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1 System Overview

The e-ITEP is the web-based commercial off the shelf software application customised by Raytheon
Professional Services GmbH for NATO to implement the Individual Training and Education Programme
(ITEP). The ITEP is the programme and management process to match NATO and global partners Education
and Individual Training (E&IT) requirements and opportunities and provide synchronised training solutions to
fulfil NATO assigned missions in the most effective, efficient and affordable way. The NATO Education and
Training Opportunities Catalogue (ETOC) embedded in the e-ITEP includes the training opportunities offered
by NATO education and training Institutions, as well as from nations, global partners, and other international
organisations to integrate their activities and open NATO to a wider community of shared interest.

Optimised for use by NATO, Nations, global partners and education & training institutions, the e-ITEP provides
the ability to programme and manage Education and Individual Training requirements at all levels. One of the
main products is the ability to produce individual training plans for those deploying into a NATO post. This
training plan will map out the E&IT requirements supplying the when and where these training and education
opportunities will be available as well as allowing registration and course administration.

The e-ITEP supports the goal of delivering the right training to the right people at the right time allowing the
individuals to possess upon arrival to a NATO post the skills and competencies necessary to perform their
assigned duties. The system allows near-real time visibility by all users to ensure transparency and improve the
communication of training requirements and opportunities.

Below is the overall Process Flow Diagram of e-ITEP functionalities.
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e-ITEP functionalities

ITEP MANAGEMENT

DELIVERING ITEP AND EXECUTION

1.1 Roles Matrix
Below is the high level roles matrix of the e-ITEP System:

|$=I'

Roles Matrix
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2 New User Registration

The New User Registration feature, accessible from the Login Page of e-ITEP allows the visitor to create a new
e-ITEP user account which provides them with a unique Login ID and password to interact with the system.

Below is the Process Flow diagram of the New User Registration feature.

Visits e-ITEP and
foges o )

Visitor

System

Admin

2.1 Creating New User Account

1. Visitor navigates to e-ITEP Login Page.
2. Visitor clicks on New User Registration button.

FOR REGISTERED LISERS
Secure Sipn-in:

O mEeass b Tha MATO arbne calaingun
z Eny pl reogezed  educmles  and
““”U“"'fg“ﬂ““ Faning ocbebes, pleass clek on ha

: < TOC mags  above [no passwoed

Aesrt Paapmaprd

by cxrer 10 pleE] wine Aetus iy, Lkt wite el sustoesanicaly bag you off afer 14 misetes Pkt
ol sty
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3. Visitor completes the New User Registration form and clicks Submit. Below is the portion of New User
Registration form.

Note:

a. The Organisation field in the New User Registration form is an auto complete field. To select
your organisation structure please enter the word(s) which appears in your organisation and the
system will show an auto complete list of top 100 organisation structure which contains the
respective word(s).

b. The primary post field in the New User Registration form is an auto complete field.

o For PE/CE post after selecting your organisation structure (Organisations) please type in
the first letter of your post code in the respective field.
o Ifyou are filling a NATO PE/CE post but do not know your NATO post code or are filling
a Non-NATO post please type N and select one of the three options(NATO International
Civilian, NATO Military, NON-NATO)
4. The system gives the ability to the user to complete their organization structure automatically by
selecting their Post Code in the following way:
a. User types in one or more letter of their Post code in the Primary Post Field.
System displays auto-complete list.

c. User selects the appropriate Post code from the auto-complete list.
d. Page refreshes and user’s org structure is filled automatically.
e. User can still modify their org structure and select the appropriate Post code using the auto-

complete feature of the e-ITEP system.
5. After the successful submission of new user registration form, a new account request notification email
is sent to users that are part of NATO distribution list for review.

New User Registration

This User Agreement ("hgreement™) governs the use of this WATO LMS. Failure te abide by the terms set

forth in this notice will reszult in being denied further access and may also result in referral to ~
appropriate guthorities for administrative, disciplinary, or criminal investigation. As a reguirement for
access to and use of this Site, you agree not to use any cbscene, indecent or ocffensive language or to

place on the 3ite any material that is defamatory, abusive,; herassing or hateful. Further, you may not

place on the S5ite any material that wviolates HATO security regulations, is encrypted, constitutes junk mail W
or unauthorised advertising, invades anyone's privacy, or encourages conduct that would constitute a

P ST S Ch L L e A R ol Wy SO, R s R et e s K L Ty Ve I I

BT et IR R S 36 L e S i, Ry o

11 Aceept User Agreement *

Organisation *

Reset Org Levels

The primary post field is an auto complete field.

For a NATO PEICE post after selecting your organisation structure(Crg level 1, Org level 2) please type in the first letter of your NATO post code in the
respective field.

If you are filling a NATO PEICE post but do not know your NATO post code or are filling a Non-NATO post please type N and select one of the three
options(MNATC International Civilian, NATO Military, NON-NATO).

Primary Post *
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2.2 New User Account Approval/Rejection

6. A New User Account request notification email is sent to the Users that are part of NATO distribution
list (eitephelp@act.nato.int) after each successful submission of new user registration form.

7. Admin visits e-ITEP and logs in.
8. Admin clicks on Profiles, accessible from the navigation menu and clicks on View Pending Users from

the sub-menu.

Pog

View Pending Users feature allows the user with e-ITEP Administrator Role to search for the list of pending
user accounts and view, approve or reject their account request. Below is an example of search performed on
View Pending Users feature, with result set. (All search functions allow users to search with empty search

criteria.)

View Pending Users

Current Search:

LoginID Contains % <- Remove from search

LOGINID [-] = CONTAINS [=]

APPEND/UPDATE SEARCH

Login ID
asd1234567 mslemko@abc.com
asef23dsgweg asfsda@asdddf.com
fdfdsafasdfs ser@ser.nst

orikay lori.kay@raytheon.com
newuser1 GKaur@raytheon.com
newuser3 GKaur@raytheon.com

2.2.1  View/Edit

9. User clicks on View to view or edit the new user account and clicks Submit.

Last Name

awfra

fdfas

kay

user

user

First Name Country

mj

qwer

fdsaf

lori

Billet

POSTING-B

NEW

fdsafads

naina

Test Lori

Test Lori

03/09/2018
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View Pending Users

Current Search:

LoginID Contains auto <- Remove from search

LOGINID [-]| ' CONTAINS =]
APPEND/UPDATE SEARCH RESET |
Login ID Email Rank Last Name First Name Country Post Action
tuserauto10 GKaur@raytheon.com OR-1 user Joe Test Lori yiewt
Approve!
Reject]
tuserauto11 GKaur@raytheon.com OR-1 user Joe Test Lori View]
[Approve|
Reject]
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Edit Profile

) Back to View Pending User

Drganisation * NATO ETEEMATS COMMAND STRUCTUREWSACT NON-FE ORGAMISATIOMSIMATHOMNAL
Beset Org Levels
Create Date 27102018

The primary post field is an suto complste field,

For 2 NATO PEICE post after selecting your organisation strocture (using organisation field) please type in the first ketter of your NATO post code in the
respectve fizld

| you are filling 2 NATO PE/CE post but do not know your NATO post code or are filling 3 Non-NATO post please type N and select one of the three
optons{MATC Intemational Civiian, NATO Miitary, NON-NATOL

Primary Post * MLR-ALB-DEF (2016.1)
Secondary Post

Third Post

Last Nama dfgusadfgan

First Mams sogdgsdg

Rank ILA [+]

Gender = MALE [+]

Date of Birth * | D1/Dct 1852 =
Nationality * GERMANY - GEU [+]
Active User* Chfes g

Lock Out (ies N

Force Password Change ®es o

Login D | 3342fs

It is recommended that you change your password every 90 days

Password ® SEEEEEEE

Confirm Password = EEEEREE
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If the Email field balow is l=ft empiy/blank, you will not receive any emals from the e-ITEP System. The e-mail field i now mandatony for use of the

EYEiEm
Email

ga1i@gmail.com

Satfing "Send Training Email Announcement{s]" to Yes will authorse your company fo send special Training Announcements to the email address
sbove_ If you sefect No and have provided an emad address in your profle, you will continus to receive Session Application and Cancellston emails.

Send Training
Annouscement{s) ®

User Source

In: Service

Account Expiration Date

Time Zone *
Automatically Adjust for
Daylfight 5avings *

Reguest For Access
Reasan

Roles *®

2.2.2  Approve

{®es Mo
E4TEP ~]

| 2TA0ct2016

{GMT) GREENWICH MEAN TIME

(®fes (_Iho

ddssds
[CJeTER Admimistrator [“Help Desk Admin
[ATO Adrinistrator [Puoint Of Contact
[ MPD Adrninistrator PO POC
ChitTo EToo Manager [Cheational Training Manager

CETo Insttutions Mansger [(haToHa Training Manager
(e e instieutions Training Manager Chero User
Chinstitutionaton= Traming Manager luser

Cinstrucsor

10. In order to Approve the New User Account request, the user clicks on Approve. The user is given a

chance to view all of the application details before approving (see the sample below).

11. User clicks on the Approve button Upon displayed at the bottom of the page. Upon approval a
welcoming email is sent to the user that requested the new account. The email contains a unique Login-
ID and password for the new user of the system.

03/09/2018
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View Pending Users

Current Search:

LoginID Contains % <- Remove from search

LOGINID [-] = CONTAINS =]
Login ID Email Rank Last Name First Name Country Post Action
newuser3 GKaur@raytheon.com OR-5 user new Test Lori iew]
Approvs
Reject]
tuserauto10 GKaur@raytheon.com OR-1 user Joe Test Lori iew]
Approve
Reject]
Roles
Super Administrator Instructor
Tool Administrator Help Desk Admin
e-ITEF Administrator Point Of Contact
MNATO Administrator MPD POC
MPD Administrator MNational Training Manager
NATO ETOC Manager NATO HQ Training Manager
ETOC Institutions Manager MPD User

e-ITEP Institutions Training Manager ' User

Institution/Mational Training Manager

Please, confirm the approval of this pending user.

)
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2.2.3  Reject

12. User clicks on Reject, fill in the Rejection reason and clicks Submit. An account rejection email is sent
to the user that requested the new account, notifying the rejection reasons. Below is an example view of
the Reject Pending User screen.

View Pending Users

Current Search:

LoginID Contains % <- Remove from search

LOGINID [-] ' CONTAINS =]
APPEND/UPDATE SEARCH
Login ID Last Name First Name Country Action
newuser3 GKaur@raytheon.com OR-5 user new Test Lori iew|
[Approve:
Re'%t
tuserauto10 GKaur@raytheon.com OR-1 user Joe Test Lori iew]
[Approve
Reject]
tuserauto11 GKaur@raytheon.com OR-1 user Joe Test Lori iew]
Approve’
Reject]
tuserauto12 GKaur@raytheon.com OR-1 user Joe Test Lori View]
Approve’
Reject]

Reject Pending User

4 Back

Login ID mimaria

Rejection reason *

SUBMIT

3 Login

All users have a unique Login ID with which they log in to the system. The Login ID is tied to a permission
based user profile. The scope of permission and consequently which e-ITEP features and functionality the user
sees is dictated by the Role that the profile is assigned. While the Role of the user affects what the user sees
after they are logged into the site, the Login page is same for all the users.
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Though the system is equipped with several roles, the main focus of this user guide will be on the e-ITEP
Administrator, Point of Contact Role and the User Role.

3.1 Logging in to e-ITEP

1. User navigates to the e-ITEP Login Page
2. User enters their Login ID and Password and clicks Submit

Education Programme (e-ITEP) Management System

FOR REGISTERED USERS
Secure Sign-inc

Rpawt Fasrmord

Nrs Liper Regatratan

4 Home Page

The Home Page provides a common entry point for users to interact with the system. From this portal, system

elements are presented and access is dependent upon each user’s individual system profile.
The Home Page is sectioned off into the following key areas:

Top Menu Navigation
Welcome User box consisting of a banner and personalised profile information
Status and News box, to which snippets of information and links can be added by a system admin
Three boxes containing links to other areas in the site
o Education & Individual Training Requirements
o Education & Training Opportunities
o Student

Below is an example view of the Home Page for an e-ITEP Administrator.
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S Navigation Menu

A menu consisting of a series of links located across the top of each page in the system, allows the user to
navigate through the key features of the site. These links either lead to other pages in the system or expand to
reveal sub-categories which lead to other pages in the system. The Admin Tools, Reports and Bidding menu
options and several sub-category menu options are Manager Features and therefore not available to the Student
role.

Resources Profiles Individual Training Plan ETOC  Schedule Application Testing Training Records Help ContactUs LOGOUT

6 Resources

The Resources feature is a repository for reference material, documents, links, commonly used training
materials for example: maps to training facilities, or training guides and images. It is accessible from the
navigation menu and is available to all the users outside and inside the e-ITEP system. The individual resource
items are accessible depending on the match between the user role and the resource visibility grading of the
respective resource item.
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Resources

Education and Training Opportunities Catalogue (ETOC)

Ta search for courses in ETOC, select search terms from the drop down menus, enter text in the text entry box below and click the submit
button.

ETOC Search

) Return to Login Page

COURSE TITLE

CONTAINS  [v]

Discipline ALL

m Resources Profiles  Individual Training Plan ETOC  Schedule Application Testing Training Records Help ContactUs

You are here: Resources

Resources

= ITEP - NATO Individual Training & ion F

- NITEC - NATO Individual Training and Education Conference
Please use this link to access the minutes from the annual NITECs (part of Training Synchronisation Confernece).

- IPB - NATO Individual Training & Education Planning Board
Please use this link to access the documents associated with ITEP Planning Boards (Calling letters, Executive Summary, presentation material etc)

- DISCIPLINES - NATO Education & Training Disciplines
Please use this link to access resources associated with the various NATO E&T disciplines.

- ETFs -NATO Education & Training Facilities
Please use this link to access resources associated with the various ETFs (NETFs, COEs, PTECs, NTIs).

- MPD - Military Partnerships
Please use this link to access resources associated with the Military Partnership Dirctorate (MPD)

- POLICY - NATO Education & Training (E&T) Policy Documents
Please use this link to access Policy resources (eg: MC458-3, Bi-SC D075-002, Bi-SC D075-007 efc) associated with NATO E&IT.

- ETOC Administrator Guide

- Bulk Uploader Templates
Bulk Uploader Templates

Documents are in Adobe Acrobat PDF format and require the Adobe Acrobat Reader. Click the
image to the right to download the free Adobe reader.

ADMINISTRATE [ON
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7 Help

The Help feature of e-ITEP system is available to all the users and is accessible from the navigation menu.

Testing  Training Records Help  Contact Us LOGOUT

i

The Help section provides the users with a link to download the pdf version of the e-ITEP Administrator User
Guide.

Q Resources  Profiles  Individual Training Plan ETOC  Schedule  Application Training Records LoGouT

Heip ContactUs

Testing

Home & NATO ETEE - Internet Explorer
t @ https://ref-eitep.rps-emea.com/Resource/Default.aspx PSEncCrit=1gfiD7CHIoWuUW3CVylzjhg==
B Fie Edit View Favortes Toos Help
~
You are here: Help
Help
- e-ITEP User Course
This section contains lessons about various e-ITEP features which are relevant o the user. The user must refer to this section in order to
understand e-ITEP, its features and usage.
You are here
+ e-TEP End User Guide
Resourc :
- e-ITEP School Administrator Course
. ITEP-N This section contains lessons about various e-ITEP features which are relevant to school administrator, point of contact and other lower
= | roleswithin eI TEP. This section must be referred in order to understand e-ITEP, its features and usage:
.Pie% - e-ITEP Administrator Course
This section contains lessons about various e-ITEP features which are relevant to the e-ITEP Administrator. This section must be referred
in order o understand e-ITEP, its features and usage.
- IPB-NA
Pleaseuse | . o.TEP Bulk Uploader Admin Guide
.Pieg:;g?lls: + e-ITEP Administrator U%\?r Guide
. ETFs-N | - ©eTEPRoles and Permissions Matrix
Please use
. MPD-M Documents are in Adobe Acrobat PDF format and require the Adobe Acrobat Reader. Click the A Get . 4
image to the right to download the free Adobe reader. ADOBE” READER
Please use
« POLICY
Please (s ADMINISTRATE [ON

8 Contact Us

Contact Us feature gives the ability to all the users of the e-ITEP system to send their questions, responses,
requests, comments, doubts, etc. and contact the Help Desk Section of the e-ITEP System. This feature is
accessible from the navigation menu.
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Training Records Help Contact Us LOGOUT

1. User visits e-ITEP and logs in the system.

2. User navigates to Contact Us.

3. Feedback page loads, users fills the Feedback form and clicks the Send Feedback button. Below is an
example view of the screen.

Feedback

Site section
| ENTIRE WEE SITE [=]|

Comments

May we contact you?
@iyes (N

Your name
Joe User

Your email

| GKaur@raytheon.com

SEND FEEDBACK

The contact Us feature is also available to users outside of e-ITEP. These guest users can access this feature
from the login page by click on the ETOC image. Once the user clicks on the ETOC image the Contact Us
feature is accessible from the navigation menu.

9 Profiles

Profiles contain user information such as Name, Login ID/User ID, Password, Rank, Post, Role, and Email
Address, etc.

9.1 Profile Manager

Users with Point of Contact Role or higher with the exception of ACT Discipline Point Of Contact and
Discipline Community Of Interest role have the ability to manage their employees profiles through the Profile
Manager feature, accessible from the navigation menu.
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Profiles

Frofile
Edit ¥ou Profile

Add User Profile

View Pending Uisers

Below is an example view of a search performed on the Profile Manager feature, with results set.

Profile Manager

Current Search:

LastMame Confainz m  <- Bemove from ssarch

LAST NAME (]| | conTams
Fost: |
Userstatus acTve [M]
Locked Dut MO
User Source | E-TEF =
Roles

Selection of POC, User rotes would enabie the ong strusture search fiters. Simderly, selection of ETOC Institutions
Mamnager role would ensble the Training Institution sesrch filter and selection of Discipline Community of Interast role
would ensble Discip@ne search fiter. Recommendstion: 1t is not recommended to select sny of the sbove mentionad
roles in combination with another rofe behonging to & different search categony.

ElSuper Administrator DHEIpBEkM\'Eﬂ

[leITEP Adnsinistrator [Paint Of Contsct

[hato EToc Mansger [hstionsi Training Manager

[acT piscipline Point Of Contact [ INATO HQ Training Mansger
[IeToC institufions Manager [(ser

Ebisuipl:’ne Community of |nberest

Salect View to review User information. Select Edit to change User information.

1234567801011 12> Record(s) 1 to 20 of 224

Drganisation Organisation

Code Number Logwi
Mantzouns Giorgios gmantzouns MNATD Mo e-[TEP [Edit]
Intemnational [iew]
Civilian
Adams Brenton brentonadams NATO Miitary  MNo eITEP [Esit]
izl
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Note: e-ITEP administrator or any other person with higher roles does not have the ability to edit the following
fields (personal data) of any other person other than themselves. These fields are editable only by the user itself.

1. Last Name

2. First Name

3. Middle Name
4. Email

e User with e-ITEP Administrator and Help Desk Admin roles have the ability to see the additional user
status and roles search filter on Profile Manager page. This gives them the ability to see Active and Inactive
users on Profile Manager page.

o When user selects ETOC Institutions Manager role then, system displays the Training Institution
search filter in addition to the existing search filters. Whereas, when user selects any of the
following roles (User, Point Of Contact) then, system displays org level search filters in addition to
the existing search filters.

o Ifthe user selects the Discipline Community of Interest role then the additional Discipline drop
down search filter is displayed.

o Note: It is not recommended to select any of the above mentioned roles in combination with
another role belonging to a different search category.

o E-ITEP Administrator users also have the ability to see the User source column on the profile
manager page which allows them to filter for profiles which have been created using e-ITEP or via
ETF Transcript upload/transfer.

Below is an example view of the page with result set.

Profile Manager

Current Search:

Last Name Contains % <- Remove irom search

LAST NAME A CONTAINS v
Post All
User status ACTIVE v
Locked Out NO »
User Source EATEP v
Roles Selection of POC, User roles would enable the org structure search filters. Similarly, selection of ETOC Instifutions

Manager role would enable the Training Institution search filler and selection of Discipline Community of interest role
would enable Discipline search filler. Recommendation: I is not recommended to select any of the above mentionsd
reles in combination with ancther role belenging to a different search category.

Super Administrator Help Desk Admin
e-ITEF Administrator Point Of Confact
NATO ETOC Manager National Training Manager

ACT Discipline Peint Of Contact NATO HQ Training Manager
Discipline Community of Interest | |User

ETOC Institutions Manager

APPEND/UPDATE SEARCH
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9.2 Edit Your Profile

All users have the ability to update their own profile through the Edit Your Profile feature, accessible from the
navigation menu and by clicking on their name in the Welcome User box of the Home Page.

1. User visits e-ITEP and logs in.
2. User clicks on their name in the Welcome User box of the Home Page.

Resources  Profiles  Individual Training Plan ETOC  Schedule Application Testing Training Records  Help ConfactUs = LOGOUT

{2y Resources FProfiles  Individual Training Plan

Profile Manager

Individual Training anc

% ﬁ"ru :.|:| | |[ Add U!r Profile
" \---.:f\}

View Pending Users

3. Edit User page loads, user makes the desired changes to their profile. Below is an example view of the
Edit User page.
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Edit Profile

Organisation * NATO ETEE\ACADEMIA & INDUSTRY
Reset Org Levels
Create Date 14/Novi2016

The primary post field is an auto complete fisld.

Fora NATO PE/CE post after selecting your organisafion structurs (using organisation fiekd) please type in the first letter of your NATO post code in the
respective field.

If you are filling 8 NATO PE/CE post but do not know your MATO- post code or are filling 8 Non-MATO post please type N and select one of the three
cplions{MATO Intermationsl Civilian, MATO Military, NON-NATO),

Primary Post* NON-MATO

Secondary Post

Third Post

Last Name * ug g

First Name = 0001 e TEP Adminisirator
Middie

Rank ChILIAN [w]

Note: when logged in as a User, the Organisation field is disabled and the Reset Org Levels link is not shown:

Edit Profile
Organisation * MNATO ETEEVACADEMIA & INDUSTRY
Create Date 14/Novi2016

The primary post field is an auto complete field.

Fora NATO PEI/CE post afier selecting your organisation structure {using organisation field) please type in the first letter of your NATO post code in the
respective field.

If you are filling a NATO PE/CE post but do not know your NATO post code or are filling 2 Non-NATO post please type N and select one of the three
options{NATO International Civilian, NATO Military, NON-NATO).

Primary Post * NON-NATO

4. User clicks Submit.

03/09/2018 NATO UNCLASSIFIED Page - 27 -



M) ST 7o ion Serices i e-ITEP Administrator User Guide

el Raytheon

9.3 Add User Profile

Users with Point of Contact Role or higher with the exception of ACT Discipline Point Of Contact and
Discipline Community Of Interest role also have the ability to create new user profiles through the Add User
Profile feature, accessible from the navigation menu. Below is a portion of the Add User Profile form.

1. User visits e-ITEP and logs in.
2. User navigates to Profiles > Add User Profile

Profiles  Individual Training Plan

B

Profile Manager

MATO elet

Individual Training and E  Edit Your Profile

View F'E—..'h..‘jing Users

AP — E: Add User Profile
"AC Ik

3. User completes the Add User form and clicks Submit. Below is an example view of the Add User from.

Note:

a. The Organisation field in the New User Registration form is an auto complete field. To select
your organisation structure please enter the word(s) which appears in your organisation and the
system will show an auto complete list of top 100 organisation structure which contains the
respective word(s).

b. The primary post field in the New User Registration form is an auto complete field.

o For PE/CE post after selecting your organisation structure (Organisations) please type in
the first letter of your post code in the respective field.
o Ifyou are filling a NATO PE/CE post but do not know your NATO post code or are filling
a Non-NATO post please type N and select one of the three options(NATO International
Civilian, NATO Military, NON-NATO)
4. The system gives the ability to the user to complete their organization structure automatically by
selecting their Post in the following way:

a. User types in one or more letter of their post in the Primary Post Field.

System displays auto-complete list.

User selects the appropriate Post code from the auto-complete list.

Page refreshes and user’s org structure is filled automatically.

User can still modify their org structure and select the appropriate Post code using the auto-

complete feature of the e-ITEP system.

o a0 o
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Add User Profile

Organisation * NATO ETEEWMATO AND PARTHER MATIOMNATS MATIONS

1 - Select a Primary 2 — The Organisation
Post impiete fiekd.

your organisation structure(Org level 1, Org level 2) piea|  field is updated with D post code in the

but do not know your NATO post code or are filing 2 WonN  the Organisation for  jne of the thres
ions{MATO Internationsl Civilian, MATO Military, NON-NATO), .
e it ) the Primary Post

Primary Post * cbovh (2016.1)

Secondary Post

Last Name *
First Name =
Middlie Name
Rank CIVILIAN E]

Gender* (SELECT OME)[~] |

5. User clicks Submit.

9.4 Password Policy
Following are the specifications of the password policy of the e-ITEP System:

Polic Description |

Password length 8 characters long minimum

Password specifications Must contain 1 Uppercase, 1 lowercase, 1 digit and 1
special character

Default period of the prompt to change the 90 days

password
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10 Organisations

10.1 Org Manager

The Org Manager feature, accessible from the Admin Tools Menu in the navigation menu allows user with e-
ITEP Administrator, NATO ETOC Manager Role to search for the Organisations they are associated with and
to View and Edit their Org information.

v Reporis  Bidding v

Area and Seclions Tool
Post Admin Tool
Departure Locations »
Email Disfribution Tool
News Editor

Organizations » Export Organizations/Post/
Goal Structure

Import Organizations/Post
Structure

Poll Editor

Training Insfitufions »
Organization Hierarchy Tool

Track Emails

Training Plan Admin

Student Quarters »

Certificate Signatures

Below is an example view of a search performed on the Org Manager feature, with results set.

Organisations

To manage Organisation information, locate a specific Organisation using the search terms from the dropdown menus and text entry box

below and click the Submit button. To view Qrganisation information, tlick on the View link next to-the Organisation name in the search
results. The edit button (if present), allows you to edit Organisation information. If you have trouble using the search, click on Help above.

Org Hierarchy Tool

Organisation Manager

Current Search:

Organisation Name Confains % < Remove from search

ORGANISATION NAME  [V]| | CONTAINS  [¥]

APPEND/UPDATE SEARCH

1234567891011 12> Record(s) 1 to 20 0f 951
Organisation 2 Organisation 3 Organisation 4 Organisation 5 e ashion Organisation Name Action
Training NATO Training Insttutions  JOINT FORCE TRAINING CENTRE (JFTC) JOINT FORCE TRAINING CENTRE (JFTC) 4648 JOINT FORCE TRAINING CENTRE (JFTC) iew]
Insfitutions Ecit
NATO Training Instituions  JOINT WARFARE CENTER (WC} JOINT WARFARE CENTER (JWE) 4645 JOINT WARFARE CENTER (JWE) [View
Institutions Ecit
Training NATO Training Institutions  NATOQ CIS SCHOOL (NCISS) NATO CIS SCHOOL (NCISS) 2464 NATO CIS SCHOOL (NCISS) [View]
Institutions Eci]
Training NATO Training Insfituions ~ NATG DEFENCE COLLEGE (NDC) NATO DEFENCE COLLEGE (NDC) 2465 NATO DEFENCE COLLEGE (NOC) [Miew
Institutions Ecit]
Training NATO Training Institutons  NATG SCHOOL OBERAMMERGAU (NSO) NATO SCHOOL OBERAMMERGAU (NSO) 2466 NATO SCHOOL OBERAMMERGAU (NSO) View
Insiitutions Eci]
Training NATO Training Institutions ~ NMIOTC: NMIOTC 2467 NMIOTC cul
Institutions Edi]

11 Individual Training Plan for PE/CE (NCS) Posts

The Individual Training Plan for PE/CE (NCS) Posts feature provides a centralised list of mandatory and
desired courses for a selected post, which is selected in the user profile by the user’s supervisor.
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11.1 View a User's Training Plan
View a User’s Training Plan feature, accessible from the navigation menu allows user with Roles higher than
Point of Contact with an exception of ACT Discipline Point Of Contact and Discipline Community Of Interest

role to search for their employees and view their Training Plans.

Individual Training Plan | ETQC  Schedule

View Your Training Plan
View 5 Training Plan
Individual Training Plans
Seat Gaps Report

Post Admin Tool

Below is an example view of a search performed on the View a User’s Training Path feature, with results set.

Training Plan

Enter the information of the User for whom you'd like to see Training Plan information and click Submit. Click the Training Plan link in the
Action column of the results that are returned,

View a User's Training Plan

LAST NAME [¥] | conTaiNs  [¥]

1234567591011 12= 2= Record(s) 1 to 20 of 1028

Last Name First Name Login 1D Organisation Name Organisation Code Action

(=0
Vi

Mantzouris Gicrgios gmantzouris
aal 0001 e-ITEP Administrator aa10001

1. From the results set, the Point of Contact can view the list of Training Plans that an employee is
working on by clicking on the View link associated with that employee.
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Training Plan

Displays user's cerifications, posts and associated irainings assigned fo the user. Click the post tab to view the associated training

k the Certificate Summary button to view the summary of certificates which have been issued 1o the user. Click the
view certificates which have been issued to the user.

View a User's Training Plan

SPYRIDON ALEVRAS
OSC MLC 0010
Coordination & Integration Team

TEAM COORDINATOR (PLAN &

MY CERTIFICATIONS b EEL
PROGRAMMES)

Certification Status:
Status as of.

Mandatory E&IT Reqguirements Completed Desired E&IT Requirements Completed

0SC MLC 0010

TEAM COORDINATOR (PLAN & PROGRAMMES) i His

Training Plan view in Calendar 777

Course requirements subject to change.

Please note that your Training Plan(s) sre immediately D ﬁ D ﬁ
A L S B SN CERTIFICATE CERTIFICATES
requir . but the Ce ion Status is asof & SUMMARY

specific date and time.

2. To view scheduled course iterations for courses in user’s training plan in a Training Calendar view, user
clicks on Training Plan view in the Calendar link. The Training calendar displays scheduled course
iterations in the current year for all courses (with values other than Passed or Completed under the
Status column) within user’s training plan.

Certification Status:

Status as of:
Mandatory E&IT Requir Desired E&IT Requirements
Completed Completed
NATO International
Civilian % HiA
NATO Military 0% MNIA

Training Plan view ig{Calendar S
Course requiremenis sobject to change.
Please nofe that your Training Plan{s) are l;l 5 Cl ﬁ

immediztely updsted with course CERTIFICATE CERTIFICATES
completions based on cument year SUMMARY

requirements, but the Certification Stafus is
8= of & specific date and tims.
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Training Calendar

4 Back to Training Plan

Please click on Reset button to search for a different course or search via Training Calendar

Select Calendar Year: 2019 ﬂ

Current Search:

Course Code /s CMI-CM-2057 <- Remove from search
Course Code s ACP-AC-2864 <- Remove from search
Course Code /5 JIA-SC-1070 <- Remove from search

Course Code s CI-CS-3025 <- Remove from search

COURSE CODE[V] | | conTaiNg  [¥]

Choose View: YEARLY | MONTHLY GRAPICAL VIEW

(Course Code Course Title Training Institution Jazrll)l.:asry Feggi'gw lg%:%h ;‘g."-g myﬁ ‘;[;?g

July August September October November December
2015 2015 2015 2015 2015 2015

ACT SIGINT
2864 Caontrol ETOC

Information [ TRAINING
Exchange INSTITUTION
Course MANAGER

CMI-CM- NATO NATO School
2057 Civil- Oberammergau
Military (NSQ)

3. Once the training calendar page loads, user has the ability to change the search filters including the

calendar year.

4. In order to search for a different course or search via training calendar, user clicks Rest button

b

User clicks on Back to Training Plan link to go back to the View Your Training Plan page

6. Clicking on the Certifications/Certificates link displays a user’s certificate and allows the user to

download certificates.

11.2 View Your Training Plan

Users can view their own Training Paths through the View Your Training Plan feature, accessible from the

navigation menu.

Individua! Training Plan

Ir Training Pian

AF CJ5PRJ 0040 (18)

View a Users Training Plan
Individual Training Flans
Seat Gaps Report

Post Admin Tool
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Also the Individual Training Plan feature, accessible from the navigation menu provides a centralised list of
mandatory and desired courses for a selected post, which is selected in the user profile by the user’s Point of
Contact.

Individual Training Plan | ETGE  Schedule Aﬂ:ﬁmﬁm
View Your Training Plan  Joe User

» AF CJ5PR. 0040 (18)
View a Users Training Plan

Individual Training Plans

Below is an example view of a search performed on the Individual Training Plan feature, with results set.

Individual Training Plans

Org Structure

Crganisation 1 * NATO v

Organisation 2 * NATO COMMAND STRUCTURE v

Crganisation 3 AR COMMAND m

Organisation 4 STAFF ADVISORY GROUP v

Organisations COMMAND SENIOR ENLISTED LEADER ¥

Organisation § No records exist atthis level.

Past

Report Date: 12/Juni2016 18:45

Tour of Individual Individual
ggels mw Duty Nation Training Training
Length Mandatory  Desired
NATO COMMAND AR STAFF COMMAND SENIOR 36 COMMAND SENIOR United
STRUCTURE COMMAND ~ ADVISCRY ENLISTED LEADER GsN months  ENLISTED LEADER Kingdom 36531
GROUP o010 D
ETET

11.3 Seat Gaps Report

Seat Gaps Report feature is accessible from the navigation menu under Individual Training Plan menu item as
well as under Reports menu item depending upon the user’s role. It provides Gap/ Surplus Analysis report and
also gives 1 Year and 3 Year Export To Excel capabilities to the users.
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View Your Training Plan Joe User

» AF CJ5PR. 0040 (18)
View a Users Training Flan

Individual Training Plans

Post Admin Tool

Below is an example view of a Seat Gap Report based upon the search performed.

Note: The values displayed under Demand for Course Mandatory or Demand for Course Desired columns will
not include the demand of courses for PE Posts with a Posting Start date of “NOT FILLED”

Seat Gaps Report

4 Back

Current Search:

Course Code Confains % =- Remove from search
COURSE CODE CONTAINS v
Training Institution ALL X

Year 2017 v

APPEND/UPDATE SEARCH

Report Date: 25/an/2017 10:47

12345678010111213> Record(s) 1 to 20 6f 257
Course Demand for Course Demand for Course  Scheduled  Variance
Code Gourse e Mandatory Desired Seats L
MSP-15- Mission Rehearsal Training for HQ ISAF and WC (MRT) 1853 0 0 -1853
2740

MSP-18- ISAF Augmentes Pre-Deployment Training (IAPDT) 1760 0 0 -1760
1738

JPL-OP- NATO Comprehensive Operations Planning Course 348 260 192 -417
3555

CI-CS- NATO CIS Crientation for NCO 261 4 0 -302
24327

INT-AS- Resolute Support Intelligence Orientation Course 255 3 0 -258
2806

Link from Demand for Course Mandatory/Desired

Clicking on a number from this column links the user to a report which shows the list of posts which contains
the selected course as mandatory/desired training requirement.

Link from Scheduled Seats
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Clicking on a number from this column links the user to search course iterations page and displays list of course
iterations whose sum of max seats are resulting in the number displayed under scheduled seats column on the
seat gap report.

Search Course lterations

4 Back to Seat Gap Report

Current Search:

Course Code /s JPL-OP-3555 < Remove from search
COURSE CODE | | contams  [¥]
Year 2017[v]

Record(s) 1to 4

i o Training
{oraion  COUISE  Course Titie Language StartTime  EndTime  guon  Seals  traing Delivery
Location
4328 JPL- NATO English 06/Mar/2017 17Marf2017 42 NATO - School [Edit] User] Active I
opP- Comprehensive 8:00 13:00 Qberammergau Cancel Self (Modified)
3555 Operations Delete]
Pianning Course View Roster]
View Details
4327 JPL- NATO English 05/ uni2017 18Juni2017 43 NATO - 8chool [Edit] User] Aclive 1
OP- Comprehensive 8:00 13:00 Oberammergau [Cance/ Self (Modified)
3555 Operations {NSO) Delete]
Planning Course View Roster!
View Details
4326 JPL= NATO English 25/Sepf2017  D6/0ct2017 43 NATO - School [Edit] User] Active [}
oP- Comprehensive 8:00 13:00 Oberammergau [Cancel Self (Modified)
3555 Operations {NSO) Delete]
Planning Course View Roster]
View Details’
4325 JPL- NATO English 27/Novi2017 08Mec/2017 43 NATO - School [Edit] User] Active
OoP- Comprehensive 8:00 13:00 Oberammergau [Cancel Sel (Modified)
3555 Operations {NSO) Delete]
Planning Course View Roster]
View Details

12 ETOC

The ETOC contains all available courses. Each ETOC entry contains information about a course and in many
cases a link to the course and a list of available class iterations for Residential, Seminar and VCT courses.

e-ITEP system allows e-ITEP Administrators, NATO ETOC Managers and ETOC Institutions Managers
to bulk upload courses using the Course Uploader functionality available in the ETOC. For further
details, please refer to “Bulk Uploader of ETOC Courses and Course Iterations (Templates)” user guide.

12.1 ETOC Search (without logging into e-ITEP)
The ETOC Search feature is also accessible also without a login for e-ITEP allowing users to search for courses
in the ETOC.

1. User clicks on either the “Click Here to Launch ETOC” link or the ETOC image.
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Welcome to the NATO electronic Individual Training and
Education Programme (e-ITEP) Management System

FOR REGISTERED USERS

Secure Sign-in:

For access to the MATO onfine catalogus
Reset Possword

m istng all recognized education and
New User Registration traning achivities, please click on the

ETOC image abowve (no password

n order to protect your security, this site will automatically log you off after 120 minutes required)

of inactivity

2. User is directed to Advanced Search page.
3. User enters desired search criteria and clicks Submit.

ETOC Search

4 Return to Login Page

COURSE TITLE v CONTAINS v
Discipline ALL v
Area ALL v
Delivery Method ALL v
NATC Course Certification ALL v
Training Audience ALL v
Training Institution ALL v
Country ALL v
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12.1.1 View Existing Course
4. ETOC Search page refreshes displaying results matching user’s search criteria.
5. User clicks on the View link under the Action column.

ETOC Search

% Returnto Login Page

Current Search:

Course Title Contains % =- Remove from search

COURSE TITLE v CONTAINS v
Discipline AlLL ¥
Area ALL r
Dedivery Method ALL Ll
MNATO Course Certification ALL v
Training Audience AlL v
Training Institution ALL v
Counfry AlLL v

APPEND/UPDATE SEARCH R

To view information about a course, click on the View link next ta the Course Title in the search results. The Edit button (if present), allows you fo edit
course information.

1234567891011 17 >>> Record(s) 1 to 20 of 850
NATO Course o e
Course Title Certification Training Institution
ACP-30-  MNATO's Reserve Forces Listed NATO - HQ ACT JFT ADL [View]
1030
ACP-SD-  Security Policy, International Relations, and Information Listed NATO - HQ ACT JFT ADL [view]
1043 Technology

6. View Course loads displaying selected course details as shown in the image below.
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View Course

‘ COURSE CONTACT INFORMATION TRAINING INSTITUTION INFORMATION

DISCIPLINE INFORMATION

) Back to Course Search

Web Link hitp:/www.caspoa.or:
Last Date :
Updated 03/Mar2016 13:39
Hing COE - Center for Analysis & Simulation for the Preparation of Air Operations (CASPOA)
Institution .
Discipline Air Operations (AQP)
Area Air Operations (AQ)
Depth of

knowiledge 2 Understand

Level

NATO Course

oo akon NATC Approved

Course Code ADP-AQ-21250

Course Title Air Battle Elementary Training Course (G1)

Delivery Method  |—-Instructor-Led Training
The Air Battle Elementary Training Course provide company grade officers or non-commissioned Officers with the basic
principles of a Command and Control (C2) structure. Its aim is to instruct French or foreign oficers destined to hold a post

Course in a division such as AIR PLANS or AIR OFS within a Air Command and Control Structure {or CAOC), This course is two

Description weels long with one week of theory followed by a practical exercise in a simulated ACC operations room during the
sacond week. Due to availability, priority will be given to students most likely to be involved in air operations {ie: flight
crew, controller, GBAD, Intei}.

Course Notes Internal Course Code AIR-M3-CG103

*Discipline Information Tab displays contact information regarding respective discipline and area associated
with the selected course.

12.1.2 Exporting the Course List
The list of course results can be exported to a word document, a pdf, or an excel spreadsheet by using the
respective buttons above the search options:

S.i D
Eaport o7

ETOC Search

Exporting to Excel will create a spreadsheet which contains the list of courses, with all of the details associated
with each course.

Exporting to a word or PDF document will create the respective document, which contains descriptive data
about each of the courses in the list.
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12.1.3 View Scheduled Course Iterations
7. User clicks on View Scheduled Iterations button above the ‘View Course’ header.

ETOC

Click on different tabs to view the course relevant details. To launch ETOC, login into e-ITEP system with your login credentials.

Printer Friendly § View Sl:hed‘uhled lterations
View Course
COURSE DETAILS l COURSE CONTACT INFORMATION RAINING INSTITUTION INFORMATION|

DISCIPLINE INFORMATION

4, Back to Course Search

Last Date Updated 18/Janf2017 939

Training Institution NATO - School Oberammergau (NSO)

Alr Operations (ACP)

Discipline

Area Systems (AD)
Depth of knowledge Level 1. Remember
NATO Course Certification Listed

8. Advanced Search page loads displaying list of iterations for the selected course within the date range

search filter.
9. User modifies the search criteria and clicks on Append/Update Search button

Search Course Iterations

Current Search:
Course Code js AQP-AO-12097 <- Remove from search

COURSE CODE [~]| | conTans  [v]
Date Range 244an/2017 =i To | 24uan2018 -
Iteration Status ACTIVE [~]

APPEND/UPDATE SEARCH Q=

10. Advanced Search page refreshes displaying list of scheduled course iterations matching user’ search

criteria.
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Advanced Search

4 Backto Course Search

Select Time Zone: (SELECT ONE)

Current Search:

CourseCode  Contains % =-Remove from search

COURSE CODE [v]| | conTams  [v]
Date Range 230dan/2017 | To | zavanz01a
Iteration Status ACTVE  [¥]

APPEND/UPDATE SEARCH

1234567891011121314 15 16>

|or@ton  CourseCode  Course Titie
4261 ETE-EV-383  ACO Lopisiics Tactical Evalation (TACEVAL) Evaluator
1265 ETE-EV31376  ACO Alrand ASACS Operations TACEVAL Evaluator Course

Export to Excel

Record(s) 11020 of 308

Cutoft Seats.

Language  Start Time End Time bata Vel Location

English 231Jan2017 27/4an/2017 7:00 36 NATO - Sehool Cberammergau (NSO)
200

English 231Jan2017 27142072017 7:00 43 NATO - School Gberammergau (NSO)
2:00

Apply Status

Appiy] - Login Required  Active

(Modified)
[Appiy] - Login Required ~ Actve
(Modified)

11. User clicks on the Apply-Login Required link under the Apply column, to apply into the desired course

iteration.

Current Search:

Course Code Confains % <~ Remove from search

(COURSE CODE [v]| | conTaNs  [v]
Date Range 23002017 | To | 23uannme
Iteration Status ACTVE  [v]

APPENDIUPDATE SEARCH

12345678910111213141516>

|raton  CourseCode  Course Title
4261 ETE-EV-3263  ACO Logistics Tactical Evaluation {(TACEVAL) Evaluator
4265 ETEEV-3374  ACO Airand ASACS Operations TACEVAL Evaluator Course

Record(s) 1 to 20 0f 308

Cutoff Seats

Language  Start Time End Time Date Avail Location

English 230Jani2017 274Jan/2017 7:00 36 NATO - School Oberammergat (NSO)
200

English 2300ani2017 27Man/2017 7:00 4 NATO - School Oberammergau (NSO)
200

Apply Status.

Apply] - Login Required  Active
(Modified)

Applyl - Login Required  Active
(Modified)

12. User clicks on the e-ITEP logo displayed on the top left corner of the page to return back to e-ITEP

Login Page.

12.1.4 Exporting the Course Iteration List
The list of course iterations can be exported to Excel by clicking the ‘Export to Excel’ button in the blue action

menu bar

Advanced Search

“ Back to Course Search
Select Time Zone: (SELECT ONE)

Current Search:

Course Code Confains % <~ Remove from search

COURSE CODE [¥]| | contams [¥]
Date Range 23an2017 7 1o | 230an0ts
Iteraton Status ACTVE  [¥]

APPENDIUPDATE SEARCH

Export to Excel

Exporting the list will create an Excel spreadsheet with all of the details about the iterations.
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12.2 ETOC Search (logged into e-ITEP)
1. User navigates to ETOC > ETOC Search

Add Course

\iewlApprove Pending

Below is an example view of the ETOC Search page with result set

ETOC Search

Current Search:

Course Title Confains % =- Remove from search

COURSE TITLE [v]| | conTains  [v]
Discipline ALL i]
s ALL [+l
Delivery Method ALL [~]
NATO Course Certification ALL [v]
Training Audience ALL [v]
Training Institution ALL ﬂ
Country ALL ﬂ

Course status

APPEND/UPDATE SEARCH

To view information about a course, click on the View fink next to the Course Title in the search resuits. The Edit button (if present), allows you to edit
course information.

1234567821011 12==2= Record(s) 1 to 20 of 775

Course Code %c;;;rse gﬂ.%é,%'f,’:’e Training Institution Action

ADP-AC- 22100001 Listed MNATO - School Oberammergau (NSO) Active Wiew

12085 Edit]
Delete]

Wiew Scheduled lterations]

From this screen the user can export the list into excel, word, and PDF files. Please see section 12.1.2 for more
details.
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12.3 Add New ETOC Course

The Add Course feature, accessible from the navigation menu after logging in to e-ITEP system, allows users
with E-ITEP Admin/NATO Admin/ NATO ETOC Manager/ETOC Institution Manager/ Institution (National)

Training Manager/e-ITEP Institution Training Manager Roles to add a New ETOC Course.

Below is the Process Flow diagram of the ETOC Course Approval feature.

O®) e = . -
E 8 08T Visits e -ITEP and logins Modifies course data
2 i '(2 g_g o S L for adding a new course and resubmits
Eowss88cg entry.
§ops<ife ”
228552325 7y
ot B=
EEE 5o
w< = =
.
Sends an email to Sends a course entry Sends a course approval
2 individuals with NATO rejection email to the email to the individual that
ﬁ ETOC Manager role, individual that added the added the new course, End
17 notifying that new new course, notifying P’°V!d'"9 basic CoLrse;
course in ETOC modification reason and details. The course is now
|requires approval | lexplanation active and available for
ETOC sear ‘
S No
E \
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o
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12.3.1 Add ETOC Course

User navigates to e-ITEP Login Page and clicks on Add Course, accessible under the ETOC from the
navigation menu.

et Coutsar

L CHGCHIT

2. User completes the Add Course form and clicks Submit. Below is the example view of Add Course

Automatic generation of ETOC course codes

form.

1.

The course code is an automated field and will be generated based on the selection of discipline, area,

depth of knowledge and automated number.

For example: Discipline is Financial (FIN); Area is Budget (BT), Depth Of Knowledge is 3.Apply then,
the auto generated course code will be FIN-BT-3xxxx where xxxx is the number which has been
automatically generated by the system.

Upon successful addition of the course, the automatically generated course code will be displayed in the

course code field. See reference image below:
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Course Code FIN-BT-31952

4. Successful updates to Discipline, Area and Depth of Knowledge of the course will automatically update

the respective course code which will be displayed in the course code field.

Add Course

COURSE DETAILS

Web link only accepts 255 characters

Web Link
Training (SELECT ONE) —
Institution *

Discipline * (SELECT ONE) &

Area * (SELECT ONE)[~]

Depth of

kml;)wle‘:ige (SELECT ONE) v

Level *

The NATO Course Certification of the course is automatically updated based on the "Apply for NATO Course Certification™ and
"NATO ETF Institutional Accreditation”. Unless, these two fields have been completed and validated, the course will automatically
display as NATO Listed.

NATO Course LISTED ﬂ
Certification *

Apply for NATO -

Course Cves ®No
Certification *

Upload the NATO Course Certification documents (CCD I, CCD Il, CCD Ill) into Course Resources area.

While uploading Course Certification documents make sure you select Grade 3 for document visibility. Selection of Grade 3
document visibility will ensure that these documents are only visible to training institutions managers of your school, NATO ETOC
manager and eITEP administrators.

Note:

e In order to submit the course for ETOC approval, ‘Submit Course for ETOC Upload’ field

should be set to ‘Yes’.

Submit course for ETOC = -
Upload sﬁ\r’es _No

Submit course for ETOC approval ONLY AFTER completing the form completely. For an eLeamning Course submit the course for approval

ONLY After attaching the WET package.

Active Course ® Yes @Ng

Requires Secure Area

(7 @
Access i

¢  “Fields in the Add Course form which requires text to be included within the system, permits the

following application functions to display text in a readable format:
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<u> underline </u>, <1> italics </i>, <b> bold </b>, <ul> bullet lists </ul>, <li> bullet lists </1i> and
<br> line break </br>”

e e-ITEP system supports Mobile Education Training Teams (METTSs). For courses which are
suitable for mobile delivery, please select yes for Suitable for Mobile Delivery? field.

e Upon successful addition of the course, the system redirects the user to the Edit Course page. The
system also displays an additional Discipline Information tab which displays the discipline and
area contact information for the respective course.

e e-ITEP system supports different types of course delivery methods: Blended, E-Learning,
Residential, Seminar, Virtual Classroom Training(VCT)

12.3.2 Applying for NATO Course Certification

e-ITEP provides the ability to apply for NATO Course Certification for an ETOC course on the Add/Edit
course page. User must fill in the following fields on the Add/Edit course page to apply for the NATO Course
Certification for the respective course.

NOTE: ETOC Institutions Manager cannot change the NATO Course Certification for a course using the bulk
uploader as it involves uploading of the course documentation to support the NATO Course Certification
process..

The NATO Course Certification of the course is automatically updated based on the "Apply for NATO Course Certification” and

"NATO ETF Institutional Accreditation”. Unless, these two fields have been completed and validated, the course will automatically
display as NATO Listed.

NATO Course LISTED [v]
Certification *

Apply for NATO ~

Course Cives ®iNo
Certification *

Upload the NATO Course Certification documents (CCD I, CCD Il, CCD lll) into Course Resources area.

‘While uploading Course Certification documents make sure you select Grade 3 for document visibility. Selection of Grade 3
document visibility will ensure that these documents are only visible to training institutions managers of your school, NATO ETOC
manager and eITEP administrators.

NATO Course
Certification
Remarks

Remarks regarding the NATO Course certification can be captured in the NATO Course Certification Remarks
field.

*When adding a new course firstly you must fill in all the required data and submit the add course form.
Secondly you must upload the documents supporting the NATO Course Certification under the course
resources.

Once the document has been uploaded under the course resources section of the respective course, navigate to
the edit course page of the course, select yes for the Apply for NATO Course Certification field, enter the
appropriate NATO Course Certification Remarks (if any) and click thr Submit button.

For existing course, you must upload the documents supporting the NATO Course Certification under the
course resources. Once the document has been uploaded under the course resources section of the respective
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course, navigate to the edit course page of the course, select yes for the Apply for NATO Course Certification
field, enter the appropriate NATO Course Certification Remarks (if any) and click the Submit button.

12.3.3 Automation of NATO Course Certification (NCC)
The NATO Course Certification of the course is automated based on the NATO Course Requirement of the
course and the NATO ETF Institution accreditation of the training institution offering the course.

Process of adding, approving and editing an ETOC course as ETOC Institutions Manager

For new Course

5. When users with role ETOC Institutions Manager adds a new course via bulk uploader or via the
Add course page then, the NATO Course Certification of the course is defaulted to NATO Listed.
(The course is still not approved)

6. The user then navigates to ETOC > ETOC Search, performs search for the respective course and clicks
on Edit link.

7. User selects the correct value for Apply for NATO Course Certification field for the course and clicks
Submit

8. Upon clicking the Submit button, system calculates the NATO Course Certification of the course and
updates it automatically based on the values for Apply for NATO Course Certification and NATO ETF
Institutional Accreditation of the respective training institution.

9. User then submits the course for ETOC approval.

10. NATO ETOC Manager approved the course pending ETOC Approval.

a. The system also performs an automatic calculation of the NATO Course Certification upon
successful approval of the course. In case the calculated value of NCC is different than the
current, the new NCC goes pending Approval. An email notification is sent to NATO ETOC
Manager and ETOC Institutions Manager informing them regarding the update which has been
requested for the NATO Course Certification of the course.

For existing Course

11. ETOC Institutions Manager updates the value of Apply for NATO Course Certification field for the
course and clicks Submit.

12. Upon clicking the Submit button, system calculates the NATO Course Certification of the course based
on the values of Apply for NATO Course Certification and NATO ETF Institutional Accreditation of
the training institution.

13. For courses which have been approved, in case the new calculated NATO Course Certification is
different than the current value of the NATO Course Certification, the new NCC goes pending
Approval. An email notification is sent to NATO ETOC Manager and ETOC Institutions Manager
informing them regarding the update which has been requested for the NATO Course Certification of
the course.

14. Below is an example view of the email:

From: e-ITEP Management System
To: NATO ETOC Manager
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CC: Training institutions (Application email) and ETOC Institutions Training Manager of the training
institution

Subject: NATO ETF Institutional Accreditation Updated

Body:

Unfortunately, the NATO institutional accreditation of the training institution mentioned below has
expired on <NATO ETF Institutional Accreditation Expiry>. As a result, the NATO Course
Certification of the ETOC courses offered by the training institutions has been affected. Please log into
e-ITEP, navigate to Admin Tools > Training Institutions > Training Institution Search, search for the
training institution and update the institutional accreditation.

Training Institution: <Training Institution Name>
NATO ETF Institutional Accreditation: <NATO ETF Institutional Accreditation>
NATO ETF Institutional Accreditation Expiry: <NATO ETF Institutional Accreditation expiry date>

Regards
Your e-ITEP Administration Center Team

Process of adding, approving and editing an ETOC course as NATO ETOC Manager

1. When users with role NATO ETOC Manager add a new course via bulk uploader then, the NATO
Course Certification of the course is defaulted to NATO Listed. The course has by passed the ETOC
approval process.

2. The user then navigates to ETOC > ETOC Search, performs search for the respective course and clicks
on Edit link.

3. User captures the value for Apply for NATO Course Certification field for the course and clicks Submit

4. Upon clicking the Submit button, system calculates the NATO Course Certification of the course based
on the values of Apply for NATO Course Certification field and NATO ETF Institutional Accreditation
of the training institution.

5. For courses which have been approved, in case the new calculated NATO Course Certification is
different than the current value of the NATO Course Certification, the new NCC goes pending
Approval. An email notification is sent to NATO ETOC Manager and ETOC Institutions Manager
informing them regarding the update which has been requested for the NATO Course Certification of
the course.

6. Below is an example view of the email:

From: e-ITEP Management System

To: NATO ETOC Manager

CC: Training institutions (Application email) and ETOC Institutions Manager of the training institution
Subject: NATO ETF Institutional Accreditation Updated

Body:

Unfortunately, the NATO institutional accreditation of the training institution mentioned below has
expired on <NATO ETF Institutional Accreditation Expiry>. As a result, the NATO Course

03/09/2018 NATO UNCLASSIFIED Page - 47 -



el Raytheon

MEES] SN - ofcscionat ervices uc e-ITEP Administrator User Guide

Certification of the ETOC courses offered by the training institutions has been affected. Please log into
e-ITEP, navigate to Admin Tools > Training Institutions > Training Institution Search, search for the
training institution and update the institutional accreditation.

Training Institution: <Training Institution Name>
NATO ETF Institutional Accreditation: <NATO ETF Institutional Accreditation>
NATO ETF Institutional Accreditation Expiry: <NATO ETF Institutional Accreditation expiry date>

Regards
Your e-ITEP Administration Center Team

NOTE: Only users with role e-ITEP Administrator has the ability to modify/manually overwrite the
value of NATO Course Certification field after the course has been improved. Please note that the NATO
Course Certification will be updated automatically if there is change to "NATO Course Certification "
and "NATO ETF Institutional Accreditation'.

12.3.4 Approval/Review Pending NATO Course Certification

Once the course has been approved, the NATO Course Certification field is update automatically and undergoes
NATO Course Certification (NCC) approval if the new value of NCC is different than the current value of
NCC.

1. User navigates to ETOC > View/Approve Pending Courses
2. User enters desired search criteria, sets the Course Pending NATO Course Certification (NCC)
approval filter to Yes and clicks Submit button

Approve Pending NCC

3. User clicks on Approve NCC link displayed under Action column.

Course Course Current NATO Course New NATO Course

Institution Name Action

Code Title Certification Certification

gkcourse NATO - Maritime Interdiction Operational NATO Selected NATO Approved [View
22054 test 1 Training Centre (NMIOTC) Approve NCC

Rejec: C

4. System displays the confirmation message to the user as shown below, sends an email notification to
the NATO ETOC Manager, Application email address of the training institution and ETOC Institutions
Managers and displays the new NCC for the respective course throughout the system :
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NCC Approved

The pending NATO course certification request for the course AOP-AD-22054 has been approved.

For approving/reviewing courses pending NATO ETOC Manager approval, please make sure that the "Course pending NATO Course
Certification (NCC) approval” filter is set to No.

If you wish to approve/review pending NATO Course Certification requests, please modify the filter criteria and set "Courses pending NATO
Course Certification (NCC) approval” filter to Yes and click Append/Update Search bution.”

Current Search:

Course Title Confains % <- Remove from search

COURSE TITLE [~ | CONTAINS  [¥]
Courses pending NATO YES[v]
Course Certification (NCC)
approval.

APPEND/UPDATE SEARCH RESET

To view information about a course, click on the View link next io the Course Title in the search results. The Approve link allows you to approve a course,
the Review link to update the review status.

Below is an example view of the email:

From: e-ITEP Management System

To: Training institutions (Application email) and ETOC Institutions Managers of the training
institutions

CC: NATO ETOC Manager

Subject: NATO Course Certification request approved

Body:

Congratulations, your request for the NATO course certification for the following course has been
approved.

Course Code: <Course Code>

Course Name: <Course Name>

NATO Course Certification: <NATO Course Certification Acknowledgment attached>

Training Institution: <Training Institution Name>

NATO ETF Institutional Accreditation: < NATO ETF Institutional Accreditation>

NATO ETF Institutional Accreditation Expiry: <NATO ETF Institutional Accreditation Expiry>

Regards
Your e-ITEP Administration Center Team

Review Pending NCC

3. User clicks on Reject NCC link displayed under Action column.
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Course Course

Ee Current NATO Course New NATO Course
Code Title nahbiasigians: Certification Certification

ETE-IT- testgk123 MNATO - Maritime Interdiction Operational MATO Selected MNATO Approved [View!
22055 Training Centre (NMIOTC) [Approve NCC!

iRe'ecf NCC

4. User enters the Review remarks and clicks Submit button.

NCC Review

4 Back

Review Remarks *

=

5. System sends an email notification to the NATO ETOC Manager, Application email address of the
training institution and ETOC Institutions Training Managers. The NCC of the course remains
unchanged throughout the system:

Below is an example view of the email:

From: e-ITEP Management System

To: Training institutions (Application email) and ETOC Institutions Training Managers of the training
institutions

CC: NATO ETOC Manager

Subject: NATO Course Certification request not approved

Body:

Unfortunately, your request for the NATO course certification for the following course has not been
approved.

Course Code: <Course Code>

Course Name: <Course Name>

NATO Course Certification: <NATO Course Certification>

Review Remarks* : < Review Remarks>

Training Institution: <Training Institution Name>

NATO ETF Institutional Accreditation: < NATO ETF Institutional Accreditation >

NATO ETF Institutional Accreditation Expiry: <NATO ETF Institutional Accreditation Expiry>

Regards
Your e-ITEP Administration Center Team
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12.3.5 E-Learning Courses (WBT’s)
E-learning courses are set up in similar manner to all other courses however there are differences. The
differences are:

1. Access to WBT can be restricted to approved users. If the Require Access flag on the add course page
is set to Yes then before a user can view the content of the WBT, an authorized administrator (e-ITEP
Administrator, ETOC Institutions Manager) must approve the user’s access. Course creation is
discussed in 12.2.2.1 and approval is discussed in 14.5.

2. A SCORM package (external file) is uploaded to the course, requiring the completion of an additional
screen in the course addition process. Discussed in 12.2.2.2.

1. A WBT can be launched in two ways (discussed in 12.3.2): If a user is;

o Logged into e-ITEP; the WBT can be accessed through the e-ITEP navigation menu via
ETOC>ETOC Search >View Course page.
o Not logged in to e-ITEP; the WBT can be accessed from the ETOC Login Page.

Below is the process flow diagram of the WBT Course Approval Workflow that is followed if the user launches
the WBT from the View Course Page.

e-ITEP System Roles Process

Visits e-ITEP

_ User ETOC>ETOC
desires access to a Search. Selects a
WBT & User is logged course and clicks on
- into e_ITEP View'.
g User returns to the| User clicks on
UET e e ETOC>ETOC “Launch Link" from User dlicks on
| “Request Access’ SEEEE] blue box. course link
link from biue box. Jocatesiheicolirse)
WBT Course
View Course Page View Course page Launch page
displays a “Request le displays a “Launch appears.
Access” Link in blue Course” link in the
box. blue box.
WBT course
launches.
=
5}
B
q>)‘ System displays m
confirmation message
that user request has e Sends a course approval
been sent. SEEDOCHEDIE D emailto the individual that

email to the individual that
requested access to the
.‘ e D, WET, The course s now [*
, informing of reason for ‘available for the user to

rejection. Ty

Clicks on “Cancel” next to
the User from

Application>Course Access [4«———No

Request page. And enters in

2
T
®
EsF
28¢ey reason for rejection
==00D
ES = 0 -
§ 22 E Receives notification of From Course Access Clicks on "Approve
no 22 WBT Course Access Requests page, next to the User from|
EEo request via email. Navig Locates and reviews Application>Course
sz W to Application>Course the user's course. Access Request
E Access Requests. access request. b=e=

Below is the process flow diagram of the WBT Course Approval Workflow that is followed if the user launches
the WBT from the ETOC Login page.
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12.3.5.1 Creating WBT
Complete the Add Course page fields as required and as described above, however specifically for a WBT, user
must follow the steps below:

1. User selects W—ELEARNING as the delivery method.

Daivary Mothod * | W-ELEARNING =l

2. User selects the ‘Submit Course for ETOC Upload’ field as ‘No’.

This will remain as ‘No’ until the Meta-data for the WBT is complete. This flag is changed to ‘Yes’ (as
described above in “Adding a Course”) only when the data entry and uploads are complete and the course
is ready to be submitted for approval.

