Module 7: Trainingand Nomination Administration November 2020

IQCS User Guide

MODULE 7: TRAINING AND NOMINATION
ADMINISTRATION

OVERVIEW

Welcome to the Trainingand Nomination Administration module.In this module, we will discuss
the training and nomination functions included in the Incident Qualifications and Certification
System (IQCS) and how they can be used to streamline the logistics of scheduling course sessions,
nominating and prioritizing responders for sessions, and recording course session results. This
includes how to create a course session, course session enrollment, responder training records,
training administration, and nominating and prioritizing responders.

[QCS usersare not allowed to enter, edit, or remove their own data on any pages, with the exception
of experience records, in the IQCS application.

New November2020
e Minor updatestocontentand formatting
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TRAINING ADMINISTRATION

IQCS has a built-in training function designed to simplify the logistics related to scheduling training
course sessions and recording the results of those sessions. This includes selecting instructors and
facilities for each training session; enrolling selected responders in course sessions; creatingtent
cards, name tags, and certificates; and documentingthe results of training.

The advantage to using session administration is that the course completion will be automatically

credited tothe responder’s competencies and trainingrecord. This eliminates the need for the
users to manually input the course completion credit.

USING COURSE SESSIONS

Course session managementis utilized in [QCS by creating a course session from an active course,
rostering students manually or through the nomination process, and completing the session. When
students are enrolled into a session, their Responder Training page is updatedtoreflect enrollment.

When the course session is complete, enrollmentstatus is changed to Complete in the responder’s
training records and the competency (ies) are awarded.

You should never create a course session if you did not host the course. If a responder in your unit

completed a course thathasnotbeen documented in IQCS, then add the completion of the course in
theresponder’s training record.

Course Session Info | Location, Instructor || Equipment || Expense

Course: $130 Firefighter Training Course Status: Active
Session Number: 00000 School: NWCG Training Committee
*Session Status: Session Administration
[[] Nomination Workflow NWCGETC
Start/End Dates: 11132017 |[5H 11162017 |5 ] Rescheduled
[CIwithin Area
Start/End Times: 3.00AM 4.00PM
Duration: 300 Duration Unit:
Min Students/Session: 1 Max Students/Session: 999
Vendor ID: 2,

Course Coordinator 1D: po0D010235! % @, Supervisor,Sally

Course Offer Level:

Sponsor Unit 1D: O‘

Nomination Deadline Date: [ Nomination Notification Date: El Prework Due Date: El

Course Session Security

Security Group ID: OJ Populate List From Group |
Personalize | Find | View All | 22 |L1_ﬁ First 4 1 0f 1"}/ Last
Empl ID
@, [+ =]
5| Save | [=] Notify Es Add 37| Update/Display +) Include History | |[# Comrect History
£ o
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ACTIVE COURSES

[f you want to use IQCS session management, a course will have tobe defined on the course table as
active.

All National Wildfire Coordinating Group (NWCG) courses and many agency-specific courses are
loaded in the course table in IQCS. Information specific for each course as described in the NWCG
Standards for Course Delivery, PMS901-1 isheld in the Course table.

A Course Status of Active denotes an active course. An inactive course is one thatisno longerin use.
You cannot create a session for an inactive course.

Course Session Info | Location, Instructor | Equipment | Expense

Course: S130 Firefighter Training Course Status: Active
Session Number: ooooo School: NWCG Training Committee
*Session Status: Session Administration
] Nomination Workflow NWCGTC
Start/End Dates: 11132017 |[5) 11162017 | [ Rescheduled
[Cwithin Area
Start/End Times: 8:00AM |  [4:00PM
Duration: 30.0 Duration Unit:
Min Students/Session: 1 Max StudentsiSession: | 999
Vendor ID: @,

Course Coordinator 1D: DODD010235! x QA Supervisor,Sally

Course Offer L eve:

Sponsor Unit 1D: @

Nomination Deadline Date: E Nomination Notification Date: E Prework Due Date: El
Course Session Security

Security Group ID: @, Populate List From Group

Personalize|Find|\newA|||@|E First'4' 1 of 1 ‘&' Last
Empl ID

@ [+ [=]

5] Save | |[=] Motify Es Add || | Update/Display || Include History ||[7 Corect History
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CREATING A COURSE SESSION

The training officer or course coordinator schedules a course session in IQCS by adding a course
session for an active course. The system will automatically assign a session numberupon saving.

Course Session Profile Location, Instructor Expense

06/08/2018 | |06/09/2018 |3

Start/End Dates:

M Session Administration
M Nomination Workflow
[J Rescheduled

Course: S339 Division/Group Supervisor
Session Number: 00181 | School: NWCG Training Committee
*Session Status: |

I within Area
Start/End Times: T:00AM 4:00PM
Duration: 21.0 Duration Unit:
Min Students/Session: 1 Max Students/Session: 999

Course Status: Active

Each session numberis unique tothat particular course. Itis associated with the specificstartand
end dates of a particular offering. You should note the session number assigned for future use and

tracking.

When you create a course session, accept the status of Active. Students can only be enrolled in

active sessions.

COURSE SESSION SECURITY

There maybe times when you want to allow a group of users access to modify a course session
that you created. For instance, you could create a security group for a regional training center
whose employees may all need access to all courses held at their facility.

Course Session Profile Location, Instructor Expense

Course: 5230 Crew Boss (Single Resource)

Session Number: 00891  School: NWCG Training Committee
*Session Status: B4 Session Administration
[¥ Nomination Workflow
Start/End Dates: 06/18/2018 [H 06/20/2018 | [ Rescheduled
[ Within Area
Start/End Times: 7:00AM  [4:00PM
Duration: 260/ puration Unit:
Min Students/Session: 1 Max Students/Session: 999
Vendor ID: Q

00000122522 | Ghristopher Wendy Faye

Geographic Area_~

Course Coordinator ID:

Course Offer Level:

Course Status: Active

NWCGTC

Go to Rapid Session Enrollment

Sponsor Unit ID: Q
Nomination Deadline [ Nomination Notification Date: [ prework Due Date: ]
Date:
Course Session Security
Security Group ID: Q Populate List From Group
Personalize | Find | View All | | L:' First ‘4" 10f1 '} Last
Empl ID
Q H= =
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INSTRUCTIONS - COURSE SESSION SECURITY GROUPS
Follow the directions below to create and populate the Course Session Security Group.

1. Navigate to Training Administration > Course Sessions > Course Session Security
Group.

2. Add a New Value. Selectthe tab to add your group. This is not the same group thatis
created in the Responder Administrative section of IQCS. This group is only for those users
with security accesstoa course session.

3. Group ID.Enter your desired name for the group. The Group ID field is up to six (6)
characterslong.

4. Group Members. Select to add the group members. Only IQCS users with an EmplID
assigned totheir account can be included.

To add this group toa course session Authorized Session Access, follow the following process.

Navigate to Training Administration > Course Sessions > Course Sessions.
Search for and select course session.

Enter the Group ID and select the Populate List From Group Button.
Selectthe Save button.

W e
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INSTRUCTIONS — CREATINGA COURSE SESSION

To create a course session, follow the process below.

1. Navigate to Training Administration > Course Sessions > Course Sessions.

2. Selectthe Add New Value tab.

3. Course Code: Enter the withouta hyphen (e.g. S230) for the course you are creatinga
course session for or use the LookUp feature toselect from alist of all courses.

4. Selectthe Add button.

5. Session Status: Acceptthe default of Active.

e Active. Active course sessions can be managed by users with access.

6. Session Administration: Acceptthe checkinthe checkbox.

e When checked, the session’s enrollment, instructors, reports, certificates, etc. are
managed in IQCS. Responder training records and competency records updated.

e Iftheboxis not checked, responders cannotbe enrolled nor will competency
records or training records be updated.

