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Welcome to SMART!

SMART, or System Management for Annual Requested Training, is a program that allows you to
create/update your Individual Development Plan and identify training needed to accomplish your plan.
If you are in the Technical Qualification Program (TQP), SMART alows you to create/update your
current Technical Qualification Record (TQR).

This SMART User’s Guide is designed to take you step by step through the SMART program.
Illustrated with the screens you will encounter during the program, this Guide will help you complete
each step of the program easily and quickly. When using SMART for the first time, be sure to read
through each section of the SMART User’s Guide before performing the steps—having the “big picture’
first will save you time.

The SMART program runs on personal computers equipped with Windows software. You must be
able to use a mouse and have the “point and click” skills used in Windows type applications. If
you do not have these skills, you will need to learn how to use the mouse to “point and click” before you
can access the SMART program.

Be sure to read through each page in the guide before performing the actions shown. Actions are
in boldface; explanatory notes and tips are not. The symbol indicates a special warning that you
should read.

A context sensitive help feature is built into the system and can be accessed from the drop down menu.
The help menu may also be accessed by pressing your F1 key just asin the Normal Windows

environment.

If you need assistance, contact your Training Coordinator or call the SMART assistance line:
301-903-6332.

Now, turn the page and let’ s get started!
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Initiating the SMART Program

The SMART program is accessed from the EH LAN Main Menu.

From the Main Menu, click on Administrative Systems.

Click on SMART to begin the SMART program.

Welcome to SMARTI
Enter the first letter of your first name:

Enter the first letter of your last name: [

Enter the lazt four digits of your S5HN: (11111
Waiting For Entry

Thisisthefirst dataentry screen in the SMART program.

Type the first letter of your first name as it appears on your DOE personnel record.
Type the first letter of your last name as it appears on your DOE personnel record.
Type the last 4 digits of your social security number (SSN).

Click on [Cainge].

Tip: Thereisno need to position the cursor using the mouse; the program does that automatically on
this screen.

This message appearsif you enter the information incorrectly, if amatch cannot be found, or if your
machine has been used by someone else accessing SMART.

Message

User ID in local record doez not match.

Pleaze tiy again.

fiT3

Click on .
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Verify your data. Make sure you are using the initial of your first name that is on your DOE personnel
record, not a nickname, middle name, etc.

Enter the information again.

Click on . (If you still get the error message, call 301-903-6332 or 301-903-6482 for
assistance.)

The main menu should display on your screen.

SMART

Fafen MENEERERT
iar
Annuaf Reguesied Framing

start Here Office of Environment, Safety & Health
YWersion 7.0 11/16/38

Information Update IDPSTEBM Development &

PE[ | | f ' I raining Ell'":ﬂ“]"
s0nal infarmation
Ea (== GDalS EDDIS & ala I |an3fel

NTIS Traiming Beeard - — WiewPrint S ubmit Chang
e T echnical Qualification Program SO Tl ooha s
LEARH Training Becord

T echnical Qualifization Fecord

Fequest Server Becord
Secretanal Standard =

Prioritize Activities
Administrative Tools

Infarmation D ates

Test User
: Staff IDPs/TRMs
HEE
Yizit our web zite at
http: /ftiz-nt_eh_doe.gov/training
Office of Techmcal Training & Profezsional Development
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After you enter your social security number, the data on your local record will be checked against the
server. If itisover 14 days old, you will be reminded to update your local record.

Message

You should update your local record since it

iz over 14 days old.

0K

If you have made changesin the last 10 days, but not sent them, do not update your local record.
Updating your local record will cause your changes to be eliminated. Send your changes before
updating your local record. (Seep. 36, “View/Print/Submit Changes.”)

If your datais over 30 days old, the system will request your record automatically.

Click on .

Next, the “DataFiles’ screen will be displayed.

Data Frles

Server Record: 09517719982
Local Record: 091741998
Changes Sent: f /

Changes Approved: f /
Changes Proceszsed: /7 /

The application iz ready for you to work on
your records.

[ one

This screen provides status information as well as dates on your files.

It also indicates whether or not the application is ready for you to work on your records. Please
see p. 50, “Using Information Dates,” for details.

Tip:  If you have difficulty accessing SMART, please call the SMART assistance line: 301-903-6332.
Click on when you are finished viewing this screen.

The main menu should display on your screen.
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Getting the BIG Picture

Thisisthe Main Menu for SMART.

m Microszoft FoxPro
_.__',_EM.-‘E-.FET Information Update  [DP/TRM Development  Administrative Tool:  Help

SMART

e AR R
iar
Annual Aeguesied Framing

start Here Office of Environment, Safety & Health

YWerzion 7.0 11/16/98

Information Update IDP/TEM Development &
Training Identification

Perzonal Infarmation
Heports & Data Transfer
ViewPrintSubmit Changes

Request Server Becord

NTIS Training Becord . —
Aal Rkl T echnical Qualification Program
LEARM Training Becord .
- Secretarial Standard

T echrical Qualfication Recard — :
Friortize Activities
Admimistrative Tools

Infarmation D ates
Test User

: Staff IDPz/THM=
[ Cluit
Wizt our web zite at

http:/ftis-nt.eh.doe_gov/training
Office of Technical Training & Profeszional Development

Clicking on any of the buttons on the screen will take you to a different step in the SMART program.

Y ou may press F2 while viewing any screen and a dialog box will appear in which you may

Tip:
enter comments or other relevant information, such as corrections to displayed information.
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m Microzoft FoxPro

SMART

ihiat's Hewr

Copy Test

Paste Text

Restore IOF From Serwer
Backup/Restore Local Record
Gluit

Information Update

Fer=zonal Infor mation

OTIS Training Recaord

LEAHMN Iraining Hecord
Technical Qualification Record

IDFATRM Developrment

Career Goals

Technical Qualification Program
Secretarial Standard
Fricritize Records

Adminiztrative Toolz

Registration Form
Ewaluation Form
C5A Form

Staff IDP=TRM=

Help

Conterts
Search for Help on...

SMART uses drop down menus to allow you access to its many features. Take a moment to click on
each menu to see what’ s under each. Most of SMART’ s features can be accessed either through the
drop down menus or “buttons’ on the screens.

A few functions, such as*Copy Text” and “Paste Text” can only be done from the SMART drop down
menus. Refer to the Table of Contents on pagei for other features.




If you are using SMART for the first time, you should progress through the program in this order:

Start Here
Yerzion 7.0 11/16/93

| Perzonal Infnrmatiun_l

| OTI5 Training Flecu:uru:l]

|LEARN Training Recard |

| T echnical Qualification Hecu:un:ll

Career Goals

| Technical Hualification F'ru:ugram_l

| Secretarial Standard_l

| Pricritize .-'-‘-.u:tivities_l

|Uiew£F‘rint£Submit Ehanges!

| Request Server F!eu:u:urd]

Once you are familiar with SMART, you will be able to use all of its functions as you need them.
However, it is still agood ideato check the [¥eision 7.0 11/18/38] button to be sure you stay current.

Tip:  Double-clicking on on the Main Menu alows you to exit SMART at any time without
losing your work.
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What’s New with SMART

Click on [Wersion 7.0 11216/98] .

A “What's New” dialogue box will appear.

Read through the information to find out the new features of the SMART program.

What's New?

Yersion

o - Expanded Mon Catalog

zechion.

When you are finished, click on .
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Verifying Your Personal Information

Thisisthe SMART Main Menu.

SMART

ST AT
7or
Annual Reguesicd Traimimg
Start Here

Yerzsion 7.0 11/16/38

Office of Environment, Safety & Health

Information Update IDP/TEM Development &

- Training Identification
Perzonal Infarmation

Reports & Data Transfer
NTIS Traning Becard . — Wiew A Print /S ubmit Changes
T echrical Qualification Program

LEARH Training Fecord . Fequest Server Becord
Secretarial Standard

T echnical Qualification Becard

Pricritize Activities
Administrative Tools

Infarmation D ates

Test User

: Staff IDP=/TRM=
e
¥izit our web zite at
http: //tiz-nt.eh_doe.govftraining
Office of Technical Training & Profezzsional Development

Y ou have completed the first step in the SMART program, checking out the latest SMART features.

Go to the Information Update section and click on [EetsanalInfamation] to verify your personal data.

Tip:  Remember, if you need to take a break, you may click on the Main Menu without losing
any of your work.
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Personal /nformation

Draniel
SMO0T 00D
i J01-903-6482

Computer Spe
Training Specialist

Office of Technical Training & Pra ahal Development [EH-74]

12418/1934 1241841930 1241841930

Check the information and make sure it is correct. You can correct the info in the boxes and
circles.

If you are unable to enter the changes into the correct boxes, press F2. A comments box will appear,
into which you may enter your changes.

