-explanatory, i.e., Last Name, SSN, etc.  The following provides a brief description of less common entries:

· UIC
Unit Identification Number where the individual is attached.

· PGM
Accession Program used for Recruits.  All fleet reservations will be GEN

· Rate
Individual’s Rate (i.e., AT, EM, YN, etc.)

· DCODE
Used by detailers to identify funding.  Will be preset to Not Applicable and should not be change by WEB users.

· SCAT
Student Category Code used to identify student type in CeTARS*. 

· PSS
Persons Service Status (i.e., Enlisted, Officer, Warrant Officer or No Restriction)

· SSRC
Student Source Code  (i.e., Fleet, Marine Corps, Recruit or No Restriction)

· Country
Citizenship

· E-Mail
Optional.  E-mail address of the person

*
CeTARS
Corporate enterprise Training Activity Resource Systems (formerly NITRAS/STASS).

Enter New Student

This provides the ability for a command to input a new student.  The data fields are the same as Figure 2-2.  Some data elements will be pre-filled based on the requestor’s UIC.  Additional information on this screen will be provided when the pre-filled data elements are defined.  WEB users are encouraged to contact the local Personnel Support Detachment/Activity, PSD/PSA, to update the individual’s NES record for USN active duty enlisted personnel who’s SSN does not show up when attempting a booking.
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Figure 2-6.  Enter New Student Data

After completing the form (Figure. 2-6) the operator will select “Enter Student”.  Figure 2-7 will indicate successful addition of the new student.  (See Student Data definitions on previous page for data element explanations.)
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Figure 2-7.  New Student Added Response
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View Quotas

This menu selection provides the user access to Class Quota information.  Selecting the View Quota option will display Figure 2-8, Quota Menu. 
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Figure 2-8.  Quota Menu

Quota Menu

The user enters a CDP and Begin and End Date range and select “View Quotas.”   If the user is only interested in classes in the next 90 days, the convene “begin” and “end” date can be left blank.  Upon choosing “View Quotas” the class information Figure 2-9, Total Quotas per Class, is returned.
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Figure 2-9.  Total Quotas Per Class

Figure 2-9 provides the user with the list of classes and displays the following data:

· Convene Date
Displays the class start date

· Grad Date
Displays the class graduation date


· Waitlist
Show the number of students on the Waiting list for a class seat

· Available Quotas
Show the remaining quotas available

· Submit Query
Passes the user to the quota distribution screen, Figure 2-10.

Quota Distribution

The Quota distribution screen, Figure 2-10 provides the user with the CeTARS breakdown of quotas by SCAT code.  The upper section provides class information, CIN, CDP, Location, Short Title, etc.  The lower half describes the quotas as follows:

· NITRAS Work
Actual number of seats for the SCAT

· Total Sellable
For most schools this is the same as NITRAS Work quantity.  (A - School executable quotas are inflated to accommodate recruit attrition.)

· Waitlist QTY
Indicates the number of individuals on the waiting list for a seat (available quota.)

· SCAT
Student Category that describes the type of student that can attend.  Used by the booking process to ensure proper bookings.

· Rate
The rate required by the SCAT line.  GEN indicates any Rate can attend

· PROG
Represents the accession program used by Recruiting to A Schools.  GEN indicates PRGM information is not needed.

· GND
Gender

· PSS
Persons Service Status: Enlisted, Officer, Warrant Officer, or No Restriction 

· SSRC
Student Source Code: Fleet, Marine Corps, Recruit or No Restriction
· CTRY
Country Code.  Identifies courses that are restricted to US citizens
· STAT
Indicates the status of the quota as follows:
 
Active, usable,

 
Inactive, unusable,

 
Frozen, applies to A schools, not useable

 
Discontinued, deleted by CeTARS.
· Create BKG
Used by QCA’s only. (QCA use eNTRS to create a booking for an activity that cannot connect to eNTRS.)
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Figure 2-10.  Quota Distribution
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Class Roster

Provides to the QCA a view of all students currently enrolled in a given class.  To support privacy act regulations, rosters for non-QCA users will only show all students assign to that command.