7. Selectthe Nomination Workflow checkbox if you want touse the training nomination
process builtinto IQCS for this course session (see the next section of this document to
learn about nomination workflow).

e When checked, thisindicates the sessionisincluded as a choice in the nomination

workflow.

e Iftheboxis not checked, the session will not show up in thelist of courses for which
aresponder can be nominated.

8. Rescheduled: Selectthe boxif you are changing session information.

e Checkthe Rescheduled box onlyifyou change session information, such as dates or
times, so you know you have made changes tothe original information. When you
select this checkbox and save the page, the system changes the letter code in the
studenttrainingrecord to RSC (reschedule).

9. The Within Area box indicatesthe intent tohave coursestaughttothelocal area students.

10. Start Dateand End Date: Enter a start and end date for the course session.

e Ifyouchangethe date or time of the session after your initial save, you will have to
change the date and time on both the Session Information tab and on the
Location/Instructor tab. Ifyou do not change the date and time in both places you
will geta Cut Session error message.

11. Start Time and End Time: Enter startand end time for the course session

12. Duration: Is automatically populated from the Course table and is editable. The duration
unit defaults to ‘Hour’, which is the most commonly used value. Duration can be changed to
other units of measure.

13. Min Students/Session and Max Students/Session: Enter the values that fit your session.
The values of 1 and 999 have been setin the Course table in order to give the most
flexibility tothe system.

14. Vendor ID: If avendor offers the course, enter the Vendor ID in.
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15. Course Coordinator ID -Look up and select the course coordinator or enter the EmplID of
the course coordinator.

16. Course OfferLevel: Select the level (coverage) of the course.

17. Sponsor Unit ID: Enter the unitid of the office sponsoring the training.

18. Enter or look up the Nomination Deadline and the Nomination Notification Date when
the course uses the nomination process.

19. Pre-work Due Date: Enter or look up the when the session has pre-workrequired.

20. Enter a Security Group ID or any EmpIDs who have session access intothe Course Session
Security area.

e IQCSappliessecurity tosession management. Only those individuals with
designated access will be able to make changes to session data, including
enrollment, dates, and session completion. These individualsare: session creator,
course coordinator, and those identified under authorized session access.

21. Select the Save button.
22. Note the Session ID Number that was created for the session after you saved the course
session.
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NOMINATION WORKFLOW
The Nomination Workflow is a process by which IQCS is utilized to manage enrollment
requests, multiple levels of prioritization, and a final enrollment roster for an active course
session.

To use the nominate process, the Nomination Workflow checkbox must be selected when
you are creating a course session. This indicates the session is included as a choice in the
nomination workflow. Ifthe box is not checked, the session will not show up in the list of
courses for which a responder can be nominated.

Course Session Profile Location, Instructor Expense
Course: 5230 Crew Boss (Single Resource) Course Status: Active
Session Number: 00891  School: NWCG Training Commitiee
*Session Status: i Session Administration
[ Nomination Workflow I
Start’lEnd Dates: 06/18/2018 |[® |06/20/2018 |[w] ["TRescheduled
[ within Area
Start/End Times: T-00AM 4:00PM
Duration: 26.0 Duration Unit:
Min Students/Session: 1 Max Students/Session: 999

[tis importanttorememberthat the identified Max and Min Students/Session field does
affect the Nomination Workflow process. If the number of enrollment requests exceeds the
identified Max Students/Session number, duringthe final prioritization process, the system
will automatically wait-list students whohave been selected butexceed the max. The
system will advise the user with the following warning message:

Warning - The number of students enrolled in this session exceeds the maximum
number of students specified for the session on the Course Session Table. Thisis a
warning message only.

A user will not get the above message using Rapid Session Enrollment or Course Session
Enrollment.
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Selecting Facilities and Instructors Instructions

After you create a course session, you can assign facilities and instructors to that course
session.

Course Session Profile Location, Instructor Expense

Course: S230 Crew Boss (Single Resource) Course Status: Active
Session # 00891 Session Status:  Active
Training Location Find | View All First ‘4’ 10f1 ‘»' Last
Start/End Dates: |06/18/2018 |1 06202018 |[W) Start/End Times: |/ -00AM 4:00PM [+ [=]
Duration: 26.0 Duration Unit:
Facility: BODTR |Q Table Rock Conf. Room Vendor ID: Training Facility Address
Select free Training Room Boise D
Room Code: Maximum Nbr of Students:
Building:
Floor Nbr:
Instructor Find | View All First ‘% 10of1 ‘" Last
Vendor Instructor ID Name Instr Lvi:
a =

INSTRUCTIONS — MANAGING FACILITIES AND INSTRUCTORS

Follow the directions below to assign facilities and instructors toa course session.

Navigate to Training Administration > Course Sessions > Course Sessions.
Search for and select course session.

Select the Location, Instructor Tab

In the Training Locationsection:

a. Use the LookUp feature to select the facility where the training will be held. The
facility name will appear in the blocknext to the facility code. For facility contact
information, select the Training Facility Address link. This informationis held on
the Facility Table.

b. The Training Room hyperlinkwill appear ifrooms have been identified on the
Facilities Table. Select the room where the training will be held.

Note. Training rooms with adequate seating will appear in the list.
i. Select OK.The page will return tothe Location, Instructor tab.
5. Vendor ID. Use the Look Up feature toselect the Vendor ID when aninstructor is a
through a vendor. Vendor information is stored in the Vendor Table.
6. Instructor ID. Use the LookUp on the Instructor ID field and select an instructor.
e Onlyinstructors whoare identified on the Instructor Table for the course will be

W

listed. See the Adding Instructors section.
e Tosearch for an instructor, enter as much information as you have tonarrow the
search.
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e Onlyone instructor can be selected ata time. Select the + button to add more
instructors tothe session (the type of instructor, lead or unit, is designated on the

Instructor Table but can be edited at this location).
7. Selectthe Save button.

EXPENSE TAB

You can use the Expense tab to include Part Il of NWCG Nomination Form. Part Il is the agreement
to collect funds.

Course Session Profile Location, Instructor Expense
Course S230 Crew Boss (Single Resource) Course Status Active
Session Nbr 00891 Look Up Expense Type
Expense Tuition Expense Type| begins wiith v |
- Description
A
Look Up Clear Cancel | Basic Lookup

Search Results

View 100 First ‘4" 1202 ‘M Last
Tuition Expense Type Description

INSTR Instructor Travel and Per Diem
TUITION Basic Tuition

INSTRUCTIONS — EXPENSE
Follow the directions below touse the Expense Tab toadd PartII of the NWCG Form.

Choose the Expense Tab

Enter or look up Tuition

Box will populate with Tuition

Leave this field blankifyou do not do any type of tuition reimbursement

W e

STUDENT ENROLLMENT

Enrolling studentsin a course session in IQCS and maintaining session enrollment information will
develop and maintain the course trainingroster. You will not have to update aresponder’s record
individually for courses managed withinIQCS. When the session is completed, those studentswho
successfully completed a course will have the competency for the course added totheir training
record then posted to their master record.

Page 12
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Search Menu:

L Employee Self Service ’
ou = Fusion Integration »
LJ  Responder Administration s
1 Qualifications Management ’
L Training Administration & Course Details s
€| 1 Training Nomination L Course Sessions ’
0  Reports [ Student Enroliment »
€1 3 wWorklist L1 Training Details » il]

There are multiple pathways to enroll students and maintainrosters in sessions.

e Rapid Session Administration displays minimal information aboutthe responder but

allows the user to enroll several responders rapidly and to easily view a list of responders
enrolled.

e Course Session Enrollment displays the mostinformation about the responder.

e Group Enrollment allows user to define a Group and enroll them all at once into a session.

Session enrollment allows you toselect from all respondersin the database. Clicking on the
magnifying glass will return the first 300 records. Obtaining basicinformation about your students,
such as EmplID and UnitID, is favorable for this function.

When you are enrolling courses, you should limit enrollments tounder 75 students. The PeopleSoft
functionality limits the success of completing large sessions.
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RAPID SESSION ADMINISTRATION

Rapid Session Administration provides the capability to enroll many studentsin a session quickly.
This screen also allows you to see a list of students assignedto the course session.