Even if some of your information isincorrect or missing, continue completing the SMART program.
Click on when you are done.

Y ou have completed the second step in the SMART program, verifying your personal information.
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Checking Your DTIS Training Record

ThisisSMART’s Main Menu.

SMART

S e A ER T
7o
Arnual Heguesied Trammg
Start Here
Yerzion 7.0 11/16/38

Office of Environment, Safety & Health

IDPSTEM Development &
Training Identification

Perzonal Infarmation
Heports & Data Transfer
NTIS Traning Becard . — Wiew A Print /S ubmit Changes
Technical Qualification Pragram

LEARM Training Record . Feguest Server Record
Secretarial Standard

T echnical Qualification Becard o o
. Pricritize Activities

Information Update

Administrative Tools

Infarmation D ates

Test User

: Staff IDP=/TRM=
e
¥izit our web zite at
http: //tiz-nt.eh_doe.govftraining
Office of Technical Training & Profezzsional Development

EH TTPD maintains two training databases: DTIS and LEARN.

Click on [[PTI5 Training Recard] to check your activities listed in the DTIS database.

For current EH employees, the DTIS Record contains your training history up to April 1996; your
training history after that date is contained in your LEARN Training Record (page 13). If you are new
to EH, all of your training history will be contained in LEARN. (See“Reviewing Your LEARN
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DTS Traming Hecord

Ex00037

EHOO000000

EHOO1Y

92EHO017E

3J2EHO01 81

TS5

SE-PT-1

b 3iry b er Print Training B ecord

Check the information on the screen.

Tip:  Your DTISrecord in SMART runsonly to April 1996. If your DTIS record does not look
complete, contact the EH Training Registration Center for the latest version of your DTIS record.

Clicking on the code buttons will display additional information about each activity. Click on
when you are finished.

Click on [[Print Training Record] to print a copy of your DTIS Training Record.

When you are ready to exit your DTIS Record, click on .

A (Before you leave the SMART program, be sure to export any changes so the server (master)
record will be updated. See “View/Print/Submit Changes’ on page 42.)

Tip:  To move from page to page, click on the [&] and [z2] buttons.

Y ou have completed the third step in the SMART program, reviewing your DTIS Training Record.
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Reviewing Your LEARN Training Record

ThisisSMART’s Main Menu.

SMART

S e A ER T
7o
Arnual Heguesied Trammg

start Here Office of Environment, Safety & Health
Wersion 7.0 11416438

IDPSTEM Development &
Training Identification

Perzonal Infarmation
Heports & Data Transfer
NTIS Traning Becard . — Wiew A Print /S ubmit Changes
Technical Qualification Pragram

LEARM Training Record . Feguest Server Record
Secretarial Standard

T echnical Qualification Becard o o
. Pricritize Activities

Information Update

Administrative Tools

Infarmation D ates

Test User

: Staff IDP=/TRM=
e
¥izit our web zite at
http: //tiz-nt.eh_doe.govftraining
Office of Technical Training & Profezzsional Development

Now you are ready to review your LEARN Training Record. Your LEARN Training Record is your
current training history, maintained by EH TTPD in the LEARN system.

Click on |LEARM Training Recard] .
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LEARN Trammg Record

TechnicalhPosition S pecific u

09430/1999

Technical\Position S pecific u

06/28/1937

TechnicalhPosition S pecific u

03/0341933

Technical\Position S pecific u

C5T133 TechnicalsPozition 5 pecific u

033041933

MHT132 TechnicalsPosition S pecific u

0343041933

Review the information to ensure it is correct. You may make corrections to this information in

three ways:
1. If an activity’ s classification code is incorrect, click on the down arrow or choose either

Technical/Position Specific or Individual Development Plan, depending on your need.

Tip:  You should always check to be sure an activity’s classification code is correct for you—once you
complete the activity, you cannot change the code.

2. If you do not wish to complete the activity, you may deleteit by placing a“v"” in the box labeled
“Remove.” You may do thisonly if
— theactivity is not classified as Generic Fundamentals (i.e., mandatory training), OR
— thereisno scheduled or completed date.

If the course meets one of these criteria, a Remove box will be shown on the same line as the
course. If not, no Remove box will be shown.

3. Y ou may change the target date if there is no completion date. Place the cursor in the target date
box and type over the old date.
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Clicking on the activity code allows you to see a description of the activity if it is listed in the EH
Course Catalog. You may print the activity description by clicking on :

All these options may not be available to you (i.e., if the activity is completed, you cannot make
any changes).

Click on when you are finished.

A (Before you leave the SMART program, be sure to export any changes so the server (master)
record will be updated. See “View/Print/Submit Changes’ on page 42.)

Y ou have now completed the third step in the SMART program, reviewing your LEARN Training
Record.
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Your Technical Qualification Record

ThisisSMART’s Main Menu.

SMART

ey Manarerre el
or

Annual Reguesicd Framimg
Start Here

“erzion 7.0 11/16/98

Office of Environment, Safety & Health

Information Update IDF/TREM Development &
= I Inf ki Traiming Identification
— R ED.EIIS Heports & Data, Transfer

NTIS Training Becard . — Wiew Pkt /S ubmit Changes
T echnical Qualification Program

LEARHM Training Recard . Request Server Record
Secretarial Standard

T echnical Qualifization Fecord

Prioritize Activities
Admimistrative Tools

Infarmnation D ates

Test User

: Staff IDP=/TRks
e
Vieit our wab zita at
http: / ftiz-nt_eh._doe_gov/training
Office of Technical Training & Profezsional Development

The next step isto establish or review your Technical Qualification Record, if you are in the Technical
Qualification Program. (If you are not, skip to the next section, IDP Development.)

Click on |Technical Qualification Fecord] to establish or update your current TQR.
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Jechnical Gualiication Hecord'
[ Select Qualfication Standard]

Competency 1 af 27
 First I« I D etaits IO > O L st

Cornpleted Sctivities

| am exempt because: | need one. or more. developmental activities:

v |
03/30/1936

|0

| have an equivalency by: Evaluation:

This screen can be used to 1) establish or 2) update your Technical Qualification Record (TQR). If you
are only updating your TQR, go to page 20.

Establishing Your TQR

If you are newly entered into the Technical Qualification Program, or if your job has changed
drastically, you will need to establish a baseline Technical Qualification Record (TQR). You must first
work with your supervisor to determine your functional areas and required competencies, and then
provide them to EH TTPD before you can use this screen to establish your baseline TQR.

Once thisis done, you may use this screen to indicate how you will satisfy the competencies within your
functional area(s). If you need to review a qualification standard, click on |Select Qualfieation Standard] . To
review the supporting knowledge and skills, click on .
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Use the Help feature as needed to assist you with completing this screen. Click on
when you are finished with Help.

The General Technical Base Qualification Standard is automatically listed as your first qualification
standard for all EH employeesin the Technical Qualification Program.

Read the Competency Statement. If you need to review the supporting knowledge and skills for this
competency, click on . Click on when you are finished.

Choices:

Select one method of meeting your competency requirements: exemption, equivalency, or
developmental activity. Click on the appropriate selection box (if you choose the wrong box, simply
click on it to deselect).

If you are not required to satisfy the competency, click on the appropriate selection box under “I
am exempted because:”.

OR

If you have not satisfied the competency or if you have partialy satisfied it from past experience,
education, or learning activity, click on the appropriate selection box under “I need one, or more,
developmental activities.” Enter past experience, education, or learning activity information into
the Comment box.

Tip:  If you are entering Justification/Comments that apply to several competencies, you may
copy/paste text by using the “Copy Text” and “Paste Text” features found under the SMART on
the menu bar.

OR
If you have satisfied the competency, click on the appropriate selection box under “1 have an
Tip: Do NQOT choose a combination of methods, such as exemption and developmental activity or

equivalency and exemption. If you do, a multiple status error will be generated on your Problem
Report. (See example in the Appendix at the end of this Guide.)

SMART User’s Guide ® Office of Technical Training and Professional Development




Click on and to move back and forth through the competencies.

Clicking on or brings up either the first or the last competency statements for the
gualification standard.

When you have completed all of the competencies, click on [Select Qualfication Standard] to view your
other functional areas.

A list of your functional areasis displayed.

General Technical Baze

Click and hold on the Up and Down arrows to scroll through the list.

Double click on the functional area you wish to select.

Repeat the procedure you followed for the General Technical Base Standard, choosing an
exemption, equivalency, or method for satisfying each competency in your current functional
area(s).

Click on and to move back and forth through the competencies.

Clicking on or brings up either the first or the last competency statement for the
gualification standard.
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Updating Your TQR

If you have already established your baseline TQR and only need to update it, you can only make
changes to your outstanding activities as shown on the right side of the screen. (You will not have
access to the left side of the screen.) Use the screen to enter any new information needed, such as
Activities Completed date, Target Date, or Evaluated On date. You may also change your
developmental activity choices or evaluation methods in consultation with your supervisor.