Submit course for ETOC Upload Ciyes ©@No

3. If approval is required prior to the course being launched and the course contents being viewed then
user selects Course Access Required field as Yes.
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Selecting a value of "Yes™ will require approval by an administrator before a user may view the contents of this e-Learning Course
(WBT)

Course Access Required Blyes CiNo

4. User completes the Add Course form and clicks Submit.
5. User then clicks on E-Learning Course (WBT) Details tab, below is an example view of E-Learning
Course (WBT) Details tab.

Edit Course

'COURSE DETAILS COURSE CONTACT INFORMATION

TRAINING INSTITUTION INFORMATION

DISCIPLINE INFORMATION E-LEARNING COURSE

{WBT) DE{:HLS

4 Back to Course Search

Web fink only accepts 255 characters

Web Link
#
Training ADL .
Institution *
Discipline * EDUCATION TRAINING, EXERCISES & EVALUATION (ETE} v
Area* EXERCISES (E v
Depth of
I(::\:de‘:sqe 1. REMEMBER P
Level*

The NATO Course Certification of the course is automatically updated based on the "NATO Course requirement” and "NATO ETF
Institutional Accreditation™. Unless, these two fields have been completed and validated, the course will automatically display as
MNATO Listed.

6. User complete the required fields on E-Learning Course (WBT) Details tab. User ensures that the e-
Learning Course Standard field value matches with the SCORM file format that will be attached to the
respective course.

7. User clicks Submit. Upon submission the ‘SCORM File’ upload feature is activated and is displayed on
the E-Learning Course (WBT) Details tab as shown in the screen shot below:

Edit Course

COURSE DETAILS COURSE CONTACT INFORMATION RAINING INSTITUTION INFORMATION|

SCORM File
[C:\Users\1102988\Desktop\ADL_PRT zip Browse...

The record was sucessfully updated.
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12.3.5.2 Uploading a SCORM Package
1. User locates the SCORM file for upload using the Browse button displayed under E-Learning Course
(WBT) Details tab.
2. User clicks Verify. Verify will check the selected file, ensuring proper SCORM format based on the
selected e-Learning Course Standard.
Note: The verification process may return warnings that do not prevent the uploading of the WBT.
If this does occur, it is strongly recommended that user perform the following steps:

o User checks that all the files referenced in the imsmanifest.xml file exists in the .zip file
as sometimes if files referenced in the imsmanifest.xml file does not exists in the .zip
file, it leads to incorrect functioning of WBT.

o User clicks through and reviews the course to ensure that it functions correctly.

(98]

Upon completion of the verification process an Upload button is displayed.
4. User clicks the Upload button to attach the SCORM file to the respective WBT.

Edit Course

‘COURSE DETAILS

COURSE CONTACT INFORMATION RAINING INSTITUTION INFORMATION|

E-LEARNING COURSE
(WBT) DETAILS

ADL_PRT.zip
File successfully verified

SCORM File

Upload

The record was sucessfully updated.

Browse...

5. Upon successful upload the system displays the following confirmation message:

SCORM File uploaded to the database.
The record was successfully updated.

6. User completes the Add Course process (refer to step 12.2.1 above) by changing the ‘Submit Course for
ETOC Upload’ to “Yes’.
7. User clicks Submit.

12.3.5.3 Deleting a WBT Package
To delete a WBT package from a course, the course must first be inactive. To delete a WBT Package from an
inactive course:

1. User visits e-ITEP and logs in

2. User navigates to ETOC > ETOC Search

3. User enters the search criteria to find the inactive course where the WBT package will be deleted from
and clicks Submit.
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ETOC Search

Current Search:

Course Title Confains % <- Remove from search

COURSE TITLE [¥]] | conTAiNs  [v]
Discipline ALL ﬂ
Area ALL ﬂ
Delivery Method E-LEARNING ﬂ
NATO Course Certification ALL [~]
Training Audience ALL ﬂ
Training Insfitution ALL ﬂ
Country ALL ~
Course status ACTIVE [~

APPEND/UPDATE SEARCH

To view information about a course, click on the View link next to the Course Titie in the search results. The Edit button (if present), allows you fo edit
course information.

Record(s) 1108

ggg;‘“ Course Title ac[:rrti%fa[t)il::r:e Training Institution Status  Action
INT-AS- NATO Intelligence - An Overview Listed NATO - HQ ACT JFT ADL Active Wie
21727 Edit
Delete’
INT-5U- NATO Intelligence Functional Listed MNATO - Communicafions and Information Active W]
12034 Services (CBT) Agency (NCIA) Edit
Delate’

4. User clicks edit next to the course that will have the WBT package deleted in the Action column.

Course 5 NATO Course _ I
Code Course Title b Training Institution
INT-AS- MNATO Intelligence - An Overview Listed NATO - HQ ACT JFT ADL Artive Wisw
21727 Edit
Delete
INT-5U- NATO Intefligence Functional Listed NATO - Communications and Information Active Tew
12034 Services (CBT) Agency (MCIA) Edit
Delete’
MEG-ME- Introduction to Military Engineering NATO Approved COE - Military Engineering COE (MILENG Active Tew]
12026 COE) Edit
te

5. The user is taken to the Edit Course page. User clicks the E-LEARNING COURSE (WBT) DETAILS
tab.
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Edit Course

6. In this tab, click the REMOVE WBT PACKAGE button to remove the WBT package.

COURSE CONTACT INFORMATION

[TRAINING INSTITUTION INFORMATION

DISCIPLINE INFORMATION

E-LEARNING COURSE
(WBT) DETAILS

4 Back to Course Search

‘Web link only accepts 255 characters

Web Link
#
Training ADL v
Institution *
Discipline * EDUCATION TRAINING, EXERCISES & EVALUATION (ETE} ¥
Area* E&T (ET) v
Depth of
Griowdcdie 1 REMEMEER v
Level *

The NATO Course Certification of the course is automatically upﬂaleq based on the “NATQ Course {equiremenf‘ and "NATO ETF Institutional

Accreditation”. Unless, these two fields have been and , the course display as NATO Listed.
NATO Course NATO APPROVED v

Certification *

NATO Course

.
Requirement * e Ha

NATO Course
Requirement
Document Link

Phone Number = AL

m REMOVE WBT PACKAGE

7. e-ITEP warns the user that the package will be removed from the system.
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| |

‘SCORM File successfully upioaded to the Database

Version Number (xoor.xx) * 0.01
Date * D4iApr2D14

Author * JADL

e-Leaming Course Stangs

i ©% The WBT package will be removed from the system. Do you want to
& proceed?

Course Creator Details

Name *
Email =
Phone Number * | JADL

m REMOVE WBT PACKAGE

8. To proceed, click OK. The system informs the user that the WBT package has been removed.

12.4 View/Edit Existing ETOC Courses
1. User visits e-ITP and logs in.
2. User navigates to ETOC > ETOC Search

ETOC ~ Schedule Application Testing

3. User enters the search criteria to perform ETOC Course search and clicks Submit.
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ETOC Search

COURSE TITLE [v]] | conTaNs  [v]
Discipline ALL ﬂ
Area ALL ﬂ
Delivery Methad ALL [~
NATO Course Certification ALL ﬂ
Training Audience ALL [v]
Training Institution ALL ﬂ
Country ALL l]
Course status ACTIVE [v]

4. User selects the desired course from the list of courses displayed as a search result.

12.4.1 View existing course
User clicks on View link for the selected course.

ETOC Search

Current Search:

Course Title  Confains % <-Remove from search

COURSE TITLE [¥] | contams  [v]
Discipline ALL [ ﬂ
Area ALL ﬂ
Delivery Method ALL ﬂ
NATO Course Cerfification ALL [+]
Training Audience ALL [~
Training Institution ALL ﬂ
Couniry ALL 'ﬂ
Course status ACTIVE [~]

APPEND/UPDATE SEARCH

To view information about a course, click on the View link next to the Course Title in the search results. The Edit button (if present), allows you fo edit
course information.

12345678310 1112=>> Record(s) 1to 20 of 775
Ci NATO Ci - St o
CourseCode  Fiia A e Training Institution Action
ADP-AD- 3a100001 Listed NATO - School Oberammergau (NSO) Active View
12085 Edif]
Delete]

iew Scheduied lterations
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View course page loads displaying the selected course details. Below is an example view of the page.

Printer Friendly | View Scheduled iterations  Add Course to Training Plan (Self Select)

View Course

1 COURSE CONTACT INFORMATION TRAINING INSTITUTION INFORMATION|

DISCIPLINE INFORMATION

4, Back to Course Search

Web Link hitp fwww caspoa o

Last Date Updated 29/Aug/2018 15:40

Training Institution COE - Air Operations Centre of Excellence (AQ COE)
Discipline Air Operations (AOP}

Area Systems (AQ)

Depth of Level 2.1

The NATO Course Certification of the course is automatically updated based on the "Apply for NATO Course Certification™ and
"NATO ETF Institutional Accreditation”. Unless, these two fields have been completed and validated, the course will automatically
display as NATO Listed.

NATO Course Certification NATO Approved

Apply for NATO Course ¥

Certification =

NATO Course Certification Pt

Remarks

Course Code ADP-AD-21263

ETF Course Code IcC

Course Title ICC operator Course {ICC)

12.4.2 View Scheduled Course Iterations
User clicks on View Scheduled Iterations link displayed in the blue instructional box.

Printer Friendly J View Schedule‘dh Iterations M Add Course to Training Plan (Self Select)

‘ COURSE CONTACT INFORMATION RAINING INSTITUTION INFORMATION|

View Course

DISCIPLINE INFORMATION

4y Back to Course Search

Last Date Updated 19/Janf2017 15:39

Training Institution NATO - School Oberammergau (NSO)
Discipline Air Operations (AOP)

Area Systems (ACQ)

Depth of knowledge Level 1. Remember

The NATO Course Certification of the course is automatically updated based on the "NATO Course requirement” and "NATO ETF
Institutional Accreditation”. Unless, these two fields have been compieted and validated, the course will automatically display as

NATO Listed.
NATO Course Certification Listed
NATO Course Requirement No
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Search Course Iterations page loads displaying list of scheduled course iterations matching user’ search criteria.

Search Course Iterations

Current Search:
Course Code /s COP-CD-31395 <- Remove from search

COURSE CODE [v]| | conTains  [v]

Date Range 20/Aug/2018 « | To | 20/Aug/2019

Iteration Status

APPEND/UPDATE SEARCH

ACTIVE  [v¥]

Record(s) 1o 2

Seats
Avail

Course

Iteration

Course Title Language  Start Time End Time

D

Cyber
Incident
Handling &
Disaster

English 31/Augi2018  31/Augi2018
8:.00 17:00

Response
Course

5215 Cyber

CD- Incident
Handling &
Disaster
Response

Course

English 03/Sep/2018  09/Nov/2018 60
8:.00 13:00

Training
Institution

NATO - School
Oberammergau
(NSQ)

NATO - School
Oberammergau
(NSD)

12.4.3 Requesting Access to and Launching a WBT

WBTs can be launched in two ways: If a user is;

ery
Location

Action

[Edit]
[Cancell
[Delete]
[View Roster]
[View Details]

[Delete]
[View Roster]
[View Details]

Active
(Modified)

Delivery
Method

B

o Logged in the system, the WBT can be accessed through the e-ITEP navigation menu via

ETOC>ETOC Search >View Course page.

o Not logged in the system, the WBT can be accessed from the ETOC Login Page.

12.4.3.1 Accessing WBT from e-ITEP navigation menu; ETOC>ETOC Search; user is logged in the system

1. User visits e-ITEP and logs in the system.

2. User navigates to ETOC>ETOC Search and locates the desired E-Learning course (WBT).

03/09/2018

NATO UNCLASSIFIED

Page - 60 -



l pafessensl Seevoes e e-ITEP Administrator User Guide

ETOC Search

Current Search:

Course Title Confains % < Remove from search

COURSE TITLE [¥]|  contamns  [v]
Discipling ALL ﬂ
Area ALL ﬂ
Delivery Method E-LEARNING ﬂ
NATO Course Certification ALL v
Training Audience ALL [v]
Training Institution ALL ﬂ
Country ALL ﬂ
Course status ACTIVE [v]

APPEND/UPDATE SEARCH [ F

To view information about a course, click on the View link next to the Course Title in the search results. The Edit button (if present), allows you to edit
course information.

Record(s) 110 8
ggggse Course Title gi\riti?'lfa‘:iiﬁe Training Institution Status  Action
INT-AS- MNATO Intelligence - An Overview Listed NATO - HQ ACT JFT ADL Active lew
21727

Derte]

3. User clicks on the View link under action column for the selected course.
4. System displays View Course page for the respective course.
o If'the selected WBT requires access approval, then a Request Access link appears in the ETOC
blue box.
o Ifthe selected WBT does not require access approval or if approval has already been granted,
then a Launch Course link will appear (refer steps 9-11 below).
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Printer Friendly [ Request Access @ Add Course to Training Plan (Self Select)

View Course

COURSE CONTACT INFORMATION

RAINING INSTITUTION INFORMATION|

DISCIPLINE INFORMATION E-LEARNING COURSE

(WBT) DETAILS

4, Back to Course Search

Web Link https:/fadl. act. nato.int

Last Date Updated 209/Aug/2018 10:01

Training Institution MATO - HQ ACT JFT ADL

Discipline Consultation, Command and Confrol (CCC)
Area Community of Interest Services (CI)

Depth of knowledge Level 1. Remember

NATO Course Certification Listed

Apply for NATO Course Certification Mo

5. User clicks on the Request Access link. The course is then added to the Course Access Requests list for
approval by an Administrator (refer to section 14.3 below — Course Access Requests).

6. User waits for course access approval (or non-approval) notification via system generated email.

7. Upon receipt of approval email the user can return to ETOC> ETOC Search.

8. User locates their course and clicks on View link for the respective course. User is directed to View
Course page of the selected course.

9. Launch Course link is displayed in the blue instructional box.

Printer Friendly m Add Course fo Training Plan (Self Select)

RAINING INSTITUTION INFORMATION

View Course

‘COURSE DETAILS COURSE CONTACT INFORMATION

DISCIPLINE INFORMATION

E-LEARNING COURSE
{WBT) DETAILS

4, Back to Course Search

Web Link hitps:/fjadl.act.nato.int
Last Date Updated D&/ Junf2016 21:21
Training Institution NATO - HQ ACT JFT ADL

Discipline Intelligence (INT)
Area All Source Intelligence (AS)
E:f;? atkaawisdae 2. Understand

10. User clicks on the Launch Course link. The Course Launch page is displayed as shown below:
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Course Launch

Use this Refresh button if your

completion status is not shown

properly.

ISAF PRT

PRTs In Afghanistan

DT AMaonaoaonson # ond Chen et ea

11. User clicks on the course link to launch the WBT.

12.4.3.2 Accessing WBT from e-ITEP login page; user is not logged in the system

1. User visits e-ITEP Login Page and clicks on Click Here to Launch ETOC link.

Aadsd  Welcome to the NATO electronic Individual Training and
OTAN Education Programme (e-ITEP) Management System

FOR REGISTERED USERS

Secure Sign-in:

For stcess o Bhe NATO onbne catalogue
Istng & recogoized educaion and

traineng Bcinvibes, please chck on Me

ETOL  mmage above (n0  passwoid

Pifpnrisd]

2. ETOC advanced search page loads. User completes the search criteria on the advanced search page and
clicks Submit.
3. User locates the desired course and clicks on View link under action column.
o Ifthe selected WBT requires access approval, then a Request Access — Login required link is
displayed in the ETOC blue instructional box.
o Ifthe selected course does not require an acce ss request then the Launch Course-Login
required link is displayed in the ETOC blue instructional box. Upon click the user logs in the
system and is directed to the Course Launch page. (refer steps 14-17 below)
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Printer Friendly l [Request Acces:ﬂ - Login Required

View Course

DISCIPLINE INFORMATION

'COURSE DETAILS COURSE CONTACT INFORMATION

RAINING INSTITUTION INFORMATION

ELEARNING COURSE
(WET) DETAILS

4, Back to Course Search

Web Link hitps /fiadl act.nato int
Last Date Updated 24/Janf2017 5:14

Training Institution NATO - HQ ACT JFT ADL

Discipline Intellioence {INT)

User clicks on the (Request Access)-Login required link and is directed to the e-ITEP login page.
User logs in the system.

Upon login a confirmation message is displayed to the user and the course is then added to the Course
Access Request list for approval by an Administrator (refer to section 14.3 below — Course Access
Requests).

User waits for the course access approval (or non-approval) notification via systems generated email.
User receives the access approval email and visits e-ITEP login page.

User clicks on Click Here to Launch ETOC link displayed on the e-ITEP login page.

. User is directed to ETOC Advanced Search page.

. User enters the desired search criteria and clicks Submit.

. User selects a desired WBT and clicks on View link under action column for the respective WBT.
. User is directed to View Course page for the selected course.

. Launch Course-Login required link is displayed in the ETOC blue instructional box.

. User clicks on the Launch Course-Login required link and is directed to the e-ITEP login page.

. User logs in the system and is directed to the Course Launch Page.

. User clicks on the course link to launch the WBT.
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12.4.4 Edit existing course

User with the e-ITEP Administrator, NATO ETOC Manager and ETOC Institutions Manager have the ability to
edit Course details. For users with role Discipline Community of Interest have ability to manage the course
resources area for courses belonging to the user’s discipline.

User selects a desired course and clicks on Edit link under action column.

Note: “Fields in the Add Course form which requires text to be included within the system, permits the
following application functions to display text in a readable format:

<u> underline </u>, <1> italics </i>, <b> bold </b>, <ul> bullet lists </ul>, <li> bullet lists </1i> and
<br> line break </br>"

Record(s)1t0 @

Course NATO Course

Code Course Title Certification Training Institution Status  Action

INT-AS- MNATO Intelligence - An Overview Listed NATO - HQ ACT JFT ADL Active WViEwW

727 Eqit
e

User makes necessary changes and clicks Submit to save the changes made to the course details. Below is an
example view of the Edit Course page.

Edit Course

'COURSE DETAILS COURSE CONTACT INFORMATION

RAINING INSTITUTION INFORMATION

DISCIPLINE INFORMATION

ELEARNING COURSE
(WET) DETAILS

4 Back to Course Search

Web link only accepts 255 characters

Web Link

Training CANADIAN FORCES FLEET SCHOOL QUEBEC CFFS (@) =
Institution *

Discipline * COUNTER TERRORISM (CTM) ﬂ

Aroa COUNTER TERRORISM (CT) ~

Eﬁmgge 2. UNDERSTAND ﬂ

Level *

User can perform various activities like viewing Scheduled course iterations, editing course restrictions, editing
Pre-requisites, upload course resources, translation, editing Organisations by clicking on various links displayed
in the blue instructional box at the top of the Edit Course page.
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12.4.5 Managing Course Resources

To manage course resources, user navigates to Edit Course page and clicks on Upload Resources action menu
buton. Please note: The document repository is separate for each course i.e. If you want to upload a document
for 2 courses then you have to upload and link the document under each course separately.

To add a new course resource item

1. User clicks on the plus sign to add a new course resource item

4, Back to Course Edit

Create and Assign Document Links for Course:
AOP-JF-22079 - Integrated Air and Missile Defence Course (IAMD)

You are here: Course Information

Course Information =+ » @

- cco1z O
course control doc

\

2. User fills in the data like Title, Description, Item Type, Item Visibility, Sort Order in the yellow course
resource window.
2.1 Title: User enters the Title for the course resource item
2.2 Item Type — Internal Link should be used for creating internal —ITEP links pointing to different
pages, resources. Whereas Document Link item type should be used for uploading files related to the
course (allowed file types are — Pdf, xIsx, xlsm, doc, gif, mp, png, jpg, txt
2.3 Item Visibility: User selects the desired visibility rights for the resource item.

Grade 1: Allows the item to be visible to all the e-ITEP roles including the guest user.
Grade 2: Allows the item to be visible to all the e-ITEP roles.
Grade 3: Allows the item to be visible to the training institution administrators and higher
roles.
Grade 4: Allows the item to be visible to the ACT Discipline Point Of contact and higher
roles.

2.4 Sort Order: User enters the desired sort order

2.5 Item Visibility: User select the desired visibility rights for the respective resource item. For course

control douments it is recommended to use Grade 3 for item visibility
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Add New ltem Information

Link the item to a course by choosing the item type as document link, entering a title,
description, selecting appropriate visibility grade, entering sort order, checking active
checkbox, uploading the respective document and clicking Save button.

Description:

Item Type: Document Link
Item Visibility:

Sart Order *;

Active:

Document Upload: Browse. ..

Document Rename:

(optional)

[Save|Clear Form|Close|

3. User fills in the data as mentioned in previous step, clicks save and close button:

4. User clicks on Back to course Edit link

4 Back to Course Edit

Create and Assign Document Links for Course:
AOP-A0-22054 - gkcourse test 1

You are here: Course Information

Course Information <+ » @

5. The Edit and View course page displays the newly created course document link.

To edit existing course resource item

1. Click on the edit pen symbol displayed besides the respective resource item.
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4 Back to Course Edit

Create and Assign Document Links for Course:
AOP-AQ-21253 - ICC operator Course {(ICC)

You are here: Course Information

Course Information <+ » @

» Accreditation NATO School Oberammergau - o

2. Update details displayed in the yellow course resources window and click the Save and close button.

To delete existing course resource item

1. Click on the cross symbol displayed besides the respective resource item.
2. Confirm the deletion action by click OK button in the pop up confirmation window.

To link and unlink doucments to course

1. If'the active checkbox is checked for the respective resource then the resource item is active and linked
to the course

2. If the active checkbox is not checked for the respective resource item then the item is inactive and is not
linked to the course. However, it will still be displayed as an inactive item on the Create and Assign
Document Links for Course page.

12.4.6 Inactivating existing ETOC course
In the Edit Course page shown above, user selects the No radio button for the Active Course field. This will
automatically set the course deactivated on date to todays date.

On the other hand one can also set the Course Deactivated On date to be in the past which will automatically set
the active course field to No.

The Level 2 Test dropdown currently only applies to SCORM compliant courses.

Level 2 Test NONE —=

Two Step Apprrcatfon Quemde {Reqgs yes CNo
approval for applying into [teration)

Active Course * Cves T‘\:@o
Requires Secure Area Access T¥es No

SUBMIT

User clicks the Submit button to save the changes made to the course details.
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The Level 2 Test dropdown currently only applies to SCORM compliant courses.

Level 2 Test NONE =

Two Step Application Override (Regs

(o g~
approval for applying into lteration) aes o
Active Course * Cyes o
Requires Secure Area Access Cyes “No

12.4.7 Deleting existing ETOC Courses
This feature is only meant for deleting courses created in error.

6. User visits e-ITP and logs in.
7. User navigates to ETOC > ETOC Search

8. User searches for the inactive course with no scheduled iterations, and no WBTs attached that will be
deleted and clicks Submit.

ETOC Search

COURSE TITLE [v] | conTAaNS [v]
Discipline ALL LI
Area ALL LI
Delivery Method ALL ﬂ
NATO Course Certification ALL [v]
Training Audience ALL '_ﬂ
Training Institution ALL ﬂ
Country ALL ﬂ
Course status ACTVE [v]

SUBMIT
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9. To delete the course, assure that the course is inactive, does not have any iterations (active or
cancelled), and does not have any WBT packages attached, and click Delefe in the Action column:

NATO Course

Course Code Cinbhicahion Training Institution Status  Action

AOP-AC- 23100001 Listed NATO - School Oberammergau (NSO) Active View!
12085 dif

el
iew Scheduled Iterations]

I

[#]
&

AODP-AD- 2a100001 Listed Albanian & Armed Forces Academy Active
12086

cheduled Iterations|

AOP-AD- aa100002 Listed Albanian & Armed Forces Academy Active
12087

View Scheduled Iterations]

10. e-ITEP warns the user that the course will be deleted. The user clicks Yes to continue.

Delete Course

4 Back

The course will be deleted. Do you wish to continue?
Yes | No

11. e-ITEP informs the user that the course was deleted

View/Approve/Review ETOC Pending Courses

1. A New ETOC Course request notification email is sent to the Users with NATO ETOC Manager Role
after each successful submission of ETOC Course for approval.

2. User visits e-ITEP and logs in.

3. User navigates to ETOC > View/Approve Pending Courses.

() Resources Profiles Individual Training Plan  TOC  Schedule Application Testing Training Records  Help  ContactUs  LOGOUT

ETOC Search

Add Course

Course Uploader

View/Approve Pending Courses feature allows the User with e-ITEP Administrator/ NATO ETOC Manager
Roles to search for the list of pending ETOC Courses and view, approve or review/reject them. Below is an
example of search performed on View/Approve Pending Courses feature, with result set. (All search functions
allow users to search with empty search criteria.)

Note: Make sure to set Course Pending NATO Course Certification (NCC) approval to No while searching for
courses which are pending ETOC approval.
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Education & Individual Training o
Requirements

'.ViewIApprove Pending

To find a pending course in the ETOC, select search terms from
the dropdown menus and click the Submit button.

Education & Training o

Opportunities

Student o |

View/Approve Pending Courses

For approvingireviewing courses pending NATO ETOC Manager approval, please make sure that the “Course pending NATO Course
Certification (NCC) approval” filter is set to No.

If you wish to approve/review pending NATO Course Certification requests, please modify the filter criteria and set "Courses pending NATO
Course Certification (NCC) approval” filter to Yes and click Append/Update Search button.”

Current Search:

Course Title Coniains %  =- Remove from search

COURSE TITLE v CONTAINS A
Courses pending NATO NO v
Course Certification (NCC)
approval

APPEND/UPDATE SEARCH

To view information about a course, click on the View link next to the Course Title in the search results. The Approve link allows you to approve a
course, the Review link to update the review status

Course Code Course Title Institution Name

AJEL Basic Intelligence Officers Course (BIOC) CANADIAI k ORCES SCHOOL OF MILITARY INTELLIGENCE View]
(NAVY) (CFSMI TApprove]
Review]
AJEN Basic Intelligence Officers Course (BIOC) CANADIAN FORCES SCHOOL OF MILITARY INTELLIGENCE View’
(AIR) (CFSMI} [Approve
Review]
ClHA-2013 Influence Ops in Multicultural Environment Hellenic Multinational Peace Support Operations Training iew]
[Approve]
Review]
CMI-CM-2015 681 Middle East South Asia and Sub Saharan  United States Naval Posigraduate School (NPS) View]
Africa [Approve!
Review
COM-CD 368 Computer Science United States Naval Postgraduate School (NPS) iew]
[Approve
Review]

12.4.8 View/Edit

4. User clicks on View link to view or edit the new ETOC Course, make desired changes and clicks
Submit to save the changes made.

Advanced Search

Current Search:

Course Titte Confains % <-Remove from search

COURSE TITLE [=]l | conTans =]

APPEND/UPDATE SEARCH || RESET

Towvi
cour:

12z

ew information about a course, click on the View link next to the Course Title in the search resulis. The Approve link allows you to approve a
se, the Review link o update the review status

Record(s) 1 to 20 of 31

i Course Titie Institution Name Action

Code

CMI-CH- NATO CIMIC / CMI HIGHER COMMAND COURSE (NCHCC) Civil-Military Co-operation Cenire of

2140 Excellence (CIMIC COE)

LSR-LC- Resource Management Education Programme (RMEP) Course NATO School Oberammergau (NSO} igw]

3030 Al Ve
Feview]

LSR-LC- Environmental Management for Military Forces Course NATO School Oberammergau (NSO} iew]

3077 Approve
[Review]
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12.4.9 Approve

User clicks on Approve link for the respective course.
2. System dispalys a confirmation window displaying the course details which cannot be changed after
approval

—

Message from webpage X

Are you sure you want to approve the course with the
following data? The following fields will not be editable upon
approval:

Training Institution: Baltic Defence College
Discipline: Air Operations (AOP)

Area: Systems (AO)

Depth of knowledge Level: 1. Remember
Course Code: AOP-AO-13398

Course Title: autocourse2

oK Cancel

3. Upon approval, the course becomes active and is available for ETOC Search. A course approval email
is sent to the user that requested the new course containing the basic course details.

Course Code Course Title Institution Name Action

AQP-AC-22054 gkcourse test 1 NATC - Maritime Interdiction Operational Training Centre (NMICTC) View]
Approve
Rl mw
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Pending Course Approved

The pending course has been approved and activated

For approvingireviewing courses pending NATO ETOC Manager approval, please make sure that the "Course pending NATO Course
Certification (NCC) approval” filter is set to No.

If you wish to approve/review pending NATO Course Certification requests, please modify the filter criteria and set "Courses pending NATO
Course Certification (NCC) approval” filter to Yes and click Append/Update Search button.”

Current Search:

Course Title Coniains % <- Remove from search

COURSETITLE v CONTAINS v
Courses pending NATO NO v
Course Cerfification (NCC)
approval.

APPENDIUPDATE SEARCH

To view information about a course, click on the View link next to the Course Title in the search resulis. The Approve link allows you to approve a
course, the Review link to update the review status.

Course Code Course Title Institution Name Action

AJEN Basic Intelligence Ofiicers Course (BIOC) CANADIAN FORCES SCHOOL OF MILITARY INTELLIGENCE  [View]
(AIR) (CFSHMI) [Approve]

Review]
CI-lA-2013 Influence Ops in Multicultural Environment Hellenic Multinational Peace Support Operations Training [View]

Approve]
Review]

Note: NATO is automatically assigned as the organisation when the course is approved. To change the
organisation, and to edit the certificates, see 12.5.2.1 below.

Note: Once a course is approved, the NATO Course Accreditation (NCA) field can only be edited by e-
ITEP Administrators.

12.4.9.1 Editing Organisations and Certificates

1. User navigates to ETOC > ETOC Search and clicks ‘Submit’ to search for the course. When the
desired course is found, the user clicks ‘Edit’ to edit the course.

Course Code %(I)l';me g:;%g?%r:’e Training Institution Status  Action

AOP-AC- aa100001 Listed MNATO - School Oberammergau (NSO) Active View

12085 Edit
e

iEw Scheduled Iterations’

2. The Edit Course page loads, User clicks on the Organisations link displayed in the blue instructional
box.

Note: The e-ITEP System supports multiple Organisations and the organisation can be changed for a
course if necessary. This feature helps to restrict the availability of the Course for users belonging to

other organisations which are not assigned to the course. The user is also allowed to assign more than
one organisation to a course.
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Example: NSO offers many other courses which are not offered by NATO. Therefore in the future NSO
has the ability to use the e-ITEP System for these courses and assign the Company NSO to the

respective courses. This will make those courses available only for users belonging to the Company
NSO.

Edit Course

COURSE CONTACT INFORMATION RAINING INSTITUTION INFORMATION

DISCIPLINE INFORMATION

4, Back to Course Search

Web link only accepts 255 characters

http://wwwW.natoschool.nato.int/&
cademics/Resident-
Courses/Course-Catalogue/Course-

Web Link description?ID=61

Training NATO - SCHOOL OBERAMMERGALU (NSO) ﬂ
Institution * _

Discipline * WEAPONS OF MASS DESTRUCTION f CHEMICAL / BIO (WMD)EL]

Area* ARMS CONTROL (AC) [~]!

3. The Course Organisation Edit page loads, User enables the course for the desired organisations by
checking the box under Enable column.

4. User selects the Certificate and Certificate of Proficiency from the drop down menu and clicks Update.
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Course Organisation Edit

4y Back to Course Edit

Course Code: ACP-AC-2061

Course Titlez:  Arms Control, Non-Proliferation and Disarmament Course

Organisations =B Certificate Certificate of Proficiency
NATO ) ; =
E-LEARNING CERTIFICATE M E-LEARNING CERTIFICATE |i|
_h

pr= 1
NATO COMMUNICATIONS Ay S

and - -
INFORMATION SYSTEMS SCHOOL \4&/

Latina - Italy

TRAINING CERTIFICATE

This is to certify thai

] =
XXXXXXXXXXXXXXXXXXXXXX
UNITED KINGDOM
o

Has successfully completed the

XXX XXX XXX XXX XX XXX XX XXX

XX.XX 2013 = XX.XX 2013
XXXXXXXX

Col ITA AF
NCISS Commandant

Below is an example view of a Certificate of Proficiency
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MR £ RSN e R

MATD ORI ST A TN &
Asam
INFORMATION 37 STEMS 3CHOOL LATIMNA,
B4E18 EORED FLAVE ILTL ITALY
CERTIFICATE OF PROFICIENCY

Fearic v e Fraz e
RATC Rt Caamiry e Crighn Sarvca
Mmaigra froes

o Woee e T ACECWSE DG

Caraan Carwa L] Ta

FEE AT rasaen B worransen O

Mchiasad CusaSe st

cama ar
RO € armandane

T M T (P 57, TS A i o e e

]

Below is an example view of an E-Learning Certificate

Joint Advanced Distributed Learning
Presents this

CERTIFICATE OF COMPLETION

to

= ﬂ North Atlantic Treaty Organization

Title Firstname Lastname

for the completion of the online course
Coursename
Tue Oct 152013

NATO HEADQUARTERS
SUPREME ALLIED COMMAND TRANSFORMATION
NORFOLK,VA

A ISTRIN,
(TR .
5 \ 277 =
(
Theodosios Dourouklis, / Jean-Paul Paloméros,
Ma}m General, Hellenic Army \ ‘General, French Air Force
ACOS Joint Education and Training ~ & Supreme Allied Commander Transformation
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5. User clicks the Back to Course Edit link.

Course Organisation Edit

4 Backto Co%rse Edit

Course Code: ACP-AC-2061

Course Title:  Arms Control, Non-Proliferation and Disarmament Course

12.4.10 Review/Reject

4. User clicks the Review link to reject the new ETOC Course, fills in the Modification reason,
explanation and clicks Submit. Below is an example view of the screen, when user clicks on Review
link.

Advanced Search

Current Search:

Course Title Contains % <- Remove from search

COURSE TITLE [=]| | conTans [=]

APPEND/UPDATE SEARCH ' RESET

Toview information about a course, click on the View link next to the Course Title in the search results. The Approve link allows you to approve a
course, the Review link to update the review status.

12> Record(s}) 1 to 20 of 31

Come Course Title Institution Name

Code

CMI-CM- NATO CIMIC / CMI HIGHER COMMAND COURSE (NCHCC) Civil-Military Co-operation Centre of

2140 Excellence (CIMIC COE)

LSR-LC- Resource Management Education Programme (RMEP) Course NATO School Oberammergau (NSO} iew]

3030 [Approve]
Rey\ew

LSR-LC- Environmental Management for Military Forces Course NATQ School Oberammergau (NSO) i

3077 [Approve]
Review]

Review Pending Course
Back
Modification Reason INCORRECT DATA Iz‘

Maodification Explanation

SUBMIT

5. Upon rejection, a course rejection email is sent to the user that requested the new course, notifying the
modification reason, explanation. The user then modifies the course data and resubmits the course if
desired.
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12.5 Access List for INFOSEC domain (Attaching Secure Access Document to a
Course)

Note: This feature is currently applicable only for NCISS specific Courses.
This document serves as a valid Clearance Certificate after being signed by
NCISS INFOSEC Officer. The Secure Area Access document comprises
of the list of students who can be admitted into the INFOSEC Area after
the completion of identification process. The students who are not listed in
this document should not be admitted into the INFOSEC Area without
prior reference to NCISS INFOSEC Officer.

User with roles e-ITEP Administrator, NATO ETOC Manager, ETOC Institutions Manager have the ability to
attach Secure Access Document to ETOC courses.

Following steps must be followed in order to set the secure area access required attribute for a course:

1. User navigates to ETOC > ETOC Search.

ETOC = Schedule Application

Add Course

View/Approve Pending
Courses

2. User enters the search criteria and clicks Submit.
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ETOC Search

COURSE TITLE [v]| | cONTAINS [v]
Discipline ALL ﬂ
Area ALL ]
Delivery Method ALL [¥]
NATO Course Certification ALL ]
Training Audience ALL [v]
Training Institution ALL [~]
Country ALL ﬂ
Course status ACTIVE [¥]

SuUBMIT

3. User selects the desired course from the list to attach the Secure Access Document to and clicks on Edit
link under Action column for the selected course.

Course Code %(I)l';me gg;%g?%r:’e Training Institution Status  Action
AOP-AC- aa100001 Listed MNATO - School Oberammergau (NSO) Active View
12085 Edit

iEw Scheduled lterations’

4. User scrolls to the bottom of the page and selects Yes for the Requires Secure Area Access field. User
clicks the Submit button to save the changes. Below is an example view of the Requires Secure Area

Access field.
Active Course * ©Yes INo
Requires Secure Area ACCess @ives (No

.

12.6 Adding Certificates to a Course
There are 2 different types of Certificates that can be attached to an ETOC course, a Certificate of Attendance
and a Certificate of Proficiency. Cer

1. User navigates to ETOC > ETOC Search.
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ETOC | Schedule Application

Add Course

View/Approve Pending
Courses

2. User enters the search criteria and clicks Submit.

ETOC Search

COURSE TITLE [¥] | conTamns [v]
Discipline ALL [~
Area ALL v
Delivery Method ALL ﬂ
NATO Course Certification ALL [¥]
Training Audience ALL ’ﬂ
Training Institution ALL v
Couniry ALL ﬂ
Course status ACTIVE [¥]

SUBMIT

3. User selects the desired course and clicks on Edit link under Action column for the selected course.

Course Code %(I)l';me gg;%g?%r:’e Training Institution Status  Action

AOP-AC- aa100001 Listed MNATO - School Oberammergau (NSO) Active View

12085 Edit
te

iEw Scheduled lterations’

4. User clicks on Organisations link located in the blue instructional box at the top of the page.

ETOC

To edit course details, change the information in the dropdown menu and text entry boxes below. Click Submit to save your ETOC entry
changes. You may reset the ETOC edit form by clicking the Reset button at the bottom of the page. Note: the asterisk (*) denotes fields that

require information entry.

View Scheduled Iterations @ Organisations [ Restrict Course Upload Resources
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5. User selects the required certificates for 1 or both selections and clicks the Submit button to save the

selections.
Please note: In order to see a customised certificate as an option in the respective drop down, one must

upload this certificate via the backend.

Course Organisation Edit

% Back to Course Edit

Course Code: AOP-A0-22054

Course Tifle:  gkcourse test 1

Organisations Enable Certificate Certificate of Proficiency

NATO +

P

Below is an example view of Attendance Certificate

E-LEARNING CERTIFICATE v E-LEARNING CERTIFICATE v

NATO COMMUNICATIONS AN )
and - -
INFORMATION SYSTEMS SCHOOL LW [
Latina - Italy I
TRAINING CERTIFICATE
& This is to certify that
XXXXXXXXXXXXXXXXXXXXXX
UNITED KINGDOM
[l |

Has successfully completed the

XXXXXXXXXXXXXXXXXXXXXXX

XX.XX 2013 - XX.XX 2013

Col ITA AF
NCISS Commandant

Below is an example view of Certificate of Proficiency
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R

RATO COMMURICATIONS
amn
INFORMATION 3Y STEM$ 3CHDOL LATINA
24410 BORGO PIAVE ILTL ITALY
CERTIFICATE OF PROFICIENCY

Rk Loz e Trazkan
RATO Rank Sy of righ vk
Aasgrad e
s et S teuneg munm
Caman Comarts oz T
REILT: eazzzo ] worrarsen O]
Achlavad Sundicadon
Cpmagn,
st
Larra,
cama ar
WECES Commundare

S e L1 (M B9, B Lo i

Below is an example view of an E-Learning Certificate

03/09/2018 NATO UNCLASSIFIED Page - 82 -



Joint Advanced Distributed Learning

Presents this

CERTIFICATE OF COMPLETION

to

= ﬂ North Atlantic Treaty Organization

Title Firsthame Lastname

for the completion of the online course

Coursename
Tue Oct 152013

NATO HEADQUARTERS
SUPREME ALLIED COMMAND TRANSFORMATION
NORFOLK,VA

Theodosios Dourouklis, Al Jean-Paul Paloméros,
Major General, Hellenic Army e General, French Air Force

ACQOS Joint Education and Training Supreme Allied Commander Transformation

12.7 Adding POI, TNA, course certification and other Documents to a Course

1. User navigates to ETOC > ETOC Search.

2. User enters the search criteria and clicks Submit.

3. User selects the desired course from the list and click on Edit link under Action column for the selected
course.

4. User clicks on Upload Resources link located in the blue instructional box at the top of the page

5. User adds documents links following the steps described in section 12.4.5 of this document

ETOC

To edit course details, change the information in the dropdown menu and text entry below. Click Submit to save your ETOC entry
changes. You may reset the ETOC edit form by clicking the Reset buiton at the bottom of the page. Mote: the asterisk (*) denotes fields that

reguire information

View Scheduled lterafions Restrict Course Upload R@sources
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test

Course
Description *

Course Notes

TNA Document

Yok

Download

Aim of the
Course

13 Schedule

The Schedule feature allows user to access course iterations and to view Training Calendar. Users with e-ITEP
Administrator, NATO ETOC Manager, ETOC Institutions Manager, Point of Contact, National Training
Manager, NATO HQ Training Manager Roles can apply themselves and their employees in course iterations
from the Schedule; users with all other roles can apply themselves in a course iteration.

e-ITEP system allows user with e-ITEP Administrator role to bulk upload courses iterations using the
Iteration Uploader functionality available in the Schedule. For further details, please refer to “Bulk
Uploader of ETOC Courses and Course Iterations (Templates)” user guide.

An audit entry is created for following actions which are performed for Course schedule data (iterations): Add,
Edit, Cancel, Activate and Delete an iteration.

13.1 Search Course Iterations
The Search Course Iterations feature, accessible from the navigation menu allows user to search for course
sessions.

Schedule Appinﬂhi‘.lﬂ ‘Test

Search Course lterations
Add Course lteration
Training Calendar

[teration Uploader

Below is an example view of a search performed on the Search Course Iterations feature, with results set.
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Search Course lterations

Current Search:

Course Code Confains % = Remove from search

COURSE CODE [~]] | conTaiNg  [v]
Date Rangs 16/Na2016 | 1o | 16movin17 i
lteration Status ACTIVE ~]

APPEND/UPDATE SEARCH i

1224567801011 1213141516171819> Record{s) 1 to 20 of 361
- o Training -
:garation gg:;se Course Title Language  Start Time End Time g:::ﬁ Il;r:t'::m;m Eeliwgry a:lt!:gty
ocation
76 ClI-Cl- NATO English 20/Novi2016  24/Novi2D16 & NATO - [Edit] ser] Active I
41465 Deployable 18:00 18:00 Communications Cancel] [Self]
Satellite and Information Delete]
Communications Systems School Wiew Roster]
System (DSGT) (NCISS) View Details
Operator Level 1
3862 ClI-Cl- LOGFAS - English 20/Novi2016  D1/Dec/2016 24 NATO - [Edit] User] Active {
3835 ADAMS Basic 18:00 18:00 Communications Cancel Setl
Users Course and Information Delete]
Systems School [View Roster]
(NCISS) [View Details’
3877 CIl-Cl-  LOGFAS - English 20/Novi2016  24/Novi2016 24 NATO - [Edifl serl  Active |
31476 LOGREP Basic 18:00 18:00 Communicafions Cancel] Sel
Users Course and Information Delete]
Systems School [View Roster]
(NCISS) [view Details

Users with Instructor Role or higher also have the ability to add/edit single iteration through the Schedule
feature.

13.1.1 Export Iteration List to Excel
The list can be exported by clicking on the Export to Excel button. Please see section 12.1.4 for more
information.

Export to Excel
Advanced Search
4 Back to Course Search
13.1.2 Edit Scheduled Iteration

1. User visits e-ITEP and logs in.
2. User navigates to Schedule > Search Course Iterations.

-~

oarsn Hevatin
Trawrang Calendar

e o Lniomser
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3. User enters the search criteria and clicks Append/Update Search

Search Course lterations

Current Search:

Course Code Confains % = Remove from search

COURSE CODE [v]| | conTams  [v]
Date Range 16/Nov/2016 T To 1emMovi2017
Iteration Status ACTIVE [w]

APPEND/UPDATE SEARCH

4. User selects the desired iteration and clicks on Edit link.

Search Course Iterations

Current Search:

Course Code Confains % =- Remove from search

GOURSE CODE [>]| | conTAINs  [v]
Date Rangs 16/NovI2016 TO | 16/Novi2017
Iteration Status ACTIVE [v]

APPEND/UPDATE SEARCH

12345678910111213 14151617 1819 >

Record(s) 1 to 20 of 361

:gi.ratmn gg:;se Course Title Language Start Time End Time IlrsntI::::ﬂm Action a‘;lggg
3776 CH-Cl- NATO English 20/Novi2016  24/Novi2D16 (1 NATO - [Edit] ser Active I
41465 Deployable 15.00 1800 Communications [Cancel Sel
Satellite and Information Delete]
Communications Systems School [View Roster]
System (DSGT) (NCISS) View Details
Operator Level Il
3862 ClI-Cl- LOGFAS - English 20/Novi2016  01Dec/2016 24 NATO - [Edit] User] Active {
3835 ADAMS Basic 18:00 18:00 Communications Cancel Sel
Users Course and Information Delete]
Systems School View Roster]
{NCISS) View Details
3877 Ci-Cl-  LOGFAS— English 20/Novi2016  24/Nov/2016 24 NATO - [Edit] ser]  Active |
31476 LOGREP Basic 18:00 18:00 Communications [Cancel Sell
Users Course and Information Delete]
Systems School [View Roster]
{NCISS) [View Details’

5. [Edit Iteration page loads, user makes the necessary changes to the scheduled iteration and clicks

Submit.

03/09/2018

NATO UNCLASSIFIED

Page - 86 -



Raytheon

8| NATO [ s
ég omN fesTEP ¢

- - -

il professional Services uc e-ITEP Administrator User Guide
Contact Email * contactmail@gmail.com
Instructor (SELECT ONE) ¥
Secondary y
IRt iricior (SELECTONE) v
Teaching
Language * ENGLISH b
VCT SCOID
Min Size * a
Max Size * 10
Max Seats from 0
Waitlist ™
lteration Notes

7
Email Notify on @
el Yes '®'No
supMIT

13.2 Iteration Status

Iterations are given ‘Active’ status. Iterations can be cancelled on the Edit Iteration page by changing the Status
from ‘Active’ to ‘Cancelled’ and clicking the ‘Submit’ button.

Iterations can be re-activated by changing the value ‘Cancelled’ in the Status field to ‘Active’.

ETOC Institutions Managers can only activate courses for their training institution.

Status ACTNE  [+]

13.2.1 Status: Active
The default status of the iteration is Active.

13.2.2 Status: Modified
An iteration will receive ‘Active (Modified)’ status if any changes are made to any of the following fields after
the iteration has been created:

Course, Start Time, End Time, Cutoff Date, Time Zone, Automatically Adjust for Daylight Savings, Training
Institution (Room), Instructor, Secondary Instructor, Teaching Language, VCT SCO ID, Min Size, Max Size,
Max Seats from Waitlist, Iteration Notes, Email Notify on Change, or Status

Iterations that are Active (Modified) will appear light blue in the training calendar.

13.2.3 Status: Cancelled
When an iteration is cancelled, the following takes place:
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e All students enrolled in the iteration are cancelled from the iteration. If the iteration is re-activated, the
students must reapply to the iteration.

e Entries for the Iteration in the training calendar become red to indicate that the iteration is cancelled
Iterations which have already ended cannot be cancelled.

13.2.4 Status: Deleted
If an iteration is deleted, it is removed from the system entirely. The Delete option is displayed underneath the

Action column in the iterations list on the Search Course Iterations page. School managers can delete iterations
if:

e The iteration has not yet started and
e The iteration is the same as the training institution in the school manager’s profile

Note: Iterations cannot be cancelled or deleted if there are certificates that have been awarded to the user
from the iteration.

13.3 Add Course Iteration

Users with the ETOC Institutions Manager role or higher have the ability to add new single iteration through the
Add Course iteration feature, accessible from the navigation menu. Below is an example view of the Add single
Course iteration form.

1. User visits e-ITEP and logs in.
2. User navigates to Schedule > Add Course Iteration.

() Resowces  Pvofes  Individust Treming Pan  KTOC o0 Applicabon  Testeg  Traiing Records  Melp  CotectUs | oxout

3. User clicks on Single Iteration link.

Schedule Selection

To schedule one Iteration, click the Single Iteration link.

Single Iteration

4. User completes the Add Iteration form and clicks Submit. Below is an example view of an Add single
Course iteration form. The status of the iteration is active by default.
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Note:

o Training Institution (Room) and Instructor fields are not mandatory fields for Adding an
iteration

o If'the Training Institution is not populated in the scheduled Course Iteration, then the
system will use the Training Institution information from the ETOC Course details for the
Training Calendar view and Iteration Details view.

Add Iteration

Iteration ID

Etf lteration ID

Etf Iteration Code

Course *

Suitable for
Mobile
Delivery?*

Start Time *

End Time *

Cutoff Date

Time Zone ™

Automatically
Adjust for
DaylightSavings *

Training
Institution (Room)

Instructor

Secondary
Instructor

Teaching
Language *

VCT SCOID

Min Size *

Max Size *

Max Seats from
Waitlist *

(SELECT ONE) v
Yes ®MNo
19/Mov2015 # At | 08:00 v

19/Movi2015 7| At | 1700 v

(GMT +01:00) AMSTERDAM, BERLIN, BERN, ROME, STOCKHOLM, VIENNA A

®Yes No

(SELECT ONE) v

(SELECT ONE} v

(SELECT ONE) v

EMGLISH A

0

Note. If user sets Mobile Delivery field to Yes then, system displays Mobile Delivery Location and Contact
Email field. In addition, system also performs a check to see if the selected course is suitable for mobile

delivery.

After entering all of the required information on the Add Iteration page, user clicks the Submit button at the
bottom of the page. The page will refresh displaying the updated data and confirmation message. In the blue
action menu bar , 2 new buttons will be displayed. Below is an example view of the screen.
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Schedule

To edit the Iteration details, make changes using the dropdown menus and text entry boxes. Click Submit to save your changes. You may

reset the schedule edit form by clicking the Reset button at the bottom of the page.

Edit Iteration

The record was successfully inserted.

Iteration 1D 4543

ETF lteration ID

ETF Iteration Code

Course * AOP-AO-12085-AA100004 [~]
Mobile Delivery * Chves ®Np

Start Time * 24lan/2017 77| At | o800 ]

End Time * 241Jan/2017 77| At | 1700 [~

Cutoff Date =

Time Zone * (UTC +01:00) AMSTERDAM, BERLIN, BERN, ROME, STOCKHOLM, VIENNA [~

Automatically Adjust for
fal # s *

aulinhéC

(@)

es (CNo

13.4 Cancelling and Deleting Course Iterations

Please see sections 13.2.3 (Status: Cancelled) and 13.2.4 (Status: Deleted), for more information about the
limitations and results of cancelling and deleting iterations.

To cancel or delete an iteration:

1. User navigates to Schedule > Search Course Iterations
2. User finds the iteration that will be cancelled or deleted by entering search criteria and clicking the
‘Append/Update’ button:
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Search Course lterations

Current Search:
Course Code Confains % < Remowve from search

Course Code Confains aop < Remove from search

COURSE CODE [V]] | conTains  [v]

Date Rangs 16/Novi2016 E| 1o

18/MNov/2017

iteration Status

APPEND/UPDATE SEARCH 'RESH

ACTIVE [~]

Record(s) 1 to 10

Training
Delivery
Location

Heration
] Code

Course Language Seats

Training

Delivery
Avail Institution

Method

Course Title Start Time End Time

NATO Video
Tele
Conferencing
Server (VTG
MGC) Course
3154 AOP- Conduct After
JF- Caplure (CAC)
Course

English 20/Now/2016  24/Novi2016 NATO - [Edit]

1800 18.00 Communications Cancel

and information Delete]
Systems School [View Roster]
{NCISS)
International
Special Training
Centfre (ISTC),
ISTC HQ

View Details

English ISTC HQ [Edit] User]
(Cancell [Selft
Delete]
View Roster]
View Details

ROOM 3 Edit} User]

28/Now/2018 Active |
2.00

02/Dec/2016 20
11.00

4173 AOP- 23100004 English 02/Decf2016  03/Dec/2016 10 PTEC - Turldsh PiP
Al 0:00 9:00

Training Centre,

Active |
View Roster]
View Details
3. To cancel or delete the iteration, user clicks on the Cancel or Delete link under Action column and
follow the steps mentioned below:

Clicking the ‘Cancel’ link will:
- Open the Cancel Reason page:

Cancel Reason

4 Back To iteration Search

Course Code:
Course Title:
Location:
Start Date:
End Date:
Min Size:

Max Size:

Cancel Reason:

Cancel lieration

AQP-AC-41434

NATO Video Tele Conferencing Server (VTC MGC) Course

NATO - Communications and Information Systems School (NCISS)
20/Nov/2016 18:00

24/Novi2016 18:00

2

6

COURSE NO LONGER HELD AT ETF 4|

On this page, the user chooses the Cancel Reason, and clicks the ‘Cancel Iteration’ link at the bottom of the
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page. The system prompts the user to confirm the cancellation:

i G N
Message from webpage &J

lel Are you sure that you want to cancel this lteration?

I QK l | Cancel

Clicking the ‘OK’ button will return the user to the Cancel Reason page, this time without the ‘Cancel
Iteration link

Cancel Reason

4 Back To lteration Search

The Iteration was successfully cancelled.

Course Code: ACP-AC-41484
Course Title: NATO Video Tele Conferencing Server (WVTC MGC) Course

Location: MNATO - Communications and Information Systems School (NCISS)
Start Date: 20/Novf2016 18:00

End Date: 24/Novf2016 15:00

Min Size: 2

Max Size: ]

Cancel Reason: | COURSE NO LONGER HELD AT ETF ﬂ

Clicking the ‘Back to Iteration Search link will return the user to the search list. Changing the Iteration
Status to ‘All’ or ‘Cancelled’ will show the cancelled iteration:

Note: Users can also cancel iterations in the Edit Page, by changing the status from
‘Active’ to ‘Cancelled’, and clicking the ‘Submit’ button. Users will then be taken to the
Cancel Reason page to continue the cancellation process.
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Search Course lterations

Current Search:
Course Code Contains % <- Remove from search

Course Code Contains aop < Remove from search

COURSE GODE [¥]] | conTANS  [¥]
Date Range 16/Novi2016 B om 16/Now/2017 B
tieration Status CANCELLED[¥]

APPEND/UPDATE SEARCH |

Record(s)1t01

leration  Course  c.qyrce Title Language  Start Time End Time CHtoll | Saat

Delivery
D Code Date Avail

Action Apply Method

Status

NATO Video English 20/Novi2016  24/Novi2016 [Edit] Cancelled |
Tele 1800 18:00 Communications Activate]

Conferencing and Information Delete!

Server (VTC Systems School MWiew Details

MGC) Course

(NCISS)

Clicking ‘Delete’ will:
- Prompt the user to confirm delete of the iteration:

- i
Message from webpage — &]
I:gl Do you wish to delete this course iteration?
P oK Cancel
b = e = d

- Clicking OK will delete the Iteration.

13.5 Bulk Seat Assignments

Bulk seat assignments allow users to assign multiple seats to a course iteration from a single page.

1. User visits e-ITEP and logs in the system.
2. User navigates to Schedule > Search Course Iterations

Schedule

sourse lerati
Add Course Heration
Training Calendar

Iteration Uploader
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3. The Advanced Search page loads. The user enters the criteria to find the course iteration that will be
used for the Bulk Seat assignment.

Search Course Iterations

Current Search:
Course Code Confains % =- Remove from search

Course Code Confains aop <- Remove from search

COURSE CODE [¥]| conTans [v]
Date Range 16/Nov/i2016 T 1o | 16mouz017 ]
Iteration Status ACTVE  [v]

APPEND/UPDATE SEARCH [ RE

Record(s) 110 10

_ Training .
:garatmn Egzs’ Course Title Language  Start Time End Time ;s\?,::f E;':::L‘fm LDeli\mry 'I:"Z"u‘:zg
ocation
NATO Video English 20/Nov2016  24MNovi2016 NATO -
Tele 18:00 13:00 Communications
Conferencing and information
Server (VIC Systems School
MGC) Course {NCISS) [View Details]
3154 AOP- Conduct After English 28/MNov/2016  02/Dec/2016 20 International ISTC HQ [Edit] User] Active
JF- Capture (CAC) 2:00 11:00 Special Training Cancel Sei
31888 Course Centre (ISTC), [Deiete]
ISTC HQ lew Roster]
iew Details]
4178 AQP- aa100004 English 03/Dec/2016  03/Dec/2016 10 PTEC - Turigsh PIP~ ROOM 3. [Edit] User]  Active
AO- 0:00 8:00 Training Centre, [Cancell [Seif]
12091 Delete]
[View Roster]

[View Details]

4. User selects the desired course from the list and clicks Edit link under action column. e-ITEP loads the
Edit Iteration Page.

Edit Iteration

4 Back to [teration List

Iteration ID 2373

Etf iteration ID

Etf lteration Code

Course * JPL-SP-300018—-DEFENSE PLANNING COURSE v
Suitable for

Mobile Yes ® Mo

Delivery? *

Start Time * 20Mar2015 7| At | oeoo v

End Time * 03/ApI2015 Rl At | 1700 v

Cutoff Date =

Time Zone * (GMT +02:00) ATHENS, BUCHAREST, ISTANBUL v

Automatically
Adjust for ®Yes No
DaylightSavings *

Training

institution {Room) TURKISH PFP TRAINING CENTRE (ROCM 1) v
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5. User clicks the Assign Seats to Allocating HQ'’s link in the blue action menu bar.

View Iteration Changes |l Assign Seats t?hﬁllocaling HQ's

Edit Iteration

4y Back to Iteration List

Iteration ID 4234

ETF lteration ID 5352

ETF lteration Code N3-11-A-17

Course * NOP-NC-31385—-NATO NUCLEAR SURETY MANAGEMENT COURSE ﬂ
Mobile Delivery * Cives ®No

Start Time * D6/Feb/2017 | at | os00 K|

End Time * 10/Feb/2017 T At | 1300 ﬂ

6. e-ITEP loads the Session Seat Details Page. In the blue acion menu bar, the user clicks the Bulk Seat
Assignments link.

Bulk Seat .ﬂir.ignments

Session Seat Details

4 Back
Course
Section L
Course
Niibor NOP-NO-31385

Coiiirse N NATO Nuclear Surety Management

Course
Start Date 06/Feb/2017 7:00
End Date 10/Febi2017 12:00
Seat 1 | AVAILABLE ]
Seat 2 | AVAILABLE [v]

7. e-ITEP loads the Bulk Seats Assignments page. Here the user can choose how to allocate seats for the
course iteration. To assign seats, enter the number of seats in the number of seats column, and choose
the Allocation from the drop down menu, and click Add.
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Bulk Seats Assignments

4 Back

Iteration 1D 4234

Course Number  NOP-NO-31385

Course Name NATO Muclear Surety Management Course
Start Date 06/Feb/2017 7:00 Total Number of Seats to be assigned 36
End Date 10/Feb/2017 12:00 Total Number of Seats set to available 36
Number Of Seats Allocation Action
ra Add
1 EXTERNAL [v] @

Note: The number of seats to allocate cannot exceed the Total Number of Seats to be assigned.

Bulk Seats Assignments

Seat assignment successiully added.

4 Back

Iteration ID 4234
Course Number  NOP-NO-31385

Course Name NATO Nuclear Surety Management Course
Start Date 06/Feb/2017 7:00 Total Number of Seats to be assigned 36
End Date 10/Febi2017 12:00 Total Number of Seats set to available 35
Number Of Seats Allocation Action
1 External Edit
Un-Assign
e Add
RESERVED [+]

8. To unassign the bulk seat assignment, click Un-Assign in the Action column next to the row with the
bulk seat assignment.

13.6 Access List for INFOSEC domain

Note: This feature is currently applicable only for NCISS specific Courses.
This document serves as a valid Clearance Certificate after being signed by
NCISS INFOSEC Officer. The Secure Area Access document comprises
of the list of students who can be admitted into the INFOSEC Area after
the completion of identification process. The students who are not listed in
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this document should not be admitted into the INFOSEC Area without
prior reference to NCISS INFOSEC Officer.

To print the Secure Access Document for a course iteration

1. User visits e-ITEP and logs in the system.
2. User navigates to Schedule > Search Course Iterations

Add Course Iteration

Training Calendar

lteration Uploader

3. User enters the search criteria and clicks Append/Update Search.

Search Course lterations

Current Search:

Course Code Confains % <- Remove from search

COURSE CODE [~]| conTams [v]
Date Range 24nan2017 57| To |2auanz012 B
Iteration Status ACTIVE >]

APPEND/UPDATE SEARCH i

4. User selects the desired course iteration from the list and clicks on View Roster link under Action
column for the selected course iteration.

:gzrahon g%se Course Title Language  Start Time End Time gau::ﬂ ‘:(\e,:tlls ;Lr:{:l‘::?m 3 Apply Inlzm
2740 CI-CS-  UHF TacSat Enalish 23Nov/2015  27/Nov/2015 10 NATO teszt [Edif] User] I
41287 Basic 0:00 0:00 Communications (Cance| [Seli]
and Information View Roster]
Systems School View Details:
(NCISS)
2772 CI-SS-  New English 23/MNovi2015  04/Deci2015 [ NATO [Edif User] |
2043 Transportable 000 0:00 Communications (Cance| [Sel
Satellite and Information View Roster]
Ground Systems School View Details:
Terminal (NCISS)
2820 CI-SS- LOGFAS— English 23MNovi2015  04/Deci2015 24 NATC [Edif User] |
2221 ACROSS 0:00 0:00 Communications Cancel Sel
Users Course and Information View Roster]
Systems School View Details’
(NCISS)
2845 CI-SS- LOGFAS- English 23/MNovi2015  04/Dec2015 24 NATC [Edif User] |
2224 ADAMS Basic 0:00 0:00 Communications Cancel Sel
Users Course and Information View Roster]
Systems School View Details:
(NCISS}

5. User clicks on Print Access List link located in the blue action menu bar. Below is an example view of
the View Roster page with the Print Access List link.
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Attendance/Grading ll Export Roster to Excel [l Export All Rosters to Excel W Add Walk On User to Roster [ Downioad PIR i Print Aiess List ll Batch Print Certificates|

Iteration Roster

4 Back to Iteration List

Course: AOP-AO-12085, 33100001

Iteration: 8173

Location:  NATO - School Oberammergau (NSO)

StartDate:  03/Jani2017 8:00 End Date: 03Nan/2017 17:00
MnSze: 1 Max Size: 10

Class Roster

Phone  Apply Status Attendance Certificate Number Proficiency Certificate Number

35093 aat 0007 e-ITEP Institutions Training Manager 2 aailtestC Applied [Swapl

Joining Form]
rint Cerfificate]

13.7 Printing the PIR (Personal Information Record)

Note: This feature is currently applicable only for NCISS specific Courses.
This document contains the personal information about all the applied users
in the respective course iteration.

