CORPORATE HUMAN
RESOURCES INFORMATION
SYSTEM (CHRIS)
TRAINING WORKFLOW



Purpose of Briefing

* Provide employees and managers with
an update on the use of the CHRIS
Training Workflow process; and

* Provide information on how the
Enterprise Training Services will
support employees in registering and
approving training.



5‘3 What CHRIS Training Workflow
;’Q““ Will Do

* Route training transactions automatically
to the correct individuals;

= Utilize secure electronic signatures; and

= Send e-mail notifications of pending
actions.



Advantages of Using CHRIS
Workflow

= Employees and managers can request
training easily via the web;

= Workflow provides the ability to track and
monitor training transactions;

* The system provides accurate and timely
Information; and

* Employees and managers can interact with
ETS more effectively.



CHRIS Training
Workflow Process

Access the CHRIS Workflow Website:

Set up or update an Employee Training
Workflow Profile;

Complete a training request;
Approve a request; and

Process a request.



CHRIS Training Workflow
Process

sAccess the CHRIS Workflow
Website



Access ESS

——t

S RRANREI RS ER CH

U.S. Department of Energy

Employee Self Sevvice

LOGIN or CHRIS 1D and
GET/FORGOT password
PASSWORD

CONTACTS

TRAINING
CATALOG

HELP

PRIVACY/
SECURITY

Key to Your Information Universe



Access CHRIS Workflow
Through ESS

/23 ESS: Welcome - Microsoft Internet Explorer

= || E ] e e e i R -1

J File Edit ‘Wiew Fawaorites Tools Help

J “FBack * = - @ it | @Search (3] Favorites @Histury ||%v =N /|

Jnddress IE2h2i2d2b2i26292c1e29252h28252c28282a292&2F2c2h2&2d252d283 j a0 |JLinks &]Best of the Web & Channel Guide

>

employee self service waicome Page | What's New | Feadba:
HRIS /

C
Update l PecpleSoft

Click on CHRIS/PeopleSoft

170 ek I NN o Ry

PR S (=TT

T ext-only menu

Good eveninz, John Smith Today iz Thursday, September 16, 2004, 06:19:06 PM EDT.

A Help with printing vour LLES FA

What's New
ESS Help Desk 301-003-0605

CHRISESS Customer Satisfaction Survey
ESSSuppnrt@hq. doe. ooy We need your feedhack about different aspecis of the CHRIS Sysiem
to help us continue to improve.

Payroll ATAAPS Help Desk 301-903-4433
FPayrollCERHelpDeski@hg. doe. cow

‘ 09/13/2004 - Single sion-on to
CHRIS/PeopleSoft

Your email: smoya@doeal.gov <l® 09/13/2004 - Life events menu item moved
{Update your official DOE email address)

- 09/13/2004 - New Menu Structure for
ATAAPS

View all bulleting

=l
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Access CHRIS Workflow
Through ESS

/] ESS: CHRIS /Peoplesoft connector - Microsoft Internet Explorer H I I %I @I }I I @I gﬂ-l I\DI ﬂﬂ =] x|
J File Edit \iew Favorites Tools  Help ‘

J = Back = = - @ e, | @Search [3] Favorites @Histury ||%- =3

Jnddress@2b2i2d2b2i2&292c1e29252h28252|:28282a29232f2c2h2a2d2a2d283 | a0 HLinks & Best of the Web & Channel Guide

>

-

employee self service welcome Page | What's New | Feedback | Change password | FAQ | Links | DOE Phonebook | Logoff

[Review | pdate | ,TEEL, [ Traning | 10p | Top | pmcDp [or rns| ATARPS | Help ]

Text-only menu

Connect to CHRIS/PeopleSoft

Tou can now access your CHEISPeopleSoft account through Employee Self Sernce without
enterng a separate password i order to mitiate and approve actions through workdlow and
process HE actions and tramming requests.

MOTE: You can only access vour account through a warlestation located at a DOE site which 13
connected via DOEMNet. This feature is not available through your home internet service provider
(ez. AQL, Comcast, Adelphia, etc.)

