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Curriculum Management
How To: Add a Course

1. Log into Cyber Train 
2. Go to Admin > Curriculum > Course Catalog

a. Click on ‘Add’ icon to add a new Course (this is located at the top of the table on the right side)
3. Add the Course Information:

a. On the ‘General’ Tab:

i. Enter the ‘Course ID’ (This cannot be changed later)
ii. Enter the ‘Course Name’ as it should be seen in the Course Catalog list and on the Home Page: 
iii. Select the ‘Course Type’ from the drop-down list
iv. Select the ‘Grade Type’ from the drop-down list
v. Select the ‘Training Admin’ from the drop-down list
vi. Enter a ‘Passing Score’ if there will be test questions added and the test will be scored
vii. Select the ‘Active’ status from the drop-down list
viii. Enter ‘Credits’, ‘CEU’, ‘Fee’ and ‘Hours’ as needed

ix. Enter the ‘Renewal Frequency’ if the course must be retaken on a regular basis

x. Select the basis for the renewal form the ‘Based on’ drop-down list

b. Enter a description for the course On the ‘Description’ Tab: 
c. Enter miscellaneous information as needed on the ‘Details’ Tab:
d. On the ‘Approvers’ Tab:

i. Select the ‘Approver1’ from the drop-down list as needed
ii. Select the ‘Order’ number from the drop-down list as needed

iii. Check the ‘Notification Only’ checkbox if the approver is not really approving but rather should be sent an email notification instead.  Leave it unchecked if the person select should actually approve
iv. Repeat these steps as needed
e. On the ‘Companies’ Tab select the company/companies which should have access to this course.
i. Highlight a company in the left column & click the ‘Add’ Button to move it to the 
ii. Repeat this step as needed
f. When done with all the tabs click the ‘Continue’ Button to move forward
4. On the ‘Add Course Prerequisites’ Page 

a. If the course has prerequisites, highlight the one(s) needed (Hold the CTRL key down to select more than one) 

b. Click ‘Continue’ Button
5. On the ‘Course Test Questions’ Page

a. Click on ‘Add new record’ link in the top left corner of the table 
i. Enter the ‘Question’ as desired
ii. Select the ‘Answer Type’ from the drop-down list
iii. Select the ‘Order’ number from the drop-down list
iv. Check ‘Required on Test’ box if the question must appear on all tests for this course
v. Check the ‘Required to Answer’ box to prevent students from submitting the test without answering the question.

vi. Click the ‘Save Changes’ Icon

b. Repeat this process as needed to add all questions required
i. If the ‘Drop Down’ answer type was selected, the table displays a ‘Dropdown’ hyperlink in the Type column
ii. Click on the ‘Dropdown’ hyperlink to enter the drop-down answers
i. Click on the ‘Add’ Icon

ii. Enter the ‘Drop Down Value’
iii. Enter the ‘Value’ (points awarded for this answer)
iv. Click the ‘Save Changes’ Icon

c. Click ‘Save Changes’ Button to end the process
How To: Add a Class
Option 1: Instructor Led Class (Starting from the Course Catalog)
1. Log into Cyber Train

2. Navigate to Admin > Curriculum > Course Catalog
3. Find the Course from which the class will be created and clicks on the “Create Class” Link in the column to the right.

4. Highlight the appropriate ‘Company/Companies’ in the ‘What company(s) is this class for?’ Field:
a. To select more than company hold down the CTRL key and select as many as needed
b. Click the ‘Continue’ Button to move forward
5. On the General Tab

a. On-Demand Checkbox – Leave this field blank

b. Select the ‘Status’ from the drop-down list

i. Suggested to put it to ‘Open’
c. Enter ‘Today’s Date’ as the Status Date or what is appropriate

d. Select the ‘Enable Survey’ preference (Enterprise Only)
e. Select the ‘Training Admin’ if necessary from the drop-down list

f. Select the ‘Instructor’ from the drop-down list 
g. Modify the ‘Hours’, ‘CEU’, ‘Credits’ & ‘Fee’ as needed

h. Review the ‘Description’ as needed
6. Click on the Location/Schedule/Content Tab
a. Select the ‘Location’ from the drop-down list

i. Page refreshes and enters the default capacity as it was entered in the location codes

b. Enter the ‘Audio Number’ if there is a conference number to call into

c. Enter the ‘Meeting ID’ and ‘Website Connection’ if there is a web component to this meeting as well

d. Enter the ‘Start Date’ and ‘End Date’ as appropriate

e. Enter the ‘Enrollment Ends’ date as needed

i. This allows students to enroll only up until this date

f. Enter the ‘Start Time’, ‘End Time’, and ‘Time Zone’ fields too

7. Click on the Details Tab

a. Enter any information as needed here

8. Click on the Approvers Tab

a. The approvers default in here as they were set up in the course file allowing for modification as needed.

b. Click the ‘Continue Button’ to move forward
9. On the Class Session Page – if students must attend multiple sessions to complete this class, enter them here using the ‘Add new Record’ link. If the class only has one session, click the ‘Continue Button’ to move forward

10. On the Class Cost Page – if there are known expensive for this class, enter them here using the ‘Add new Record’ link otherwise, Click the ‘Continue Button’ to move forward

11. On the last page of the process a list of students who need this class to fulfill the requirement are listed
a. Are there any students who need to be enrolled at this point?
i. If Yes, Check the box in front of each student’s name
ii. Select the ‘Enrollment Status’ from the drop-down list at the bottom of the page
iii. Check the ‘Send New Enrollment Email’ checkbox if the approval process can be bypassed OR check the ‘Enable Approval Process’ checkbox to start that process first
iv. Click the ‘Enroll Button’ at the bottom of the page to complete the enrollments and the process of adding the class.

b. If No, click the ‘Finish Button’ to complete the process of adding a class. 
Option 2: ‘On-Demand Training’ (ODT) Class (Starting from the Class List)
1. Log into Cyber Train