Rapid Enroliment
Course: 5131 Firefighter Type 1 Training Session # 00019 Active
Start Date: 01/15/2017 Start Time: 8:00AM  Coordinator: 00000030102 Unit ID: NM-KLQ
Facility: Language: Pine Mathew
Min Students: 1 Max Students: 994 Prerequisite Checking
Nbr Enrolled: 1 Nbr Waiting: 0 Go to Course Session Setup
Attendance Personalize | Fing | 2 | E& First'& 1 of 1 &/ Last
Empl ID Name Egrrrr'ln Unit 1D =Attendance Status Date Priority ;reetreq. I(_:eorgzr Date Letter Printed
100000000240 | G] Hood Robon U [i] ?o%_eﬁmg?qu Enrolled v | 09/01/2017 |5 CON_|@, Confirmed + =]

INSTRUCTIONS — RAPID SESSION ADMINISTRA TION

Follow the directions below to enroll students with Rapid Enrollment.

1. Navigate to Training Administration > Student Enrollment > Rapid Session

Administration.
Search and select course session.
Type in or look up the responder’s EmplID.

Ul W

entering multiple students.

Attendance Status will defaultto Enrolled. Change thisifnecessary.
Using the + button will allow you to add more students to the session. Repeat this step if

6. Onceall studentsare enrolled, clickon the Prerequisite Checking button.QCS will check

and verify that each student meets the requirements.

o Ifthestudentmeetsthe prerequisites, the Prerequisites Met box will be checked.

e Iftherearenocourse or competency prerequisites for the course, you will see a
dialogbox confirming that there are no prerequisites for the course.

7. SelectSave.

You will receive awarningifyou enroll a student whohas already taken the course. This does not
preventyou from enrolling the student. IQCS will alsowarn you if a studentis already enrolled in

another session for the same dates.

Do not use Complete on the Rapid Session Enrolment page. Completeis only used at the Session
Setup page. Use the Goto Course Session Setup linkto transfer to the Course Session page where

you initially set up the course session.
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COURSE SESSION ENROLLMENT
An alternate method for enrolling students is the Course Session Enrollment, which provides more

details about each student. However, this method should be used sparingly as it is difficult to see
everyone whois enrolled in one view.

PO B S ik ke

INSTRUCTIONS - COURSE SESSION ENROLLMENT
Follow the directions below to enroll students using Course Session Enrollment.

1.

w

8.
9.

Navigate to Training Administration > Student Enrollment > Course Session
Enrollment.

Search and select course session.

EmplID. Type in or look up the responder’s EmplID.

The Enrollment/Attendance field will default to Enrolled, and

the Letter Code will display CON for "Confirmed."

The Status Date is automatically populated with today’s date.

Trn Reason: Selectthe Trn Reason dropdown menu and select the appropriate training
reason.

Prerequisite Checking: Selectthe Prerequisite Checkingbutton. Ifthe student meetsthe
prerequisites, the Prerequisites Met box will be checked. A Notes button will appear.

The Notes button will display a message explaining whether or not the prerequisite courses
and competencies have been met for thisresponder.

Select OK to return tothe Course Session Enrollment.

Use the + button toadd more students to the session.

10. Select Save once you are finished enrolling students.
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You can use the Go to Course Session Setup link to transfer tothe Course Session page where you

initially set up the course session.

GROUP ENROLLMENT

Allows user to define a Group and enroll them all at once intoa session. See the Responder

Administration Module for instructions on creating a group.

Group Enroliment
Enroll By Group
Course: 5130 Firefighter Training
Session #: 02545 Active Unit ID ID-NIC @,
) GroupID TST @,

Start Date: 06/08/2015 Start Time: 8:004M

Facility: Language:

Min Students: 1 Max Students: 25 Load Students

Nbr Enrolled: 2 Nbr Waiting: 1 Prerequisite Checking
Enrolled List Personalize | Find | I

Empl ID Mame Unit ID Attendance Status Date (=t
Code
100000094555 Dawg,Olde Ph#CAF Garson Natonal proppeq 07072015 CON
ID-FCANIFC Bureau of i
2 00000094528 Trench,Cup Indian Affzirs Enrolled 07/0712015 COM
. OR-DEF:Deschutes i
3 00000094625 Supenvsor Steve National Forest Enrolled 07/07/2015 CON
... ID-SER:Southeast Idaho P i 0

4 D00D0D94351 Coordinator Christine Wildlife Refuge Complex Session Waitlist 070722015 WTS

Attendance
Empl ID Name Unit ID *Attendance Status Date :;erequis\tea
100000084324 @, Shovel Sammy ID-150:Idaho State Office | Enrolled | 07072015 [H [
2 00000094690 @, Johnson,Randy |ID-IS0:Idaho Siate Office | Enrolled | 0772015 [FH [

Transfer-Course Session Setup

B

First'4' 1-40f4 ‘2’ Last

Date Letter Printed

Confirmed

Confirmed

Confirmed

Sessn Wait

Personalize | Find | | = First ‘4 12 of2 &/ Last
Letter

Code Date Letter Printed

Notes
Notes | |CON @, Confirmed

Notes | (CON @, Confirmed

EH =
B

INSTRUCTIONS - GROUP ENROLLMENT
Follow the directions below to enroll students using groups.

Search for and select the desired course session.

Load Students: Select Load Students.

No ks wN e

the Letter Code will display CON for "Confirmed."

®©

Unit ID : Search for and select the UnitID you will work with.
Group ID: Search for and select the Group ID of an existing group.

Students assigned tothe group will be enrolled into the course.
The Enrollment/Attendance field will default to Enrolled, and

Status Date is automatically populated with today’s date.
Prerequisite Checking: Selectthe Prerequisite Checking button.
If the student meets the prerequisites, the Prerequisites Met box will be checked.
Ifthere are no course or competency prerequisites for the course, you will see a

dialogbox confirming that there are no prerequisites for the course.

10. Select the Save button.

Navigate to Training Administration > Student Enrollment > Group Enrollment.

You can use the Go to Course Session Setup link to transfer tothe Course Session page where you

initially set up the course session.
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Updating Attendance

Updating attendance is done on the source page of the training. For session managed courses,

attendance is managed on the Rapid Session Enrollment page.For manually awarded training,
attendance is managed on the responder trainingpage.

a

INSTRUCTIONS — UPDATING SESSION ATTENDANCE
Follow the directions below toupdate session attendance.

1. Navigate to Training Administration > Student Enrollment > Rapid Session
Administration.

2. Searchand selectthe correct course session.

3. Changethe Attendance field as needed. This information will be written to the responder’s
training record. The only one that will change upon the session status being updated from
active to complete is the enrolled status, which will change to completed.

e Enrolled indicatesresponder was enrolled and attended the course session.
Incomplete indicates responder attended but did not complete the entire session or
complete training requirements.

e NoShow indicatesresponder was enrolled but did not show up for the session.

e Dropped indicated the studentwas not able toattend or withdrew from session.

e Session Waitlist indicates responder was waitlisted and not able to getinto the
session.

e Complete.

o Changing the attendance statusto Completed will not credit the responder’s
record with the course competency. Youhave to complete the session in
order for the competency tobe awarded.

e Cancelled. Do not change the responder’s status to Cancelled.

o The status of cancelled is used when the entire course session has been

cancelled, not for a specific student.
4. Selectthe Save button.
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UPDATING A COURSE SESSION

There are times when the course session will have to be updated tonew course date/time, location,
course coordinator, instructors, etc. Updating this information is easily done but can only be
accomplished by individuals with security access to the session. These individuals are the: session
creator, course coordinator, and those identified under authorized session access.

INSTRUCTIONS — UPDATINGA COURSE SESSION

To update information on an already existing course session, follow the process below.

1.
2.
3.

