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NOMINATION PROCESS

Overview

Employees will be able to access and submit their own nomination forms for courses that have been set up with sessions in IQCS. Supervisors can approve or deny nominations for their employees and Unit Training Officers prioritize nominees from their unit. The supervisor can also complete the nomination form for their employees. Once all the nominations have been received, the local procedures for prioritization of students can take place. The Course Coordinator at the agency or facility hosting the session can then enroll the prioritized nominees to participate in the course and automatically notify the appropriate parties of the selection.

Objectives

By the end of this module, you will be able to:

· Complete and Submit Nomination Form

· Nominate employee(s) as a supervisor
· Select Nominees
Roles

The following roles will participate in the activities described in this module:

· Employee

· Supervisor

· Training Officer

· Certifying Official

Activity Overview – Employee Complete and Submit Nomination Form
This activity presents the steps necessary for an employee to be nominated for a course.

The employee will log into IQCS and access the Employee Self Service component. By choosing the “Request Training Enrollment” link, the user is taken to the Search page for Courses with active sessions. After selecting the desired course and session, the user is presented with the NWCG Nomination Form, with basic identification information preloaded.
Instructions

Every employee can be issued a password and login to access the Employee Self Service component. Among the activities they can perform in Self Service is the completion and submission of a nomination form to courses available in the course catalog.



Role - Employee


1. Navigate to: Employee Self Service > Training and Development > Training and Development Home. The Request Training Enrollment page is displayed.

2. Click on the “Request Training Enrollment”
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3. Click on “Search by Course ID.”  Course Search page appears.

4. Type the Course Number in the format [letter-hyphen-3-digit number]: A-101, for example. This is called the “Course ID”.

5. Click on [image: image2.png]Search



 or click the ‘Enter’ key on your keyboard.


6. Click on [image: image3.png]


(in the “Course Detail” column) to view the Course Details from the Field Managers’ Training Guide are.

7. Click “OK”. Return to Course Search page.
8. Click on “View Available Sessions”. A list of available sessions by date will be displayed.

9. Select the desired Session number in the left hand column. The Training Nomination form page will be displayed. If the course has prerequisites, a message pops up explaining your responsibilities in order to complete the nomination form. Click 

 on the message.

10. Employee’s Home Unit address should be filled in by IQCS. If not, complete the “Mailing Address” block below the Home Unit Mailing Address box. 
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All course correspondence will be delivered to the address specified in this step.

11. Scroll down to the Comment box, under “Session Schedule.”  Note the course information and course prerequisites as you scroll by. If you do not meet the course prerequisites, a comment is required explaining why you are applying for this course.

12. If there is a tuition charge for the course a Part II, Agreement to Collect Funds, section will appear. Click on the radio button in front of the appropriate selection.
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13. Type/Enter “Charge Code.”
14. Type/Enter Billing Address.


15. Type/Enter “Name” in Authorized to Expend Funds Section.


16. Type/Enter “Title” in Authorized to Expend Funds.


17. Type/Enter “Date” in Authorized to Expend Funds.
18. Note the “critical information” warning.


19. Click on [image: image7.png]Cantinue



 . Submit Request page will be displayed. The Comment section is included on this page for the nominee to add or modify the comments.

20. Click on “Submit.”
Submit Request Confirmation page will appear. An email notification will be sent to the supervisor to approve or deny the training request.

21. Click on “OK”.
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The Supervisor receives an email message requesting the approval of an employee’s nomination. The email message contains instructions for approving the nomination and a hyperlink to the Sign In page. If the supervisor uses the hyperlink, to access the IQCS Sign In page, it will automatically navigate to the Approve Training Request page after signing in. If the supervisor does not use the hyperlink the path is: Home>Manager Self Service>Training and Development>Approve Training Request>Approve Training Request page.

Role - Supervisor

The Supervisor uses the hyperlink contained in the email message or navigates to the appropriate page in the IQCS.

22. [image: image25.jpg]Module 9



Navigate to Navigate to: Employee Self Service > Training and Development > Training and Development Home. Click on the Approve Training Request hyperlink. This will take you to the Training Request page.

23. Click on the hyperlink. This will take you to the Approve Transaction page.

24. In Process Action select “Approve” or “Deny.”
25. Enter comments in the Comment section.


26. Click [image: image8.bmp]at bottom of page. “Submit Confirmation page” will appear.

27. Click on “OK.”  “Approve Request – Confirmation page” will appear. An email notification will be sent to the Nomination Coordinator of a nomination in the course session. If the nominee is denied, an email notification of denial will be sent to the student. 
Role – Course Coordinator
The Course Coordinator will receive an email notifying them that a nomination has been received in the course session.
28. Navigate to:  Manager Self Service>Training and Development>Prioritize Trainee Nominee

29. Select desired value in “Search by” field.

30. Enter value.


31. Click [image: image9.bmp].

32. Select Course Session. This will take you to the Prioritize Trainee Nominees page.

33. Click on the Customize link in the Nominee Details section. Personalize Column and Sort Order screen will appear.
34. Highlight field names in the left window (hold down the “Shift” key to highlight multiple field names).