A Y ou must fill out each section on the screen as you complete a developmental activity—do not
remove checks from the developmental activities after you have completed them.

If you have completed part of a competency’ s requirements, but not all, you should enter that fact in the
comments box.

Clicking on [Select Dualiization Standard]  @llOWS you to see alist of the standards that apply to your position.
Double-clicking on a specific standard shows the competencies for that standard.

Tip:  If you are entering Justification/Comments that apply to several competencies, you may
copy/paste text by using the “ Copy Text” and “Paste Text” features found under the SMART on
the menu bar.

Click onthe and buttons to move back and forth among the competencies.

Tip:  If you know the number of the competency you want, click on the button that says Competency
of

Fnd Compefency

Enter the number of the desired competency and click :

Clicking on |Completed Activities ] Shows your DTIS and LEARN training records for completed courses. |If
any courses you have completed are missing from the list, contact the EH Training Registration Center:
202-586-2499.

Click on when you are finished.

A (Before you leave the SMART program, be sure to export any changes so the server (master)
record will be updated. See “View/Print/Submit Changes’ on page 42.)
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Entering Your Career Goals

ThisisSMART’s Main Menu.

Start Here

Yerzsion 7.0 11/16/38

Information Update

Perzonal Infarmation
NTIS Traming Rerord
LEARH Training Fecord

SMART

S e A ER
7or
Annual Reguesicd Traimimg

Office of Environment, Safety & Health

IDPfTEM Development &
Training Identification

Career Goals
T echrical Qualification Program

Reports & Data Transfer

WViewPrntS ubrmit Changes
Fequest Server Becord

Secretarial Standard

T echnical Qualification Becard :
. Pricritize Activities

Administrative Tools

Infarmation D ates

Staff IDPs/TRMs

Test User

Lyt
¥izit our web zite at
http: //tiz-nt.eh_doe.govftraining
Office of Technical Training & Profezzsional Development

Y ou have now completed the information update section of the SMART program.

Now you are ready to develop or modify your IDP. There are three steps:
identification of career goals,
selection of learning activities, and
the prioritization of learning activities.

Click on _
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Creating Your IDP

Y ou will seethis screen only if you have never created an IDP using SMART. If you aready have an
IDPin SMART, turn to the next page.

Career Goals

|rl-l rove cormputer

Improve management skills.

The purpose of this screen isto enter your career goals.

Use the drop down menu or press F1 for the Help screen to review examples or definitions of short
and long term goals. When you are finished with Help, just exit.

Enter your short and long term goals. (Use the mouse or the keyboard to move from box to box.)
When you have finished entering your goals, click on .

You must enter a goal on this screen before you can select training activities.
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Selecting Training to Achieve Your Goals

Career Goals

Shave Al Goals
e
e N

- T = Firnd bl alichies: —
Cutstanding Activities Courze Clazsification

Show Selected
EN(CST101

C5T103,
% - Schedule 09/30/2000*
available

Mon-Catalog Courzesworkshopz/Seminarz

You must enter a target date for completion. Consult the Help menu to review more information
on how to complete this screen. When you are finished with Help, exit the program.

After you have entered your goals, you must select alearning activity to help you fulfill your goals.

OR
Y ou may identify aformal training course. Y ou may choose a non-catalog learning activity
such as:
Turn the page to see how to identify a course. - College/University
- Conference/Workshop
- Mentoring
- On-the-Job Training (OJT)
- Other
- Self-Study
- Site Specific
- Training Course

Click on IMon-Catalag Cowses warkshops/Seminars | gnd
turn to page 26.
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To find training courses to help you achieve your first goal, you may click on:

| Course Elassificatiun]

OR

Find tatches

Position Courzes

OR

Review thelist of course
classification codes displayed.

Enter aprimary search word in the
Primary: |

If you wish to narrow your search,
you may enter a secondary word in

the Secondary: |

Review the list of job positions
displayed.

Click and hold on the Up and Down
arrows to scroll through the list.

Click on Search Descriptions aso if
you wish to search course
descriptions, too.

Click and hold on the Up and Down
arrows to scrall through the list.

Double-click on any course
classification code to display the set
of coursesin that category.

After entering your search words,

click on |.Find Matches §

Double-click on any job position to
display set of courses matched to
that position.

Click on course classification code
to see course description. Click on

when you are finished
viewing the course description.

All matches will be displayed.
Click on course classification code
to see course description. (In the
example shown, all courses on
safety are being requested.) Click
on when you are finished
viewing the course description.

Double-click on any course
classification code to see a course

description. Click on when
you are finished viewing the course
description.

Select atarget date from 1 of the 4 dates listed for each course you wish
to enter into your IDP. If you do not wish to select a course, leave the
target date as“No Date.” If you enter atarget date, SMART will
immediately give you the option of completing a pre-filled training
request (if thereis a“Schedule Available”).

After you have selected all your courses for that goal, you may click on
to display all the courses you have chosen.

Click on to the right of and repeat this procedure for
all goals until you have identified all the training courses needed.

When you have identified courses for other learning activities for all your

godls, click on :
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Career Goals

S how &l Goals
B
.

Firnd bl alchies:

Outztanding Activities Courge Clazzification

Show Selected
N CST101

C5T103
* - Schedule 09/30/2000| + |

available

Mon-Catalog Courzes M orkshops/Seminarz:

Four buttons are used to move within this screen. To move from goal to goal, click on the and
buttons on either side of . To move from page to page, click on the L£<] and [>2] on either
side of “Page.”

To seeal your goals, you may click on:

Clicking on [[Qutstanding Activities| shows you the courses you have scheduled, but not yet completed, and
thelir target dates.
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Non-Catalog Courses/Workshops/Seminars

If you know a SPECIFIC courze/seminar AHD vendor. fill in sections 1 and 3.
If not, enter information in sechons 2 and 3.

I Secton 1

Lecton &
A detailed description will increase the chances of finding a zuitable match.
Pleaze be az zpecific az pozssible.

Lecton F
Hours and costs should be approximated if unknown.

m mm NoDste |-
i e
e

This screen allows you to enter learning activities not found through the course catalog in SMART.

Click on to add the learning activity to your IDP. Use Tab to move from field to field.

(continued)
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Flowchart

To enter anon-catalog learning activity, you must complete either Sections1and 3 OR
Sections 2 and 3. Follow these steps to determine which combination of sections to complete:

Do you know the No Complete Sections 2 and 3
course/workshop/seminar title? (see pages 29 and 30)
lYes
Do you know the vendor :
information? (see vendor | No ) Complete Sec;gns;;gd 3
information section below) (see pages 29 and 30)

lYes

Complete Sections 1 and 3
(see pages 27 and 30)

Section 1 — Completion Directions

Course/Seminar # Enter the course number or workshop/seminar code or number (if
none/unknown, leave blank).

Title Enter the course or workshop/seminar title (mandatory). Do not
abbreviate.

Vendor Information

- Name Enter vendor’ s full name (mandatory).

- Address and Phone No. Entering thisinformation will help expedite your request
(preferred, but not required).

Location of Training Site Enter location where course will actually be taken (preferred, but
not required).

Training Period
- Start Enter course start date (preferred, but not required).
- Complete Enter course completion date (preferred, but not required).

Tab to Section 3 (see directions, page 30).
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Section 1 - Example

Non-Calalog Courses/Workshops/Seminars

If you know a SPECIFIC courzefseminar AND vendor. fill in sections 1 and 3.
IF not, enter information in sections 2 and 3.

GER101 Lecton F

[ntro to German

School of Languages
1001 Hampton Rd. - Sikver Spring, MD 1201 /1998
301-303-6332

01/05/1933

Rockwville, MD

Lecton &
A detailed description will increase the chances of finding a suitable match.
Pleaze be as specific az possible.

Socfion 3
Hours and costs should be approximated if unknown.

03/21/1993 |~

College/University H
A -

k) [ o [ S

Hereis an example of a correctly completed Section 1. If the sectionis not filled in correctly, an error
message will appear with instructions for correcting the entry.

Message

You must either
al enter vendor information,

b] move entry to section 2.
c] delete this entry.

fil3

Click on .

Correct the entry.

Click on [Bang] .
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Section 2 — Completion Directions

Description Enter a detailed description of the learning activity. Be as specific
as possible to increase the chances of finding a suitable match. Be
sure to use key words, technical references, or other identifiers.

Examples:
| need arefresher course in environmental laws and
regulations.
| need basic Microsoft Word 7.0 training, willing to take CBT.
| want to take a college level introductory German class at
American University.

Tab to Section 3 (see page 30).