2. Click on the ‘Class List’ Shortcut located in the top right- corner

a. Click on the ‘Book with Plus Sign’ icon to add a new class 

3. Highlight the appropriate ‘Company/Companies’ as needed in the ‘What company(s) is this class for?’ Field:
a. To select more than one company hold down the CTRL key and select as many as needed
b. Click the ‘Continue’ Button to move forward
4. On the General Tab

a. Select the Course/Class Name from the drop-down list

ii. This refreshes the system to add the defaults that were set in the course file
b. Check the On-Demand Checkbox 

i. Page refreshes and the ‘Approvers Tab’ disappears and Grade Type greys out
c. Select the ‘Status’ from the drop-down list

i. Suggested to put it to ‘Open’
d. Enter ‘Today’s Date’ as the Status Date or what is appropriate

e. Select the ‘Enable Survey’ preference (Enterprise Only)
f. Select the ‘Training Admin’ as necessary from the drop-down list

g. Select the ‘Instructor’ as necessary from the drop-down list

h. Modify the ‘Hours’, ‘CEU’, ‘Credits’ & ‘Fee’ as needed

i. Review the ‘Description’ as needed
5. Click on the Location/Schedule/Content Tab
a. Enter the ‘Audio Number’ if there is a conference number to call into

b. Enter the ‘Meeting ID’ and ‘Web Connection’ if there is a web component or if the content is in a website format. Or choose the radio option of ‘Browse Content’ to populate the drop-down list with content pre-loaded into the system.  (Admin Curriculum > Content Management)
6. Click on the Details Tab

a. Enter the information as needed here
b. Click Continue
7. On the Class Cost Page – if there known expensive for this class, enter them here using the ‘Add new Record’ link otherwise, Click the ‘Continue Button’ to complete the process of adding an ODT class
How To: Add a Program
1. Log into Cyber Train 
2. Click on Admin > Curriculum > Programs

a. Click on the ‘Add new record’ link in the top left- corner of the table.
3. Enter the Program Information 

a. Enter the ‘Program ID’ 

i. NOTE: This field will not be updateable later
b. Enter the ‘Name’ of the program
c. Enter the ‘Description’ of the program

d. Click the ‘Save Changes’ Icon
4. Add information as needed to the ‘Edit Program’ Page

a. On the ‘General’ Tab

i. Review the entered information and change as needed
b. On the ‘Companies’ Tab

i. Highlight the desired company in the left column & Click the ‘Add’ Button
i. This moves the company from the left column to the right column
c. On the ‘Courses’ Tab

i. Highlight the course(s) that should be included in this program

i. Hold the CTRL down to select more than one course
d. Click ‘Save Changes’ Icon

How To: Add a Credential
1. Log into Cyber Train 
2. Click on Admin > Curriculum > Credentials

a. Click on the ‘Add new record’ link in the top left- corner of the table.
3. Enter the Credential Information 

a. Select the ‘Type’ (pre-defined Admin > Codes Credential Types) from the drop-down list
b. Enter the ‘Code’ for this credential

i. NOTE: This field will not be updateable later
ii. Enter the ‘Name’ of the credential
c. Enter the ‘Issued By’ information as needed

d. Enter the ‘Exams’ number as needed

e. Enter the ‘Renewal Frequency’ as needed

f. Enter what the renewal is ‘Based on’ as needed

g. Enter the ‘Renewal Cost’ as needed

h. Select the number of days before expiration that the ‘Expiration Reminder’ should appear on the Home Page.

i. Enter a description if desired

j. Click the ‘Save Changes Icon’ to continue 
4. Highlight the desired company in the left column & Click the ‘Add’ Button
a. This moves the company from the left column to the right column
b. Click the ‘Save Changes Icon’ to continue
5. Add information as needed to the ‘Add Credential’ Page if this Credential is earned after completing a program or courses.
a. Select a program from the drop-down list

b. Select courses individual from the list presented (Hold the CTRL down to select more than one)

c. Click ‘Save Changes’ Icon to complete the process
How To: Add Requirements to Codes
Option 1: Add to Job Code

1. Log into Cyber Train 
2. Click on Admin > Codes > Job Code

3. Click ‘Pencil Icon’ to edit the desired code

4. Click ‘Add new record’ link

a. Select ‘Type’ from the drop-down list (Course or Program)
b. Select ‘Name’ from the drop-down list

c. Enter the ‘Requirement Priority’ as needed

d. Check the ‘Update students with this new requirement’ checkbox if the requirement needs to be added to current students in the system who are attached to this job code.  If the current students do not have to complete this requirement (only students going forward) don’t check it.

e. Check the ‘Add course even if previously taken’ checkbox if the requirement has been taken but all current students need to retake the requirement for compliance.

5. Click ‘Save Changes Icon’ to add the requirement

6. Click ‘Save Changes Icon’ to close the code

Option 2: Add to Organizational Levels
1. Log into Cyber Train 
2. Click on Admin > Codes > Organization

a. Select ‘Company’ from the drop-down list

i. Page refreshes to show the right organizational codes for this company

b. Select ‘Org Level’ from the drop-down list

i. Page refreshes to show the right codes for the selected organizational level

3. Click ‘Pencil Icon’ to edit the desired code

4. Click ‘Add new record’ link

a. Select ‘Type’ from the drop-down list (Course or Program)

b. Select ‘Name’ from the drop-down list

c. Enter the ‘Requirement Priority’ as needed

d. Check the ‘Update students with this new requirement’ checkbox if the requirement needs to be added to current student in the system who are attached to this organizational level code.  If the current students do not have to complete this requirement, don’t check.

e. Check the ‘Add course even if previously taken’ checkbox if the requirement has been taken but all current students need to retake the requirement for compliance.