Roster Menu

Selecting Class Roster will display the Roster Menu Screen, Figure 2-11.  This screen is similar to the View Quota screen.  The user enters a CDP and date range, click on “View Rosters” and eNTRS displays the Class Roster Selection screen, Figure 2-12.  
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Figure 2-11.  Roster Menu
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Figure 2-12.  Class Roster Selection

From this screen the user selects the desired class and submits the query. 
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Figure 2-13.  Roster Details

Roster Details

The Roster Details screen (Figure 2-13) displays the Course information at the top, followed by the list of students currently booked into that class.  The number at the bottom of the screen indicates the total number of students enrolled in that class.  The list contains SSN, Name, Student UIC, Requester ID (Who made the booking) Gender of the student and booking status.  The STAT block will indicate one of the following:

Advanced.  
The student has a soft booking.  When booked by detailers, this indicates orders have not been released.  When booked by CNRC, the recruit has not shipped to boot camp.

Confirmed.
Student has a firm booking

Awaiting Instruction
Student is at the school awaiting training

Under Instruction
Student is currently under instruction

Failed to Report
Student did not report for training

Attrited
Student did not complete training

Canceled
Student’s booking was canceled.

Rescheduled
The class had a change and it may be necessary to reschedule the student.  QCA will be notified to check the booking via the Alerts menu.

Waitlist
Student is on the waiting list for the class

Graduated
Student graduated from the course
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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. 
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Figure 2-14.  Request Menu

Main Request Option

This option is similar to the View Quota option; the user enters the CDP and desired date range.  Leaving the dates blank will return information on classes in the next 90 days.  
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Upon selecting “View Quotas for  Requests”, eNTRS will display Figure 2-15, Request Classes screen.
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Figure 2-15.  Request Classes

Request Classes

This screen provides a list of classes for the date range selected in the previous step.  It provides the user with class/course and quota information.  The available Quotas column displays the seats remaining in the class at the time the user makes the request.  Because this is a dynamic system, quotas may be used by the time the request is processed by the QCA.  The business rule is “first in, first out.”

The requestor must decide which class best meets their needs.  The option to select multiple classes allows the QCA flexibility in assigning the student to a seat.   The QCA will only book the individual to one of the classes identified.  For Waitlist, if the QCA cannot fill the request and the requestor has indicated interest in a Waitlist, all checked classes would be waitlisted.  However, a waitlist is not a booking.  The QCA must convert a waitlist to an actual booking when a quota becomes available. 

After the requestor has made the class selections, the user will enter the SSN of the prospective student.  If that student is not in the eNTRS database, the requestor will be asked to complete the student data form, see Figure 2-5. If the student is in the eNTRS database, then the Figure 2-16, Process Request screen will be displayed.
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If the user forgets to select a Class or enter an SSN one of the following error messages will appear:
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Process Request
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The Process Request screen has four sections.  Each section is intended to provide sufficient information to the QCA to process the request.

Figure 2-16.  Process Request 
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The top section contains student data.  The requestor should use this section to verify that the SSN entered in the prior screen returned correct student.  If this screen does not display the correct student, verify SSN to Name and reprocess the request.  The requestor can select the “Previous Page” option at the bottom of the screen to verify and modify the SSN.

The middle section contains information that the requestor elects to pass to the QCA.  The Proxy Email address is used by the QCA when making a booking for an activity that cannot access eNTRS.  This field identifies to eNTRS the email address of the requestor.  eNTRS will uses this address to send a response to the booking request.  The Comments block provides a place for the requestor to pass on any information that may help the QCA to process the booking.  The last block, PREREQ is for the requestor to enter “How” the student meets any required prerequisites associated with the course.  (Prerequisite information is contained in the CANTRAC). 
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At the bottom of the middle section is the Waitlist Box.  Waitlist is a mandatory selection item.  The requestor must select Y or N before processing the request. 
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 The following error message will be displayed if no selection was made.   