Navigate to Training Administration > Course Sessions > Course Sessions.
Search and select course session.
Make changestothe appropriate field(s). The following highlights importantinformation

when changing specific fields.
e Session Status

O
O

O

Active. Course session is active can be managed by users with access.

Cancelled. Course session has been cancelled. Resultof session created incorrectly
or course session was cancelled for other reasons.

Completed. Course session has been completed. Competencies will be awarded.

e Start Dateand an End Date

O

If you change the date or time of the session after your initial save, you will have to
change the date and time on both the Session Information tab and on the
Location/Instructor tab. Ifyou do not change the date and time in both places you
will geta Cut Session error message.

e Start Time and End Time

O

[fyou change the date or time of the session after your initial save, you will have to
change the date and time on both the Session Information tab and on the
Location/Instructor tab. Ifyou do not change the date and time in both places you
will geta Cut Session error message.

¢ Rescheduled

O

Checkthe Rescheduled box only ifyou change session information, such as dates or
times, so you know you have made changes tothe original information. When you
select this checkbox and save the page, the system changes the letter code in the
studenttraining record to RSC (reschedule).

e Course Session Security

o IQCSapplies security to session management. Only those individuals with
designated access will be able to make changes to session data, including
enrollment, dates, and session completion. These individualsare: session creator,
course coordinator, and those identified under authorized session access.

Save button.
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COMPLETING A COURSE SESSION

Before completing the course session, you must ensure that the session roster is correct.

Competencies will be awarded to those students who successfully completed the course and
information willbe added to the responder’s training record.

Course Session Info Location, Instructor Equipment Expense

Course: S130 Firefighter Training Course Status: Active

Session Number: 02642 School: NWCG Training Committee

*Session Status: Session Administration

Cancelled

Complete ] Nomination Workflow NWCGTC
Start/End Dates: 11162017 |[3) [] Rescheduled
(] within Area
Start/End Times: 8:00AM 4:00PM
Duration: 30.0 Duration Unit:
Min Students/Session: 1 Max Students/Session: | 999

INSTRUCTIONS — COMPLETING A COURSE SESSION

To complete an existing course session, follow the process below.

1. Navigate to Training Administration > Course Sessions > Course Sessions.

2. Searchand select course session.

3. Onceyou are sure that the studentroster and enrolmentis correct, change the Session
Status to Complete. This will complete the session and award the competency for each

student who attended the course session.
4. Selectthe Save button.

You can view the responder's record to verify the course completion information has been posted.
Upon completion of the course session, Course Session Costs can be updated.

The update tothe responder’s training record and the awarding of the competency is an automatic
process when a session is set to Complete. [fthe session roster is not correct after completing the
course, the session will have to be reset to Active and the corrective action done to the session or to
the responder enrollmentstatus on the Rapid Session Enrollment page.When the session is set to
Active the enrollment status of all the responders will be set tothe state they were at before the
course was complete. Any awarded competencies will be removed from the respondersrecord until
the session is setto Complete.
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CORRECTING A COURSE SESSION ENROLLMENT STATUS

Use the process below to correct a status of a responder in a completed course session.

1.

2.

9]

Navigate to Training Administration > Student Enrollment > Rapid Session
Administration.

Search and select correct course session.

Set the session back to Active

1. This will putall responders back to the status they held prior to the session being
completed. Generally this will be Enrolled.

2. For any responder that was in a status of Complete, the awarded competency will
be removed from their competency page and their training page will have a status
of enrolled.

Go to the view course session enrollment page

. Update the attendance status of the responder. For example, Enrolled to Dropped or

Incomplete to Enrolled. Do notuse Complete on the Rapid Session Enrolment page.
Complete is only used at the Session Setup page.

Go to the course session setup and set the session back to Complete.

This will put all enrolled responders back to complete, award any competencies, and
update the training page. The corrected action on responder(s) enrollment status will be
applied and any corresponding actions on the training page and competency page will be
updated.

AWARDING CREDIT FOR ATTENDING A COURSE

There are two ways to give a responder credit for having attended a course:

Session Administration. Create a course session, enroll students, and complete the
session.
¢ Do not create a course session if you did not host the course session. [f a responder

in your unit completed a training that has not been documented in IQCS, then add the
completion manually at the Responder Trainingpage.

Manually Crediting. Adding the completed training tothe responder’s training record on
the Responder Training page.

MANUALLY CREDITING COURSE COMPLETION

If a course is not managed via course session in IQCS buta responder has documentation
that they have completed a course thatisapplicable toa position qualification, then his or
her training record will have to manually updated.

Remember thataccount managers will not have tomanually updatearesponder's record
for courses managed within IQCS via course session.

Most training will be added under the default IQCS Trainingtab.
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e ThelQCS Training tab is for recording training for courses that have been

identified in the course table. Training required for a qualification will be added

under this tab and will award competencies ifattendance status is ‘Completed’.
These records can be manually entered or system entered by Session Management.
e The Converted Training tab is for training which was migrated from the legacy
systems.
e TheExternal Training tab is used to record training thatis notidentified on the
course table and will not award a competency.

Danwg,Olde

1QCS Training Converted Training External Training

Course Information || Student Information

Course Code Session # Course Title
1 msg1 @, 00075 Fire Program Management
2 PHFT-A @, Fhysical Fitness - Arduous
3 Ics100 @, Intraduction to IG5
4 @,

Empl ID:

00000101243

Persanalize | Find | view 10 | C0 | First' &' 1-120f12 M Last

Start Date End Date *Attendance Training Reason

09 42015 |5 Der 82015 |5 | Enrolled v M [EINE]

0701/2015 |[5 [07/01/2015 |5 [ Completed v Y| #H =

05122015 |5 51272015 |5 | Completed v | [Job Regrt v| [ [=]
1 [ [#Course Waitist v v ||[#H|[=]
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INSTRUCTIONS - MANUALLY CREDITING COURSE COMPLETION

To update manually awardtraining toaresponder that was not managed by session administration
in I1QCS, follow the process below.

1. Navigate to Qualification Management> Competency Management > Responder

Training.

2. Searchandselectresponder.

e Onceyou have selected aresponder, the training page will appear with the
responder’s data and their attendance (Enrolled, Completed, Failed, etc.) record for
each course.

3. Selectthetab thatyou will be entering training information under.

e Most training will be added under the default IQCS Trainingtab.
Select the plus ( + ) button to add a new row.

Enter or look up the Course Code; Session number will notbe entered.
Enter or selectthe startand end dates for the course.

Change Attendance to Completed if you have a training certificate on file.
Training Reason. Not arequired field butis for tracking purposes only.
Select the Save button.

O 0N U

If the course has competencies associated with it, the responder’s competency record will be
automatically credited with the competencies.
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VIEW RESPONDER TRAINING RECORDS

You can confirm a responder's completed training by navigating to the Responder Training
Summary or to the Responder Summary pages.

INSTRUCTIONS - RESPONDER TRAINING SUMMARY

To view aresponder’s training history, follow the process below.

1. Navigate to Training Administration > Student Enrollment > Responder Training
Summary.

2. Searchand selectresponder.

3. Thisscreen will show a summary for all training for aresponder. This is a read-only screen.

Review Training Summary

Responder Training

Summary
Teak,Anne E Empl ID: gpoon124g02 CHID:
Training Summary Personalize | Find | View Al | 30 | B First ‘4 1-30f3 &/ Last

Session Status

Title Session

Course e Start Date End Date

MNI000 Aerial Observer 00029 06/18/2018 06/20/2018
RT130 Annual Fire Safety Refresher 06/12/2018 06/12/2018
5339 Division/Group Supervisor 00181 06/08/2018 06/09/2018

INSTRUCTIONS - RESPONDER SUMMARY

To view aresponder’s training history, follow the process below.

1. Navigate to Qualification Management > Competency Management > Responder
Summary.

2. Enteror look up the responder’s record that you would like toreview.

3. Thisscreen will show the summary history for aresponder. Thisis an information only
screen. Select the Training Summary tab toview aresponder’s training summary history.