Section 2 - Example

Non-Calalog Courses/Worksfiops/Seminars

If you know a SPECIFIC coursefseminar AND wendor, fill in zections 1 and 3.
If not. enter information in zectionz 2 and 3.

Lectan T

Lectan &
A detailed dezcription will increase the chancesz of finding a suitable match.
Pleaze be as specific as possible.

| need a refrezher course in environmental laws and regulations.

Lecton F
Hours and costz should be approximated if unknown.

033171939 |~
R R

E MY - Enviranment H

Hereis an example of a correctly completed Section 2. 1f you complete both Sections 1 and 2, an error
message will appear warning that you cannot enter both atitle in Section 1 and a description in
Section 2.
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Message

You can not enter both a title and a description.

0K

Click on .
Remove the title from Section 1 and place it in the description in Section 2.

Click on [Bazg] .

Section 3 — Completion Directions - MANDATORY

Estimate the costs and hours if you do not know the exact figures. Thiswill enable your
supervisor/Office of Technical Training and Professional Development to track total costs and hours.

Cost Enter the cost of the learning activity, if known (do not include
travel, only include tuition fees).

Hours Enter the hours required to compl ete the learning, if known.

Target Date Click on drop down menu and select one of the dates. Remember,
this date is atarget for completion.

Activity Type Click on drop down menu and select the type of learning activity.

Activity Classification Click on drop down menu and select the subject matter
classification of the learning activity.
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Section 3 - Example

Non-Calalog Courses/Workshops/Semmnars

If you know a SPECIFIC coursefseminar AND vendor. fill in zections 1 and 3.
If not, enter information in sechions 2 and 3.

GER10T Lecton F

[ntro to German

School of Languages
1007 Hampton Rd. - Silver Spring, MD 12401 /1993
301-303-6332

01/05/19395

Rockyville, MD

Lection &
A detailed description will increase the chancesz of finding a suitable match.
Pleaze be as specific az possible.

Lecfian 7
llours and costs should be approsimated if unknown.

e e 13/31/1989 |-

College/University H
OTH - Other B

Hereis an example of a correctly completed Section 3. If you do not complete it correctly, error
messages will appear with instructions for completing the entry.

Correct any errors.

Click on.

When you have completed either Sections 1 and 3 OR  Sections 2 and 3 as appropriate, click on
to enter each additional learning activity.

To review the learning activities you have entered, use the and .
To delete any learning activities, click on .

Click on when you’re finished.
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Click on .

A (Before you leave the SMART program, be sure to export any changes so the server (master)
record will be updated. See “View/Print/Submit Changes’ on page 42.)

Y ou have now completed the sixth step in the SMART program, writing your Career Goals.
If you are in the Technical Qualification Program, turn to the next page. If you hold a secretarial

position, turn to “The Secretarial Standard” on page 37. If you do not fall into either of these categories,
proceed to “Prioritizing Y our Learning Activities,” page 39.
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Identifying Your Technical Qualification Program

Training Requirements

ThisisSMART’s Main Menu.

SMART

e AR R
iar
Annual Aeguesied Framing
Start Here
Yersion 7.0 11/16/38

Office of Environment, Safety & Health

IDE/TEM Development &
Training Identification

Perzonal Infarmation
Career Goals

Heports & Data Transfer

NTIS Traiming Becord " e Wiew PrintSubmit Chang
Aal Rkl T echnical Qualification Program AN A
LEARM Training Becord . Request Server Becord
Secretanial Standard

T echrical Qualfication Becaord — S
Friortize Activities

Information Update

Admimistrative Tools

Infarmation D ates
Test User

: Staff IDPz/THM=
HETE
Wizt our web zite at

http:/ftis-nt.eh.doe_gov/training
Office of Technical Training & Profeszional Development

Y ou should complete this next step if you are in the Technical Qualification Program. If you are not,
skip to the section of this Guide called “Prioritizing Y our Learning Activities” on page 39. If you hold a
secretarial position, skip to “ The Secretarial Standard.”

If you are in the Technical Qualification Program, click on | Technical Dualfication Program] .
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lechnreal Gualiication FProgram

Competency Details.
B L

: = = Find Matches r— —
Outztanding Activities Courge Claszification Suggested Activities

Show Selected

Mon-Catalog Courzes M ork shopssS eminars

The purpose of this screen is to identify the learning activities that you have determined are needed to
satisfy your competencies. These screens are used after you have established a baseline TQR. Only
competencies selected as needed for each standard will appear.

Consult the Help menu to review more information on how to complete this screen. When you are
finished with Help, exit the program.

Click on [Select Qualification Standard] to see a list of your required Qualification Standards. Double-
click on the standard with which you want to work.

Click on[<] and [zz] to move back and forth through the competencies associated with the
standard. If you need to review the supporting knowledge and skills for this competency, click on
[Eompetency Detai] . Click on [B2zg] when you are finished.
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Y ou may identify any needed learning activities for each competency using the same process that you
used in “Selecting Training to Achieve Y our Goals,” pages 23 - 32.

Clicking on [Suagested &ctivities] shows activities that are linked to TQP competencies.

Describe other training such as self-study, OJT, etc. using [Hon-Catalag Courses/warkshops/Seminars | .

Technreal Gualiication FProgram

Select Clualification Standard

Competency Detailz

e
. — — Find Matches — —
Outztanding Activities Courze Claszification Suggested Activities
Show Selected

EMY I u
ENV1T e
ENV1Z R
ENV12Z e

Mon-Catalog Courzesworkshops/Seminars

When you have selected all the appropriate training for the General Technical Base Qualification
Standard competencies, click on |Select Bualfication Standard] to choose your Primary Functional
Area(s) and repeat the training selection process.

When you have selected all the appropriate training for your primary functional area, click on
| Select Bualiication Standard] and repeat the process for your other Functional Area(s).
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When you have completed this process for all applicable functional areas, click on .

Four buttons are used to move within this screen. To move from competency to competency, click on
the and buttons on either side of “Competency.”

To move from page to page, click on and on either side of “Page.”
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The Secretarial Standard

ThisisSMART’s Main Menu.

SMART

Fafen MENEERERT
iar
Annuaf Reguesied Framing

start Here Office of Environment, Safety & Health

YWerzion 7.0 11/16,/38

Information Update IDPSTEBM Development &
Training Identification

Perzonal [nformation
Heports & Data Transfer

NTIS Traiming Beeord " — WViewPrintSubrmit Chang
LR LE T echnical Qualification Pragram S T Ehg
LEARH Training Becord . Fequest Server Becord
Secretanal Standard

T echnical Qualification Fecord — :
: Prioritize Activities
Administrative Tools

Infarmation D ates

Test User

: Staff IDPs/TRMs
HEE
Yizit our web zite at
http: /ftiz-nt_eh_doe.gov/training

Office of Techmcal Training & Profezsional Development

If you hold a secretarial position, you may use the competenciesin the secretarial standard as a

framework.

Click on | Gecretarial Standard]
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Secrefanal Slandard

Competency Detailz

Find Matches
Cutstanding Activities Courze Clazsification

Show Selected

Mon-Catalog Courzes W ork zhops/S eminars

The purpose of this screen isto identify learning activities that you and your supervisor have determined
isrequired to satisfy your competencies.

Consult the Help menu to review more information on how to complete this screen. When you are
finished with Help, exit the program.

Click on[<] and [52] to move back and forth through the competencies associated with the
standard. If you need to review the supporting knowledge and skills for this competency, click on
| Competency Detail:]. Click on when you are finished.

Y ou may identify any needed learning activities for each competency using the same process that you
used in “ Selecting Training to Achieve Y our Goals,” pages 23 - 32.

A (Before you leave the SMART program, be sure to export any changes so the server (master)
record will be updated. See “View/Print/Submit Changes’ on page 42.)
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Prioritizing Your Learning Activities

ThisisSMART’s Main Menu.

Start Here

YWerzion 7.0 11/16/38

Information Update

Perzonal Information
NTIS Traiking Berord
LEARH Training Record

T echnical Qualification Fecord

SMART

FE e A E e
iar

Annuaf Reguesied Framing

Office of Environment, Safety & Health

IDPSTEM Deyelopment &
Training Identification

T echnical Qualification Program
Secretanal Standard

Prioritize Activities

Test User

-

Wizt our web zite at

http: /ftiz-nt_eh_doe.gov/training

Heports & Data Transfer

WViewPrntS ubmit Changes
Fequest Server Becord

Administrative Tools

Infarmation D ates

Staff IDPs/TRMs

Office of Techmcal Training & Profezsional Development

Y ou have reached the seventh step in the program, “Prioritize Activities.”