Note:  As previously stated, Waitlist is an option the requestor makes to ask to be placed on a waiting list for the class in the event all the seats have been taken.  When multiple classes are selected, the individual will be placed on the waitlist for all classes.  If the QCA later books the individual to one of the classes, all other waitlist requests will be canceled.  

The last section shows the actual course and class information for the request.  This allows the requestor an opportunity to verify the class/course information prior to submitting the request.
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When the “Process Request” button is selected, the requestor will receive a confirmation that the booking request has been accepted by eNTRS.
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Request Review Section

The lower section of the Request Menu (Figure 2-14) provides the non-QCA the ability to review the current status of their requests.  There are four subsections (options):

CDP
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Notes:

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  

In addition, a dropdown screen further defines the selection by choosing which status codes the user desires to review.  The following provides an explanation of each Status Code:
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Action Pending:
Includes all Initial, Under Review and Deferred requests

Booking Cancel:
Lists all bookings that have been canceled.  

Confirmed:
Approved requests (Student has a reservation)

Deferred:
Requests that have been placed on hold until a future date

Disapprove:
Requests that could not be granted.

Initial
Unopened request submitted to QCA

Request Cancel
Request canceled.  (Can only be canceled by the submitter)

Under Review:
Indicates that a booking was reviewed but not Booked, Waitlisted or Disapproved.

Waitlisted
Placed on the waitlist for the class or classes specified in the request

Upon selecting View Requests, the following screen will display requests based on the input criteria.  For this example, the request was by SSN.  The results show all requests.  
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CIN-NEC XREF To CDP
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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. 

Upon selecting the CIN – NEC XREF to CDP option CIN or NEC Selection Menu, figure 2-17 will be displayed.
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Figure 2-17.  CIN or NEC Selection Menu
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The user may select the CIN menu by entering a valid CIN or the NEC menu by entering a valid NEC.  (i.e., D-102-8970 or 8845).  Either entry will return a list of CDP’s.  (In the below example, the user selected an NEC of 8845.) 

Figure 2-18.  NEC CDP List

The user will:

1.
Select the desired CDP

2.
Select one of three options from the drop-down window

3.
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elect Go

These options will return the same screens as selections from the Main menu. (Request, View Rosters or View Quotas.  For instruction on the these operations, see those sections in this guide.)

Error Messages.

If the user fails to enter a Valid CIN or NEC, eNTRS will return one of the following error messages:
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or
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If the user fails to select a CDP prior to selecting “GO”, eNTRS will display the following error message:
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QCA Main Menu

The Quota Control Authority uses the QCA Menu, Figure 2-19, to process booking requests.
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Figure 2-19.  QCA Menu

There are four options for reviewing request: Status, CDP, SSN and UIC (Requesting Activity).  They all provide the same response.  The Status option will provide the QCA with a list of requests based on the status of the requests stored in eNTRS.  Requests made by CDP, SSN or UIC will only return those requests based on the filter and status selected from the drop down menu.  The drop down window provides the means of selecting the type of requests to review as follows:

Action [image: image65.wmf] 

Pending
Includes Initial, Under Review and Deferred requests

Booking Cancel
Booking canceled.

Confirmed 
Approved request (Student has a reservation)

Deferred
Requests that have been placed on hold until a future date.  The QCA will re-evaluate at the specified date. 