Connectto CHRIS |

[~

& I_Elﬂ Internet
i#start I..| =ERENERER R ER ER S EE R A ER SR SR = ERETE




CHRIS Training Workflow
Process

= Access the CHRIS Workflow Website

= Set up or update your Employee Training
Workflow Profile
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Set Up Your Employee
Training Workflow Profile

——

Select
“CHRIS
Workflow”

Select
“Training”
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Set Up Your Employee
Training Workflow Profile

—

[ = X

[+ My Favorites

[ Help!

= CHRIS Workflow

[ HR

= Training
[ Training Requests

— Empl Training Workflow Profile

[= Inquire
— Change by Password
— My Personalizations

\

Select “ Setup”

Select “Empl Training
Workflow Profile”
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Menu (=]

Search:

[+ Mty Favarites
[= Helpl
= CHRIS Wiarkflow
= Training
[= Training Requests

— Change by Password
— iy Personalizations

Set Up Your Employee

Training Workflow Profile

A i A e mar

Ensure the correct

DOE Element is

Home

Add to Favorites

Mew Window | Customize Page | &

(EnmRwreroms S€lected.

EmpliD: 21471 Mame: SMith, John_ \4

[T ETS Override SubAgency For Approver Luukup:lﬁq
Workflow Routing | Click on

Workflow Role  SF-132 Role Skip Approver - -

magnifyin

*stept] Approvert 7] | 284 =l G- |ag fy |g ¢ of
*Step2: [Approverz &7 | 27A H Oa glass forist o
*Step3: | Approvers 7] [ 284 E O a approvers.
‘Stepd: |Budget 7] [294 =2 B mi{s
*Steps: | Tmo Proc 7] [304 =l o

E Save

S\ Return to Search
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Set Up or Update the Employee
Training Workflow Profile

¥ IClick on “Look Up”

You may limit your search by
entering the individual’s approver |D
or last name (or a portion of it).

[+ My Favorites Site POI: 1785
[ Help! Sub-Agency. XJ
B S‘ﬁrl:{s:i;f:;rkﬂnw Approver ID: | begins with ¥]|
[* Training Requests Last Name: |begin5 withj|
= Setup
— Empl Training
Workflow Profile — Look Up | Clear | Cancel | Basic Lookup

[> Inguire
[=WWarkforce Development

[> EﬂtErprlSE LEarnlng F”Et I;'i 1-100 of 232 u LEIE:t

[+ \Worklist —
[+ Repotting Toaols Hame Department Hame 40 character
[ DOE Reports Adcack Larm O A for Science & Technology
— Chande My Password Alawive Valerie E 2t for Contract Admin & Business Mornt
Sl Allison Debra A Cffice of the Diractor
Alvarado, Carlos B A for Owversight & Assessment
Clle on the Atias-Orega Parmela B Dffice of Chief Counsel
. L. Arkin Richard Wy Ofc of the Mor, Savannah River Site Ofic
md'V'dual’S name. Bahero Geraldine ' Adhd for Site Dperations
| Baca,D Ronald Huclear Explosive Safety Division
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Set Up or Update the Employee
Training Workflow Profile

e

e e Rt et L Kkttt et hurbedinthk el & ed . ke BTt AT Tt A et e L e e ittt At e A et A AL LR L S L7 s

A Home Add to Favorites
Menu (=]
Search: ® Select ETS Override. New window | Customize Page | o2,
[+ My Favarites JrE" pl TRWF Profile \l
[= Helpl
[+ S o s EmpllD: 71471 Name: Smith, John
= Training e
I Training R t
eSS ¥ ETS Override Subfgency For Approver lel-iup:lEQ ‘
Workflow Rouing Select your supervisor for Step 1.
[+ Inguire C i .
— Change Wy Passward wlarknaw Role SF182FRole Sk Appises Select Step 2 approver or Skip.
— Mty Personalizations *Stept:| Approvert |7 | 264 t  [cApproverl
‘step2: | Approver2 7] [274 .2 pamdleY - Select Step 3 approver or Skip.
*Step3: | Approvers 7] [ 284 =l *‘ i<}
‘Stepd: [Budget 7] [294 =] ™ [@ Joe Consultant ¥——____| Select your Training Consultant
in 4
*Steps: [Tmg Prac 7] | 304 = | @ Processor East, Training Step
Click on
13 " . .
Save” when Select Processing center in Step
you have B Save £ Return to Search 5.
completed the
Profile.
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CHRIS Training Workflow
Process

= Access the CHRIS Workflow Website

= Set up or update your Employee
Training Workflow Profile

= Complete a Training Request
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Complete a
Training Request

Click on e
“Training
Requests” to go
to next menu.