Click on |Friciitize ctivities]
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Friorfize Aolivifies

-- B Prioritiez ---

- [ Prioritiez --
C5T108 - Automated Information Systems Secunity [Advanced]
kT 106 - Project Planning for DOE Project Managers [Fr51]

Maove Do

[ iain Menus

The purpose of this screen isto help you order your learning activities on the basis of priority, with “A”
priorities being of greatest importance. To move items up and down among the priority levels:

1. Click to highlight one of your learning activities. It is suggested that you begin with the
learning activity of most importance to you.

2. Click on [MeveUp] or [MeveDawn] as many times as needed to move the activity under the
desired priority level. SMART assigns a letter and a number showing where each activity is
positioned. When you print your IDP, A Prioritieswill print with A1, A2, etc., B Priorities will
print with B1, B2, etc.

3. Repeat for each learning activity.

If an activity is disapproved by your supervisor, SMART doesn’t re-prioritize the remaining activities.
The numbers remain the same.
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Tip:  You should print out a copy of your IDP for your personal records prior to submitting it to your
supervisor. Thiswill be your only record of what you submitted. Y our approved IDP may not
match the IDP submitted. (See example“IDP Plans’ in Appendix C.)

Click on when you are through.
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View/Print/Submit Changes

ThisisSMART’s Main Menu.

SMART

ST AT
7or
Annual Reguesicd Traimimg
Start Here

Yerzsion 7.0 11/16/38

Office of Environment, Safety & Health

Information Update IDP/TEM Development &

ErE0 al | l: k ining Idﬂl Itll ication
| rkarmatiorn
. pultg&nata anSfEl

NTIS Traming Bernnd - — WViewPrintS ubrmit Chang
e Techrnical Qualification Pragram eI B b
LEARM Training Fecord . Fequest Server Becord
Secretarial Standard

T echnical Qualifization Becard

Pricritize Activities
Administrative Tools

Infarmation D ates

Test User

: Staff IDP=/TRM=
e
¥izit our web zite at
http: //tiz-nt.eh_doe.govftraining
Office of Technical Training & Profezzsional Development

Y ou have reached the eighth step in the program, “ Reports and Data Transfer.”

The Office of Technical Training and Professional Development, EH TTPD, isresponsible for
maintaining your server record. You must transfer your changes electronically to EH TTPD so that the
changes go on your server record.

Click on |¥iew/Print/Submit Changes] .
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Vrew Changes

Technical Qualification

Problem Feport

TRM Changes M Cover Page

IR X Standards

_ _ W GTE

__ W Frimary
& 20 Cou [

[ Fuluie ==

General Reportz

TRM

Submyf Changes

Send Changes to Server

Thiz will export any changes you
have made to the server to be
approved by your supervizor.

Send Changes

To view your changes on the screen or print a hard copy, click on any report you need.

Tip:  If you wish to view the report before printing, click on Preview On Screen. Click on
or the magnifying glass cursor to enlarge the area of the report you wish to see. Click on
when you are finished viewing the report.

Tip:  To print reports, be sureto click on *“ Send to Printer” before selecting a report.

Select a report from the following options:
Genera Reports Box. The Notes And Comments Report shows everything you entered using the F2
key. TRM changes show only additions, deletions, and changed target dates. The IDP Report will
show all Goals and Standards and the learning activities and prioritization linked to each. Before
selecting the TRM Report, set the options below the button to “All Courses” or “Future Courses.”
The TRM Report reflects activities selected and entered in your training history.

Click on the report you wish to view or print.
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Technical Qualification Reports Box. Only TQP participants have this report option. Each report
shows all entries for the status indicated on the button. Selecting the “Competencies’ option will
give you a Competency Status Report, showing the status you identified for each competency:
equivalency, exemption, developmental activities.

Click on to view or print the selected report.

Tip:  You should always run a Problem Report when you see a Changes Processed date when you log
in. The Problem Report lists al problems with your TQR to date, such as multiple status for a
given competency. (See the Problem Report example in the Appendix at the end of this Guide.)

Tip:  Toprint your entire TQR, click on all the standards and sections.

A If you are ready to send your changes to EH TTPD for updating your server record, click
on . Y ou should share your changes with your supervisor before sending them:
however, your supervisor will receive a copy of all changes for his’her approval before the
changes are made to the server record.

A If you have previously sent changes that your supervisor has approved but which have not yet
been processed by EH TTPD, you will see the following message:

Message

You have prior changes that have been

processed, but not posted to the zerver.
Submizzion demed.

0K

Y ou will need to wait until your changes are processed to send your latest changes.
The processing status of your record will be indicated on the Data Files (see page 50) screen when
you log into SMART the next time, so that you will know whether or not your changes have been

made to the server record.

If you are not ready to send changes to EH TTPD, click on :
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Requesting Your Server Record

ThisisSMART’s Main Menu.

Start Here

Yerzion 7.0 11/16/38

Information Update

Perzonal Infarmation
NTIS Traving Berard
LEARM Training Fecord

SMART

ST AT
iar

Annual Reguesicd Traimimg

Office of Environment, Safety & Health

IDPfTEM Development &
Training Identification

Career Goals
T echrical Qualification Pragram

Reports & Data Transfer

WView/PrntS ubmit Changes
Fequest Server Becord

Secretanial Standard

T echnical Qualification Becard :
. Pricritize Activities

Administrative Tools

Infarmation D ates

Staff IDPs/TRMs

Test User

MY
¥izit our web zite at
http: //tiz-nt.eh_doe.govftraining
Office of Technical Training & Profezzsional Development

A Do this step only when the SMART program prompts you to do so. Requesting your
Server Record causes your Local Record to be written over by whatever is currently on
your Server Record.

Before you use this function, you must first save any changes you want to keep by accessing the

|¥iew/Print/Submit Changes] section and clicking on [Send Changes]
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Check the Data Files screen first by clicking on . After the Data Files screen (see
page 50) shows the changes have been processed, you may safely request your server record.

Steps for Requesting Server Record

Click on | Fiequest Server Record] |

Message

The zerver record has the zame date as your

local record. Are you sure you want to do
thiz?

e

If you see this message, consider carefully your options:
If you have made changes to your Local Record that you wish to save, choose and return to
[ iewaPrint/Subrit Changesz] and submit your changesfirst.
Clicking on means you will overwrite your Local Record with the information in the Server
Record. If you have made no changes to your Local Record that you wish to keep, choosing is
aviable option.

Warning!

Thiz will update your personal information. training record. and
Technical Qualification Record from the server. Tou should only

usze thiz option in bwo situations:
1. You have been notified that your prior changes
were processed.

2. Your local data i1z older than the server data and you
have not made any changes that you want to keep.

If you have made any changes that you want zaved, make sure

you have zelected the |RERRETGEF 8N == | button on the

main menu.
Do vou want to update vour local data?

ez
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Backing Up/Restoring Your Local Record

It's agood idea to make a backup copy of your Local Record onto a diskette. As noted previoudly,
using [PRequest Server Recard]| and “ Restore IDP From Server” will overwrite your Local Record with the
|ast data processed.

If you have made changes but are not ready to send them to the server for processing, you can save a
backup copy of them in case anything happens to your Local Record kept on your computer’s hard
drive. (SMART will overwrite your Local Record in 30 days, so be sure to send your changesin

promptly.)

To make a backup copy onto a diskette, click on the SMART drop down menu and select
“Backup/Restore Local Record.” The following menu will appear.

Fackup/Hestore Local Record

You can either backup to a blank. formatted disk or

restore from a dizk your local record. If you are uzsing a

Macintozh, the disk must be labeled ‘SMART Backup®.

To backup to a diskette, put a blank diskette into drive A and click on :

To restore from your backup diskette, place backup diskette into drive A and click on .
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Restoring a Deleted IDP

If for some reason, your IDP has been deleted or is unavailable to you, you may use this function to
restore your |DP.

Tip:  If thisfunction does not work, call your SMART Administrator at 301-903-6332 to verify that
you have avalid IDP.

Click on the SMART drop down menu and select “Restore IDP from Server.”

A warning message will be displayed.

Warning!

Thiz will overwrite your current IDF with the last verzion that

wasz zent to the server for approval. You zhould only do this
if your local IDP in your C:ASMART directory has been deleted.

Do you want to restore your IDP?

ez

A Clicking on will download a copy of the last version of your IDP that you sent for
approval. Thiswill overwrite your current IDP, so only do thisif your current IDP has been

deleted already. Clicking on cancels the data transfer.
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Using Information Dates

Thisisthe Main Menu for SMART.

