WHAT EVERY TRAINING OFFICER SHOULD KNOW HOW TO DO

Find out What Schools/Course Codes/Lengths are Required for each member at your unit:
Office of Cutter Forces Website: http://cgweb.comdt.uscg.mil/g-ocu/programs/MTL.htm
* These MTL’s are updated periodically so make sure you are looking at the most recent version.

Find out Which Billets are assigned to your cutter and the Training Program codes associated with them.
Office of Cutter Forces Website: http://cgweb.comdt.uscg.mil/g-ocu/programs/MTL.htm
* Make sure you are looking at your cutter’s list using the tabs at the bottom of the spreadsheet
Find out Which personnel are assigned to each billet.
Self Service> Self Service for Commands> Command> Use>Command Information

- Department: (Your 6 digit unit ID, use the search if you don’t know it)


- Click on the CG Dept Run Tab

- Execute> View All> To Excel

- From here you can delete any columns you don’t need and sort the data any way you want.

Contact MTL Manager, Dennis Thorseth if any of the billets don’t match the personnel in them.  This will affect what pre-arrival training your incoming members are sent to before they report to you. Dennis.C.Thorseth@uscg.mil 
Find Class Schedules:

Self Service> Self Service for Commands> Use> Request Training Enrollment


-Enter EMPLID of member


-Search


-Enter course name or course code


- Search (PRESSING ENTER WON’T DO ANYTHING HERE)


- View Available Sessions

OR 

TQC Website: http://www.uscg.mil/hq/tqc/Index.shtm#  

Find Course Information, Prerequisites, Etc.

TQC Website: http://www.uscg.mil/hq/tqc/Index.shtm#  

Sumbit an ETR:

Self Service> Self Service for Commands> Use> Request Training Enrollment


-Enter EMPLID of member


-Search


-Enter course name or course code


- Search (PRESSING ENTER WON’T DO ANYTHING HERE)


- View Available Sessions


- Click on the Session number for your first choice


- PUT AT LEAST 1 OR 2 ALTERNATE DATES IN THE COMMENTS BLOCK.


- Write anything in this block that will help us 
Check the Status of an ETR:
People Tools>Query Manager>Use>Query Manager>Search>Run CG_DEPT_TRAINING


-Set ID: AUSCG


- Department: (Your 6 digit unit ID, use the search if you don’t know it)
View Results>View All>Excel 2K Spreadsheet
-From here you can delete any columns you don’t need and sort the data any way you want.

Check to see if orders have been issued for a member:
Self Service> Self Service for Commands> Use> Command Information> 


-Relationship Type: Blank

- Dept ID: (Your 6-Digit unit code, use the search if you don’t know it)


- Make sure you are on the CG Airport Term Tab


- Use the Arrivals Tab and the Departures Tab to view members with orders in/out


- Show all columns to view all information


-Click on the member’s EMPLID to view the orders
* If orders for a newly reported member are expected and they are not on your Airport Terminal, check the Airport Terminal of the previous unit.  (Use your unit Admin!)
Cancel/ Change an ETR you already submitted BEFORE the member has orders:
Call the TQC scheduler for that course: 

 http://www.uscg.mil/hq/tqc/Index.shtm#>About TQC> Contact

Cancel/ Change an ETR you already submitted AFTER the member has orders:
A message is required. Formats and examples are found on the TQC Website. http://www.uscg.mil/hq/tqc/Index.shtm#>Message