Home Acd ta Favortes

Menu

New Window | Customize Page | &)

Search:
b My Favarites | Empl TRWF Profile |
[+ Help!
= CHRIS Warkflow EmpliD: 21471 Mame: Smith, John
= Training
[ Training Reguests IEQ
- Setup ™ ETS Override SubAgency For Approver Lookup:
: Workflow Routing
[* Inguire . !
_ Change My Passward Workflow Role  S5F-182 Role  Skip Approver
— My Personalizations *Stept:| Approvert |7 | 264 2| (@, Approver 1
*Step2: [ NoneiSkip [F] [ria |~
*step3: [ NoneiSkip 7] [ria R
stepd: [Budget [z 294 = T [ 3¢ consultant
*Steps: [ Tmg Proc 7] [304 =l &  Processor East

B save S Return ta Search
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Menu =

Search:

[+ Mty Favorites

[= Help!

= CHRIS Woarkflow
= Training

= Training Reguests

Rer

[ Betup
[ Inguire

— change by Passgord

— Wy Fersonalizatifng

Complete a
Training Request

[ Training Reguest || Approval Routing |

Hotme Add to 5

Mew Window | Custamize Pane |

Approvers

Find | view i First (1 2 of g1 [ Last

Mame: nc:Smith,John
Course Coide:

Course Title:

Email: G\WPointsWT@netl.doe.gov

Start Date:
Session #:
Attendance: Reguest

Workflow Entny:

stept: [2provert 7] [Q SApprover 1
mepz:anneISkip 'I

Select
“Create/Modify
Training
Request”

Stem:lNDnEISkip 'I
steps: [Budzet =] [ Joe Consultant

v

v
W

-

Stepﬁ:leg Prac :" S Processor East, Trng

S

| HE | gubAgency Approver Lookups: I ETS SubAgency Override
Workflow Role Approver Skip Status Action Date Recycle Remark Denial Remark
StepD: Initiator Maya,Sharon D Requested  07M3/2006  Training Anprover Guide

b ] B B e

Remarks:

—_—————— =

A

heep  —
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Menu

Search:

Complete a
Training Requ

[ Wy Favarites

[ Help!

= CHRIS Wiorkflow
[» HR

= Training

= Training Regquests

[> Inguire
— change My Password
— My Personalizations

Training Request

| Training Request || Approval Rodting |

Click “View All” or
use arrows to view
training history

Firdd | ey &1

/ é !
First (4] 1 o 20 [M] Last

| ICreate Request ||Delete Request]

Name: Smith, John

Subagency:

V\erﬂuw Entny

Training Request Guid

[

Click “Create

Request” to

request training

*Attendance; [ Completed [ " conference [ TQP Relate
[~ onDP T TransRmn |
Course Code:
Course Title: Mational Incident Managerment 3
Est Direct Costs Indirect Cost
Course Type: Safequards & Security Issuj | | |
Tuition § Travel §
Session #: NonDOE Vendor Crses:; |[ERO-1320W Book ber Di
ooks er Diem
Begin/End Date: 063052005 0B/3002005 § §
: : Materials % Other §
Start Time: :004M | End Time: 10:00AM
Other §
Duty Hours: 2l Non Dty Hrs: Total: 200
Training ;I
vendor Name:  |EOTA Objectives: =]
Country USA ;I
Remarks:
Address Line 1: [P 0. Box 5400
City/Statezip:  Albutueriue MW 87185 =]
Phone: A05/845-4279
Training Location
City/State/Postal:
*Training Reason: | /0hRelated ﬂ

‘@ Done

’_ ’_ E |Q Trusted sites




Menu (=

Complete a
Training Request

For external courses, those fields marked
ith a diamond must be completed.