5. Click ‘Save Changes Icon’ to add the requirement

6. Click ‘Save Changes Icon’ to close the code

How To: Add a Student

1. Log into Cyber Train 
2. Click on Students > Add Student

a. Select the ‘Company’ from the drop-down list

b. Click ‘Continue’ Button
3. Enter the student information on the ‘Add Student’ Page:
a. On the ‘General’ Tab:
i. If necessary, change the ‘Status’ from the drop-down list (defaults to Active)
ii. Select a ‘Student Type’ from the drop-down list as needed
iii. Enter the student’s information in the Name fields. ‘First Name’ and ‘Last Name’ are required
iv. Select the ‘Primary Phone’ and ‘Primary Email’ from the drop-down list (Note: whichever are selected will become required fields on the following tabs)
b. Update the fields on the ‘Home Contact’ Tab as needed
c. Update the fields on the ‘Work Contact’ Tab as needed

d. On the ‘Job Info’ Tab:

i. Enter a ‘Student Login’ (this can be modified later as needed)
ii. Enter the ‘Employee #’ as available
iii. Select the ‘Job Code’ from the drop-down list

iv. Select the ‘Employment Type’ from the drop-down list

v. Select the ‘Manager’ from the drop-down list

vi. Select the ‘Secondary Approver’ from the drop-down list as needed
vii. Is Student defaults to Yes to give access to the My Record section of the Home Page
viii. Is Manager defaults to Yes to add this student’s name to the ‘Manager’ drop-down list. Change as needed.
ix. Enter the ‘Hire Date’ 

x. Enter the ‘Job Start Date’ as needed

xi. Enter the ‘Org Start Date’ as needed

e. On the ‘Organization’ Tab:

i. Select the ‘Org Level 1’ from the drop-down list as needed
ii. Select the ‘Org Level 2’ from the drop-down list as needed
iii. Select the ‘Org Level 3’ from the drop-down list as needed
iv. Select the ‘Org Level 4’ from the drop-down list as needed
v. Select the ‘Org Level 5’ from the drop-down list as needed
f. When done with all the tabs click the ‘Save Changes’ Button
Class Management
How To: Enroll into a Class
Option 1: Student Requests Enrollment or Launches From Home Page
1. Log into Cyber Train
2. From the Home Page, Clicks on My Record > Requirements 

a. Review Requirements: Available classes have a ‘Search’ hyperlink

b. Click on the ‘Search’ link for the Requirement to bring up the Available Classes
i. Click ‘Register’ if the class is a ‘Regular’ class
ii. Click ‘Launch’ if the class is an ‘ODT’ class
Option 2: From the Class File
1. Log into Cyber Train

2. Click on the ‘Class List’ Shortcut located in the top right- corner
a. Find the class in the list (re-sort by different columns or use filters and Refresh to narrow/change up the list)

b. Click on the ‘Class Name’ as it is a hyperlink into the class file
3. In the Class File

a. In the Banner across the top of the file, click on the drop-down list behind the Class Name and Date
i. Click the ‘Roster’ page to select it
b. If the student has the course as a requirement, on the Roster page select the ‘Students Requiring Course’ Tab

i. Check the box for the student(s) who need to be enrolled
ii. Click the ‘Enroll’ Button at the bottom of the page

1. Enter the ‘Status’ from the drop-down list (Typically – Enrolled is selected here)

2. Modify the ‘Enrollment Date’ as needed

3. Select the ‘Paid’ Status from the drop-down as needed

4. Enter the ‘Paid Date’ as needed

5. Enter a ‘Note’ as needed

6. Check the ‘Send New Enrollment Emails’ checkbox if the approval process can be bypassed OR check the ‘Enable Approval Process’ checkbox to start that process first
a. If the approval process is not enabled the student is placed on the ‘Attendees’ tab or the ‘Wait List’ tab if the capacity of the class has been met
b. If the approval process is enabled and there are approvers, the student is placed on the ‘Approval’ tab’ until the process is done.

c. NOTE: The student name will remain on the ‘Students Requiring Course’ tab as well because the student has not completed the requirement just by being added to the class.  The student name is ONLY removed from that list when credit is given.

7. Click the ‘Save Changes Icon’ at the top of the page to complete the enrollments

c. If the student(s) does/do not have the course as a requirement, on the ‘Roster’ page select the Attendees tab:

i. Click the ‘Add new record’ link in the top left corner of the Roster table

ii. Find the student (s)
iii. Check the box(es) in front of the students to enroll and click the ‘Continue’ button.

1. Select the ‘Status’ from the drop-down list (Typically – Enrolled is selected here)

2. Modify the ‘Enrollment Date’ as needed

3. Select the ‘Paid’ Status from the drop-down as needed

4. Enter the ‘Paid Date’ as needed

5. Enter a ‘Note’ as needed

6. Check the ‘Send New Enrollment Emails’ checkbox if the approval process can be bypassed OR check the ‘Enable Approval Process’ checkbox to start that process first
a. If the approval process is not enabled the student is placed on the ‘Attendees’ tab or the ‘Wait List’ tab if the capacity of the class has been met

b. If the approval process is enabled and there are approvers, the student is placed on the ‘Approval’ tab’ until the process is done.

c. NOTE: The student name will remain on the ‘Students Requiring Course’ tab as well because the student has not completed the requirement just by being added to the class.  The student name is ONLY removed from that list when credit is given.

7. Click the ‘Save Changes Icon’ at the top of the page to complete the enrollments
Option 3: From the Student File

Depending on the situation, students can be enrolled from the requirement tab If there are training requirements to be fulfilled.  However, if a student should be enrolled in a class that is not a requirement, start on the class enrollment tab.

Activity Page > Requirements Tab

1. Log into Cyber Train

2. Click on the Students > Find Student 

a. Select and enter filters as needed to find the desired student

b. When the student results come up, scroll the list to find the right student

i. Click on the ‘Student Name’ hyperlink to enter the student file 

3. In the Student File

a. In the Banner across the top of the file, click on the drop-down list

iv. Click the ‘Activity Page’ to select it (unless that is the current page displayed)
b. On the Activity Page select the ‘Requirement Tab’
i. Review the requirements – the ones that have available classes have a ‘Search’ hyperlink at the end of the line

ii. Click on the ‘Search’ link for the requirement
1. If the class is an Instructor Led Class click ‘Register’ and a message will appear indicating the enrollment request has been submitted
2. If the class is an ODT, ‘On-Demand’ will appear in the Register column and no action can be taken by the user.
Activity Page > Class Enrollment Tab