Disapproved
Requests that could not be granted

Initial
Unopened request submitted to QCA

Request Cancel
Request canceled.  (Can only be canceled by the submitter)

Under Review
Indicates that a booking was reviewed but not Booked, Waitlisted or Disapproved

Waitlisted
Placed on the waitlist for the class or classes specified in the request

Request List

Upon selecting one of the drop down selection (status group) and selecting a “Review Request By…” filter options (Figure 2-19), the request list is displayed.  This list will show all requests based on the filter with the oldest request at the top.   This request is for CDP 438G, on a Convene Date of 6/3/02 for an individual in the SAFE PROG AFLOAT course.  The current status is INITIAL (Unprocessed by a QCA).  
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Figure 2-20.  Request List

Request Data

Selecting the “Review Request” button (Figure 2-20) displays the details of the request (Figure 2-21). 
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Figure 2-21.  Request Details
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Figure 2-22.  Student Information

The top section of the Request screen (Figure 2-22) provides student data and information intended to aid the QCA in processing the request (Comments, Prerequisites and Waitlist indicator).  As described in the business rules for eNTRS, the following student attributes must match the actual quotas in the class:  Gender, SSRC, SCAT, PSS, DCODE and Country.  (For A schools, PGM and Rate must also match.)

The lower half of the top section contains the requestor’s comments, lists how the student meets the prerequisites (if applicable), and waitlist preference.   This section also identifies the current status of the request, the last person (QCA’s user id) to modify the request, and the date modified.
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Figure 2-23.  QCA Defer and Disapproval

The Middle section of the request (Figure 2-23) provides the QCA with the ability to set a priority for the request.  Comments from the requesting activity may indicate to the QCA that this request should have some priority when processing.  The priority should be assigned when a request is waitlisted or deferred.  The Defer Date block is used by eNTRS to re-queue that request on the Defer Date for review.  

If the QCA decides to disapprove the request, he/she must select a specific reason.  A drop down window is provided that contains disapproval statements.  The Proxy Email line is used by the QCA when using the Creating Booking menu.  This provides the QCA a means of notifying the requestor of a processed request and will be explained under the “Create Booking” section.

Note:  The system administrator can add additional reasons to this drop-down window.  The process for submitting changes is under development.  

[image: image70.png]ADMINISTRATION MENU

VIEW/UPDATE/DELETE USERS

ENTER NAME:

Submit

ENTER NEW USER

Submit

VIEW ACCESS REQUESTS

Submit





Figure 2-24a.  Booking Request Class Details

The bottom section of the Request screen displays the Booking Request Class Details (Figure 2-24) providing the QCA with class information and the desired date/s.  The QCA selects a class date and opts to either create the booking or a waitlist
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Figure 2-24b.  Class Quota Details
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To assist the QCA, the “View Quota Detail” selection on (Figure 2-24) provides quota information that can be matched to the student’s data.  To close this screen, the user must click the close window box in the upper right corner of the display.  

Create Booking

This option generates an actual booking request to NTRS.  If the student matches the qualifiers and quotas are available, the booking will be accepted and will return a message to inform the QCA that the booking was successful, or indicate the reason for failure.  The booking is then sent to CeTARS (STASS) to generate the CeTARS roster.  According to the eNTRS business rules, when booking to a class that is to convene within the next 30 days, the student attributes do not have to match. 
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or 
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Create Waitlist

This option provides the QCA a list of quotas in each class.  Although Waitlist does not create a booking, it does have a booking ID that is assigned based on the SCAT.  The QCA must choose a SCAT for the Waitlisting.  
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Figure 2-25.  Create Waitlist Sub-Menu

By selecting one of the lines in Figure 2-25, the student is placed on a Waitlist for all classes listed in Figure 2-24.  Once a Waitlist is converted to a booking all Waitlist requests are canceled associated with the original booking request.  Upon selecting “Submit Waitlist” the QCA will receive a conformation message indicating the Waitlist request was accepted.  (Request Approved for Dynq xxxxx)
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Create Booking 

Create Booking option provides the QCA with the ability to act as a proxy and make a booking for an activity that cannot access eNTRS.  The QCA receives an E-mail or Naval Message requesting a booking.  eNTRS provides the screens necessary for the QCA to make the booking.  When the request comes in the form of an e-mail, eNTRS will format and send an e-mail response to the requestor with booking information.