1. User visits e-ITEP and logs in the system.
2. User navigates to Schedule > Search Course Iterations

Schedule | Application
Search Course [terations

Add Course lteration

Training Calendar

Heration Uploader

3. User enters the search criteria and clicks Submit.

Search Course lterations

Current Search:

Course Code Confains % =- Remove flom search

COURSE CODE [™]| | conTANS [v
Date Range 26an2017 7| 1o |2smanznis ezl
Iteration Status ACTVE  [v]

APPEND/UPDATE SEARCH (ii_"*

4. User selects the desired course iteration from the list and click on View Roster link under Action
column for the selected course iteration.
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5 =i Training
lteration Course Seats  Training %
Course Title Start Time A Delivery
D Code Avail Institution Trckiion
UHF TacSat English 23/MNov2015  27/MNowi2015 NATO [Edifi
41287 Basic 0:00 0:00 Communications Cancel Self
and Information View Roster
Systems School View Details
(NCISS)
2772 Cl-88- New English 23/Novi2015  04/Dec2015 B NATO [Edifi LUiser] |
2043 Transportable 0:00 0:00 Communications Cancel Sell
Satellite and Information View Roster’
Ground Systems School View Details
Terminal (NCISS)
2820 Cli-85- LOGFAS — English 23/Novi2015  04/Dec2015 24 NATO [Editi User] |
2221 ACROSS 0:00 0:00 Communications Cancel Sel
Users Course and Information Eiew Ru@fer'
Systems School iew D S|
(NCISS)

5. User clicks on Download PIR link located in the blue action menu bar located at the top of the page.

AttendancelGrading Jil Export Roster 1o Excel ll Export All Rosters o Excel fll Add Walk On User to Roster ll Download PIR ll Print Access List li Batch Print Certificates)
Iteration Roster

) Back to Iteration List

Course: AQP-AQ-12085, 32100001
Iteration. 4173
Location:  NATO- School Oberammergau (NSO)

Start Date:  034an/2017 8:00 End Date: 03/4ani2017 17:00
Min Size: 1 Max Size: 10
Class Roster
POC  PersoniD Last Name First Name Login ID City  State  Organisation Number Phone  Apply Status. Attendance Certificate Number Proficiency Certificate Number Action
25993 aal 0007 e-{TEP Institutions Training Manager 2 aatltestC Applied [Swapl

[Cancel]
[Email User]
[Joining Form!
[Print Certficate]

13.8 Printing Certificates for students
1. User visits e-ITEP and logs in the system.
2. User navigates to Schedule > Search Course Iterations

Add Course lteration

Training Calendar

Heration Uploader

3. User enters the search criteria and clicks Submit.
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Search Course lterations

Current Search:

Course Code Confains % <- Remove from search

COURSE CODE [~]| conTams [v]
Date Range 24an/2017 EE| 7o |2e0ann0i8 i
Iteration Status ACTIVE >]

APPEND/UPDATE SEARCH

4. User selects the desired course iteration from the list and clicks on View Roster link under Action

column for the selected course iteration.

. R Training
lteration Course Seats  Training %
Course Title Start Time A Delivery
D Code Avail Institution Trckiion
2740 CI-CS-  UHF TacSat English 23/MNov2015  27/MNowi2015 10 NATO taszt [Edifi User] |
41287 Basic 0:00 0:00 Communications Cancel Self]
and Information View Roster
Systems School View Details
(NCISS)
2772 Cl-88- New English 23/Novi2015  04/Dec2015 B NATO [Edifi LUiser] |
2043 Transportable 0:00 0:00 Communications Cancell Self]
Satellite and Information View Roster’
Ground Systems School View Details]
Terminal (NCISS})
2820 Cli-85- LOGFAS — English 23/Novi2015  04/Dec2015 24 NATO [Editi User] |
2221 ACROSS 0:00 0:00 Communications Cancel Sel
Users Course and Information Eiew Ru@f&r’
Systems School iew D S|
(NCISS)

5. User clicks on Batch Print Certificates link located in the blue action menu bar

Attendance/Grading ll Export Roster to Excel fll Export All Rosters to Excel | Add Walk On User to Roster [l Download PIR |l Print Access List ll Batch Print Certificates.
Iteration Roster

4 Back o Iteration List

Course: AOP-AC-12085, 22100001

Reration: 4173

Location:  NATO - School Gberammergau (NSO)

Start Date:  034an/2017 8:00 End Date: 034an/2017 17:00

Min Size: 1 Max Size: 10

Class Roster
POC  Person ID Last Name First Name Login ID City  State  Organisation Number Phone  Apply Status Attendance Certificate Number Proficiency Certificate Number Action
35093 aat 0007 e4TEP Institutions Training Manager 2 aatliestC Applied Swapl

Cancel
Email User]
LJoining Forml

Print Certificate]

6. User selects the signature for the respective certificate and enters the text that should appear on the
certificate for each student and clicks on Save Text link. After the signature has been selected and the
text entered, user clicks the Print Certificates link to print the certificates. Below is an example view of
the Print Certificates page.
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Print Certificate

[l
o
=)
=

Choose Signature:

JOHN SMITH [=]| | corFreperic Teppe[) | ErnLCoificates
First Name Last Name Current Cerfificate Text Update Text for Certificate Action
Group2 User Qutstanding Save Text

Excellent

13.8.1 Printing Certificate for Single Student
1. User visits e-ITEP and logs in the system.
2. User navigates to Schedule > Search Course Iterations

Schedule | Application Te

ch Cours
Add Course lteration
Training Calendar

[teration Uploader

3. User enters the search criteria and clicks Submit.

Search Course Iterations

Current Search:

Course Code Confains % =- Remove from search

COURSE CODE [™]  conTains [+
Date Range 24/Jani2017 | 7o |24uan2013 e}
lteration Status AacTve  [¥]

APPEND/UPDATE SEARCH

4. User selects the desired course iteration from the list and clicks on View Roster link under Action
column for the selected course iteration.
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lteration  Course Seats  Training Training

Course Title Start Time A Delivery
D Code Avail Institution Trckiion
UHF TacSat English 23/MNov2015  27/MNowi2015 NATO [Edifi
41287 Basic 0:00 0:00 Communications Cancel Self]
and Information View Roster
Systems School View Details
(NCISS)
2772 Cl-88- New English 23/Novi2015  04/Dec2015 B NATO [Edifi LUiser] |
2043 Transportable 0:00 0:00 Communications Cancell Self]
Satellite and Information View Roster’
Ground Systems School View Details]
Terminal (NCISS})
2820 Cli-85- LOGFAS — English 23/Novi2015  04/Dec2015 24 NATO [Editi User] |
2221 ACROSS 0:00 0:00 Communications Cancel Sel
Users Course and Information Eiew Ru@f&r’
Systems School iew D S|
(NCISS)

5. User clicks on Print Certificate link under Action column for any of the students with a status of
Applied.

Iteration Roster

4 Back to Iteration List

Course: AOP-AD-12085, 32100001
lleration: 4173
Location:  NATO - School Oberammergau (NSO)

Start Date:  034Jan/2017 8:00 End Date: 034Jan/2017 17:00
MinSize: 1 Max Size: 10
Class Roster
POC  PersoniD Last Name First Name Login ID City  State  Organisation Number Phone  Apply Status Attendance Certificate Number Proficiency Certificate Number
25953 aal 0007 e-TEP Institutions Training Manager 2 aalltesiC Applied

Email User]
oining Form]

Print Certificate]

7. This will open the Print Certificate page. User selects the signature for the certificate, enters the text
that should appear on the certificate for the selected student and clicks on Save Text link. After the
signature has been selected and the text entered, user clicks on Print Certificate link to print the
certificate. Below is an example view of the Print Certificate page.

Print Certificate

* Back

Choose Signature:

NONE [~]| | nonE ~] Print Ceril Fcaie

First Name Last Name Current Certificate Text Update Text for Certificate Action

0007 e-ITEP Institutions Training Manager 2 aat Save Text

13.9 Swapping a student
1. User visits e-ITEP and logs in the system.
2. User navigates to Schedule > Search Course Iterations
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Add Course lteration
Training Calendar

[teration Uploader

3. User enters the search criteria and clicks Submit.

Search Course lterations

Current Search:

Course Code Contains % = Remaove from search

COURSE CODE L COMTAINS v
Date Range 19/Mov/2015 < To | 19/Nov2016

APPEND/UPDATE SEARCH [ RESET

4. User selects the desired course iteration from the list and clicks on View Roster link under Action
column for the selected course iteration.

Seats  Training Training

leration Course 3
Course Title Start Time A Delivery
D Code Avail Institution Trckiion
2740 CI-CS-  UHF TacSat English 23/MNov2015  27/MNowi2015 10 NATO taszt [Edifi User] |
41287 Basic 0:00 0:00 Communications Cancel Self
and Information View Roster
Systems School View Details
(NCISS)
2772 Cl-88- New English 23/Novi2015  04/Dec2015 B NATO [Edifi LUiser] |
2043 Transportable 0:00 0:00 Communications Cancel Sell
Satellite and Information View Roster’
Ground Systems School View Details
Terminal (NCISS)
2820 Cli-85- LOGFAS — English 23/Novi2015  04/Dec2015 24 NATO [Editi User] |
2221 ACROSS 0:00 0:00 Communications Cancel Sel
Users Course and Information Eiew Ru@fer'
Systems School iew D S|
(NCISS)

5. User selects the student that needs to be swapped out of an iteration and clicks on the Swap link in the
Action column for the respective user.
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Iteration Roster

4 Back to lteration List

Course: AOP-AO-12085, 32100001

feration: 4173

Location:  NATO - School Oberammergau (NSQ)

StatDate:  03AJan/2017 8:00 End Date: 034Jan/2017 17:00
MinSize: 1 Max Size: 10

Class Roster

POC  PersonID Last Name First Name Login ID City  Siate  Organisation Number Phone  Apply Status Attendance Certificate Number Proficiency Certificate Number

35003 aal 0007 e-ITEP institutions Training Manager 2 aaillestC Applied

User]
Joining Form
Print Certficate]

6. This will open the Swap page. User selects the student from the drop down list to replace the current
student and clicks the Swap button to swap the students on the iteration. Below is an example view of
the Swap Users page.

‘ Education & Training o
Opportunities
- = L"J
]

Student 03

Back
Currently Applied:  Siudent, Ralph

Swap With: [ADMIN, JIFFY =]

&

13.10 Training Calendar

Training Calendar feature of the e-ITEP system gives its users the ability to view scheduled iterations of the
courses in a calendar format. It also provides the flexibility to the users to view the Training Calendar for an

year by Training Institutions or by Courses. This feature is available to all the users of the e-ITEP system and is
accessible from the navigation menu.

13.10.1 View by Training Institution
1. User visits e-ITEP system and logs in.
2. User navigates to Schedule > Training Calendar

E[ﬂc Schedule

Search Course lteratiens

Training Calendar

3. Training Calendar page loads allowing users to View by Training Institution or View by Course. Below
is an example view of the screen.
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Training Calendar

Training Calendar can be searched in two ways. Either by selecting a training institution, or by course. To search by course click on View By
C

sourse 1ab, enter "Keyword" and click Submit.
Biue bars displayed in the Training Calendar represents scheduled course iterations. Click on the desired blue bar o view additional iteration
details.

Training Calendar

Select Calendar Year: 2017[v]
Select Training Institution: | (SELECT ONE) >
Select lteration Status: ACTVE  [¥]

4. User enters the search criteria by selecting a Year and a Training Institution from the drop down menus
as shown in the screen shot below.

Training Calendar

Select Calendar Year: 2017[v|

T TS T o VT TV TOTTv

Select Training Institution: | |MILITARY UNIVERSITY OF TECHNOLOGY

MULTINATIONAL LOGISTICS COORDINATION CENTRE (MLCC) L)
MULTINATIONAL MARITIME SECURITY CENTRE OF EXCELLENCE-
NATO - COMMUNICATIONS AND INFORMATION AGENCY (NCIA}
NATO - COMMUNICATIONS AND INFORMATION SYSTEMS SCHOOL
NATC - DEFENSE COLLEGE (NDC)

NATC - HQ ACT GENDER

NATO - HQ ACT JFT ADL

NATO - HQ ACT SIGINT ETOC TRAINING INSTITUTION MANAGE
NATO - HO AIR COMMAND

NATC - HQH ISAF

NATC - HQ SUPREME ALLIED COMMAND TRANSFORMATION (HQ S
NATO - JOINT ANALYSIS & LESSONS LEARNED CENTRE (JALLC
NATO - JOINT FORCES COMMAND BRUNSSUM IN THEATER

NATO - JOINT FORCES TRAINING CENTRE (JFTC)

NATO - JOINT WARFARE CENTRE (JWC)

NATO - MARITIME INTERDICTION OPERATIONAL TRAINING CEN
NATO - SCHOOL OBERAMMERGAU (NSC)

NATO - SOF CAMPUS (NSTEP)

NATO - SPECIAL FORCE HQ {(NSHQ)

NLD SCHOOCL FOR PEACE OPERATIONS

OFFUTT AIRBASE

OLD DOMINION UNIVERSITY (ODU)

PEACE CPERATIONS TRAINING INSTITUTE (POTI)

PFP TRAINING CENTER

POLAND'S NATIONAL DEFENCE UNIVERSITY

PTEC - REGIONAL DEPARTMENT OF DEFENSE RESCURCES MANA
PTEC - AUSTRIAN ARMED FORCES INTERNATIONAL CENTRE (AU
PTEC - CAIRO REGIONAL CENTRE FOR TRAINING ON CONFLIC

DIC, SDICIC MAARASCRICKIT ARMD B TINATIONAL DDEDATIOMNS

Select lteration Status:

Below is an example view of the search results returned.
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Training Calendar

Select Calendar Year: 2017 ﬂ
Select Training Institution: | NATO - SCHOOL OBERAMMERGAU (NSO) i~
Select lteration Status: ACTVE  [¥]

Choose View: YEARLY | MONTHLY GRAPICAL VIEW

January February March Apnl May June July August September October November December

osse Ghtie |§ & Duee e 2097 2007 2017 2017 2017 2017 2017 2017 | 2017

2007 2017 2017

AQP-AQ- aa100001

12085 -
AQP-AQ- Infroduction to
21590 Surface Based

Air Defence

5. To view Iteration ID, Start Date/Time, End Date/Time and Training Institution of a scheduled course
iteration, user clicks on the desired box in the Training Calendar(a box displayed on the Training
Calendar signifies a scheduled course iteration). Dark blue boxes are for Active iterations, light blue
boxes are for iterations that are Active (Modified), and red boxes are for cancelled iterations.

Export To Excel @ Printer Friendly

Iteration Details

Training Calenda
Iteration Id: 4154

[ VIEW BY TRAINING [0 T e T s BIT-BI-21392

Course Title: NATO Defence Leadership In Building Integrity
Course

Start Time: 20/Apr{2017 8:00

End Time: 20/Apr/2017 17:00

Time Offset: (UTC +01:00 / UTC +02:00) Amsterdam, Berlin,
Bemn, Rome, Stockholm, Vienna

Select Calendar Yeai:

Select Training Institution: NA Training

Institution: NATO - School Oberammergau (NSO}

Select Iteration Status: AC

Choose View: YEARLY | MONTE

. lember October November December
[Course Code  Course Title EDIT ITERATION APPLY USER APPLY SELF 017 2017 2017 2017

a2a100001

AOP-AQ- Introduction to
21590 Surface Based |
Air Defence

BIT-BI- NATO Defence %
21382 Leadership In

Buiiding
Inteqrity Course:

System displays the Start Time, End Time and Time Zone of the scheduled iteration for IBT Courses based on
actual scheduled iteration details. For scheduled iterations for VCT courses, system displays the Start Time,

End Time and Time Zone based on user’s local computer time.
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Based on the user’s role permissions, the system gives the ability to do the following:

a. Edit Iteration: User clicks on the Edit Iteration button displayed in the new Iteration Details
window.

b. Apply User: User clicks on the Apply User button displayed in the new Iteration Details
window.

c. Apply Self: User clicks on the Apply Self button displayed in the new Iteration Details window.

Note 1: The user will not see the Apply Self or Apply User button if the iteration has already started.

Note 2: If the course iteration is being delivered at a mobile location then, Iterations Details window will look
as shown in the example image below:

Tteration Details

Iteration Id: 2265

Course Code: OPS-NC-4002

Course Title: CBRN Units Evaluators Course
Start Time: 07/5ep/2015 8:00

End Time: 11/Sep/2015 17:00

Time Zone: (GMT +02:00) Amsterdam, Berlin, Bern, Rome,
Stockholm, Vienna

Training COE Joint Chemical Biological Radialogical
Institution: Nuclear - Defence (JCBRN COE)

This course is suitable for mobile delivery and will be offered at the following delivery location

Mobile Delivery Location: Training Arena, Frankfurt

EDIT ITERATION APPLY USER APPLY SELF

6. To view the complete details of scheduled course iteration, user clicks on the Course code displayed
under Course code column or Course Name displayed under Course Title column.
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Training Calendar
e |

Select Calendar Year: 2017[v]

Select Training Institution: | NATO - SCHOOL OBERAMMERGAU (NSC) ~

Select lteration Status: ACTIVE |

Choose View: YEARLY | MONTHLY GRAPICAL VIEW

January February March April May June July August September October November December

Course Code  CourseTitle  “5047" “'o017 2017 2007 2017 2047 2017 207 2017 2017 2047 2017

AOP-AQ- aa100001

12085 -

AOP-AQ- Introduction fo

21590 Surface Based I
AIr Defence

BIT-BI- NATO Defence I

21392 Leadership In
Building

Integrity Course

7. View Course page loads as shown in the screen shot below. User clicks on ‘Back to Training Calendar’
link to go back to the Training Calendar.

8. To export the Training Calendar in a excel format, user clicks on Export to Excel link displayed in the
blue action menu bar. User Opens or Saves the excel file as desired.

Export To Excel | Printer Friendly

Training Calendar

il

Selact Calendar Year: 2017 [~ ]

Select Training Institution: | MATO - SCHOOL OBERAMMERBAU (NSO) [v]

Select Iteration Status: ACTVE  [¥]

Choose View. YEARLY | MONTHLY GRAPICAL VIEW

January February March April May June July August September October November December

Come Cunke 5 Comae Title 2007 7 007 27 007 201 2017 M7 2017 2007 27 2007

AOP-AC- aa100001
12085 -
AOP-AC- Introduction to
21590 Surface Based 1
Air Defence
BIT-BL NATO Defence 1
21392 Leadership In
Building
Inteqrity Course
BMD-MD- | Missile Defence
2816 Course
Cl-C3- NATQ
544 Consultation
Command, and
Control (C3
Course

9. To view and print the print friendly version of the Training Calendar, user clicks on the Printer
Friendly link displayed in the blue action menu bar.
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Training Calendar

VIEW BY TRAINING INSTITUTION. ‘ VIEW BY COURSE

Select Calendar Year: 2017 ]
Select Training Institution: NATO - SCHOCL OBERAMMERGAU (NSC) ﬂ
Select lteration Status: ACTIVE 54

Choose View: YEARLY | MONTHLY GRAPICAL VIEW

January February

(Course Code Course Title 2017 2017

March
2017

April May June July August September October November December
207 207 2017 2017 Filaig 207 2017 2017 07

13.10.2 View by Course

P 23100001
12085 -
AQP-AD- Introduction to
21580 Surface Based 1
Air Defence
BIT-8I- NATO Defence |
21392 Leadership In
Building
Inteqrity Course
BMD-MD- | Missile Defence
2818 Course
Cl-CS- NATC
2544 Consultation
Command. and
Control {C3
Course

1. User visits e-ITEP system and logs in.

2. User navigates to Schedule > Training Calendar

3. Training Calendar page loads allowing users to View by Training Institution or View by Course. Below

is an example view of the screen.
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Training Calendar

Training Calendar can be searched in two ways. Either by selecting a training institution, or by course. To search by course click on View By

Course tab, enter "Keyword" and click Submit.
Blue bars displayed in the Training Calendar represents scheduled course iterations. Click on the desired blue bar to view additional iteration
details.

Training Calendar

5 INSTITUTION. ] VIEW BY COURSE

Select Calendar Year: 2017[¥]
Select Training Institution: | (SELECT ONE) ~
Select teration Status: ACTIVE [~

4. User clicks on View by Course blue tab.

Training Calendar

W

Select Calendar Year: 2013 EI

Select Training Institution: (SELECT ONE) El

5. User enters the desired search criteria and clicks Submit.

Training Calendar

Select Calendar Year: | 201 7[>

COURSE GODE[¥]| | CONTAINS  [¥]

lteration Status ACTVE  [¥]

-

Below is an example view of the search results returned.
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Export To Excel @ Printer Friendly

Training Calendar

Select Calendar Year: | 20 Tﬂ

Current Search:

Course Code Confains % <- Remove from search
COURSE CODE[¥]| | CONTAINS  [v]

lteration Status ACTIVE ~]

APPEND/IUPDATE SEARCH B

Choose View YEARLY | MONTHLY GRAPICAL VIEW

123458687879

January February March April May June

it Ciade [ C pettae CH i 017 7 2017 2017 2017 2017

July
2017

August September October November December

2017

2017 2017 2017 2017

AQ aa100001 NATO - School
12085 Oberammergau L
(NSO)
AQP-AQ- aa100001 Albanian & |
12086 Armed Forces
Academy

6. To view Iteration ID, Start Date/Time, End Date/Time and Training Institution of a scheduled course
iteration, user clicks on the desired box in the Training Calendar(a box displayed on the Training

Calendar signifies a scheduled iteration)

| Tteration Details
Training Calenda
Tteration Id: 4542
Course Code:  AOP-AO-12096
Course Title: 22100006
Start Time: 28/Aug/2017 8:00

End Time: 29/Aug/2017 18:00
Select Calendar Year: | 20171 [ POt 0 (UTC +01:00 / UTC +02:00) Amsterdam, Berlin,
Bern, Rome, Stockholm, Vienna
Tm"."ng. - Albanian & Armed Forces Academy
Institution:
Current Search:

Course Code  Conmtains %

COURSE CODE ﬂ CONTAI

lteration Status Al

APPEND/UPDATE SEARCH

Choose View: YEARLY | MONTHLY GRAPICAL VIEW

EDIT ITERATION APPLY USER APPLY SELF

123456788

5 _ . January Febuary March  April May June duly
[Course Code Course Title  Training Institution ™55, 2017 2017 2017 2017 2017 2017 2017

2017

2017

2017

August September October November December

2017

23100001 NATO - School
Oberammergau L]
{NSO)
AOP-AQ- | 2a100001 Albanian & -
12086 Armed Forces
Acadeny
ACPAC. | 2aiDOook Albanian & 1
12088 Amed Forces
Academy
AOP-AQ- | 2alD0006 Albanian &
12056 Armed Forces
Academy

System displays the Start Time, End Time and Time Zone of the scheduled iteration for IBT Courses based on
actual scheduled iteration details. For scheduled iterations for VCT courses, system displays the Start Time,

End Time and Time Zone based on user’s local computer time.
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Based on the user’s role permissions, the system gives the ability to do the following:

a.

C.

Edit Iteration: User clicks on the Edit Iteration button displayed in the new Iteration Details
window.

Apply User: User clicks on the Apply User button displayed in the new Iteration Details
window.

Apply Self: User clicks on the Apply Self button displayed in the new Iteration Details window.

Note 1: The user will not see the Apply Self or Apply User button if the iteration has already started.

Note 2: If the course iteration is being delivered at a mobile location then, Iterations Details window will

look as shown in the example image below:

Iteration Details

Iteration Id: 2265

Course Code: OPS-NC-4002

Course Title: CEBRN Units Evaluators Course
Start Time: 07/Sep/2015 8:00

End Time: 11/Sep/2015 17:00

Time Zone: (GMT +02:00) Amsterdam, Berlin, Bern, Rome,
Stockholm, Vienna

Training

COE Joint Chemical Biological Radialogical

Institution: Nuclear - Defence (JCBRN COE)

This course is suitable for mobile delivery and will be offered at the following delivery location.

Mobile Delivery Location: Training Arena, Frankfurt

EDIT ITERATION APPLY USER APPLY SELF

7. To view the complete details of scheduled course iteration, user clicks on the Course code displayed
under Course code column or Course Name displayed under Course Title column.
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Training Calendar

VIEW BY TRAINING INSTITUTION [

2017[v|

VIEW BY COURSE

Select Calendar Year:

Current Search:

Course Code Confains % =-Remove from search
COURSE CODE[™]| | CONTAINS [¥]

ACTIVE  [M]

Iteration Status

APPENDMUPDATE SEARCH ESI T |

Choose View: YEARLY | MONTHLY GRAPICAL VIEW.
123456783

= e A January February March April May June July August September October November December
Course Code CourseTitle  Training Institution 007" ““3017 " 2017 207 2017 2017 2017 2017 2017 2047 2047 2047

AQP-AG- aa100001 NATO - School
12085 Oberammergau =

(NSO}
AOP-AG- 22100001 Albanian & -
12086 Armed Forces

;5 Academy

AQF-AQ- 22100004 Albanian & 1
12088 Armed Forces

Academy

8. View Details page loads as shown in the screen shot below. User clicks on ‘Back to Training Calendar’

link to go back to the Training Calendar.

View Course

| COURSE DETAILS

4, Back to Training Calendar

Last Date Updated
Training Institution
Discipline

Area

Depth of knowledge Level

Printer Friendly @ View Scheduled lterations | Add Course to Training Plan (Self Select)

] COURSE CONTACT INFORMATION RAINING INSTITUTION INFORMATION|

20/0ct/2016 13:12

Alpanian & Armed Forces Academy
Air Operations (ACP)

Systems (AD)

1. Remember

The NATO Course Certification of the course is automatically updated based on the "NATO Course reguirement” and "NATO ETF
Institutional Accreditation™. Unless, these two fields have been completed and validated, the course will automatically display as

NATO Listed.
NATO Course Certification
NATO Course Requirement

Listed
No

9. To export the Training Calendar in a excel format, user clicks on Export to Excel link displayed in the
blue action menu bar. User Opens or Saves the excel file as desired.
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Export To Excel 8 Printer Friendly

Training Calendar
[ =

Select Calendar Year: | 2017~

Current Search:

Course Code Coniains % <- Remove from search
COURSE CODE[~|| | CONTAINS [v]

lteration Status ACTVE  [¥]

APPENDIUPDATE SEARCH

Choose View: YEARLY | MONTHLY GRAPICAL VIEW
1234567839

August September October November December|

SEL January February March April May June July
Course Code  CourseTitle Training Institiion “5047% ““3047 3017 2047 2007 2007 2017 2017 2047 2047 2017 2017
AOP-AQ- | 2100001 NATO - School
12085 Oberammergau L]
(NSO)
AQP-AQ- 22100001 Albanian & -
12086 Armed Forces
Academy

10. To view and print the print friendly version of the Training Calendar, user clicks on the Printer
Friendly link displayed in the blue inaction menu bar.

O
Training Calendar

e

select Calendar Year: | 2017[¥]

Current Search:

Course Code Contains % <- Remove from search
COURSE CODE ]|  CONTAINS [¥]

Iteration Status ACTRVE  [v]

APPENDI/UPDATE SEAR

Choose View. YEARLY | MONTHLY GRAPICAL VIEW
123 4 56 7 B3

July August September October November December

S . .. January February March  April May June

Course Code  CourseTitle Training Institution “3047% “5017° 2017 2017 2017 2017 2017 2017 2017 2017 2047 2017

AQP-AO- | 23100001 NATO - School

12085 Oberammergau L
(NSO)

AOPAC | aal000oi Abanian & -

12086 Armed Forces
Academy
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14 Application

The Application menu item consists of the following application features which enable users to search for and
apply in or reserve a seat in a course iteration:

1. Apply Yourselfin a Course Iteration
2. Apply a User in a Course Iteration

3. Batch Application

4. View/Approve Pending Applications
5. View Your Schedule

6.

View Users Schedules

This section details the introduction to two application methods namely Internal Application Method and
External Application Method. This is necessary because some Training Institutions have their own software
applications that they use to manage applications into course iterations. The internal application method allows
e-ITEP to handle the entirety of the application process. The external application method supports the
application process until the Training Institution Approval is required.

Below is the brief explanation about the Internal Application Process feature:
1. User requests to attend a training/course iteration by means of the Joining Form, which gives the ability
to the user to fill, save and submit the form and start the application process
2. Upon initial request by the user to attend the training, user’s application is sent to the concerned Point
of Contact.
3. Point of Contact has the ability to Approve or Reject user’s application to attend a training/course
iteration. Both the approval and the rejection are executed through the Joining Form.

a. Upon rejection of user’s application by the Point of Contact ,the user is informed about the
rejection of the application via email.

b. Whereas upon approval of user’s application by the Point of Contact if the user belongs to one
of the MPD Countries then the application process follows the point 4 and 5 otherwise the
application process follows the point 5 where the user’s application is sent to the ETOC
Institutions Training Manager (School Admin) of the concerned Training Institution.

4. User’s application is sent to the E-ITEP Administrator who has the ability to Approve or Reject user’s
application.

a. Upon rejection of user’s application by E-ITEP Administrator, the concerned Point of Contact
and user is informed about the rejection of the application via email.

b. Upon approval of user’s application by E-ITEP Administrator the user’s application is sent to
the ETOC Institutions Training Manager (School Admin) of the concerned Training Institution.

5. This is the final step in the application process where the ETOC Institutions Training Manager (School
Admin) of the concerned Training Institution has the ability to Approve or Reject user’s application to
attend a training/course iteration.

a. Upon rejection of user’s application by ETOC Institutions Training Manager (School Admin),
the concerned E-ITEP Administrator (applicable only for users belonging to the MPD
Countries), Point of Contact and user is informed about the rejection of the application via
email.

b. Upon approval of user’s application by ETOC Institutions Training Manager (School Admin),
the concerned E-ITEP Administrator (applicable only for users belonging to the MPD
Countries), Point of Contact and user is informed about the final approval of the application via
email.
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c. In case when there are no seats available on the course iteration, then the user is added to the
waitlist of the course for the respective training institution.
6. If the application method is external, the Training Institution Manager should not approve the
application by using the e-ITEP system.

The Joining Form allows the user to Save/Submit the application. Hence, when the user saves the application, it
becomes Pending status and the user can complete it later on. Upon submission of Joining Form by the user, the
application of the user is sent to the concerned Point of Contact

The e-ITEP offers two application methods namely Internal Application Method and External Application
Method. The internal application method allows e-ITEP to handle the entirety of the application process (Steps
1 to 5). The external application method supports the application process until the Training Institution Approval
is required (Steps 1 to 4).

In addition to the two above mentioned Application methods, e-ITEP also supports Mobile Education
Training Teams (METTs). If a course iteration is being delivered at a mobile location then after application
approval in step % described above, the course application becomes Pending METT Approval. The system at
this time sends following email notification:

e An email notification is sent to the training institution including the joining form.
e An email notification is sent to the user, POCs, MPD Admins (If applicable) and the contact email of
the mobile location including the joining form.

In addition to the Internal and External Application Methods, the e-ITEP System allows a POC role (or higher)
to apply a user in a course iteration. In that moment, the application becomes Pending until the user completes
the application by means of the submission of the completed Joining Form.

Below are the Process Flow Diagrams of both Internal and External Application Process features.

Internal: User Initiated Application Process
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L
MPD Personnel

review request for

] it't:i:?"agncae"zn No—>] Provide a reason
approves or
rejects the request
Aif)?gslm Application h 4

’ >\_Process Process End

Internal: POC (and higher) Initiated Application Process
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Submit
Save
|

=

Yes

Yes
MPD Personnel
review request for
attendance on Provide a
[ training, and No—® reason
approves or
rejects the request
Yes

Aif)?gslm Application h 4
>\_Process Process End
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Inform MPD about
the school Inform MPD about

rejection

the enrollement

Y

School
Approval
Process

A

Application
Process
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External: User Initiated Application Process

-
— _'

MPD Personnel
review request for
attendance on
training, and

Provide a reason

approves or
rejects the request

End
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External: POC (or Higher) Initiated Application Process

e-ITEP System Roles Process

MPD Personnel
a review request for
o a'trt;:tiﬂnagrjoaenccaln No—®| Provide a reason
= approves or
rejects the request
School reviews
— request to attend v
o training, approves —
_8 y or rejects the End
[ requestand sends
2] notifications to the
involved parties
outside of e TEP
Y ), Daily Lmail
= Sends email to n z,ﬁri?;len d \ notification is send
o user to notify user Application is Ll 1o ea POC with s User from al Ye: to each MPD
g they have a joining saved for later applications (o MPD Country, s> Admin with
(%) form to complete ppapr ove applications to
approve

14.1 Apply Yourself in a Course Iteration

All users have the ability to apply in course iterations.

1. User visits e-ITEP system and logs in.
2. User navigates to Application > Apply Yourself in a Course

Hpssms Tl heiles it liseene Pas 1 L Frarii amsny fermiy i Do

3. User selects the course from the Course drop down menu and clicks Submit.

03/09/2018 NATO UNCLASSIFIED Page - 121 -



l pafessensl Seevoes e | e-ITEP Administrator User Guide

Apply Yourself in a Course lteration

Name Email Organisation Organisation Code
Giorgios Mantzouris IMantzouris nmiotc.are.nato.int
Course:

AOCP-AC-21590 - INTRODUCTION TC SURFACE BASED AIR DEFENCE A

&

4. User selects the course iteration from the list of iterations and clicks on Apply link.

Apply Yourself in a Course lteration

4 Back to Course List

Name Email Organisation Organisation Code
Giorgios Mantzouris MantzourisG@nmiotc.gre.nato.int

Course Code Course Title Course Active from Course Deactivated on
ADOP-AC-21590 Infroduction to Surface Based Air Defence 01/Mar/2014 31/Dec/2018

Clickthe "Apply” link nextto the Course lteration you wish to apply in. To see Course leration details, click "view Details”.

Seats Available Training Institution City State Actions
03/Cct/2016 8:00 :
. View Details]
to 40 NATO School Oberammergau (NSO} ‘ [Send Comment] A%EI;S

07/Cct/2016 13.00

5. The system loads the Joining Form and gives the ability to the user to fill, save, submit the Joining
Form and start their application process. Below is an example view of the screen.
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Joining Form

% Back

Institution Name

Address

Phone

Email

Applicant Information:

Trainee's HQ/Agency

®e-ITEP

Indlwdual Training and Education Programme

MNATC School Oberammergau (NSO)
Am Rainenbichl 54

Oberammergau

82487

+40 5822 D481 1303

studentadmin@natoschool.nato.int

NATC COMMAND STRUCTUREM ST NATO SIGNAL BATTALION

POC Name * (SELECT CNE) v

POC email

Login ID gmantzouris

Last Name Mantzauris

First Name Giorgios

Email MantzourisG@nmiote.gre.nato.int

Phone Number *
Fax Number

Emergency Contact Person's Name *

6. User enters data for all the required fields in the Joining Form and clicks the Save button to save the
status of this Joining Form without submitting it for approval.

Request installation pass for a vehicle, if required? Tives No
Additional Remarks

Billeting Policy:

1. Students are encouraged to use the Training Hon's i ion services .

2. NATQ School Oberammergau (NSQ) reserves the right to change reservations due to military necessity and mission requirements

3. A"'no-show” or last minute cancellation fee may be levied for students who do not cancel their reservation in advance

Registration Notes:

1. The applicant's personal information will be processed and stored in the NATO School Oberammergau (NSO) data management system.

2. Upon completion of the registration, a confirmation message will be sent to the POC and applicant containing detailed administrative information on
in-processing, tuition payment, security, ir: 1 and . R sludents must bring a copy of their confirmation message
with them

[¥] I have carefully read and agree with the statements above *

[¥] 1 have compieted the internal approve process. (Division/Branch Head/POC). *

?@j_:

Note: After user saves the Joining Form for later editions and submission, they can access the Joining Form by
navigating to Application > View Your Schedule and searching for the course iteration.

[¥] | have received national approval. =
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7. System reloads the Joining Form and displays a confirmation message to the user.

Joining Form

®e-ITEP

Indmdual Training and Education Programme

Your application has been saved and can be accessed again via Application > View Your Schedule.

% Back

Institution Name

Address

Phone

Email

Applicant Information:

Trainee's HQ/Agency

POC Name *

POC email
Login ID
Last Name

MNATO School Oberammergad (NSO)
Am Rainenbichl 54

Oberammergau

82487

+48 88229481 1303

studentadmin@natoschool.nate.int

NATO COMMAND STRUCTURE/MST NATO SIGNAL BATTALION

LORI KAY POC ¥

gagan_kaur_299@yahoo.com
gmantzouris

Mantzouris

8. After the completion of the Joining Form, user submits it for approval by clicking the Submit button.

Request installation pass for a vehicle, if required?

Additional Remarks

Billeting Policy:

yes ©No

1. Students are encouraged o use the Training Institulion’s accommodation reservation services.
2. NATO School Oberammergau (NSO} reserves the right to change reservations due to military necessity and mission requirements
3. A "no-show” or last minute cancellation fee may be levied for students who do not cancel their reservatien in advance

Registration Notes:

1. The applicant's personal information will be processed and stored in the NATO School Oberammergau (NSO) data management system
2 Upon completion of the registration, a confirmation message will be sent to the POC and applicant ining detailed admi ion on

in-processing, tuition payment, security,

with them.

[¥] Ihave carefully read and agree with the statements above.

- R must bring a copy of their confirmation message

[¥ 1 have completed the internal approve process. (Division/Eranch Head/POC). =

[ 1 have received national approval. =

SAVE % [ Reser

9. Once the Joining Form is submitted by the user, the system reloads the Joining Form and displays a
confirmation message to the user.
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Joining Form

Application for the course is ding POC appi

®e-ITEP

electronic . _ 3
Individual Training and Education Programme

€ Back

Institution Name

Address

Phone

Email

Applicant Information:
Trainee's HQWAgency
POC Name

POC email

Login ID

Last Name

First Name

I. Once app!

d, an application confirmation will be delivered via email.

NATC School Cberammergau (NSO)
Am Rainenbichl 54

Oberammergau

82487

+40 BE22 9481 1303

studentadmin@natoschool.nato.int

NATO COMMAND STRUCTUREMST NATO SIGNAL BATTALION
lori kay FOC

gagan_kaur_999@yahoo com

gmantzouris

Mantzeuris

Giorgios

14.2 Apply a User in a Course Iteration
Users with POC and higher Roles have the ability to apply user in a course Iteration.

1. User visits e-ITEP and logs in.
2. User navigates to Application > Apply a User in a Course Iteration

3. User enters the search criteria for the user and clicks Submit. Below is an example view of the search
performed for users with result set.
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User Application

Search for the person to be applisd.
Current Search:

Last Name Confains % <- Remove from search

LAST NAME 7] | CONTAINS [=]

'

123456789101112=>> Record(s) 1 to 20 of 689

Last Name First Name Login ID Select
Alan Goss alanG Select]
Adam Hoss adamH123 Select]
Ano Jack jackaho Select]
Admin Jiffy JiffyAdmin Select]
Appleseed Johnny johnapple Select]
Admin Nascar adminnascar Select]

4. User selects a user and clicks on Select.

Last Name First Name Login ID Select
Adminisirator Administrator Administrator Select
Abdellatif Anhmad Mostafah Abdelwahhab -ahmadmostafah Select
Adminisirator Alpha AlphaAdmin Selec]
ANDERSON ANDY andyanderson Select]
Andras Bird HD45612 Selac]
ABAHAZY DANIEL abahazy Select
ALLEN DAVID BIUKO1 ] i

5. User selects the course from the Course drop down menu and clicks Submit.

Apply User in a Course lteration

Mame Login [D Email Organisation Organisation Code
DAMIEL ABAHAZY abahazy daniel.f abahazy civi@mail. mil
Course:

ACP-AC-3013 - COMBINED CFE ARMS CONTROL VERIFICATION INSPECTOR/ESCORT COURSE [¥]

——

6. User selects the course iteration from the list of iterations and clicks on 4pply link.
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Apply User in a Course Iteration

4y Back to Course List

Name Login ID Email Organisation Organisation Code
DANIEL ABAHAZY abahazy daniel f abahazy civi@mail mil

Course Code Course Title Course Active from Course Deactivated on
ACP-AC-3013 Combined CFE Arms Control Verification Inspector/Escort Course 01/Janf2043 31/Decl2047

Click the "Apply” link next to the Course ligration you wish 1o apply in. To see Course lteration detalls, click "View Details™

Seats Available Training Institution City State Actions Status

10/Jun/2017 8:00 )
to 10 NATO - School Obsrammergay (NSO) %ﬁm Apl
10/un/2017 17:00 B

7. The system loads the confirmation page and an email is sent to the user to fill in the Joining Form.
Below is an example view of the Confirmation page.

Apply User in a Course Iteration

4 Back

Name Login ID Email Organisation Organisation Code
DANIEL ABAHAZY abahazy daniel f.abahazy civi@mail. mil

Course Code Course Title Course Active from Course Deactivated on
ACP-AC-3018 Combined CFE Ams Control Verification Inspector/Escort Course 01/danf2013 3/Deci2017

Application Tor the course is pending approval. Once approved, an application confirmation will be delivered via email.

8. User receives an email notifying them about the application and instructing them to navigate to
Application > View Your Schedule or Pending Joining Forms link in the Application Stats section on
the Welcome Page. Below is an example view of the email which is sent to the user:
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lefiTEP Leaming to: hvemon-nr 25.11.2014 1557
Show Details

( ‘;\ Action Required: Joining Form requires your input
\
Y

Congratulations!

You are required to complete and submit the Joining Form for the below course. Please log into e-ITEP system at e-ITEP system at hitps:/e-itep act nato int HomePage
and visit the Applications Stats section of the Welcome Page or navigate to Menu > Application > view Your Schedule. Once you have completed the Joining Form please
submit your changes. Your Point of Contact will then be notified that vou have completed the Joining Form_

Name - Hafax Walker
Login ID - alkcer

Course Title - STAGE_REGRESS_02.02

Email : hvernon-nr(@raytheon com

Course Code : STAGE REGRESS 02.02

Start Time - 02/Dec/2014 8:00 (GMT +01:00)

End Time : 03/Dec/2014 17:00 (GMT +01:00)

Training Institution : Hungarian Defense Forces (HDF NCO Academy)
Course Notes -

Tteration Notes : Also test the waitlist

This is an automatically generated email sent by the e-ITEP System. Please do not respond to this email Mail received at this address is not monitored and will not be
responded to. If you need assistance please contact citephelp@act nato int or visit e-ITEP directly at hitps://e-itep act nato intHomePage.

14.3 Apply Yourselfin a Course Iteration from the Training Calendar

All users have the ability to apply in course iterations from the Training Calendar.

1. User visits e-ITEP system and logs in.
2. User navigates to Schedule > Training Calendar

Aplscatian Contactlls | OG0T

e Apradnns

3. User selects the Training Institution from the Training Institution drop down menu and clicks Submit.
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Training Calendar

Select Calendar Year: 2m 7L|

TRTTETTTT e L

Select Training Institution: || MILITARY UNIVERSITY OF TECHNOLOGY
MULTINATIONAL LOGISTICS COORDINATICON CENTRE (MLCC) A
MULTINATIONAL MARITIME SECURITY CENTRE OF EXCELLENCE-
NATC - COMMUNICATIONS AND INFORMATION AGENCY {NCIA)
NATO - COMMUNICATIONS AND INFORMATION SYSTEMS SCHOOL
NATC - DEFENSE COLLEGE (NDC)

NATO - HQ ACT GENDER

NATO - HQ ACT JFT ADL

NATO - HQ ACT SIGINT ETOC TRAINING INSTITUTION MANAGE
NATC - HQ AIR COMMAND

NATO - HQ ISAF

NATGO - HQ SUPREME ALLIED COMMAND TRANSFORMATION (HQ S
NATO - JOINT ANALYSIS & LESSONS LEARNED CENTRE (JALLC
NATO - JOINT FORCES COMMAND BRUNSSUM IN THEATER

NATO - JOINT FORCES TRAINING CENTRE {JFTC)

NATO - JOINT WARFARE CENTRE (JWC)

NATO - MARITIME INTERDICTION OPERATIONAL TRAINING CEN
NATO - SCHOOL OBERAMMERGAU (NSO}

NATO - SOF CAMPUS (NSTEPF) I/\\x

NATO - SPECIAL FORCE HGQ (NSHQ)

NLD 3CHOCL FOR PEACE OPERATIONS

CFFUTT AIRBASE

CLD DOMINION UNIVERSITY (ODU)

PEACE CPERATIONS TRAINING INSTITUTE (PCTI)

PFP TRAINING CENTER

POLAND'S NATIONAL DEFENCE UNIVERSITY

PTEC - REGIONAL DEPARTMENT OF DEFENSE RESOURCES MANA
PTEC - AUSTRIAN ARMED FORCES INTERNATIONAL CENTRE (AU
PTEC - CAIRO REGIONAL CENTRE FOR TRAINING ON CONFLIC

=52 SIS LAARIASERACRIT ARIC LA TINIATIORIAL DD ATION

Select Iteration Status:

W

4. User selects the course iteration (a light or dark blue box) from the Training Calendar and clicks on it.

Export To Excel l Printer Friendly

Tteration Details

Training Calenda
Iteration Id: 4154

Course Code: BIT-BI-21392
Course Title: NATO Defence Leadership In Building Integrity
Course
Start Time: 20/Apr/2017 8:00
Sefect Calendar Yodr: d End Time: 20/Apr/2017 17:00

Time Offset: (UTC +01:00 / UTC +02:00) Amsterdam, Berlin,
Bemn, Rome, Stockholm, Vienna
Select Training Insfitution: Training

- 5S¢ 0
Institution: NATO - School Oberammergau (NSO}

Select lteration Status: A

Choose View: YEARLY | MONTE
1234556

ember October November December

Course Code  Course Title EDIT ITERATION APPLY USER APPLY SELF 017 017 2017 2047

2a100001

AOP-AQ- Introduction to
21580 Surface Based 1
Air Defence
BIT-BI- NATO Defence %
21392 Leadership In

Building
Inteqrity Course

5. The system loads the Iteration Details pop-op window. The user clicks on the Apply self button.
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6. Self Application page reloads displaying the Status of the application and the user can apply to the
iteration in the same way as it is described in the previous section. Below is an example view of the
screen.

Self Application

Back ta Course Lt

Hama Laowgin ID Owganization Organization Code

Jos User AlphaAdmin GKaur@raheon com

Course Code Course Title Course Active from Course Deactivated on

AAA-123.9 Dafend youmslf] FabD3zg13 Jul 203

Cack tha “Apply” bnk newt to the Coume |tembon you wish fo apply i, To see Course erabon detads, click “iew Details”

Seats

Date Avaliabie Training institution City Siste Actons Status
CevDBR2013

23:.00:00 [isw Detais]

i 1 Hﬁ'lg:wmumcnwnm Information Systewms School Catien [Band [Agoid
Betf1/2013 RS}

2300:00

Note 1: In case when there are no seats available on course iteration, then the user is added to the
waitlist of the course for the respective training institution.
Note 2: This page also allows users to add comments or ask questions related to the course iteration.

14.4 Apply a User in a Course Iteration from the Training Calendar
Users with Role e-ITEP Administrator, ETOC Institution Manager, e-ITEP Institution Manger, NATO HQ
Training Manager, National Training Manager and Instructor have the ability to apply user in a course Iteration.

1. User visits e-ITEP system and logs in.
2. User navigates to Schedule > Training Calendar

) Fesowces Probes dhidud Trameg s ET0C o Appbcabon Testey  TiablegRecods Mo ComactUs {060t
'm_"=-.' e . il N P o e . .
b Snarmh Coune Anrtons ﬁﬁq m M1

A Coarse Merabon

3. User selects the Training Institution from the Training Institution drop down menu and clicks Submit.
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Training Calendar

Select Calendar Year: 2017[v]

Select Training Institution:  |MILITARY UNIVERSITY OF TECHNOLOGY

MULTINATIONAL LOGISTICS COORDINATICN CENTRE (MLCC) "
MULTINATIONAL MARITIME SECURITY CENTRE OF EXCELLENCE-
NATO - COMMUNICATIONS AND INFORMATION AGENCY (NCIA)
NATC - COMMUNICATIONS AND INFORMATION SYSTEMS SCHOOL
NATC - DEFENSE COLLEGE (NDC)

NATC - HQ ACT GENDER

NATC - HQ ACT JFT ADL

NATC - HQ ACT SIGINT ETOC TRAINING INSTITUTION MANAGE
NATC - HQ AIR COMMAND

NATO - HQ ISAF

NATC - HQ SUFREME ALLIED COMMAND TRANSFORMATION (HQ S
NATC - JOINT ANALYSIS & LESSONS LEARNED CENTRE (JALLC
NATC - JCINT FORCES COMMAND BRUNSSUM IN THEATER

NATC - JOINT FORCES TRAINING CENTRE (JFTC)

NATOC - JOINT WARFARE CENTRE (JWC)

NATC - MARITIME INTERDICTION OPERATIONAL TRAINING CEN
NATO - SCHOOL OBERAMMERGAU (NSO}

NATO - SOF CAMPUS (NSTEP)

NATO - SPECIAL FORCE HQ (NSHQ)

NLD SCHOOL FOR PEACE OPERATIONS

OFFUTT AIRBASE

CLD DOMINION UNIVERSITY (ODU)

PEACE OPERATIONS TRAINING INSTITUTE (POTI)

PFP TRAINING CENTER

PCLAND'S NATIONAL DEFENCE UNMERSITY

PTEC - REGIONAL DEPARTMENT OF DEFENSE RESOURCES MANA,
PTEC - AUSTRIAN ARMED FORCES INTERNATIONAL CENTRE (AU
PTEC - CAIRO REGIONAL CENTRE FOR TRAINING ON CONFLIC

DTS, ~DICIC PAAKNASCIACAT AMO B TINATIONAL MDCDATICN)

Select Iteration Status:

4. User selects the course iteration (a light or dark blue box) from the Training Calendar and clicks on it.

Export To Excel 8 Printer Friendly

Iteration Details

Training Calenda
Iteration Id: 4154

Course Code: BIT-BI-21392
Course Title: NATO Defence Leadership In Building Integrity
Course
Start Time: 20/Apr/2017 8:00
Select Calendar Year: g End Time: 20/Apr/2017 17:00

Time Offset: (UTC +01:00 / UTC +02:00) Amsterdam, Berlin,
Bern, Rome, Stockholm, Vienna

Select Training Institution: | N4 S SECECH

Institution: NATO - School Oberammergau (NSO)

Select lteration Status: AC

Choose View: YEARLY | MONTE
123456

lember October November December

[Course Code  Course Title EDIT ITERATION APPLY USER APPLY SELF 017 2017 2017 2017

aal00001

AQP-AD- Introduction to
21590 Surface Based 1
Air Defence
BIT-BI- NATO Defence

21392 Leadership In b
Building
Inteqrity Course

5. The system loads the Iteration Details pop-op window. The user clicks on the Apply User button.
6. User enters the search criteria for the user and clicks Submit. Below is an example view of the search
performed for users with result set.
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User Application

Search for the person to be applied
Current Search:

LastName Contains % <- Remove from search

LAST NAME [+]| | CONTAINS
'
1234567801011 122> Record(s) 1 to 20 of 689
Last Name First Name Login ID Select
Alan Goss alanG Selecl]
Adam Hoss adamH123 Select]
Aho Jack jackaho Select]
Admin Jiffy Jiffy Admin Select]
Appleseed Johnny Jjohnappie Select]
Admin Nascar adminnascar elect]

| B

7. User selects a user and clicks on Select.

1234567891011125>> Record(s) 1 to 20 of 689

Last Name First Name Login ID Select
Alan Goss alanG Select]
Adam Hoss adamH 123 S 1]
Aho Jack jackaho Select]
Admin Jiffy JiffyAdmin Select]
Appleseed Johnny johnapple Select]
Admin Nascar adminnascar Select]

8. User clicks on the Select link and can apply to the iteration in the same way as it is described in the
previous sections.

14.5 Cancel Your Own Application

All users have ability to cancel an own course application

1. User visits e-ITEP system and logs in.
2. User navigates to Application > View Your Schedule
3. User selects the course and clicks on Cancel link under the Action column.
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View Your Schedule

Start Date between 130un/2016

141un/2017 i m

Login ID Organisation

Alpha Administrator AlphaAdmin casey dawley@ncia nato.int

‘You are pending for the following courses:

Course

Code Course Title Start Time End Time Training Institution

NATO NCO 15AUl2016 29/Julri2016 NATQ - School Pending POC Swap
1033 Orentation Course 8:00 Oberammergau (NSO) approval [View Joining Form|

Cancel
i etails]

4. The system loads the Cancel Application page and gives the user the ability to choose a Cancel Reason
and write Comments related to the cancellation.

Course Code Course Title Iteration Start Time End Time Training Institution

JIA-ED-1033 NATO NCO Onentation Course 3334 15MU2016 B:00 29/Julf2016 13:00 NATC - School Oberammergau (NSO)
Cancel Reason | APPLICANT NO LONGER AVAILABLE [~]
Comments

Do you wish to cancel this course registration?

Yes | No

5. The user clicks on the Yes link and the system shows the confirmation message to the user.

Cancel Application

4 Back

Login ID Organisation Organisation Code

Alpha Administrator AlphaAdmin casey dawleyv@ncia nato.int

Course Code Course Title Iteration Start Time End Time Training Institution

JIA-ED-1033 NATO NCO Crientation Course 3334 15/Julf2016 8:00 29/Julf2016 13:00 NATO - School Oberammergau (NSO)
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14.6 View/Approve/Cancel Pending Application

14.6.1 View Pending Application
Users with Roles e-ITEP Administrator, NATO ETOC Manager, National Training Manager and NATO HQ
Training Manager have the ability to View Pending Applications.

1. User visits e-ITEP and logs in.
2. User navigates to Application > View/Approve Pending Applications

Eaich Applicalion

Courss Acress Fenuisis

. Education & Individual Education & 1
=+ Training Requirements | = Opportun] v

3. View/Approve Applications page loads displaying user search filter. User enters search criteria and
clicks Submit.

View/Approve Applications

LAST NAME ~|l | conTans =

Billet: All

ot

4. The system loads a list of users that have pending applications.
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View/Approve Applications

Current Search:

LastName Contains % <- Remove from search
LAST NAME [=]|  CONTAINS =]

Post: All

APPEND/UPDATE SEARCH x F

First Name Last Name Login ID Organization Name Action
20130523NATOTM 20130523NATOTM 20130523NATOTM [View]
Anna Boros aboros [View]
itepSchoolAdmin itepSchoolAdmin itepSchoolAdmin [View]
jperezTM2 jperezTM2 jperezTM2 [View]
jpusernatonato2 jpusernatonato2 jpusernatonato2 [View]
lori kay lorikayabc iew]
Test Kay External testfoct [View]
Naina Madhan gkaurschool [View]
useriTestte sttsest thsi Madhan Testtesttsest thsi gkuser01 [View]
natomaritep natomaritep natomaritep iew]

14.6.2 View/Approve/Cancel Pending Application
Users with Roles Point of Contact ,ETOC Institutions Training Manager have ability to view/approve/cancel
pending applications.

Point of Contact Approval by Point of Contact is the first step in the Application Approval Process.

1. User visits e-ITEP and logs in.
2. User navigates to Application > View/Approve Pending Applications.

3. View/Approve Applications page loads displaying user search filter. User enters search criteria and
clicks Submit.
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View/Approve Applications

LAST NAME = COMNTAINS =

Billet All

it

4. User selects a user from the result list and clicks on View link.

View/Approve Applications

Current Search:

LastName Coniains % =-Remove from search
LAST HAME x| | CONTAINS |

Billet All

APPEND/UPDATE SEARCH f

First Name Last Name Login ID Organization Name Action

Joe User nainalz MNATO iew]
Joe User nainal23 NATO

5. Page reloads displaying pending application details. Below is an example view of the page.

View/Approve Applications

Back
Name Login ID Email Organization Organization Code
Jjpuserr 2 jp ato2 ip 1ato2 joan.perez@raytheon.com NATO AND PARTNER NATION 0

This user is currently pending for the following course(s):

First Name Last Name Login ID S;glgnaenlzatlon S Course Title Start Time End Time Action

jpuserr 2 jp ato2  jpuser 2 ACP- Arms Control 26/08/2017  26/08/2020 View Joining Form
AC- Implementation  8:00:00 17:00:00
2062 Orientation

Note: Previous Iteration(s) attended pane will also be displayed in the screen above only if the user has

attended previous iterations of the respective course.

6. User clicks on View Joining Form link.
7. The system loads the Joining Form and gives the ability to the user to save/approve / reject the
application. Below is an example of the screen.
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14.6.2.1.1 Reject Pending Application

1. User selects the View Joining Form link for a course and clicks the Reject button to cancel the pending
application for that course.

Billeting Polcy:
1. Srudents Bre encournged b use ta Trneg . it BUCn BarAEEE
sznﬂmwmﬁmsmmnmw:wnmm miblary PECASIY BN TEASION MOCUINNITANTS.
A "mo-abow” o let minute cancelation fss may e liad for studsnts who do rod canced thas ressnation in sdvance
Inummm
1 MWMMMHMWMMWFMMW&MDMWM|MW system
2 Upon comgiation of the registration, |:Mﬁmm¢mﬂhnmmnmm -] an in-
FrEcaEaing, lifen paymant. setunty, neapcration and sssamemaed o mmummm:mmmnﬂmm

2. System loads the Cancel Application page and a confirmation message is displayed ‘Do you wish to
cancel this course registration?’ User selects a Cancel Reason and / or fills in the ‘Comments’ field.

3. User clicks on ‘Yes’ to cancel the course registration or clicks on ‘No’ to undo the cancelation of the
course application. Below is an example view of the screen.
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Course Code Course Title Iteration Start Time End Time Training Institution

JIAED-1033  NATO NCO Ornientation Course 3334 150ul2016 800 29MJul/2016 13:00  NATO - School Oberammergau (NSO)
Cancel Reason | APPLICANT NO LONGER AVAILABLE ~]
Comments

Dio you wish to cancel this course regisiration?

Yes | No

4. Upon clicking ‘Yes’ for the cancelation of the course application, a confirmation message is displayed
on the screen and also an email is sent to the user (cc: all the POCs within user organization structure)
notifying them about rejection of the pending application.

Cancel Application

% Back

Login ID Organisation Organisation Code

Alpha Administrator Alphaddmin casey dawley@ncia nato.int

Course Code Course Title Iteration Start Time End Time Training Institution

JIA-ED-1033 NATO NCO Crientation Course 3334 154Julf2016 3:00 28/Julf2016 13:00 NATO - School Cberammergau (NSO)

14.6.2.1.2 Approve Pending Application
1. User selects the course via View Joining Form link and clicks the Approve button to approve the
pending application for that course.
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View/Approve Pending Applications

4 Back

Organisation Code

Alpha Administrator AlphaAdmin casey.dawlevi@ncia.nato.int NATO COMMAND STRUCTURE

This user is currently pending for ihe following course(s).

First Organisation Course

o Last Name Login ID i e Course Title Start Time End Time

Alpha Adminisirator  AlphaAdmin OPS- MNATO CBRN 200 Junf2016 24/ Junf2016 [view Joining Form
NC-3072  Defence and 2:00 K
Exercise Planning
Course

Billeting Policy:

1. Students are encouraged to use the Training Institution’s accommodation reservation services.

2. NATO - School Cberammergau (NSO) reserves the right to change reservations due to military necessity and mission reguirements

3. A "no-show” or last minute cancellation fee may be levied for students who do not cancel their reservation in advance

Registration Notes:

1. The applicant's personal information will be processed and stored in the NATQ - School Oberammergau (NSQ) data management system.

2. Upon completion of the registration, a confirmation message will be sent to the POC and applicant containing detailed administrative information on
in-processing, tuition payment, security, tr ion and accommedations. Registered students must bring a copy of their confirmation message with
them.

~ | have carefully read and agres with the statements above *

~| | have completed the intemal approve process. (Division/Branch Head/POC). *

m APPROVE REJECT

| | have received national approval. *

2. Page reloads displaying the conformation message as shown below.

View/Approve Pending Applications

4 Back

Your application form has been successfully submitted. The request will be reviewed and an email will be sent to you when the status of the application has
changed,

Login ID Email Organisation Organisation Code

Alpha Administrator AlphaAdmin casey dawley@ncia.nato.int NATO COMMAND STRUCTURE
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14.6.2.2 ETOC Institutions Training Manager

As discussed above in this document that there is Internal Application Method and External Application
Method. The internal application method allows e-ITEP to handle the entirety of the application process. The
e-ITEP System supports the external application method until the Training Institution Approval is required, as
the e-ITEP Training Institutions Manager approval/rejection in this case is handled outside the e-ITEP system
and the concerned users are informed about the application decision by the Training Institution via other means
of communication.

Steps mentioned below describe application handling by ETOC Institutions Training Manager for Internal
Application Method:

Approval by ETOC Institutions Training Manager is the final step in the Application Approval Process.