Search:

[+ My Favarites
[ Help!
= CHRIS YWorkfl ow
[ HR
= Training
= Training Reguests

[ Inguire
— Change My Password

— My Personalizations

| Training Request || Approval Routing | |
Training Request Find | “ige &1 Firzt (4] 2 of 40 [¥] Last
Delete Reguesﬂ
Hame: Smith, John Subagency: LY Workflow Entny v
Cancel Request [ Training Request Guide
*Attendance: [Recuest [ ™ Conference " ToP Related
[ onIDP ™ Transition Related
Course Code: & _DOEClass |
‘ Course Title: | - -
‘ c . I ﬂ ‘Est Direct Costs Indirect Costs
ourse Type:
Tuition § Travel $
Session #: Q NonDOE Vendor Crses:
‘ | E | o Books § Per Diem %
Begin/End Date:
Materials % Other §
‘ Start Time: End Time:
Other §
‘ Duty Hours: Hon Durty Hrs: Total:
‘ Training ;I
‘ Vendor Name: | Objectives: =]
Country USA Q ;I
‘ Remarks: |
‘ Address Line 1: |
@ citystatezip: Q =
Phone:
‘ Training Lucatiun’— l_ ’7
CityrStatePostal: a
‘ *Training Reason: [ |

L R S



Complete a

Training Request

Menu

Search:

o

[+ My Favorites
[ Helpl

For external courses, those fields
marked with a diamond must be
lcompleted.

Haotme

Add to Favarites

= CHRIS Workfl o
[ HR
= Training

[ Ingquire
— hange by Password

— My Perzonalizations

Name: Smith, John

Cancel Request [

*Attendance:

Course Code:
‘ Course Title:
‘ Course Type:

‘ Session #:

Begin/End Date:

‘ Start Time:

‘ Duty Hours:

L ¢

‘ Vendor Name:

‘ Country

‘ Address Line 1:

‘ CityiState/Zip:

‘ Phone:

Subagency: XE

|R'equest

[

(o} DOECIassl

|F're—RetirementF'Ianning

|Human Resources Issue j

Q HonDOE Vendor Crses#:

|06i13/2006 [3 |06i15/2006 [51

2:.00AM | Eng Time:

S:00PM

18/ Non Duty Hrs: Total: 1600

|USDA Graduate School

Usa @

|EDD Maryland Avenues

YWashingtan DC QL |20024

—

’ Training Location W W Q li

Cityrstate Postal:

‘ *Training Reason: [ Develop

| A’rtachFiIel

Training
Ohjectives;

‘ Remarks:

Find | Yiew &l

Training XJ jest Guide

[ conference
¥ oniDp

" TQP Related
™ Transition Related

First (1] 2 of 41 [ Last

Celete Reguesﬂ

Workflow Entry: v

A

Est Direct Costs

Tuition % a0n

Books “Peroem}

Materials §
Other %

Indirect Costs

Travel %

Check
box/boxes
that apply.

Other §

To plan for my retirement.

TATE COUTSE 15 NIghly recammended oy
financial planners to ensure that | have
enough funds to retire.

Enter
estimated
direct and
indirect
costs.

S




Complete a
Training Request

Select internal courses by
. selecting "DOE Class”.

I @ Training Request Find | wigwe &1 First (] 2 of 40 [¥] Last

[+ My Favorites
I Help! Delete Reguesﬂ

= CHRIS WWorkflow

Search: | Training Request || Approval Routing

I HR Hame: Smith, John Subagehcy: XJ Workflow Entryz v
= Training
Cancel Request r Training Reguest Guide
: Atendance: | Fenues! [ I Conference | TQP Related
Eﬁ?ﬂﬁe v ™ oniDp I™ Transition Related
— Change My Password Course Code: © _DOE Class |
— My Personalizations Course Title: |
Est Direct Costs Indirect Costs
Course Type: I j

I_ ’7 Tuition § Travel §
Session #: Q HonDOE Vendor Crse#:
[ Books % Per Diem %

BeginEnd Date: | |
eqinkEn ¢ Materials % Other %
Start Time: End Time:
Other %
Duty Hours: Non Duty Hrs: Total:
Training ;I
Vendor Name: | Objectives: =l
Country usa | Q d
Remarks: |-
Address Line 1: |
City/State/Zip: [ & =