1. Log into Cyber Train

2. Click on the Students > Find Student 

a. Select and enter filters as needed to find the desired student

b. When the student results come up, scroll the list to find the right student

i. Click in the ‘Student Name’ hyperlink to enter the student file 

3. In the Student File

a. In the Banner across the top of the file, click on the drop-down list

v. Click the ‘Activity Page’ to select it (unless that is the current page displayed)
b. On the Activity Page select the ‘Class Enrollment Tab’

c. Click ‘Add new Record’ Link
a. Select the ‘Class’ or ‘Classes’ from the list

i. To select more than one class hold the CTRL key down

b. Check the ‘Send New Enrollment Emails’ checkbox if the approval process can be bypassed OR check the ‘Enable Approval Process’ checkbox to start that process first

c. Select the ‘Enroll’ status from the drop-down list (defaults to Enrolled)
d. Modify the ‘Enrollment Date’ as needed

e. Select the ‘Paid’ Status from the drop-down as needed
f. Enter the ‘Paid Date’ as needed
g. Enter a ‘Note’ as needed
h. Click the ‘Save Changes Icon’ to finish the process
How To: Approve an Enrollment Request
Option 1: From Messages

1. Log into Cyber Train

2. Click on ‘Messages’ in the left- menu on the Home Page

3. Find and expand the message section – ‘Approvals: Class Enrollments Requests’ section

4. Click ‘Accept’ or ‘Deny’ link as needed
Option 2: From Email
1. Open the Email

2. Review the details of the email
3. Click either the ‘Accept’ or ‘Deny’ link as needed
a. Enter a Note as needed

4. Click ‘Submit’ to finalize the decision
Option 3: From class File (Manual Override)

1. Log into Cyber Train

2. Click on the ‘Class List’ Shortcut located in the top right- corner
a. Find the class in the list (re-sort by different columns or use filters to narrow/change up the list)

b. Click on the ‘Class Name’ as it is a hyperlink into the class file
3. In the Class File

a. In the Banner across the top of the file, click on the drop-down list

i. Click the ‘Roster Page’ to select it
b. On the Roster Page select the ‘Approvals’ tab

a. Click on the ‘Pencil’ Icon to open the approval level

ii. Modify the ‘Approved Date’ as needed

iii. Select the ‘Approved’ option from the drop-down list

iv. Enter a ‘Note’ as needed

v. Check the ‘Email Next Approver’ checkbox if there are additional approvers in the list

vi. Click the ‘Save Changes Icon’ at the top of the page in the banner
How To: Move a Student form the Waitlist
1. Log into Cyber Train

2. Enter the Class File via:

a. Classes > Find Class

b. Class List

c. Recent Items

3. Click on the ‘Roster’ from the drop-down list located in the banner at the top of the file

a. On the Waitlist Tab
i. Check the box at the end of the student line(s)

ii. Click the ‘Enroll’ Button

1. Select the ‘Status’ from the drop-down (Typically – Enrolled)

2.  Modify the ‘Status Date’ as needed

3. Enter the ‘Paid’ option from the drop-down

4. Enter the ‘Paid Date’ as needed

5. Check the ‘Send New Enrollment Emails’ checkbox to notify the students of enrollment into the class

6. If the capacity is full, the ‘Capacity’ pops up and allows for modification as needed.

a. Note: if the capacity is not changed here to allow additional people, students will not move off the waitlist

iii. Click ‘Save Changes Icon’ to complete the process
How To: Close a Class 
1. Log into Cyber Train
2. Click on the ‘Class List’ link at the top of the page

3. Click on the ‘Close’ link at the end of the class record
a. NOTE: if there is not a ‘Close’ link either (1) the classis an On-Demand Training (ODT) and does not have a close process or (2) this is not something turned on for your security group.  Talk to your Cyber Train Administrator if you should have access to this feature.
4. Select the right actions that need to happen when closing the class:

a. Change class status to…
i. When this is checked select the appropriate status from the drop-down box.  

ii. ‘Closed’ status is typically the status that finalizes the class 

b. Review Attendance and Grades

i. When this is checked, the roster appears and gives the user the opportunity to update the student’s class status and grade.
c. Review New Requirements

i. When this is checked AND if the course has a renewal frequency, a page much like the roster is prompted for the renewal date to be set and requirements to be re-listed as requirements

d. Send Class Completion Email

i. When this is checked, a class completion email automatically is sent to the students who have completed the class and received credit.  

1. NOTE: Typically, the ‘Complete’ status is the ONLY status that is configured to have the capability to give the student credit and send the email
e. Review Costs

i. When this is checked, a page to enter additional costs is available as needed

5. Click the ‘Continue’ Button to start the process

6. On the ‘Review Attendance and Grades’ Page:

a. Check the ‘Add course to student’s Courses Taken page’ to have the requirement moved from the Student File > Activity Page > Requirement Tab to the Courses Taken Tab.  (Note: Once checked, this should default in the future.)
b. Check the box at the upper left to select all students. Uncheck the box next to students who are exceptions for attendance or grade purposes

c. Select the appropriate status for the checked students in the ‘Status’ field above the ‘Status’ Column
d. Click the ‘Set’ next to the status to update the status for the selected/checked students
e. For unchecked students, select the appropriate status individually in the pulldown in the status column
f. Select the appropriate grade for the checked students in the ‘Grade’ field above the ‘Grade’ Column

g. Click the ‘Set’ next to the grade to update the status for the selected/checked students

h. For unchecked students, select the appropriate status individually in the pulldown in the status column or leave blank
i. Click the ‘Continue’ Button to move forward
7. On the ‘Review New Requirements’ Page:
a. The ‘Next Requirement Date’ column is pre-filled based on how the course was set up, but a user may change the date as needed per person.

i. NOTE: if the student did not ‘complete’ the class, his/her name will not show on this page

8. On the ‘Class Costs’ Page:

a. Click ‘Add new record’ link to add a new cost

i. Select the ‘Cost Item’ from the drop-down list

ii. Modify the ‘Cost Date as needed

iii. Enter the ‘Amount’ with only a decimal point

iv. Enter a ‘Note’ as needed

v. Click ‘Save Changes’ Button to complete the process

How To: Grade Tests

1. Log into Cyber Train
2. Click on the ‘Class List’ link at the top of the page
3. Select the ‘Grade Tests’ option from the ‘Take Action’ column for the desired class

a. NOTE: if the ‘Take Action’ column is not present in the table contact your Cyber Train administrator to put the column in the table for use
4. Click the ‘Go’ Button once the option is selected

5. Check the box at the front each person’s name who should have their tests graded

6. Click the ‘Continue’ Button to move forward

7. Read the questions and answers 
a. Enter the numerical value for each answer (as needed)

b. Adjust the ‘Total Score’ (as needed)