1. User visits e-ITEP and logs in.
2. User navigates to Application > View/Approve Pending Applications.

LOG0uT

Education & Individual Education &1
¢ Training Requirements | = Cpportuni v

3. View/Approve Applications page loads displaying user search filter. User enters search criteria and
clicks Submit.

View/Approve Applications

LAST NAME x| | CONTAINS =

Billet Al

i

4. User selects a user from the result list and clicks on View link.
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View/Approve Applications

Current Search:

Last Name Contains % <- Remove from search
LAST NAME [-] = CcoNTAINS =]

Post: Al

APPEND/UPDATE SEARCH

First Name: Last Name Login ID Organization Name Action

123456789 123456789 123456789 NATO AND PARTNER NATION y'ﬁw

j j jpusernatonato HQ ISAF View]
3 j 3 jpusematonato3 NATO AND PARTNER NATION View]

5. System loads the pending applications related to the user.

View/Approve Pending Applications

4 Back

Login iD Email Organisation Organisation Code

Alpha Administrator AlphaAdmin casey.dawley@ncia.nato.int NATO COMMAND STRUCTURE o

This user is currently pending for the following course(s):

First . : Course - - f
Name Last Name Login ID Code Course Title Start Time End Time

Alpha Administrator  AlphaAdmin OPS- NATO CBRN 20/unf2016 24/Jun/2016 View Joining Form
NC-3072  Defence and 2:00 T:00
Exercise Planning
Course

Note: Previous Iteration(s) attended pane will also be displayed in the screen above only if the user has

attended previous iterations of the respective course.

6. The user clicks on View Joining Form link and the system loads the Joining Form application page giving
the ability to the user to Save/Approve/Reject the application for the respective course iteration. Below

is an example Joining Form page.
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Request installation pass for a vehicle, if required? ¥es @No
Additional Remarks

Billeting Policy:

1. Students are encouraged to use the Training Institution’s accommodation reservation services.

2 NATO School Oberammergau (NS0O) reserves the right to change reservations due to military necessity and mission requiremenis

3. A"no-show” or fast minute cancellation fee may be levied for students who do not cancel their reservation in advance

Registration Notes:

1. The applicant's personal information will be processed and stored in the NATCO Schooel Oberammergau (NSO) data management system.

2 Upon completion of the registration, a confirmation message will be sent to the POC and applicant containing detailed adminisirative information on
in-processing, tuifion payment, security, transportation and accommodations. Registered students must bring a copy of their confirmation message
with them.

m APPROVE REJECT RESET

14.6.2.2.1 Reject Pending Application
1. User selects the View Joining Form link for a course and clicks the Reject button to cancel the pending
application for that course.

Additional Remarks

Billeting Policy:

1. Students are encouraged to use the Training Institution’s accommodation reservation services.

2. NATO School Oberammergau (NSO) reserves the right to change reservations due to military necessity and mission requirements

3. A"no-show” or last minute cancellation fee may be levied for students who do not cancel their reservation in advance

Registration Notes:

1. The applicant's personal information will be processed and stored in the NATO School Oberammergau (NSO) data management system,

2. Upon completion of the registration, a confirmation message will be sent to the POC and applicant containing detailed administrative infi tion on
in-processing, tuition payment, security, transportation and accommodations. Registered students must bring a copy of their confirmation message
with them.

3. System loads the Cancel Application page and a confirmation message is displayed Do you wish to
cancel this course registration?’ User selects a Cancel Reason and / or fills in the ‘Comments’ field.

3. User clicks on ‘Yes’ to cancel the course registration or clicks on ‘No’ to undo the cancelation of the
course application. Below is an example view of the screen.
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Course Code Course Title lteration Start Time End Time Training Institution

JIA-ED-1033 MNATO NCO Onentation Course 3334 150ulr2016 8:00 29/Juli2016 13:00 NATC - School Oberammergau (NSO)
Cancel Reason | APPLICANT NO LONGER AVAILABLE v

Comments

Do you wish to cancef this course registration?

Yes | No

4. Upon clicking ‘Yes’ for the cancelation of the course application a confirmation message is displayed
on the screen and also an email is sent to the user notifying rejection of the pending application.

Cancel Application

4 Back

Login ID Organisation Organisation Code

Alpha Administrator AlphaAdmin casey dawlevi@ncia.nato.int

Course Code Course Title Iteration Start Time End Time Training Institution

JIA-ED-1033 NATO NCO Crientation Course 3334 15Aulf2016 3:00 29/Julf2016 13:00 NATO - School Cberammergau (NSO)

Upon clicking “Yes’ for the cancelation of the course application a confirmation message is displayed on the
screen and also an email is sent notifying rejection of the pending application.

** [f the user has the role of ‘User’, an email is sent to the User with the Point of Contact, all accounts with

role of E-ITEP Administratorand all ETOC Institutions Training Managers of the respecting training institution
on copy.

** [f the user does not have the role of ‘User’, an email is sent to the User with the POC and all ETOC
Institutions Training Managers of the respecting training institution on copy.
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14.6.2.2.2 Approve Pending Application
1. User selects the course via View Joining Form link and clicks the Approve button to approve the
pending application for that course.

View/Approve Applications

Login ID Organization Organization Code

jpusernatonato2 jpusernatonato2 jpusernatonato2 joan.perez@raytheon.com NATO AND PARTNER NATION 0

This user is currently pending for the following course(s):

- . Organization Course Course - . .
First Name Last Name Login ID Name Code Title Start Time End Time Action
jpusernatonato2  jpusernatonato2  jpusernatonato2 2013-09- 2013-09- 05/09/2016 05/09/2020 View Joining Form]
05 FOC 05 FOC 8:00:00 17:00:00
Course Course
Additional Remarks

Billeting Policy:

1. Students are encouraged to use the Training Institution’s accommodation reservation sernvices.

2. NATO School Oberammergau (NSO) reserves the nght to change reservations due to military necessity and mission requirements

3. A "no-show” or last minute cancellation fee may be levied for students who do not cancel their resenvation in advance

Registration Notes:

1. The applicant's personal information will be processed and stored in the NATO School Oberammergau (NSO) data management system,

2. Upon completion of the registration, a confirmation message will be sent to the PGC and applicant containing detailed administrative information on
in-processing, tuifion payment, security, transportation and accommeodations. Registered students must bring a copy of their confirmation message
with them.

m approve | resect

4. Page reloads displaying conformation message as shown below.

03/09/2018 NATO UNCLASSIFIED Page - 144 -



View/Approve Applications

Bach

Your sppdication form has been successhully submitted

changed

Mame Login ID Email Organization QOrganization Code
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After the final approval by ETOClnstitutions Training Manager an application approval confirmation email is

sent to the ETOC Institutions Training Mangers, POC and the user.

In case of User, the approval confirmation email is sent to e-ITEP Institutions Training Mangers, all MPD

Admin, POCs and the user.

14.7 Course application for a METT Course Iteration

1. User visits e-ITEP system and logs in.

2. User navigates to Schedule > Search Course Iterations
3. User performs search for the respective iteration

4. User clicks on Self link under Apply column

Training Delivery
Title Language Start Time End Time Date Avail  Institution Iilﬁ‘l:li\;rﬁ(l)].lr.l Action ADDlY  pethod

Iteration Course Course Cutoff Seats Training

D Code

gkcourse  English 130un/2017  13MJun/2017 NATO - Test Edit

AQ- test 1 2:00 17:00 Maritime Location Cancell Sel
22054 Interdiction Frankfurt Wiew Roster L@%
Cperational Wiew Details
Training
Cenfre
(NMIOTC)

5. User clicks on Apply link under Status column

Apply Yourself in a Course Iteration

4 Back
Name Login ID Email Organisation Organisation Code
Alpha Administrator AlphaAdmin casey dawley@ncia nato.int

Click the "Apply” link next to the Course teration you wish fo apply in. To see Course Iteration details, click "View Details”.

Seats Available Training Institution City State Actions Status
faamense e NATO - Maritime Interdiction Operational Training Gentre (NI [View Details] {
130un/2017 17:00 loTe) [Send Comment] ‘&@l
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User fills in the Joining Form and clicks on the Submit button.

The course application is now Pending POC Approval.

POC approves/rejects the joining form as described in the previous section of this document.

Once the application has been approved by the POC, system sends an email notification to the
Application email address of the training institution containing the joining form. An email notification
containing the joining form details is also sent out to the contact email address of the mobile delivery
location with user and POC on copy.

10. The user can now see the course application under View Your Schedule with the status of Pending
METT Approval.

0O 0=

14.8 Course Access Requests:

The Course Access Requests page is used by Administrators to approve a user’s request for access to a WBT
that has the ‘Course Access Required’ field marked as ‘Yes’ in the ETOC>Edit/Add Course page.

Users with Roles e-ITEP Administrator, ETOC Institutions Training Manager have the ability to Approve or
Cancel access requests to restricted WBTs.

1. User navigates to Application > Course Access Requests.

Application | Testing Train

Apply Yourselfin a Course
Iteration

Apply a User in a Course
Iteration

Batch Application

ViewlApprove FPending
Applications

quests
View Available Seats
View Your Schedule

View User Schedules

2. User is directed to Access Required course Requests page, user enters the search criteria and clicks
Submit. Below is an example view of the page:
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Access Required Course Requests

Current Search:

LastName Conlains % < Remove from search
LAST NAME [x]| | conTans =]

Training Center. ALL

APPENDIUPDATE SEARCH || RESET

Organization
LE

First Name Last Name Login ID i

cris cris criscris
CrisMCDPOC  CrisMCDPOC  CrisMCDPOC
lori kay Ikaytest
MjUser ) mijslemko
MjUser s mijslemko

RG Testuser rgtestuseri

Course Code

Scorm2004Test
2013.025
elLeaming
loriWBTTest2004
WBT 12.3.13

testecourses

WBT 12.3.13

2013.025
elLearning

Course Title

Scorm2004Test
2013.025
eLeaming
loriWETTesi2004
WBT 12.3.13

testecourses

WET 123.13

2013.025
eleaming

3. User selects the desired user’s access request.

4. User clicks Approve link under action column to approve the user’s course access request. Upon
approval an email notification is sent to the user notifying that their course access request has been
approved. The user can then launch the WBT from the View Course Page of the respective WBT.

5. User clicks Cancel link under action column and enters the reason for cancellation to cancel the user’s
course access request. Upon cancellation an email notification is sent to the user notifying that their

course access request has been cancelled.

Institution

elearning
eleaming
eleaming

HQ Multinational Corps
NE { HQ MNCNE)
Command and Control
Centre of Excellence
(€2 COE)

HQ Muttinational Corps
NE { HQ MNCNE)
eleaming

Approve
Cancel
Approve
Cancel
Approve
Cancel
Approve
Cancel

Approve
Cancel

Approve
Cancel

Approve
Cancel
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14.9 Send Comments/Questions regarding Scheduled Course Iteration

Send Comment feature allows user to send their comments/questions for specific scheduled course iteration.
This feature is available to all the users of the e-ITEP System and is accessible via Self Application page and
User Application page, which is accessible from the navigation menu.

1. User visits e-ITEP system and logs in.
2. User navigates to Application > Apply Yourself in a Course

Schedule  Application | Testing Tl'llﬂ'ﬁllﬂ Records

Apply Yourself ina Cour:

Apply a User in & Course Iteration
Batch Application

View/Approve Pending Applications

Course Access Reqguesis

3. User selects the course from the Course drop down menu and clicks Submit.

Self Application

Organization Organization Code

Joe User GKaur@raytheon.com

Course:

Cil-CE-3175 - NMS CERTIFICATION AUTHORITY/ REGISTRION AUTHORITY OPERATOR

@

4. User selects the course iteration from the list of iterations and clicks on Send Comment link under
Actions column.
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Self Application
Backto Course List
Name Email Organization Organization Code
Joe User GKaur@raytheon.com
Course Code Course Title Course Active from Course Deactivated on
CI-CE-2175 NMS Certification Authority/ Registrion Authority Operator 12110/2012 101172016

Click the "Apply” link next o the Course Iteration you wish to apply in. To see Course lteration details, click "View Details”.

Seats

Available Training Institution i Actions
02/02/2014 8:15:00 [View Details]
to 10 Foreign Language Department Shumen [Send [Apply]
05/05/2015 9:00:00 Comment

12/09/2014 6:15:00

o NATO Communications and Information Systems School 5
13/09/2014 & (NCISS) Latina [Appiv]
19:00:00

5. System displays Comments/Questions window as shown in the image below.

Iteration Id: 858
. Course Code: CII-CE-3175
Self AppllCi Course Name: NMS Certification Authority/ Registrion Authority Operator

Please enter your comments/questions below(Word Limit: 1000 Characters):

| -

Back to Course List

Joe User

Course Code

Cll-CE-3175 1

Click the "Apply” fink r

1000 Characters left. Not allowed characters "<" and ">".

02/02/2014 8:15:00 View Details]

to 10 Foreign Language Department Shumen Send [Apply]

D5/05/2015 9:00:00 Comment]

12/09/2014 6:15:00 ;

1o NATC Communications and Information Systems School X iR

13/09/2014 g L] oo [Appiy]
(NCISS)

19:00:00 il

6. User enters their comments/questions and clicks the Send button.
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Back to Course List

Joe User

Course Code

CII-CE-2175 I

Click the "Apply” link

Iteration Id: 858

= Course Code: CII-CE-3175
Self App[ICi Course Name: NMS Certification Authority/ Registrion Authority Operator

Please enter your comments/questions below{Word Limit: 1000 Characters):

- =

This is an amazing course.

974 Characters left. Not allowed characters "<" and ">".

Status
02/D2/2014 8:15:00 [View Details]
io 10 Foreign Language Department Shumen [Send [2ppiv]
05/05/20159:00:00 Comment]
12/09/2014 6:15:00 e is
to 0 NATO Communications and Information Systems School ofina Send A
13092014 (NCISS) Cl_l:lmmenl 120l
19:00:00

7. System sends the user’s comments/questions to the ETOC Institutions Training Manager (School
Admin) of the Training Institution associated with the scheduled course iteration and displays a

confirmation message to the user.
8. User clicks the Close button.

Self Applici

Back fo Course List

Joe User

Course Code

CI-CE-3175

Click the "Apply” link r

974 Characters left. Not allowed characters "<" and ">".
Dale CLCEE Stﬂtus

Comments/Questions

Iteration Id: 858
Course Code: CII-CE-3175

Course Name: NMS Certification Authority/ Registrion Authority Operator

Please enter your comments/questions below(Word Limit: 1000 Characters):

This is an amazing course.

hctivated on

02/02/2014 §:15:00 [View Details]

to 10 Foreign Language Depariment Shumen Send [Appiv]

05/05/2015 9:00:00 Comment

12/00/2014 6:15:00 ;

to s NATO Communications and Information Systems Schoal o i Doltal

13/09/2014 (NCISS) altasy A [Appiy]
Comment

19:00:00

The above mentioned functionality is also accessible via User Application page (Application > Apply a user in

a Course Iteration).
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14.10 Printer Friendly Joining Form
The Joining Form has a printer friendly version. The Printer Friendly version is available from the View
Joining Form page. To access it:

1. User visits e-ITEP system and logs in.
2. User navigates to the View Joining Form page by either:
o viewing their schedule: Application > View Your Schedule > View Joining Form
o viewing another user’s schedule: Application > View User Schedule > Select > View Joining
Form
o viewing the course roster: Schedule > View Course Iterations > View Roster > Joining Form

Joining Form

NATO electronic
Individual Training and Education Programme

el TEP

 Back
Institution Name NATO - School Oberammergau (NSO}
Address Am Rainenbichl 54
Oberammergau
82487
Phone +49 8822 9481 1303
Email studentadmin@natoschool.nato.ing

Applicant Information:

3. On the Joining Form page, user clicks the Printer Friendly link in the blue instructional box.

Printer Friendly
Joining Form
NATO electronic
Individual Training and Education Programme
seNEE

4 Back
Institution Name MATO - School Oberammergau (NSO)
Address Am Rainenbichl 54

Oberammergau

82487
Phone +40 8822 9481 1303
Email studentadmini@natoschool.nato.int
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4. e-ITEP opens a new window with a printer friendly version of the joining form, and prompts the user to
print the form.

5. User clicks the Print button to print the form.

14.11 View Your Schedule

View Your schedule feature allows user to view their training schedule and also gives them the ability to View
Joining Form, View Details, Cancel their application. The user also has the ability to Swap user for a course
iteration. This feature is available to all the users of the e-ITEP System and is accessible through Application,
which is accessible from the navigation menu.

1. User visits e-ITEP and logs in the system.
2. User navigates to Application > View Your Schedule.

Apply a User in a Course lteration
Batch Application

View/Approve Pending Applications

Course Access Requests

Wiew Available Seats

View User Svhedules

3. User Schedule Page loads displaying the schedule of the user. User can also modify the Start Date
Between search filter and click Submit to perform specific search. Below is an example view of the
screen.
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View Your Schedule

Start Date between | 254an/2017

26/Jani2018 = m

Login ID Organisation Organisation Code

Alpha Administrator AlphaAdmin agkaur@raythneon.com

You are pending for the following courses:

Course Course - : ol e iteration Application
Code Titie Start Time End Time Training Institution Status Status

ADP-AD- aa100006 D1Auni2017

03Mun/2017 Albanian & Armed Active Pending POC Swap
12096 i

17:00 Forces Academy {Modified) approval View Joining Form
[Cancell
[view Details]

14.11.1 View Joining Form of Application
1. User selects the desired course iteration from the list and clicks on View Joining Form link under
Action column.

View Your Schedule

Start Date between | 25:an/2017

26iani207s w m

Mame Login ID Email Organisation Organisation Code

Alpha Administrator AlphaAdmin akaur@ravtheon com

You are pending for the following courses:

Course Course - 2 e oL iteration Application
Code Title Start Time End Time: Training Institution

Status Status

AOP-AC- aa100006 011 Junf2017 03Mun/2017 Albanian & Armed Active Pending POC Swap
12096 = 17:00 Forces Academy (Modified) approval View Joining Form

[Cancel

View Details]

2. Joining Form Page loads displaying the Joining Form of the selected course iteration. Below is an
example view of the screen.
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Joining Form

NATO electronic
Individual Training and Ed Programme

4 Back
Institution Name NATO - School Obsrammergau (NSO}
Address Am Rainenbichl 54
Oberammergau
82487
Phone +49 8822 9481 1303
Email studentadmin@natoschool.nato.int

Applicant Information:

14.11.2 POC OR Higher role applies a user in course iteration

POC or higher roles in the e-ITEP System have the ability to apply a user in course iteration. In this scenario,
user receives an email notifying them about the application and instructing them to navigate to Application >

View Your Schedule.

Below is an example view of the email which is sent to the user:

lefITEF' Leaming to: hvemon-nr 25112014 1557

" Action Required: Joining Form requires your input
— Show Details

Congratulations!

You are required to complete and submit the Jomning Form for the below course. Please log into e-ITEP system at e-ITEP system at hitps:/e-itep act nato int HomePage
and visit the Applications Stats section of the Welcome Page or navigate to Menu > Application > view Your Schedule. Once you have completed the Joining Form please
submit your changes. Your Point of Contact will then be notified that vou have completed the Joining Form_

Name : Halifax Walker

Login ID - alkcer

Course Title - STAGE_REGRESS_02.02

Email : hvernon-nr(@raytheon com

Cowrse Code : STAGE REGRESS 02.02

Start Time - 02/Dec/2014 8:00 (GMT +01:00)

End Time : 03/Dec/2014 17:00 (GMT +01:00)

Training Institution : Hungarian Defense Forces (HDF NCO Academy)
Course Notes -

Tteration Notes : Also test the waitlist

This is an automatically generated email sent by the e-ITEP System. Please do not respond to this email Mail received at this address is not monitored and will not be
responded to. If you need assistance please contact eitephelp@act nato int or visit e-ITEP directly at hitps://e-itep act nato int HomePage.

User access the Joining Form by following the steps mentioned below:

1. User visits e-ITEP and logs in the system.
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2. User navigates to Application > View Your Schedule.

Apply Yourself in a Course Iteration

Apply a User in a Course lteration

Batch Application

View/Approve Pending Applications
Course Access Requests

View Available Seats

View User Sy hedules

3. User Schedule Page loads displaying the schedule of the user. User can also modify the Start Date
Between search filter and click Submit to perform specific search. Below is an example view of the

screen.

View Your Schedule

Start Date befween | 25/an/2017

26/Janf2018

Login ID

Organisation Code

Alpha Administrator

AlphaAdmin agkaur@raytheon.com

You are pending for the following courses:

Course Course
Code Title

AOP-AD- 22100008
12096

Start Time End Time

01 Jun/2017 03Junf2017
= 17:00

A e iteration Application
Training Institution Status Status
Albanian & Armed Active Pending POC Swap
Forces Academy {Modified) approval Wiew Joining Form]
Cancell
View Details

4. User clicks on the View Joining Form link displayed under Action column for the respective course

iteration.
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Organisation Organisation Code

Login ID

Alpha Administrator AlphaAdmin agkaur@rayiheon.com

You are pending for the following courses:

Course Course . . o ot Iteration Application
Code Title Start Time End Time Training Institution Status Status
AOP-AD- 23100006 O1Jun/2017 031 un2017 Albanian & Armed Active Pending POC Swap
12096 8:00 17:00 Forces Academy (Modified) approval Tew Joiping Form!
Cancel]
View Detdlls

5. View Joining Form page loads, user then enters required data in the Joining Form and Saves/Submits

the Joining Form.

Additichal Aemarks

Billeting Policy:

1. Saudents ars sncoursged to use tha Tronm) insthulon's scc ¥ P ERSon

2 HATO Scnool Obeenmmangiu (NSO resarass the fight 5o changs masnabons dus %0 mitary ity e P B Me g i
3. A “ne-ahow™ or Wit minule Cancelation e may be lvied i students wha do 6t cancs B resenalion @ advinte
Regisiratbon Nobes:

1. The spgiant’s peeond informaton wil be piocedaed and slored o the NATD Scheel Dherantmegau (NSO dath mesagement srslem

2 Upon completion of tha /egistmition, a confrmation massags will be sent io the POC snd epplcant containing detafed sdmnisiatve miformation on in-

UCeNng, o Ll Ten, selurty ataporaten and picommmadalons Regrateted sudeniy must Beng o copy of thee senlrmaton ressage with Pan
[ huvn Cornbully inad and agres wcth the ssbenaents abowe *

| Furew complated the memal approve process. [Desson@neech Head POC) *

14.11.3 Submission of Saved Joining Form
User has the ability to access saved Joining Forms of his/her applications for course iterations by following the

1 Fawen recaved natcnal spproval *

steps mentioned below.

Note: The applications with saved Joining Forms have the application status as Pending.
1. User visits e-ITEP and logs in the system.

2. User navigates to Application > View Your Schedule.
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Application

Apply Yourself in a Course lteration
Apply a User in a Course lteration
Batch Application

View/Approve Pending Applications
Course Access Requests

View Available Seats

b

View User Shedules

v

3. User Schedule Page loads displaying the schedule of the user. User can also modify the Start Date
Between search filter and click Submit to perform specific search. Below is an example view of the
screen.

View Your Schedule

Start Date between | 254an/2017

26/Jani2018 = m

Name Login ID Email Organisation Organisation Code
Alpha Administrator AlphaAdmin akaur@rayineon.com

You are pending for the following courses:

Course Course - - s e iteration Application

Code Titie Start Time End Time Training Institution Status Status

ADP-AD- 23100008 01un/2017 03Munf2017 Albanian & Armed Active Pending POC Swap

12096 x 17:00 Forces Academy {Modified) approval Wiew Joining Form]
Cancell
View Details

4. User clicks on the View Joining Form link displayed under Action column for the respective course
iteration.
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Login ID Organisation Organisation Code

Alpha Administrator Alphaasdmin akaur@raytheon com

¥ou are pending for the following courses:

Course Course . " P S Iteration Application

Code Title Start Time End Time Training Institution Status Status

AOP-AC- aa100006 01 Junf2017 03 Jun/2017 Albanian & Armed Active Pending POC Swap

12096 8:00 17:00 Forces Academy (Modified) approval lew Joifing Form
Cancell
WView Defdlls

5. View Joining Form page loads, user then enters required data in the Joining Form and Saves/Submits

the Joining Form.

Bddimcnal Remarks

Bilsting Policy:

1. Sdents s sncouwrsged o use the Tremmg insStulon s sccomrmodaton mservalion semvces

2 HATO Senool Obsenmmangsu (NS0] resaras s Dighl 5o changs ressrvabans dos So mésary Ay B S e [y i
3. A “ne-shaw”™ or At minule canceflation e may be levied ot students whi do 0ot cancel B reseration 7 advince

Regntrabon Hotes:

1, The sppicant's phsonsl nformation will be precsssd and slorsd in the NATO School Dbemarmecgau (NSO dath mecagemnen! Iysism

2 Upon complation of the megisimion, o confrmation mevsags will be sent o the POC and applcent containng detaled sdmnisiatve afomiton on i

RS RANG, e DA, Selurty FatAporaten pnd asddenenadalnnn Reguaiead studenty mugt Beng 8 cegy of e senlemates testage with Pam
| havvn Corahully tndd and agres with the sabenents abores *

| rurow compdetnd the rremal spprove procesa. [Desson@reech Head POC) *

| e i e Bt enal SpEEoval b

14.11.4 View Details of Application
1. Userselects the desired course iteration from the list and clicks on View Details link under Action column.

You are pending for the following courses:

Course Course = ¢ P b Iteration Application

Code Titie Start Time End Time Training Institution Status Status

AOP-AC- aa100006 01Junf2017 03 un/2017 Albanian & Armed Active Pending POC Swap

12096 8:00 17:00 Forces Academy (Modified) approval View Joining Form:
Cancell

View %etails

2. View Details page loads displaying the Joining Form of the selected course iteration. Below is an example

view of the screen.
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Iteration Details

© Back

Iteration 4209

ETF Iteration ID 5314

ETF Iteration Code N2-02-A-17

Course Code INT-AS-2522

Course Title MATC Intelligence Course
Mobile Delivery No

Start Time 30/Janf2017 8:00

End Time 03/Feb/2017 13:00

Training Institution (Room) NATO - School Oberammergau (NSO)

Teaching Language English
Min Size 40
Max Size a0

Max Seats from Waitlist 0
Email Notify on Change No
Status Active (Modified)

Note: POC or higher roles also have the ability to Cancel their application and Swap user for a course iteration
from View Your Schedule depending upon their e-ITEP role permissions. (Refer to the section 14.10 below for
more details)

To Cancel the application, user clicks on the Cancel link displayed under Action column, fills in the
cancellation reason and clicks Yes link to confirm the cancellation.

To Swap user for a course iteration, user clicks on Swap link under Action column, select the user from the list
of users and clicks the Swap button.

14.12 View User Schedules

View User Schedules feature allows users with a Point of Contact Role or higher to view training schedule of
their employees and also gives them the ability to View Details of their employee’s applications, Swap/Cancel
their application depending upon user role in the e-ITEP System. This feature is accessible through Application,
which is accessible from the navigation menu.

1. User visits e-ITEP and logs in the system.
2. User navigates to Application > View User Schedules
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ETOC  Schedule Application = Testing  Training Records

Educatior
Oppol

INSTITUTIONS
NDC

TN

=

Apply Yourself in 2 Course Iteration

Apply a User in a Course lteration

Batch Application

View/Approve Pending Applications
Course Access Requests

View Available Seats

View Your Schedule

3. User enters the search criteria and clicks Submit.

User Schedule - User

LAST NAME [=]| | CONTAINS =

o

4. User selects the desired user from the list and clicks on Schedule link under Action column.

View User Schedules

Current Search:

Last Name Confains % <- Remove from search

LAST NAME [~

Last Name

Mantzouris
ABAHAZY
Abdel Wahab

CONTAINS  [V]

Record(s) 1 to 20 of 1137

First Name Login Id
Giorgios gmantzouris
DANIEL abahazy
Wael CCCPA1

Action

Schedule]
Schedule]
Schedule]

6. User Schedule Page loads displaying the schedule of the selected user. User can also modify the Start
Date Between search filter and click Submit to perform specific search. Below is an example view of

the screen.
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Start Date between | 25/4Jan/2017

26/Jan/2018 : m

Login ID Organisation Organisation Code

Alpha Adrministrator AlphaAdmin gkaur@raytheon com

You are pending for the following courses:

Course Course

- - s PP iteration Application

Code Titie Start Time End Time Training Institution Status Status

ADP-AD- aa100008 01Adun/2017 D3 dun2017 Albanian & Armed Active Pending POC Swap

12086 i i Forces Academy {Modified) approval Wiew Joining Form]
Cancel]
View Details

14.12.1 View Details of Application

1. User selects the desired course iteration from the list and clicks on View Details link under Action
column.

You are pending for the following courses:

Course Course

_ . - e lteration Application

Code Title Start Time End Time Training Institution Status status

AOP-AD- 23100006 01/Junf2017 03/Jun/2017 Alpanian & Armed Active Pending POC Swap

12096 800 17:00 Forces Academy (Modified) approval Wiew Joining Form
Cancel

Wiew Eetails

2. Iteration Details Page loads displaying details of the selected course iteration. Below is an example
view of the screen.
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Iteration Details

4 Back

Iteration 4209

ETF lteration ID 5314

ETF lteration Code N2-02-A-17
Course Code INT-AS-2522

Course Title NATO Intelligence Course
Mobile Delivery No

Start Time 30/Janf2017 8:00

End Time 03/Feb/2017 13:00

Training Institution (Room)

NATO - School Oberammergau (NSO)

Teaching Language English
Min Size 40
Max Size a0
Max Seats from Waitlist 0
Email Notify on Change No

Status

Active (Modified)

14.12.2 Cancel Application
1. User selects the desired course iteration from the list and clicks on Cancel link under Action column.

You are pending for the following courses:

Course " - S e Heration Application
Title Start Time End Time Training Institution Status Status
ADP-AD- aa100006 01Aunf2017 03 Jun/2017 Albanian & Armed Active Pending POC Swa
12096 8:00 17:00 Forces Academy (Modified) approval View Joining Form]
Cancel]

g:% I‘_P?Qetaiis

2. System loads the Cancel Application page and a confirmation message is displayed ‘Do you wish to
cancel this course registration?’ User selects a Cancel Reason and / or fills in the ‘Comments’ field.

3. User clicks on ‘Yes’ to cancel the course registration or clicks on ‘No’ to undo the cancelation of the
course application. Below is an example view of the screen.
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Cancel Application

4 Back
Name Login ID Email Organisation Organisation Code
Alpha Administraior AlphaAdmin casey dawley@ncia.nato.int

Eg:;se Course Title Iteration Start Time End Time Training Institution
OPS-NC- NATC CERN Defence and Exercise 3418 20Munf2017 24/3unf2017 NATO - School Oberammergau
3072 Planning Course .00 13:00 (NSO)

Cancel Reason | APPLICANT NO LONGER AVAILABLE ﬂ

Comments

Do you wish to cancel this course registration?

Yes | No

Upon clicking “Yes’ for the cancelation of the course application a confirmation message is displayed on the
screen and also an email is sent to the user notifying rejection of the pending application.

Cancel Application

4 Back

Login iD Organisation Organisation Code

Alpha Administrator AlphaAdmin casey dawley@ncia.nato.int

gglr:e Course Title lteration  Start Time End Time Training Institution
OPS-NC- MATO CERN Defence and Exercise 3419 200 Junf2017 24/ Junf2017 NATO - School Oberammergau
3072 Pilanning Course 5:00 13:00 (N3O)

14.12.2.1 A Note on cancelling course applications which start within 7 days

If the course iteration falls within 7 calendar days of the course application, then only higher roles (i.e. Admins
and training institution managers for the course) can cancel the application. When this is the case, the cancel
link appears in red, only for the higher roles. A sample screen is shown below:
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Course

Code Course Title Start Time End Time Training Institution Action

OPS-MA- Introduction to Maritime: 01/Jan/2013 31Man/2017 NATO School Oberammergau Wait Swap
3120 Security 1:00 1:00 (NSO) List View Joining Form

Cancel]

WARNING: Cancellation from the course within 7 calendar days of the start date is not allowed without authorization. Please contact your
Training Institution for assistance.

14.12.3 Swapping student for an Application
1. User selects the desired course iteration from the list and clicks on Swap link under Action column.

You are pending for the following courses:

Course Course g = i el Heration Application

Code Title Start Time End Time Training Institution Status Status

ADP-AC- -a3100006 0Mun/2017 03MAun/2017 Albanian & Armed Active Pending FOC W

12096 8:00 1700 Forces Academy {Modified) approval 1 oining Form
Cartel
View Details

2. This will open the Swap page. User selects the student from the drop down list to replace the current
student and clicks the Swap button to swap the students on the iteration. Below is an example view of
the Swap Users page to select the new student.

| Education & Training

Opportunities
e

Currently Applied:  Student, Ralph

Swap With: [ADMIN, JIFFY [=]

@

14.13 Manage Roster - Prior to Iteration Start
The options available on the iteration roster change depending on whether the course iteration occurs in the
future, or in the past. This example will examine the functionality available prior to an iteration start.

o Search for the existing iteration by clicking on Schedule, then search course iterations.
e Enter and submitting the search criteria.
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e The system returns search results based on the search criteria. To view the roster, click the View Roster
link.

Search Course Iterations

Current Search:

Course Code Confains % =- Remove from search

COURSE CODE [v] conTans [v]
Date Range 03/Sep2017 7| To | 10uun201e ]
Iteration Status ACTIVE [v]

APPEND/UPDATE SEARCH

123456789101112=22= Record(s) 1 to 20 of 421
g -
- = - Cutoff  Seats Delivery
Course Title Language  Start Time End Time Date Avail = z Apply Status Method
Naval Minewarfare English 04/Sepfl2017  08/Sep/2017 BELGIAN Edif]
Awareness Course 800 17:00 NETHERLANDS iew Roster]
(NATO) NAVAL MINE igl Details
(NMWAC-N) WARFARE
SCHOOL -
EGUERMIN
5022 AOP- JFAC English 04/Sep/2017  04/Sep/2017 10 COE - Air E dif] Active R
JF- Leadership Seminar 8:00 17:00 Operations View Roster]
51251 (JFAC LS) Centre of View Details]

Excellence (AQ
COE)

The system displays details of the iteration and provides a list of all Users applications including the application
status.

Iteration Roster

Back to lteration List

Upon conclusion of this Iteration, you will have access to enter grades and attendance.

Course: foc_gk1, foc gkl

Iteration: G

Location Civil-Military Co-operation Centre of Excelience (CIMIC COE)
Start Date:  26/09/2013 7:00:00 End Date: 26/09/2013 16:00:00
Min Size: 1 Max Size: 3

Class Roster

Apply Attendance  Proficiency
Phone Certificate Certificate
Number Status Number Number

Person Organization

POC D Last Name First Name Login ID City State

35221 Craig Lee craigles Applied Swap]
Cancell
Email User]
Joining Form
Print Certificate}

1. To swap a student's application with another student at that location, user clicks the Swap link under
Action column. Swapping will cancel the original application and then add the new application to the
roster.

e Attendance  Proficiency
phone PRV Certificate ~ Certificate ~ Action
= Number Number

35221 Craig Lee craiglee Applied S:
ng;!
Emizl User]

Joining Form]
Print Certificate]

Person
1]

Organization

Last Name First Name Login ID City State o oher

2. To cancel a user's application, user clicks the Cancel link under Action column.
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Attendance  Proficiency

Person 2 = = Organization Apply 2 5 =
POC Last Name First Name Login ID City State Phone Cerfificate Certificate Action

D Number Status Number Number

35221 Craig Les craigles Applied Swapl
Cancel
Ei User]
Joifmhg Form]
Print Certificate]

Note: if the course iteration starts within 7 calendar days, the Cancel link will only be available to higher roles
(i.e. Admins and Training Institution managers), and will appear in red.

3. To View the Joining Form, user clicks the Joining Form link under Action column.

et Attendance Proficiency
LpnEhon Phone Apply Certificate Certificate Action

POC
Number Status Number Number

Last Name First Name Login ID City State

Person
I

35221 Craig craiglee Applied [Swap]

[Cancell

[Email User]
Joining Form
Print lificate]

To download the roster to Excel, user clicks the Export Roster to Excel link. The Excel roster is a useful tool to
use as a sign-in sheet for a course.

If the course has a waitlist, a View Waitlist link will appear at the top of the roster. To view the waitlist, user
clicks the View Waitlist link in the action menu bar

The Waitlist Roster allows the user to cancel or swap a student's waitlist status. The waitlist operates on a first
in, first out priority, so a waitlist swap will allow the swapped-in user to have a higher spot on the waitlist than
if they simply applied for the course and became waitlisted.

14.14 Manage Iteration Roster - After Iteration End

After iteration ends, the system provides functionality for marking grading and attendance and recording Level
1 Evaluations.

e User navigates to Search > Search Course Iteration

Add Course iteration

Training Calendar
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e User enters the search criteria and clicks Append/Update Search button.

Search Course lterations

Current Search:

Course Code Confains % =- Remove from search

COURSE CODE [¥]| | conTANs [V
Date Range 28/Janf2017 | 7o 25/Janf2018
Iteration Status ACTIVE [v]

APPEND/UPDATE SEARCH ESET

e The system returns search results based on the search criteria. To view the roster, user clicks the View

Roster link.

Search Course lterations

Current Search:

Course Code Contains % <-Remove from search

COURSE CODE v | conTANs v
Date Range 19/Novi2015 | To | 19mMovzo16 =
12234567 Record(s) 110 20 07135

Seals
Avail

iteration Course Course Title Start Time

D Code

2740 CI-C8-  UHF TacSat English 23/Novi2015  27/Nov/2015 10
41287 Basic 0:00 0:00

2772 Cl-88-  New English 23/Novi2015  04/Dec2015 B
2043 Transportable 0:00 0:00

Satellite
Ground
Terminal

The system displays details of the iteration and provides a list of all users applications including their

application status.

To mark attendance and grading, user clicks the Attendance/Grading link displayed in the action menu bar

Training
Institution

NATO
Communications
and Infarmation
Systems Schoal
(NCISS)

NATO
Communications
and Information
Systems School
(NCISS)

Training
Delivery
Location

teszt

Edif]
Cancel

::f\ew ROSt&
View Det;

IEditi

Cancel

View Roster]
View Details]

User]
Self]
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Mlenaalmﬁﬁmml\ﬂ Export Roster to Excel @ Export All Rosters to Excel l Add Walk On User to Roster [l Download PIR il Print Access List @l Batch Print Certificates |
Iteration Roster

) Back to Iteration List

Course: STC-I0-2536, NATO Information Operations Course
lteration: 4245
Location:  NATO - School Oberammergau (NSO)

Start Date:  D9a/2017 8:00 End Date: 20/4an/2017 13:00
Min Size: 30 Max Size: 50
Class Roster
POC  PersoniD Last Name First Name Login ID city  State Organisation Number Phone Apply Status Attendance Cerfificate Number Proficiency Certificate Number Action
12024 Mantzouris Giorgios gmantzouris Applied Swa,

(Cancel
Email User
Joining Form|
Print Certiicate]

On the attendance and grading form, for each user, user selects an application status, attendance status, enters a
score type, and score, and optionally, enters an expiration date. The expiration date is the date that user’s credit
for that course will expire. User repeats the steps for each user displayed on the page and then clicks Submit.

Grading

4 Return to roster

Course: STC-10-2536
01-08-2017
Start Time: 09/Jan/2017 8:00
End Time: 200Jani2017 13:00
Location: NATO - School Oberammergau (NS0)
Instructor; Secondary Instructor:

Attendance

Grading

No

Present  Cancel Show

Withdrew N/A Score Type Expire Date

Giorgios
Mantzouris

O PASS [~ ag 24/Jan2019 =

Select All =3

Lo

To add a walk on user to the roster (a user that was not enrolled in the iteration), user clicks the A4dd Walk On
User to Roster link. User enters the User ID and clicks Submit.

Attendance/Grading ll Export Roster to Excel #l Export All Rosters to Excel il Add Walk On User to Roster [l Download PIR il Print Access List il Batch Print Certificates |
Iteration Roster

4 Back to iteration List

Course: STC-I0-2536, NATO Information Operations Course

Iteration 4245

Location:  NATQ- School Oberammergau (NSQ)

Start Date:  D@Jan/2017 5:00 End Date: 204Janf2017 13:00
Min Size: 30 Max Size: 50
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The system allows the higher roles to record Level 1 Feedback Results for the course iteration if the “Level 1
Evaluation” field on Edit Course Page is set to a value other than “None” for the respective course.

To record Level 1 Feedback Results, user clicks on Level I Feedback link displayed below Attendance/Grading
link in the blue instructional box. The Level 1 Feedback will open in a new window. User enters the student's
responses to the feedback form and clicks finish.

Customer Satisfaction Survey - Instructor Led Training

Page 1 of 1 Finish I

01: Please answer the following questions that relate to the value of this
training. {Optional)

Strongly
Disagree

Somewhat Strongly

Disagres Aaree agree Agree

This training
will help me
to be more
productive i L i i L
on my job,
now or in the
future.

I would
recormmend I I ~ ~ =
this training
to others.

Cwverall, this
training was L L ) i L
effective.

02: Please share any additional comments you may have to improve the
value of this training. (Optional)

I really liked this class]| =]

| -

User clicks Close to return to the roster. User repeats steps for each feedback response.

15 Testing

The Testing feature provides a list of assessments for all the courses. This feature helps the users to test their
knowledge related to a course by giving them the ability to launch and complete assessments assigned to the
courses. Upon completion of assessment by the user, the user is graded automatically by the system. The user
also receives a transcript for the respective course.

Below is an example view of the Placement Assessments feature accessible from the navigation menu.

Testing

Placem

The tests can be launched by clicking on the Launch link provided along with the Assessment Name and the
Course Name.
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Resouwces  Profiks  ndividusl Taming Plan  ETOC  Schedule  Applicaion  Testeg  TmmingRacords  Help Contacils - 10GoGT

]
Mo,

Placement Assessments

T bagin, icick the apprpnste ik

Assessment Name Course Name Limik
troduction to Engitess {Lgerch]
)0 Test {laench]
Shedy Test fageck]
nuGreen Samole | _Hﬂ'fj]i
Sdmeirate Tests

16 Training Records

The Training Records feature provides a list of transcripts for all the courses that a user has credit for. These
transcripts are grouped into Active and Inactive records. A transcript is categorized as an Active Record if it has
not expired and it belongs to an active course. A transcript is categorized as an Inactive Record if it has expired
or it belongs to an inactive course/legacy course.

16.1 View User Training Records
The View User Training Records feature, accessible from the navigation menu allows user with a Point of
Contact and Help Desk Admin Roles to search for their employees and view their Training Records.

Training Records | Help  ContactUs

ser Traning Reconds
View Your Training Records

Sel-Report Training

Below is an example view of a search performed on the View User Training Records feature, with results set.
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To find User Records, use the dropdown menus, enter your
“keyword" and click the Submit buiton.

Education & Training
Opportunities
TTRREE L

‘ Student

View Training Records

Current Search:

LastName Contains % <- Remove from search

LAST NAME CONTAINS

APPEND/UPDATE SEARCH ‘RESE]

Record(s) 1 to 20 of 691

Last Name First Name Login ID Organization i State Action
Admin Jiffy JiffyAdmin iew]
Admin Nascar adminnascar Tew
admin shelly shellyadmin lew]
Admin Test tadmin [View]
Administrator NATO naioadmin0 1 iew]
adminmed adminmed adminmecd iew
Aho Jack jackaho [View]

User clicks on View link to view a user’s Training Records. The next screenshot shows a sample Training
Record.

View User Training Records

4 Return to User List

Login ID Organisation Organisation Code

Giorgios Mantzouns i Mantzouri otc.gre nato int

Active: Current Common Training courses.
Inactive: These have been inactivated or are legacy courses.

View Transcript(s):
@pctive Cinactive

COURSE CODE[¥||  CONTAINS  [v|

Record(s) 1i01
Course  Title lteration Score Grade Date Expires Source  Audit Action
P Person 1D
ACP-5D- Security Policy, International 90 i 06/Augi2018  06/Dec/2019  Manual 35100 Edif;
1043 Relafions, and Information
Technology

16.2 View Your Training Records

Users can also view their own Training Records through the View Your Training Records feature, accessible

from the navigation menu.
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Training Records

View User Training Records
Vi yur Training Recorc

Self-Report Training

View Your Training Records

Login ID Organisation Organisation Code

Alpha Administrator AlphaAdmin casey dawley@ncia.nato int

Active: Current Common Training courses.
Inactive: These have been inactivated or are legacy courses.

View Transcrip(s):
®Active Cinactive

COURSE CODE[v]| | CONTAINS  [v]

SUBMIT

Record(s) 1o 6

Course Title Iteration Score Grade Date Expires Source L Action
I Person ID

ETE-CM- MATO Response Force (NRF) 34 | 08/Aug/2018 ETF Edit]

11722 Concept

ADP-AO- Introduction to NATO Surface 4761 P 25MJun/2018 ETE Edit]

21590 Based Air Defence

ADP-AOQ- mirtest 100 P 19/Jun/2018 18/unf2021 WBT 35100 Edit]

13401

ETE-CM- Sell Reporting 100 P 18/Jun/2018 Self 35100 Edit]

11 Wiew]

JPL-AA- NATO Information Knowledge 4526 70 B 22/Febf2018  07/Aug/2018  Manual 35100 Edit]

2678 Management {IKM) Course

ETE-CM- Self Reporting 90 P 24/Jan/2018 Self 35100 Edit]

11 View

16.3 Self-Report Training

Self Report Training feature allows users to add their own Training Records for the trainings which has been
taken by the user outside the e-ITEP. It helps the users to maintain all their training records in one central place.
This feature is available to all the users and is accessible from the navigation menu.

Training Records | Help  Confact

View User Training Records

View Your Training Records

rt Training

The screenshot below shows an example view of Add Training Record feature.
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Training Records

o ol s Tecoed, Bnier sl detme useng e OFDDacvwn Mendrs and beal EnTy Does. Chok submd 10 s3ve your changes. Redarsd bids
i Dy BN Sakersk °)

Add Training Record

) Return to User Transcripts

LastMame  Blarituris
Fiend Hame  Glorgios

17 Reports

Reports feature, accessible from the navigation menu provides a list of available online reports which users can
query to return a result set.

Admin Tools v Reporls  Bidding v

The Reports are scoped so that the list of reports that a user sees depends upon the user’s role. Below is an
example view of a portion of the online Reports available in the system.
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Application Reports

REPORT NAME REPORT DESCRIPTION

Application Report Application information and waitlist totals per course iteration and application information by user.
Qrganisation Application Summary Shows the status of all training events within an organisation {per user, per course).

‘Waitlist Report Displays the number of people on a waitlist for every course at a training center

e-l earning (WBT) Course Information Displays a list of users that have taken an eLearning Course including the start and completion of

the eLeaming Course.

Completion Reports

REPORT NAME REPORT DESCRIPTION

Course Completions (ORG) Course participation totals per individual organisation.

Course Completions (ORG - Archived) Course participation fotals per individual organisation (uses archived training record data).
Course Completions {User) Returns course comptetion detail information.

Course Completions (User - Archived) Returns course completion detail information (uses archived fraining recond data).
Course Mot Compieted (CRG) Total Mumber of participants by Organisation that have not completed a course.
Course Mot Completed (User) List of participants that have not completed a specific course.

QOrganisation Training Summary Snapshot of organisation users training status information.

Training Activity Report View Training Completion information within your Region, Zone, or District.
MPD Reports

REPORT NAME REPORT DESCRIPTION

Comprehensive Roadmap MPD Comprehensive Roadmap Repori.

Master Planning MasterFlanning

Utilisation Reports

REPORT NAME REPORT DESCRIPTION

Application Summary (LOC) Returns application info by training center.
Institution Utilisation Report Displays Institution uiilisations.

Instructor Utilisation Report Displays instructor utilisations.

Seat Gaps Report Gap/Surplus Analysis

ITEP Report Demand/Delivery analysis

Trends of Course Attendance Trends of Course Attendance

Test Engine

REPORT NAME REPORT DESCRIPTION

Level 1 WBT Report Export Level 1 Data for WBT Courses.
Level 1 VCT Report Export Level 1 Data for VCT Courses.
Level 1 ILT Report Export Level 1 Data for ILT Courses:
Level 2 Placement Assessment Test Report Export Level 2 Data for Placement Assessment Tests.
Level 2 Post Test Report Export Level 2 Data for Post Tests:

17.1 ITEP Report

The ITEP Report gives an analysis of mandatory/desired training requirements, demand data by ETFs, planned
solution, delivered solution and course completion for the selected course and year.

Below is an example of the ITEP Report, and an explanation of the fields in the report.
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ITEP Report

Current Search:

CourseTitle Cenfains acc =< Remove from search

COURSE CODE[¥]| | CONTAINS

3]
Training Institution ALL
Discipiine ALL
Area ALL
NATO Course Certification ALL
Year 2017[¥]

Baseline Date™

APPENDIUPDATE SEARCH

31/0cti2016

Course

Training Institution Code

Course Title

£l

Demand for Course
Mandatory

Demand for
Course Desired

Planned
Solution

Delivered
Solution

Course
Completions

Assessment (Delivered Solution -
Demand by ETFs)

Demand by
ETFs

AOP-AO-
13388
AOP-AO-
13301
MOP-C4-
21242
MOP-MO-
11212

Baltic Defence College
Baltic Defence College

BELGIAN NETHERLANDS NAVAL MINE
WARFARE SCHOOL - EGUERMIN
BELGIAN NETHERLANDS NAVAL MINE
WARFARE SCHOOL - EGUERMIN
BELGIAN NETHERLANDS NAVAL MINE
WARFARE SCHOOL - EGUERMIN
BELGIAN NETHERLANDS NAVAL MINE
WARFARE SCHOOL - EGUERMIN
BELGIAN NETHERLANDS NAVAL MINE
WARFARE SCHOOL - EGUERMIN

MOP-MO-
22043
MOP-MO-
3214
MOP-MO-
31241

autocoursel

autocoursel

Allied Worldwide Navigation Information system Course (AWNIS Basic)

Naval Minewarfare Awareness Course (NATQ) (NMIWAC-N)

NAVAL COORDINATION AND GUIDANCE TO SHIPFING (NCAGS)

Operational Planning Process Intro and 7 Questions Model Planning Course (NATO) -

(OPP-TQMP-N}
MCM exclusive Planning, Evaluation Rick Assessment and Decision Aid for Risk

0 0 0

B ==
o -

15
B B

© o o o o = o
I ]
IS Iz

Evaluation Software Tools Course (MCMEXPERT/DARE)

17.1.1 Course Fields (ITEP Report)

Field Name (Search)

Description

Course Selection

Choose the search criteria to be used when searching for the course. User can
search by Course Code or Course Title, select which type of search [contains, is,
begins with, ends with], and enter the text to search for

Training Institution

User can search by Training Institution (default is ‘All’)

Discipline User can search by Discipline (default is ‘All”)

Area User can search by Area (default is ‘All’). If a Discipline has been chosen, only
the areas which belong to this discipline can be selected.

NATO Course User can search by NATO Course Certification status [NATO Approved, NATO

Certification Selected, or Listed] (default is “‘All”)

Year User can search by year

Baseline Date

User can search by Baseline Date (default is Oct, 31th of the previous year)

Append/Update Search
Button

Updates the search criteria

Reset Button

Resets search criteria

Field Name (Table)

Description

Training Institution

Training Institution for matching courses in the system

Course Code

Course Code for matching courses in the system

Course Title

Course Title for matching courses in the system

Demand for Course
Mandatory

This shows the demand for the course by counting the manadatory training
requirement of the posts

Demand for Course
Desired

This shows the demand for the course by counting the desired training
requirement of the posts

Demand by ETFs This column dispalys the demand for the course which have been captured by the
administrator or school manager for the respective course and year. This number
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should ideally correspond to the demand for course mandatory and demand for
course desired

Planned Solution This is the total number of seats which were initially planned for the respective
course and year. This number is then reviewed by the school managers after
receiving the demand data.

Delivered Solution This is the total number of seats that were finally offered/delivered for the course
for the selected year. This number is produced after the analysis of the demand
data received by the school managers )

Course Completions This number shows how many users have completed the course in the selected
year.

Assessment (Delivered | This number shows if enough seats were offered as compared to the demand for
Solution — Demand by the course. Positive numbers indicate that more seats were offered/delivered as
ETFs) compared to the demand data; negative numbers mean that less seats were
offered/delivered compared to the demand data

17.1.2 Using the ITEP Report
1. Administrators and School Managers can access the report by navigating to Reports and clicking on
the link for the ITEP Report

Utilisation Reports

REPORT NAME REPORT DESCRIPTION

Application Summary (L OC) Returns application info by training center.
Institution Utilisation Report Displays Institution utilisations.

Instructor Uitilisation Report Displays instructor utilisations.

Seat Gaps Report Gap/Surplus Analysis

ITEF Report Demand/Delivery analysis

Trends of Course Attendance Trends of Course Aftendance

2. In the search fields, enter the search criteria that will be used to find the desired courses. Once all
search criteria has been entered, click the ‘Submit’ button.
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ITEP Report

) Back

COURSE CODE[v]| | CONTAINS  [] | aac
Training Institution ALL E|

Discipline ALL ~]

Area ALL 7
NATO Course Certification ALL [~]

Year 2017[+]

Baseline Date® 31/0cti2016 i

s

3. A table of matching courses and the demand and delivery metrics is displayed.

SRR G Demand forCourse  Demand for Demandby  Planned Defivered Course Assessment (Delivered Solution -
B C ErnE L Mandatory Course Desired ETFs Solution Solution Completions Demand by ETFs)
Balfc Defence Callge AOF-A0-  auocaursel 0 0 0 0 0 0 o
1288
Bailtic Defence College ADP-AD- autocoursel 0 o 0 o o 1] [+]
12301
BELGIAN NETHERLANDS NAVAL MINE MOP-C4- Allied Worldwide Navigation Information system Course (AWNIS Basic) 0 o 0 15 13 o +16
WARFARE SCHOOL - EGUERMIN 21242
BELGUAN NETHERLANDS NAVAL MINE MOP-MO-  Nawsl Minewarfare Awarensss Gourss (HATO) (NMIWAC-N) 0 o 0 15 15 0 «13
WARFARE SCHOOL - EGUERMIN 11212
BELGIAN NETHERLANDS NAVAL MINE MOPMG-  NAVAL COORDINATION AND GUIDANCE TO SHIPPING (NCAGS) o o 0 15 2 o 30
WARFARE SCHOOL - EGUERMIN 2043
BELGIAN NETHERLANDS NAVAL MINE MOP-MO- Operational Planning Process. Intro and 7 Questions Mode| Planning Course (NATO) - 0 o 0 12 28 o +24
WARFARE SCHOOL - EGUERMIN 31214 (OPP-TGMP-N)
BELGUAN NETHERLANDS NAVAL MINE MOP-MG- MO skclusive Planning, Evalustion Risk Assessment and Decision Aid for Risk 0 [ 0 10 1 o +10
WARFARE SCHOOL - EGUERMIN 324 Evslustion Safvrars Toals Courss (MCMEXPERTIDARE)
BELGUAN NETHERLANDS NAVAL MINE MOPMG-  SEAFCX TRAINING (NATO) 0 0 0 o o (] o
VWARFARE SCHOOL - EGUERMIN 32044
BELGIAN NETHERLANDS NAVAL MINE MOPMS-  Frinciple Warfare Officer specislization NMW Cours= (NATO) (PWO NMWEN) o o o 15 15 o 15
WARFARE SCHOOL - EGUERMIN 41213

A list of the table fields with their descriptions can be found in the section above in this document. Number
that are underlined in the table are links to different areas in e-ITEP. In the same way as the main report page
each of the sub pages has an Excel download functionality.

A description of the linking behaviour is below:
Link from “Demand for Course Mandatory/desired”

Clicking on a number from this column links the user to a report which shows the list of posts which contains
the selected course as mandatory/desired training requirement.
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ITEP Report

4 Back

Course Code: AQP-AQ-12085
Course Title: 32100001

Year 2017

Demand for Course Mandatory: |
NATO Course Certification: All

Training Centre: All

Record(s) 1101

Post Name Job Title Duration

PostA Title @ montns

Link from “Demand by ETFs”:

Clicking on a number from this column links the user to a report which shows the demand data added for the
course using the Demand for Courses Admin tool.

ITEP Report

4 Back

Course Code: AOP-AO-12150
Course Title: acc00001

Year: 2017

NATO Course Certification: All

Training Centre: All

Record{s) 1101

Organization Demand {No. of Seats) Last Updated on

MNATO ETEE\Training Institutions 5

25 Jan 2017 11:4%:00

Link from “Planned Solution”:

Clicking on a number from the Planned Solution column takes the user to a list of iterations for the course and
displays only active/active modified iterations for the selected course and year. Planned solution displays the
course schedule for the selected course which has been planned before the baseline date
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Planned Solution

 Back to ITEP Report

Current Search:

Course Code /s AQP-AO-12151 =- Remove from search
COURSE CODE [¥]| | conTAans  [¥]

Year 2017 [w]

Record(s)1to1

Course < i G Training Delivery
Title Start Time End Time Training Institution Location
555 ACP-AO- acc00002 DEMayf2017 19/Mayi2017 &y COE - Civil-Military Co-operation Centre of Active
12151 7:00 16:00 Excellence (CIMIC COE),

Link from “Delivered Solution”:

Clicking on a number from the Delivered Solution column takes the user to a list of iterations for the course and
displays active/cancelled iterations for the selected course and year. Delivered solution displays the overall
changes which were made to the course schedule of the selected year.

Delivered Solution

4 Back to ITEP Report

Current Search:

Course Code /s AOP-AC-12151 = Remove from search

COURSE CODE [~]| | conTains  []

Record{s) 110 2

Training Last :
Delivery Status Modified I[_)::; Modified
Location Details

Start Time End Time Seals | ihing Institution

Avail

acc00o02 01/Febi2017 01/Febi2017 COE - Civil-Military Co-
12151 8:00 17:00 operation Centre of Excellence

Active 25Manf2017

(CIMIC COE)
4555  AOP-AQ- acc00002 05/Mayl2017 19iMayf2017 5 CCE - Civil-Military Co- Cancelled  Status 260an/2017
12151 7:00 16:00 operation Centre of Excellence
(CIMIC COE)

Please note the iteration ids dispalyed on the Planned and Delivered pages link to the Iteration Changes page
which displays the history of changes which were made to the iteration.
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Iteration Changes

4 Back

Course Title Language

Start Tume

End Time

Cutoff

Seats L=

Available

Size Location  Status

Modified
Details

Change
Time

Change
Type

Changed By

Allied Worldwide Navigation

MOP-C4- = 01/0ct2018  05/0cl2018
Information system Course o
21242 (AWNIS Basic) 8:00 17.00
Allied Worldwide Navigation
MOP-C4- " 22/0ctf2018  26/0ct2018
21242 Information system Course 200 17:00

(AWNIS Basic)

Active

Course
iteration

Active
added

17.2 Course Completion (User) Report
The Course Completion (User) Report shows the list of users that have completed a course within a certain time
period. Below is a sample of the report. This report shows the completion by both user sources e-ITEP and ETF
Transcript and provides a complete picture of the course completion for the respective course.

Course Completions (User)

4 Back

Current Search:

Course Code Contains aop <- Remove from search

COURSE CODE  [~]| | CONTAINS  [v]
Transcript Score Date 26/Novi2016
User Source E-ITEP ]

APPEND/UPDATE SEARCH

Course  Course Iteration Organisation Organisation
Title D 1 2
AOP- ERcAdURaa 4232 NATO ETEE NATO
AD- COMMAND
12161 STRUCTURE
AQP- aa100001 4173 NATO ETEE NATO
AD- COMMAND
12085 STRUCTURE
AOP- aab00001 4164 NATO ETEE NATO AND
AO- PARTNER
12113 NATION
AOP- aab00001 4164 NATO ETEE NATO AND
AO- PARTMNER
12113 NATION

| To | 250an2017

Organisation 3

SACT NON-PE
ORGANISATIONS

Record(s)1to 4

Organisation Organisation
5 6

Organisation 4

NATIONAL LIAISON ~ ALBANIA
REPRESENTATIVES NLR
(NLR)

17.2.1 Report Fields (Course Completion (User) Report)

Start Time,
End Time

15/Juni2017
1mn

Login ID

acc0018

AlphaAdmin

aab0016

aab0017

24/Jan/2018
12:53

VANDENBROUCK,
Update FRANK

VANDENBROUCK,
Insert FRANK

Last Name Nationality
ARcasufisga  Mliyan Afghanistan
Alpha Administrator  Turkey
Joe User Afghanistan
Joe User Afghanistan

Rank

NATO

Civilian

Civilian

Civilian

Civilian

Score

Field Name (Search)

Description

Course Selection

Choose the search criteria to be used when searching for the
course. User can search by Course Code or Course Title, select

which type of search [contains, is, begins with, ends with], and

enter the text to search for

Transcript Score Date

Search within the dates the transcript was created for the course

completion

User Source

Choose between All, E-ITEP, and ETF Transcript. If user was

created using the course completion admin tool or via ETF
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Interface, then the user is created with user source as ETF
Transcript. (Default: E-ITEP)

Append/Update Search Button Updates table using updated search criteria

Reset Button Resets search criteria

Field (Table) Description

Course Code Course Code for matching courses in the system

Course Title Course Title for matching courses in the system

Iteration ID Iteration ID associated with the respective course iteration
Organisation 1 — 6 Lists the user’s organisations by organisation level

Login ID, First Name, Last Name, Gives details about the user which has completed the course
Nationality, Rank

Score, Attendance, Start Date, Gives details about the user’s performance in the course
Completion Date

User Source Shows the source of the user which completed the course, if the

user who completed the course was created via new user
registration or via add new user form then the source of the user is
e-ITEP.However, if the user was created as a result of the course
completion admin tool or via ETF interface, then the source of the
user is ETF transcript

Completion Notes Shows any additional notes associated with the course completion

17.2.2 Using the Course Completion (User) Report
1. Administrators and School Managers can access the report by navigating to Reports and clicking on
the link for the Course Completion (User) Report

Completion Reports

REPORT NAME REPORT DESCRIPTION

Course Completions (DRG) Course participation totals per individual organisafion.

Course Completions (ORG - Archived) Course participation totals per individual organisation (uses archived training record data).
Course Completions (User) Returns course completion detail information.

Course Completions (User - Archived) Returns course completion detail information (uses archived training record data).

Course Mot Completed (ORG) Total Number of paricipants by Organisation that have not completed a course.

Course Not Completed (User) List of pariicipants that have not completed a specific course.

Organisation Training Summary Snapshot of organisation users training status information.