Gual Card Summary Current Competencies Task Book Summary Experience Summary Training Summary Instructor Histary

EmplID: 00000101243 Diawvy, Olde

Training Summary Personalize | Find |2 | E& First 4 1-50f 5 ‘»/ Last
Course Code Course Title Course Session Hbr Course Start Date Course End Date Status

5130 Firefighter Training 02617 03072016 03102016 Enrolled

1C5100 Intraduction to IG5 0aM2i2014 0aM2i2014 Completed
15700 MIMS An Introduction 04128/2014 04128/2014 Completed
15800 Matl Response Framewark, Intra 04i25/20145 04i25/20145 Completed
5200 |5 far Single Resaurces & 1A 051852013 051852013 Completed
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INSTRUCTOR TABLES

To select the correctinstructor while setting up a course session, the instructor will have tobe

present on the Instructor Table. Entering instructors in the Instructor Table and then identifying
them atthe session allows users to:

e Manage information aboutinternal and external instructors.

e Tracki

nstructor history.

e Findinstructors for specific courses.
e Trackinstructor costsand areas of expertise.

e Compare instructor requirementsfor a course against an instructor’s competency profile.

Instructor History

Instructor ID:

Courses Taught

Course Hbr

1 D110
2 0110
3 D310
4 D30
5 L3m
B 410
T RT130

aoooo101247 Coordinator,Christine

Yendor Hame:

Course Information Session Detail | =M

Description

Expanded Dispatch Recorder
Expanded Dispatch Recorder
Expanded Support Dispatcher
Expanded Suppart Dispatcher
Incident Leadership
Facilitative Instructor

Fire Safety Refresher

Persanalize | Find | Yiew All | IQ

Instructor
Level

LInit
Unit
Coach
Coach

Unit
Lead

Times
Taught

First' 4 1-7 of 7'}/ Last

Session Start Date

050412008 + [=]
0472662010 = =
050362010 = =
0472712009 [+ [=]
1171412011 = =
032112011 = =
0472712011 + [=]
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ADDING INSTRUCTORS TO THE INSTRUCTOR TABLE
Entering your instructors in the instructor tableand then identifying themat the session allows

users to:

Enter information about internaland external instructors.

Track instructor history.

Find instructors for specific courses.

Track instructor costs and areas of expertise.

Compare instructor requirementsfor a course against an instructor’s competency
profile.

INSTRUCTIONS - ADDING INSTRUCTORS TO THE INSTRUCTOR TABLE

To add a responder to the instructor table and identify the courses eligible to instruct, follow
the process below.

AR

10.
11.
12.

13.

14.

Navigate to Training Administration > Training Details > Instructors.

Selectthe Add a New Value Tab.

Search and selectresponder.

Select Add.

The Internal/External field will auto-fill with “Internal.” This means the individual is
an employee internal tothe IQCS system.

The Vendor ID, School Code, and School Name fields are grayed out. These fields will
only be accessed when the instructor is anon-employee (external) that can be
associated with school or vendor.

Use the Per Unit Cost field when an external instructor charges for instruction. This
cost will be added to the course costs.

Fill outthe Area of Expertise field.

Enter autobiographicalinformation in the free-form Description box.

Select the ContactInformationlink. Phone and e-mail information will appearifthe
instructor’s account manager has entered it.

Select the Qualificationtab.

Enter the Course Code and hit the Tab key. The Competencies Match Analysis box will
appearifall competencies have been met. You may add an instructor to the instructor

table without matchingthe competencies.
Select the Instructor Level from the dropdown menu and select the appropriate level.

Note: For definition of Unit, Level and Coach Instructors, refer IQCS Glossary. Coach
is listed as Trainer/Coach per NWCG definition.

Select the Save button.
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COURSE INSTRUCTOR HISTORIES

[QCSwill track course sessions taught by an instructor in the instructor’s individual record.

e Course Instructor History. View the instructors that have taught a specific course.

¢ Instructor History. View all the course sessions an instructor has taughtand details
concerning those course sessions.

INSTRUCTIONS — COURSE INSTRUCTOR HISTORY

Use the steps below to view the course instructor history. This view allows you access to all
instructors who have taughta specific course.

1. Navigate to Training Administration > Training Details > Course Instructor
History.

2. Enteror selectthe course code/title.

3. On the Course Information tab, you will view the summary of the instructor(s), which
includes: EmplID, Name, Agency, Organization ID, State, Instruction Level, Vendor
Name, and session/course start date.

4. On the Session Information tab, you can view the specifics of the different course

sessions: Session Start Date, Course Session Number, Training Facility, and Course
Coordinator.
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VIEWING INSTRUCTOR HISTORY
Any course taught by an instructor identified on the Course Session Location, Instructor

page will be added automatically to this Instructor History page whenthat session is
marked as “Completed” and saved.

Instructor History

Instructor ID: 00000101247 Coordinatar, Christine

Vendor Name:

Courses Taught Persanalize | Find | View anl | 2 | E&l First &' 1-7of 7 ‘b Last
Course Information || Session Detail

Instructor  Times

Course Hbr Description Level Taught Session Start Date
1 D10 Expanded Dispatch Recarder Unit 1 05042009 [+ [=]
2 D110 Expanded Dispatch Recorder Unit 1 0452652010 + =]
3 D30 Expanded Suppart Dispatcher Coach 1 0&i0%2010 [+ [=]
4 D30 Expanded Support Dispatcher Coach 1 0452702009 + =]
51381 Incident Leadership 1 1101 42011 [+ [=]
6 410 Facilitative Instructor Unit 1 022152011 + =]
T RT130 Fire Safety Refresher Lead 1 045372011 [+ [=]

INSTRUCTIONS -INSTRUCTOR HISTORY

To add previously taught courses toan instructor's training history, follow the process

below.

1. Navigate to Training Administration > Training Details > Instructor History.

2. Searchand selectresponder (instructor).

3. Selectthe + buttontoadd a newrecord. A new row appears thatincludesblank
fields.

4. Enterthe course code (withouthyphens)inthe Course Nbr field. The system will
putthe course title in the Description field and close the Course Nbr field to editing.

5. Selectthe Instructor Level from the dropdown list.

6. Selectthe default Times Taught of“1”.

7. Enterthe Session Start Date in the next field.

8. Selectthe Session Detail tab. Or select the Expand button to expand the two visible
tabsintoone single row.

9. Entertherestofthe relevantinformation. (Session # maynotbe applicable since

the session may not have been administered throughIQCS). Donot use a session
number unless the instructor actually taughtthat specific session.

10. Once you have all the data entered correctly, select the Save button.
11. Instructor history will appear on the responder master record.

Once you enter field information and advance to the next field, you can no longer edit
the previous field. Ifyou made a mistake ina field and it isno longer editable, delete the
row by selecting the minus button on the far right of the row and begin again.
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MANAGING THE FACILITIES TABLE

There are over 300 facilities in the Facility Table. Doa search before adding a new one to ensure

you are not duplicating any data (narrow the search by selecting the state). Also, since there are so

many facilities, itisrecommended you keep track of the facility codes you create.

Address Contacts and Equipment Training Rooms Directions
Training Facility AKTNF
B{}giness Unit N-:".-'CGEOJ Location Code AKO005 OJ Tongass Mational Forest

*Description | Tongass National Forest Short Desc |Tongass Na

Mail Drop 1D

Address 643 Mission St Edit Address
Ketchikan, AK 99901
[5] save ||[2* Returnto Search ||[Z] Motify = Add

INSTRUCTIONS — MANAGING THE FACILITIES TABLE

To add or edit training facility information at the Facilities Table, follow the process below.

1. Navigate to Training Administration > Training Details > Training Facilities.

2. Selectthe Add a New Value tab.

3. Enterup to six characters todesignate your training facility. This will become the Facility
Code you use for searches. Itis recommended thatyou follow the naming conventions of the
facilities that are entered into IQCS. Examples of facility codes include “GBTR” for Great

Basin Training Center or “NDSU” for North Dakota State University.
Selectthe ADD button.