8. Select the ‘Final Grade’ from the drop-down list

9. Click ‘Save and Continue’ Button to move on to the next test or to end the process if it is the last test 

Various Request Processes
How To: Request an ‘Opt-Out’ of a Requirement
Option 1: Student Requests from Home Page
1. Log into Cyber Train
2. From the Home Page, Click on My Record > Requirements > Opt-Out Link

a. Notes Box: Indicate your reasoning as to what why you want to opt-out of this requirement

b. Click ‘Save Changes Icon’ to send the request

Option 2: Admin Completes From Student File
1. Log into Cyber Train

2. Enter the Student File via:

a. Students > Find Student

b. Recent Items

3. Click on the ‘Activity’ from the drop-down list located in the banner at the top of the file

4. Click on ‘Opt-Out’ in the Opt-Out column for the desired requirement

a. Enter your Reason 

b. Checkbox  ‘Send First Approver Email’

i. Checked  – starts off the approval process for this request

ii. Not Checked – does NOT start the approval process

c. Click the Miscellaneous Tab (if additional information is needed) 

d. Add Attachments as needed
5. Click the ‘Save Changes Icon’

How To: Request an External Class
Option 1: Student Requests from Home Page

1. Log into Cyber Train

2. From the Home Page, Click on My Record > External Classes 
3. Click on ‘Add new record’ link in the top left- corner of the table
a. Enter the Name
b. Enter the Provider
c. Enter the Start & End Dates 

d. Enter the Cost

e. Select the Job Related option from the drop-down list

f. Enter your Reason 

g. Click the Miscellaneous Tab (if additional information is needed) 

h. Add Attachments as needed
4. Click the ‘Save Changes Icon’
Option 2: Admin Enters Request From Student File
1. Log into Cyber Train

2. Enter the Student File via:

a. Students > Find Student

b. Recent Items

3. Click on the ‘External Classes’ from the drop-down list located in the banner at the top of the file

4. Click on ‘Add new record’ link in the top left- corner of the table
a. Select the ‘Email First Approver’ or ‘Ignore Approvals’

i. Email First Approver – starts off the approval process for this request

ii. Ignore Approvals – does NOT start the approval process

b. Enter the Name
c. Enter the Provider
d. Enter the Start & End Dates 

e. Enter the Cost

f. Select Yes or No from the Job Related drop-down list

g. Enter your Reason 

h. Click the Miscellaneous Tab (if additional information is needed) 

i. Add Attachments as needed
5. Click the ‘Save Changes Icon’

How To: Complete an External Class Request
Option 1: Student Completes from Home Page

1. Log into Cyber Train

2. From the Home Page, Click on My Record > External Classes

3. Click the ‘In Progress’ Link next to the external class just finished

a. Enter the Completed Date

b. Enter the Grade

c. Enter the Note as applicable

d. Click on the Attachment Tab (This is where the receipt, certificate, etc… could be added if needed.) 
e. Click the ‘Save Changes Icon’
f. Click the ‘Complete’ link to edit the record or add additional information or attachments
Option 2: Admin Completes From Student File

1. Log into Cyber Train

2. Enter the Student File via:

a. Students > Find Student

b. Recent Items

3. Click on the ‘External Classes’ from the drop-down list located in the banner at the top of the file

4. Click the ‘In Progress’ Link next to the external class just finished

a. Enter the Completed Date

b. Enter the Grade

c. Enter a Note as applicable

d. Click on the Attachment Tab to add any attachments
e. Click the ‘Save Changes Icon’

f. Use the ‘Edit’ link to change something or add additional information
How To: Request Tuition Assistance
Option 1: Student Requests from Home Page

1. Log into Cyber Train

2. From the Home Page, Click on My Record > Tuition Assistance 
3. Click on ‘Add new record’ link in the top left- corner of the table
a. Enter the Name
b. Enter the Provider
c. Enter the Start & End Dates 

d. Enter the Cost

e. Select the appropriate ‘Job Related’ option from the drop-down list
f. Enter the Reason
g. Click the Miscellaneous Tab (if additional information is needed) 

h. Add Attachments as needed
4. Click the ‘Save Changes Icon’
Option 2: Admin Enters Request From Student File
1. Log into Cyber Train

2. Enter the Student File via:

a. Students > Find Student

b. Recent Items

3. Click on the ‘Tuition Assistance’ from the drop-down list located in the banner at the top of the file

4. Click on ‘Add new record’ link in the top left- corner of the table
a. Select the ‘Email First Approver’ or ‘Ignore Approvals’

i. Email First Approver – starts the approval process for this request

ii. Ignore Approvals – does NOT start the approval process

b. Enter the Name
c. Enter the Provider
d. Enter the Start & End Dates 

e. Enter the Cost

f. Select the appropriate ‘Job Related’ option from the drop-down list
g. Enter the Reason 

h. Click the Miscellaneous Tab (if additional information is needed) 

i. Add Attachments as needed
5. Click the ‘Save Changes Icon’

How To: Complete a Tuition Assistance Record
Option 1: Student Completes from Home Page

1. Log into Cyber Train

2. From the Home Page, Click on My Record > Tuition Assistance
3. Click the ‘In Progress’ Link next to the tuition assistance record just finished

a. Enter the Completed Date

b. Enter the Grade

c. Enter a Note as applicable

d. Click on the Attachment Tab and upload required documentation
e. Click the ‘Save Changes Icon’ 

f. Use the ‘Complete’ link to change something or add additional information or attachments
Option 2: Admin Completes From Student File
1. Log into Cyber Train

2. Enter the Student File via:

a. Students > Find Student

b. Recent Items

3. Click on the ‘Tuition Assistance’ from the drop-down list located in the banner at the top of the file

4. Click the ‘In Progress’ Link in the tuition assistance record just finished

a. Enter the Completed Date

b. Enter the Grade

c. Enter the Note as applicable

d. Click on the Attachment Tab to upload any required documentation
e. Click the ‘Save Changes Icon’
f. Use the ‘Edit’ link to change something or add additional information or attachments
How To: Mark a Tuition Assistance Record as Paid
1. Log into Cyber Train