2. In the search fields, enter the search criteria that will be used to find the desired course completions.
Once all search criteria has been entered, click the ‘Submit’ button.
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Course Completions (User)

4 Back

COURSE CODE [¥]| | CONTAINS

V]| |acc ®

Transcript Score Date E To | 25/Jani2017

26/Novi2016

User Source E-ITEP

<o R

3. A table of matching courses and course completion data including user details is displayed.

Course
Title

Course

Iteration
D

Organisation Organisation Organisation Organisation
1 2 5 6

Organisation 3 Organisation 4 Login ID Last Name Nationality Rank Score

eRcaolfidaa 4232 NATO ETEE NATO acc0D18 ABgaduiaa  Milyan Afghanistan ~ NATC

AO- COMMAND Civilian
12161 STRUCTURE

AOP- aa100001 4173 NATO ETEE NATO SACT NON-PE NATIONAL LIAISON ALBANIA AlphafAdmin  Alpha Adminisirator  Turkey Civilian 80
AO- COMMAND ORGANISATIONS  REPRESENTATIVES  NLR

12085 STRUCTURE (NLR)

AOP- aab00001 4164 NATO ETEE NATO AND aab0016 Joe User Afghanistan  Civilian
AO- PARTNER

12113 NATION

AOP- ‘aab00001 4164 NATO ETEE NATO AND aab0017 Joe User Afghanistan Civilian
AO- PARTNER

12113 NATION

An export to excel feature is also available for this report. Clicking on the export to excel button displayed in
the blue action menu bar will export the results returned on the page in the excel form.

17.3 Contact Details Report

The Contact Details Report allows the users with e-ITEP Administrator and NATO ETOC Manager roles to
search for courses, various point of contacts for desired training institution, discipline and area. This report also
give the ability to search for users. The selector mask for this report is very flexible and depends on the entity
the user has decided to search for.

Note: ACT Discipline Point of Contact role also has limited access to Contact details report (System allows to
search for Discipline and Area entity)

17.3.1 Report Fields (Contact Details Report)

Entity Field Name Search Filters N R
on Ul format)
Course Course Title %) %] %]
Course Code M %} %}
ETF Course ID %}
ETF Course Code M
Course Description %}
Keyword Search %)
Discipline M
Area M
Delivery Method %}
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NATO Course Certification

Training Institution

Course Status

NN

NI

OPR Action Officer Name

OPR-Email

OPR-Phone Number

OPR-Other Information

CO-OPR-Action Officer Name

CO-OPR-Email

CO-OPR-Phone Number

CO-OPR-Other Information

Course Director-Name

Course Director-Position

Course Director-Email

Course Director-Phone

Course Director-Fax Number

Discipline and Area

Discipline

Results are

exported into

word
document

NNy NNNNNREE RN

Area

Results are

exported into

word
document

=

Requirement Authority

SHAPE POC

Department Head

ACT Point Of Contact

Area POC

Training Institution

Training Institution

NATO ETF Accreditation

(I

NATO ETF Accreditation Expiry

Email

Phone

User

Last Name

First Name

Login ID

Post

User Status

Email

NN NN NN

NNNNNNN NN NN RRRE

Locked Out

User Source

Roles (+ Organisation)

Discipline

Traning Institution

NRERANE HEE (®

N

N
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17.3.2 Using the Contact Details Report
Administrators and School Managers can access the report by navigating to Reports and clicking on the link for
the Contact Details Report

Course Completions (ORG

Course Completions (ORG - Archived

Course Completions (User

Course G ions (User - Archived)

Course Not Completed (ORG!
Caurse Not Completed (User,
Organisation Training Summary
Training Activity Report

MPD Reports

REPORT NAME

Comprehensive Roadmap
Master Planning

Utilisation Reports

REPORT NAME

Application Summary (LOC!
Institution Utilisatiol ort
Instructor Utilisation Report
Seat Gaps Report

ITEP Annex Report

ITEP Report

Trends of Course Altendance

Test Engine

Course participation totals per individual organisation

Course participation totals per individual organisation (uses archived training record data)

Returns course completion detail information
Returns course completion detail information (uses archived training record data)
Total Number of participants by fon that have not completed a course.
List of participants that have not completed a specific course

Snapshot of organisation users training status information
View Training Completion information within your Region, Zone, or District

REPORT DESCRIPTION

MPD Comprehensive Roadmap Report
MasterPlanning

REPORT DESCRIPTION

Returns application info by training center

View contact details for Course. Discipline and Area, Training Institution and User
Displays Institution utilisations

Displays instructor utilisations

GaplSurplus Analysis

Yearly Individual Training & Education Programme (ITEP)

Demand/Delivery analysis.

Trends of Course Attendance

In the search fields, enter the search criteria that will be used to find the desired data. Following search masks
are available: Course, Discipline and Area, Training Institution and User. Once all search criteria has been
entered, click the ‘Submit’ button.The reports can be viewed and downloaded in Excel or Word format
(Discipline and Area).
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Here are the different views of the Contact Details Report depending on the selection:

Contact Details Report §C t t D 1‘_ | R r‘t
4 Back
Search By Course®  Discipine end Area O Training Instiution O User O
4 Back
Gurrent Search
Course Title Confaine acp < Remova from seerehy
e T conrans [ Search By Course O Discipline and Area O Training Institution ® userO
Dissiine AL =
ey AL =
Dy Matned AL
NATO Courss Certfastion | AL Training Institution ALL
Training Insttuticn AL
NATO ETF Accreditation ALL [~
Tt P
Recerd(s) 1102
Coree Course Title ol Training Institution status
GOGET-  NRF Alost Gommand Piationm (AGP)  Lisied NATO- Gommurications snd Informstion Sysiems.  Aclive
o Sonoo (NGISS)
G g:ﬁmﬁgxrsmWAcpm NATO Agpraved NATO - Communicatans and Informstion Systems  Inactive Search By: Course U Discipline and Area Training Institution User @
” LAST NAME CONTAINS
Contact Details Report
Post: All
“ Back User status ACTIVE
Search By Course O Discipline and Area O Training Institution O User @ Locked Out NO [&]
User Source E-ITEP
LAST NAME[¥] | | COMTAINS
Org Level 1
Post: All
Org Level 2 El
User status ACTIVE
Locked Out NO Org Level 3
User Sourse E4TEP Org Level 4
Roles Selection of POG, User roles would enable the org structure search filters. Similariy, selecfion of ETOG Institutions OrgLevel 5
Manager role would enable the Training Institution search filter and selection of Discipline Community of Interest role
would enable Discipline search filter. Recommendation: It is not recommended to select any of the above mentioned
roles in combination with another role belonging to & different search category Org Level 6
Osuper Administrator [CHelp Desk Admin
[le4TER Administrator [osint Of Conact Roles Selection of POC, User roles would enable the org structure se;
Manager rele would enable the Training Institution search filter
[OnaTo ETOC Manager Cvational Training Manager would enable Discipline search filter. Recommendation: Itis no
e et e bt roles in combination with another role belonging to a different si
iscipline Point Of Cantac raining Managsr
Lpiscipline Community of nterest. [User DSuper Administrator DHelp Desk Admin
CIETOC institutions Manager
[e-ITEP Administrator MPoint Of Contact
Contact Details Report

4 Back

Search By CourseO  Discipline and Area®  Training Instituion O User O
Discipline ALL (2]
Area ALL =

EXPORT TO WORD
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17.4 ITEP Annex Report

The ITEP annex report gives you an overview of yearly course offerings. The overview gives an insight into
total number of seats offered, demand by ETFs and demand vs seat analysis for every course for the respective
year. This report is used by HQ SACT to advertise course offerings for the year.

Below is an example view of the ITEP Annex Report, and an explanation of the fields in the report.

ITEP Annex Report

4 Back

COURSE CODE[¥]|  CONTAINS [v]

Discipline ALL ~]
Area ALL ﬂ
NATO Course Ceriification ALL [v]

Year 2018[~]

ITEP Annex Report
' Back

‘Current Search:

Course Code Confsins % < Remowve from search

COURSE CODE[%]| | CONTAINS  [¥]

Discipline ALL ﬂ'
Ares AL =
HNATC Course Certification ALL (]

Year 2013 [

APPENDIURDATE SEARCH [

Report Date: 03/5=pi2018 14:12

123458731011 1222 Record(s) 1 to 20 of 1023

Training Seas sl
ol Bvailable

JFAC Operations Residential ~ COE - Air

Course Oparsfions
“Basic’ (JFAC OC Centre of
B) Excaliance (A0

COE)

Air Joint AOP- JFAC Planning MATO Recidential  COE - Air o o (1]
Operafions  Force Alr JF- Course Approved Operaiions
(ADP) Command 31248 Centre of
R} Excellence (A0
COE)
Alr Jont ADP- JFAC Space Cell NATD Residential  COE -Air 0 o 4]
Operafions ~ Foree Alr  JF- Course: Approved Oparaiions
(AOP) Command 31252 Centre of
5 Excalience (A0
COE)
Alr Jaint ADP- Personnel Rewovery  NATO Residential  COE - Air o o o
Operafions  ForcaAlr  JF- Cordination Cefl ‘Approved Operaiions
(AR} Command 2760 Coursa ‘Centre of
(JF) Expelience (A0
‘COE)
Air Jaint AOP- JFAC MATO Residential ~ COE - Air o o o
Operations  Force Alr JF- Leadership Seminar  Approved Operstions
(ADP) 51251  (JFACLS) Centre of
(U7} Excellence (A0
COE)
Air Jomnt AQP- Initial Functional NATO Residential  NATO 10 5 ]
Operations ~ Force It JF- JFAC Training Selected Deployable Air
(ROF) Command 12365 {IFJT) ‘Command and
(U5} Control Centre
{DACCCT)
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17.4.1 Course Fields ITEP Report)

Field Name (Search)

Description

Course Selection

Choose the search criteria to be used when searching for the course. User can
search by Course Code or Course Title, select which type of search [contains, is,
begins with, ends with], and enter the text to search for

Discipline User can search by Discipline (default is ‘All”)

Area User can search by Area (default is ‘All’). If a Discipline has been chosen, only
the areas which belong to this discipline can be selected.

NATO Course User can search by NATO Course Certification status [NATO Approved, NATO

Certification Selected, or Listed] (default is “‘All”)

Year User can search by year

Append/Update Search
Button

Updates the search criteria

Reset Button Resets search criteria

Field Name (Table) Description

Discipline Discipline for matching courses in the system
Area Area for matching courses in the system

Course Code

Course Code for matching courses in the system

Course Title

Course Title for matching courses in the system

NATO Course NATO Course Certification for matching courses in the system
Certification
Delivery Method Delivery Method for matching courses in the system

Training Institution

Training Institution for matching courses in the system

Total Seats Available

Total number of Seats offered for the respective course in the system

Demand

This column dispalys the demand for the course which have been captured by the
administrator or school manager for the respective course and year

Demand Vs Seats

This number shows if enough seats were offered as compared to the demand for
the course. Positive numbers indicate that more seats were offered/delivered as
compared to the demand data; negative numbers mean that less seats were
offered/delivered compared to the demand data

17.4.2 Using the ITEP Report
1. Administrators can access the report by navigating to Reports and clicking on the link for the ITEP

Annex Report

Utilisation Reports

REPORT NAME

Application Summary (L OC)
Contact Details Report
Institution Utilisation Report
Instructor Utilisation Report
Seat Gaps Report

ITEP Annex Report €—————

ITEF Report
Trends of Course Attendance

2. In the search fields, enter the search criteria that will be used to find the desired courses. Once all search

REPORT DESCRIPTION

Returns application info by fraining center.

View contact details for Course, Discipline and Area, Training Insfitution and User
Displays Institution utilisations.

Displays instructor utilisations

Gap/Surplus Analysis

Yearly Individual Training & Education Programme (ITEFP)

Demand/Delivery analysis

Trends of Course Altendance

criteria has been entered, click the ‘Submit’ button.
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ITEP Annex Report

# Back

‘Current Search:
Course Code Confsins % <- Remowe from search

COURSE CODE[™]| | CONTAINS  [v]

Dizcipling AR CPERATIONS (ACF) [v]
Area ALL [

WATO Course Cerfification | ALL ]

Year 2018w ]

APPENDWPDATE SEARCH

Report Date: 03/5ep/2013 1432

1234507801011122 2> Recari(s) 1 to 200F 1023
NATO - i Total
Discipline Course Title Course pelveny ) Tieining Seats
Cerfification Available
Air Jioint ADP- JFAC Opearations MNATO Residential  GOE - Air o 1] ]
Operations  Force Alr JE- Courss Approved Diperstions
[ADP) Command 21250 "Basic” (JFAC OC Gentr= of
{JF) 8} Exceflence (A0
GOE)
Air Jaint ADP- JFAC Fianning MNATO Residential  COE - Air [ [V 0
Operations  Force Alr JF- Course Approved Operations
(B0F) Command 31248 Cantre of
() Exneflence (A0
COE)
Air Jioint ADP- JFAC Space Cell MATO Residential  CIOE - Air 0 1] i}
Operafions  Force Alr JF- Course Approved Dperations
{A0F) Command 21252 Centre of
(F) Exnellenca (A0
GOE)
Air Joint ADP- Personnel Revowery  NATO Residential  COE-Air Q 1] (1]
Operafions  Force Alr JF- Cordination Cell Approved Ciperations
{AOF) Command 3750 Course Centre of
(JF) Excellence (A0
COE)
Air Joant ACP- JFAC MATO Residential  COE- Air L] 0 0
Operafions Force Alr JE- Leadership Seminar  Approved Diperations
(8OF) Command 51251 {JFAC LE} Centre of
(JF) Exnellence (AQ
GCOE)
Air Joint ADP- Initi=l Functional MNATO Residential  NATO 10 5 5
Operations  Force Alr JF- JFAC Training Selected Deployable Air
{A0F) Command 12385 {IFJT) Gommand and
1F) Control Centre
[DACCE)

An export to excel feature is also available for this report. Clicking on the export to excel button displayed in
the blue action menu bar will export the results returned on the page in the excel form.

18 ADMINISTRATOR TOOLS

The Administrator Tools menu item consists of the following ADMIN features. The list of features that a user
sees depends upon the user’s role in the e-ITEP system.

Discipline and Area Tool
Post Admin Tool

Email Distribution Tool
News Editor
Organisations

kW=
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6. Manage Duplicate Profiles
7. APMS Dashboard Admin
8. Demand for Courses Admin
9. Pool Editor

10. Training Institutions

11. Course Completion Admin
12. Track Emails

13. Training Plan Admin

14. Certificate Signatures

15. Quick Link Admin

18.1 Key points for preparation of Organisation Structures
The information mentioned below is useful in preparation of NATO Organisation Post/Goal Structure (.CSV)
file for importing in the e-ITEP system. (Please use the attached NATO Organisation Post/Goal Template in the

Appendix)
Fields PE CE MPD
CE/PE Version Number | Year in which PE was CE Version Number. | Leave Blank
approved. IE: 2013 IE: 3.1, 18.0
Org Level 1 NATO NATO NATO
Org Level 2 Name of Headquarter. IE: | Name of NATO and Partner Nation
HQ SACT Headquarter. IE: HQ
SACT
Org Level 3 Division Level. IE: JFT Division Level. IE: PFP, Méditerranéen
JFT Dialogue, CC, ICI, Others
Org Level 4 Sub- Division Level. IE: Sub- Division Level. | Country. IE: Spain
JETE IE: JETE
Org Level 5 Branch Level. IE:E&IT Branch Level. Country. IE: Spain
IE:E&IT
Org Level 6 Section Level. IE: E&T Section Level. IE: Country. IE: Spain
Facilities E&T Facilities
PE or CE Post PE CE Leave Blank
Previous Post Number (1) | Leave Blank Only for CE Post Leave Blank
Previous Post Number (2) | Leave Blank Only for CE Post Leave Blank
Post or Partnership Goal | Current Post Number. [E: | Current Post Number. | PG Number. IE: A1976
Number G0002 IE: G0002
Job Title or Partnership Job Title Job Title PG Name
Goal Name
Rank Rank. IE: OR-1, Rank. IE: OR-1, Leave Blank
CIVILIAN CIVILIAN
Nation Nation. IE: Belgium IE: Belgium Leave Blank
Tour Of Duty Post Duration. IE: 3 Post Duration. IE: 3 Leave Blank
months, 6 months. (/n months, 6 months. (/n
months, include the word | months, include the
‘months’) word ‘months’)
Posting Start Date Only for PE Posts (format | Leave Blank. Leave Blank
mm.dd.yyyy)
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Mandatory Courses

In accordance with ETOC
Courses. IE: MSP-IS-
IAPDT

(And: ; OR: OR)

In accordance with

ETOC Courses. IE:

MSP-IS-IAPDT
(And: ; OR: OR)

In accordance with ETOC
Courses. IE: MSP-IS-
IAPDT

(And: ; OR: OR)

Desired courses

In accordance with ETOC
Courses. IE: MSP-IS-
IAPDT

(And: ; OR: OR)

In accordance with

ETOC Courses. IE:

MSP-IS-IAPDT
(And: ; OR: OR)

In accordance with ETOC
Courses. IE: MSP-IS-
IAPDT

(And: ; OR: OR)

Priority

Leave Blank

Leave Blank

Values are 1, 2, and 3
only.

Note for PE/CE: The PE/CE Version Number supports up to 2 places to the right of the decimal point, up to 8
places to the left of the decimal point. IE: 12345678.90. You can enter a whole number such as ‘18 or ‘18.0° or
‘18.00°. Display will trim off trailing zeroes after the decimal places. IE: 12.10 will display as 12.1, 12.0 will

display as 12.

18.2 ETOC: Discipline and Area Tools
This feature allows the User with e-ITEP Administrator, NATO ETOC Manager, ACT Discipline Point of

Contact and Point of Contact roles to add, view and edit the ETOC Areas and Sections, and is accessible from
the Admin Tools which is accessible from the navigation menu.

Testing Training Records Help Contact Us

LOGOUT

Discipline and Area Tool

Post Admin Tool

]

Email Distribution Tool

News Editor

Organisations »

Manage Duplicate Profiles

APMS Dashboard Admin

My Sch
Apply fi

Demand for Courses Admin

Below is an example view of search performed on the ETOC Discipline and Area Tools feature, with result set.
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View Discipline

To edit a discipline, click on the Edit link, fill in the appropriate information and click submit to save your entry.

Add New Discipline

View Discipline

DISCIPLINE[~]| | CONTAINS  [v|

12> Record(s) 1 to 30 of 31

Discipline Order Action

Air Operations {AQP) 1 [Edit]

Ballistic Missile Defence (EMD) 2 [Edit]

Building Integrity (BIT) 3 [Edit]
4 Edif]

Civil-Military Cooperation/Interaction (CMI)

18.2.1 Add/Edit Disciplines
1. User visits e-ITEP and logs in.
2. User navigates to Admin Tools > Discipline and Area Tool.
3. User clicks on Add New Discipline in the blue instructional box.

View Discipline

Tao edit a discipline, click on the Edit link, fill in the appropriate information and click submit fo save your eniry

Add New ﬁiscipline

View Discipline

DISCIPLINE[v]| | CONTAINS  [v]

4. System displays the add new discipline form, see example image below:
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Add Discipline
4, Back to Discipline View

Discipline Name *

Order *

Discipline Description *

Governance

Requirement Authority * GRADE 1 ﬂ
Address GRADE 1[v]
City GRADE 1[V]
State GRADE 1[¥]
Zip Code GRADE 1[v|
Country (SELECT ONE) v] GRADE 1[v|
Email * GRADE 1[¥]
Phone Number GRADE 1]

5. User fills in the required fields, the respective visibility grade for the given fields and clicks Submit
button. (Move the mouse over the Grade drop down menu to see the help text regarding the different
grade options)

6. User clicks on Back to Discipline View link

Depending on their role users are able to edit the core Discipline information:

*To Edit exiting disciplines, user clicks on Edit link under the Action column for the desired line, user makes
necessary changes and clicks the Submit button.

*To Delete existing disciplines, user clicks on Edit link, clicks on Delete this Discipline link in blue
instructional box and confirms the action by clicking Yes

Note: System only allows deletion of discipline if there is no course currently attached to the respective
discipline.

18.2.2 Add/Edit Areas
1. User visits e-ITEP and logs in.
2. User navigates to Admin Tools > Discipline and Area Tool.
3. User clicks on View Areas link in the blue instructional box
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View Discipline

To edit a discipline, click on the Edit link, fill in the appropriate information and click submit to save your enfry.

Add New Discipline

View Discipline

4. User enters search criteria and clicks Submit button

View Areas

Current Search:

AREA v CONTAINS v %
SUBMIT

12345= Record(s) 1 to 20 of 82

Discipline Area Order Action
Air Operations (ACF) Systems (AQ) 1 [Edit]
Air Operations (ACF) Air Policing (AP) 12 [Edit]
Ajr Operations (ADP) Joint Force Alr Command (JF) 13 Edit
Ballistic Missile Defence (BMD) Ballistic Missile Defence (MD}) 21 [Edit]
Building Integrity (BIT) Building Integrity (BI) 31 Edit
CIMIC & CMI (CMI) Civil Military Cooperation (CM) 41 [Edit]
CIMIC & CMI {CMI} Civil Military Interaction (CI) 42 Edit
Communications and information (CII) Communication Services (CS) 51 [Edit]
Communications and Information (ClI) Core Enterprise Sernvices (ES) 52 [Edit]
Communications and Information (Cll) Service Management and Control (SM) 53 [Edit]
Communications and Information (ClI) Community of Interest Services (CI) 54 [Edit]
Communications and Information (CHl) Information Assurance Services (IA) 58 [Edifi
Counter Improvised Explosive Device (IED) Counter Improvised Explosive Device (ED) 61 [Edifi
Counter Terrorism (CTM} Counter Terrorism (CT) 71 JEdit]
Cyber Defence Operations (COP) Cyberf Defence Operations (CD) 81 [Edifi
Education, Training, Exercises and Evaluation (ETE) EFEEAET) o1 [Edit]
Education, Training, Exercises and Evaluation (ETE} Education and Individual Training (IT} g2 Edit!

5. User clicks on Add new Area link in the blue instructional box
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Add Area

4 Back to Discipline Area Search

Discipline * AIR OPERATIONS [ACP) ¥,
Area Name *

Order *

Area Contact Information.

Area Point Of Contact GRADE1 v
Address GRADE1 v
City GRADE1 v
State GRADE1 v
Zip Code GRADE1 v
Country (SELECT CNE}) v GRADE1 v
Email GRADE1 v
Phone Number GRADE1 v
SUBMIT

6. User fills in the required fields, the respective visibility grade for the given fields and clicks Submit
button. (Move the mouse over the Grade drop down menu to see the help text regarding the different
grade options)

7. User clicks on Back to Discipline Area Search link

Depending on their role users are able to edit the core Area information:

*To Edit exiting areas, user clicks on Edit link under the Action column for the desired line, makes necessary
changes and clicks the Submit button.

*To Delete existing areas, user clicks on Edit link, clicks on Delete this Area link in blue instructional box and
confirms the action by clicking Yes

Note: System only allows deletion of area if there is no course currently attached to the respective area.

18.3 Post Administration

Post Admin tool feature allows the User with e-ITEP Administrator roles to add/edit/inactivate posts in different
levels of an Organisation Structure. Below is the Process Flow diagram of the Post Admin Tool feature.
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[Visit e-ITEF and logs in- [Select desired 1 desiced
Netgazn o (ganiaon | ana 2 il
| Tools= Biliet Admin Tool [from he drop down |the: drop down menu.
|t UpdateiAdd Billets menu
:
o T Update
= To add a new billet, fill in the required specification ¢ Gillet
2 ks with data and dlick on Add. To edit existing e S
E billst Giick on edit, maka nacessary changes and click ~
Update. Click Inactivate o inactivate the existing
2 billst ' e
g
i
e
the drop down menu

18.3.1 Add a New Post (Manually)

1. User visits e-ITEP and logs in.

2. User clicks on Post Admin tool feature accessible from the navigation menu.
e User navigates to Individual Training Plan > Post Admin Tool or
e User navigates to Admin Tools > Post Admin Tool

Individuai Training Plan | ETGE  Schedule

View Your Training Plan
View a Users Training Plan
Individual Training Flans

Seat Gaps Report

Testing Training Records  Help ContactUs = LOGOUT

Admin Tools.

Discipline and Area Tool

Email Distribution Tool
News Editor
Organisations »

Manage Duplicate Profiles

APMS Dashboard Admin
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3. User navigates through the 6 Level Organisation structure by selecting the desired organisation from the
drop down menu to locate the placement for the new desired post. (Note: The page will automatically
refresh once the Organisation is selected.)

4. User enters the Post Name, Job Title, Previous Post Numbers 1and 2 (only for CE posts), Post Duration,
Posting Start Date (for PE Posts only), Post, CE/PE Version Number, Rank, Nation and clicks on Add
link.

Note: If the Post is a PE Post then the field ‘Posting Start Date’ is a required field. By default the
system sets the field value as ‘NOT FILLED'. The user has the ability to choose the Posting Start Date
using Calendar Picker or by entering it manually in the DD:MM:YYYY format. If the Posting Start Date
is entered in the wrong format or if the field is left blank then upon Add or Update, the system will sets
the field value as ‘NOT FILLED’.

Post Admin Tool

Select Org Structure

Organisation 1 NATOETEE [¥]
Organisation 2 NATO COMMAND STRUCTURE  [V]
Organisation 3 (SELECT ONE) ~

Previous Post Number (1) Previous Post Number (2) Post Duration Posfing Start Date  Post. CE/PE Version Number *

IMONTHS [¥] CE[V] CMILIAN 4] (SELECT ONE) ™= Add

5. Upon clicking ‘Add’, the page reloads and the organisational structure is updated with the new Post.

18.3.2 Edit/Inactivate Existing Post (Manually)

User visits e-ITEP and logs in.

2. User clicks on Post Admin tool feature accessible from the navigation menu.
e User navigates to Individual Training Plan > Post Admin Tool or
e User navigates to Admin Tools > Post Admin Tool

—

3. User navigates through the 6 Level Organisation structure by selecting the desired organisation from the
drop down menu to locate the existing Post to edit. (Note: The page will automatically refresh once the
Organisation is selected.)

4. User locates the Edit link to the right of the Post that requires editing and clicks on Edit link.

Provious Past Humber {1) Pravious Post Number (2] n Posting Start Data  Post CE/PE Veraion Number

O10-LiE-xK Lornzn A na 12 montns NOT FILLED PE 1155269 chviian Ecuador
020-CO0-K1 Cogk {basls] 38 manthe NOT FILLED MM 5551 Chiian Calombla

maHIs X2 Historian 38 manths NOT FILLED 23 11500 chltan Venezusia, Sokearian Repusile OF i

3IMONTHE [w] cE[w] CMILIAN = SELECT ONE) [+

5. User makes the necessary changes to the Post and clicks on Update link to submit the changes.

Provious Post Humber 1) Pravious Post Number (2) Post Duration Poeting StartDate  Post CEIPE Varsion Number

10-LIE-X1 Librarian NA HA 2 marihs NOT FILLED PE 1155282 Gviian Eouaior

220-000-K1 Cack sk 38 WONTHE [x] e 1455341 crALIAN = coLonsia =

030-HISKZ Historian 26 mantns Kot FiLLED e 11500 chvitEn enezusis, Sotvarian Repusic Of Eair

03/09/2018 NATO UNCLASSIFIED Page - 196 -



O

NATO

e L e-ITEP Administrator User Guide

N e TEPR ¢

o

User clicks on Cancel link to cancel the changes made to the Post specification.
7. User clicks on /nactivate link to inactivate the selected post. This will remove the Post completely from
the organisational structure.

Administrators can also Add/Update Posts automatically by exporting the PE/CE NATO HQ Organisation
Structure .CSV file and importing it after adding/editing desirable post. (Refer Section 18.8.4)

18.4 Training Plan Admin
Training Plan Admin feature gives the ability to the administrators to manage Mandatory/ Desirable courses for
a Post and is accessible from the navigation menu. To add a post reference select Post Admin Tool.

Testing Training Records Help ContactUs  LOGOUT

Discipline and Area Tool
Post Admin Tool
Email Distribution Tool
News Editor
Organisations »
Manage Duplicate Profiles
APMS Dashboard Admin
My Sch
Apply fi Demand for Courses Admin
My T pg Editor
Resour
Training Institutions »
Course Completion Admin
Track Emails

Training nin 'h

Certificate Signatures

b= R

Visits e-ITEP and logs in, |Select Qrganization
[Navigates to Admin w{struciure from the drap.
Tools> Training Plan down menu

Adrhiin 10 add Mandatory
and desired courses for a
Billet

osing e spcied
e

Seictdesied ourse
wfrom the fist and enter
order number in Order
field and click on Add
COUTSE

EATEP Admin/NATO Admin
g

Process the Add course
request and updales the

Traiping Plan for the

irespeciive bilat and also

o e (=)
|Orgarization billt GS fe

System
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18.4.1 Adding Training Plan

1. User with e-ITEP Administrator role visits e-ITEP, logs in and navigates to Admin Tools >
Training Plan Admin.

2. User navigates through the 6 Level Organisation structure by selecting the desired organisation
from the drop down menu to locate the desired organisation structure. (Note: The page will
automatically refresh once the Organisation is selected.)

3. User selects the desired post from the drop down menu at the respective organisation level. (Note:
The page will automatically refresh once the post is selected.)

Post Administration

Select Org Structure

Organisation 1 NATOETEE [w]

Organisation 2 NATO COMMAND STRUCTURE ﬂ

Organisation 3 15T NATO SIGNAL BATTALION ﬂ
COrganisation 4 COMMAND GROUP ﬂ

Organisation 5 OFFICE OF THE COMMAMNDER NATO SIGNAL BA'I'I'ALIONﬂ
Organisation 6 {SELECT ONE) ﬂ

Select Post

ODN GXX 0010 (2016.1 EI—

ODN GXX 0020 }2&16.13 Please Select |
ODN GXX D030 {2016.1)
ODN GXX 0040 (2016.1)
ODN GXX D050 (2016.1)
ODN GXX 0060 (2016.1)
ODN GXX D070 {2016.1)
ODN GXX D080 (2016.1)
ODN GXX D090 (2016.1)

4. User clicks the Add Course button to add a Mandatory or Desired course.
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Post Administration

Select Org Structure

Organisation 1 NATOETEE [V]

Drganisation 2 NATO COMMAND STRUCTURE ﬂ

Organisation 3 18T NATC SIGNAL BATTALION ﬂ
Organisation 4 COMMAND GROUP L]

Organisation § OFFICE OF THE COMMANDER NATO SIGNAL BATTALION :ﬂ
Organisation & (SELECT ONE) ﬂ

Select Post

ODN GXX 0030 (2016.1)[¥]

Training Plan/Partner Nation Type

Mandatory/Desired

Mandatory E&IT Requirements Completed

Course Code Course Title

CI-C5-21327 NATO CIS Orientation for NCO

Desired E&IT Requirements Completed

There are no course associated to this section

Conditions  Order

CHANGE

Actions

ADD COURSE

Updates

Update
Remaove

ADD COURSE

5. User begins typing Course code and clicks the Search button or enters ‘%’ and clicks the Search
button to get list of all available courses in ETOC.
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Training Plan Admin

BACK

Search for courses by Course Code.

Search for Course

%

Course Code

OPS-MA-2009

OPS-MA-2100

OPS-MA-2101

OPS-MA-2102

OPS-MA-2103

OPS-MA-2520 M

OPS-MA-3110N

OPS-MA-3120 M

OPS-MA-3210 N

OPS-MA-3220 M

SEARCH
Course Code

Course Title

MIO Execution

Boarding Team MIO Tactical Planning

Boarding Team Psychology Course

Suspect Vessel's Crew Psychology in MIO

Boarding Execution

5000 Maritime Operational Terminology

1000 Command Team MID Issues

1000 Command Team MIC Issues

2000 Boarding Team Classroom Issues

2000 Boarding Team Classroom Issues

¥2 34586789140 .

Order

Add Course

Add Course

Add Course

Add Course

Add Course

Add Course

Add Course

Add Course

Add Course

Add Course

Add Course

6. User selects the desired course from the list of all available courses, adds the Order and clicks on
Add course link.

Post Administration

BACK

Search for courses by Course Code.

Search for Course

SEARCH
Course Code

sample
Course Code Course Title Inactive Order Add Course
Sample 10W Sample. 10W 10' Ad%Cuume
7. The course will then be added to the Individual Training Plan for the respective Post.
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Select Post

TSC FXX 0010 (2010) (=]

Training Plan/Partner Nation Type

Mandatory/Desired CHANGE
v E&IT Requil Ci ADD COURSE

Course Code Course Title Conditions  Order Actions Updates

Sample. 10W Sample 10W o Add OR Updale
Add Note Remove
Add Test

Desired E&IT Requirements Completed

There are ne course associated lo this section

18.4.2 And, OR between courses in mandatory, desired requirements
When user adds more than 1 course in mandatory, desired requirements of a post, then the user has choice to

make And or option between the two courses in mandatory, desired requirements. Below is an example view of
Training Plan Admin page.

Select Billet

I1C COMDEP 0020 (4} |

Training Plan/Partner Nation Type

Mandatory/Desired CHANGE

Course Code Course Title Conditions  Order Actions Updates

MSP-IS-MRT Mission Rehearsal Training o Add OR. Update
Add Note Remove
Add Test

MSP-S-IAPDT Individual Augmentee Pre-Deployment Add OR Update

Training 1

Add Note Remove
Add Test

Desired E&IT Reguirements Completed

There are no course associated to this section.

e In the screenshot above there are 2 course namely MSP-IS-MRT, MSP IS-IAPDT in mandatory
requirements.

e By default system adds And option in between the courses.

o In order to make a choice that is OR option between the two courses, user should click Add OR link
displayed adjacent to course MSP-IS-MRT.
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Training Plan/Partner Nation Type
Mandatory/Desired

Mandatory E&IT Reguirements Completed

Course Code Course Title Conditions  Order Updates

MSP-S-MRT Mission Rehearsal Training d Add OR Update
Add hde Remove
Add Test

MSP-IS-IAPDT Individual Augmentee Pre-Deployment Add OR Update

Training 1

Add Note Remove
Add Test

Desired E&IT Requirements Completed

There are no course associated to this section.

Below is an example view of the result screen, which shows that the mandatory requirement of Post ‘1JC
COMDEP 0020 (4)’ is MSP-IS-MRT OR MSP-IS-IAPDT course.

Training Plan/Partner Nation Type

Mandatory/Desired CHANGE
ry E&IT Requi Cc ADD COURSE

Course Code Course Title Conditions  Order Actions Updates
MEP-IS-MRT Mission Rehearsal Training Remove OR Update
0
OR Add Note Remove
Add Test
MSP-ISHAPDT Individual Augmentee Pre-Deployment Add OR. Update
Training 1
Add Note Remove
Add Test

Desired E&IT Requirements Completed

There are no course associated to this section.

18.4.3 Edit/ Update Individual Training Plan

1. User visits e-ITEP, logs in and navigates to Admin Tools > Training Plan Admin.

2. User navigates through the 6 Level Organisation structure by selecting the desired organisation from the
drop down menu to locate the desired organisation structure. (Note: The page will automatically refresh
once the Organisation is selected.)

3. User selects the desired post from the drop down menu at the respective organisation level. (Note: The
page will automatically refresh once the post is selected.)

4. User makes the desired changes like changing the Order of the course and clicks on Update link.
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Course Code Course Title Conditions  Order Actions Updates

000-Training-Gap  Training Gap Title o Add OR Update

Add Note Rem
Add Test

5. Admin also have the ability to Add/Edit/Remove a note, test for the course.

18.4.4 Remove Individual Training Plan

1. User navigates through the 6 Level Organisation structure by selecting the desired organisation from the
drop down menu to locate the desired organisation structure. (Note: The page will automatically refresh
once the Organisation is selected.)

2. User selects the desired post from the drop down menu at the respective organisation level. (Note: The
page will automatically refresh once the post is selected.)

3. User clicks on Remove link associated with the selected course to remove from the training plan for the
respective post.

Course Code Course Title Conditions  Order Actions Updates

000-Training-Gap ~ Training Gap Title = Add OR Update
Add Test Remove

Note: essential Edit Note Remove

Administrator can also Manage Mandatory, Desired courses for a post automatically by exporting the NATO
PE/CE HQ Organisation Structure .CSV file and importing it after adding/editing courses for desirable post.
(Refer Section 18.8.4)

18.5 Email Distribution Tool

This feature allows User with Help Desk Admin, e-ITEP Administrator role to send automatic email
announcements (general and important e-ITEP related information) to users of e-ITEP system, view, delete
active and inactive emails and to add new email. Emails can be targeted to broad audiences such as entire
Organisation structure, Roles, Posts, specific audience such as group of e-ITEP Login IDs, Email addresses, etc.

Note: The email address used to send email announcements are the ones linked to the user’s profile.
18.5.1 View/Edit active and inactive emails/ Add new emails

18.5.1.1 View active and inactive emails

1. User visits e-ITEP and logs in.
2. User navigates to Admin Tools > Email Distribution Tool.
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Post Admin Tool

News Editor
Organisations »
Manage Duplicate Profiles
APMS Dashboard Admin
Demand for Courses Admin
My Tral  poy Editor
Resour
Training Institutions »
Course Completion Admin
Track Emails
Training Plan Admin

Certificate Signatures

Quick Link Admin

3. View emails page loads displaying list of active emails

View Emails

View Inactive Emails Add New Email

Start

Subject Message Created/Updated by Date End Date Delete
Anew Hello, This email is to inform that a new course will be addedto ETOC In - Joe User 41012012 41122012 Delete
course 15 days

will be

added to

ETOC

@ E] Goto Page:| 4 14 Ej |g

4. To view Inactive emails, user clicks on View Inactive Emails link.

View Emails

Viewlnacti\.rﬁ Emails Add New Email

Subject  Message Created/Updated by g‘ai: EndDate  Delete
Hella, This email is to inform that 2 new course will be added to ETOC in Joe User 41012012 41212012 Delete
15 days,
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18.5.1.2 Edit existing email
1. User visits e-ITEP and logs in.
2. User navigates to Admin Tools > Email Distribution Tool.
3. User selects the desired email to edit from the list and clicks on Subject of the email.

View Emails

View Inactive Emails Add New Email

Start

Subject Message Created/Updated by Date End Date Delete
Anew Hello, This email is to inform that a new course will be added to ETOC in Joe User 41012012 471212012 Delete
course 15 days

will be

a 1o

ET

@ Goto Page:| 4 4 B

4. User makes the necessary changes and clicks Submit.

18.5.1.3 Add new email
Note: “Fields in the Add Course form which requires text to be included within the system, permits the
following application functions to display text in a readable format:

<u> underline </u>, <i> italics </i>, <b> bold </b>, <ul> bullet lists </ul>, <li> bullet lists </li> and
<br> line break </br>”

—

User visits e-ITEP and logs in.
2. User navigates to Admin Tools > Email Distribution Tool.
3. User clicks on Add New email link.

View Emails

View Inactive Emails Add Nef} Email

Start

pate End Date: [

Subject Message Created/Updated by

Anew Hello, This email is ta inform that a new course will be addedto ETOCin  Joe User 41102012 41222012 Delete
course  15days.

< (I [ooorae] 4 14 ] &3

4. User completes the Add New Email form and clicks Submit. Below is a portion of Add New email
form.
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Add New Email

4 Back to Email Distribution Tool
Translate

Required *
* From Address e!iephe\_'p_@act.na_tq.int
* From Name eI TEP

Reply To {use commas to seperate entries)
" Subject

* Message ® Teut HTML Preview

* Start Date

End Date

Frequency |MNone ¥

To Criteria (Use commas to seperate values)
®Custom Login ID Email Address

Crganisation ID Crganisation Number
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18.5.2 Opting Out of Email Announcements

All users of the e-ITEP system can opt out of receiving email announcements (general and important e-ITEP
related information) by setting the Send Training Email Announcements radio button under their profile to No.
(Note: This will not opt out the user from receiving automatic bidding emails.)

1. User visits e-ITEP and logs in.
2. User navigates to Profiles > Edit Your Profile.
3. User sets the Send Training Announcements radio button to No

Sefting "Send Training Email Announcement(s)” to Yes will authorise vour company to send special Training . Announcements to the email address
above ITyou select Mo and have provided an email address in your profile, you will continue to receive Session Application and Cancellation emails.

Send Training Announcement{s}* Yes !tgm

In Service 21/Now2012 i

Account Expiration Date o

Time Zone * (GMT +01:00) AMSTERDAM, BERLIN, BERN, ROME, STOCKHOLM, VIENMNA v

Automatically Adjust for Daylight Savings®  ®'yes No
4. User clicks the Submit button and save the changes made to the profile.

18.6 News Editor

News Editor Feature allows User with Help Desk Admin, e-ITEP Administrator, NATO ETOC Manager Roles
to place important messages on the Home Page and as pop-up messages. The News items are placed under the
header Status & News on the Home Page.
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Resources  Profiles  Individual Training Plan ETOC  Schedule Application Testing Training Records Help ContactUs LOG

Discipline and Area Tool
Post Admin Tool
Email Distribution Tool

"‘W

Organisations »

INSTITUTIONS

INTERN. ORGs
NATIONAL

Training Calendars APMS Dashboard Admin

Manage Duplicale Profiles

Demand for Courses Admin
Poll Editor

Training Institutions »
Course Completion Admin
Track Emails

Training Plan Admin
Certificate Signatures

Quick Link Admin

There is no Ceriification information ta display. Season Greetings [+ ]

Hot news: Spring is coming!
Course requirements subject to change.

Piease note that your Training Plan{s} are D B D B Version 3 Release °

sl Sl CERTIFICATE CERTIFICATES

completions based on current year SUMMARY The latest software version has just been
requirements, but the Certification Status is released to the production system. This
as of a specific date and time. contains many new and exciting features,

including a dedicated discipline role within the
system. Please contact the admin team if you
would like more information

S e o D T’ T T RS oot i s T T

18.6.1 View/Edit active and inactive News items and add new Message
This feature also allows the users to view/edit active and inactive News Items and add new message.

18.6.1.1 View active and inactive news items
1. User visits e-ITEP and logs in.
2. User navigates to Admin Tools > News Editor.
3. Active News Page loads. Below is an example view of the Active News page.

03/09/2018 NATO UNCLASSIFIED Page - 208 -



e-ITEP Administrator User Guide

News Editor

Displays aciive news messages details. To edit an active news massage, click the tithe of the news message. Click the Add New Massage link,

o add & new news message. Click the View Inactive News ltems link to viev the list of inactive news messages. |f you have trouble using the
search click on Help for more information.

View Inactive News Hems
Active News

Login Page

Order Type Title Message Start End Delete

Baneral Test news ftam test 02/5epi2013 20'Sep/2018 Die-Activase first

Information

Home Page

Order Type Title: Message Start End Delete

1 Genars]

Information

Test naws item fest 02/Sep/2012 20/8=p/2018 Die-Activate first

4. To view Inactive News Items, user clicks on View Inactive News Items link.

News Editor

Displays acfive news messages details. To edit an active news massage, click the title of the news message. 2 Add Mew Massage link,
fo add a new news message. Click the View Inactive News ltems link to view the fist of inactive news messa T you have trouble using the
seanch ciick on Help for more information.

View Inactive News Hems B Add New Message

Active News

Login Page

Order Type Start End

1] General Testnews item test 02/5ep/2018 20Sep(2018 De-Actiate first
Information

Home Page

Order Type Title Message Start End Delete

q Genersl Test news item fest 02/Sep/2018 20/5epd2018 Die-Activate first
Information
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18.6.1.2 Edit news items
Note: “Fields in the add new message form which requires text to be included within the system, permits
the following application functions to display text in a readable format:

<u> underline </u>, <i> italics </i>, <b> bold </b>, <ul> bullet lists </ul>, <li> bullet lists </li> and
<br> line break </br>"

1. User visits e-ITEP and logs in.
2. User navigates Admin Tools > News editor.
3. User selects the desired News Item from the list and clicks on Title of the selected News Item.

Active News

Login Page

Order Type Title Message Start End Delete

% General Amazing MNews This is just a testto check. 04/04/2012 05/04/2012 De-Activate first
Information a )

2 General Interasting Mews This is a second test 04/04/2012 06/04/2012 De-Activate first
Information

Home Page

Order Type Title Message Start End Delete

1 General Amazing Mews This is just a testto check 04/04i2012 050412012 De-Activate first
Information

2 General Interesting Mews This is a second test 04/0472012 06/04/2012 De-Activate first
Information

UPDATE

4. News Editor Page loads, user makes the desired changes and clicks the UPDATE FIELD button. Below
is a portion of News Editor Page displaying the selected News Item.
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Edit Message
HNews Title*
Test news item

HNews Text™

tast

Mews Category

GENERAL INFORMATION il

Start Date® End Date*
02522018 = 20/Sepl2018 =
Display Order*
1
Active
®yes No
Roles Pages
W= TEF Administrator MLogin Fage
MinaTO ETOC Manager MHome Page
MIACT Discipline Point OF Gontact

MIETOE Institufions Manager
MIDiscipline Community of Interest
IHelp Desk Admin

W INational Training Manager
WINATO HQ Training Manages
WIPgint OF Contact

Mluser

BELECT ALL ROLE® SELECT HONE
PREVIEW CHANGE ¥ UPDATE FIELD

18.6.1.3 Add new news item
Note: “Fields in the add new message form which requires text to be included within the system, permits
the following application functions to display text in a readable format:

<u> underline </u>, <i> italics </i>, <b> bold </b>, <ul> bullet lists </ul>, <li> bullet lists </li> and
<br> line break </br>"

1. User visits e-ITEP and logs in.
2. User navigates to Admin Tools > News editor.
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3. User clicks on Add New Message link.

News Editor

Displays active news messages details. To edit an active news message, click the fitle of the news message. Click the Add New Message link,

to add a new news message. Click the View Inactive News Items link to view the list of inactive news messages. If you have trouble using the
search click on Help for more information.

View Inactive News items | Add New@essage

4. User completes the Add New Message form and clicks the Update Field button. Below is an example
view of Add New Message Form.

o User enters a News Title
o User enters the News text
o User selects the News Category as General Information or Banner
o  When user selects banner image, the user must upload the banner image using the
browse button
o User selects the Start Date and the End Date of the News
o User selects the Display Order of the News Item(only numeric is allowed)
o User selects the Active radio button to Yes(to activate the News Item)
o User selects the Roles(User roles who will see the News Item)
o User selects the pages to display the News Item.
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Add New Message
Hews Title®
Test news itern

HNews Text*

tast

MWews Category

GENERAL INFORMATION [~]

Start Date” End Date*
1232201z = 11/Sepioie =
Display Order*
1
Active
®Yes  CNa
Roles Papges
M=ATER Administrator login Page
MnaTo ETOC Manager FHome Fage
MIACT Discipline Point Of Contact

HIETOG Institutions Manager
MDissipline Community of Interest
MHelp Desk Admin

Mational Training Manager
MIMATO HE Training Manager
MPoint 0f Contact

Mluser

SELECT ALL ROLES SELECT NONE

PREVIEW CHANGES UPDATE FIELD
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18.7 Poll Editor

This feature allows User with Help Desk Admin, ITEP Administrator, NATO ETOC Manager Roles to place
important poll questions for the group of Users on the Home Page to record user views. The poll question is
placed under the Status & News header on the Home Page.

Resources  Profiles  Individual Training Plan  ETOC  Schedule Application Testing Training Records  Help ContactUs  LOGOUT

Discipline and Area Teol
Post Admin Teol
Email Distribution Tool

Individual Training Plans for INSTITUTIONS
NI

NATO Command Structure News Editor

Organisations »

Resour
Manage Duplicate Profiles
APMS Dashboard Admin

Demand for Courses Admin

[ N

Application Stats: MY COURSES: 0 MY VCT COURSES: 0 -
Training Institutions »

Course Completicn Admin
Track Emails

Training Plan Admin

Cerlificate Signatures

Quick Link Admin

There is no Certification information to display Season Greetings (4]

Hot news: Spring is coming!
Course requirsments subject to change:

Hieasn (et oup brimi eSanidt e D B D 6 Version 3 Release °7

B CERTIFICATE CERTIFICATES
compietions based o cument year SUMMARY The Iatest software version has just been

18.7.1 View/Edit active and inactive Poll Items and add new Poll
This feature allows users to view/edit active, inactive Poll Items and to add new poll.

18.7.1.1 View active and inactive poll items
1. User visits e-ITEP and logs in.
2. User navigates to Admin Tools > Poll Editor.
3. Poll Editor Page loads displaying list of Active polls.
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Poll Editor

et
st ingche e | g1 b R

Chrdar Title Guestion Start Date End Dats Dl

1 Wha are you? Resuls) %’m‘ CA0APHI2  (MOTR0N2  DeAchaefint

4. To view Inactive poll items, user clicks on View Inactive Items link.

Poll Editor

Active

View Inactive items | Add New Pall

Order Title Question Start Date End Date Delete
1 Who are you? (Results) %t% 03/06/2012 04/07/2012 De-Activate first
Update |

18.7.1.2 Edit poll items
Note: “Fields in the poll editor form which requires text to be included within the system, permits the
following application functions to display text in a readable format:

<u> underline </u>, <i> italics </i>, <b> bold </b>, <ul> bullet lists </ul>, <li> bullet lists </1i> and
<br> line break </br>"

—

User visits e-ITEP and logs in.

2. User navigates to Admin Tools > Poll Editor.

3. User selects the desired poll from the list of Active poll items and clicks on the Question of the selected
Poll Item.
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Poll Editor

Active

View Inactive ltems | Add New Poll

Order Title Question Start Date End Date Delete
1 Who are you? (Results) = 03/06/2012 04/07/2012 De-Activate first

Pii@t?

4. Poll Editor Page loads displaying the selected poll item, user makes the desired changes and clicks the
Update Field button. Below is a portion of the Poll Editor page.

Poll Editor

Poll Editor:
Translate

Poll Title

[Who are you?
i

Poll Question =

Bre you a pilec?

Order [1_ |
Option Order Delete
1M i

add an option...

18.7.1.3 Add new poll

Note: “Fields in the add poll form which requires text to be included within the system, permits the
following application functions to display text in a readable format:

<u> underline </u>, <1> italics </i>, <b> bold </b>, <ul> bullet lists </ul>, <li> bullet lists </1i> and
<br> line break </br>"

—

User visits e-ITEP and logs in.
2. User navigates to Admin Tools > Poll Editor.
3. User clicks on Add New Poll link.
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Poll Editor
Active
View Inactive tems | Add w Pall
Order Title Question Start Date End Date Delete
1 Who are you? (Resuls) g#iyﬁfﬁ 03/06/2012 04/07/2012 De-Activate first
| Upit |

4. User completes the Add New Poll form and clicks the Update Field button. Below is a portion of Add
New Poll form.

Poll Editor

Poll Editor:
Translate

Poll Title

[Am | Genius?

Poll Question *

f course I am...

Order

Save poll to add Poll Options...

Show "Other" Option [
Allow user to change answer |

Allow users to view results before voting [

Start Date:
13:un/2016

18.8 HQ Organisational Structures

This feature allows User with e-ITEP Administratorrole to perform the following functions:

First upload of NATO PE/CE HQ Org Structure.

Manual creation/inactivation of a new NATO PE/CE HQ Org structure.

Manual amendment of an existing NATO PE/CE Org structure and training plans.

Automatic amendment/ inactivation of an existing NATO PE/CE HQ Org structure and training plans,
exporting NATO PE/CE HQ Org structure, making the amendments and importing the amended NATO
PE/CE HQ Org structure.

5. Replace an existing NATO PE/CE HQ Org structure and training plan for another entirely new PE/CE
HQ Org structure and deactivate the old PE/CE HQ Org structure.

el S
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This feature is accessible from the Admin Tools in the navigation menu.

Testing  Training Records  Help ContactUs  LOGOUT

Discipline and Area Tool

Post Admin Tool

Email Distribution Tool

MNews Editor

Export Organisations/Postf

. Goal Structure
Manage Duplicate Profiles .
Import Organisations/Post Structure

APMS Dashboard Admin
Orgamisation Hierarchy Tool

iy fi Demand for Courses Admin —
Organisation Manager

My Tra  pgy Editor

Resour
Tramming Institutions »

Course Completion Admin
Track Emails

Training Plan Admin
Certificate Signatures

Quick Link Admin

18.8.1 First time upload of NATO PE/CE HQ Org Structure

Users with e-ITEP Administrator role have ability to upload NATO PE/CE Org Structure for the first time. This
process will only be done once when NATO receives the e-ITEP software from NCSA. The steps are as
follows:

1. User visits e-ITEP and logs in.
2. User navigates to Admin Tools > Organisations > Import Organisations/Post Structure.
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Discipline and Area Tool
Post Admin Tool

Email Distribution Tool
News Editor
Organisations »

Manage Duplicate Profiles
APMS Dashboard Admin
Demand for Courses Admin
Poll Editor

Training Institutions »
Course Completion Admin
Track Emails

Training Plan Admin
Certificate Signatures

Quick Link Admin

3. User clicks on Browse and navigates to the location of desired NATO Organisation/Post structure

(.CSV file)

Import Organisations/Posts Structure

Export Organisations/Post/
Goal Structure

Import Orga

Organisation Hierarchy Tool %

Organisation Manager

Click on the Browse bution below to select the desired csv file for processing.

Import Organisations/Posts Structure

{2 Choose File to Upload: E

O\J M Desktop »
Organize » MNew folder
I Favorites
P Deskiop
& Downloads

] Recent Places

7 Libraries
[%| Documents
& Music
&) Pictures

B videos

M Comnuter

File name:

— | System Foider

- " Libraries
1=

& Gagandesp Kaur
‘ ‘ & System Folder

= I | Computer
| Sy ctem Folder

«  |AllFiles (**) -
o

4. User selects the desired .CSV file and clicks on Open.
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/& Choose File to u;ﬂmﬁ “i = -
GO ~[2 » Computer » 1093445 (\\RUEFILE rum.eu.ray.com\Userdirs) (H) — B E .. B
Organize > New folder - 3 @
& s ~ Name Date modified Type Size B Suggested Sites = B W
B Desktop & img-2060908-0001 3/7/20121130AM  Adobe Acrobat D... 1974 KB
18 Downloads T img-Z060909-0002 3 Adobe AcrobatD... 957 KB
% Recent Places | ] NATOOrganizationsEillets 3. 26_2012 Microsoft Office E T12K8|
{3 secpter 2827 Microsoft Office 534KB
4 Libraries ) TreiningGap.633_DesiredEAnd[TRequire... Microseft Office E... 21k8
[ Documents 51] UAT ISSUES Trackingvl 3A5/20121155 AM  Microsoft Office E... 13k8
& Music
[ Pictures E
B videos
™ Computer
&L, Local Disk (C)
5 1099445 (WRUEFILE.rum.eu.ray.com\Userdirs)
5 Courseware Library (V\RUEFILERUM.EURAY.C
8 RUENTI (1\RUEFILE RUM.EURAY.COM] (0:)
5 PUBLIC (\\RUEFILE.RUM.EURAY.COM) (P:)

53 GROUPX (\\RUEFILE.RUM.EURAY.COM) ()
3 netlogon ({\rum.eu.ray.com) (Z)

File name: NATOOrganizationsBillets-3_26_2012 v | AllFiles (%) b3
L3

File to Upload (Click Browse to locate the fils you wish to upload)
Browse
(*.csv files only)

Additienal Emails (use semicolon o separate multiple addresses)

5. User clicks the Analyse File button to start file validation.

Import Organizations/Posts Structure

Fiw by Upload nlick Browad i tocsty i Bl pou wish b oploae])
M \MATO O ganahonsEslists-3_26_2017 cov _Bﬂm T |
[ &y s anfy)

Agdbanal Emsls (GTe SETCoHn [0 Iparals muSiphe a0oresaes)

*-'ﬂrifg'ﬂi Cancel

6. If the file analysis returns error, user makes necessary changes and saves .CSV file and repeats from
Step 2 onwards.

Import Organizations/Posts Structure

ERAGA PE o CE fal [ doesn® misl - Row 4

Fia by Uphoad iok Browie o lwhh e ol with b weload)

Bttt
(* owv Bimn ooty

Aabizngl Emads reee semicslon I sespaali muBipie addrriani)

7. If the file analysis returns no error, then the system displays the analysed summary of the .CSV file.
User clicks the Upload File button to initiate the uploading of selected .CSV file
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Import Organisations/Posts Structure

File to Upload: NATOOrganizationsPosts-7_27_2016.csv
Additional Emails:

Analyse Summary:

Mumber of Org Level 1's being acded: 0
MNumber of Org Level 2's being added: 0
Number of Org Level 3's being added: 0
Number of Org Level 4's being added: O
Number of Org Level 5's being added: 0
Mumber of Org Level &'s being added: 0
Number of Posis being added: O
Number of Posts being updated: 0

8. NATO Organisation/Post structure.CSV file has been successfully uploaded.

Import Organisations/Posts Structure

File has been successfully uplcaded; NATOOrganizationsPosis-7_27_2016.cav
Notification email with the log file has been sent to: Frank. BENDER@shape.nato.int;

Commit Summary:

Mumber of Org Level 1's added:
MNumber of Org Level 2's added:
Number of Org Level 3's added:
Mumber of Org Level 4's added:
MNumber of Org Level 5's added;
Mumber of Grg Level 6's added:
Number of Posts added: 0
Mumber of Posts updated: 0

ocooooo

Please click on the date to view the log file: 7/2772016 12:34:00 PM

9. Upon completion of the file uploading process an email is sent to the Administrator who imported the
CSV file notifying the file import status with log file as an attachment. User clicks return to go back to

Organisation > Import Organisation/Post structure.
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18.8.2 Manual creation/inactivation of NATO PE/CE HQ Organisation Structure

Below is the Process Flow diagram of Manual creation/ inactivation of NATO PE/CE HQ Organisation

structure.

E-ITEP Admin/NATO Admin

Seloct desired
Org level & from

End e

18.8.2.1 Manual Creation of a new NATO PE/CE HQ Org structure

1. User visits e-ITEP, logs in and navigates to Admin Tools > Organisations > Organisation Hierarchy

Tool.

2. User navigates through the 6 Level Organisation structure by selecting the desired organisation from the

drop down menu to locate the placement for the new Organisation level. (Note: The page will

automatically refresh once the Organisation is selected.
3. User clicks the Add Org Level button.
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Organisation Hierarchy Tool

Hierarchy Tree

i i MATO ETEE T
Organisation 1 NATOETEE [¥]

Organication 2 NATO COMMAND STRUCTURE  [¥]

Organisation 3 {SELECT ONME) vl

INACTIVATE ORG LEVEL 2 ADD ORG LEVEL 3

4. User enters the new Org level name and clicks Submit.

Organisation Hierarchy Tool

Please enter the name of the new org level below and click submit.

Org Level 3 Name: | TEST NEW NAME

Hierarchy Tree

Organisation 1 NATOETEE [¥]

Organisation 2 NATO COMMAND STRUCTURE [¥]

Organisation 3 (SELECT ONE) [+]

5. The new desired Org level has now been created and updated in the NATO Organisation structure.
6. User clicks the Return To Org Hierarchy button.

03/09/2018 NATO UNCLASSIFIED Page - 223 -



&

NATO

e e
OTAN "a*;J T'E

B ot senices e-ITEP Administrator User Guide

Organisation Hierarchy Tool

The new org level was created successfully.

RETURN TO ORG HIERARCHY

Hierarchy Tree

MNATO ETEE

Organisation 1 ATOETEE |[v]

Organisation 2 NATO COMMAND STRUCTURE [V]

e (eF ErT OINE
Organisation 3 (SELECT ONE) [+

7. User repeats steps 1 to 6 for adding any level of Organisation structure.

18.8.2.2 Inactivation of NATO PE/CE HQ Org structure

1. User visits e-ITEP, logs in and navigates to Admin Tools > Organisations > Organisation Hierarchy
Tool.

2. User navigates through the 6 Level Organisation structure by selecting the desired organisation from the
drop down menu to locate the existing Organisation level to inactivate. (Note: The page will
automatically refresh once the Organisation is selected.

3. User clicks on Inactivate Org level button.

Organisation Hierarchy Tool

Hierarchy Tree

NATO [~]

m

Organisation 1

Organisation 2 NATO COMMAND STRUCTURE [¥]

QOrganisation 3 TEST NEW NAME [v]

Organ@ Mo records exist at this level.

INACTIVATE ORG LEVEL 3 ADD ORG LEVEL 4

4.  User clicks on Yes to confirm the inactivation of selected Organisation level.
Note: Please read and confirm the summary of the changes being made to each Organisation level

jon level
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Organisation Hierarchy Tool

Flease confirm the changes being made to each Organisation Level then choose Yes or Mo:
MNumber of Organisafion Level 2's being inactivated: 0
Number of Organisation Level 3's being inactivated: 1
Number of Crganisation Lavel 4's being inactivated: 0
Number of Crganisation Level 5's being inactivated: 0
Number of Organisation Level &'s being inactivated: 0
Number of users being moved to the Nations = NON-NATO ion Structure: 0

Are you sure you want to inactivate this Organisation Level? Yes| No

Hierarchy Tree

Organisation 1 NATOETEE [v]

Organisation 2 NATO COMMAND STRUCTURE [¥]

Organisation 3 TEST NEW NAME [~

Organisation 4 No records exist at this level. No records exist at this lavel.

5. The selected organisation level has now been inactivated from the NATO Organisation structure.
6. User reloads the page by selecting a different Organisation at higher Organisation level.

Organisation Hierarchy Tool

Organisation level successiully inactivated

Hierarchy Tree

Qrganisation 1 NATOETEE [¥]

Ortiarilsstion 2 NATO COMMAND STRUCTURE [¥]

{SELECT ONE) ShL
18T NATO SIGNAL BATTALION
2ND NATO SIGMAL BATTALION
3RD NATO SIGNAL BATTALION
= AIR COMMAND
CAOC TORREJON
CAQC UEDEM
DEPLOYABLE AIR COMMAND AND CONTROL CENTRE
HGQ SACT
JFHQ BRUNSSUM
JFHQ NAPLES
JOINT ANALYSIS AND LESSOMNS LEARNED CENTRE
JOINT FORCE TRAINING CENTRE
JOINT WARFARE CENTRE
LAND COMMAND HQ
MARITIME COMMAND
NATC CIS GROUP HQ
SACT NON-PE ORGANISATIONS
SHAPE OSC

Organisation 3
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18.8.3 Manual amendment of an existing NATO PE/CE HQ Org structure and training plans
If user wants to Amend/Update an existing Organisation structure

For instance:
a. User wants to add a new Org level 3 under existing Org level 1 and Org level 2.
b. User wants to add a new post under the new Org level 3

c. User wants to add a new course under existing Post Number (IJC COMCOM 0010) under Org level 3
(1.0 OFFICE OF THE COMMANDER).

