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Service Personnel Using OTIS — Online Training Information System

First! Update Your Personal

Data! vaiidate and change personal
information on file (e.g., your phone number,
mailing address and e-mail address) .

SERVICE

Key Word Search

Find a Course Description-
Search for and view a catalog of NCTC
Courses, as well as launch computer-
based training. View scheduled classes for
the course, and add yourself to the waiting
\ list for courses that do not currently have
anv classes schediiled

Current Registrations | Skill Gap Anal

Find a Scheduled Course - view
the all classes currently scheduled and
register for classes that have available

space.

Logoff
Haorne

Help

Current User: Test User

et

7~

Home - Click here at any time to
return to this Self Service Main
Screen -

Registrations

Self-$ervice Fynctions
Personal Data :?}ﬂate and changWal infarmation an file, such as your phone number, mailing address and e-mail
dress.

Find a_Cl_Jursefind all coursegMEted in our training catalog. Mot all courses have scheduled class dates. Request to be
|-Cuurse Description added to the®waiting list of currently unawvailable courses. Correspondence, CDRom and CBT Courses
Non-Fiis R egistration will o e found here. Request to be added to the waiting list for these self-study courses, NCTC will
Personal Bata cggrfact you regarding when you would like to receive the training package
Current REgistrations  Find a ‘md all MCTC courses currently scheduled. Search by course topm dates L L e
TEDSE Scheduled din th titl It will be all cl ith that word in the titl
Leertios B En Course word in the course title; result will be all classes wi at word in the titlg Registrations _ Check the
Skill Gap Analysis Mon-FWSs Interested students that are not affiliated with the Fish sndiibefa—Sery . K
Reports Registration fax or email. status of your reglstr_at_|ons and
Evaluation Current requests for training.

iew yaour current registrations and requests for training.

Transcripts

eview ar print your MCTC and external transcripts by course, date, and status. Input Exzternal
ransem ZMCTC courses) in order to maintain a one stop shop for listing all government training

)
Don’t Know What You Want to Search

trainees will be 3
nt job title and register for these © —

te personal training profiles, view recommended

for? Use Key Word Search! - Enter a word or
subject you are interested in and click Go to locate a

trainees will be able to perform a self-as4
ill gaps.

Transcripts - View your personal

course within the catalog.

password.

al information relative to Service Employ
administrative reports, Many of these rg

training history including courses that you
have completed at NCTC and those that
you have attended through other sources

Fualuatinng Cualuate claces

o hawe sttends

LOG OFF!

When finished, please remember to
—
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. {Classes are rated on a fiv

ATTENTION:

ing OTIS, please re
Registering via NCTGC's OTIS does MNOT GUARANTEE ENROLLMENT in NCTC Classes. Once selected for enrollment, you will receive
confirmation and specific class information under separate cover. Thank you!

(Non-NCTC).
OGOFF. =]
[wieh Links =l o wersion 4.8.3

® To view Location and

i€l

Searching for a Class - Use the Find a Scheduled Course link to search for all scheduled class dates

offered by NCTC and FWS Regions

YO o £ e INENS

Sort Order: &«

" Diobo i Tien

To Register

To register in a class, clit 1. Click the Class ID.
For a class summary, cli /

2. Click Proceed to complete the Registration Process

To View the Class Details - Click on the Class

’_ ’_ Ele Intermet

ONLINE TRAINING

JJ 0TI INFORMATION SYSTEM

7 Repgistrations | Skill Sap analys
|4

i | Knowledge Exchange

suFe that your Personal Data page is updated.

Class ID 3465

Course Code TEC7140
Course Name COMPUTER SUPPORT CVERVIEW
Employes Code  FWs-200857
Emplayes Name Patricia & Houghton

Date Reglsterad  07,/30,/2002

class ID cCouwfse Cod Name for a Course Description and other details Dats Requesting 02/24/2002
\ Electronic Mail Addr o o gheon@fos ¢
02/24/2003 08:00 AM Notes =
2465 ECT140 COMPUTER SUPPORY OVERWVIEW 02/26/2003 D500 PM
=
COMPUTER SUPPORT FOR F 12/02/2002 08:00
2105 © TECT141 e TR —P o ciear |
COMPUTER SUPPORT FOR FIELD STATIONS-  07/07/2003 08:00 &M T
3480 TECY141 BASIC 07/18/200% 05:00 PM _ EITESEFERE, <oroio
Currently Registered: O Class Min/Max: 10 /24
COMPUTER SUPPCQRT FOR FIELD STATIOMNS- —@9416/2002 05:00 AM Bkl i) il o s loorry Uit Haideron serioue, b )
R B 09/2072082.05:00 PM [ [N - o i s b R e
ption: | ic skills in troubleshooting pgrading, and mamtammg a Tl
COMPUTER SUPPORT FOR FIELD STATIONS-  09/15/2003 08:00 AW B S U S S e i
3489 TECT142 ADV 09/19/2003 05:00 PM Rt s o oo e e e RO G e
software upgrades. stomize your operating s desktop” features
TC's OTIS (Online Training Information System) does NOT GUARANTEE ENROLLMENT in NC B A e i WSS UG B Farihr Sl Me=ded th onerate A

will receive confirmation and specific class information under separate cover. Pleasedo ... ...
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NCTC and Non-NCTC Transcripts

Use the Transcripts link to view your personal Training History and to input your Non-NCTC training records.

1ranscripts

Please enter your selection and sort criteria and click Search

Course Code: I Completed between: I

To Search for your NCTC Transcripts — Click the Type
field. Choose NCTC Transcripts, click Search

8 I . .
course fame ¥ Embedded word To Search for your Non-NCTC Transcripts — Click the
Class status: [y Stas | Ut L Type field. Choose Non-NCTC Transcripts click Search.
Input Non-NCTC training records.

Sort Order: & Course Code " Course Name ¢ Date Completed

Terms Used in OTIS

Course - A complete unit of learning listed in the catalog.

 History STatus

Scheduled Course - A scheduled instance of a course. A class has a specific date and time associated with it.
Not applicable for self-study or similar computer-based training.

NCTC Transcripts — The history record created when an individual completes a NCTC course. Often includes
the date complete, scores, and other relevant information. Note: A transcript can also be created for a failure to
complete a course (e.g., no show, dropped, cancelled, etc.).

Non-NCTC Transcripts — The transcript record created by the individual for Non-NCTC training.
Registration Status - There are three possible statuses of registration with regard to a course or class.

Enrolled — A seat has been reserved for you in a specific class date. Note: An approval from your manager
or supervisor may still be required prior to attending.

Online Standby — You have expressed interest in attending a specific class date. Your registration has not
been fully processed at this time; this is the default status for you when applying via OTIS.

Waiting List — You have expressed an interest in taking a course, but have not selected a specific class
date to enroll in. This could be because you have not decided which class to attend, none fit your
availability, or that no classes are scheduled for the course. Training administrators often use the waiting
list as a gauge as to whether additional classes should be scheduled.

Thank you for using OTIS! Please let us assist you if you are having trouble.
Please call 304/876-7692 or 304/876-7267 between 8:00 am and 5:00 pm (e.s.t.) for
assistance.
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