Create Booking Menu

When Create Booking is selected the Create Booking CDP Entry screen is displayed.  The QCA enters the CDP and Date Range associated with the request.   (Leaving date range fields blank will display all classes for the selected CDP in the next 90 Days.)  
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Figure 2-26.  Create Booking CDP Entry

Failure to enter a valid CDP will return the following error message:  Select OK and enter a valid CDP.
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Figure 2-27.  Create Booking Classes

Create Booking Classes

The Create Booking Classes screen displays class/course data, a list of classes, number of students currently on the waitlist and the number of available quotas in those classes based on the date range in the previous step.  The QCA selects an appropriate class (or classes if waitlisting is desired), enters the student’s SSN and selects “Submit Query”.

If the QCA fails to enter an SSN or select a class, one of the following errors will appear.
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or

With the appropriate data entered the QCA selects “Submit Query” (Figure 2-27) and eNTRS will provide the QCA with Student and Class information (Figure 2-28).  
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Figure 2-28.  Create Booking Student/Course Data  

Submit Request

Similar to the request quota screen, Figure 2-28 describes the Student, Provides the means for the QCA to process the booking and displays the class information.  The student data is a quick reference for the QCA to ensure that the SSN entered is correct for the student.  It also provides the student attribute data needed to process the booking. 

[image: image83.png]VIEW/UPDATE/DELETE USERS

ENTER NAME:

Submit




The center section of this display is used to actually make the booking or waitlist. For an actual booking, the QCA selects “Confirm” from the Status dropdown window and selects “Process Request”.

The DCODE is preset to Not Applicable and should not be changed.  Any other selection may result in a failure of the booking to post.    The additional options will be used in the future.  QCA’s should check to ensure the DCODE is NOT APPLICABLE.
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When the student attributes match and quotas are available the QCA will receive notification that the booking was successful.  If a booking already exists for the individual in the same CDP, the message on left will be displayed.
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If waitlist is selected, the following message will be displayed:
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ALERTS MENU
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The Alerts menu provides the QCA notification of an event that needs immediate attention. (This menu is still under development.)  Currently there are three options, Review Priority Requests, Review Canceled Requests and Review Rescheduled Bookings.  

Review Priority Requests

During processing of requests a QCA may defer a request.  In addition the QCA assigns a priority to that request.  This option allows the QCA to view the requests that have been assigned a priority.  If no Priority requests exist, eNTRS will return  “No Requests Found Marked Priority”

Review Cancelled Requests

Changes in operational commitment, equipment, or other unforeseen events may prevent sending an individual to previously reserved classes.  Therefore, Fleet units may cancel a booking at any time.  When using eNTRS to cancel a booking, the QMO must be notified in the event there are potential students on the Waitlist.  This option provides the QCA with cancellation information (Figure 2-29).  
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Figure 2-29.  View Cancelled Requests

The QCA will select review request providing the QCA a view of the booking information similar to the “Review Request Menu” (Figures 2-23 and 2-24).   Note that at the bottom of the screen that Available Quantity and Waitlist Quantity is provided.  This will allow the QCA to make a decision on accommodating a waitlisted individual as a result of this cancellation.  In this case, no one is on the waitlist. 
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Once the QCA closes this screen, the cancellation report is removed from the Alert queue.

Review Rescheduled Bookings

During execution year, it is sometimes necessary to adjust class schedules or even cancel classes.  eNTRS provides an alert to the QCA when an individual’s booking is affected by these changes.    For WEB users, the screen will allow the user to cancel if the new convene date does not match their schedule.  For the QCA, the alert will allow them to Re-confirm or cancel.

In both cases the QCA and WEB user will receive an update on the booking status made by either the WEB user or the QCA.  For example, if the WEB user decides to cancel the booking, and there are individuals on the Waitlist, then the QCA will receive an email.  If the QCA re-confirms or cancels the booking the requestor will be notified.  