18.8.3.1 User wants to add a new Org level 3 under existing Org level 1 and Org level 2

1. User visits e-ITEP and logs in.
2. User navigates to Admin Tools > Organisations > Organisation Hierarchy Tool.

Discipline and Area Tool

Post Admin Tool
Email Distribution Tool

News Editor

Organisations » Export Organisations/Post/
Goal Structure

Manage Duplicate Profiles
Import Organisations/Post Structure
APMS Dashboard Admin
Demand for Courses Admin :
Organisation Manager
Poll Editor
Training Institutions »
Course Completion Admin
Track Emails
Training Plan Admin

Certificate Signatures

Quick Link Admin

3. User selects the desired Org level 1 and Org level 2.

Organization Hierarchy Tool

Hierarchy Tree

Organization 1 NATO E

HQ ISAF CE -
SELECT ONE)

CHECK

CHECKING E
HQ COMMAND

Organization 2

Organization 3

INACTIVATE ORG LEVEL 2

ISAF JOINT COMMAMD

NATO

MATO AND PARTHER NATION
OTHER

TRAINING INSTITUTIONS
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4. User clicks on Add Org level 3.

Organization Hierarchy Tool

Hierarchy Tree

Organization 1 NATO S|
Organization 2 [Haisarce B9
Organization 3 (SELECT OMNE} =

INACTIVATE ORG LEVEL 2 ADD ORG LEVEL 3

5. User enters the new Org level 3 name and clicks on Submit.

Organization Hierarchy Tool

Please enter the name of the new org level below and click submit

Org Level 3 Name: | Office of the Commandei|

L coce
Hierarchy Tree

Organization 1
Organization 2

Crganization 3
6. New Org level was created successfully.

Organization Hierarchy Tool

The new org level was created successfully

RETURN TO ORG HIERARCHY

18.8.3.2 User wants to add a new post under the new Org level 3
1. User navigates to Admin Tools > Post Admin Tool.
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Discipline and Area Tool

Admin Tool

)

Email Distribution Tuol

News Editor
Organisations »
Manage Duplicate Profiles

APMS Dashboard Admin

2. User selects the Org level 1, Org level 2 and Org level 3 as selected in the above section.

Select Org Structure

Crgznizatien 1 NATC =
Organization 2 HQ SACT k|
Organization 3 OFFICE OF THE COMMANDER =

(SELECT ONE)
IDCOS GAP DEV.
Crganization 4

Posting Start Date BilletPost  CEIPE Version Humber

e camcon oo e OFFICE OF THE COMMANDER wowks [5] 01042013 | om cvuay [ eeoun B

3. Post Admin page reloads and displays the selected Organisation structure and Add Post capability. User
completes the New Post data fields and clicks on Add link.

Job Title Previous Billet Number (1) Previous Billet Number (2) Billet Duration Posting Start Date BilletPost  CE/PE Version Number

L 1JC COMCOM 0010 3MONTHS [+] 01.042013 PE[v] 2013 CIVILIAN [*] BELGIUM [+]

1JC COMCOM 0010 NI

4. Page reloads with a message “Post successfully added”.

18.8.3.3 User wants to add a new Desired course under existing Post Number (1JC COMCOM 0010) under
Org level 3 (1.0 OFFICE OF THE COMMANDER).
1. User navigates Admin Tools > Training Plan Admin.
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LOGOUT |

Discipline and Area Tool

Post Admin Tool

Email Distribution Tool
News Editor

Organisations »

Manage Duplicate Profiles
APMS Dashboard Admin
Demand for Courses Admin
Poll Editor

Training Inshtutions »
Course Completion Admin

Track Emails

Training Plan Admin ‘h

Certificate Signatures

2. User selects the Org level 1, Org level 2, Org level 3(1.0 OFFICE OF THE COMMANDER) and Post

(1JC COMCOM 0010).
Organization 1 MATO =l
Organization 2 HQ SACT =
Organization 3 DCOS CAP DEV [=]
Organization 4 (SELECT ONE) =

Select Post
=]

PLEASE SELECT

TSC FXX 0110 (2010)

3. Training Plan Admin page loads, user clicks the Add Course button (for Desired Courses).
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Course removed from Training Plan successfully.

Select Org Structure

Organization 1 NATO B3

Organization 2 HQ SACT [=]
Organization 3 DCOS CAP DEV [=]
Organization 4 (SELECT ONE) [=]

Select Post

TSC FXX 0010 (2010) =]

Training Plan/Partner Nation Type

Mandatory/Desired CHANGE
y E&IT Requi Ci ADDhCDURSE

There are no course associated to this section.

Desired E&IT Requirements Completed

There are no course associated to this section

l pafessensl Seevoes e | e-ITEP Administrator User Guide

4. User enters % in the search field and clicks the Search button to get a list of all active ETOC Courses or

begins typing the Course code and clicks Search.

03/09/2018 NATO UNCLASSIFIED

Page - 230 -



l pafessensl Seevoes e | e-ITEP Administrator User Guide

BACK

Search for courses by Course Code.

Search for Course
.
Course Code

Course Code  Course Title Inactive Order

ACP-AC- Amms Control Non-Proliferafion Courze Add Course
2061

ACP-AC- Arms Control Implementation Orientation Course Add Course
2062

ACP-AC- Conventional Arms Control Information Exchange Course Add Course
2064

ACP-AC- Small Arms and Light Weapons (SALW) and Mine Action (MA) Add Course
2116 Course

ACP-AC- Combined CFE Arms Control Verification Inspector/Escort Course Add Course
3018

ACP-AC- Arms Control - Open Skies Orientation Course Add Course
3060

5. User selects the desired course from the list of ETOC Courses, enters the Order for the selected course
and clicks on Add Course link.

BACK

Search for courses by Course Code.

Search for Course
SEARCH
SR Course Code -

Course Code Course Title Inactive Add Course

Sampie 100W Sample 10W Ad%Course

6. The selected course has been successfully added under Mandatory Course for the Post.

18.8.4 Automatic amendment/ inactivation of an existing NATO PE/CE HQ Org structure and training
plans, exporting NATO PE/CE HQ Organisation structure, making the amendments and
importing the amended NATO PE/CE HQ Organisation structure
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Below is the Process Flow Diagram of Automatic amendment/inactivation of an existing NATO PE/CE HQ
Organisational structure and training.

MsiE o ITER and ags Iy [Clicks on save to (Adriin makes and
[Navigat to Admin ools> i Slteon an
OrganizatinBilet cicks on open to i
sy | e co/fe | fBieisncim cS/
flejOrganizationEilet

stoy esired courses for
|z billet {creation of training.
Hin Oy e s

the NATO
[Organization/Billet structure,

E-ITEP Admin/NATO Admin
§
&
-
g
=

User wants to Amend/Update an existing Organisation structure automatically.
For instance:

a. User wants to add a new Org level 3 under existing Org level 1 and Org level 2.

b. User wants to add a new post under the new Org level 3

c. User wants to add a new desired course under existing Post Number (IJC COMCOM 0010) under Org
level 3 (1.0 OFFICE OF THE COMMANDER).

1.  Exporting the NATO PE/CE HQ Organisation Structure (.CSV) file
User visits e-ITEP and logs in.
2. User navigates to Admin Tools > Organisations > Export Organisations/Post structure.

—
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Discipline and Area Tool
Post Admin Tool
Email Distribution Tool

News Editor

Organisations »

Manage Duplicate Profiles
APMS Dashboard Admin

Orgamisation Hierarchy Tool
Demand for Courses Admin

Organisation Manager
Poll Editor
Training Institutions »
Course Completion Admin
Track Emails
Training Plan Admin

Certificate Signatures

Quick Link Admin

3. A pop-up window appears displaying options to Save/Open the NATO Organisation/Post structure
.CSV file.

Fir

=
l Ot s el s g i v [ i

W RN gEasmne iR 3 ST
LY EE R |
Foue 00 R AT

Ve Sare -

O Firws e P g (b bl vy ey e bl
e st e s e Vel P v ] e e
e L R TELE i

4. User saves the .CSV file at the desired location on the computer.
User makes a back up copy of the Current NATO Organisation/Post structure (.CSV file).
6. User opens the .CSV file from the saved location.

b

11 Amending the existing NATO PE/CE HQ Org Structure and training plans

18.8.4.1 User wants to add a new Org level 3 under existing Org level 1 and Org level 2.
1. User filters the excel spreadsheet to display only ISAF 17.1
o User selects the entire .CSV file by clicking on /] at the top left hand corner of the excel spreadsheet.

Ta0rganzstionsiles-3 6 012 Vicrso' i

Home  Invert  Pagelayowt  Fornuls  Data  Reiew  View  Adddns @-0
[ AL . | CE[pE Version Number
] A B [ 0 E i i 0 | 1 X
4 CE/PE Version Nurmber  Org Lavel 1 OrgLovel2 OrgLovel3 Orgleveld OrgLovel 5 OrgLovel 6 PEor CEBllet Pravious Billet Number (1) Pravious Billet Number 2] Bilet Nurber
2 1LNATO HOIsAFCE 53 Lo Lor Lor
3 17.1N4TO HQISAFCE L. OFFICE OF THE COMMANDER 3 AFCOMCOM 2010
4 17.1N4TO HOISAFCE L0 OFFICE OF THE COMANDER 3 AF COMCOM 3020
H 17.1NATO HQISAFCE 1.0 OFFICE OF THE COMIMANDER &3 AFCOMCOM 0030

o User clicks on Home from the top navigation menu.
o User clicks on Sort and Filter sub menu option and then clicks on Filter.
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Aiignment

Addins

= = F F Evegeacenter [$ - % o [[W

Numbe

171 NATO
17.1 NATO
17.1 NATO
17.1 NATO
17.1 NATO
17.1 NATO

s

“HQTSAFCE
HQISAF CE
HQISAF CE
HQISAF CE
HQISAF CE
HQISAF CE

T0OFFICE OF THE COMMANDER

NATOG oizstonsilets .26 20128 Microot e

i [Normal | sad

= % ;:;\vwmﬁﬁ

2 clear -

1.0 OFFICE OF THE COMMANDER
1.0 OFFICE OF THE COMMANDER
1.0 OFFICE OF THE COMMANDER
1.0 OFFICE OF THE COMMANDER
1.0 OFFICE OF THE COMMANDER

Hame

Insert

Page Layout

Farmulas  Data

AL @

fx | CE/PE Version Numl

A

B

1 [ce/PE version Number [ =] Org Level 1

41 sort smatiest to Largest
2} sorttargestto smattest
Sort by Color

&

Number Filters

-] (select all)

i1
ML
M2
3
-3.1
M3z
4
s
Mz
i
¥ @Blanks)

o User un-checks Select All and then checks 17.1 and clicks Ok.

Home  Insert  Pagelayout  Formulas

Data

Al bl -

Je | CE/PE Version Numk,

\
[ 4 A

8

1 |CE/PEVErsion Number \'Iorglevsll

4| Sort Smallest to Largest
4l sortlargest to smaltest
Sert by Color

Number Filters

] (Select Al)
o
01
~ 11
02
.03
031
032
~04
Os
e 1.1
mET]
[ (Blarks)

T

2. The excel spreadsheet now only displays CE/PE Version Number 17.1
3. User right Clicks at the left hand corner of the first row of data.

03/09/2018

NATO UNCLASSIFIED

Page - 234 -



OTAN X

s ini i
&ITEP ¢ Professional Services Li.c | e'ITEP Admlnlstrator User GUIde

dome  Imet  Pagelayout  Fonuas  Dita  Review View  Acdns 9-1

L[ahhu TR N R ‘/-'1
BIZ 00 A 0E B C N D E . F ] E— H . .I s .1 4
o v o | v/0rs Level 2 | v Org Level 3 | v Org Level4 1v/0rg Level 5 |v/0r3 Level § | v PEor CEBillet v Previous Billet Number (.| Previous illet Number [, v Billet Number
¥ == HQISAF (E 1.0 0FFICE OF THECOMMANDER CE AFCOMCOM 0010
ol HQISAF CE 1.0 OFFICE OF THE COMMANDER 13 AFCOMCOM0020
“ by HQISAF CE 1.0 OFFICE OF THECOMMANDER 13 AFCOMCOMOC30
@ pe HQISAF CE LOOFFICE OF THECOMMANDER B AFCOMCOM 0040
! e HOISAF CE L0GFFICE OF THECONMANDER 3 AFCOMCOM 0070
Insert Row HQISAF (E LOOFFICE OF THECOMMANDER e liccomecomortc
DeleteRow HQISAF CE 1.0 OFFICE OF THE COMMAN 1.10OFFICE OF THE DEPUTY COMMANDER 13 AFCOMOEP 0010
1| earConterts HQISAF CE 1.0 OFFICE OF THE COMMAN .10 OFFICE OF THE DEPUTY COMMANDER (13 AFCOMOEP 0020
13-‘ FamatCels. HQISAF CE 10 0FFICE OF THECOMMAN 1,0 OFFICE OF THE DEPUTY COMMANDER CE AFCOMDEP 0020
1 fo— HQISAF (E 1.0 0FFICE OF THECOMMAN 1.1.0 OFFICE OF THE DEPUTY COMMANDER e AFCOMDEP 0040
Ll HQISAF CE 1.0 OFFICE OF THE COMMAN 1.LOOFFICE OF THEDEPUTY 1.3.0INTERNATIONAL AFFAIFS 13 AFCOMINA 0030
i | HQISAF CE 1.0 OFFICE OF THE COMMAN 1.1L0OFFICE OF THEDEPUTY 1.3.0 INTERNATIONALAFFAIS (13 AFCOMINA 0040

4. User clicks on Insert Row from the drop down menu displayed in step 3.

User now enters the Organisation structure data in the new row inserted in previous step.

CE/PE Version Number: 17.1, Org level 1: NATO, Org level 2: HQ ISAF CE, Org level 3: User enters
the name of the new Org level (HQ Command 3.0) and clicks on Save.

W

ﬁune et Pagelyout  Fouz  Dats Reiew  View  Adeds k_'))‘ 8
‘ 0 A H Hacommand30

A 3 9 | D £ F G H | J k
1 CEJoE Vescn Namber o Orglovel 1 |r|onglene2 E\O level3 [+ O Level4 {1/ orglovels v|crtesls (v peor el o Pevious il Namber ' Previous it Nnhr il N
H TLLRATD HC ISAF CE 0 Command 20 |
) TLLNATD HC ISAF CE "LOOFFICE OF THE COMMANDER (t AFCONICOM 0010
b} TLLRATD HO ISAF CE L0 OFFICE OF THE COMMANDER (t AFONICOM 0020

18.8.4.2 User wants to add a new post under the new Org level 3

1. User locates the row of the Organisation structure to add the new post. In this example we are adding a
new post to the new Org level 3 created in previous section. User clicks on the cell for PE or CE Post of
the selected row.

2. Adding a CE Post: User clicks on the Post Number cell and enters the value (IJC COMCOM 0020).

a. User enters the desired data in the following fields (Job Title: IJC COMCOM 0020, Rank: Civilian,
Nation: USA, Tour of Duty: 3 Months.).

4 -
~ bme mmr mglynt Pmis  Dab Reiek Vi e 9-1
‘ 03 T fx‘ Imorths
¢ D £ 3 3 H | J K L M N ) 0 P
1 0glevel? |/ Onglevel3 [v|ong el 3] crgleve ) Oglevd ) PEor e[ e e Bilet Number 1/ JobTitle v Rank ¥ Naton |* Tourof r MancatoryCourses v Deses
3 HOISAFCE HA Cemmand 30 (t 1ICCOMEOM 0020 1ICCOMOM o0 Civilan LSA 3 months o |
4 HOISAFCE LOGFACE OF THE COVMANDER (t AFCOMCOV 0010 (CMMANCER F9 LSA Dmorths MSP-S-KLT; MSP-ISMRT  STC-10-

3. Adding a PE Post: User clicks on the Post Number cell and enters the desired data in the following
fields (Post Number, Job Title, Rank: Civilian, Nation, Tour of Duty, and Posting Start Date).
Note:
For PE Posts the ‘Posting Start Date’ is a required field.

o [fthere is a posting start date for the PE Post then it must be numeric and entered in the format
“DD.MM.YYYY”.

o [fthere is no posting start date for the PE Post then the Posting Start Date field in the import file must
contain the value “NOT FILLED”.
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o If'the field is left blank or posting start date is entered in the wrong format (i.e. with */’ separators, etc),
then the import file will be rejected during the process of Import Organization/Post/Goal structure.

| ¢ D E|F| & H 1 L4 K L v N 0 P a Bl s
1 Orglevel2 Orglevel3  OrgleOrg LeOrg Le PE or CE B Previous Billet Nur Previous EBillet or Partnersh Job Title or ParRank Nation  Tour of Duty |Pnstiné5tart Date.Mandatory CoulDesired CiGoal Year
2 HQISAF 18.0 HQ Comand 3.0 PE AF CJ5PLN 0012 AFCISPLNODIZ  NIL Civilian  CAN 24months  05.01.2013 NATO-1454; ACINATO-1454; ACP-AC-3]
3 HQISAF 18.0 HQ Comand 3.0 PE TSC FXX 0010 DCOS CAPABILOF-8 USA 9 months NOTFILLED ACP-AC-3102  ACP-AC-3102
4 HQISAF 18.0 HQ Comand 3.0 PE TSC FXX 0030 EXECUTIVE AS¢OF-5 FRA 3months 05.01.2013 ACP-AC-3102  ACP-AC-3102
4. User clicks on Save to save the changes made to the .CSV file.

lea 3 i L

i 03 ~ (3% « £ 3months.

4| c D E F G H 1 4 K L M N o 3

1 Orglevel2 ~|orgLevel3 ~/OrgLevel4 v OrgLeve|x|OrgLevd | PE or CE | v | Previol v  Previd » | Billet Number |sobTitle ~/Rank | Nation ~ Tour of Duty ~ | Mandatory Courses | Desired
3 HQISAF CE HQ Command 3.0 ce 11C COMCOM 0020 1IC COMCOM 0020 Civilian usa [Emonthd

4 HaIsAFCE 1.0 OFFICE OF THE COMMANDER & AF COMCOM 0010 COMMANDER ) usa 12 months MSP-IS-KLT; MSP-IS-MRT _STC0-

18.8.4.3 User wants to add a new desired course under existing Post Number (IJC COMCOM 0010) under
Org level 3 (1.0 OFFICE OF THE COMMANDER).

1. User locates the row of Organisation structure consisting of Org level 3(1.0 OFFICE OF THE
COMMANDER) with Post Number (1.0 OFFICE OF THE COMMANDER).

4 171NATO HQISAF CE 1.0 OFFICE CF THE COMMANDER 03 AF COMCON 010 COMMANDER OF-% UsA 12months MSP-IS-KLT; MSP-IS-MRT:
5 [11NATO HQISAFCE 1.0 OFFICE CF THECOMMANDER 03 AF COMCON 0020 AIDE DECAVIP OF-2 Ush emanths MSP-IS-KLT; MSP-IS-MRT:
6 171NATO HQISAF CE 1.0 OFFICE CF THE COMMANDER [¢3 AF COMCON 0030 MILTARY ASSISTANT OF-6 Usk 12months MSP-IS-KLT; MSP-IS-MRT:
7 171NATO HQISAF CE 1.0 OFFICE CF THE COMMANDER (€ AF COMCON 0040 MILITARY ASSISTANT OF-4 UsA 6 months MSP-IS-MRT OR MSP-I5-1
8 I71NATO HQISAF CE 1.0 OFFICE CF THE COMMANDER (E AF COMCON 0070 COMMAND SERGEANT MAJC OF-9 Ush 12months ETE-ET-5034; MSP-IS- 1R
?LL 171 NATO HQISAF CE 1.0 OFFICE CF THE COMMANDER [¢3 11C COMCOM 0010 1ICCOMCOM001) Civilian 3 months

2. User clicks on Desired Courses cell of the same row and enters the desired course code (ETE-ET-3082)
and clicks Save.

Note: In case the user wants to add two courses, for instance ETE-ET-3082, MSP-IS-MRT in desired
requirements. Then the user can choose to add an And (denoted as *;’) or OR (denoted as ‘OR’) option
in between the courses in desired requirements.

Note: The process of adding a course is the same for both a PE and a CE Post.

o 3 F G H | 3 K L [0 N o ® a

1 Orglevel3 | Orgl~| Org Leve[~| Org Leve | PE or CE (. Previol v Previd v Billet Number ~lJob Title ~|Rank | Nation ~|Tour of Duty. ~| Mandatory Courses | Desired Courses
3_HQCommand 3.0 ce 11C COMCOM 0020 15CCOMCOM 0020 Civilian UsA 3months

4_ 1.0 OFFICE OF THE COMMANDER ce AF COMCOM 0010 COMMANDER oF9 UsA 12 months MSP-IS-KLT; MSP-IS-MRT STC-10-2016; ACP-SD-4031
5_ 1.0 OFFICE OF THE COMMANDER ce AF COMCOM 0020 AIDE DE CAMP oF3 usA & months MSP-IS-KLT; MSP-IS-MRT OR MSP-I5-1APDT

6 1.0 OFFICE OF THE COMMANDER ce AF COMCOM 0030 MILITARY ASSISTANT oFs UsA 12 months MSP-15-KLT; MSP-I5-MRT OR MSP-IS-IAPDT

7 1.0 OFFICE OF THE COMMANDER ce AF COMCOM 0040 MILITARY ASSISTANT oF4 Usa 6months MSP-IS-MRT OR MSP-IS-1APDT

8 1.0 OFFICE OF THE COMMANDER ce AF COMCOM 0070 COMMAND SERGEANT MAICOR-3 UsA 12 months ETE-ET-5084; MSP-I5-MRT OR MSP-IS-1 ETE-ET-1033; ETE-£T-3095
9 1.0 OFFICE OF THE COMMANDER ce 1iC COMCOM 0010 11 COMCOM 0010 Civilian 3 months ETe-£7-2082

1.  Importing the amended NATO PE/CE HQ Organisation Structure (.CSV) file
1. User visits e-ITEP and logs in.
2. User navigates to Admin Tools > Organisations > Import Organisation/Post structure.
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v Reports  Bidding v
Discipline and Area Tool

Post Admin Tool

Email Distribution Tool
News Editor
Organisations »

Manage Duplicate Profiles
Demand for Courses Admin
Puoll Editor

Training Institutions »
Course Completion Admin
Track Emails

Training Plan Admin
Student Quarters »
Cerificate Signatures

Quick Link Admin

Export Organisations/Post/
Goal Structure

3. User clicks on Browse and navigates to the location of desired .CSV file

1 Choose File o Uipioad I IR I s s

OQ [ Desktop »

Organize v Newfolder
¢ Favorites r T Libraries
B Desktop ]| System Folder

1§ Downloads
Computer
System Folder

A

] Recent Places

5 RUENTL (\\RUEFILE.RUM.EU.RAY.COM) (Oz)
5 PUBLIC (\RUEFILERUM.EURAY.COM) (P:)
% GROUPX (\\RUEFILERUM.EULRAY.COM) (%)
5% netlogen (\\rum.eu.ray.com) (Z)

i

Mi
£ Intemet Explorer

S
Gl Libraries Adobe Reader X
=) Documents Shorteut
o Music [ 197K8
& Pictures A | Snaglt9 Editor
= q | Shortcut
Videos E{zj mg'k;
TrueCrypt
1% Computer Shartcut
&L Local Disk (C) 875 bytes
¥ 1098445 (WRUEFILE.rum, eu.ray.comh\Userdirs)
i Documents
8 Courseware Library {\\RUEFILERUM.EU.RAY.C & r Fite folder

soft Office
B

T ==
[ 4] r
- 1l @ :
P ] Suggested Sites v 2] W
Kaur, Gagandeep
% System Folder

Metwork
jystem Folder

@

. Lotus Notes 85

Snaglt9
Shorteut
197 K8

WinZip
Shortcut

02 KB

cl the desired csvfile for

Test Plans
File folder

capture
PG image
437 KE

Word Document

File name: |

- | |AlFiles ¢+ -

File to Upload (Click Browse to [ocate the file you wish to upload)
Browse..
(~.csvfiles only)

Agditional Emails (use semicolon to separate multiple addresses)

4. User selects the desired .CSV file and clicks on open.
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V& Choose Fileto Upwmﬁ- 3 [t -
'GC) [ » Computer » 1099445 (\RUEFILE.rum.eu.say.com’ Userdir) (H:) [ sahio tn.. PR
- —— —
Organize > New folder 2 fl @
= A Name ’ Date modified Type Size Blvausstes s @IW
I Deskiop 1 img-Z060908-0001 IM/AW2110AM  Adobe Acrobat D.. 1974 K8
| & pownloads L img-Z060908-0002 II/21130AM  Adobe AcrobatD... 957 K8
1 Recent Places | NATOOrganizationsBillets-3 26 2012 3/26/201212:16PM  Microsoft Office E... T72K8)
0] secpter 2827 2420PM  Microsoft Office . 534 KB
A Libraries B TrainingGap_633 DesiredEAndTRequire..  3/27/2012952 AM  Microsoft Office E.. 21KB
3 Documents ] UAT ISSUES Trackingsd I15/2012 1155 AM  Microsoft Office .. 13K8
& Music
i Pictures E
H videos

1% Computer
&, Local Disk (C)
8 1099445 (\\RUEFILE.rum.eu.ray.com! Userdirs)
# Courseware Library (\RUEFILERUM.EURAY.C
58 RUENTL (\\RUEFILE.RUM.EURAY.COM) (0:)
8 PUBLIC (\\RUEFILERUM.EU.RAY.COM) (P4
3 GROUPX (\\RUEFILERUM.EU.RAY.COM) ()
53 netlogon (\\rum.eu.ray.com] (Z:)

File name: NATOOrganizationsRillets-3 26 2012 - [AllFies () -
Open

;

File to Upload (Click Browse to locate the file you wish to upload)
Browse.

(*.csvfiles only)

Addiional Emails (use semicolon to separate multiple addresses)

5. User clicks Analyse File to start file validation.

Import Organizations/Posts Structure

Filis 16 Upload (E6ck Browa e 10 iocabi B fla pou wish 14 oplasd)
B HATOOanizationsBaets-3_26_2012 cov [ Hrowse
{* cow Bl ooy

Aatdional Emaile (Use semiookan o sehambe mestiple podnesseg)

6. If the file analysis returns error, user makes necessary changes and saves .CSV file and repeats from
Step 9 onwards.
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Import Organizations/Posts Structure

ERROR: PE ¢ CE Balal [} doesnl axisl- Row: 4

Filg to Uipload (Click E-:mﬂulm:h this fita you wish to upload)

(".cev files only)

Addiicnal Emaits {use samicolon to separales mulliple adarasses)

7. If the file analysis returns no error, then the system displays the analysed summary of the .CSV file.
User clicks on Upload File to initiate the uploading of selected .CSV file

Import Organizations/Posts Structure

File 1o Upload MATOOmganzationsBillets-3_26_2012 cav
Adgdsonal Emails

Enalyze Summarny

Mumber of Org Level 1's being added: 0
Numbar of Qrg Lovel s being added 0
Mumbar of Org Level 3's being adced 0
Humbar of Org Leved 4's being added: 0
Bumibgr of Org L 58 bamng adaed 0
Mumiber of Org Linved &5 being added 0
Mumber of Biflets being addad O
Mumber of Belieis baing updated O

{Uptaad File| Cancel|

o

NATO Organisation/Post structure.CSV file has been successfully uploaded.

9. Upon completion of file uploading process an email is sent to the Admin who imported the CSV file
notifying the file import status with log file as an attachment. Click return to go back to Organisation >
Import Organisation/Post structure.
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Import Organizations/Posts Structure

File 1o Upioad NATOOrganizationsBillels-3_26_2012.csv
Additionzl Emails:

Analyze Summary.

Mumber of Org Level 1°s baing addad. 0
MNumber of Org Level 2's being added, 0
MNumber of Org Level 2's being added. 0
Number of Ong Level #'s being added 0
Nurnber of Org Level 5's baing added 0
Mumber of Org Level 6's being added; 0
Murnber of Billats baing added 0
Mumber of Billets being updated: O

Bﬂlﬁpi

Important Note: Training Plans are linked automatically to ETOC after importing the NATO PE/CE HQ
Organisation Structure (.CSV) file

1. User navigates to Individual Training Plans > Individual Training Plans.

Individual Training Plan || ETOC

View Your Training Plan

View a Users Training Plan
Individual Training Plans
Seat Gaps Report

Post Admin Toaol

2. User selects the desired Organisation Structure (Organisation 1: NATO ETEE, Organisation 2: NATO
COMMAND STRUCTURE, Organisation 3: HQ SACT) and clicks Submit. Note that Organisation 1
is defaulted to ‘NATO ETEE’ and cannot be modified.
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Individual Training Plans

Org Structure

Organisation 1 * [
Organisation 2 * ACADEMIA & INDUSTRY ﬂ
Ot S No records exist at this level

Post

3. Individual Training Plan page reloads displaying list of posts under the selected Organisation structure.

Individual Training Plans

Org Structure

Organisation 1* NATO ETEE [¥]

Organisation 2 * NATO COMMAND STRUCTURE ﬂ

Organisation 3 HQ SACT [~
Organisation 4 (SELECT ONE) 2
Post

Report Date: 17/Now2016 9:02

1234567808101112>>= Record(s) 1 to 20 of 853
on Tour of Individual Individual
L e&eu Duty Job Title Training Training
Length Mandatory Desired
NATO HQ COMMAND OFFICE OF TSC 36 CHIEF OF STAFF OF-8 United MCP-LA-
COMMAND SACT  GROUP CHIEF OF GXC months SACT Kingdom 7581
STRUCTURE STAFF 0010
NATO HQ COMMAND OFFICE OF TsC 36 EXECUTIVE OF-5 Netherlands MCP-LA-
COMMAND SACT GROUP CHIEF OF GXC months ASSISTANT 2581
STRUCTURE STAFF 0030 AND
ETE-IT-
2834
NATO HG COMMAND OFFICE OF T8C 36 MILITARY ASSISTANT OF-4 United ETE-IT-
COMMAND SACT GROUP CHIEF OF GXC months Kingdom 334
STRUCTURE STAFF 0040
NATO HQ COMMAND OFFICE OF TsSC 36 AIDETO COS OF-2 United ETE-IT-
COMMAND SACT GROUP CHIEF OF GXC menths States 934
STRUCTURE STAFF 0050

4. User clicks on an Individual Training Mandatory Course
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Tour of Individual Individual
Org Org Org Org Post 2 . . P sl
Level2 Level3 Level5 Levels  Number E:;;th BT HEMEEE ik :h'f"l""':t“’w E;“s':‘r'e':f
NATO 15T NATO COMMAND  OFFICE OF THE 36 COMMANDER (NATO OF-4  Germany
COMMAND SIGNAL GROUP COMMANDER months  SIGNAL BATTALION)

STRUCTURE  BATTALION NATO SIGNAL

BATTALION it
2544
AND
JPL-OP-
3555
AND
ETE-CT
21180

5. ETOC page loads displaying details of the selected course. Below is a portion of the Course details
page.

View Course

COURSE DETAILS I COURSE CONTACTINFORMATION [ETRAINING INSTITUTION INFORMATION

DISCIPLINE INFORMATION

4 Back to Course Search

Web Link hitpfwww.natoschool nato.intiAcademics/Resident-Courses/Course-Catalogue/Course-description ?10=33
Last Date Updated 28/an/2015 14:20

Training Institution NATO School Oberammergau (NSO)

Discipline Joint Interagency Approach (JIA)

Area Education (ED)

Depth of knowledge Level 1. Remember

The NATO Course Certification of the course is automatically updated based on the "NATO Course requirement” and "NATO ETF
Institutional Accreditation”. Unless, these two fields have been completed and validated, the course will automatically display as
NATO Listed.

NATO Course Certification MNATO Approved

Course Code JIA-ED-1032
Course Title NATC Staff Officer Orientation Course
Delivery Method I=Instructor-Led Training

Suitable for Mobile Delivery? No
Course Description NSO Course Code: M5-32

For further information (e.g. list of learning objectives or eligibility requirements) please refer to the full

ouese Hdles course description via the above given web link.

18.8.5 Replace an existing NATO PE/CE HQ Org structure (for instance HQ ISAF 17.1 and associated
training plans) with entirely new NATO PE/CE HQ Org structure (for instance HQ ISAF 18.0)
and deactivating the old NATO PE/CE HQ Org structure

1.  Exporting the existing NATO PE/CE HOQ Organisation Structure (.CSV) file
1. User visits e-ITEP and logs in.
2. User navigates to Admin Tools > Organisations > Export Organisations/Post structure.
3. A pop-up window appears displaying options to Save/Open the NATO Organisation/Post structure
.CSV file.
Note: This file contains the complete NATO PE/CE HQ Org structure.
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4. User saves the .CSV file at the desired location on the computer.

User makes a back up copy of the current complete NATO PE/CE HQ Org structure (.CSV file).
6. User opens the .CSV file from the saved location.

W

11 Deactivating (Deleting) existing entire Organisation structure (for instance HQ ISAF 17.1) and
copying the new Organisation structure (for instance HQ ISAF 18.0)

1. User filters the excel spreadsheet to display only ISAF 17.1
o User selects the entire .CSV file by clicking on A at the top left hand corner of the excel spreadsheet.

i
/' Home et Faelait  Fomubs  Cata  Reier  Viey  Acddns g-0
‘ Al e k ‘ CE[PE Version Numzer
v A B £ 0 £ P G i | J ¥
1 |CE/PEVarsion Number  CrgLevel 1 Orglevel2 Orglevel3 Orgleveld Orglevel 5 OrgL2vel 6 PEor CERillet Previous Billet Numker (1) Previous Billet Number (2] EilletNumbzr
1 3LNATO HQISAF CE G Loni Loni Lori
3 171NATO HQISAFCE LOCFFICE OF THE COMMANDER E AP COMCOM 0010
4 171NATO HQISAFCE LOCFFICE OF THE COMMANDER G AF COMCOM 0020
H 171NATO HQISAF CE 10CFFICE OF THE COMMANDER E AF COMCOM 0030

o User clicks on Home from the top navigation menu
o User clicks on Sort and Filter sub menu option, and then clicks on Filter

00 zstiors3ilet 26,212 Micosoft i

Home | Inset Cagelajot Fomuls: Dam  Reiew  Vew  Adddns ®-9

= e

D = E e = Fm B o | I Atosun ¥
i i+ = 5 o G Jauttal Jation tm K | ﬂiﬁ

[Bise Galioi A SiwepTet General E fﬁj ‘Nmmal Bad Gt Neutral Calculatio S = o !

foste B 20 O] SlMerge tCenter~ || + % 9|58 @ Conditonal Fo ory... [Input eicel  |Nete . Inset Deete Format | Sott &Find &

o (8T Shmcnn- 3|4 ot o0 T TP =

Clioaoird Font i Alignmant B Numbzr Syles

_ T J B et S | '__ L el . £ sorsmistoliget |

| TIINATO HQISAFEE TOGFFICE OF THE COVAANDER (53 2! synagetrosmale 0
&) sor Lengest e Smallest

4 171 NATO HQISAF CE 1.00FFICE OF THE COMMANDER (o3 Bl coiooi 000
@ customSo

5 171 NATO HQISAF C2 L0 CFFICE OF THE COMMANDER o3 10030

5 171 NATO HQISAF CE 1.0 OFFICE OF THE COMMANDER CE i f‘“h o040
ol el

7 17.1 NATO HQISAF CE 1.0 OFFICE OF THE COMMANDER o3 § 10010

] 17.1 NATO HQISAF C2 1.0 0FFICE OF THE COMMANDER o3 V0010

o User clicks on the drop down arrow displayed on the First row of the Column CE/PE Version Number

Pagelayout  Formuias  Data

A1 e Je| CE/PE version Numk!
A )
1 |CE/PE Version Number | Orglevell B3]
4] sort smatlest to Largest b3

£ sort Largestto smallest
Sort by Color >

Number Filters
(Select Al)

M1
™11
22
M3
™31
P32
“a
w5
Ry
M
¥ (Blanks)
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o User un-checks Select All and then checks 17.1 and clicks Ok.

Home Insert Page Layout Formulas Data
Al - J« | CE/PE Version Numk;
B

A
1 [cE/PE Version Number [~ OrglLevel 1
A1 sort Smallest to Largest

Z| | sortLargest to Smallest
Sort by Color |

Humber Eilters »

] (Select All
Oo

Ot
O
Oz
Oz
-03.1
O3z
-4
Os

{mBT]
L (glanks)

oK Cancel

2. The excel spreadsheet now only displays CE/PE Version Number 17.1. Below is the portion of excel
spreadsheet.

Home et  Zgelyjot  Famus  Dam  Reier  Vew  Addins
[ - Je ce/pE version Nurber ¥
A B c D £ F G H | 1 K L M N ] P a R s T u v W X Y Z AL 2B AC 4
1 [Ce/PENT] OrgLev~|Org Lev = Org LeV | Org Lev x| Org Lev | Org Leu ~|PE cr Ci~ [Previcd~ |Praviod~ BillatN - JobTitl ~/Rank [~ Nation[~ | Tour ofiManda > | Cesired~ burses
3 17.1NATO  HQISAFC HQCommanc 3.0 CE 1JC COMCHICCOMC: Civilian  USA 3months
4 1721 NATO  HQISAF C 1.0 OFFICE CF THE COMMANDER 3 /AF CONIC{ COMMAN OF-5 UsA 12 month: MSP-IS-KLSTC-10-2016; ACP-SC-4031
5 171 NATO  HQISAF C 1.DOFFICE CF THE COMMANDER CE /AF COMCUAIDE DEC. OF-2 USA 5months MSP-IS-KLT; WISP-IS-MRT OR MSP-1S-1APDT
6 171 NATO  HQISAF C 1.0OFFICE CF THE COMMANDER CE AAF COMC( MILITARY . OF-6 UsA 12 months MSP-IS-KLT; WISP-IS-MRT OR MSP-I5-1APDT
7| 12.ANATO  HQISAFC1OFFICECF THE COMMANDER 3 AFCOMCIMIUTARY.OF4  USA Smonths MSP-IS-MRT OR MSP-IS-1APDT
3 171 NATO  HQISAF C 1.0OFFICE CF THE COMMANDER (o3 /AF CONICt COMMAN OR-9 UsA 12 months ETE-ET-50: ETE-ET-1033; ETE-ET-3095
9 171 NATO  HQISAF C 1.DOFFICE CF THE COMMANDER o3 1IC COMCH1IC COMC: Civilian 3months ETE-ET-3082
10 171 NATO  HQISAF C 1.DGOFFICE1.1.0 OFFICE OF THE DEPUTY CCCE /AF COMDI DEPUTY CiOF-§ GBR 12 month: MSP-IS-KL STC-10-2016; ACP-SC-4031
u 17.1NATO  HQISAF C 1.OGFFICE1.1.0 OFFICE OF THE DEPUTY CCCE /AF CONIDI MILITARY . OF-4. GBR 5months MSP-IS-MRT OR MSP-IS-1APDT
12| 17ANATO  HQISAFC LOOFFICHLLO OFFICE OF THEDEPUTY CCCE AFCOMDIMIUTARY.OF2  USA  Smonths MSP-IS-MRT OR MSP-IS-1APDT
1B 171 NATO  HQISAF C 1.OOFFICE1.1.0 OFFICE OF THE DEPUTY CCCE /AF CONIDI AICE DE G, OF-2 GBR 5months MSP-IS-MRT OR MSP-IS-1APDT
15 171 NATO  HQISAF C LOOFFICE1.1.0 OFFI L.3.0 INTERNATIONACE /AF COMIN SPECIAL A OF-5 UsA 12 monthsMSP-S-KLT; MISP-IS-MRT OR MSP-15-1APDT
16| 17ANATO  HQISAFC LOOFFICELLO OFFI L3.0 INTERNATIONACE AFCOMINSPECIALAOFS  FREE  12monthsMSP-IS-M ACF-5D-4021
by 171 NATO  HQISAFC 1.OOFFICE1.1.0 OFFI L3.0 INTERNATIONACE /AF COMINSPECIAL A OF-5 NCR 12 month<MSP-1S-M ACP-5D-4021
B 17.1NATO  HQISAF C LOOFFICE1.1.0 OFFI L3.0 INTERNATIONACE /AF COMIN SPECIAL A OF-4. DNK 12 months MSP-1S-M ACF-3D-4021
2 17ANATO  HQISAFC LOOFFICELLO OFFI LA0 DFFICE OFTHE CE AFCOMLESENIORLEOFS  USA  12monthsMSPS-KLLGL-LG-4034
a 171 NATO  HQISAF C 1.OOFFICE1.1.0 OFFI L4.0 OFFICE OF THE CE /AF CONILE DEPUTY LEOF-4. UsA 5months MSP-IS-M LGL-LG-4034
2 171 NATO  HQISAF C 1.OOFFICE1.1.0 OFFI L4.0 OFFICE OF THE CE /AF CONILE LEGAL AD' OF-4. GBR 12 monthsMSP-IS-M LGL-LG-4034
2| ITANATO  HQISAFCLDOFFICELLO OFF| LAO OFFICE OF THE CE AFCOMLEASSISTAN OF-2  FREE  Smonths MSPS-M LAL-L6-4034
s 171 NATO  HQISAF C 1.OOFFICE1.1.C OFFI L5.0 COMDS INITIATCE /AF COMCI DIRECTCR OF-5 USA 12 monthMSP-1S-KL ACP-5D-4021
6 17.1NATO  HQISAF C LOOFFICE1.1.0 OFFI L.5.0 COMDS INITIATCE /AF CONICI DEUTY DIF OF-4. UsA 12 monthsMSP-IS-MRT OR MSP-IS-1APDT E
27| 17ANATO  HQISAFCLOGFFICILLO OFFI L5.0 COMDS INTIATCE AFCOMCISTAFFOFOF4  USA  12monthsMSP-IS-MRT OR MSP-IS-1APDT
8 171 NATO  HQISAF C LOGFFICE1.1.0 OFFI L5.0 COMDS INITIATCE /AF CONICI STAFF ASSOR-7 USA 5months MSP-IS-M ETE-ET-3082

3. User selects the entire spreadsheet displayed in previous, right clicks and selects delete from the drop
down menu.

allOroonzshonssiliery 26 20 Mz ol

 Ffomuas  Oata  Redew  view  Agsins © - =
E:
[ E F G H [l 1 K L ™M N o P a R s T u v w x X z AA AB Ac
& cu 0S STABILITY ce AF STBDEVDEPUTYDIOF-S  HUN, 12 month: MSP-IS-KL CMI-CM-4056; CMI-CM-3057 OR CMI-CM-3002; JPL-SP-3054; JIA-SC-3050
G copy 0 STABILITY 3 AF STBDE\STAFFASSOR-6  BEL 6months MSP-1S-MRT OR MSP-IS-IAPDT OR MSP-1S-4009
A et 08 STABILITY ce AFSTBDE\CONCEPTIOF-3  FRA  6months MSP-IS-MRT OR MSP-IS-APDT OR MS?-15-4009
Paste Specl, 08 STABILITY 3 AFSTBEIDCHIEFOF(OF-4  UKR  Gmonths MSP-IS-MRT OR MSP-IS-IAPDT
ey 08 STABILITY e AFSTBEIDBUDGETSIOF-3  NLD  Gmonths
Detete 08 STABILITY ce AFSTBEIDELECTRICFOF-3  FREE  Gmonths
T S STABILITY e AFSTBEIDCIVILENG OF-3  FREE  Gmonths
08 STABILITY ce AFSTBEIDROADWOIOF-2  NFS  Gmonths
Finer * Bos STABILITY =3 AFSTBEIDINFRASTROF-3  USA  Gmonths
ot * fos stasILTY ce AFSTBEIDTELECOMIOF-3  NFS  6months
4 tnsert Comment S STABILITY 3 AFSTBEIDCHIEFOF(OF-3  GBR  Gmonths
& Format cels 05 STABILITY e AFSTBEIDCUSTOMS OF-3  NFS  Gmonths
| |——— S STABILITY 3 AFSTBEIDCUSTOMSOF-3  USA  Gmonths
s 05 STABILITY e AFSTBEIDCHIEFOFIOF-3  USA  Gmonths
Mo e S STABILITY 3 AFSTBEIDBORDERS OF-2  NFS  Gmonths
3 =3 AFSTBEIDBORDERS OF-3  USA  Gmonths
23|  17NATO  HQISAFC3.0.0DCOS STABILITY ce AFSTBARIFINANCE OF-3  BEL  smonths
28|  17NATO  HQISAFC3.0.0DCOS STABILITY ce AFSTBARICOMMUNOF-3  NFS  Gmonths
241  17NATO  HQISAFC3.00DCOS STABILITY ce AFSTBARICIVILENG OF-3  FREE  Smonths
28|  17NATO  HQISAFC3.0.0DCOS STABILITY 3 AFSTBARIAGRICULTOF-4  USA  Gmonths
283)  171NATO  HQISAFC3.0.0DCOS STABILITY ce AFSTBARIRURALDEOF-3  NFS  Gmonths
28  171NATO  HQISAFC3.0.0DCOS STABILITY ce AFSTBHRIMILITARY OF-S  ESP 12 month:MsP-
25| 171 NATO  HQISAF C3.0.0DCOS STABILITY e AFSTBHRICONCEPTIOF-3  FREE  Gmonths MSP-IS-MRT OR MSP-IS-IAPDT

4. The existing entire Organisation structure (ISAF 17.1) is deactivated (deleted).
5. User copies the new 18.0 Org structure from the excel spreadsheet and pastes it in the NATO
Organisation/post structure (.CSV) file.
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6. After adding the new Organisation structure, user clicks save to save the changes made to NATO
Organisation/Post structure (.CSV) file.

II1.  Importing the new complete NATO PE/CE HQ Org Structure (.CSV) file
3. User visits e-ITEP and logs in.
4. User navigates to Admin Tools > Organisations > Import Organisation/Post structure.

v Reports  Biddingvy

Discipline and Area Tool
Post Admin Tool
Depariure Locations »
Email Distribufion Tool

News Editor

Organisafions » Export Organisations/Post/

1 Goal Structure
Manage Duplicate Profiles
Import Organisafions/Post Structure

Poll Editor
Organisafion Hierarchy Tool

Training Institutions »
Organisation Manager
Track Emails:
Training Plan Admin
Student Quariers »

Ceriificate Signaiures

5. User clicks on Browse and navigates to the location of desired .CSV file

i v S s

O’U ¥ Desitop » ~ [ 3| Seorc
Organize *  Mew falder
‘ —| €] Suggested Sites ~ ] Web Slice
' Favorites o s Kaur, Gagandeep
B Desktop pe==| System Folder 3’ System Falder
& Downloads =
% Recent Places A Computer %_ Network
LR 5tem Folder System Folder
w Libraries Adobe Reader X . Lotus Notes8.5
[ Documents Shortcut AT snorteut
2 Music & 187K8 d / 181K8
=/ Pictures = T Snaglt 9
- Shortcut | &I
8 videos 06 197 KB
_ Traccrypt =52 v itions/Billets S
1% Computer Shartcut SHE shorteut
&L Local Disk (C:) 875 bytes & 02K 2ctihe des sv file for
55 1099445 (\RUEFILE rum.eu.ray.com\Userdirs)
Documents Test Plans
S Courseware Library (\WRUEFILERUM.EURAY.C r i i k Bt
5 RUENT (\\RUEFILERUM.EU.RAY.COM) (09)
¥ PUBLIC (\\RUEFILE.RUM.EU.RAY.COM) (P:) LFZJ ) 3229 — - {1 ;:thure
i = crosoft ce We cument G ima:
8 GROUPX (\\RUEFILERUM.EU.RAY.COM) (%) T‘.G'KE“ AeE o 43’,”&" 9

53 netlogon (Wrum.eu.ray.com) (Z:) . Internet Expl
il £ Intemet Explorer

File name: | v [AlFiles -

File to Upload (Click Browse to locate the file you wish to upload)
Browse
(*.cev files only)

Additional Emails {use semicolon to separate multiple addresses)
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5. User selects the desired .CSV file and clicks on open.

‘0‘() (5% » Computer » 1099445 (\RUEFILE.rum.eu.say.com\Userdirs) (H:) + [ 42 ][ Search 102 . 2R
Organize v New folder =~ 0 @
= P Suggested Sites Wi
&*F * Name Date modified Type Size 2 g
I Favorites
B Deskiop 7 img-2060308-0001 37720121130 AM  Adobe Acrobat D... 1974 KB
| & Downloads T4 img-Z060909-0002 0121130 AM  Adobe Acrobat D... 957 kB
%] Recent Places |4 NATOOrganizationsEillets-3 26 2012 3/26/201212:16 PM_ Microsoft Office E. 7728
K1) secpter 2827 3/26/2012420PM  Microsoft Office E.. 534 KB
i Libraries B TrainingGap_633_DesiredEAndITRequire..  3/27/20129:52AM  Microsoft Office E.. KB
[ Documents 1] UAT I5SUES Trackingvd 3/15/2012 11555 AM  Microsoft Office E... 13KB
& Music
| Pictures =
3 5
B videos - y

itions/Billets

/% Computer
&, Local Disk (C:) ctthe des
5 1099445 (\\RUEFILE.rum.eu.ray.com\Userdirs)
* Courseware Library (\\RUEFILE.RUM.EU.RAY.C
# RUENT1 (\\RUEFILE.RUM.EU.RAY.COM] (O:)
% PUBLIC (\RUEFILERUM.EU.RAY.COM) (P:)
59 GROUPX (\\RUEFILE.RUM.EU.RAY.COM) (X:)
59 netlogon (Wum.eu.ray.com) (Z:)

File name:  NATOOrganizationsBillets-3_26 2012 - All Files (*%) v
!
Ly

File 1o Upload (Click Browse o locate the file you wish to upload)
Browse...
(*.csviles anly)

Additional Emails (use semicolonto separate multiple addres ses)

10. User clicks on Analyse file to start file validation.

Import Organizations/Posts Structure

Fills 10 Upload (Clck Browse 1o iocats Bve e you wish 10 upload)
HANATOOvganizationaBlets-3_ 26 2012 cov [ Browse
{* cww Bk eedy)

Aggsional Emails (s semicoian o separale mulfiple addresses)

11. If the file analysis returns error, user makes necessary changes and saves .CSV file and repeats from
Step 9 onwards.
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Import Organizations/Posts Structure

ERROR: PE o« CE Baiel () dossr axist- Row:. 4
Filg to Uipload (Click E-:mﬂulm:h this fita you wish to upload)

(".cev files only)

Addiicnal Emaits {use samicolon to separales mulliple adarasses)

12. If the file analysis returns no error, then the system displays the analysed summary of the .CSV file.
User clicks on Upload File to initiate the uploading of selected .CSV file

Import Organizations/Posts Structure

File 1o Upload MATOOmganzationsBillets-3_26_2012 cav
Adgdsonal Emails

Enalyze Summarny

Mumber of Org Level 1's being added: 0
Numbar of Qrg Lovel s being added 0
Mumbar of Org Level 3's being adced 0
Humbar of Org Leved 4's being added: 0
Bumibgr of Org L 58 bamng adaed 0
Mumiber of Org Linved &5 being added 0
Mumber of Biflets being addad O
Mumber of Belieis baing updated O

{Uptaad File| Cancel|

13. NATO Organisation Post .CSV file has been successfully uploaded.

14. Upon completion of the file uploading process an email is sent to the Admin who imported the CSV file
notifying the file import status with log file as an attachment. Click return to go back to Organisation >
Import Organisation/Post structure.

Import Organizations/Posts Structure

Fite to Uplosd NATOOrganizaBonsBillets-3_26_2012.csv
Additional Emails:

Analyze Summary

Number of Org Level 1's being added: 0
Number of Org Level 25 being added: 0
Mumter of Org Level s being added 0
Number of Org Level 4's being added. 0
MHumber of Org Level 5's being added. 0
Number of Org Leval &' baing added: 0
Mumber of Billets being added: O
Mumber of Billets being updated: O
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18.9 Manage Duplicate Profiles
The Manage Duplicate Profiles tool can be used to locate and manage potential duplicate users in the e-ITEP

system. e-ITEP identifies potential duplicate users by looking at the user’s first name, last name, login ID, and
email address, and matching two of the criteria with other users in the system. If two criteria match, then both
users appear in the table as potential duplicate users.

18.9.1 Search for potential duplicate users
To find potential duplicate users in the system:

1. User visits e-ITEP and logs in.
2. User navigates to Admin Tools > Manage Duplicate Profiles

v Reports  Bidding v

Discipline and Area Tool
Post Admin Tool
Departure Locations »
Email Distnibution Tool
News Editor
Organisations »

Manage Dupl

Demand for Courses Admin
Poll Editor

Training Institutions »
Course Completion Admin

Track Emails

Training Plan Admin

Student Quarters »
Certificate Signaiures

Quick Link Admin

3. The Duplicate User Profiles page is opened. Here, the user can refine the results by searching for
specific last names, first names, and email addresses. An example of the table is shown below:

Manage Duplicate Profiles

Current Search:

LastName Contsins % = Remove from search

LASTNAME  [¥]| | CONTAINS [¥]

123456789= Record(s) 1 to 20 of 167

Last Name First Name Login ID Email Post Role Last Logged In Profile Status User Source Action

ace 0001 e-ITEP Administrator acc0001 nvemon-nr@raytheon.com NON-NATO &-ITEP Administrator 19/Jani2017 Active &ITEP Edit
View
Delete

ace 0002 NATQ Administrator acc0002 nhvemon-nr@raytheon com NON-NATO NATO Administrator 18iJani2017 Active eITEP Edit
Delete
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18.9.2 View information about a potential duplicate user
To find potential duplicate users in the system:

1. User visits e-ITEP and logs in.
2. User navigates to Admin Tools > Manage Duplicate Profiles

v Reports  Bidding v

Discipline and Area Tool
Post Admin Tool
Departure Locations »
Email Disinibution Tool
News Editor

Organisations »

Demand for Courses Admin
Poll Editor

Training Institutions »
Course Completion Admin

Track Emails

Training Plan Admin

Student Quarters »
Certificate Signatures

Quick Link Admin

3. The Duplicate User Profiles page is opened. Here, the user can refine the results by searching for
specific last names, first names, and email addresses. An example of the table is shown below:

Manage Duplicate Profiles

Current Search:

LastName Coniains % <-Remove fiom search

LASTNAME  [V]| | CONTAINS [v]

123456789> Record(s) 1to 20 of 167

Last Name First Name LoginID Email Post Role Last Logged In Profile Status User Source Action
acc 0001 e-ITEP Administrator acc0001 hvemon-nr@raytheon.com NON-NATO &-ITEP Adminisirator 19/Jan/2017 Active ITEP Edit
ace 0002 NATO Administrator acch002 hvemon-nr@raytheon.com NON-NATO NATO Administrator 18lJani2017 Active eiTER %‘:r

4. To view information about a user, click View in the Action column. e-ITEP shows the View User page
with the user’s details. A sample is shown below:
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View User

4, Back to Duplicate User Profiles

Organisation NATO ETEEINATO COMMAND STRUCTURE
Create Date 190Jani2017

The primary post field is an auto compiete field

For 3 NATO PEICE post after selecting your organisation structure {using organisation field) please type in the first letter of your NATC post code in the
respective field.

If you are filling a NATO PEICE post but do not know your NATO post code or are filling 2 Non-NATO post please type N and select one of the three
options(NATO International Civilian, NATO Military, NON-NATO).

Primary Post NON-NATO

Secondary Post

Third Post

Last Name acc

First Name 0001 e-ITEP Adminisirator
Rank Civilian

Gender Female

Date of Birth D6/ and1990

18.9.3 Delete a duplicate user
To delete a duplicate user in the system:

1. User visits e-ITEP and logs in.
2. User navigates to Admin Tools > Manage Duplicate Profiles

v Reports  Bidding v

Discipline and Area Tool
Post Admin Tool
Departure Locations »
Email Distnbution Tool
News Editor
Organisations »

Manage Dupli

Demand for Courses Admin
Poll Editor

Training Institutions »
Course Completion Admin

Track Emails

Training Plan Admin

Student Quarters »
Certificate Signatures

Quick Link Admin

3. The Duplicate User Profiles page is opened. Here, the user can refine the results by searching for
specific last names, first names, and email addresses. An example of the table is shown below:
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Manage Duplicate Profiles

Current Search:

LastName Coniains % <-Remove fiom search

LAST NAME

[v]| | conTains  [v]

APPEND/UPDATE SEARCH I RESET

123456789>

Last Name First Name
acc 0001 e TEP Administrator
acc 0002 NATO Administrator

acc0001

acc0002

Record(s) 1to 20 of 167

Login ID Email Post Role
hvemon-nr@raytheon.com NON-NATO' -ITEP Adminisirator
hvemon-nr@raytheon.com NON-NATO NATO Administrator

Last Logged In

16lJan/2017

18lJan2017

Profile Status User Source
Active e-ITEP
Active eITER

4. To delete a user, click Delete in the Action column. e-ITEP prompts the user with a warning showing
what will be deleted. A sample is shown below:

Manage Duplicate Profiles

Current Search:

LastName Confsins % <- Remove from search

LAST NAME

[v]| | conTAINS  [¥]

APPENDIUPDATE SEARCH || RESET

123456789>

Last Name First Name
ace 0001 e-TEP Adminisirator

ace 0002 NATO Administrator

ace 0005 ETOG Institutions Manager

acc 0008 Institution/National Training Manager

,6‘ Please confirm the following deletions, then choose OK or Cancek

Recerd(s) Number of Profiles to be deleted: 1

Number of Training Plans to be deleted: 0
Login ID Email Number of Applications to be deleted: 0

Nurmber of Schedules to be deleted: 1
2000001 T Number of Training Records ta be deleted: 0

3 Number of Certificates to be deleted: 0

Number of Pending Applications to be deleted: 0
660002 hwermon-nr@y

Areyou sure you want to delete the User Profile?
660005 nwernon-nr@f
2cc0008 hwernon-nr@i

faining Manager

Last Logged In

19lJan2017

18/lJan2017

19lan2017

19lJan/2017

Profile Status User Source

Active eITEP
Active eITEP
Active eITER
Active eITER

5. To delete the profile, click Ok. The profile is deleted, and the user is returned to the Duplicate User

Profiles page.

18.10 Demand for Courses Admin

The Demand for Courses Admin is a tool that allows school managers and administrators to capture demand
data which have been received by them from various HQs and Nations. This demand data is then used by the

school manager to review their course iterations planning for the following year. The information added using
this tool is also reported in the ITEP report and ITEP Annex report for managing and planning purposes of the

yearly course offerings.

18.10.1 Access the Demand for Courses Admin
The Demand for Courses Admin tool is located in Admin Tools > Demand for Courses Admin, and is
accessible to school managers and administrators.
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Discipline and Area Tool
Post Admin Tool
Departure Locations k
Email Distribution Tool
Mews Editor

Organisations »

Manage Duplicate Profiles

Die d for Agmin -ﬁ

Poll Editor

Trainimg Institutionz »
Course Completion Admin
Track Emails

Training Plan Admin

Student Quarters »

Cluick Link Admin

18.10.2 The Demand for Courses Admin Page

Demand for Courses Admin

Use this page to caplure demand data for ETOC course for a selected year. Select an ETOC course by typing the first three letters of the
ETOC Course code and selecting the course using the auto complete list. Select the year from the year drop down and click Submit

button.

To Add the demand data, select the crganization using the organization suto complete field, enter number of seatz (demand), zelect the

Demand for Courses Admin

ETOC Course Code* Select a course.
Year® 2017 ]
suBmMIT
03/09/2018
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18.10.3 Adding a Course Demand
To add a demand for a course, in the ETOC Course Code field:

1. Enter at least the first three characters of the course code in the box:

Demand for Courses Admin

ETOC Course Code™ | aop x
ADP-AD-12150 - 2c200001

Vear | [AOP-AD-12152 - 3co0D004

AOP-AD-12153 - 3cc00005

ACP-AD-12154 - acc00006
SuBMIT ACP-AC-12155 - ac20D007
ADP-AC-12181 - efigaolnas

ADP-AD-12186 - £Eca00Na3

2. A drop-down list will appear with a list of courses that matches the characters entered. Select the
course from the drop-down list that will have the course demand added.

3. Select the year that will be used for the course demand. Once the course and year have been selected,
click the ‘Submit’ button:

Demand for Courses Admin

ETOC Course Code* ACP-AD-12151 - acc0DOD2

Year* 2017[¥]
suBmIT <:

4. The dialog box expands so that course demands can be added:
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Demand for Courses Admin

ETOC Course Code® AOQP-AD-12151 - accDD002

Yeart 2017[+]

APPEND/UPDATE SEARCH

Organisation® No. Of Seats (Demand)* Iteration 1D

Select an organisation. 1 SELECT [TERATION [+]

5. In the Organisation box, enter a word/words that are in the organisation who demanded seats for the
course. The system will display a drop-down list of matches. From the list, select the organisation that
is to be used:

Demand for Courses Admin

ETOC Course Code* ADP-A0-12131 - acc00002

Yeart 2017V |

APPEND/UPDATE SEARCH

No. Of Seats (Demand)* teration 1D
Command ® 1 SELECT ITERATION ﬂ
MATO ETEEMATO MISSIONSUSAF JOINT COMMAND 4.0
MATO ETEEWNATO MISSIONSSAF JOINT COMMAND 4.00M3AF JOINT COMMAND ~

JATD ETEEAMATO COMMAND STRUCTURE

NATC ETEEWNATO COMMAND STRUCTURENSACT MON-PE ORGANISATIOMS

MNATD ETEE\NATO COMMAND STRUCTURELVSACT MON-PE ORGANISATIOMNSMATIONAL LIAISON REPRESENTATIVES (NLR)

MNATC ETEEWNATO COMMAND STRUCTURENSACT MON-PE ORGANISATIOMSWMNATIONAL LIAISON REPRESENTATIVES (NLRALBANLA
INLR

MNATO ETEEWNATO COMMAND STRUCTURENSACT MON-PE ORGANISATIONSIMATIONAL LIAISON REPRESENTATIVES (NLRIHUNGARY
NLR

MNATO ETEEWNATO COMMAMND STRUCTUREVSACT MON-PE ORGANIZATIONSWNATIONAL LIAISON REPRESENTATIVES (NLRMTALY NLR
MNATO ETEE\NATO COMMAMND STRUCTUREVSACT MON-PE ORGANISATIOMNSWMATIONAL LIAISON REPRESENTATIVES (NLRILATVIA NLR s

6. Once the organisation has been selected, enter the number of seats and the iteration (if there is an
iteration associated with the demand data), and click ‘Add’ to add the course demand.
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Demand for Courses Admin

ETOC Course Code* ADP-40-12151 - acc00002

Vear* 2017[v|

APPEND/UPDATE SEARCH

Organisation® No. OF Seats [Demand)* Iteration 1D Action

Add

NATO ETEEWNATO COMMAND STRUCTURE 1 4554 (01/M22017 - 01020201 T]ﬂ ﬁ‘

7. After clicking the ‘Add’ link, the course demand has been added. The system shows a success
message, and the course demand is added to the table.