2. Enter the Student File via:

a. Students > Find Student

b. Recent Items

3. Click on the ‘Tuition Assistance’ from the drop-down list located in the banner at the top of the file

4. Click the ‘Edit’ link next to the tuition assistance record

a. Enter the Paid Date

b. Enter the Amount Paid
c. Click the ‘Save Changes Icon’

How To: Request/Record Credentials
Students may either enter a request which needs approval or record credentials. Credentials also can be automatically populated upon completion of training requirements and/or programs depending on credentials are configured.  
Option 1: Student Requests/REcords Credential Be Added 
1. Log into Cyber Train

2. From the Home Page, Click on My Record > Credentials

3. Click the ‘Add new record’ Link at the top of the table

a. On the General Tab

i. Enter the Date Started

ii. Enter the Date Attained

iii. Select the ‘Credential’ in the drop-down list

1. This refreshes the page and enters the Credential Type, Issued By, Renewal, & Cost as setup in the credential but can be overwritten here as needed

b. On the Bonus Tab

i. Enter the bonus information if this credential requires you to do so

c. On the Miscellaneous Tab

i. Fill in the information as necessary here per instructions

d. On the Attachment Tab

i. Add attachments as needed

4. Click ‘Save Changes’ Icon to begin the approval process or record the credential
Option 2: Admin Records Completed Credential

1. Log into Cyber Train
2. Enter the Student File via:

a. Students > Find Student

b. Recent Items

3. Click the ‘Add new record’ Link at the top of the table

a. On the General Tab

i. Enter the Date Started

ii. Enter the Date Attained
iii. Select the ‘Credential’ in the drop-down list

1. This refreshes the page and enters the Issued By, Renewal, & Cost as setup in the credential but can be overwritten here as needed

iv. Enter the Date Expires (as needed)

b. On the Bonus Tab

i. Enter the bonus information if this credential requires you to do so

c. On the Miscellaneous Tab

i. Fill in the information as necessary here per instructions

d. On the Attachment Tab

i. Add attachments as needed

4. Click ‘Save Changes’ Icon to complete the credential recording process

How To: Complete a Credential Request
1. Log into Cyber Train

2. Enter the Student File via:

a. Students > Find Student

b. Recent Items

3. Click on the ‘Activity’ from the drop-down list located in the banner at the top of the file

4. Click the ‘Pencil Icon’ to edit the credential that needs to be updated

a. Select the ‘Status’ from the drop-down list
b. Enter the Date Attained as needed
c. Enter the Date Expires if necessary
d. Enter a Note as applicable

e. Click on the Attachment Tab to add any other paperwork as needed
f. Click the ‘Save Changes Icon’
How To: Request A Course Taken be Added to History
Option 1: Student Requests from Home Page

1. Log into Cyber Train

2. From the Home Page, Click on My Record > History 
3. Click on ‘Add new record’ link in the top left- corner of the table
a. Update the Date Completed first especially if the course has an expiration and renewal (default is the system date)
b. Select the Course from the Drop-down

i. This refreshes the page and enters the Date Needed (if it is a requirement), Date Expires (if applicable), Job Requirement, Hours, CEU, and Credits
c. If there is an approval process, Status will be Pending Approval

d. If Date Completed  Date Expires 
e. Select the Job Requirement from the drop-down list if applicable
f. Enter your Reason 

g. Click the Miscellaneous Tab (if additional information is needed) 

h. Add Attachments as needed
4. Click the ‘Save Changes Icon’

Option 2: Admin Enters Request From Student File
1. Log into Cyber Train

2. Enter the Student File via:

a. Students > Find Student

b. Recent Items

3. Click on the ‘External Classes’ from the drop-down list located in the banner at the top of the file

4. Click on ‘Add new record’ link in the top left- corner of the table
a. Select the ‘Email First Approver’ or ‘Ignore Approvals’

i. Email First Approver – starts off the approval process for this request

ii. Ignore Approvals – does NOT start the approval process

b. Enter the Name
c. Enter the Provider
d. Enter the Start & End Dates 

e. Enter the Cost

f. Select Yes or No from the Job Related drop-down list

g. Enter your Reason 

h. Click the Miscellaneous Tab (if additional information is needed) 

i. Add Attachments as needed
5. Click the ‘Save Changes Icon’

How To: Complete an External Class Request
Option 1: Student Completes from Home Page

4. Log into Cyber Train

5. From the Home Page, Click on My Record > External Classes

6. Click the ‘In Progress’ Link next to the external class just finished

a. Enter the Completed Date

b. Enter the Grade

c. Enter the Note as applicable

d. Click on the Attachment Tab (This is where the receipt, certificate, etc… could be added if needed.) 
e. Click the ‘Save Changes Icon’
f. Click the ‘Complete’ link to edit the record or add additional information or attachments
Option 2: Admin Completes From Student File

5. Log into Cyber Train

6. Enter the Student File via:

a. Students > Find Student

b. Recent Items

7. Click on the ‘External Classes’ from the drop-down list located in the banner at the top of the file

8. Click the ‘In Progress’ Link next to the external class just finished

a. Enter the Completed Date

b. Enter the Grade

c. Enter a Note as applicable

d. Click on the Attachment Tab to add any attachments

e. Click the ‘Save Changes Icon’

f. Use the ‘Edit’ link to change something or add additional information
Various Approval Requests
How To: Approve an Opt-Out Request
Option 1: From Messages

1. Log into Cyber Train

2. Click on ‘Messages’ in the left- menu on the Home Page

3. Find the message – ‘Approvals: Opt-Out Requests’ section

a. Click on the ‘Plus Icon’ to open this section
b. Find the right external class request
c. Click ‘Accept’ or ‘Deny’ link as needed
Option 2: From Email
1. Open the Email

2. Review the details of the email
3. Click either the ‘Accept’ or ‘Deny’ link as needed
a. Enter a Note as needed

4. Click ‘Submit’ to finalize the decision

Option 3: From Student File (Manual Override)

1. Log into Cyber Train

2. Enter the Student File via:

a. Students > Find Student

b. Recent Items

3. Click on the ‘Activity’ from the drop-down list located in the banner at the top of the file

4. Click on the ‘Pending Approval’ link at the end of the external classes 

a. Click on the ‘Approvers’ Tab

b. Click on the ‘Pencil Icon’ to edit the necessary approval level

c. Select he ‘Approved’ option: Yes or No

d. Enter a ‘Note’ as needed

e. Check the ‘Email Next Approver’ if there are additionally approvals that need to go out after this level is completed.