Select the business unit (usually, itis NWCGO).

Facility Name: Enter the facility name in the Description field

Short Description: Enter a short name of no more than 10 characters.

Location Code-Enterlocation code to populate address.
OR

© Nk

9. Edit Address: If Location Codeis notused, select thelinkand enter the address of the

training facility Mail Drop ID-Enter Mail Drop if used.

10. Select the OK button.

11. Contactsand Equipment tab: Enter the name of the contact person for that facility.
12. Vendor ID: If avendor operates the facility, enter the (the vendor will have toappear on

the Vendor Table before enteringithere).
13.

Phone Type: From the dropdown menu enter the phone number for the contact at that

facility. You may add an additional phone numbers by clicking on the + button.
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14. Equipment/Materials Available - Enter the equipment and materials available in each

room.
15. Select the Training Rooms Tab

16. Enter the following optional information: Room code, room name, building number, floor

number, costs.

17. Maximum Number of Students: Enter the maximum number of students for the room.

18. Room Active: The checkbox is automatically checked. In order toselect this room at
course session screen, this box must be checked.
19. Select the + button toadd a row in the Training Rooms box to add more rooms.

the

20. Fixed Equipment/Materials: Under this section, look up and select the Equipment
Code to list equipment available in that room. Enter additional equipment by selecting

the + button.

21. Select the Directions tab: Enter directions to find the training facility in the free-form field.

22. Selectthe Save button.

The equipment/materials codes are in the Equipment Table. The information entered thus far
includes course materials thatare available through the Great Basin Cache and the Publications
Management system. [fyou charge for the use of materials, you may enter this information.You can

track the actual costs of training using the Training Administration capabilities in IQCS. This

information could alsobe useful ifa vendor operates the facility and you want a list of the available

training assets.
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MANAGING THE VENDOR TABLE

You may contract/rent facilities from known sources or vendors on a regular basis to conduct

training course sessions. You can enter information about these vendors intothe Vendor Table.
You can associate external instructors withthese vendors.

Yendor Profile Address

Vendor ID CCCUT

*Description Canyon Community Center Short Desc | Canyon Com
“fendor Type | Facilities Rentals r

Accounts Payable Vendor ID

INSTRUCTIONS — MANAGING THE VENDOR TABLE

To add or edit vendor information, follow the process below.

Navigate to Training Administration > Training Details > Vendors.
Search for a vendor or Select the Add a New Value tab.
Vendor ID : Enter an ID of six characters or fewer.
Select the Add button.
Vendor Description: Enter a description of up to 30 characters.
Short Description: Enter a shortname of up to 10 characters.
Vendor Type: Select a type from the drop down list.
Accounts Payable Vendor ID: Enter an ID for accounts payable.
Select the Address tab.
. Per Unit Cost: Enter the unit cost and select the Cost Unit.
. Edit Address : Select the editaddresslinkand enter the address ofthe vendor.
. Selectthe OK button.
13. Enter comments about the vendor (optional).
14. Select the Save button.

O XN oUW

e
N RO

To view the Vendor Contacts

Navigate to Training Administration > Training Details > Vendor Contacts.
Search for a vendor ID

Acceptthe Contact # sequentially (1, 2, 3, etc.).

Enter the name of the contact, title, and contact type.

Phone Type: Select the type from the dropdown menu and enter the phone number.
Select the Save button.

SR

Remember, any information you add or edit for a vendor changes the data in the system for
everyone. Use good judgment when adding/editing vendor information.
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TRAINING NOMINATION

Only active course sessions that have the Nomination Workflow box checked will be available for

the Nomination Workflow process.

A training officer or nomination coordinator can submit nominations for any responder whom they
have been identified as the Training Officer or Alternate TrainingOfficer on the responder's Job

Data page.

Approval of the nomination by the supervisor is performed before the nomination is entered into
IQCS. Once approved, the training officer then enters nomineesfrom their unit for active course
sessions. Once nominations have been submitted, the local, zone, geographicarea, and national

procedures for prioritization of students can take place.

The course coordinator at the agency or facility hosting the session can then enroll the prioritized

nomineesin the course.

The training officer will access the Training Nomination component. Selecting the Request Training

Enrollmentlinklaunchesthe Search page for courses with active sessions.

The following tasks need to be completed before anomination is
submitted:
e Theresponder'srecord needstobe updated and complete.
e Thetraining officer (or alternate training officer) listed on the
responder'srecord needs tobe the one submitting the nomination.

RESPONDER RECORDS
The Training Officer field on the Job Data page mustbe filled out

g

gResponuer records updated
gTraining officer listed

gTraining officer submits
the nomination

correctly. Amass change of the training officer can be done on the Responder
Administration > Unit Summary page.For example, this would be done ifa new training

officer were hired for a unit.

The Unit ID field must be defined for each responder. The prioritization process sorts the

nominations by Unit ID.

Itis highly recommendedthat you verify and update the responder’s contact information
fields on the Personal Data pages (such as business e-mail and phone numbers). These
fields populate the student roster report, course contactlist, tuition billingreport, and
several other training reports. The populated address on the Nomination Form is the

address associated with the Location Code on the Job Data page.
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Work Location || Job Information || IFPM Job Information || Job Groups

Teak.Anne E Employee Empl ID: 00000124902 CHID: MNoROSSCHID

Work Location Find First ‘4 10f2 '»/ Last
Status: Active Date Created: 06/14/2018 F[=

*Effective Date: 06/14i2018 |H Effective Sequence: 1 *Job Indicator: | Primary Job v

Company: WCG Natl Wildfire Coordinating Grp

*Setid: BLMOO |Q Bureau of Land Management

*0rg Code: LLFA260000 |G IRM Branch Org Entry Date: 061172018 |5

Unit 1D: ID-FCD Q Eureau of Land Management - NIFC

Training Officer: 00000124898 | Q Orman Suzie S

Alt Training Officer: | LS

Admin Location

Sefid / Location: |NWCG0/Q |D0001 Q National Interagency Fire Center
3833 South Development Avenue Boise 1D

Duty Station

Sefid / Location:  [NWCGO|Q D000 Q National Interagency Fire Center
3833 South Development Avenue Boise D
Dispatch Unit Id: ID-EDC Q Boise nteragency Logistics Center

INSTRUCTION - SUBMITTINGA TRAINING NOMINATION
Follow the directions below to submit a training nomination.

1.

Navigate to Training Nomination > Training and Development > Request Training
Enrollment.

Select one of the four hyperlinkoptions to search for a course session. The selected Course
Search page will appear.

Enter the search criteria and select the Search button. A list of available sessions will be

displayed by date. Ifactive sessions are available for the selected search criteria, then a blue
hyperlinkwill be displayed.

Request Training Enrallment
Course Search

Enter a course number and select Search button to get a list of matching courses. Leawe the course
number blankto get a list of all courses.

Course Mumber: 5130 Search
Course
Course Code  Description Detail Course 1D
5130 Firefighter Training 5-130 Wiew Available Sessions

Select View Available Sessions.

Select the desired session number in the left-hand column. Only course sessions that have
the Nomination Workflow box checked will be available. Make sure you select the correct
session. Reference your Training Center’s web page (ifavailable) to verify the session
number.
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Request Training Enrollment
View Available Sessions

5130 Firefighter Training

Select a session number in the list helow to view session details or to reguest enrollment in the sessian

0840772015

Session Course Start Date Location Duration (Hours) Open Seats  Waitlisted
02618 0907120158 Boise District Office 320 10 0
0340772018

Session Course Start Date Location Duration (Hours) Open Seats  Waitlisted
02617 030712016 Battle Mauntain FO azn 999 1]

6. Selectthe checkboxes nextto the names for the employees you want to submit nominations
for, or select the Select All button to nominate every student.

Request Training Enroliment

Select Employees For  $130 Firefighter Training

To add an employee to this training request, use the box in the select column next to the employee’s
name. To find a specific employee, use Search for an Employee. Employees that are not eligible for this
course appear in the lower grid and cannot be selected.

The selected course has the following prerequisites:
Prerequisite Description
1.8-190 Intro Wildland Fire Behavior

Employees As of 12/23/2019

Direct Reports For Supervisor,Steve E Fina 13 1 E First (4) 1-110f11 (b Last
View
Nom. Course  Nom
Select Name Empl ID Employment Category Organization Form Taken Pending Prereqs Needed
Coordinator,Christina E 00000000181 0 v 5-190

7. Selectthe Continue button.
8. Thenextpageallowsyou to make comments for each employee you nominated. These
comments will carry forward throughout the nomination and enrollmentprocess. These

comments will assist training officers/coordinators in selecting employees for a course. You
may add reasons why the student needs this course in the Commentfield.

Submit Request

Enter comments {optional) and =select Submit button atthe bottorm of the page to complete your request.

Course: 5130 Firefighter Training
Session: 02616
Location: Boise District Office

Course Start Date: 09/07/2015

Duration (Hoursy: 32.0

Diawy, Olde
Employee ID 00000101243

Comment @@

Submit

Return to View Available Sessions
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9. Whenyou have completed your comments, select the Submitbutton. You can alsoselect the
hyperlink Return to Select Employees to nominate other employees.
10. You will now see that the submitted training enrollmentrequestwas successful. Select OK.

11. To verify the nominations, navigate to Training Nomination > Training and
Development > View Training Request Status.
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NOMINEE DETAILS

Once nominations have been made, training officers (local training officers, zone training
coordinators, etc.) can go the Prioritize Trainee Nominee page and prioritize their nominees.

Remember thattraining officers complete the prioritization of their unit’snomineesby a
predetermined dateaccording tothe unit’s procedures.

Prioritize Trainee Nominees

The following emplayees nesd 1o be priofiized for the requestad coUrse. Your pariipation is naaded by ssigning 3 Unique priority RUMBET tD YoUF uN(s) nominees listad balow. Click on 3 prersquisites button to se2 datsils about course 35 Wl 35 NOMINGS'S Prerequisits detals. CHk 0N 3 Pray. COMMENS button to S28 NOMIRES 35 Well 35 SUPSNISOr'S commEnts.

Gourse Session Informstion

Course Level: Geographic Area

Course: 5130 Firefighter Training DatelTime: 12113/2017 08.00
Session# 02642  Sponsoring

Nom. Coord  DOOOD10ZH4D Wendy Christopher Hom Due Dt

Gaordinator GontactInformation Training Location

[ Enter final remarks ]

Nominee Detsils

Personaitze | Find | View Al | [ B First 4/ 13.0f3 ® Last
View Toat Toof Local  Laat Tast o
oot | copn e U Derpton gy Goo dre Dmrpton Nom | KLY U LS U T Upe S8 U st E, Romarks fubmitoaon P JonTie Remarka Provkous Commenta
Northem
2 Sunshi gy Morthem Regionsl = Rockiss PO
10 2 Sunshine Melody M MT-RDT el 0 U8 s NR s @ [4 [TeL1e! T
Ares
Pray
20 00000102360 Mellow.Marsha A FS Li} 4 CEmments
Eiu] 000102381 NuttHazel H Fe (i ] 4 [

Delete trainee s
Levels of prioritization

nomination

. Includes last person who took prioritization
action

e  Last priority level with numbers will transfer to
Summary Listing.

Page 35



Module 7: Trainingand Nomination Administration November 2020

INSTRUCTIONS - UNIT LEVEL PRIORITIZATION
Follow the directions below todo unitlevel prioritization.

1.

v N

Navigate to Training Nomination > Training and Development > Prioritize Trainee
Nominees.
Enter the information for the desired course in the Search by field.
Select Search.
Select Course Session. The Prioritize Trainee Nominees page is shown.
You can view information about the course coordinator and the facility by clicking the
hyperlinks in the Course Session Informationbox.
Enter the Unit priority next to each name for your unit. As each level prioritizes their
nominees, duplicate unitpriority numbers can occur. By the end ofthe prioritization
process, a priority number MUST appear at each level for each nominee.

a. Level 1: Sub-Unit Training officer

b. Level 2: Unit Training Officer

c. Level 3:Zone Training Officer

d. Level4:GeographicArea Training Officer

e. Level 5:Nationaland/or Outside Geographic Area Training Officer
The last level of priority that is set will be transferred to the Summary Listing page. For
example, ifthe highestlevel of priority setis Geographic Area, then the information in
Geographic Area will be transferred to the Summary Listing page.
Once the nominees have been prioritized, select Save.

Alternate Method for having Unit Training Officers prioritize their nominees:

1. Selectthe Excel Spreadsheet icon.

2. Thespreadsheetfile canthen be saved in afolder and sent as an email attachment or
mailed to the unit’s training officers to prioritize and send back to the nomination
coordinator.
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FINAL PRIORITIZATION

Once training officers at the appropriate levels haveset the priority for the session, a coordinator

with security access tothe session can view the Final Priority and take action to enroll the students
intothe session. This processis done at the Summary Listingpage.

The highest level of prioritization, from the Prioritize Trainee Nominees page, will be
displayed in the Final Priority column. For example, if prioritization was entered at both the
Local and Geographical columns, then the Geographical prioritization will be displayed as the final.

[tis important that final priority numbers are given to every nominee as those numbers appearon
the enrollment screen and are alsoused to enroll and waitlist students.

Atthislocation, a coordinator can approve nominees for enrollment or given a reason for non-

enrollment, such as the class has a waitinglist, the nominee lacks prerequisites, the class was
cancelled, etc.

Once nominations have been identified witheither an Enroll or Waitlist checkmarkand the action is
saved, the fields are grayed out and the priority and status fields cannot be changed. [tis used as the
historical reference of the final prioritization and initial enrollment for the session. Changes to

enrollment status of students after this point can be managed at the Rapid Session Enrollment page.

Nominationsidentified with the No Action check or new enrollment requests will be displayed with
editable fields.

Administer Training Requests

Perrequest, approve and update, approve only, or deny the proposed data. You may also enter optional comments about your processing choice per
request. YWihen you are finished, click the Save button at the bottorn of the page.

Course: 5130 Firefighter Training Priarity by UNIT || Show Priority
Session: 02616

Location: Boise District Office Sort List by Priarity

Start Date: 08rayr2ma

Check All Enroll Mtaitlist
Duration (Hours): 32.0

Check All Mo Action

Personalize | Find | £3 | = First ‘4" 1-6 0f6 '*' Last
Final Your View ey
Empl ID Hame Unit ID e Hom.  Enroll  Waitlist Mo Action Status

Priority Comments Comments Form

100000101243 Dawa,Olde ID-BOD 4 & B (] Cal

2 00000101244 MNewbie,Ima ID-TFD 3 & B i} v

3 00000101245 Flowers, Dewey ID-BOD 1| & B [5 ] 4

4 00000101246 Hood,Rabin ID-TFD il 8 (i ] 4

5 00000101248 GatorAlly - LAP 6 & B [ ] v

6 00000101250 SupervisarJulie ID-BOD 5 & B [ ] v

Go To Enroliment

Save

The highestlevel of prioritization, from the Prioritize Trainee Nominees page, will be displayed in
the Final Priority column.
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PRIORITYBY UNIT

Priority by Unit displays responders for just your local unit. Sortthe Priority by Unitlist by
selecting any of the column headers.