Demand for Courses Admin

ETOC Course Code* AOP-AD-12151 - acc00002

Yeart 2017[v]

APPEND/UPDATE SEARCH

Demand for NATO ETEEWNATO COMMAND STRUCTURE successfully added
Organisation*® No. Of Seats (Demand})* Iteration ID Action
NATO ETEEYMATO COMMAND STRUCTURE 1 4554 (D1/022077 - 01/0272017) Edit

Select an organisation. 1 SELECT ITERATION ﬂ

Note: If the user enters the no. of seats and clicks on Add then the system associates the demand to NATO
ETEE organisation. The Iteration id field is an optional field.

18.10.4 Editing/Deleting the Course Demand
1. To edit a course demand, click on the ‘Edit’ button in the Action column next to the course demand:
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Demand for Courses Admin

ETOGC Course Code* AQP-AC-12151 - acc00002

Year 2017 ]

APPEND/UPDATE SEARCH [ RE

Demand for NATO ETEE\NATO COMMAND STRUCTURE successfully added

Ovganisation™ No. Of Seats [Demand)* Iteration ID
MATO ETEE\WATO COMMAND STRUGTURE 1 4554 (010202017 - 01/022017) =" Edit
Add
Select an organisation. 1 SELECT ITERATION [~] T

2. The user is given three options: Update, Cancel, and Delete

Demand for Courses Admin

ETOC Course Code* ADP-AD-12151 - acc00002
Year* 2017 v|
:
Organisation® No. Of Seats (Demand)* Heration ID
MATO ETEENMATO COMMAND STRUCTURE 1 4554 (01/02/2017 - D1/02/201 ?}ﬂ

Update: saves changes to the course demand after the user has made changes. To use this feature, change the
data in any of the columns, then click ‘Update’ to save.

Cancel: cancels any changes made to the course demand data

Delete: deletes the course demand data

18.11 Training Institutions
Training Facilities include all training Institutions offering courses in ETOC.
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18.11.1 Add a new Training Institution
1. User navigates to Admin Tools > Training Institutions > Add Training Institution.

— T

Discipline and Area Tool

Post Admin Tool

Departure Locations »

Email Distribution Tool

News Editor

QOrganisations »

Manage Duplicate Profiles

Demand for Courses Admin

Poll Editor

Training Institutions » i ..;\dd Room

Course Completion Admin Add Training Institution

Track Emails Room S:ean:‘r.b

Training Plan Admin Training Institution Search
Student Quarters »

Certificate Signatures

Quick Link Admin

2. User completes the Add Training Institution form.
a. User picks the correct NATO ETF Institutional Accreditation and respective NATO ETF
Institutional Accreditation Expiry date
b. User enter relevant remarks in the NATO ETF Institutional Accreditation Remarks field
3. User clicks Submit to save the new Training Institution.
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Add Training Institution

Training Ctr ID o

Name *
Address

City

State

Zip Code

Country (SELECT GNE) v
Application Method * Extzmal Application Method v

Application Email *

NATO ETF Institutional Accreditation * NOT ACCREDITED v

NATO ETF Institutional Accreditation Expiry 17/MNovi2015

NATO ETF Institutional Accreditation Remarks

NATO ETF Institutional Document Link

Use ETF Interface?* Yes ®'No

Room Info

Room Number

Room Name *

Max Seats

Classroom Resource Description

Services Provided by the Training Institution

(Accoemmodations, Secial Events,
Transportation available? Add it here)

Phone

Primary

by Number Description

Save

Primary

Fax Number Description

Save

Email

Primary .
Emnail Address Description

73
&5
=
%

18.11.2 View and Edit existing Training Institutions
1. User navigates to Admin Tools > Training Institutions > Training Institution Search.
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Discipline and Area Tool
Post Admin Tool

Departure Locations »
Email Distribution Tool
News Editor

Organisations »

Manage Duplicate Profiles
Demand for Courses Admin
Poll Editor

Training Institutions » Add Room

i GOl Mot Achons Add Training Insfitution

Track Emails Room Search
Training Plan Admin Training Institution Search

Student Quarters »
Certificate Signatures

Quick Link Admin

2. User enters the search criteria and clicks Submit. The example below will find The NATO Training
Centre.

Training Institution Search

NAME CONTAINS

Country ALL E

SuUBMIT

The system returns results based on the search criteria. To view a Training Institution, user clicks the View link.
To edit a Training Institution, user clicks the Edit link. Edit allows you to modify any of the fields entered on
the Add New Training Institution form.

03/09/2018 NATO UNCLASSIFIED Page - 259 -



e L e-ITEP Administrator User Guide

Training Institution Search

Current Search:

Name Contains % <- Remove from search

NAME CONTAINS
Country ALL
12345678> Record(s) 1 to 20 of 147
Address i Country Pamany Primary Email Application Email Action
Phone
Albanian Armed Rruga e Dibres Kutia Postare: Albania 435542 Insert mail address here MAIL@MAIL MAIL iew]
Forces 2423 363 465 Edit;
Academy
Aus Bildung Germany christophstegemann@bundeswehr.org View]
Centre Edit]
Baltic Defence 12, Riia Street Tartu NIL Estonia igors.rajevs@baltdefcol.org View]
College Edit
BELGIAN 3de & 23ste Qostende West- Belgium +32 244 beparteguermin- beparteguermin-planning@mil.be View,
NETHERLANDS  Linieregimentsplein Viaanderen 31121 planning@mil.be Edit]
AAVAAL AINC

18.11.3 Add a new Room
This example will add a new room to the NATO Training Centre.

1. User navigates to Admin > Training Institutions > Add Room.
v Reports  Bidding v
Discipline and Area Tool
Paost Admin Tool
Depariure Locations »
Email Distribution Tool
News Editor
Organisations »
Manage Duplicate Profiles
Demand for Courses Admin
Poll Editor
Training Insfitutions » Add Room
Course Completion Admin Add T'®ning Institution

Track Emails Room Search

Training Plan Admin Training Institufion Search

Student Quarters »
Ceriificate Signatures

Quick Link Admin

2. User completes the Add Room Form.

3. User selects a Training Institution from the dropdown list, enters a room number, room name and max
seats.

4. User clicks Submit to save the new room.
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Add Room
Room (D ]
Training Institution *  NATD TRAINING CENTER E
Room Number Sample Znd Room
Room Name * Ocesn View
Max Seats iz

s

18.11.4 View, Edit, and Delete existing Rooms
1. User navigates to Admin Tools > Training Institutions > Room Search.

Discipline and Area Tool
Post Admin Tool

Departure L ocations »
Email Distribution Tool
News Editor

Organisations »

Manage Duplicate Profiles
Demand for Courses Admin
Poll Editor

Training Institulions » Add Room

HETE RS LR Add Training Institution

Track Emails Room Search

Training Plan Admin Training institution Search
Student Quarters »

Certificate Signatures

Quick Link Admin

2. User enters the search criteria and clicks Submit. The example below will find rooms the NATO
Training Centre.
3. User clicks on Edit link in order to edit room details.
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Search Room

Current Search:

Location Name Contains nato =- Remove from search

LOCATION NAME [=] | CONTAINS [=]
Room Type Seats Location Action
Sunny Room i ] 25 NATO Training Center Edif]
Ocean Yiew TC 12 MNATO Training Center EElt

18.12 Course Completion Admin

The Course Completion Admin is used to a capture course completions for courses and course iterations. It can
add and update course completion records for existing e-ITEP users, and goves the ability to capture course
completions for users which does not exist in e-ITEP. As a result of the course completion, system adds a user
in the e-ITEP system with a user source ETF transcript. School Managers (e.g. the ETOC Institution Manager,
and Administrators (e.g. the e-ITEP Admin, and NATO ETOC Manager) have access to the Course
Completion Admin tool.

18.12.1 Permissions
School managers are only able to add course completions for courses that belong to their training institutions.
Administrators do not have this restriction.

18.12.2 Accessing the Course Completion Admin Tool
The Course Completion Admin tool is accessible via Admin Tools (Admin Tools > Course Completion Admin)

18.12.3 Course Completion Data Fields

The Course Completion admin tool allows the user to select the course and iteration for which the user wants to
add course completion, the date of the course completion and the number of records that will be added. The
table below provides more information about each field:

Table 18.11.3.1: Course Completion Data Fields

Field Description

ETOC Course Code | Allows the user to search for active courses by typing in the first 3 or more characters
of the course code. For school managers, only courses belonging to their training
institution will be shown. Based on the selection of ETOC Course Code the ETF
Course Code — ID field is automatically populated.

ETF Course Code - Allows the user to search for ETF Course Code — ID combinations for active courses
ID by typing into the field and choosing the right combination using the auto-complete.
Based on the selection of ETF Course Code — ID, the ETOC Course Code field is
automatically updated.

Iteration ID Displays the active iterations for the ETOC Course Code that was selected. Based on
the selection of Iteration ID, system automatically populates the ETF Iteration ID —
Code field.
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ETF Iteration ID -
Code

Displays the ETF Iteration ID — Code combinations for active course iterations
belonging to selected course. Based on the selection of ETF Iteration ID - Code,
system automatically populates Iteration ID field.

Date of Completion

The date that is to be used for the Course Completion. Unless changed this field will
be defaulted to the current date.

No. of Records (Max:
70)

The number of course completions the user would like to add. This corresponds to
the number of rows that will appear to capture course completions once user clicks
Submit or Append/Update button

Figure 18.11.3.1: Course Completion Data Selection

Course Completion

ETOC Course Code™
ETF Course Code - ID
[terafion |ID*

ETF lteration ID - Code

Date Of Completion®

No. Of Records (Max:70
records)”

Select a course
Select a course
(SELECT ONE)[¥]

(SELECT ONE)[¥]

05/Mar/2018

18.12.4 User Data Fields for capturing course completions

The user data fields appear after the user has entered all of the course details for capturing course completions.
The fields allow the user to enter user information that will be used for capturing the course completion. If data
is entered for the e-ITEP Person ID field (minimum 3 characters must be entered) , and a match is found, then
all of the user-related fields (i.e. all fields except ‘Score’ and ‘Grade’) will be filled in automatically.

Table 18.11.4: User Data Fields

Field

Description

e-ITEP Person ID

Allows the user to search for existing users by typing in minimum 3 characters in the
user’s login id. If a matching user is found and selected, then the rest of the user data
(i.e. all remaining fields except Score and Grade) is filled in with the user’s
information automatically

First Name The First Name of the user

Last Name The Last Name of the user

Gender The Gender of the user

Organisation The Organisation of the user
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Rank The Rank of the user

Date Of Birth The date of birth of the user

Nationality The Nationality of the user

Score The score to be used for the course completion. This field is limited to integers
between 1 and 100.

Grade The grade to be given for the course completion. Options are: Pass, Incomplete, and
Attended.

Figure 18.11.4.1: User Data fields: e-ITEP Person ID - Organisation

APPENDIUPOATE SEARCH [ MES

N°  edTEP Person D First Name* Last Name* Gender* Organisation®

i
ug 180016 - 3018 User 1 ug1B D016 User 1 ugld FEMALE ll NATO ETEEVACADEMIA & INDUSTRY

z

ADD COURSE COMPLETION

Figure 18.11.4.2: User Data fields: Rank - Grade

(SELECT ONE)[+]

Rank* Date OF Birth* Nationality* Score Grade®
CIMILIAN ] D6/Jan/1990 AFGHANISTAN ﬂ (SELECT ONE) %]
(SELECT ONE) ﬂ [SELECT OME) ﬂ [SELECT ONE) [v]

18.12.5 Entering Course Completions
1. User logs into e-ITEP as either as administrators or as ETOC Institutions Manager
2. User navigates to Admin Tools > Course Completions Admin
3. On the Course Completion page, user enters data into all fields in the Course Completion Data section
(18.12.3) and clicks the ‘Submit’ button
4. The system dispalys course completion data rows equal to the number entered in the ‘No. Of Records’
fields. In the rows, there are three ways to enter a course completion for a user:

Using the e-ITEP Person ID Field:

The user enters 3 or more characters contained in the user’s login id, and selects the user from the
autocompete list displayed by the system matching the search criteria. Once this user is selected, the
system will fill in the remaining user fields automatically except score and grade:
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Figure 18.11.5.1: Selecting a User from the e-ITEP Person ID field

N* e-ITEP Person ID First Name*

1
ugi| %

160008 - 0002 Institution/Mational Training Manager ug16
ug 160009 - G009 Instructor ug16
ugi60010 - 00410 Help Desk Admin ugi6
ug160011 - 0011 Point OFf Contact ug16
ug160012 - 0012 MPD POC ug16
ug160013 - 0013 Mational Training Manager ug16
ug160014 - 0014 NATO HG Training Manager ug16
ug160015 - 0015 MPD User ug1g

g160016 - 0016 User 1 ugls

ug160017 - 007 User 2 ugit

mﬁgmﬂﬂﬂ? - 0007 e-ITEP Institutions Training Manager 2 ug16

Figure 18.11.5.2: Auto-populated Fields after User Selection

First Name* Last Name* Gender* Organisation® Rank* Date OF

1uglé 0018 User 1 ugi1g FEMALE ﬂ MATO ETEEWACADEMIA & INDUSTRY CIVILIAN ﬂ 06/Jan

Entering User Data Directly:

The user enters the First Name, Last Name, Gender, Organisation, Rank, Date Of Birth, Nationality,
Score and Grade for a user in the system. If the system can find a user match based on the exact match
of First Name, Last Name, Date Of Birth, Nationality and Gender then a record for a course
completion will be created or updated for the respective user.

Adding a New User and A Course Completion:

The user enters the First Name, Last Name, Gender, Organisation, Rank, Date Of Birth, Nationality,
Score and Grade for a user in the system. If the user data is unique based on First Name, Last Name,
Date Of Birth, Nationality and Gender (and therefore cannot be matched to an existing user), then a
new user is created, and a record for a course completion will be created and associated with the new
user.

5. Optionally, the user enters a score for the course completion. The score must be a whole number
between 1 and 100.
6. The user selects a grade from the drop down menu.
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7. Once all the required fields for all rows have been entered, the user clicks the ‘Add Course Completion’
button. The system will display a message about the course completions that have been added or
updated, users which have been created, or any form errors that the system has encountered.

18.12.6 Adding and Removing Rows (No. Of Records field)

Rows are always added to and removed from the end of the list of user data rows. Rows can be added by
entering a larger number in the ‘No. Of Records’ field and clicking ‘Append/Update Search’. The data in the
existing rows is maintained, and new, empty rows are added to the table list.

Rows can be removed from the list by entering a smaller number in the ‘No. Of Records’ field, and clicking
‘Append/Update Search’. Rows will be removed from the end of the list. Note: Rows are removed regardless
of whether or not they contain data. The data in the remaining rows is maintained.

18.12.7 Adding course completion for eL.earning course
When user selects an eLearning course using the ETOC Course Code then the system automatically greys out
the Iteration ID, ETF Iteration ID — Code as these fields are irrelevant for the eLearning course.

18.12.8 Track Emails

Track Emails feature gives ability to users with e-ITEP Administrator and ETOC Institutions Manager roles to
track emails which are sent out of the e-ITEP system to its users. This feature is accessible through the Admin
Tool, which is accessible from the navigation menu. The feature gives ability to search Emails by Date search
filter, Subject and To fields of emails.

1. User visits e-ITEP and logs in the system.
2. User navigates to Admin Tools > Track Emails.

e Buading v

Discipline and Area Tool
Post Admin Tool
Departure Locafions »
Email Distribufion Tool
News Edifor
Organisations »

Manage Duplicate Profiles
Pall Editor

Training Insfitufions »

Track En]aﬁ

Training Plan Admin
Student Quarters »

Cerificate Signatures

3. User enters the search criteria and clicks Submit.
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Email Tracking

SUBJECT[V|| | CONTAINS  [¥]

Sent Between 2TApri2016 T 1o 26/Jull2016

Below is an example view of a search performed on the Track Emails feature, with results set.

Email Tracking

Current Search:

Subject Contains % <- Remove from search
SUBJECT[~]| | CONTAINS [v]

Sent Between 27/ApI2016 | To |26iu2016

APPEND/UPDATE SEARCH @

1234567891011 12=>= Record(s) 1 to 20 of 4366

Subject To sCC BCC Delivery Date
e-ITEP Learning: Posts/Org Import Log casey.dawley@ncia.nato.int; 25/Juli2016 13:35
e-ITEF Account Rejection gg@agmail.com 22/Julf2016 11:56
Mew User requires authorisation eitephelp@act nato.int ZHJulf2016 1154
e-ITEP Learning: {Eror) Posts/Org Import Log casey dawley@ncia.nato.int; 210 Juli2016 12:57
e-ITEP Learning: Posts/Org Import Log casey.dawley@ncia.nato.int; 21/Juli2016 12:51
e-ITEP Learning: (Error) Posts/Org Import Log casey.dawley@ncia.nato.int; 21uli2016 12:45
e-ITEP Learning: {Error) PostsiCrg Import Log casey.dawley@ncia.nato.int; 210Juli2016 12:43
e-ITEP Learning: (Eror) Posts/Org Import Log casey.dawley@ncia.nato.int 20/Julf2016 15:00
e-ITEF Learning: (Error) FostsiOrg Import Log casey.dawley@ncia.nato.int 20/Julf2016 14:10
e-ITEP Learning: Posts/Org Import Log casey.dawley@ncia.nato.int; 20/Juli2016 14:07

18.13 Certificate Signatures
Certificate Signatures feature gives ability to the users with e-ITEP Administrator role to manage Certificate
Signatures. This feature is accessible through Admin Tools, which is accessible from the navigation menu.

18.13.1 Add New Certificate Signature

1. User visits e-ITEP and logs in the system.
2. User navigates to Admin Tools > Certificate Signatures.
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¥ Reports  Bidding v
Discipline and Area Tool
Post Admin Tool
Depariure Locafions »
Email Disfribufion Tool
News Editor
Organisafions »
Manage Duplicate Profiles
Poll Editor
Training Insfitutions »
Track Emails
Training Plan Admin
Student Quarters »

ahires

3. User enters the data in the Signature and Title field for the new Certificate Signature and clicks the Add
link.

Certificate Signature Admin Tool

‘Click Edit link 1o edit the signature and its Title.

signature Title
John Smith Manager Edit
CDR Frederic TEPPE SACTIFTIETE/ET Edit
LTC Duelo Instructor Edit
aighdn dmih Edit

k!

4. The system displays the updated data and the confirmation message to the user as shown in the
screenshot below.

Signature successiully added.

signature Title
Third Guy Backup to the Senior Edit
John Smith Manager Edit
John User Business User Edit

Add

18.13.2 Edit/Inactivate existing Certificate Signatures

1. User visits e-ITEP and logs in the system.
2. User navigates to Admin Tools > Certificate Signatures.
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Discipling and Area Tool
Post Admin Tool
Departure Locafions »
Email Diskribufion Tool
News Editor
Organisafions »

Manage Duplicate Profiles

Poll Editor

Training Instituions »

Track Emails
Training Plan Admin
Student Quariers »

Cerlificat

3. User selects the desired Certificate Signature from the list and clicks the Edit link.

Signature

Third Guy
John Smith
John User

Editing Certificate Signature details

4. User makes the desired changes and clicks on Update link.

Signature

Third Guy

John Smith
John User

Title
Backup to the Senior

Manager
Business User

Title

Senior

Manager
Business User

P

M
=3

3

(] Y et
jai
=%
12k
= T

el
Edit
Edit

5. User can click the Cancel link to cancel the changes made to the Certificate Signature details.

Signature

Third Guy
John Smith

John User

Inactivating Certificate Signature

6. User clicks the Delete link.

Title

Backup to the Senior
Manager

Business User

’g| -
==
F=
B
i

1

[l ]
e
&
o
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Signature Title

Third Guy Backup to the Senior Edit

John Smith IManager Edit
Update

John User Business User Cancel
Delete

18.14 Quick Link Admin

NATO International Civilian _

Discipline and Area Tool

Post Admin Tool

Email Distribution Tool

News Editor

Organisations ¥

You are here: Quick Link Decuments Manage Duplicate Profiles

Quick Link Documents APMS Dashboard Admin

Demand for Courses Admin
- NATO(NTEF) - NSO - Link to website

Link to website: https://www natoschool nato.int Poll Editor

- NATO(NTEF) - NCISS - Link to website Training Institutions »

Link to website: hitp:/fivww.nciss.nato.int/About/home htm
Course Completion Admin

+ NATO(NTEF) - NMIOTC - Link to website ~

Link to website: hitp:/fwww.nmiotc.gr/ Track Emails

+ NATO(NTEF) - NDC - Link to website Training Plan Admin
Link to website: http/iwww. ndc nato intleducation/courses php?icede=16

Certificate Signatures
- NATO(NTEF) - JWC - Link to website

Link to website:http://www.jwc.nato.int/

+ NATO(NTEF) - JFTC - Link to website

Link to website: hitp:/iwww ftc.nato.int/

- COE -List of the COES
Link to website: http/fwww.act.naio.int/centres-cf-excellence

- PTC - Link to a list of the PTCsl
Link to website: http//www_act nato.int/ptecs

Documents are in Adobe Acrobat PDF format and require the Adobe Acrobat Reader. Click the . . §
image to the right to download the free Adobe reader. o ADOBE' READER’

ADMINISTRATE JOFF

This feature allows users with administrator role to edit the Quick Links on the home page which lead to
external sites. User clicks on the edit pen symbol displayed besides each of the quick links to edit the same. The
screen Edit Item Information open and contains the same details as in the Resource tool.

19 Bidding

Bidding feature allows each HQ and Nation to enter their bids for courses for seats required by them.

Users with Roles NATO HQ Training Manager and National Training Manager have the ability to enter their
bids for courses and Users with Roles e-ITEP Administrator, e-ITEP Institution Training Manager have abilities
to view, manage submitted bids and assign seats to NATO HQ’s and Nations. User with role e-ITEP
Administrator is also allowed to administer and change various functions for Bidding for Courses process.
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19.1 Bidding for Courses

This feature allows NATO HQ Training Manager and National Training Manager to enter their bids for courses
and users with roles e-ITEP Administrator, e-ITEP Institution Training Manager to view, manage submitted
bids and assign seats to NATO HQ’s and Nations.

Below is the Process Flow Diagram of the Bidding for Courses feature:

MCD

Raview bid and
update bid as
necassary

End

19.1.1

19.1.2

(0]

Add/Edit bids for space on courses

National Training Manager

User with Roles National Training Manager visits e-ITEP and logs in.
User navigates to Bidding.

Hemaurce Fanfes  iedividusl Tremng Pan ETOC Schoduln  Applicabon Tunbing Timbeing Hocords  Holp Contach Uis LOGOUT

The Bidding for Courses page loads.
Note:

User only sees the CE posts.

Nation selection list displays 4 options: Free, NF'S, All, Nation (of the User).
Default option in the Nation selection is the Nation (of the User).

Below is an example view of the page.
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Admin Tools » Reports

Bidding for Course

To enter a Did for seals on 3 course, sedect criteria fnom e drop down Seseclors, aRsSUre that e Year sslecior 1S sof o i faSowing
year, and chick the “AppendiUpdate Search® Bullon Find e course m i kS hal you wanl 1o enler 3 bl Tor, and click on the “View
Iberabions™ Erk in Fe “Soal Bl coliamn

Enter your seal eds in the TTEACE Fost Seat Bids™ and the "Mon PECE Post Seall Bide™, enler a commeant in B "Comments™ fiedd wih

Bidding for Course

* Back

Headquarter ALL b
Mation ALL "
¥oar 2043 -

Filter by School MATO « JOINT FORCESCC ¥

APPEMINUPDWIE SEARCH | BESET |

4. User enters the search criteria to get a list of courses for entering the bids and clicks the Append/Update
Search button. Below is an example view of the search performed on the Bidding for Courses feature,
with result set.

Note:

o [fayearis selected in the past, the seat bidding columns ‘PE/CE Post Seat Bids’ and ‘Non
PE/CE Post Seat Bids’ are read only and cannot be modified. Bidding for courses is only
possible for future years.

o The values displayed under Mandatory or Desired Number of Seats Required by Posts columns
will not include the demand of courses for PE Posts with a Posting Start date of “NOT
FILLED”.
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Bidding for Courses

Back
Headquarter | HQISAF CE [+
Nation AUT [=]
Year 213 =
Courses ML =]

1234 Record(s) 61 to 65 0f 65
Course 2 = e Mandatory # of Seats
Code Course Title Training Institution Teyisired by Billcts
Ci-Cs- ISAF CIS System Course NATO Communications and 15
2402 Information Systems School
(NCISS)
5543 Comprehensive NATO School Oberammergau
Operations Planning (N30)
Course
Cl-Cs- ISAF CIS Officer Course NATO Communications and 2
3401 Information Systems School
(NCISS)
STC-PO- NATO Operations NATO School Oberammergau
3008 Planners’ PSYQPS Course (NSO}
ETE-ET- Command Senior Enlisted NATO School Oberammergau ¥
5084 Leader Course M50y
<1234 Rscord(s) 61 to 65 o1 65

Desired # of Seats
required by Billets

Ina

e

Seat Bid

View terations °

View tterations o

View terations o

5. User clicks on View Iterations link under the Seat Bid column to view iterations of the selected course.

=1234 Record(s) 61 to 65 of 65
Soaie Course Title Training Institution
Code " 24
CI-CS- ISAF CIS System Course NATO Communications and 16
2402 Information Systems School
[NCISS)
5-43 Comprehensive NATO School Oberammergau
Operations Planning (NSO}
Course
Ci-CS- ISAF CIS Officer Course NATO Communications and 22
3401 Information Systems School
NCISS)
STC-PO- NATO Operations. NATO School Oberammergau
3008 Planners’ PSY0OPS Course (NSO}
ETE-ET- Command Senior Enlisted NATO School Oberammergau 2 8
5084 Leader Course NSO)
<1234 Record(s) 61 to 65 of 65

Mandatory # of Seats

required by Billets

Desired # of Seats
required by Billets

)

Seat Bid

Wiew fterations o

View lterations 0

View fterations O

6. User enters the bids (numbers) in PE/CE Post Seat Bids, Non PE/CE Post Seat Bids fields for the

desired scheduled iteration.
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Bidding for Courses

Iterations for Course "ISAF CIS System Course” ID(408)

Heration S | dhite) SRE el dufe S 1o R PEICE Billet Seat Bids Non PEICE Billet Seat Bids

1D and time and time Institution Available

187 272G 2801172013 NATO 10 0
Communications
and Information Ik
Systems School
(NCISS)
212 020212013 02/02/2013 Cairo Regional 100 0
Centre for
Training on
Conflict
Reselution

e
(8]

Comment®

SUBMIT

7. User enters the comment in the Comment field and clicks Submit.

Bidding for Courses

Iterations for Course "ISAF CIS System Course" |D{408)

Iteration Start date End date Training Seats
(1} and time and time Institution Available

PEICE Billet Seat Non PEICE Billet Seat Bids

27112013 28M11i2013 NATO
Communications
and Information
Systems School

{NCISS)
212 0210272013 02/02/2013 Cairo Regional 100 0 0 o

Centre for
Training on
Conflict
Resolution

Comment*

This is required. *

8. A confirmation message is shown to the user as shown in the screenshot below.

03/09/2018 NATO UNCLASSIFIED

Page - 274 -



! =
o N'\.l() . n

L 1O ';:_V”;r g Raytheo - - -
VEEE] SCYNNEERA professional Services uc e-ITEP Administrator User Guide

Bidding for Course

ez}
jas
o
=

Iterations for Course "ISAF CIS System Course” ID(408)
Your bidding was successfully added.

Iteration Start date End date S 5 Seats PE/CE Billet Seat  Non PE/CE Billet
D and time and time T FenwiL {4 tation Available  Bids Seat Bids
167 27112013 29/1112013 NATC Communications and 10 9 0 0
Information Systems School i
(NCISS)
212 02/02/2013 02/02/2013 NATO Communications and 100 10 (30 0
Information Systems School
(NCI38)
688 04/05/2013 04/05/2013 NATO Communications and 2 1] . 0 j ]
Information Systems School
(NCISS)
Comment®
Thsi is reguired >

9. User clicks on back link to go back to search result and repeat steps 4-7 for adding/editing bids for more
courses.

19.1.3 NATO HQ Training Manager

1. User with Roles NATO HQ Training Manager visits e-ITEP and logs in.
2. User navigates to Bidding.

3. The Bidding for Courses page loads.
Note:

o User only sees the PE posts of the users HQ.
Nation selection list displays 4 options: Free, NFS, All
o Default option in the Nation selection is All.

Below is an example view of the page.

o

03/09/2018 NATO UNCLASSIFIED Page - 275 -



e L e-ITEP Administrator User Guide

Bidding for Course

To enter a bid for seats on a course, select criteria from the drop down selectors, ensure that the Year selector is set to the foflowing

year, and click the "Append/Update Search" button. Find the course in the list that you want to enter a bid for, and click on the "View
Iterations” link in the "Seat Bid" column.

Enter your seat bids in the "PE/CE Post Seat Bids" and the "Non PE/CE Post Seat Bids", enter a comment in the "Comments” field with

Bidding for Course

4 Back

Headquarter s ]
Nation ALL ~
Year 2017 ~
Filter by School | NATO - JOINT FORCES CC[v]

4. User enters the search criteria to get a list of courses for entering the bids and clicks the Append/Update
Search button. Below is an example view of the search performed on the Bidding for Courses feature,
with result set.

Note:

o [fayearis selected in the past, the seat bidding columns ‘PE/CE Post Seat Bids’ and ‘Non
PE/CE Post Seat Bids’ are read only and cannot be modified. Bidding for courses is only
possible for future years.

o The values displayed under Mandatory or Desired Number of Seats Required by Posts columns
will not include the demand of courses for PE Posts with a Posting Start date of “NOT
FILLED”.
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Bidding for Courses

Back
Headquarter | HQISAF CE [+]
Nation AL [=]
Year 2013 El
Courses ALL El

Recordis) 61 to 65 of 65

Course Course Title Training Institution Mandatory # of Seats Desired # of Seats
Code = ! 9 required by Billets required by Billets
CI-CS- ISAF CIS System Course NATO Communications and ! iew herstions o
2402 Information Systems Schoaol
(NCISS)
5543 Comprehensive NATO School Cberammergau iot 8 PE/CE Billet: lotg PEICE B

Operations Planning
Course

(NSO}

CIC5- ISAF CIS Officer Course NATO Communications and

3401 Information Systems School
(NCISS)

STC-PO- NATO Operations NATO School Oberammergau

3008 Planners’ PSYOPS Course (NSO)

ETE-ET- Command Senior Enfisted NATO Scheol Oberammergau

5084 Leader Course (NSO)

=1234 Record(s) 61 to 65 of 65

5. User clicks on View Iterations link under the Seat Bid column to view iterations of the selected course.

=1234 Record(s} 61 to 65 of 65

Course . - i R Mandatory # of Seats Desired # of Seats "

Code Course Title Training Institution i oy T iy Seat Bid

CI-C5- ISAF CIS System Course NATO Communications and View fterations O

2402 Information Systems School %
(NCIss)

55-43 Comprehensive NATO School Oberammergau

Operations Planning
Course

(NS0)

CI-Cs- ISAF CIS Officer Course NATO Communications and

3401 Information Systems School
(NCISS)

STC-PO- HATO Operations NATO School Oberammergau

3008 Planners’ PSYOPS Course (NSO}

ETE-ET- Command Senior Enlisted NATOD School Oberammergau

S Leader Course {NSO)

=1234 Record(s) 61 to 65 of 65

6. User enters the bids (numbers) in PE/CE Post Seat Bids, Non PE/CE Post Seat Bids fields for the
desired scheduled iteration.
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Bidding for Courses

Iterations for Course "ISAF CIS System Course" ID(408)

Iteration Start date End date Training Seats

D and time and fime Institution Available PEICE Billet Seat Bids Hon PEICE Billet Seat Bids

167 Nowi27/2013°  Now28/2013  NATO 10 4| 0
Communications
and Information L\)
Systems School
(NCISS)
212 Feb/02/2013  Feb/02/2013  Cairo Regional 100 0
Centre for
Training on
Conflict
Resolution

Comment*

SUBMIT

7. User enters the comment in the Comment field and clicks Submit.

Bidding for Courses

Iterations for Course "ISAF CIS System Course" ID(408)

Start date End date Training Seats

St Sithee Institution Available PEICE Billet Seat Bids Non PEICE Billet Seat Bids

187 Nowi27i2013 Nowi29/2013 NATO 10 0
Communications.
and Information
Systems School
(NCISS)

212 Feb/02/2013 Feb/02/2013 Cairo Regional 100 0
Centre for
Training on
Confiict
Resolution

Comment*
This iz essentiazl -

8. A confirmation message is shown to the user as shown in the screenshot below.
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Bidding for Course

Iterations for Course "ISAF CIS System Course” ID(408)
‘Your bidding was successiully added.

Iteration Start date End date e 5 Seals PEICE Billet Seat  Non PEICE Billet
1D and time and fime st i Available  Bids Seat Bids
167 2711172013 29/11/2013 NATC Communications and 10 0 0 0
Information Systems School )
(NCISS)
212 02/02/2013 02/02/2013 NATO Communications and 100 10 | (30 0
Information Systems School
(NCISS)
688 04/05/2013 04/05/2013 NATO Communications and 2 0 - D 0
Information Systems School
(NCI58)
Comment*
Thsi is required -

9. User clicks on back link to go back to search result and repeat steps 4-7 for adding/editing bids for more
courses.

19.2 Downloading Bidding for Courses data into an Excel file

1. User with Roles e-ITEP Administrator, e-ITEP Institution Training Manager NATO HQ Training
Manager and National Training Manager, visits e-ITEP and logs in.
2. User navigates to Bidding.

Profiles  Individual Training Plan ETOC  Schedule  Application Testing Training Records  Help ContactlUs  LOGOUT

Bidding for Courses

Bidding Administration

3. Bidding for Courses page loads. Below is an example view of the page.
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Bidding for Course

To enter a bid for seats on a course, select criteria from the drop down selectors, ensure that the Year selector is set to the following
year, and click the "Append/Update Search” button. Find the course in the list that you want to enter a bid for, and click on the "View
Iterations™ link in the "Seat Bid" column.

Enter your seat bids in the "PE/CE Post Seat Bids" and the "Non PE/CE Post Seat Bids", enter a comment in the "Comments” field with

Bidding for Course

4 Back

Headquarter ALL IE
Nation ALL
Year 2018

Filter by School | NATO - JOINT FORCES CC[¥]

APPEND/UPDATE SEARCH HF

4. User enters the search criteria to get a list of courses for entering the bids and clicks the Append/Update
Search button. Below is an example view of the search performed on the Bidding for Courses feature,
with result set.

Bidding for Courses

Back
Headquarter | HQ/ISAF CE [«
Nation AT E
Year ke E|
Courses A E|
Record(s) 61 to 65 of 65

Course - - " Mandatory # of Seats Desired # of Seats -
Code Course Title Training Institution required by Billets required by Billets Seat Bid
CI-CS- ISAF CIS System Course NATO Communications and 16 View lterations. o
2402 Information Systems School
(NCISS)
5543 Comprehensive NATO School Oberammergau
Operations Planning (NSO}
Course
CI-CS- ISAF CIS Officer Course NATO Communications and 22 2 N i w Herntns o
34 Information Systems School
(NCISS)
STC-PO- WATO Operations. HATO Schocl Oberammergau 3 View terations @
3008 Planners' PSYOPS Course (NSO)
ETE-ET- Command Senior Enlisted NATO School Oberammergau 1 1
s084 Leader Course (NSO)
1234 Recordis) 61 to 65 of 65
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5. User clicks the Export to Excel button to export the bidding for courses data for the selected
Headquarter, Nation, Year and courses into an excel file.

Bidding for Course

To enter a bid for seats on a course, select criteria from the drop down selectors, ensure that the Year selector s set o the following
year, and click the "Append/Update Search” button. Find the course in the list that you want to enter a bid for, and click on the "View

lterations™ link in the "Seat Bid" column.

Enter your seat bids in the "PE/CE Post Seat Bids" and the "Non PEICE Past Seat Bids®, entera comment in the *Comments field with

Bidding for Course

4 Back

Headquarter ALL =l
Nation ALL 3]
Year iy 2]

Filter by School | NATO - JOINT FORCES CC[]

APPENDIUPDATE SEARCH || RESET

Course Code Course Title
INT-AS-2826 JOICC BASIC USER DATABASE MANAGER
INT-AS-2827 LINK ANALYSIS TRAINING
INT-AS-2828 ASAS TRAINING COURSE

6. A pop-up window appears displaying options to Save/Open the Bidding.xls file.

Export to Excel

Record(s) 1t 12
Training Institution Nation or Headquarier

NATO - Joint Forces Command Brunssum In theater -
NATO - Joint Forces Command Brunssum In theater —
NATO - Joint Forces Command Brunssum In theater -

Mandatory # of Seats required by Posts.

0
0
0

Desired # of Seats required by Posts Seat Bid
1 0 @
18 ]
14 -]
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Bidding for Course

To enter a bid for seats on a course, select crteria from the drop down selectors, ensure that the Year selector is set fo the following

year, and click the "Append/Update Search” button. Find the course in the list that you want to enter a bid for, and click on the "™View
Iterations” link in the "Seat Bid" column.

Enter your seat bids in the "PE/CE Post Seat Bids™ and the "Non PE/CE Post Seat Bids”, enter a comment in the "Commenis™ field with

Export to Excel

Bidding for Course

4 Back

Headquarter ALL [~]
Nation ALL ﬂ
Year 2017 [v]

Filter by School | NATC - JOINT FORCES ccfv]

APPEND/UPDATE SEARCH

Record(s) 110 12

Mandatory # of Desired # of

Course Lo T Nation or * % Seat

Course Title Training Institution Seats required by Seals required I
Code Headguarter Posis by Posts Bid
INT-AS- JOICC BASIC USER NATO - Joint Forces -— 0 14 0 °
3826 DATABASE MANAGER Command Brunssum

In theater

INT-AS- : o
3827 Do you want to save Biddings.xls (5,75 KB) from staging-eitep.rps-emea.com? | Save (¥ Cancel

7. User saves the Bidding.xls file at the desired location on the computer.

19.3 Assigning Seats to Allocating HQ’s and Nations
User with e-ITEP Administrator, e-ITEP Institutions Training Manger Roles have the ability to assign seats to
Allocating HQ’s and Nations

1. User visits e-ITEP and logs in the system.
2. User navigates to Bidding > Bidding for Courses.

03/09/2018 NATO UNCLASSIFIED Page - 282 -



Professional Services L.c

e-ITEP Administrator User Guide

Bidding Administration

3. Bidding for Courses page loads, user selects the desired headquarter, Nation, Year, Filter by School

fields and clicks the Append/Update Search button. Below is an example view of the search performed

on Bidding for Courses feature with result set.

Bidding for Course

Back
Headquarter HQISAF 18.0 =
Nation ALL E'
Year 2014 El

Filter by School | NATO COMMUNICATIONS [=]

APPEND}UP@TE SEARCH R

1Zoax

Record(s) 1 to 20 of 77

Mandatory # of Desired # of
Seats required by Seats required
Billets by Billets

Seat
Bid

Course - o e Nation or
Code Course Title Training Institution Headquarter

CI-CS- ISAF CI5 System Course NATO Communications and HQ ISAF 18.0

2402 Information Systems School
(NCISS)
CI-CS- ISAF CIS Officer Course MNATO Communications and HQ ISAF 18.0 29 °
3401 Information Systems School
(NCISS)
ClI-88- LOGFAS Logistic Reporting NATO Communications and HQ ISAF 18.0 2 °
2226 Basic Course (External Information Systems School
ISAF) (NCISS)
Cli-Cs- MNATO CIS Crientafion for NATQO Communications and HQ ISAF 18.0 10 °
1101 Officers Course Information Systems School
(NCISS)
CIlI-SM- MATO Deployed Spectrum NATO Communications and HQ ISAF 18.0 4 °
4180 Management Operations Information Systems School
Course (NCISS)
Cli-A- NATOC INFOSEC Officer NATO Communications and = °
1280 Course Information Systems School
(NCISS)
ClI-55- LOGFAS Staff Officer NATO Communications and HQ ISAF 18.0 2 2 °
4251 Course Information Systems School
(NCISS)

4. User selects the desired course from the list and clicks on blue Arrow under Seat Bid column for the

selected course.

Mandatory # of Desired # of
Seats required by Seats required
Billets by Billets

Seat
Bid

LEULLE
Headguarter

Course Title Training Institution

ISAF CIS System Course NATO Communications and HQ ISAF 18.0 24 g
Information Systems School
(NCISE)
Cll-Cs- ISAF CIS Officer Course NATO Communications and HQ ISAF 12.0 29 °
3401 Information Systems School )
(NCISS)
CIl-85- LOGFAS Logistic Reporting NATO Communications and HQ ISAF 18.0 2 °
2228 Basic Course (External Information Systems School
ISAF) (NCISS)
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5. Bidding for Courses page loads, user selects the desired course iteration to assign seats for and clicks on
Assign Seats link under Action column for the selected course iteration.

Bidding for Course

Iterations for Course "ISAF CIS System Course" ID(408)

PEICE Non PEICE

= B CD 5
Billet Seat Billet Seat 5 Action
Bids Bids Valigate

lteration  Startdateand  End date and
D time time

Seats

Training Institution Available

929 Augi21/2014 Augi21/2014 NATO School 10 4 4 a Assign
Oberammergau (NSQ) %Is

&

6. Session Seat Details Page loads which allows the user to assign seats of the course iteration to
Allocating HQ’s, Nations, available to anyone or to reserve the seats.

Session Seat Details

(aa
2
&
==

Heqdquarlersl Mandatory # of Seats Desired # of Seals PEICE Billet

Non PEICE MCD

Nation required by Billets required by Billets  Seat Bids e Validates ~ Comments
CANADA - CAN 0 0 2 3 0 View Comments
NATO AND PARTNER -

NATION 0 0 2 1 0 View Comments

Course Section 929

Course Number CIH-CS-2402

Course Name ISAF CIS System Course
Start Date B/21/2014 6:00:00 AM

End Date 8/21/2014 3:00:00 PM

Seat 1 NATO AND PARTNER NATION

Seat 2 NATO AND PARTHNER NATION

Seat 3 NATO AND PARTNER NATION

B &) B B

Seat 4 NATO AND PARTHNER NATION

7. The page will also display the total number of Seats Bids that have been entered by the Allocating HQ’s
and Nations for the course iteration currently being viewed.

8. When all of the seats for the iteration have been assigned to required status, user clicks the Submit
button at the bottom of the page to save the seat assignments.

Seat 9 AVAILABLE

Seat 10 | AVAILABLE

&
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User can also Assign Seats to Allocating HQ’s and Nation in the following way:

1. User visits e-ITEP and logs in the system.
2. User navigates to Schedule > Search Course Iterations.

ETOC Schedule .ﬁppﬁmﬂm Tasﬁug_:

Search erations

Add Course Iteration

Training Calendar

3. User enters the search criteria and clicks Submit.

Search Course lterations

Current Search:

Course Code Confains % =- Remove from search

COURSE CODE [v] | conTaing  [v]]
Date Range 26/Jani2017 | 7o | 280anz018 i
lteralion Stalus ACTVE  [v]

APPEND/UPDATE SEARCH :_I ESET |

4. User selects the desired course iteration from the list and clicks on Edit link displayed under Action
column.

Iteration Course Course Cutoff Seats Training Delivery

D Code  Title ELIEDE SEIATNE EIEE Date  Aval Institution APBY  Method

920 Cli-CS-  ISAF English Aug/21/2014  Aug/21/2014 10 NATQ School Edit User] |
17:00:00

2402 Cis 8:00:00 Oberammergau el Sel
System (NSQ), 0 VigW Roster]
Course View Details’

5. User clicks the Assign Seats to Allocating HQ'’s button in the blue action bar in the middle of the page.
Below is an example of the link to click to Assign Seats to Allocating HQ's.

Schedule

To edit the lteration details, make changes using the dropdown menus and text entry boxes. Click Submit to save your changes. You may

reset the schedule edit form by clicking the Reset button at the bottom of the page.

View lteration Changes [l Assign Seats to Allocating HQ's

Edit Iteration G
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6. After clicking on the Assign Seats to Allocating HQ'’s link, the following page will be displayed to
assign the seats of the selected course iteration to Allocating HQ’s, Nations, available to anyone or to
reserve the seats.

Session Seat Details

Course Section 4554

Course Number AOP-A0-12151
Course Name acc00002

Start Date 01/Feb/2017 7:00
End Date 01/Feb/2017 16:00

Seat 1 | AVAILABLE [v]
Seat 2 | AVAILABLE [~]
Seat 3 | AVAILABLE [+]

7. The page will also display the total number of Seats Bids that have been entered by the Allocating HQs
and Nations for the iteration currently being viewed.

8. When all of the seats for the iteration have been assigned to required status, user clicks the Submit
button at the bottom of the page to save the seat assignments.

Seat 9 AVAILABLE

Seat 10 | AVAILABLE

(o]

19.3.1 View Comments entered by each Allocating HQs and Nations
1. User clicks on the View Comments like for the desired Allocating HQ/Nation on Session Details page.
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Session Seat Details

Non PEICE

Headquarters/ Mandatory # of Seats  Desired # of Seats  PE/CE Billet g MCD

Nation required by Billets required by Billets  Seat Bids g:'d";‘ i Validates ~ Comments
CANADA - CAN 0 0 2 3 0 View Comments
MATO AND PARTNER

NATION ] [i] 4 1 0 View Comments

Course Section 929
Course Number CII-C5-2402

Course Name ISAF CIS System Course

Start Date 8/21i2014 6:00:00 AM
End Date 8/21/2014 3:00:00 PM
Seat 1 NATO AND PARTNER NATION [=]

2. Bidding Comments page loads displaying list of comments entered by users belonging to the selected
Allocating HQ/Nation.
3. User clicks on the Back link.

Bidding: Comments

Back

Iteration 1D: 2R
Course Number: Cli-C5-2402
HeadquarteriNation: CANADA - CAN

Comment Date Comment Login ID First Name Last Name Role

Juni24/2013 test! Mjsnatirain3 Trainer s National Training Manager

4. User is directed back to the Session Details page.

19.4 Administration functions for Bidding for Courses
Users with e-ITEP Administrator Role have ability to administer and change various functions for Bidding for

Courses process.

5. User visits e-ITEP and logs in.
6. User navigates to Bidding > Bidding Administration.

Admin Tools » Reporis w

Biddimg for Courses

7. Bidding Administration page loads. Below is an example view of the page.

03/09/2018 NATO UNCLASSIFIED Page - 287 -



l pafessensl Seevoes e | e-ITEP Administrator User Guide

Bidding Administration

Bid Opening date *

Bid Opening days
before to send email *

Bid Closing date *
Bid closing days
before to send email *

Bidding is available for

024Jan

30/Dec

[] Albanian & Armed Forces Academy [ Muttinational Logistics Coordination Centre {MLGC)

: [ MULTINATIONAL MARITIME SECURITY CENTRE
[ Aus Biidung Centre OF EXCELLENCE MARSEC
[ mattic Detence Collage [ INATO - Communications and Information Agency
[NCIA)
| [ INATO - Communications and Information Systems
[ | Belgium VS-ERS School (NCISS)

| CANADIAN FORCES FLEET SCHOOL QUEBEC CFFS (Q[_| NATO - Defense College (NDC)

[ 1CANADIAN FORGES SCHOGL OF MILITARY
INTELLIGENGE (CFSMI) [INATO - HQ ACT GENDER

[Tcentre for Integrity in the Defence Sector (CIDS) [ INATO - HQ ACT JFT ADL

. . [ NATO - HQ ACT SIGINT ETOC TRAINING
CleF-m Joint Imagery Training and IMINT Centre INSTITUTION MANAGER
[ ICOE - Center for Analysis & Simulation for the Preparation .

of At Operations (CASPOA) [INATO - HQ Air Command

[ 1GOE - CENTER of EXCELLENGE FOR CRISIS
MANAGEMENT AND DISASTER RESPONSE [INATO - Ha IsAF

[1COE - CENTRE OF EXCELLENCE DEFENCE AGAINST [INATO -Ha Supreme Allied Command
TERRORISM Transformation (HG SACT)

[ 1cOE - Centre of Excellence for Cold Weather Operations LINATO - Joint Analysis & Lessons Leamed Cenire
(CWO CCE) (JALLCT)

8. User has the ability to edit the following fields:
e Bid Opening Date

e Bid Opening days before to send email (to specify how many days before ‘Bid Opening Date’ the

‘Seat bidding opens..’ email is sent from the e-ITEP system)
¢ Bid Closing Date

¢ Bid closing days before to send email (zo specify how many days before ‘Bid Closing Date’ the

‘Seat bidding closes..” email is sent from the e-ITEP system)

e Bidding is available for (list of institutions is displayed to select the institution for Bidding for

Courses process, check the checkbox to select an Institution)

User makes the necessary changes and clicks Submit.
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™ The United States Naval Postgraduate School

I” Joint Forces Training Centre (JFTC) (NPS)

I™ Joint Special Operations University ™ Turkish PfP Training Centre

I™ Joint Warfare Cenire IweC)y ™ UK Defence Academy

G

9. Page reloads displaying the confirmation message ‘The record was successfully updated’.

20 MPD

20.1 View Partnership Goals

The Partnership Goal feature provides a centralised list of mandatory and desired courses for a selected
partnership goal for the Organisation structure selected in the user profile by the Point of Contact. Users with
Roles User, Point of Contact and E-ITEP Administrator have the ability to view Partnership Goals for their
Nations.

1. User visits e-ITEP and logs in.
2. User navigates to Partnership Goals > Partnership Goals.

{2y Resources: Profiles Parmership Goals ETOC  Schedule Application Testing Training Records Help ContactUs = LOGOUT

Indwldual Training and Education Programme

3. Partnership Goal page loads displaying the user’s profiled Organisation structure and Year defaulted to
Current Year, user clicks Submit.

Partnership Goals

Org Structure

Organization 1* NATO

T NATO AND PARTNER NATION[=] |

Organization 3 (SELECT ONE) [¥]

Year 2012.

@

4. Page reloads displaying Partnership Goals for the user’s profiled Organisation structure. Below is an
example view of the search performed on the Partnership Goals feature with result sets.
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Partnership Goals

Org Structure
Organization 1+ HATO =

Organization 2 * NATO AND PARTNER NATION =

Organization 3 (SELECT ONE) [3]

Year 127

Report Date: 10/25/2012 6:14:37 AM

Nation Training

OrgLevels Goal Number Goal Name Reibs et Priority  Mandatory Training Desired Training
AFGHANISTAN (AFG) GENERIC GOAL 1 Generic Goal 1 2 1 ACP-AC2062

ALBANIA - ALE GENERIC GOAL 1 Generic Goal 1 2 1

BULGARIA- BGR L0895 Advanced combat system for personnel 0 1

SWEDEN (SWE) L08g5 Advanced combat system for personnel 2 1 OPS-MA-2099 Cles-1101

5. Users click on course code displayed under mandatory training or desired training columns.
6. View course page loads displaying Course details of the selected course. Below is an example view of
the screens.

Partnership Goals

Org Structure

Organization 1* NATEY =

Organization 2 NATO AND PARTNER NATION [=]

(SELECT ONE} [¥]

Organization 3

e w1fz)

Report Date: 10/25/2012 6:14:37 AM

Nation Training

OrglLevel6 Goal Number Goal Name Requirement Mandatory Training Desired Training
AFGHANISTAN (AFG) GENERIC GOAL 1 Generic Goal 1 2 1 ACP-AC-2062

ALBANIA - ALE GENERIC GOAL 1 Generic Goal 1 2 1

BULGARIA - BGR L0895 Advanced combat system for personnel (] 1

SWEDEN (SWE) L0895 Advanced combat system for personnel 2 1 OPS-MA-2089 CI-CS-1101
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View Course

'COURSE DETAILS ‘ COURSE CONTACT INFORMATION RAINING INSTITUTION INFORMATION|

DISCIPLINE INFORMATION

4, Back to Training Plan Report

Web Link hitp-fwww. natoschool. nato.int/Academics/Resident-CoursesiCourse-Catalogue/Course-descripfion 2ID=55
Last Date Updated 07/Janf2016 16:02

Training Institution MNATO - School Oberammergau (NSO}

Discipline Operational Planning, Assessment and AlRA (JPL)

Area Operational Planning (CP)

Depth of knowledge Level 3. Apply

The NATO Course Certification of the course is automatically updated based on the "NATO Course requirement”™ and "NATO ETF
Institutional Accreditation”. Unless, these two fields have been completed and validated, the course will automatically display as
NATO Listed.

NATO Course Certification MNATO Approved

Course Code JPL-SP-3054
Course Title MNATO Comprehensive Operations Planning Course
Delivery Method |—Irstructor-Led Training

Suitable for Mobile Delivery? No
Course Description NSO Course Code: 85-54

For further information {e.g. list of learning chjectives or eligibility reguirements) please refer o the full

Course Notes course description via the above given web fink.

20.2 Application
The Application menu item consists of the following application features which enable users to search for and
apply in or reserve a seat in course iteration:

Apply Yourself in a Course Iteration

Apply a User in a Course Iteration

View/Approve Pending Applications

View Your Schedule (refer section 14.11)

View Users Schedules (refer section 14.12)

Apply Yourself in a Course Iteration from the Training Calendar (Refer section 14.1)
Apply a User in a Course Iteration from the Training Calendar (Refer section 14.2)

Nk W=

As well as it is described on section 14 Application, the e-IETP system allows two application methods namely
Internal Application Method and External Application Method. This is necessary because some Training
Institutions have their own software applications that they use to manage applications into course iterations.
The internal application method allows e-ITEP to handle the entirety of the application process. The external
application method supports the application process until the Training Institution Approval is required.

Below is the brief explanation about the Internal Application Process feature:

1. User requests to attend a training/course iteration by means of the Joining Form, which gives the ability
to the user to fill, save and submit the form and start the application process.

2. Upon initial request by the user to attend the training, user’s application is sent to the concerned Point
of Contact.
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3. User Point of Contact has the ability to Approve or Reject user’s application to attend a training/course
iteration. Both the approval and the rejection are executed through the Joining Form.

a. Upon rejection of user’s application by the Point of Contact ,the user is informed about the
rejection of the application via email.

b. Whereas upon approval of user’s application by the Point of Contact, if the user belongs to one
of the MPD Countries then the application process follows the point 4 and 5 otherwise the
application process follows the point 5 where the user’s application is sent to the ETOC
Institutions Training Manager (School Admin) of the concerned Training Institution.

4. User’s application is sent to the E-ITEP Administrator who has the ability to Approve or Reject user’s
application.

a. Upon rejection of user’s application by E-ITEP Administrator, the concerned User Point of
Contact and user is informed about the rejection of the application via email.

b. Upon approval of user’s application by E-ITEP Administrator the user’s application is sent to
the ETOC Institutions Training Manager (School Admin) of the concerned Training Institution.

5. This is the final step in the application process where the ETOC Institutions Training Manager (School
Admin) of the concerned Training Institution has the ability to Approve or Reject user’s application to
attend a training/course iteration.

a. Upon rejection of user’s application by ETOC Institutions Training Manager (School Admin),
the concerned E-ITEP Administrator (applicable only for users belonging to the MPD
Countries), Point of Contact and user is informed about the rejection of the application via
email.

b. Upon approval of user’s application by ETOC Institutions Training Manager (School Admin),
the concerned E-ITEP Administrator (applicable only for users belonging to the MPD
Countries), Point of Contact and user is informed about the final approval of the application via
email.

c. In case when there are no seats available on the course iteration, then the user is added to the
waitlist of the course for the respective training institution.

6. If the application method is external, the Training Institution Manager should not approve the
application by using the e-ITEP system.

The Joining Form allows the user to Save/Submit the application. Hence, when the user saves the application, it
becomes Pending status and the user can complete it later on. Upon submission of Joining Form by the user, the
application of the user is sent to the concerned Point of Contact

The e-ITEP offers two application methods namely Internal Application Method and External Application
Method. The internal application method allows e-ITEP to handle the entirety of the application process (Steps
1 to 5). The external application method supports the application process until the Training Institution Approval
is required (Steps 1 to 4).

In addition to the Internal and External Application Methods, the e-ITEP System allows a POC role (or higher)
to apply a user in a course iteration. In that moment, the application becomes Pending until the user completes
the application by means of the submission of the completed Joining Form.

Below are the Process Flow Diagrams of both Internal and External Application Process features.
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Internal: User Initiated Application Process

MPD Personnel
review request for
attendance on
training, and
approves or
rejects the request

Ai‘:)?gelal Application A
Y »_Process Process End

Provide a reason
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Internal: POC (and higher) Initiated Application Process

MPD Personnel
review request for
attendance on
training, and
approves or
rejects the request

Ai‘:)?gelal Application A
»\_ Process Process End
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i

Inform MPD about
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rejection e enrolleme

|

Yes

-

School

Approval
Process

4

Application
Process
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External: User Initiated Application Process

& ==
T o=
|

Yes
MPD Personnel
review request for
> attendance on
training, and
approves or
rejects the request
[

Yes

Provide a reason

End
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External: POC (or Higher) Initiated Application Process

t

MPD Personnel Yes

review request for
attendance on
™ training, and o
approves or
rejects the request
Yes

Provide a reason

==

20.2.1 Apply Yourself in a Course Iteration
All users have the ability to apply in course iteration

1. User visits e-ITEP system and logs in.
2. User navigates to Application > Apply Yourself in a Course.
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Apply a Userin a Course lteration

Batch Application

Wiew/Approve Pending Applications
View Available Seats

Wiew Your Schedule

View User Schedules

3. User selects the course from the course drop down menu and clicks Submit.

Apply Yourself in a Course lteration

Login ID Organisation Organisation Code
Alpha Administrator AlphaAdmin casey.dawley@ncia nato.int
Course:
ACP-AC-3060 - OPEN SKIES CRIENTATION COURSE l]

&P

4. User selects the course iteration from the list of iterations and clicks on Apply.

Apply Yourself in a Course Iteration

4 Back to Course List

Login ID Organisation Organisation Code
Alpha Administrator AlphaAdmin casey dawlev@ncia nato.int
Course Code Course Title Course Active from Course Deactivated on
ACP-AC-3060 Open Skies Orientation Course 01/Jan/2013 31/Dec2017

Ciick the "Apply” link next to the Course lteration you wish to apply in. To see Course lteration details, click "View Details™.

Seats Available Training Institution City State Actions
05/Dec/2016 8:00 8
to 40 NATO - School Oberammergau (NSQ) %nﬂ A
D9/Dec/2016 13:00
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5. The system loads the Joining Form and gives the ability to the user to fill, save, submit the Joining

Form and start their application process. Below is an example view of the screen.

Joining Form

4 Back

Institution Name

Address

Phone

Email

Applicant Information:

Trainee's HQIAgency
POC Name *

POC email
Login ID

Last Name
First Name

Email

Phone Number *
Fax Number

Emergency Contact Person's Name *

6. User enters data for all the required fields in the Joining Form and clicks the Save button to save the

e-|EP

electronic . .
Individual Training and Education Programme

MNATCO School Oberammergau (NSO)
Am Rainenbichl 54

Cberammergau

82487

+40 8822 0481 1303

studentadmin@nateschool.nato.int

NATO COMMAND STRUCTURE/M ST NATO SIGNAL BATTALION

(SELECT ONE) v

amantzouris
IWantzouris
Giorgios

MantzourisG@nmiotc.gre.nato.int

status of this Joining Form without submitting it for approval.
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Request installation pass for a vehicle, if required? “¥es No
Additional Remarks

Billeting Policy:

1. Students are encouraged to use the Training Institution's accommodation reservation sernvices.

2. NATO Communications and Information Systems School (NCISS) reserves the right to change reservations due to military necessity and mission
requirements

3. A "no-show” or last minute cancellation fee may be levied for students who do not cancel their reservation in advance

Registration Notes:

1. The applicant's personal information will be processed and stored in the NATO Communications and Information Systems School (NCISS) data
management system.

2. Upon completion of the registration, a confirmation message will be sent to the POC and applicant containing detailed administrative information on
in-processing, tuition payment, security, transportation and accommodations. Registered students must bring a copy of their confirmation message
with them.

[T | have carefully read and agree with the statements above. =

["] | have completed the internal approve process. (Division/Branch Head/POC). *

@ susmT 5

Note: After user saves the Joining Form for later editions and submission, they can access the Joining Form by
navigating to Application > View Your Schedule and searching for the course iteration.

[Z1 1 have received national approval. *

7. System reloads the Joining Form and displays a confirmation message to the user.

Joining Form

®e-ITEP

electronic _ 2
Individual Training and Education Programme
Your application has been saved and can be accessed again via Application > View Your Schedule.

4 Back
Institution Name MNATO School Cberammergau (NSO}
Address Am Rainenbichl 54

Oberammergau

82487
Phone +40 8822 0481 1303
Email studentadmin@natoschool.nato.int
Applicant Information:
Trainee's HQ/Agency NATO COMMAND STRUCTURE/MST NATO SIGNAL BATTALION
POC Name * LORI KAY POC ¥
POC email gagan_kaur_999@yahoo.com
Login ID gmantzouris
Last Name Mantzouris
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8. After the completion of the Joining Form, user submits it for approval by clicking the Submit button.

Request installation pass for a vehicle, if required? (Dyes @No

Additional Remarks

Billeting Policy:

1. Students are encouraged to use the Training Institution’s accommodation reservation services.

2 NATO Ct ications and Infc i st School (NCISS) reserves the right o change reservations due o military necessity and mission
requirements

3. A "no-show” or last minute cancellation fee may be levied for students who do not cancel their reservation in advance

Registration Notes:

1. The applicant's personal information will be processed and stored in the NATO Communications and Information Systems School (NCISS) data
management system.