f. Click the ‘Save Changes Icon’ to complete the process
How To: Approve an External Class Request
Option 1: From Messages

1. Log into Cyber Train

2. Click on ‘Messages’ in the left- menu on the Home Page

3. Find the message – ‘Approvals: External Class Enrollment Requests’ section

a. Click on the ‘Plus Icon’ to open this section
b. Find the right external class request
c. Click ‘Accept’ or ‘Deny’ link as needed
Option 2: From Email
1. Open the Email

2. Review the details of the email
3. Click either the ‘Accept’ or ‘Deny’ link as needed
a. Enter a Note as needed

4. Click ‘Submit’ to finalize the decision

Option 3: From Student File (Manual Override)

1. Log into Cyber Train

2. Enter the Student File via:

a. Students > Find Student

b. Recent Items

3. Click on the ‘External Classes’ from the drop-down list located in the banner at the top of the file

4. Click on the ‘Pending Approval’ link at the end of the external classes 

a. The list of approvers opens – click on the ‘Pencil Icon’ to edit the necessary approval level

b. Select he ‘Approved’ option: Yes or No

c. Check the ‘Email Next Approver’ if there are additionally approvals that need to go out after this level is completed.

d. Click the ‘Save Changes Icon’ to complete the process
How To: Approve a Tuition Assistance Request
Option 1: From Messages

1. Log into Cyber Train

2. Click on ‘Messages’ in the left- menu on the Home Page

3. Find the message – ‘Approvals: Tuition Assistance Requests’ section

a. Click on the ‘Plus Icon’ to open this section
b. Find the right tuition assistance request
c. Click ‘Accept’ or ‘Deny’ link as needed
Option 2: From Email
1. Open the Email

2. Review the details of the email
3. Click either the ‘Accept’ or ‘Deny’ link as needed
a. Enter a Note as needed

4. Click ‘Submit’ to finalize the decision

Option 3: From Student File (Manual Override)

1. Log into Cyber Train

2. Enter the Student File via:

a. Students > Find Student

b. Recent Items

3. Click on the ‘Tuition Assistance’ from the drop-down list located in the banner at the top of the file

4. Find the request where the ‘Status’ equals ‘Pending Approval’

a. Click on the ‘Pencil Icon’ to edit the tuition assistance request

b. Click on the ‘Approvers’ Tab

i. Look at the first table titled ‘Approvers’

ii. Click on the ‘Pencil Icon’ to edit the necessary approval level

iii. Select he ‘Approved’ option: Yes or No

iv. Check the ‘Email Next Approver’ if there are additionally approvals that need to go out after this level is completed.

c. Click the ‘Save Changes Icon’ to complete the process
How To: Approve a Tuition Assistance Payment Request
Option 1: From Messages

1. Log into Cyber Train

2. Click on ‘Messages’ in the left- menu on the Home Page

3. Find the message – ‘Approvals: Tuition Assistance Pay Requests’ section

a. Click on the ‘Plus Icon’ to open this section
b. Find the right tuition assistance request
c. Click ‘Accept’ or ‘Deny’ link as needed
Option 2: From Email
1. Open the Email

2. Review the details of the email
3. Click either the ‘Accept’ or ‘Deny’ link as needed
a. Enter a Note as needed

4. Click ‘Submit’ to finalize the decision

Option 3: From Student File (Manual Override)

1. Log into Cyber Train

2. Enter the Student File via:

a. Students > Find Student

b. Recent Items

3. Click on the ‘Tuition Assistance’ from the drop-down list located in the banner at the top of the file

4. Find the request where the ‘Status’ equals ‘Complete’

a. Click on the ‘Pencil Icon’ to edit the tuition assistance request

b. Click on the ‘Approvers’ Tab

i. Look at the ‘Payment Approvers’ section

ii. Click on the ‘Pencil Icon’ to edit the necessary approval level

iii. Select he ‘Approved’ option: Yes or No

iv. Check the ‘Email Next Approver’ if there are additionally approvals that need to go out after this level is completed.

c. Click the ‘Save Changes Icon’ to complete the process
How To: Approve a Certification Request
Option 1: From Email
1. Open the Email

2. Review the details of the email
3. Click either the ‘Accept’ or ‘Deny’ link as needed
a. Enter a Note as needed

4. Click ‘Submit’ to finalize the decision

Option 2: From Student File (Manual Override)

1. Log into Cyber Train

2. Enter the Student File via:

a. Students > Find Student

b. Recent Items

3. Click on the ‘Activity’ from the drop-down list located in the banner at the top of the file

4. Find the request where the ‘Status’ equals ‘Initiated’, ‘Pending Approval’ or something along the lines of needing Approval
a. Click on the ‘Pencil Icon’ to edit the credential request

b. Click on the ‘Approvers’ Tab
i. Click on the ‘Pencil Icon’ to edit the necessary approval level

ii. Select he ‘Approved’ option: Yes or No

iii. Check the ‘Email Next Approver’ if there are additionally approvals that need to go out after this level is completed.

c. Click the ‘Save Changes Icon’ to complete the process
Other Student management Processes
How To: Reset the Student Password
Option 1: From Student File

1. Log into Cyber Train

2. Find the Student:

a. Click on the Students > Find Student

i. Select and enter filters as needed to find the desired student

ii. When the student results come up, scroll the list to find the right student

1. Click in the ‘Student Name’ hyperlink to enter the student file 
b. Or click on Recent Items if it was the one of the last five (5) student files open
3. In the Student File

a. In the Banner across the top of the file, click on the drop-down list

i. Click the ‘Contact Info’ to select it (unless that is the current page displayed)
b. On the Contact Info Page select the ‘Job Details Tab’

c. Click the ‘Password does not display for security reasons. Click here to reset this student's password and email it to him/her’ link
i. This sends an email to the student and is recorded in the Admin > Logs > Email Log
Option 2: From Find Student Search Results