Note:  This function is still under development and therefore screen captures are not available at this time.
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Administer User Data

The Administration Menu provides the means to Add, View, Update and Delete eNTRS and, it provides the means to process requests for user access submitted from the Web site.  The functions available in this option are limited to the system administrators only.
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View/Update/Delete Users

The first section of the Administration Menu provides the means to View, Update or Delete users. 
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The user enters the LOGIN ID of the individual and submits the request.  (If the LOGIN ID is unknown, leaving the field blank will return all users.)  eNTRS then provides the administrator with the user’s profile.   
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From this screen, the administrator can update all fields on the profile, reset the password and add additional UICs to the users profile.  

Upon changing the data in the profile, the user must select “Update User Data” to accept the changes.  A successful update will return the following message.
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Reset Password

The second option on this screen provides the administrator the ability to change or reset a user’s password.  When users forget their password, they can contact the administrator to reset the password.  The administrator will set the password to the users SSN.  The administrator will then notify the requestor that the password has been set. 

Add New UIC Authorizations

The last part of this section allows the administrator to add UICs to the user profile.  

The user contacts the administrator and provides the additional UIC.  Upon entry, the administrator selects “Add New UIC Authorization” and eNTRS displays the following confirmation message:
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If the administrator forgets to add a UIC the following error message will be displayed:
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Enter New User

The middle section of the Admin menu provides the ability to enter a new user.  Requests that are not received via eNTRS can be processed using this selection.


Selecting this section will provide the administrator with the User Data Screen below.   The New User input form has been explained under “Obtaining Access to eNTRS” on page 4 of this document.


All fields are mandatory except phone where the user must enter a DSN or Commercial phone number.  

The administrator will assign the User ID, password and indicate the role. 

The current format is as follows:

USER ID = 
Last four of SSN, First initial (First Name) First initial (Last Name) User Role (WEB, QCA, ADM).  Example from the above form:  4987ATWEB

Password =
Initially set to requestors SSN.  Upon opening eNTRS for the first time the user will be prompted to change their password.

Role =
WEB:
Non-QCA, Fleet user

QCA:
Quota Control Authority

ADM:
Administrator

Upon successful completion of the form, the administrator will receive the following confirmation message:  


View Access Requests

The last part of the admin menu is the “View Access Requests”.  The administrator uses this section to view all outstanding requests.  

To view all outstanding requests the administrator selects “Submit” and eNTRS displays the following list: 

The administrator then clicks on “View Access Request” to view the details.  eNTRS will display the “Enter New User” screen previously described.  The administrator will then review the data and can take one of three actions; Approve, Deny Application, or Delete.


Approving a Request:

To approve a request the administrator enters the USER ID and Password, selects the user role (Web, QCA or Admin) and then selects “Create New User.”

Note:  Upon the first use, the new user will be prompted to enter a new password as covered in the “Administer Personal Password” section of this guide.

If successful, eNTRS will return the following message:


If the requestor already has access to eNTRS the request is denied and the following message is displayed:


Denying an Application  

A request may be denied for a number of reasons. (The command may already have their allocation of users, the requestor is asking to be a QCA and is not in that role, etc.)  The administrator adds comments on the reason for disapproval and selects “Deny application and notify applicant by email.”  This will automatically send an email to the requestor.

Deleting an Application 

With eNTRS being an Internet application, it is conceivable that an unauthorized individual will attempt to gain access.  If the administrator deems a request to be in this category, simply selecting “Delete the application no email notification” will remove the request from the queue without sending an email to the requestor.


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.  


To change a password the user enters the old password, a new password and confirms the new password by entering it a second time then selects submit. Passwords must be alphanumeric and between 8 and 16 characters in length.  If not, the following error message will be displayed:
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Chapter 3 :  System Administrator

  Administrator Functions

This selection is currently under development.

Definitions

Centralized Quota Control (CQC) Schools

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

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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