2. Upon completion of the registration, a confirmation message will be sent to the POC and applicant containing detailed administrative information on
in-processing, tuition payment, security, fransportation and accommaodations. Registered students must bring a copy of their confirmation message
with them

<

| have carefully read and agree with the statements above *

| have completed the internal approve process. (Division/Branch Head/POC). *

SAVE wl RESET |

9. Once the Joining Form is submitted by the user, the system reloads the Joining Form and displays a
confirmation message to the user.

<

| have received national approval. *

Joining Form

®e-ITEP

electronic . ;
Individual Training and Education Programme
Application for the course is pending POC approval. Once approved, an application confirmation will be delivered via email.

 Back
Institution Name NATO School Oberammergau (NSO}
Address Am Rainenbichl 54

Oberammergau

82487
Phone +40 8822 9481 1303
Email studentadmin@natoschoalnato.int
Applicant Information:
Trainee's HOWAgency NATD COMMAND STRUCTUREM ST NATO SIGNAL BATTALION
POC Name lori kay POC
POC email gagan_kaur_999@@yahoo.com
Login ID amantzouris
Last Name Mantzouris
First Name Giorgios
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20.2.2 Apply a User in a Course Iteration
Users with Roles E-ITEP Administrator and Point of Contact have the ability to apply user in course iteration.

1. User visits e-ITEP and logs in.
2. User navigates to Application > Apply a User in a Course Iteration.

Application

Apply Yourself in a Course Iteration
Apply a User in a Cour ation
Batch Application

View/Approve Pending Applications
View Available Seats

View Your Schedule

Wiew Liser Schedules

3. User enters the search criteria for the user and clicks Submit. Below is an example view of the search
performed for users with result set.

Apply User in a Course lteration

Search for the person o be applied.
Current Search:

Last Name Confaing % =- Remove from search

LAST NAME[~] | | CONTAINS  [¥]

APPEND/UPDATE SEARCH

Record(s) 1105

Last Mame First Name Login ID Select
ccal 0001 e-ITEP Administrator cca2iom [Select]
acc 0003 MPD Administrator accD003 [Select]
acc 0012 MFD POC acc0012 [Select]
acc 0015 MFD User accD0i5 Select]
Khilkevych Volodymyr Volkh75s Select]

4. User selects a user and clicks on Select.
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Apply User in a Course Iteration

Search for the person fo be applied.
Current Search:

Last Name Confains % <- Remove frem search

LAST NAME|v]|| | CONTAINS  [v]

APPEND/UPDATE SEARCH

1234567808101112=>> Record(s) 1 to 20 of 838

Last Name First Name Login ID Select
Administrator Administrator Administrator Selec]
Abdellafif Ahmad Mostafah Abdelwahhab -ahmadmostafah Seleci]
Administrator Alpha AlphaAdmin Selec]
ANDERSON ANDY andyanderson Selec]
Andras Biro HO45612 Select]
ABAHATY DANIEL abahazy Select]
ALLEM DAVID BIUKD1 ]

5. User selects the course from the Course drop down menu and clicks Submit.

Apply User in a Course lteration

Name Login ID Email Organisation Organisation Code
DANIEL ABAHAZY abahazy danielT.abahazy civi@mail. mil
Course:

ACP-AC-3060 - OPEN SKIES ORIENTATION COURSE ﬂ

&

6. User selects the course iteration from the list of iterations and clicks on Apply.

Apply User in a Course lteration

4 Back to Course List

Login ID Email Organisation Organisation Code
DANIEL ABAHAZY abahazy daniel f abahazy civi@mail. mil
Course Code Course Title Course Acfive from Course Deactivated on
ACP-AC-3060 Open Skies Orientation Course 01iJan/2013 31/Dec/2017

Click the "Apply” link next to the Course Iteration you wish fo apply in. To see Course Iteration details, click "View Details”

Seats Available Training Institution City State Actions
D5/Deci2016 8:00 .
o 1 NATO - School Oberammergau (NSO) e A
08/Dec/2016 13:00
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7. The system loads the confirmation page and an email is sent to the user to fill in the Joining Form.
Below is an example view of the Confirmation page.

Apply User in a Course Iteration

4 Back

Name Login ID Email Organisation Organisation Code
DANIEL ABAHAZY abahazy daniel.f abahazy civi@mail. mil

Course Code Course Title Course Active from Course Deactivated on
ACP-AC-2060 Open Skies Orientation Course 01fJanf2D13 31/Decl2017

Application for the course is pending approval. Once approved, an appiication confirmation will be delivered via emaii.

8. User receives an email notifying them about the application and instructing them to navigate to
Application > View Your Schedule or Pending Joining Forms link in the Application Stats section on
the Welcome Page.

20.2.3 View/Approve/Cancel Pending Application
Users with Point of Contact, E-ITEP Administrator Roles have the ability to view/approve/cancel pending

applications.
20.2.3.1 View / Approve / Cancel Pending Application

20.2.3.1.1 Point of Contact
Approval by Point of Contact is the first step in the Application Approval Process.

1. User visits e-ITEP and logs in.
2. User navigates to Application > View/Approve Pending Applications.

Application = Testing Train

Apply Yourself in a Course
Iteration

Apply a User in a Course
Iteration

Batch Application

View A\ﬂlahle Seats
View Your Schedule

View User Schedules
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3. View/Approve Applications page loads displaying user search filter. User enters search criteria and

clicks Submit.
View/Approve Applications

LAST NAME ~|| | conTans -l

Billet: All

&

4. User selects a user from the result list and clicks on View link under Action column.

View/Approve Pending Applications

Current Search:

Last Name Contains % =- Remove from search
LAST NAME [¥] | conTaINs  [¥]

Post: All

APPEND/UPDATE SEARCH [ RESET

First Name Last Name Login ID Organisation Name Action

Giorgios Mantzouris gmantzouris BAHRAIN (BHR) iew]

5. Page reloads displaying pending application details. Below is an example view of the page.

View/Approve Pending Applications

€ Back
Name Login ID Email Organisation Organisation Code
Giorgios Mantzouris gmantzouns MantrourisG@nmiotc.arc.nato.int BAHRAIN (BEHR) o

This user is currently pending for the following course(s).

First Last Organisation Course

Name Name Login ID o Code Course Title Start Time End Time

Giorgios Mantzours  gmantzouris Allied Worldwide 29/Augl2016 02/Sepi2016 [View Joiging Form
A~ Mavigation 900 16:00
2807 Information system
Course (AWNIS
Basic)
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Note: Previous Iteration(s) attended pane will also be displayed in the screen above only if the user has
attended previous iterations of the course.

6. User clicks on View Joining Form link.

7. The system loads the Joining Form and gives the ability to the user to save/approve / reject the
application. Below is an example of the screen.

Additional Remarks.

Billeting Policy:

1. Students are encouraged to use the Training Institution's accommodation reservation services.

2. COE - NAVAL MINE WARFARE CENTRE OF EXCELLENCE (NMW COE) reserves the right to change reservations due to military necessity and
mission requirements

3. A"no-show” or last minute cancellation fee may be levied for students who do not cancel their reservation in advance

Registration Notes:

1. The applicant's personal information will be processed and stored in the COE - NAVAL MINE WARFARE CENTRE OF EXCELLENCE (NMW COE)
data management system.

2. Upon completion of the registration, a confirmation message will be sent to the POC and applicant containing detailed administrative information on
in-processing, fuition payment, security, ransportation and accommodations. Registered students must bring a copy of their confirmation message with
them.

| | have carefully read and agree with the statements above. *

| | have completed the internal approve process. (Division/Branch Head/POC). *

m APPROVE REJECT

~'| | have received national approval. *

20.2.3.1.2 Reject Pending Application
1. User selects the View Joining Form link for a course and clicks the Reject button to cancel the pending
application for that course.

Additional Remarks

Billeting Policy:

1. Students are encouraged to use the Training it ion services.

2. COE - NAVAL MINE WARFARE CENTRE OF EXCELLENCE (NMW COE) reserves the right to change reservations due to military necessity and
mission requirements

3. A"no-show” or last minute canceliation fee may be levied for students who do not cancel their reservation in advance

Registration Notes:

1. The applicant’s personal information will be processed and stored in the COE - NAVAL MINE WARFARE CENTRE OF EXCELLENCE (NMW COE)
data management system

2. Upon completion of the registration, a mnﬁrmamn message will be sent to the POC and applicant containing detailed administrative information on
in-processing, tuition payment, security, tr: 1and acco . R fered students must bring a copy of their confirmation message with
them.

& | have carefilly read and agres with the statements above =

+| | have completed the internal approve pracess. (Division/Branch Head/POC). *

SAVE APPROVE @

~ | have received national approval. =

2. System loads the Cancel Application page and a confirmation message is displayed Do you wish to
cancel this course registration?’ User selects a Cancel Reason and / or fills in the ‘Comments’ field.

3. User clicks on ‘Yes’ to cancel the course registration or clicks on ‘No’ to undo the cancelation of the
course application. Below is an example view of the screen.
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Cancel Application

4 Back

Login ID Organisation Organisation Code
Giorgios Mantzouris gmantzours MantzourisGi@nmioic.are nato.int
gg:;se Course Title Iteration  Start Time End Time Training Institution
QOPS-MA- Allied Worldwide Navigation Information 4079 29/Augi2016 02/Sep/2016 COE - NAVAL MINE WARFARE CENTRE
2807 system Course (AWNIS Basic) 9:00 16:00 OF EXCELLENCE (NMW COE)
Cancel Reason | APPLICANT NO LONGER AVAILABLE (v
Comments

Do you wish to cancel this course registration?

Yes | No

4. Upon clicking ‘Yes’ for the cancelation of the course application, a confirmation message is displayed
on the screen and also an email is sent to the user (cc: all the Point of Contacts within user organization
structure) notifying them about rejection of the pending application.

Cancel Application

4 Back

Name Login ID Email Organisation Organisation Code

Giorgios Manizouris gmantzouris ManizourisG@nmiotc are nato.int

Course Title Iteration  Start Time End Time Training Institution
OPS-MA- Allied Worldwide MNavigation Information 4079 29/Aug/2016 02/Sep2018 COE - NAVAL MINE WARFARE CENTRE
2807 system Course (AWNIS Basic) 9:00 16: OF EXCELLENCE (NMW COE)

The application has been successfully cancelled

20.2.3.1.3 Approve Pending Application
1. User selects the course via View Joining Form link and clicks the Approve button to approve the
pending application for that course.
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View/Approve Pending Applications

4 Back
Name Legin ID Email Organisation Organisation Code
Giorgios Mantzouris gmantzouns MantrourisG@nmiotc.gre.nato. int BAHRAIN (BHR) o

This user is currently pending for the following course(s):

Organisation Course

Login ID fiaaiic Course Title Start Time End Time Action
Giorgios  Mantzouns  gmantzouris OPS- Allied Worldwide 29/Augi2016 02/Sep/2016 [View Joiﬁing Form
MA- Navigation 9:00 16:00
2807 Information system
Course (AWNIS
Basic)

Additional Remarks

Billeting Policy:

1. Students are encouraged {o use the Training Institution's accommodation reservation services.

2. COE - NAVAL MINE WARFARE CENTRE OF EXCELLENCE (NMW COE) reserves the right to change reservations due to military necessity and
mission requirements

3. A "no-show” or last minute cancellation fee may be levied for students who do not cancel their reservation in advance

Registration Notes:

1. The applicant's personal information will be processed and stored in the COE - NAVAL MINE WARFARE CENTRE OF EXCELLENCE (NMW COE)
data management system.

2. Upon completion of the registration, a confirmation message will be sent to the POC and applicant containing detailed administrative information on
in-processing, fuition payment, security, transportation and accommodations. Registered students must bring a copy of their confirmation message with
them.

~ | have carefully read and agree with the statements above. *

+| | have completed the internal approve process. (Division/Branch Head/POC). *

m APPROVE REJECT RESET

~ | have received national approval. *

3. Page reloads displaying the conformation message as shown below.
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View/Approve Pending Applications

4 Back

Your application form has been successfully submitted. The reguest will be reviewed and an email will be sent to you when the status of the application has
changed.

Organisation Organisation Code

Giorgios Mantzouris gmantzouris MantzourisGi@nmiotc.gre.nato.int BAHRAIN (BHR) 0

20.2.3.2 E-ITEP Administrator
Approval by E-ITEP Administrator is the second step in the Application Approval Process.

1. User visits e-ITEP and logs in.
2. User navigates to Application > View/Approve Pending Applications.

Application | Testing Trahinq:-

Apply Yourself in a Course [teration
Apply a User in a Course lteration

Batch Application

View/Approve Pending Applications

View Available Seats
Yiew Your Schedule

Wiew User Schedules

3. View/Approve Applications page loads displaying default search filter. User enters search criteria and

clicks Submit.
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View/Approve Pending Applications

LAST NAME [»]| | conTaNg  [+]

Post: All

4. User selects a user from the result list and clicks on View link under Action column.

View/Approve Pending Applications

Current Search:

Last Name Confains % =- Remove from search
LAST NAME [™]| | conTAINs  [V]

Post: All

APPEND/UPDATE SEARCH [ RESET

First Name Last Name Login ID Organisation Name

Giorgios Mantzouris gmantzouris BAHRAIN (BHR) iew]

5. Page reloads displaying pending application details. Below is an example view of the page.

View/Approve Pending Applications

4 Back
Name Login ID Email Organisation Organisation Code
Giorgios Mantzouris gmantzouns MantzourisG@nmiotc.gre.nato.int BAHRAIN (BHR) o

This user is currently pending for the following course(s):

Login ID ﬁ;‘:r‘l‘:'sa““" Egg;‘e Course Title Start Time End Time Action
Giorgios Mantzouris  gmantzouris oPS- Allied Worldwide 29/Augf2016 02/Sep/2016 [View Joiging Form
MA- Mavigation 900 16:00
2807 Information system
Course (AWNIS
Basic)
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Note: Previous Iteration(s) attended pane will also be displayed in the screen above only if the user has
attended previous iterations of the course.

6. User clicks on View Joining Form link.

7. The system loads the Joining Form and gives the ability to the user to save/approve / reject the
application. Below is an example of the screen.

Additional Remarks

Billeting Policy:

1. Students are encouraged to use the Training Institution’s accommodation reservation services.

2. COE - NAVAL MINE WARFARE CENTRE OF EXCELLENCE (NMW COE) reserves the right to change reservations due to military necessity and
mission reguirements

3. A "no-show” or last minute cancellation fee may be levied for students who do not cancel their reservation in advance

Registration Notes:

1. The applicant's personal information will be processed and stored in the COE - NAVAL MINE WARFARE CENTRE OF EXCELLENCE (NMW COE)
data management system.

2. Upon completion of the registration, a confirmation message will be sent to the POC and applicant containing detailed administrative information on

in-processing, tuition payment, security, fr p ion and dati Ri tered students must bring a copy of their confirmation message with
them.

+ | have carefully read and agree with the statements above. *

+' | have completed the internal approve process. (Division/Branch Head/POC). *

m APPROVE REJECT

+ | have received national approval. *

20.2.3.2.1 Reject Pending Application
1. User clicks the Reject button to cancel the pending application for that course.

Additional Remarks

Billeting Policy:

1. Students are encouraged to use the Training institufion’s accommeodation reservation services.

2 COE - NAVAL MINE WARFARE CENTRE OF EXCELLENCE (NMW COE) reserves the right to change reservations due to military necessity and
mission requiremants

3. A"no-show” or fast minute canceilation fee may be levied for students who do not cancel their reservation in advance

Registration Notes:

1. The applicant’s personal information will be processed and stored in the COE - NAVAL MINE WARFARE CENTRE OF EXCELLENCE (NMW COE)
data management system.

2. Upon completion of the registration, a confirmation message will be sent to the POC and applicant containing detailed administrative information on
in-processing, fuition payment, security, transportation and accommodations. Regisiered students must bring a copy of their confirmation message with
them.

& I'have carefully read and agree with the statements above. *

+| | have completed the internal approve process. (Division/Branch Head/POC). *

~ | have received nafional approval. *
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Cancel Application

4 Back

Login ID Organisation Organisation Code

Giorgios Mantzouris gmantzours MantzourisGi@nmioic.are nato.int

gg:;se Course Title Iteration  Start Time End Time Training Institution
OPS-MA- Allied Worldwide Navigation Information 4079 29/Augi2016 02/Sep/2016 COE - NAVAL MINE WARFARE CENTRE
2807 system Course (AWNIS Basic) 9:00 16:00 OF EXCELLENCE (NMW COE)

Cancel Reason | APPLICANT NO LONGER AVAILABLE (v

Comments

Do you wish to cancel this course registration?

Yes | No

2. Upon clicking ‘Yes’ for the cancelation of the course application a confirmation message is displayed
on the screen and also an email is sent to User (cc: all the Point of Contacts and MPD Admins within
user organization structure) notifying them about rejection of the pending application.

Cancel Application

Back
Name Login ID Email Organization Organization Code
Joe mpduser1 mpduser1 joe_mpduser1@yahoo.co.uk

Course Course = = - s s

Code Title Iteration  Start Time End Time Training Institution

foc_gk1 foc_gk1 7 30/09/2013 30/09/2013 NATO Communications and Information Systems School
9:00:00 18:00:00 (NCISS)

The application has been successfully cancelled.

20.2.3.2.2 Approve Pending Application
1. User selects the course via View Joining Form link and clicks the Approve button to approve the

pending application for that course
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View/Approve Pending Applications

4 Back
Name Legin ID Email Organisation Organisation Code
Giorgios Mantzouris gmantzouns MantrourisG@nmiotc.gre.nato. int BAHRAIN (BHR) o

This user is currently pending for the following course(s):

Organisation Course

Login ID fiaaiic Course Title Start Time End Time Action
Giorgios  Mantzouns  gmantzouris OPS- Allied Worldwide 29/Augi2016 02/Sep/2016 [View Joiﬁing Form
MA- Navigation 9:00 16:00
2807 Information system
Course (AWNIS
Basic)

Additional Remarks

Billeting Policy:

1. Students are encouraged to use the Training Institution's accommodation reservation services.

2. COE - NAVAL MINE WARFARE CENTRE OF EXCELLENCE (NMW COE) reserves the right to change reservations due to military necessity and
mission requirements

3. A "no-show” or last minute cancellation fee may be levied for students who do not cancel their reservation in advance

Registration Notes:

1. The applicant's personal information will be processed and stored in the COE - NAVAL MINE WARFARE CENTRE OF EXCELLENCE (NMW COE)
data management system.

2. Upon completion of the registration, a confirmation message will be sent to the POC and applicant containing detailed administrative information on
in-processing, tuition payment, security, tr p ion and acco dations. Registered students must bring a copy of their confirmation message with
them.

+| | have carefully read and agree with the statements above. *

+| | have completed the internal approve process. (Division/Branch Head/POC). *

m APPROVE REJECT

+| | have received national approval. *

2. Page reloads displaying the conformation message as shown below.
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View/Approve Pending Applications

4 Back

Your application form has been successiully submitted. The reguest will be reviewed and an email will be sent to you when the status of the application has
changed.

Login ID Organisation Organisation Code

Giorgios Manizouris gmantzouris MantzourisGig@nmiotc.arc.nato.int BAHRAIN (BHR) o

After the approval by E-ITEP Administrator, the application is sent to the ETOC Institutions Training Manager
for final approval of the application.

20.3 Reports

Reports feature, accessible from the navigation menu provides a list of available online reports including MPD
specific reports displayed under MPD Reports header. Users with E-ITEP Administrator and Point of Contact
Roles have access to this feature and can query to return a result set.

Training Records  Help  ContactUs  LOGOUT

The Reports are scoped so that the list of reports that a user sees depends upon the user’s role in the e-ITEP
system. Below is an example view of a portion of the online Reports available in the system.
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Application Reports

REPORT NAME REPORT DESCRIPTION

Application Report Application information and waitlist {otals per course iteration and applicafion information by user.
Organisation Application Summary Shows the status of all training events within an organisation (per user, per Course).

Waitlist Report Displays the number of people on a waitlist for every course at a training center.

e-Learning {(WEBT) Course Information Displays a list of users that have taken an eLearning Course including the start and completion of

the el.earning Course,

Completion Reports

REPORT NAME REPORT DESCRIPTION

Course Completions {ORG) Course participation fotals per individual organisation.

Course Completions {ORG - Archived) Course participation folais per individual organisation (uses archived training record data).
Course Completions {(User) Returns course completion detaill information.

Course Completions {(User - Archived) Retumns course completion detail information (uses archived fraining record data).
Course Not Completed (ORG) Total Number of participants by Organisation that have not completed a course.
Course Not Completed (Uiser) List of participants that have not completed a specific course.

Organisation Training Summary Snapshot of organisation users fraining status information.

MPD Reports

REPORT NAME REPORT DESCRIPTION

Comprebensive Roadmap MPD Comprehensive Roadmap Report.

Master Flanning MasterPlanning

Utilisation Reports

REPORT NAME REPORT DESCRIPTION

Application Summary (LOC) Returns application info by training center.
Institution Utilisation Repori Displays Institution utilisations.

Instructor Utilisation Report Displays instructor utilisations.

Seat Gaps Report Gap/Surplus Analysis

Trends of Course Attendance Trends of Course Attendance

Test Engine

REPORT NAME REPORT DESCRIPTION

Levei 1 WEBT Report Export Levei 1 Data for WET Courses.
Level 1 VCT Report Export Level 1 Data for VCT Courses.
Lewvel 1 ILT Repori Export Level 1 Data for ILT Courses,
Level 2 Placement Assessment Test Report Export Level 2 Data for Placement Assessment Tests.
Level 2 Post Test Report Export Level 2 Data for Post Tests.

20.4 Administrator Tools

The Administrator Tools consist of the following ADMIN features. This feature is accessible from the
navigation menu and is only available to users with the MPD Administrator role.

1. Partnership Goals
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2. Organisations
3. Training Institutions

20.4.1 Partnership Goals
Partnership Goal administration feature allows users with E-ITEP Administratorin role to add/edit/inactivate

partnership goals at different levels of Organisation structure. Below is the process flow diagram of the
Partnership Goals feature.

Visil e-ITEP and logs in. —
[Navigates to Admin Tools Select desired = "'?WGOEW (Saloct desired B o i R
E G lirom the: m’ﬂf < mﬁ;mgmihg 13 forganization 3 from Update existing He zatian 4 fram
Eap_dmsnals Ipnp ey sl the drop down menu nership Gosl the drop down menu
Goals
as Yes
! e
ITo add & new Partnership Goal . fillin the required y rtnesship Goals ™.,
i specification fields with dala and click on Add. To edit Yes W&‘@“‘Q
E |existing partnership goal, Click on edit, make
Z2 ¥ lick Update, To edit
0 linked to sxisting Parnarship Goals, dick on Edit
g Goal Courses. To edt Partnership Goal
i by Nations, click on Edit Goal No
Click Inacti uate the
hion [Select desired Setect desired
T rship Geals / {Organization 6 from Grganization 5 from
" Updale existing +—{the drop down menu. the drop down menu
Goals
No
EE, Processes the changes and
b updates the Parnership Goal End
@

20.4.1.1 Add New Partnership Goal (Manually)
1. User visits e-ITEP and logs in.
2. User navigates to Admin Tools > Partnership Goals > Add Partnership Goals.

Add Partnership Goals

Organisations » Modify Partnership Goals

Training Institutions »
Mation Requirements Tool

3. User selects the desired Year for adding Partnership Goals from the drop down menu and enters Goal
Number, Goal Name and Goal Year (numeric only in YYYY format) and clicks on Add link.
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Partnership Goal successfully added

Select Post Org Structure

1 ‘

Crganisation 1 MNATC

Organisation 2 NATO AND PARTNER NATION

Organisation 3 MPD

Organisation 4 (SELECT ONE)

Year 2016 v

Goal Number Goal Name Year

Goal123 Goal1 2016 Edit
Edit Goal Courses
Edit Goal Nations
Add

Test Testing1 2016 @

4. Upon click, the new partnership goal is updated in the Organisation structure and a confirmation
message is displayed on the screen.

20.4.1.2 Edit/Inactivate Existing Partnership Goal (Manually)

1. User visits e-ITEP and logs in.
2. User navigates to Admin Tools > Partnership Goals > Add Partnership Goals.

v Reporis  Bidding v

ey

Partnership Goals » Add Partnership G

Organisations » Modify Partnership Goals

Training Institutions »
Mation Requirements Tool

3. User selects the desired Year for editing Partnership Goal from the drop down menu and selects the
desired Partnership Goal from the list displayed for the selected year.
4. User clicks on edit link for the selected Partnership Goal.
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Select Billet Org Structure

Organization 1

Organizafion 2

Organization 3

Organization 4

Year 2012[x]
Goal Number Goal Name Year
Testing-12 12Test 2012 Edit
E\&Gnal Courses
Elnf Goal Nations
Test-4056 Test-Gags 2012 Edit

Edit Goal Courses
Edit Goal Nations

5. User makes the necessary changes to the partnership Goal and clicks on Update link to save the

changes.

Select Billet Org Structure

Organization 1

Organization 2

Organization 3

Organization 4

Year 2012 =]
Goal Number Goal Name Year
Update
Testing-12 12Test 2012 Ci |
Inatdvate
Test-4056 Test-Gags 2012 Edit

Edit Goal Courses
Edit Goal Nations

6. User clicks on Cancel link to cancel the changes made to the partnership goal details.

Goal Number Goal Name
Update
A5082 FlightJet23 ol
Iné1 Eate
Moo Mega Test Edit

Edit Goal Courses

7. User clicks on /nactivate link to inactivate the selected partnership goal.

Goal Number Goal Name

|

A5082 FlightJet23 Cancal

Ina?ivate
Mo001 Mega Test Edi

Edit Goal Courses
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Administrator can also Add/Update Partnership Goals automatically by exporting the NATO MPD
Organisation Structure .CSV file and importing it after adding/editing desirable partnership goal. (Refer
Section 21.4.2.3).

20.4.1.3 Edit Goal Courses
User selects the Partnership Goal and clicks on Edit Goal Courses link as shown in the example view of the
screen below.

Select Billet Org Structure

Organization 1

Organization 2

Organization 3

Organization 4

Year 2012[=]
Goal Number Goal Name Year
Testing-12 12Test 2012 Edit
Edit Goa| Courses
Edit G@f@aﬂuns
Tesi-4056 Tesl-Gags 2012 Edit

Edit Goal Courses
Edit Goal Nations

Add

Training Plan Admin page loads for the selected Partnership Goal where the user has the ability to add/edit
mandatory/desired courses for partnership goals, associate mandatory/desired attributes to courses for each
Nation for respective partnership goal. Refer to section 21.4.1.5 of the User Guide for detailed process
description.

20.4.1.4 Edit Goal Nations
User selects the Partnership Goal and clicks on Edit Goal Nations link as shown in the example view of the
screen below.

Select Billet Org Structure

Organization 1

Organization 2

Organization 3

Organization 4

Year 2012[¥|

Goal Number Goal Name Year

Testing-12 12Test 2012 Edit
Edit Goal Courses
Edit Goal Nations
Test-4056 Test-Gags 2012 Edit
Edit Goal Courses
Edit Goal Nations
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Partnership Goals Nation Requirements page loads where the user has the ability to activate/edit partnership
goals for each Nation. Refer to section 21.4.1.6 of the User Guide for detailed process description.

20.4.1.5 Managing Courses for Partnership Goals

Training Plan Admin feature gives ability to the users with E-ITEP Administrator Role to manage Mandatory/
Desirable courses for a Partnership Goal and associate mandatory/desired attributes to courses for each Nation.
This feature is accessible through Partnership Goals, which is accessible from the navigation menu. To add a
partnership goal, reference Partnership Goal section under Administrator Tools section (21.4). Below is the
process flow diagram of the Training Plan Admin feature.

Click on Add pourse (o add
=i Mandatory/Desited course,
Select desired to the plan, begin typing:
;;rtnarshlp Goal fmr:{ lsourse code and then dick
dropdown menu at st of all
{the selected Org level Svaioble s 1 ET

\isits e-ITEP and logs in. Select Organization
igates to Admin uctuire from the drop.

Tools> Partrership Goals down menu
= Madify parinership
|Goais to add Mandatory
and desired courses for a
Partnership Goal

meeting the specified
sy

No |

MCD Admin

Select dasirad course
pifrom the fist and enter
order number in Order
fiald and click on Add
course

y
Process the Add course
Displays list of ALL request and updates the
available courses on Training Plan for the:

: j the respeciive parmership goal End
and also updates the NATO
MCD Organization structure
(.CSV file)

‘System

This feature allows users with E-ITEP Administrator Role to perform following functions:

20.4.1.5.12 Adding Courses to Partnership Goal
1. User with Role E-ITEP Administratorin visits e-ITEP and logs in.
2. User navigates to Admin Tools > Partnership Goals > Modify Partnership Goals.

Farinership Goals »
Organisations e

Training Institutions »

Mation Requirements Tool

3. User navigates through the 6 Level Organisation structure by selecting the desired organisation from the
drop down menu to locate the desired organisation structure. (Note: The page will automatically refresh
once the Organisation is selected.)

4. User selects the desired Year and Partnership Goal from the drop down menu at the respective
organisation level. (Note: The page will automatically refresh once the partnership goal is selected.)
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Partnership Goal Administration

Select Org Structure

Organization 1 NATO =

Organization 2 NATO AND PARTNER NATION EI
Organization 3 MCD =l

Organization 4 (SELECT ONE)

Year 2012[ix]

Select Partnership Goal

PLEASE SELECT|[~|

PLEASE SELECT
GAGS-TEST (0}
[TESTINGG (0) Ly |

2

5. User clicks the Add Course button to add a Mandatory or Desired course.

Partnership Goal Administration

Select Org Structure

Organization 1 NATO [=]

Organization 2 MATO AND PARTNER NATION El
Organization 3 MCD =]

Organization 4 {SELECT ONE)

Year 2012[=]

Select Partnership Goal

TESTING-G (0) []

Training Plan/Partner Nation Type

Mandatory/Desired

y E&IT Requi Ci

There are no course associated fo this secion.

Desired E&IT Requirements Completed

There are no course associated to this section.

6. User begins typing Course code and clicks the Search button or enters ‘%’ and clicks the Search button

CHANGE

to get list of all available courses in ETOC.

ADD COURSE

)

ADD COURSE
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Training Plan Admin

BACK

Search for courses by Course Code.

Search for Course

SEA
% Course Code -

Course Code Course Title Order Add Course
000-Training-Gap Training Gap Title Add Course
000218 Training Jump Add Course
105-CIS 105-ClS Add Course
11-22-33 test course COR BAUSA Add Course
12345t Anton 12348t Anton Add Course
ACP-AC-1081 ADL 081 Orientation to Arms Control and Arms Control Agreements Add Course
ACP-3D-1030 ADL 030 NATO's Reserve Force Add Course
ACP-5D-2035 Bi-5C Command & Control Course Add Course
ACP-5D-4031 MNATO Senior Officer Policy Course Add Course
ADL 022 Legal Aspects of Combatting Terrorism Add Course

1234567838 10

7. User selects the desired course from the list of all available courses, adds the Order and clicks on Add
course link.

BACK

Search for courses by Course Code.

Search for Course

%
Course Code

Course Code Course Title Order Add Course

000-Training-Gap Training Gag Title Add Course

oooz1s Training Jump Add Course

105-CIS 105-CIS | Add Course
10

8. The course will then be added to the respective Partnership Goal.
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Select Partnership Goal

TESTING-G (0) [=]

Training Plan/Partner Nation Type

Mandatery/Desirad

Mandatory E&IT Requirements Completed

Course Code Course Title Conditions  Order i Updates
Cl-C5-2402 ISAF CIS System Course
10 Add OR Update
Add Note Remove
Add Test

Desired E&IT Requirements Completed

There are no course associated to this section

20.4.1.5.2 Partnership Goal Course Priority Requirements by Nation
MPD Course Requirements Tool allows E-ITEP Administrator to associate mandatory and desired attributes to
courses associated with selected Partnership Goal for each Nation.

1. User clicks on the Course code associated with the selected Partnership Goal on Partnership Goal
Administration page as shown in the screen shot below.

Select Partnership Goal

TESTING-G (0) [=]

Training Plan/Partner Nation Type

Mandatory/Desired CHANGE
Mandatory E&IT Requirements Completed ADD COURSE

Course Code Course Title Conditions  Order Actions Updates
ClI-C5-2402 ISAF CIS System Course Add OR Update
10
Add Note Remove
Add Test

Desired E&IT Reguirements Completed

There are no course associated to this section.

2. Course Requirements Tool page loads displaying list of Nations.
e User selects a particular Nation and clicks the mandatory radio button to associate the selected
course as mandatory for the respective Nation.
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Course Requirements Tool

Course Reguirements Tool

Export to Excel

Mations Mandatory Desired not available
AFGHANISTAN (AFG) O ® O
ALBANIA - ALB O ®
ALGERIA (DZA) (@ @) O
ARGENTINA (ARG) O O )
ARMENIA (ARM) O @ O]
Australia (AUS) ® O
AUSTRIA (AUT) O L) ®
AZERBAIJAN (AZE) O Q ®
BAHRAIN (BHR) @] O O]
BANGLADESH (BGD O ®

e User clicks the desired radio button to associate the selected course as desired for the respective

Nation.

Nations Mandatory Desired not available
AFGHANISTAN (AFG) ® @

ALBANIA - ALB ® £ -
ALGERIA (DZA) ® B @
ARGENTINA (ARG} ()} @ @
ARMENIA (ARM) s &) @
AUSTRALIA (AUS) @ s R
AUSTRIA (AUT) (@] 5] @
AZERBAIJAN (AZE) & & @
BAHRAIN (BHR) @) gﬁ} @)
BANGLADESH (BGD (3] @ )
BELARUS (BLR (9} ) ®

e Not Available is the system’s default value, if the user does not want the course to be associated
with a particular Nation then user leaves the radio button as Not Available as highlighted in the
screenshot below.

03/09/2018 NATO UNCLASSIFIED Page - 324 -



[t e S | e-ITEP Administrator User Guide

Nations Mandatory Desired nof available

AFGHANISTAN (AFG) @ ®
ALBANIA-ALB @ - :
ALGERIA (DZ4) ® ®
ARGENTINA (ARG) € @ ®
ARMENIA (ARM) ® ) @
AUSTRALIA (AUS) ) 5 -
AUSTRIA (AUT) e e @
AZEREALIAN (AZE) ® ® ®
BAHRAIN (BHR) ) @ -
BANGLADESH (BGD ® ® @
BELARUS (BLR ® @
BELGIUM - BEL € @ ®
BOLIVIA, PLURINATIONAL STATE OF (B0L) @ @ -
BOSNIA AND HERZEGOVINA (BIH) e e
BRAZIL (BRA) E%

e User clicks on Update link at the bottom of the page after making desired changes in the Course
Requirements Tool.

TURKMENISTAN (TKHM)
UKRAINE (UKR)

UNITED ARAB EMIRATES (ARE)

UNITED KINGDOM - GBR

UNITED STATES - USA

URUGUAY (URY)

UZBEKISTAN (UZB)

VENEZUELA, BOLIVARIAN REPUBLIC OF (VEN)

CRCRCRCECRCRCRC

3. User repeats the step above for other Nations in the list and other courses associated with Partnership
Goals.

20.4.1.5.3 Edit/Update Courses for Partnership Goal

1. User visits e-ITEP and logs in.
2. User navigates to Admin Tools > Partnership Goals > Modify Partnership Goals.

v Reports  Bidding v

Parinership Goals » Add Parinership Geals

Organisations » Modify Part

. Training Institutions »
] Mation Requirements Tool

3. User navigates through the 6 Level Organisation structure by selecting the desired organisation from the
drop down menu to locate the desired organisation structure. (Note: The page will automatically refresh
once the Organisation is selected.)

4. User selects the desired Year and Partnership Goal from the drop down menu at the respective
organisation level. (Note: The page will automatically refresh once the partnership goal is selected.)

5. User makes the desired changes like adding a new course, changing the Order of the course.

Below is an example view of the screen showing changing the order of the course and clicking on
update.
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Select Partnership Goal

TESTING-G (0) [7]

Training Plan/Partner Nation Type

Mandatory/Desired

Course Code Course Title Conditions  Order Actions Updates

Cl-C5-3401 ISAF CIS Officer Course e Add OR Update
Add Note Remi
Add Test

Desired E&IT Requirements Completed

There are no course associated to this section

6. User also has the ability to Add/Edit/Remove a note, test for the course.

20.4.1.5.4 Remove Courses from Partnership Goal

1. User visits e-ITEP and logs in.
2. User navigates to Admin Tools > Partnership Goals > Modify Partnership Goals.

v Reports  Bidding v

Parinership Goals » Add Partnership Goals

Organisations » Modify Partne

Training Institutions »
Mation Requirements Tool

3. User navigates through the 6 Level Organisation structure by selecting the desired organisation from the
drop down menu to locate the desired organisation structure. (Note: The page will automatically refresh
once the Organisation is selected.)

4. User selects the desired Year and Partnership Goal from the drop down menu at the respective
organisation level. (Note: The page will automatically refresh once the partnership goal is selected.)

5. User clicks on Remove link associated with the selected course to remove the courses for the respective
partnership goal.
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Select Partnership Goal

TESTING-G (0) [¥]

Training Plan/Partner Nation Type

Mandatory/Desired

Course Code Course Title Conditions  Order Actions Updates
Cli-CS-3401 ISAF CIS Officer Course . Add OR Update
3

Desired E&IT Reguirements Completed

There are no course associated to this section

Administrators can also Manage Mandatory, Desired courses for a partnership goal automatically by
exporting the MPD Organisation Structure .CSV file and importing it after adding/editing courses for
desirable partnership goal. (Refer Section 19.4.2.3).

20.4.1.6 Partnership Goals Nation Requirements by Nation
Partnership Goals Nation Requirements Tool allows user with E-ITEP Administrator Role to activate/edit
partnership goals for each Nation.

1. User visits e-ITEP and logs in.
2. User navigates to Admin Tools > Partnership Goals > Nation Requirement s Tool.

v Reports Bidding »

Parinership Goals » Add Partnership Goals

| Zomeitesy Modify Partnership Goals

£ Training Institutions »

Mation Requirements Tool

3. Partnership Goal Nation Requirements page loads, user selects the desired Partnership Goal or selects
All, Year from the drop down menu and clicks Submit.

Partnership Goals by Nations

Parinership Goal ALL =

Year 2012[=]

—

4. Partnership Goals are displayed in a list. Each Nation has an entry for each partnership Goal.
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20.4.1.6.1 Activating Partnership Goals for the Nations
e User selects the desired Nation and clicks on No link under Active column if the Partnership
Goal is inactive for the Nation.

Partnership Goals by Nations

Partnership Goal ALL
Year 2012 =]
123456=

Partnership Goal Nation

Airborne early warning AFGHAMNISTAN (AFG)

Airborne early warning ALBANIA-ALB
Airborne early warning ALGERIA (DZA)
Airborne early warning ARGENTINA (ARG)
Airborne early warning ARMEMIA (ARM)
Airborne early warning AUSTRALIA (AUS)
Airborne early warning AUSTRALIA (AUIS)

Record(s) 1 to 20 of 119

Active Training requirement

Priority

Action

Togale
T Toggle
T Toggle
rToggIe
rToggIe
I_Toggle
|_Toggle

e Upon click the system activates the selected Partnership Goal for the selected Nation and

defaults the Training requirement to 2 and Priority to 1

Partnership Goals by Nations

Partnership Goal ALL j
Year 2012.7]
SUBMIT
123456> Record(s) 1o 20 of 119
Partnership Goal Nation Active  Training requirement Priority
Airborne early AFGHANISTAN (AFG) Mo
waming
Airborne early Al BANIA-ALB Mo
warning
Airbormne early ALGERIA (DZA) Yes 2| I 1
waming

Airborne early
warning

ARGENTINA (ARG}

Mo

20.4.1.6.2 Editing Partnership Goals for the Nations
e User selects the desired Partnership Goal to edit for a selective Year and Nation and makes

necessary changes to Training requirement and Priority fields.
Note: The system automatically saves the changes made to the fields without having the user to

perform any further action.

Action
|_Tuggle
I_Toggle

|7Togg|e

rToggIe
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Partnership Goals by Nations

Fartnership Goal

Year

SUBMIT

123456+=

Partnership Goal

ALL

2012.7]

Nation

Record(s) 1to 20 of 119

Active  Training requirement

Action

Airborne early
warning
Airborne early
warning
Airborme early
warning

Airborne early
Warning

AFGHANISTAN (AFG)

ALBANIA-ALB

ALGERIA (DZA)

ARGENTINA (ARG)

Mo
Mo

Yes 5

Mo

20.4.1.6.3 Inactivating Partnership Goals for the Nations
User selects the desired Nation and click on Yes link under Active column if the Partnership
Goal is active for the Nation.

Partnership Goals by Nations

Partnership Goal

Year

SUBMIT

123456>

Partnership Goal

ALL

20127

Nation

Record(s) 11to 20 of 119

Active  Training requirement

|_Togg|e
T Toggle

|7Togg|e

rToggIe

Action

Airborne early
waming
Airborne early
warning
Airborne early
warning

Airborne early
warnina

AFGHANISTAN (AFG)

ALBANIA-ALB

ALGERIA (DZA)

ARGENTINA (ARG)

rToggIe
M Toggle

pToggIe

M Toggle

Upon click the system inactivates the selected Partnership Goal for the respective Nation.

20.4.2 Organisations
This feature allows Users with E-ITEP Administrator Role to perform the following functions:

1. Manual creation/inactivation of a new MPD Org structure.
2. Manual amendment of an existing MPD Org structure, Partnership Goal and Partnership Goal courses.
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3. Automatic amendment/ inactivation of an existing MPD Org structure and Partnership Goal,
Partnership Goal courses, exporting MPD Org structure, making the amendments and importing the

amended MPD Org structure.

This feature is accessible from the Admin Tools in the navigation menu.

{) Resources Profiles Parinersip Goals ETOC  Schedule  Application Testing  Training Records  Help  Contact Us:

electronic .
Individual Training and Education Programme

Education & Training
Opportunities

INSTITUTIONS

Training Calendars

Application Stats: MY COURSES: 0 MY VCT COURSES: 0

PENDING APPLICATIONS: 0

Parinership Goals »

Training Institutions »

Student

My Schedule

Apply for a Course
My Training Records
Resource Section

MY USER'S COURSES: 0

20.4.2.1 Manual creation/inactivation of MPD Organisation Structure
Below is the Process Flow diagram of Manual creation/ inactivation of MPD Organisation structure.

LOGOUT

Export Organisations/Post/
Goal Structure

Import Crganisations/Post Structure
Organisation Hierarchy Tool

Organisation Manager

| TEF oystem holet S
Visits e-ITEP and logs in. _
et o Aot Select desired
Tools>Organizations> Org kevel 3 from
Organization Hierarchy Tool to drop down
add new Org levalinactivate
existing Org level to create new =
MCD Organization Structure.
Clicks or Acd Org
|Clicks on Add Org Clicks on Add Grg level 5, fills in the
leved 3, fills in the level 4, fills in the gﬂfgmﬁ name.
|Org level 3 name Org level 4 name : m‘;:
tand clicks on and clicks on Submit/ Click on
|Submit/Click on Submit! Glick on in inactivate
inactivate Org activate Org level :e\qum and confirm
level 2 and confirm 3 and confirm nactivation
% . inactivation
f=}
H Clicks on Add Org
& lewel 6, fils in the
- Org level 8 name:
Click on and clicks on
inactivate Org |Submit/ Click on
level 6 and inactivata
fcanficm the level § and confirm
No.
B
% { End )
:

Page - 330 -



B o ot services e-ITEP Administrator User Guide

20.4.2.1.1 Manual Creation of a new MPD Org structure
1. User visits e-ITEP, logs in and navigates to Admin Tools > Organisations > Organisation Hierarchy
Tool.
2. User navigates through the 6 Level Organisation structure by selecting the desired organisation from the
drop down menu to locate the placement for the new Organisation level. (Note: The page will

automatically refresh once the Organisation is selected.
3. User clicks on Add Org Level.

Organization Hierarchy Tool

Hierarchy Tree

Organization 1

Organization 2

Organization 3 (SELECT ONE) [x]

ADD ORG LEVEL 3

4. User enters the Org level name and clicks Submit.

Organization Hierarchy Tool

Please enter the name ofthe new org level below and click submit

OrgLevel 3 Name: | NATO NATIONS |

% canceL
Hierarchy Tree

NATO

Organization 1 ;

Organization 2 NATO AND PARTNER NATION |

Organization 3 (SELECT ONE)

5. The new desired Org level has now been created and updated in the NATO Organisation structure.
6. User clicks on Return To Org Hierarchy.
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Organization Hierarchy Tool

The new org level was created successfully.

RETURN TO ORG HIERARCHY

Hierarchy Tree

Organization 1 NATO =]

OGN0 2 NATO AND PARTNER NATION |

Organization 3 (SELECTONE} x|

7. User repeat steps 1 to 6 for adding any level of Organisation structure.

20.4.2.1.2 Inactivation of MPD Org structure

1. User visits e-ITEP, logs in and navigates to Admin Tools > Organisations > Organisation Hierarchy
Tool.

2. User navigates through the 6 Level Organisation structure by selecting the desired organisation from the
drop down menu to locate the existing Organisation level to inactivate. (Note: The page will
automatically refresh once the Organisation is selected.

3. User clicks on Inactivate Org level.

Organization Hierarchy Tool

Hierarchy Tree

Organization 1
{Organization 2
Organization 3 MCD [=]

Organization 4 (SELECT ONE) =]

INACTIVATE ORG LEVEL 3 ADD ORG LEVEL 4

4. User clicks on Yes to confirm the inactivation of selected Organisation level.
Note: Please read and confirm the summary of the changes being made to each Organisation level

upon inactivation of selection Organisation level.
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Organization Hierarchy Tool

Please confirm the changes being made to each Organization Level then choose Yes or No:

Number of Organization Level 2's being inaclivated. 0

Number of Organization Level 3's being inachivated: 1

Number of Organization Level 4's being inactivated: 5

Number of Organization Level 5's being inactivated: 87

Number of Organization Level £'s being inactivated: 87

Number of users being moved fo the Nations = NON-NATO Organization Structure: 2

Are you sure you want to inactivate this Organization Level? Yes| No

L3

Hierarchy Tree
Organization 1
Organization 2
Organization 3

Organization 4

5. The selected organisation level has now been inactivated from the MPD Organisation structure.
6. User reloads the page by selecting a different Organisation at higher or same Organisation level.

Organization Hierarchy Tool

Organization level successfully inactivated

Hierarchy Tree

Organization 1

Organization 2

Organization 3

Organization 4 level.

TEST-12

INACTIVATE ORG LEVEL 3 ADD ORG LEVEL 4

20.4.2.2 Manual amendment of an existing MPD Org structure, Partnership Goal and Partnership Goal
courses
If user wants to Amend/Update an existing Organisation structure

For instance:

User wants to add a new Org level 3 under existing Org level 1 and Org level 2.

User wants to add a new partnership goal under MPD

c. User wants to add a new course under existing Partnership Goal Name (Testing-G) under Org level 3
(MPD) for the Year 2012.

o

20.4.2.2.1 User wants to add a new Org level 3 under existing Org level 1 and Org level 2

1. User visits e-ITEP and logs in the system.
2. User navigates to Admin Tools > Organisations > Organisation Hierarchy Tool.
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- Repnrts Bidding L

Parnership Goals »

Organisations » Export Organisations/Post!

Goal Structure

Training Institutions » -
Import Organisations/Post Structure

Organisation Hierarchy Tool

Student

Organisation Manager

My Schedule

Apply for a Course
My Training Records
Resource Section

3. User clicks on 4dd Org level 3.
Organization Hierarchy Tool

Hierarchy Tree

Organizafion 1
Organization 2

Organization 3 {SELECT ONE) [r]

ADD ORG LEVEL 3

4. User enters the new Org level 3 name and clicks on Submit.
Organization Hierarchy Tool

Please enter the name of the new org level below and click submit.

Org Level 3 Mame: NATO MATIONS 21

DCED
Hierarchy Tree

T NATO b
Organization 1 =

Organization 2 NATO AND PARTNER NATION =/

Organization 3 (SELECTONE) =]

5. System displays a confirmation message to the user. Below is an example view of the screen.
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Organization Hierarchy Tool

The new org level was created successfully.

RETURN TO ORG HIERARCHY

20.4.2.2.2 User wants to add a new partnership goal under MPD

1. User navigates to Admin Tools > Add Partnership Goals.
2. User selects the Year from the drop down menu.

Select Billet Org Structure

Organization 1
Organization 2
Organization 3

Organization 4

Year 2012

Goal Number Goal Name

Test-0045 o015 | Gags-Test 2012 Edit
Edit Goal Courses
Edit Goal Nations

Teting-12 Tesling-G 2012 Edit
Edit Goal Courses
Edit Goal Nations

Add

3. Post Admin Tool MPD page reloads and displays the Organisation structure, selected Year and Add
Partnership Goal capability. User completes the New Partnership Goal data fields and clicks on 4dd
link.

Select Post Org Structure

Organisation 1 NATO [>]
Organisation 2 NATO AND PARTNER NATION ﬂ
Organisation 3 MFPD ¥
Organisation 4 {SELECT ONE) _ﬂ
Year 2016~
Goal Number Goal Name Year
Test goall Testing 2016 * %‘ih_;

4. Page reloads displaying the new Partnership Goal and a confirmation message. Below is an example
view of the screen.

03/09/2018 NATO UNCLASSIFIED Page - 335 -



B et S | e-ITEP Administrator User Guide

Partnership Goal successiully added

Select Post Org Structure

Organisation 1 NATO [~]

Organisation 2 NATO AND PARTNER NATION  [¥]

Croanisation 3 MPD ~]

Organisation 4 (SELECT ONE) [~
Year 2016[v|

Goal Number Goal Name Year

Test goalt Testing 2016 Edit

Edit Goal Courses
Edit Goal Nations

Add

20.4.2.2.3 User wants to add a new Desired course under existing Partnership Goal Name (Testing-G) under
Org level 3 (MPD) for the Year 2012.
1. User navigates to Admin Tools > Partnership Goals > Modify Partnership Goals.

2. User selects the Org level 1(NATO), Org level 2 (NATO AND PARTNER NATIONS), Org Level
3(MPD) and Partnership Goal (Testing-G).

Partnership Goal Administration

Select Org Structure

Organization 1 NATO =]

Organization 2 NATO AND PARTNER NATION E|

Organization 3 MCD =]

Organization 4 (SELECT ONE) E|
‘ear 2012[>]

Select Partnership Goal

PLEASE SELECT
GAGS-TEST (D)
NEW-TEST (0)

TESTING-G (0}

3. Partnership Goal Administration page loads, user clicks on Add Course (for Desired Courses).
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Select Partnership Goal

TESTING-G (0) [=]

Training Plan/Partner Nation Type

Mandatory/Desired

Mandatory E&IT Requirements Completed

Course Code Course Title Conditions Order

Cl-CS-2402 ISAF CIS System Course

Desired E&IT Requirements Completed

There are no course associated to this section.

4. User enters % in the search field and clicks on Search to get a list of all active ETOC Courses or begin

CHANGE

10

typing the Course code and clicks Search.

Training Plan Admin

BACK

Search for courses by Course Code

Search for Course

ADD COURSE

Actions Updates

Add OR Update
Add Note Remove
Add Test

ADD COURSE

.
Course Code

Course Code Course Title
000-Training-Gap Training Gap Title
ooo0218 Training Jump

105-CIS 105-CIS

11-22-33 test course CDR BAUSA
12345t Anton 12345t Anton

Order

ACP-AC-1081 ADL 081 Orientation to Arms Control and Arms Control Agreements

ACP-8D-1030 ADL 030 MATO's Reserve Force

ACP-5D-2035 Bi-5C Command & Control Course
ACP-SD-4031 MNATO Senior Officer Policy Course
ADL 022 Legal Aspects of Combatting Terrorism

12204 § § #8310

5. User selects the desired course from the list of ETOC Courses, enters the Order for the selected course

and clicks on 4dd Course link.

Add Course

Add Course

Add Course

Add Course

Add Course

Add Course

Add Course

Add Course

Add Course

Add Course

Add Course
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Training Plan Admin

BACK

Search for courses by Course Code.

Search for Course

%

Course Code

000-Training-Gap

000218

105-cis

11-22-33

12348t Anton

ACP-AC-1081 ADL 081

ACP-SD-1030 ADL 030

ACP-SD-2035

SEARCH
Course Code

Course Title

Training Gap Title

Training Jump

105-CIS

test course CDR BAUSA

12348t Anton

Order

Orientation to Arms Control and Arms Confrol Agreements

NATO's Reserve Force

Bi-SC Command & Control Course

Add Course

Add Course

Add Course

Add Course

Add Course

Add Course

Add Course

Add Course

Add Course

6. The selected course has been successfully added under Desired Course for the Partnership Goal

(Testing-QG).

20.4.2.3 Automatic amendment/ inactivation of an existing MPD Org structure and training plans,
exporting MPD Organisation structure, making the amendments and importing the amended MPD
Organisation structure

Below is the Process Flow Diagram of Automatic amendment/inactivation of an existing NATO MPD

Organisational structure and training.

clicks om open to.
opert the SV file

MCD Admin:
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User wants to Amend/Update an existing Organisation structure automatically

Note: User can only add Org Structure, Partnership Goals, Mandatory Course and Desired Courses via this
automatic process of amending MPD Organisation structure. Partnership Goal Nation requirements and
Nation Course requirements, priority needs to be defined via Admin Tool in e-ITEP system.

For instance:

a. User wants to add a new Org level 3 under existing Org level 1 and Org level 2.

b. User wants to add a new Partnership Goal under the Org level 3 (MPD) for the Year 2012

¢. User wants to add a new mandatory course under existing Partnership Goal Name (New-Test) under
Org level 3 (MPD) for the Year 2012.

Exporting the MPD Organisation Structure (.CSV) file

1. User visits e-ITEP and logs in the system.
2. User navigates to Admin Tools > Organisations > Export Organisations/Post/Goal structure.

Partnership Goals »
Crganizations »

Training Institutions »
Impaort Crganizations/Post
Structure

Organization Hierarchy Tool

Organization Manager

3. A pop-up window appears displaying options to Save/Open the NATO Organisation Post/Goal .CSV
file.

Do you want to save NATOOrganizationsPosts-1_26_2017.csv (145 KEB) from staging-eitep.rps-emea.com?

Save | Cancel

4. User saves the .CSV file at the desired location on the computer.
5. User makes a back up copy of the Current NATO Organisation/Post/Goal structure (.CSV file).
6. User opens the .CSV file from the saved location.

Amending the existing MPD Org Structure and training plans

20.4.2.3.1 User wants to add a new Org level 3 under existing Org level 1 and Org level 2.

1. The (.CSV) file only displays MPD Organisation Structure.
2. User right clicks at the left hand corner of the first row of data and clicks on Insert from the drop down
menu.
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Home | Inset  Pagelayout  Formulas  Data  Review  View  AddIns

= e e i = = e 3| e X Autosum %?
B Cation & &« | ) G e E B 5= 2 4
P ot | B2 25 0 A | e e e e
Clipboard I Fant T Alignment B Number i Styles. Cells Editing
- I
Hcauan T A % v.j = = = = =
1B ZEE-9-A- B8 [even [~lorglevel3 |~ Orgleveld [~|orgLevel s |~lorgLevel 6
2 NATO NATO AND PARTNER NATION MCD
& | TO AND PARTNER NATION MCD
53 Copy TO AND PARTNER NATION  MCD
B paste ATO AND PARTNER NATION MCD e} BAHRAIN (BHR) BAHRAIN (BHR)
Paste Special.. TO AND PARTNER NATION  MCD ic KUWAIT (KWT) KUWAIT (KWT)
= TO AND PARTNER NATION  MCD ic QATAR (QAT) QATAR (QAT)
pelete b TO AND PARTNER NATION  MCD icl UNITED ARAB EMIRATES (ARE) UNITED ARAB EMIRATES (ARE)
I TO AND PARTNER NATION  MCD MEDITERRANEAN DIALOGUE  ALGERIA (DZA) ALGERIA (DZA)
Y = TO AND PARTNER NATION  MCD MEDITERRANEAN DIALOGUE  EGYPT (EGY) EGYPT (EGY)
3|1 FormatCelk.. TO AND PARTNER NATION MCD MEDITERRANEAN DIALOGUE  ISRAEL {ISR) ISRAEL (ISR)
1 B el TO AND PARTNER NATION  MCD MEDITERRANEAN DIALOGUE  JORDAN {JOR) JORDAN (JOR)
1| | Hide TO AND PARTNER NATION MCD MEDITERRANEAN DIALOGUE  MAURITANIA (MRT) MAURITANIA {MRT)
1 Unhide TO AND PARTNER NATION MCD MEDITERRANEAN DIALOGUE MOROCCO (MAR) MOROCCO (MAR)
157 NATO NATO AND PARTNER NATION MCD MEDITERRANEAN DIALOGUE TUNISIA (TUN) TUNISIA (TUN)
16 NATO NATO AND PARTNER NATION MCD OTHER ARGENTINA (ARG) Argentina (ARG)
17 NATO NATO AND PARTNER NATION MCD OTHER BANGLADESH (BGD BANGLADESH (BGD
18 NATO INATO AND PARTNER NATION MCD OTHER BOLIVIA, PLURINATIONAL STATE OF (BOL) BOLIVIA, PLURINATIONAL STATE OF (BO1
13 NATO NATO AND PARTNER NATION MCD OTHER BRAZIL (BRA) BRAZIL (BRA)
20 NATO NATO AND PARTNER NATION MCD OTHER BRUNEI DARUSSALAM (BRN) BRUNEI DARUSSALAM (BRN)

3. User now enters the Organisation structure data in the new row inserted in previous step.
o Orglevel 1: NATO, Org level 2: NATO AND PARTNER NATION, Org level 3: User enters the name
of the new Org level (NATO-3) and clicks on Save.

me | Inset  Pageloyout  Formulas  Data  Review  View  Adddns @ -7 x
o = T meae = =
& cut Calibri -t -[aa([F | | Siwanted General ﬁj :% L__“ﬂt = = Adain %? Lﬁ
~— S3Copy 5 s (8] Fin~
Paste B Z U= o-A BRI Meroe & Center + | (S5~ 9 < | Conditional Fomat Cell | Insert Delete Format & - Sort& Find &
2 Fromatpamer || 1] [ | Sl A | | ExdMeron e Conter | BB B )| R, e s | e e || G s Sty
Clipboard i Font & Alignment & Humber ’ stytes s Editing
[ 02 - £ | NATO-3
A 8 c D ] £ £ G
1 |CE/PE Version Numb{~|Org Leve| | Org Level 2 ||orglevel3 |~ Orglevels [v]orgLevel s [~ |orgLevel &
2 NATO NATO AND PARTNER NATION [NATO-3 1
3 NATO NATO AND PARTNER NATION MCD
a NATO NATO AND PARTNER NATION  MCD
5 NATO NATO AND PARTNER NATION  MCD
6 NATO NATO AND PARTNER NATION MCD ict BAHRAIN (BHR) BAHRAIN (BHR)
7 NATO NATO AND PARTNER NATION  MCD ict KUWAIT (KWT) KUWAIT (KWT)
8 NATO NATO AND PARTNER NATION MCD Ict QATAR (QAT) QATAR [QAT)
s NATO NATO AND PARTNER NATION MCD ict UNITED ARAB EMIRATES (ARE) UNITED ARAB EMIRATES (ARE)
10 NATO NATO AND PARTNER NATION  MCD MEDITERRANEAN DIALOGUE  ALGERIA (DZA) ALGERIA (DZA)

L.

User locates the row of the Organisation structure to add the new partnership goal under Org Level
3(MPD). User clicks on the Partnership Goal Number cell and enters the value (G50123).

User clicks on the Partnership Goal Name cell and enters the value: (New-G).

User clicks on the Goal Year cell and enters the value 2012 and clicks on Save to save the changes
made to the .CSV file.

2.

Home | Inseit  Pagelsyout  Formulas  Data

Review

view  Addns

¥ cut = e o= }ﬂ ﬁ | Bm T Autosum - %?
el Calibri 11 | A A | | SiwmapTet General =) i [E=) i :?‘ Erie Lﬁ
Paste B L U i@~ A || 5 Merge &Center » | |88~ % s |50 ;9| | Conditional Format Cell || Insert Delete Format | sort& Find &
S Formatieainte |1 R FR A | B Merses cencec - || e o b= Siles || = - o | 2O Fifter~ Select~
Clipboard i Font fi Alignment ) Number i Styles. Celis Editing
[ B84 - fe| NATO
B | c o_[E F 5 [ H ! | K [ v [m]| N o | P | a | |
1 Orgleve|¥|orgLevel 2 glUx|~|orgLevels |~|orgLevel 6 |~|pEor ceill] | Billet Numb/| » | Job Titl{ |Ra{ »| Nati¢ >  Tour of Du ~| Mandatory Cours¢ ~ | Desired Cours| » | Goal Ye{» |
2 NATO NATO AND PAINATO-3
3 NATO NATO AND PAFMCD. Test-0045 Gags-Test ClI-C5-3401 Cll-C5-2402 2012
4 NATO NATO AND PAFMCD. 650123 New-G 2012
5 INATO NATO AND PAFMCD Teting-12  TestingG CII-Cs-2402 2012
6 NATO NATO AND PAIMCD Flight-Test New-Test 2012

20.4.2.3.3 User wants to add a new mandatory course under existing Partnership Goal Name (New-Test)
under Org level 3 (MPD) for the Year 2012

User locates the row of Organisation structure consisting of Org level 3(MPD) with Partnership Goal
Name (New-Test).

1.
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Home | Inset  Pagelayout  Formulas Data  Review  View  Addins @-=
=g X G == = B LD pfl | S The 2= | E Autesum - A 3
calibri bR 9| | Shwrap Tedt General - & = | = NN i T
AV s cany kj e 3 _,=J (@] i~ Z? }a
Paste (B = = Sy A i Merge & Center © ||| E8 - &, |8 ;%8| Conditional Format Cell | Insert Delete Format Sort & Find &
- Format Painter il | = BRI Werge s center - (B8 %01 |8 45 Farmatting ~ as Table + Styles « - - - C2Clear™  Fifter~ Select~
Clipboard G Font = Alignment i) Number I Styles. Celis Editing
| 86 i £ | NATO
B £ o | E F G Mol oy K L M N o ° ) a | r s T
1 Orgleve|~|Orglevel2 |~|org~|or~ org Lé ~|Org U~ |PE(~ | Pre{ | