	NORTHEAST REGION

TRAINING OPPORTUNITY

	COURSE TITLE
	BASIC CLASSIFICATION

	VENDOR
	CIVILIAN HUMAN RESOURCE AGENCY (CHRA), APG, MD

	DATES/LOCATION
	10 – 14 July 2006, SW Region, Ft. Riley, KS

	LENGTH
	5 Days (36 hours)

	START/END TIMES
	0800 – 1600 (CST) daily, Friday 0800 – 1200 (CST)

	COST
	No Cost, Travel and Per Diem may be funded by CHRA, Check for Eligibility

	REGISTRATION DEADLINE
	26 June 2006
Call the Course Manager if you have a nomination but have missed the suspense; there may still be spaces available.

	COURSE MANAGER
	Frank N. Trout, DSN 458-0185, (410 ) 306-0185, e-mail frank.trout@cpocner.apg.army.mil  

	COURSE DESCRIPTION

	This basic course blends web-based training (pre-course), lecture, discussion, and work group activities. Basic Position Classification is a prerequisite for Intermediate Position Classification, or Position Classification Seminar. It covers all commonly used PD formats and provides participants an opportunity to acquire classification skills. Basic Position Classification is an intensely focused and fast paced course. Automation tools like PD Library, FASCLASS, and ART as well as use of web resources are emphasized in this course.

	WHO SHOULD ATTEND AND PREREQUISITES

	Specialists and assistants who process classification actions or provide position classification advice to customers. To maximize skills, knowledge, and abilities acquired in this course, participants must be in the position classification function at the time of their attendance or be assigned within 90 days thereafter
Prerequisite:     Advanced Reading: completion of web-based tutorial (Basic Position Classification, Part I)
Check your Army Civilian Training Education and Development System Plan at  http://cpol.army.mil/library/train/acteds/index.html to see if course will satisfy the core competency requirements in your Career Program or Career Field.

	METHOD OF INSTRUCTION

	Lecture with audience participation/interaction

	HOW TO NOMINATE

	Instructions for using the Civilian Human Resource Training Application System (CHRTAS)

Step 1: Log into CHRTAS by clicking on the following URL address:
https://www.atrrs.army.mil/channels/chrtas/default.asp
On left side of screen under Student Functions:
If this is the first time you have used CHRTAS, you will need to click on Update/Create Student Profile (on left side of screen).  If you already have a profile built click on Prepare Application.
► From the middle of the screen where it says "Please sign in below”

       Select Army as your category from the drop down menu
       Enter your Social Security Number
       Enter your Date of Birth
       Click "Logon" 

Step 2: Build your student profile (if you already have a profile skip to Step 3)
►At the next screen, complete all the requested information.  Make sure you enter the correct email address for yourself and your supervisor, AKO address is preferred.  When completed, click on the red “create/update CHRTAS record” button.  You should get a message stating that your profile has successfully been updated.  If you do not get this message, and your profile reappears on the screen, look for the red error messages and make the necessary corrections.

Step 3: To apply for the class
► At the next screen, make sure you use 2006 for the FY, and 010 (Civilian Human Resource Agency, APG, MD) for the region.  Select the class number and title provided for your course.
► Click on search

► Click on the appropriate location

► Select class number that matches your class date 

► Scroll to bottom of screen and press the red “Submit This Application button”

Do not attend unless you have received confirmation from the course manager. Although we try to accommodate all training needs, faxing a nomination to us does not guarantee a space allocation. Check with your activity Training Coordinator if you have not received confirmation two-four weeks prior to the class starting date.

	 CANCELLATION POLICY

	Contact the Course Manager to withdraw your nomination prior to the registration deadline.

	BILLING INSTRUCTIONS

	N/A