Administer Training Requests
Ferrequest, approve and update, approve only, or deny the proposed data. You may also enter aptional comments abhout vour processing choice per
reguest. Wwhen you are finished, click the Save button at the bottom of the page.
Course: 5130 Firefighter Training Priatity by UNIT | Show Priority
Session: 02618
Locatl ormination Priorities /
Start
Course Code: 5130 Firefighter Training
Durat|
Session #: 02616
Unit ID Find | Wiew All First 4/ 1 orz '}
Unit ID: 1D-BOD Boise District
Em} .
Mamination Priarities Fersonalize | & | &l First' 4 1-3 073 '*
1 oo Unit 1D EmpliD Hame Priority1 Priority2 Priority 3 Priority 4 Priority 5 Comments
2 0og) 1 ID-BOD 00000101243 Dawn Olde 2 4
2 |D-BOD 00000101245 Flowers Dewey 1 1
3000 3 ID-BOD 00000101250 Supervisordulie 3 A
4 00
Return
4 0oo|
B 000 rorzrsrerrS T o T = w =T =T T™T

Show Priority will show all units with nominees. Sort the Show Priority list by selecting any of
the column headers.

Administer Training Requests

Per reuest, approve and update, approve only, or deny the proposed data. You may also enter optional comments about your processing shoice per
request. When you are finished, elick the Save hutton at the bottam of the page

course:; 5130 Firefighter Training Priority by UNIT | Shaw Priority
Sessigus NI61G

Locatif MOmination Priorities {

Start Qcourse Code: 3130 Firefiahter Training

Dura  gession #: 02616
Mornination Priorities Persanalize | 2 | G First 4 1-6 o6 *

Unit 1D Description EmpliD Hame Priority 1 Priority2 Priority3 Priorityd Priority5  Comments:
1 1D-B0D Boise District 00000101243 Daw,0lde 2 4
Empl 2 ID-BOD Boise District 00000101245 Flowers Dewey 1 1

3 ID-B0D Boise District 00000101250 Supenvisor,Julie 3 5

10008 4 1p-TFD) Twin Falls District 00000101244 Newhis Ima 2 3

20000 5ID-TFD Twin Falls District 00000101246 Hood Robin 1 2

3qo0d © NVLAP Lake Mead MRA 00000101248 Gator Ally 6

40004 | Return
5 000
6 00000101250 Supervisor.Julie ID-B0D o Y (i ] ] O

IfaUnitID, zone, geographical area, etc., does not prioritize anominee at the lastlevel that
numbers are entered, there will be no priority number moved from the Prioritize Training
Nominee page tothe Summary Listing page. This will be an indication that a particularentity
did not follow through with prioritization.

Priority numbers can still be added to those nominees on the Summary Listingpage. Ifnoone
hasbeen enrolled or wait-listed in Summary Listing, you can readjust the priorities (only with

authorization of all players in the prioritization process) to take those nominees into
consideration.

Once action has been taken on nominees in Summary Listing, theirprioritiescannotbe
changed. New blankpriorities can be filled in later with a priority number and action taken. Itis
important that priority numbers be given to every nominee as those numbers appearon the

enrollmentscreen. These numbers are used to fill vacancies with wait-listednomineesin
priority order.
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ENROLL, WAITLIST, AND NO ACTION CHECKBOXES

Administer Training Requests

Perrequest approve and update, approve only, or deny the proposed data. You may also enter optional comments about vour processing choice per
request. When vou are finished, click the Save hutton at the bottorn of the page

Course: 5130 Firefighter Training | Priarity by UNIT H Show Priority |
Session: 02616

Location: Boise District Office

Start Date: 0907120148

Check All Enroll [ aitlist
Duration (Hoursy: 32.0

Check All Mo Action

Personalize | Find | | E First 5 1-Fof i - ! Last
Final Your View LS
Empl ID Hame Unit 1D P Hom. Enroll Waitlist Ho Action Status

Priority Comments Comments Form

1 00000101243 Dawg,Olde ID-BOD | 4 = o v

2 00000101244 Mewbie,Ima ID-TFD i B (i ] v

3 00000101245 Flowers Dewey ID-BOD i B (i ] v

4 00000101248 Hood,Rokin ID-TFD & B (i ] Ca

5 00000101248 Gator Ally NY-LAFP E & = (i} v

& 00000101250 Supervisor,Julie ID-BOD & = o v

By default, the No Action checkbox is checked for all the requestsinitially. Requests can be
marked individuallyby checking the appropriate checkbox for every request for either
enrolling or wait-listing. A status of “Enrolled” or “Waitlist” will show after saving the page.
Once saved, only records checked for No Action can have action taken on them.

The Check All Enroll /Waitlist button auto-enrolls everyoneon the list. The system will enroll as
many students as seats were indicated for the session in Course Session Setup. The remaining
students are waitlisted with theirpriority numbers retained for future reference. For example,
assume there are 10 available seats for a particular session and 15 requests came in for the
session enrollment. [fthe Check All Enroll/Waitlistoption is selected for all 15 requests, then

the first 10 employees (sorted by final priority) associated with the requests will be enrolled for
the course session. The remaining 5 students will be wait-listed for the session.

[f the coordinator wants to wait-lista particular student on the Administer Training Request

page, then he or she can manually enroll the student in the session with the status of “Session-
Waitlist” by checking the Waitlist box.

The No Action box will contain a check mark until action is taken. Then it will be blank when the

page is saved. The Status section will auto-populate with the status when action is taken and the
pageis saved.
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PROCESS FOR FINAL PRIORITY SESSION ENROLLMENT

Nomination Coordinators can use the process below toview the final prioritization and take action
for enrollment for a course session.

INSTRUCTIONS — SUMMARY LISTING
Follow the directions below to view and take action on the final prioritization.

1.
2.
3.

10.

11.
12.
13.

Navigate to Training Nomination > Training and Development > Summary Listing.
Search and select the correct course session.

Select Show Priority or Priority by Unit buttons toview the Nomination Priorities page.
From this page, you can create an Excel spreadsheet by clicking on the yellow grid icon.
The final priority for each student is automatically carried over from the Prioritize Training
Nominee page. The highestlevel of prioritization will be displayedin the Final Priority
column and is editable. [tis importantthat final priority numbers are given to every
nominee asthose numbers appear on the enrollmentscreen and isalso used toenroll and
waitlist students

Selectthe Editicon under Your Comments column to enter or view comments for a
nominee.

Select View Comments for the nominee to read the previous comments made by the
training officer.

The View Nom. Form icon will display the completed Nomination Request Form for the
nominee.

Enroll column checkbox. Ifselected the nominee will be enrolled into the course session.
Waitlist column checkbox. Ifselected the nominee will be waitlisted for the course session.
No Action column checkbox. All records will initially be checked as No Action. This will not
enroll or waitlist a trainee into the course.

The Status column will be updated automatically once the process is saved and completed.
Select the Save button.

Select the Go to Enrollment hyperlinkto go the Rapid Session Administration page. You
can change the enrollment status on the Course Session Enrollmentor on the Rapid Session
Enrollment pages.

Once nominations have been identified with either an Enroll or Waitlist checkmark and the
action is saved, the fields are grayed out and the priority and status fields cannot be changed. It

is used as the historical reference of the final prioritization and initial enrollment for the
session. Changes to enrollment status of students after this point will can be managed at the
Rapid Session Enrollment page. Nominationsidentified with the No Action check or new
enrollmentrequests will be displayed with editablefields.
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TRAINING ADMINISTRATION RELATED REPORTS

The following reports may assista user in the management of training in IQCS. For a full list of
reports available in IQCS and directions on how to run reports, or specifics on a report, please refer

to the Reports Module.

Reports > Training > Admin Report Number
Training Count C106
Training Schedule C110
Course Awarded Comps C118
Course Equivalents C119
Number Courses Offered C140
Course List C402

Reports > Training > Instructors Report Number
Qualified Instructors C144

Reports > Training > Course Sessions | Report Number
Training Roster C126
Sign-In Sheet C200
Tent Cards/Name Tags C210-C211
NWCG Training Certificate €232
Session Roster to Excel C251
Training Officer Contact Info C248
Mailing Labels C221

Reports > Training > Responders Report Number
License and Certificate C11
Fitness/RT130Expiration C26
Expiring RecurrentTraining €048
Courses Taken/Not Taken C170
Training Assessment C401

Reports > Positions Report Number
Position Qualification Criteria Co4
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