35. Check/Uncheck Hidden checkbox.


36. Highlight field names for sort order (hold down the “Shift” key to highlight multiple fields).
37. Click the right arrow button to move the fields to the Sort Order box on the right.
38. Highlight field


39. Click on the up/down arrows to the right of the Sort Order box to move a field up or down in the list.


40. Click 

 .
[image: image26.png]


In IQCS it is also possible for the supervisor to nominate their employees to sessions of courses offered in IQCS. The supervisor will simply navigate to:  Manager Self Service>Training and Development>Request Training Enrollment. At this navigation point, it is possible to search for a course session you are interested in having your employees attend. The steps are similar to those outlined in the employee self service process above. The employee(s) nominated through this supervisor driven process will have their nomination form go direct to the nomination coordinator identified for the selected course session. The next two screen shots, are examples of the supervisor nomination process.
Supervisor Selects Course Session
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Supervisor Selects Employee

[image: image12]
Role – Training Officer

41. Navigate to: Manager Self Service>Training and Development>Prioritize Trainee Nominee. Training Officers (Local Training Officers, Zone Training Coordinators, GATRs, etc.) can now go into this section and Prioritize their Unit’s Nominees.

Training Officers complete the prioritization of their Unit’s nominees by a predetermined date following the Unit’s procedures.

42. Enter in the field Unit Priority for all members of a unit

43. Enter in the field Unit Priority for members of another unit. Duplicate Unit Priority #s are possible. 
44. Click [image: image13.bmp].
Alternate Method for having Unit Training Officers prioritize their nominees.


45. Click on Excel Spreadsheet icon. 



46. The Spreadsheet can then be saved in a Folder and sent as an attachment to an email or through the Postal Service for the Unit Training Officers to prioritize and send back to the Nomination Coordinator.

47. Click the [image: image14.bmp]button.  
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You have now Completed and Submitted a Nomination Form, approved a nomination, and performed the initial prioritization of the nominees.
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Exercise 9-1 – Complete and Submit Nomination Form

Activity:  Complete and Submit Nomination Form 

Note:  There are 3 logins required for this exercise. They are noted in bold within the exercise steps.

Login: Emp
	Step
	Action
	Input

	1
	Log into the IQCS system as an employee
	

	2
	Navigate to: Home>Employee Self Service>Training and Development>Request Training Enrollment
	

	3
	Click on “Search by Course ID”
	

	4
	Course Number
	S-390

	5
	Click on “Search”
	

	6
	Click on Icon (Course Details)
	

	7
	Click “OK”
	

	8
	Click on “View Available Sessions”
	

	9
	Click on Session
	Reference handout sheet

	10
	Check “Same as Home Unit Address” box in Mailing Address section
	

	11
	Scroll down to the Comment box and  enter Comments
	Required course to complete qualifications for STCR

	12
	Click on the radio button in front of Other Federal Agencies 
	

	13
	Charge Code
	050785

	14
	Billing Address
	1645 Hwy 20 E  P.O. Box 6010 Bend, OR 97701

	15
	 “Name”  in Authorized to Expend Funds Section
	Steve Supervisor

	16
	 “Title” in Authorized to Expend Funds
	FMO

	17
	 “Date” in Authorized to Expend Funds
	Current date

	18
	Click on “Continue”
	

	19
	Click on “Submit”
	

	20
	Click on “OK”
	

	21
	Click the Sign Out link in the upper right corner
	

	22
	Role – Certifying Official
	

	23
	Log into the IQCS system as MGR
	

	24
	Supervisor goes to inbox to check for email
	Steve Supervisor

	25
	Home>Manager Self Service>Training and Development>Approve Training Request
	

	26
	Click on hyperlink
	Training Enrollment “X” 

	27
	Select Process Action
	Approve

	28
	Enter “Comments” in Comment Section
	Needed to complete STCR certification for Forest Service.

	29
	Click on “Save” at bottom of page
	

	30
	Click on “OK”
	

	31
	Click the Sign Out link in the upper right corner
	

	32
	Role – Training Officer
	

	33
	Log into the IQCS system as HRTRN
	

	34
	Nomination Coordinator goes to inbox to check for email
	Christine Coordinator 

	35
	Navigate to: Home>Manager Self Service>Training and Development>Prioritize Trainee Nominee
	

	36
	Select Search by field
	Course Code

	37
	Select Course Session
	S390

	38
	Click on the Customize link in the Nominee Details section
	

	39
	Highlight field names in the left window (hold down the CTRL key to highlight multiple field names)
	EmplID, Prerequisites, Remarks, and Prev Comments

	40
	Check checkbox
	Hidden

	41
	Highlight field names for sort order (hold down the CTRL key to highlight multiple fields)
	Agency, Geo. Area, Unit ID