SMART

ST AT
iar

Annual Reguesicd Traimimg
Start Here

Office of Environment, Safety & Health
Yersion 7.0 11416438

Information Update IDP/TEM Development &

ErE0 al | l: k ining Idﬂl Itll ication
B Frarmation
. pultg&nata anSfEl

NTIS Traming Recnrd - — WView/PrintSubmit Chang
LR AR T echrnical Qualification Pragram e R A
LEARM Training Fecord . Fequest Server Becord
Secretarial Standard

T echnical Qualification Becard

Pricritize Activities
Administrative Tools

Infarmation D ates

Test User
: Staff IDPz/TRMs.
e
¥izit our web zite at
http: //tiz-nt.eh_doe.govftraining
Office of Technical Training & Profezzsional Development

These dates are important because they tell you the status of your file. By checking the Information
Dates, you can determine if your supervisor has reviewed/approved your changes or if the training
organization has posted the changes your supervisor approved.

Y ou can see thisinformation by clicking on the Information Dates button in the Administrative Tools
Box.

Admimstrative Tools

Irfarmation [ates
Staff IDPz/THM =
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ata Frles

Server Record: 0951771998
Local Record: 09/17/1998
Changes Sent: f /

Changes Approved: / /
Changes Processed: / 7

The application iz ready for you to work on
your records.

[ one

Server Record. Date when the training organization last updated files and posted to the server.

Local Record. Date of the working file you stored in your local SMART folder.

Changes Sent. Last date when you submitted changes for approval.

Changes Approved. Last date when changes were approved by your supervisor.

Changes Processed. Last date when your changes were pulled for processing.

Y ou can use these dates to determine if your changes have been approved, if they have been posted to
the server, and if your local datafiles need to be updated.

If you see the message:
1. “The application is ready for you to work on your records.”
Y ou may proceed using SMART.
2. “You have prior changes that have been processed, but not posted to the server.”

DO NOT USE SMART AT THISTIME. Cal the SMART Administrator at 301-903-6332.
3. “You have sent changes which are waiting for supervisor approval.”

Do you want to update your records awaiting supervisor approval?

If yes, make changes and send immediately.

If no, do not use SMART. Re-notify your supervisor that your records are awaiting approval.
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Using the Training Request Form

Thisisthe Main Menu for SMART.

SMART

S e A ER
7or
Annual Reguesicd Traimimg

Start Here Office of Environment, Safety & Health
Version 7.0 11416438

IDPfTEM Development &
Training Identification

Perzonal Infarmation
Reports & Data Transfer
NTIS Tranng Becard . — e Print /S ubmit Changes
Technical Qualification Program

LEARHM Training Record . Fequest Server Becord
Secretarial Standard

T echnical Qualification Becard = =
. Pricritize Activities

Information Update

Administrative Tools

Infarmation 0 ates

Test User

: Stalff IDP=/TRMs
HEE
¥izit our web zite at
http: //tiz-nt.eh_doe.govftraining
Office of Technical Training & Profezzsional Development

Now that you have updated your records and identified training that you need, you may use the
function to request courses.

Click on :

Tip:  Create a folder called “Training” on your C:\; n:\;or a:\ drive. If youdon't know how
to create afolder, call the SMART assistance line at 301-903-6332.
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Framng Hegrstraton

To submit an electronic training request, click on

frammg Hegueast Form {THF

SMOOT- wWioon DPEAOTTAPD[ J|f301-903-5482

Create Electronic Cop Em Frint TRF
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Consult the Help menu to review more information on how to complete this screen. When you are
finished with Help, exit the program.

When you have completed the TRF, click on . Thiswill save your TRF for easy retrieval at a
later time. Y ou will see the following screen:

Tip:  Save the TRF in your “Training” folder, using .TRF as the filename extension, for example,
HST112.TRF. (This would identify the course and that the file is a Training Request File.)
To retrieve your file at alater time, click on and then select your file from the Training
folder.

Save Az

Save az something. TRF: Directory:

| HST112.uf | c:%...Atbraining
ER=E 7]
Fewindows
F=desktop

" All Files

Dirive:
EE 5]

A Be sure to aways save to the drive where you created your “Training” folder, not the default
network drive (s)\).
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To submit your training request, click on |Cieate Electionic Copy .

Creale Elecitronic Copy

A text version of your training form has been
placed in the Windows clipboard buffer.

Prepare an email messaqge to the person
who reviews your forms. In the body of the

email. select the paste option to transfer
the contents of the clipboard buffer.

Itis recommended that wou send a
copy to your Training Coordinator.

UK

Go into cc:Mail or Lotus Notes. Address an e-mail message to your supervisor with a copy to your
training coordinator. Then place the cursor in the text area of the message and click the mouse.
Go to the top of the screen and click on Edit, and then click on Paste. The entire training request
will be pasted into your message to your supervisor.

Send the message to your supervisor for approval.

Supervisors’ Note

A If you are using Lotus Notes to send approved training requests to the next authorizing official,
you must follow these steps:

1. Click on forward.

2. Address for next authorization (or EH Training Registration if you are the final approval
required).

3. Scroll down message to your appropriate line for authorization.

4, Enter your authorization code.

5. Click on Send.

Approvals must be done in this order or Lotus Notes will not accept the approval codes.




Completing Your Training Evaluation Form

Thisisthe Main Menu for SMART.

SMART

ST AT
7or
Annual Reguesicd Traimimg
Start Here

Office of Environment, Safety & Health
Wersion 7.0 11416438

Information Update IDP/TEM Development &

ErE0 al | l: k ining Idﬂl Itll ication
B Frarmarion
. pultg&nata anSfEl

NTIS Traming Berord - — WView/Prnt S ubrmit Chang
R T echnical Qualification Program ML o e e
LEARM Training Fecord . Fequest Server Becord
Secretarial Standard

T echnical Qualification Becaord

Pricritize Activities
Administrative Tools

Infarmation 0 ates

Test User
: Staff IDP=/TRM=
HEE
¥izit our web zite at
http: //tiz-nt.eh_doe.govftraining
Office of Technical Training & Profezzsional Development

After you have completed your training, you should submit atraining evaluation form.
Click on :

Tip:  Create a folder called “Training” on your C:\; n:\;or a:\ drive. If youdon't know how
to create afolder, call the SMART assistance line at 301-903-6332.

Your evaluation forms are not retrievable by the SMART Administrator, so it is highly
recommended that you save them into a “Training” folder.
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frammg Hegrstration

Click on )

After your training is completed, you must submit atraining evaluation form (TEF) to EH TTPD within
two weeks. Use thisform to send your evaluation electronically to your supervisor for approval.

Failure to send in an evaluation with 60 days means your activity will not be shown as“Completed.” It
will show as cancelled in your record.
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Framnng Evalovation Form (TEF/

Create Electonic Cop Frint TEF

Complete this form and click on .

When you have completed the TEF, click on . Thiswill save your TEF for easy retrieva at a
later time. Y ou will see the following screen:

Meossadge

Please make zure to save the file to a local

dnve.

0K ]

Tip:  Save the TEF in your “Training” folder, using .TEF as the filename extension, for example,
HST112.TEF. (This would identify the course and that the file is a Training Evaluation
Form.) To retrieveyour file a alater time, click on and then select your file from the
Training folder.
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Save As i

Save asz something. TEF: Directory:

|| c:%___\training

| [=es +
Ezwindows

Ezdesktop

Cancel

T All Files

Drive:

|IE1::: |j

A Be sure to aways save to the drive where you created your “Training” folder, not the default
network drive (s\\).

To submit your training request, click on | Create Electionic Copy] .

Creale Electronic Copy

A text varsion of your training form has been
placed in the Windows clipboard buffer.

Frepare an email messaqge to the person
who reviews your forms. In the body of the
email. select the paste option to transfer
the contents of the clipboard buffer.

It is recommended that wvou send a
copy to your Training Coordinator.

0K/

Go into cc:Mail or Lotus Notes. Address an e-mail message to your supervisor with a copy to your
training coordinator. Then place the cursor in the text area of the message and click the mouse.
Go to the top of the screen and click on Edit, and then click on Paste. The entire training request
will be pasted into your message to your supervisor.

Send the message to your supervisor for approval.

If you wish to print a hard copy, click on .
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Using the Continued Service Agreement (CSA)

ThisisSMART’s Main Menu.

SMART

S e A ER
7or
Annual Reguesicd Traimimg

Start Here Office of Environment, Safety & Health
Version 7.0 11416438

IDPfTEM Development &
Training Identification

Perzonal Infarmation
Reports & Data Transfer
NTIS Traimng Becard . — WiewPrint /S ubmit Changes
Technical Qualification Program

LEARM Training Fecord . Fequest Server Becord
Secretarial Standard

T echnical Qualifization Becard = =
: Pricritize Activities

Information Update

Administrative Tools

Infarmation D ates

Test User

: Staff IDP=/TRMs
e
¥izit our web zite at
http: //tiz-nt.eh_doe.govftraining
Office of Technical Training & Profezzsional Development

If you take non-government training exceeding 80 hours, you are required to complete a Continued
Service Agreement (CSA) and submit along with your training request form. If you need to print a copy
of your CSA, you may use this function in SMART to do so.