Phone:
Training Location l— l— a Ii

City/State/Postal:
*Training Reason: j |




How to Access CHRIS
Course Catalog

: Home
Menu =]
Search: [l i Wi of DW_IM_LD
@ . 1 ”
TV— Click on the “Refresh” button
[ Help!
= CHRIS Wiarkflow
> HR
= Training
= Training Requests
- iodify Trainine Course Catalog
I Getup Course Session Course Title Start Date EndDate  Start Time End Time DutyHrs Cource Twpe  Cify
[= Inquire r
— Change My Passward
— My Personalizations

Ok Cancel




Complete a
Training Request

Hame
Menu =]
Search: ;I
@ Refrash |
[+ by Favarites
[ Help!
= CHRIS Workflow Course Catalog
I HR
= Training Course Session Course Title Start Date End Date  Start Time End Time DutyHrs  Course Tvpe  Ci
vTra'”'”gReqs ™ 001283 0011 Basic Instructor Training 00E2006 0310/2006 S00AM  &00PM 40.0 Safeguards Al
- ') AIIG
[» Setup
[+ Inguire
— Change My Password 'l ) )
— My Personalizations 000150 0045  FEI- LDS Program 02052006 002006 2:00AM  5:00PM 40 SupvMgmt
" ¥ oo1s0 0046 FEI- LDS Program 04022006 04/28/2006 S:004M  5:00FM 4.0 SupvMomt
Check
approprlate I boois0 0047 FEI- LDS Program 04/3002006 05/26/2006 2:00AM  5:00PM 4.0  Supwhomt
course
™ poo1s0 o048 FEI- LDS Program 07/0%2006 0042006 2:00AM  5:00PM 4.0 SupwiMomt

I_ nnoisn.  NndAQ FFI-. I % Pronrarm NAMENINNE - Nam4Mnne ﬂ'ﬂﬂﬂ.hr =] | An Srreelhd ot —ILI
.3

1]




Complete a
Training Request

Home
Menu [=]
Search: r ) :I
@ 0oogoy 0010 Theater Nuclear Operations 0713102006 080472006 8:00AM 5:00FM 40,0 ES&H Kir
Alk
[ by Fawarites
[* Help!
= CHRIS Workflow
DHR.. = 000170 0024 \WhD-Proliferatn, Terrar & Resp Q30272006 0373172006 S:00AM 5:00PM 40.0 ES&H Kir
= Training Alk
I Inquire = 000170 0025 \WhD-Proliferatn, Terrar & Resp 06M 92006 062372006 S:00AM 5:00PM 40.0 ESE&H Kir
— Change My Password Alk
— My Personalizations
= 000416 0024 ‘Weapons Mass Dest Comd Cl Crd 05182006 051872006 S:00AM 5:00PM 32.0 OpsTech Kir
Alk
= 000416 0025 ‘Weapons Mass Dest Comd CH Crd 081 412006 08M 72006 S:00AKM 5:00PM 320 OpsTech Kir
Alk
Scroll to the bottom of the screen and click OK
%
QK I Cancell
4] | 3

— e rEme =



Complete a
Training Request

Approval Routing

Home

Add o

Find | Yiewy &1

@Ezoﬂnm@

Delate Reguesﬂ

Subagency. XJ

Workflow Entry; v

. ”n
menu | ROUtING” tab
Search: T Ty Request
v

I @ Training Reguest
[= My Faworites
[ Help!
= CHRIS Warkflow

I* HR Name: Smith, John

= Training

[+ Inguire
— Change My Password

— My Personalizations

Cancel Request

*Attendance:

Course Code:

Course Title:

Session #:
Begin/End Date:
Start Time:
Duty Hours:

Vendor Name:

Country

Training Reason

ddress Line 1:

ity/State/Zip:

_>‘

Phone:
Training Location

Cityrstate Postal:

*Training Reason:

r

|Request

=
000150 | | DOE Ciass |

FEI- LDS Program

LTS

04/02/2006 0472872006

g:004n  End Time: A:00FPM

Hon Duty Hrs: Total:

Federal Executive Institute

IISA
1301 Emmet Street
Charlotteswille

L 22901-28

4347980-6200

=

Training Request Guide

[ Conference

[ TQP Related

Check
box/boxes

™ oniDp ™ Transition Related
that apply.
[Est Direct Costs | Indirect Costs |
Tuition $|7| Travel § ’7
Books $|7 Per Diem $’7
Materials $|7 Other $’7
Other $|7
Oetes: <— Your objectives
, I
remarks: <— Your remarks
ol

e =




Complete a
Training Request

Home
Menu (=]
Search: Mew Window | Customize Page | =) [l
b My Favorites [ Training Reguest || Approval Routing |
I Helpl Approvers i i irst (1] [
= CHRIS Warkflow P Find | wiewe 2l First 121 2 of &4 Last
= Training . o
= Training Requests Name: Smith,John Start Date:
Course Code: Session #:
I Setup Course Title: Attendance: Regquest
[ Inguire Email: GyWPaointsvT@@netl.doe.goy Workflow Entry:
— Change My Passward
— My Personalizations ]
| IEO\ Subigency Approver Lookups: " ETS Subigency Override
Workflow Role Approver Skip Status Action Date Recycle Remark Denial Remark
Stepl: [nitiator Moya,Sharan D Reguested C“Ck on the __g
stent: [Foprover = [ approver 1 | 3 magnifying I =
stope: [Momersks 2] +~~+—— glass to select |
stepa:[Butcet 7] [Q 30¢ Consultant I I - approver |
Click Save. Steps:leg Proc_|o] | Qprocessor East, Training I - T _:-! = —
Remarks: ﬂ

—_—————— =



.

¥ Training Approval - Message (Plain Tet - Unicode (UTF-8)

[

[ EREET 2B

Please approve or deny the following training request for,

Employee : 16184 Smith, John

Start Date : 2006-04-25

Course :

Session

Course Title : Systems Approach to Training
by clicking on the link below

Complete a
Training Request

T S—— T
e e e, W T,

Click on the

Ihttps://chriswebssl.netl.doe.gov/serviets/iclientservlet/chris/signon.html <

“Please do NOT reply to this email. ™™

link to access
the website

28



CHRIS Training Workflow
Process

Access the CHRIS Workflow Website

Set up or update your Employee
Training Workflow Profile

Complete a Training Request

Approve a Training Request

29



Menu

=] [=] ]

Search:

[+ My Favarites

[ Helpl

[ CHRIS Workflou

[ Wyarklist

[ Repoarting Tools

[ DOE Reports

— Change iy Password

— My Personalizations

Click on
“Worklist”
to view

L S

30



Q““\':_ Approve a Training Request

Menu

Search:

[» bty Favarites
[> Help!
[= CHRIS Workflow

vWDrinst

[ Repumng Toals
[ DOE Repors
— Chande by Password

— My Personalizations

Home

Warklist for XEAPF1: Martinez, Marie

Worklist
From

ISmith, John

f; Refrash

N
Finl | iew A1l | B2

Date From |Link

Mevr Window | Customize Page |

Firs’[E1of1E|Last

01/26/2006 _ Smith, John 2006-08-20, 000418, 0022, Joint DODYRMNSA Muc Surety Exec

Click on the
link

a

nkEp  —

=31




Approve a Training Request

E:hck on Review training
Approval information e

Menu H ”
Routing” tab | | "
Search: Mew Window | Customize Pane | e -
b My Favorites | Training Request Form || Approval Routing |
[ Help! - ) * )
b CHRIS Warkilow Training Reduest Find |§iew &1 First 1081 2] Last
= \Warklist .
: Smith, John Subagency. XJ
[» Repaorting Toals
b DOE Reports Workflow Entry [# [T Conference
— Change My Passward *Attendance: Reguest =l ™ onipp
e i i .
My Persanalizations Course Type: Enwiranrmental, Safety, & He 7] " TOP Related

*Internal/External: I Internal "'I [ Transition Related
Course Code; 000418 |

Est Direct Costs Indirect Costs
Course Title: Jaint DODIMMEA Muc Surety Exec | | |
0022 Tuition §| 200.00 Travel %
Session #:
Books % Per Diem $
Begin/End Date;: |19/20/2006 099212006 ’7 li
Materials $ Other %
Start Time: g:00AM End Time: 5:00FPM ’7
Other %
Duty Hours: 24 Non Duty Hrs: Total:  24.00
Vendor ID: noo149 —
Training —I
Vendor Name: Defense MuclearWeap Objectives: ;|
Address Line 1: 1900 Wyoming Blvd SE C .
CityStateZip:  Kirtland AFB L 87117-56 Remarks:
Country: LS4 ;l
Phone:

Training Location
Citu/StateiFin:

-
1| | b

e B S




[+ hly Favorites
[ Helpl
[ CHREIS Warkflow:

[ Training RequestFarm || Approval Routing |

= wWorklist
— i list

[ Reporing Tools

[ DOE Reports

— hange by Password

— My Personalizations

Hone

08/30/2004 )
Mew Window | Customize Page | [

Approvers Find | Wiesw all First (4 1of1 [¥] Last
Name: Smith, John Start Date: 09/2002006
Course Code: 000418 Session #: 0022

Course Title: Joint DODIMNMNSA Muc Surety Exec Attendance: Request

Email: GWPointsvT@netl.doe.gay Workflow Entry:

XJ 2\ DOE Element to search in Approver Lookups:

Workflow Role Approver Skip Status Artion Date Recoycle Remark Dienial Remark
Step0: Initiator Smith, John Requested 01/26i2006  Training Approver Guide
Stem:lAerrweH "l Z Approver 1 I :“' I :I [~
stepz: |Anproverz 7] [Q I [ H I =
step3: |Approvers =] [Q 4 [ H I =
step4;|E|UdgEt =] [ 130e Consultant r I [ | :I
meﬂﬁ:leg Froc 5] [O‘Processor East I :I -

Remarks: ;I

R

| »




Route a Training Request
ey
Sl

il » RMaT

TR . . o . ;= n ,

ﬁ Status will change during routing

— = Approved: Notifies next approver
Ll Denied: Notifies employee

b My Favorites [ Training Request Form || Approwy

b Help! T Recycled: Routes back to previous approver

[» CHRIS Workflow

arklist Name: Smith, John Start Date: 09/20i2006
[- Repoting Toals Course Code: 000418 Session #0022
[ DOE Reports L . .
— Change iy Password Course Title: Joint DODINMSA Muc Surety Exec Attendance: Request
— My Persanalizations Email: GyWPointsVTg@netl.doe.gov Workflow Entns v
v | . X3 & DOE Element to search in Approver Lookups:

Wiiarkflow Role Appraver Skip Status Action Date Reoycle Remark Cenial Remark

Stepl: Initiator Smith. John Requested  01/26/2008  1raining Approver Guide

stept: [Aoeroverl ] | Approver 1
Stepz:lm |-30\
Step:i:lm [Q _ ~
stepa: | Moneiskip 7] | @ Joe Consultant  —
steps: [TmaProc 7] [|@ Processor East

~q

78 | T8 A S

Il

Remarks:

=% e S



¥

f . 9,\9.,

Home

Menu =l
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CHRIS Training Workflow
Process

Access the CHRIS Workflow Website

Set up or update your Employee
Training Workflow Profile

Complete a Training Request

Route a Training Request

Process a Training Request
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Process a Training Request

Training Requests should have pertinent
Information related to the training.

Provide the following information to the
Albuguerque Operations Center (AOC)

- Fax:

e Backup documentation; and
e Course information.
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Process a Training Request

Fram: chrisworkFlow@net], doe, goy Sent:  Fri 2/15/2006 9:48 AM
To: employee@hq.doe.gov
il

Subject:  Training Approved

“fthe course helow iz an internal DOE class, you have been enralled.
If the course is an external course, you are approved for training and should follow your arganization's pracess far
enrolling with the vendar.

start Date © 2006-04-25

Course

Sessian ;

Course Title : Systems Approach to Training

Location

Employees are notified by
ARl email of training enrollment.

Pleaze do NOT reply to this emaill ™

[—
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CHRIS Workflow
Contacts

Contact your Training Consultant when:

e You have guestions on how the Workflow
process works

e The system is not functioning properly

e YOU receive an error message when
Inputting data.

Contact the System Security
Administrator via email at:
CHRISSECURITY@NETL.DOE.GOV for
any password or security issues.
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