Instructions:  Complete this form. Save it to a location on your system. Start a new e-mail message to PSC-PF-PD@uscg.mil
. Put “Classroom Training Request” in the subject. Attach your copy of the form to the e-mail and send it! Please contact Mr. James, PSC (P&D) @ 785-339-2265 (mailto:john.r.james@uscg.mil) if you have any questions.

USCG Personnel Service Center

Basic & Advanced Human Resource Systems Workshops Request Form
	POC Name:
	     

	Unit:
	     

	Phone:
	     

	Date of Request:
	     


	Type of Workshop Requested (Select one or both):  

 FORMCHECKBOX 
 Basic HR Systems (5 days) 
 FORMCHECKBOX 
 Advanced HR Systems (5 days)


	Number of individuals to attend:       
Sponsoring unit provides travel funds.

	Please provide:

Rate

Name

EMPLID

Workshop Nbr*
     
     
     
     
     
     
     
     
     
     
     
     
*Schedule and Workshop numbers are on page 2 of this form

	Comments: 
     


	Thank you for your interest!

You will receive confirmation via e-mail in a few days.


Date     
Workshop Title                                                               
Workshop Nbr
2008:
Jan 7-11
Basic Human Resource Systems (Filled, 11/15/07)
BHR-801

Jan 14-18
Advanced Human Resource Systems
AHR-801

Feb 4-8
Basic Human Resource Systems (Filled, 11/19/07)
BHR-802

Feb 11-15
Advanced Human Resource Systems
AHR-802

Mar 3-7 
Basic Human Resource Systems (Filled, 12/10/07)
BHR-803

Mar 10-14
Advanced Human Resource Systems(Filled, 12/10/07)
AHR-803

Apr 7-11
Basic Human Resource Systems 
BHR-804
Apr 14-18
Advanced Human Resource Systems
AHR-804

May 5-9
Basic Human Resource Systems
BHR-805

May 12-16
Advanced Human Resource Systems
AHR-805

Jun 9-13
Basic Human Resource Systems
BHR-806

Jun 16-20
Advanced Human Resource Systems
AHR-806
Workshop Descriptions:
Basic Human Resource Systems:  An entry-level record technician workshop designed for personnel entering the HR field.  This workshop covers basic knowledge requirements and routine functions as they apply to Direct Access and JUMPS.  The topics and scenarios are generic in nature and cover situations encountered by technicians which normally do not require supervisor guidance.  This workshop has been revised to emphasize practical application.  Attendees should be familiar with available OnDemand tutorials prior to attending.

Topics include:  

· Contracts (Accessions, Additional Obligations, & Separations)

· Entitlements (Entry and JUMPS/LES verification)

· PCS (Orders, Departing/Reporting Endorsements, DA, & JUMPS)

· Reserve Issues (From IDT drill entry to Title 14 Mobilization/Demobilization) 
· T-Pax (Traveler, AO, & Proxy)

Basic Human Resource Systems  2008 Schedule
	Jan 7-11 #BHR-801*
	Feb 4-8 #BHR-802*
	Mar 3-7 #BHR-803*

	Apr 7-11 #804
	May 5-9 #805
	Jun 9-13 #806


*Filled, 12/10/07)
Advanced Human Resource Systems:  This workshop is designed for experienced record technicians, supervisors, and field unit HR personnel.  It combines open discussion forum with exercises that show how data entry in Direct Access effects a member’s pay, as well as how to validate proper posting in JUMPS and on the LES.

Topics include:
· Military Pay Communications (DA, JUMPS & LES)

· Accessions (More in depth than Basic HR)

· Bonuses (Enlistment, SRB, CSB, & SELRES)

· Debt Liquidation (How, when, & why)

· Advances, Special Payments, & Cash Deposits

· Saved Pay (Entitlement, JUMPS & LES)

· T-Pax (Traveler, AO, & Proxy)* - If attending both Basic and Advanced, students do not need to attend the last day of the Advanced HR Systems Workshop.
Advanced Human Resource Systems 2007 Schedule
	Jan 14-18, #AHR-801
	Feb 11-15  #AHR-802
	Mar 10-14  #AHR-803*

	Apr 14-18 #AHR--804
	May 12-16 #AHR-805
	Jun 16-20 #AHR-806


* Filled, 12/10/07
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