	42
	Click the right arrow button to move the fields to the Sort Order box on the right
	

	43
	Highlight field
	Agency

	44
	Click twice on the down arrow to the right of the Sort Order box to move the field to the bottom of the list.
	

	45
	Click OK button
	

	46
	Role – Training Officer
	

	47
	Navigate to: Home>Manager Self Service>Training and Development>Prioritize Trainee Nominee
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	48
	Unit Priority Dawg,Olde
	Priority 1

	49
	Unit Priority Flowers,Dewey
	Priority 2

	50
	Unit Priority Hood,Robin
	Priority 3

	51
	Unit Priority Long,Robert
	Priority 4

	52
	Click the Save button 
	

	53
	Alternate Method for having Unit Training Officers prioritize their nominees
	

	54
	Click on Excel Spreadsheet icon 
	

	55
	Click on “Unit ID” in Nominee Details 

Training Officer’s may be able to go into this section and Prioritize their Unit’s Nominees.
	

	56
	Training Note: Prioritization has been done manually by the Units. Final prioritization is done by the Nomination Coordinator using various local standards. 
Training Note: The Spreadsheet can then be saved in a Folder and sent as an attachment to an e-mail or through the Postal Service for the Unit Training Officers to prioritize and send back to the Nomination Coordinator.
	

	57
	Assign priority to nominated students
	

	58
	Click the Save button 
	


Activity Overview – Prioritization of Nominations
Once the nominees have been prioritized by the Unit Training Officers the Nomination Coordinator can enter the final prioritization based on the Unit’s guidelines and enroll students into the session. Nominees will be able to be approved for enrollment or given a reason for non-enrollment, such as waitlisted, lacks prerequisites, cancelled, etc.

Instructions

Role – Nomination Coordinator

1. Navigate to: Manager Self Service>Training and Development>Summary Listing. Administer Training Requests page will appear.
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2. Type/Enter “Course Code.”


3. Click [image: image16.bmp]. Administer Training Requests page is displayed.
4. Click on “Show Priority.”
5. Nomination Priorities page will appear.

6. Click on “Return” at bottom of page. Administer Training Requests page will reappear.

7. Click on pencil under “Your Comments” for the nominee. Administrator’s Comments page is displayed.

8. Type/Enter comments.


9. Click “OK” at bottom of page. Administer Training Requests page.
10. Click on “View Comments” for the nominee on the Nominee & Supervisor Comments page.
11. Click on “Return” at bottom of page. The Administer Training Requests page will reappear.

12. Click on “View Nom. Form” for the nominee. The completed Nomination Request Form for the nominee will be displayed.

13. Click on “Return” at bottom of page. The Administer Training Requests page will reappear.

14. Click on the Priority heading to sort nominees.


15. Click “Approve & Auto Enroll All” button. 
16. Click on “Not Approved” box for those nominees not to be enrolled.


[image: image17.png]



When using the Approve & Auto Enroll All button, the system will automatically waitlist those that exceed the max number defined at the session. For example:  Session is limited to 25, you have 30 nominees approved. Therefore, nominees 26-30 would be waitlisted. 
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To perform Manual Enroll the Nomination Coordinator fills out the Final Priority field and checks the Approve & Manual Enroll box or the Deny 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 page is saved.

17. Click  [image: image19.bmp]at bottom of page.


18. [image: image31.png]


Click on the “Go To Enrollment” hyperlink. This will take you to the Course Session Enrollment page. 
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You have now performed final prioritization and selected Nominees.

Exercise 9-2 – Prioritization of Nominations


Activity:  Select Nominees 

Login:  HRTRN
	Step
	Action
	Input

	1
	Navigate to: Home>Manager Self Service>Training and Development>Summary Listing
	

	2
	 “Course Code”
	S390

	3
	Click on “Search”
	

	4
	Click on “Show Priority”
	

	5
	Click on “Return” at bottom of page
	

	6
	Click on pencil under “Your Comments” for the nominee 
	

	7
	Enter comments
	Congratulations – you made it.

	8
	Click “OK” at bottom of page
	

	9
	Click on “View Comments” for the nominee
	

	10
	Click on “Return” at bottom of page
	

	11
	Click on “View Nom. Form” for the nominee
	

	12
	Click on “Return” at bottom of page
	

	13
	Manual Process
	Throw Bones

	14
	Nomination Coordinator now goes in and fills out the Final Priority field.
	Use same priorities as in prior exercise. 

	15
	Click on the Priority heading to sort nominees.
	

	16
	Click Approve & Auto Enroll All button
	

	17
	Click on “Non Approved” box 
	Nominee 4

	18
	The “No Action” box will contain a check mark until action is taken. Then it will be blank when the page is saved.
	

	19
	The “Status” section will auto populate with the status when action is taken and it is saved.
	

	20
	Click on “Save” at bottom of page
	

	21
	Click on the Go To Enrollment hyperlink
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