1. Log into Cyber Train

2. Find the Student:

a. Click on the Students > Find Student

i. Select and enter filters as needed to find the desired student

ii. When the student results come up, scroll the list to find the right student

3. Check the box in front of the student names who should have their passwords reset

4. Select ‘Reset Password’ from the drop-down list at the top of the page

5. Click ‘Go’ Button to preview the email going to be sent

6. Click the ‘Send’ Button to complete the process
How To: Add Requirements to a Student
1. Log into Cyber Train

2. Find the Student:

a. Click on the Students > Find Student

i. Select and enter filters as needed to find the desired student

ii. When the student results come up, scroll the list to find the right student

1. Click in the ‘Student Name’ hyperlink to enter the student file 
b. Or click on Recent Items if it was the one of the last five (5) student files open
3. In the Student File

d. In the Banner across the top of the file, click on the drop-down list

ii. Click the ‘Activity Page’ to select it (unless that is the current page displayed)
e. On the Activity Page select the ‘Requirement Tab’
i. Click on the ‘Add new record’ link at the top of the table

ii. Select the ‘Course’ from the drop-down list

iii. Select the ‘Priority from the drop-down list

iv. Select the ‘Based-On’ from the drop-down list

1. The page refreshes and the ‘Date Needed’ should be populated based on this information

v. Select the ‘Job Requirement’ from the drop-down list

vi. Click ‘Save Changes Icon’ to complete the process

How To: Add/Change a Job Code to a Student File
Option 1: Add a New Job Code

1. Log into Cyber Train

2. Find the Student:

a. Click on the Students > Find Student

i. Select and enter filters as needed to find the desired student

ii. When the student results come up, scroll the list to find the right student

1. Click in the ‘Student Name’ hyperlink to enter the student file 
b. Or click on Recent Items if it was the one of the last five (5) student files open
3. In the Student File

a. In the Banner across the top of the file, click on the drop-down list

iii. Click the ‘Contact Info Page’ to select it (unless that is the current page displayed)
b. On the Contact Info Page select the ‘Job Details Tab’
i. Click on the ‘Add new record’ link at the top of the Job Info table

ii. Select the ‘Job Code’ from the drop-down list

iii. Enter the ‘Job Start Date’

iv. Check the ‘Primary Job’ checkbox if this job code should be the primary one for the student file

v. Check the ‘Add Requirements’ checkbox if requirements/programs attached to this job code should be added to the Student File > Activity Page > Requirements Tab

vi. Click ‘Save Changes Icon’ to complete the process
Option 2: Change a Job Code 

1. Log into Cyber Train

2. Find the Student:

a. Click on the Students > Find Student

i. Select and enter filters as needed to find the desired student

ii. When the student results come up, scroll the list to find the right student

1. Click in the ‘Student Name’ hyperlink to enter the student file 
b. Or click on Recent Items if it was the one of the last five (5) student files open
3. In the Student File

a. In the Banner across the top of the file, click on the drop-down list

iv. Click the ‘Contact Info Page’ to select it (unless that is the current page displayed)
b. On the Contact Info Page select the ‘Job Details Tab’

i. If there is more than one job code click on the ‘Make Primary’ link

i. Page refreshes to make the job code the first one in the list 
How To: Add a New Organizational Level to a Student File
Option 1: Add a New Organizational Level

1. Log into Cyber Train

2. Find the Student:

a. Click on the Students > Find Student

i. Select and enter filters as needed to find the desired student

ii. When the student results come up, scroll the list to find the right student

1. Click in the ‘Student Name’ hyperlink to enter the student file 
b. Or click on Recent Items if it was the one of the last five (5) student files open
3. In the Student File

a. In the Banner across the top of the file, click on the drop-down list

v. Click the ‘Contact Info Page’ to select it (unless that is the current page displayed)
b. On the Contact Info Page select the ‘Job Details Tab’
i. Click on the ‘Add new record’ link at the top of the Organization Info table

ii. Enter the ‘Start Date’

iii. Select the ‘Org Levels’ from the drop-down list (as applicable)

iv. Check the ‘Primary Org’ checkbox if this job code should be the primary one for the student file

v. Check the ‘Add Requirements’ checkbox if requirements/programs attached to this job code should be added to the Student File > Activity Page > Requirements Tab

vi. Click ‘Save Changes Icon’ to complete the process

Option 2: Change an Organizational Level

1. Log into Cyber Train

2. Find the Student:

a. Click on the Students > Find Student

i. Select and enter filters as needed to find the desired student

ii. When the student results come up, scroll the list to find the right student

1. Click in the ‘Student Name’ hyperlink to enter the student file 
b. Or click on Recent Items if it was the one of the last five (5) student files open
3. In the Student File

a. In the Banner across the top of the file, click on the drop-down list

i. Click the ‘Contact Info Page’ to select it (unless that is the current page displayed)

b. On the Contact Info Page select the ‘Job Details Tab’

i. If there is more than one organizational level click on the ‘Make Primary’ link
1. Page refreshes to make the organizational level the first one in the list 

Other Class Management Processes
How To: Send a Class Reminder

1. Log into Cyber Train

2. Click on the ‘Class List’ link at the top of the page

3. Click on the ‘Reminders’ link for the appropriate class 

a. NOTE: If you don’t see a ‘Reminders’ link, talk to your Cyber Train Administrator as they will need to change the table view to put it in there.

4. Check the box at the front of the names for the people who should be sent reminders

5. Click the ‘Continue’ Button when done

6. Check the box for following as needed:

a. Send Student Reminder (sends to all selected)

b. Send Instructor Reminder (sends it to the Instructor named with the class)

c. Send Training Admin Reminder (sends to the training admin named with the class)

7. Click ‘Send’ Button when done.
How To: Complete a Class Evaluation

1. Log into Cyber Train
2. From the Home Page, Click on My Record > Classes or History depending 

a. Click on the ‘Survey Icon’ in the ‘Survey’ column

b. Fill out the class evaluation as instructed

c. Click ‘Save Changes Button’ to complete

How To: Complete a Class Test

1. Log into Cyber Train

2. From the Home Page, Click on the My Record > Classes
a. Click on the ‘Test Icon’ in the ‘Test’ column

b. Fill out the test as instructed

c. Click either the ‘Save Answers’ Button to save the answers and submit test at a later time OR click the ‘Submit Test’ Button to send the test in to be graded and scored accordingly
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