Click on :

Tip:  Create a folder called “Training” on your C:\; n:\;or a:\ drive. If you don't know how
to create afolder, call the SMART assistance line at 301-903-6332.
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frammg Hegrstration

Click on .

Conlinued Service Agreement {CS5A)

SMOOT-w00D

/7 IReied

| 0]

Complete the CSA.

When you have completed the CSA, click on . Thiswill save your CSA for easy retrieva at a
later time.
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Tip:  Save the CSA to your “Training” folder, using .CSA as the filename extension, for example,
HST112.CSA. (This would identify the course and that it is a Continued Service
Agreement.) Toretrieveyour file at alater time, click on and then select your file from
the Training folder.

Save Az

Save az something.C5A: Directory:

| ESH112.cza | c:%...Atbraining
ER=E ]
Fewindows
F=desktop

™ All Files

L]
£

Dirive:
EE 5]

A Be sure to aways save to the drive where you created your “Training” folder, not the default
network drive (s)\).

To submit your Continued Service Agreement, click on :
Sign and send to EH TTPD in the Forrestal Building via plant mail.

When you are finished, click on to return to the Main Menu.
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ThisisSMART’s Main Menu.

Start Here
YWerzion 7.0 11/16/98

Information Update

Perzonal Information
NTIS Traiming Beeord
LEARH Training Becord

T echnical Qualification Becaord

SMART

Fafen MENEERERT
iar
Annuaf Reguesied Framing

Office of Environment, Safety & Health

IDPSTEM Deyelopment &
Training Identification

Heports & Data Transfer
= m— Wiew PrntS ubrmit Chang
T echnical Qualification Program m

Fequest Server Becord
Secretanal Standard =

Prioritize Activities
Administrative Tools

Infarmation 0 ates

Test User

: Staff IDPs/TRMs
HEHE
Yizit our web zite at
http: /ftiz-nt_eh_doe.gov/training

Office of Techmcal Training & Profezsional Development

Congratulations! Y ou have completed al stepsin the SMART program. If you have any questions or
concerns about this program, please call the SMART assistance line: 301-903-6332.

Remember, each time you use the SMART program, be sure to click on the [ession 7.0 11/416/38] and see
if there are any changes to the program.

Click on to leave the program.
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After quitting, you will be prompted to send an e-mail to TTPD with any suggestions to improve the
program.

Suggestions?

If you have any suggestions to
improve the SMART application,
please send an email to:

daniel. smoot-wood{@hq.doe.gov

SMART User’s Guide ® Office of Technical Training and Professional Development



Sample Technical Qualification Record Report



Department of Energy

Office of Environment, Safety & Health

Technical Qualification Program

Technical Qualification Record

Candidate:

Position:  Safety & Occupational Health

Series-Grade:  00018-14

Division/Office:  Office of Occupational Safety & Health Policy

The above named candidate has satisfactorily completed the Technical Qualification

Program requirements for this position within the Department of Energy.

Technical Qualification Records Completed:

First-Level Supervisor: Date:

Second-L evel Supervisor: Date:

Date Entered TQP: 02/19/1997 Date Completed TQP:




Department of Energy

Technical Qualification Program
SUMMARY of EQUIVALENCIES

Office of Occupational Safety & Health Policy

REASONS FOR EQUIVALENCIES

1. Experience
2. Training or Education completed
3. Other (see Justification)

09/03/1997

Objective evidenceis required
For granting equivalencies.

First-Level Supervisor:
Second-Level Supervisor:

| am satisfied that each equivalency isjustified.

Candidate:

Date:

General Technical Base
Competency Competency Competency Competency Competency Competency
Number Reason Number Reason Number Reason Number Reason Number Reason Number Reason
11 2 12 2 13 2 21 2 22 2 23 2
24 2 25 2 31 2 32 2 33 2 34 2
35 2 4.1 2 5.1 2 5.2 2 5.3 2 5.4 2
5.5 2 5.6 2 6.1 1 7.1 2 7.2 1 8.1 2
Occupational Safety — Primary Functional Area
Competency Competency Competency Competency Competency Competency
Number Reason Number Reason Number Reason Number Reason Number Reason Number Reason
11 2 12 2 13 2 14 2 1.6 2 17 2
1.8 1 1.9 2 1.10 2 111 2 112 2 113 1
114 2 115 1 21 1 22 1 23 1 24 1
25 1 31 1 32 1 33 1 4.1 1 4.2 1
4.3 2 4.4 2
SIGNATURES

Date:

Date:




Department of Energy
Technical Qualification Program
EQUIVALENCY JUSTIFICATIONS

Office of Occupational Safety & Health Policy

General Technical Base

Took course RAD 115in 9/96, RAD 118 and RAD 120 in 4/97, Radiation Safety Training on 1/91 and Radiological Safety | -
Fundamentals on 1/85, Radiation Protection on 1/84, Nuclear, Biological and Chemica (NBC) School on 10/84 and Unit NBC
Defense Officer/NCO Course on 4/81. Served as Radiation Control Officer (RCO)/Coordinator. Hold certifications as a
Certified Safety Professional (CSP) from the Board of Certified Safety Professionals (BCSP) and a Certified Safety Manager
(CSM) from the World Safety Organization (WSO).

12

Took course RAD 115in 9/96, RAD 118 and RAD 120 in 4/97, Radiation Safety Training on 1/91 and Radiological Safety | -
Fundamentals on 1/85, Radiation Protection on 1/84, Nuclear, Biological and Chemical (NBC) School on 10/84 and Unit NBC
Defense Officer/NCO Course on 4/81. Served as Radiation Control Officer (RCO)/Coordinator. Hold certifications as a
Certified Safety Professional (CSP) from the Board of Certified Safety Professionals (BCSP) and a Certified Safety Manager
(CSM) from the World Safety Organization (WSO).

13

Took course RAD 115in 9/96, RAD 118 and RAD 120 in 4/97, Radiation Safety Training on 1/91 and Radiological Safety | -
Fundamentals on 1/85, Radiation Protection on 1/84, Nuclear, Biological and Chemical (NBC) School on 10/84 and Unit NBC
Defense Of Department Course on 4/81. Served as Radiation Control Officer (RCO)/Coordinator. certifications as a Certified
Safety Professional (CSP) from the Board of Certified Safety Professionals (BCSP) and a Certified Safety Manager (CSM)
from the World Safety Organization (WSO).

2.1

Took course RAD 115in 9/96, RAD 118 and RAD 120 in 4/97, Radiation Safety Training on 1/91 and Radiological Safety | -
Fundamentals on 1/85, Radiation Protection on 1/84, Nuclear, Biological and Chemical (NBC) School on 10/84 and Unit NBC
Defense Officer/NCO Course on 4/81. Served as Radiation Control Officer (RCO)/Coordinator. Hold certifications as a
Certified Safety Professional (CSP) from the Board of Certified Safety Professionals (BCSP) and a Certified Safety Manager
(CSM) from the World Safety Organization (WSO).

2.2

Took course RAD 115in 9/96, RAD 118 and RAD 120 in 4/97, Radiation Safety Training on 1/91 and Radiological Safety | -
Fundamentals on 1/85, Radiation Protection on 1/84, Nuclear, Biological and Chemical (NBC) School on 10/84 and Unit NBC
Defense Officer/NCO Course on 4/81. Served as Radiation Control Officer (RCO)/Coordinator. Hold certifications as a
Certified Safety Professional (CSP) from the Board of Certified Safety Professionals (BCSP) and a Certified Safety Manager
(CSM) from the World Safety Organization (WSO).

23

Took course RAD 115 in 9/96, RAD 118 and RAD 120 on 4/97, Radiation Safety Training on 1/91 and Radiological Safety | -
Fundamentals on 1/85, Radiation Protection on 1/84, Nuclear, Biological and Chemical (NBC) School on 10/84 and Unit NBC
Defense Officer/NCO Course on 4/81. Served as Radiation Control Officer (RCO)/Coordinator. Hold certifications as a
Certified Safety Professional (CSP) from the Board of Certified Safety Professionals (BCSP) and a Certified Safety Manager
(CSM) from the World Safety Organization (WSO).

24

Took course RAD 115in 9/96, RAD 118 and RAD 120 in 4/97, Radiation Safety Training on 1/91 and Radiological Safety | -
Fundamentals on 1/85, Radiation Protection on 1/84, Nuclear, Biological and Chemical (NBC) School on 10/84 and Unit NBC
Defense Of Department Course on 4/81. Served as Radiation Control Officer (RCO)/Coordinator. Certifications as a Certified
Safety Professional (CSP) from the Board of Certified Safety Professionals (BCSP) and a Certified Safety Manager (CSM)
from the World Safety Organization (WSO).

25

Took course RAD 115in 9/96, RAD 118 and RAD 120 in 4/97, Radiation Safety Training on 1/91 and Radiological Safety | -
Fundamentals on 1/85, Radiation Protection on 1/84, Nuclear, Biological and Chemica (NBC) School on 10/84 and Unit NBC
Defense Of Department Course on 4/81. Served as Radiation Control Officer (RCO)/Coordinator. certifications as a Certified
Safety Professional (CSP) from the Board of Certified Safety Professionals (BCSP) and a Certified Safety Manager (CSM)
from the World Safety Organization (WSO).

31

Completed EM Environmental Laws and Regulations Course on 7/96, Environmental, Health and Safety Law Course on 10/96,
NEPA: Policy, Procedure and Science/Art Course on 4/92, Environmental Policy: Waste Management Course on 6/92 and
Environmental Law Course on 4/91. Held the position of Environmental Protection Specialist and Hazardous Waste
Coordinator. Hold certifications in Environmental Issues, Ashestos | nspector/Management Planner and have completed the 80
& 40 hour Hazardous Materials /Waste Operations Course.

3.2

Completed EM Environmental Laws and Regulations Course on 7/96, Environmental, Health and Safety Law Course on

09/03/1997

1




Department of Energy
Technical Qualification Program
NEEDED DEVELOPMENTAL ACTIVITIES

Office of Occupational Safety & Health Policy

General Technical Base Functional Area

Competency | Developmental Target Date Activities Planned/Compl eted Date Approximate | Evaluation Evaluation Notes Evaluation Signature
Number Activities Activities Hours* Methods Date
Completed
25 345 12/30/1997 | To beincluding on-the-job training. 40
5.3 45 08/18/1998 To be familiar with OSHA’s electrical 32

standards and the hazards associated
with electrical installations and
equipment. Courseis provided by
OSHA at UC at San Diego, California,
8/18/97-8/21/97, OSHA 309A
(Electrical Standards), no tuition
required for Fed. Employees.

Chemical Processing Functional Area

Competency | Developmental Target Date Activities Planned/Compl eted Date Approximate | Evaluation Evaluation Notes Evaluation Signature
Number Activities Activities Hours* Methods Date
Completed
27 45 05/12/1997 To be familiar with the DOE/OSHA 20

standards and the orders related to
natural phenomenal hazards at DOE
facilities. Courseis provided by OSHA
at UC at San Diego, California, OSHA
600 Collateral Duty for Other Federal
Agencies, 5/12/97-5/16/97. Tuitionis
free for Fed. Gov't employees.

* If an activity satisfied multiple competencies, please divide the time appropriately.

Competency Satisfied By:
DEVELOPMENTAL ACTIVITIES EVALUATION METHODS

1. Mentoring 1. Course Completion

2. On-the-Job Training 2. Ora Evaluation

3. Sdf-Study 3. Performance Demonstration
4. Traning Course 4. Written Exam

5. Other 5. Other

09/03/1997 1




Department of Energy

Technical Qualification Program
SATISFIED COMPETENCIES

Office of Occupational Safety & Health Policy

General Technical Base

Competency | Completion Evaluation Totd Evaluation Notes
Number Date Date Hours Methods
21 04/01/1997 04/01/1997 2 4 Took course RAD 115in 9/96, RAD 118 and RAD 120 in 4/97,
Radiation Safety Training on 1/91 and Radiological Safety | -
Fundamentals on 1/85, Radiation Protection on 1/84, Nuclear,
Biological and Chemical (NBC) School on 10/84 and Unit NBC
Defense Officer/NCO Course on 4/81. Served as Radiation Control
Officer (RCO)/Coordinator. Hold certifications as a Certified Safety
Professional (CSP) from the Board of Certified Safety Professionals
(BCSP) and a Certified Safety Manager (CSM) from the World Safety
Organization (WSO).
EVALUATION METHODS
1. Course Completion
2. Ora Evauation
3. Performance Demonstration
4, Written Exam
5. Other
09/03/1997 1




Sample Problem Report



Problem Report

Y ou have not indicated a status for competency 1.5 in the Occupational Safety Standard.

Y ou have multiple status for competency 2.1 in the General Technical Base Standard.

Y ou have not indicated a status for competency 1.1 in the Worker Protection Programs (EH-5) Standard.
Y ou have not indicated a status for competency 2.1 in the Worker Protection Programs (EH-5) Standard.
Y ou have not indicated a status for competency 3.1 in the Worker Protection Programs (EH-5) Standard.
Y ou have not indicated a status for competency 4.1 in the Worker Protection Programs (EH-5) Standard.
Y ou have not indicated a status for competency 5.1 in the Worker Protection Programs (EH-5) Standard.
Y ou have not indicated a status for competency 6.1 in the Worker Protection Programs (EH-5) Standard.



Appendix C

Sample Individual Development Plans

- IDP Submitted Prior to Supervisor Approval/Disapproval
- IDP After Approval Process



DOE Training

Individual Development Plan

January 27, 1998

Name

Daniel SMOOT-WOOD ‘ Title/Position

Training Specialist

Organizational Unit

Office of Technical Training & Professional Development (EH-74)

| GS-00334-14

Division/Office Date 12/18/1984

Site Date 12/18/1990 | DOE Date 12/18/1990 ‘ Work Phone 301-903-6482

Last Changes Sent 01/27/1998 Last Changes Approved 01/27/1998
Priority Activity Description Cost | Hours Target
Date

Short Range Goal 1 — Increase environmental management knowledge.

Al WST103 EM Mixed Waste Short Course $0 8.0 03/31/1998

A2 WST108 The Ninth Annual Weapons Complex Waste Mgmt.&Cleanup Decisionmaker's Forum | $795 24.0 03/31/1998

A3 Non Catalog | CBT — Visual Basics $100 10.0 03/31/1998
Short Range Goal 2 — Improve training skills.

Bl TRG101 ASTD Conference: American Society for Training and Development $695 40.0 03/31/1998

B2 TRG103 Instructor Training $650 40.0 03/31/1998

B3 TRG110 Workshop for Career Counselors $345 16.0 03/31/1998
Short Range Goal 3 — Enhance security knowledge.

B4 SEC101 Classified Material and Protection Control | $0 24.0 03/31/1998

B5 SEC105 Personnel Security Fundamentals (PER-1000) $0 16.0 03/31/1998

B6 Non Catalog | OJT/Self Study — Any orders and other existing material. $50 5.0 03/31/1998
Long Range Goal 1 — Increase health and safety knowledge.

C1 SAF104 Fire Protection Training $0 4.0 03/31/1998

Cc2 SAF106 American Industrial Hygiene Conference Expo. $760 56.0 03/31/1998
Long Range Goal 2 — Management of Rad Worker Training.

C3 RAD101 Radiation Worker | $0 24.0 03/31/1998

C4 RAD102 Radiation Worker I $0 24.0 03/31/1998

Daniel SMOOT-WOOD

Supervisor Approval




DOE Training

Individual Development Plan

January 27, 1998

Name

Daniel SMOOT-WOOD ‘ Title/Position

Training Specialist

Organizational Unit

Office of Technical Training & Professional Development (EH-74)

| GS-00334-14

Division/Office Date 12/18/1984

Site Date 12/18/1990 | DOE Date 12/18/1990 ‘ Work Phone 301-903-6482

Last Changes Sent 01/27/1998 Last Changes Approved 01/27/1998
Priority Activity Description Cost | Hours Target
Date

Short Range Goal 1 — Increase environmental management knowledge.

A2 WST108 The Ninth Annual Weapons Complex Waste Mgmt.&Cleanup Decisionmaker's Forum | $795 24.0 03/31/1998
Short Range Goal 2 — Improve training skills.

B2 TRG103 Instructor Training $650 40.0 03/31/1998

B3 TRG110 Workshop for Career Counselors $345 16.0 03/31/1998
Short Range Goal 3 — Enhance security knowledge.

B4 SEC101 Classified Material and Protection Control | $0 24.0 03/31/1998

B5 SEC105 Personnel Security Fundamentals (PER-1000) $0 16.0 03/31/1998

B6 Non Catalog | OJT/Self Study — Any orders and other existing material. $50 5.0 03/31/1998
Long Range Goal 1 — Increase health and safety knowledge.

Cc2 SAF106 American Industrial Hygiene Conference Expo. $760 56.0 03/31/1998
Long Range Goal 2 — Management of Rad Worker Training.

C4 RAD102 Radiation Worker Il $0 24.0 03/31/1998

The following activities were not approved by your supervisor:

RAD101 — Radiation Worker |

SAF104 - Fire Protection Training

TRG101 — ASTD Conference: American Society for Training and Development
WST103 — EM Mixed Waste Short Course

Daniel SMOOT-WOOD

Supervisor Approval




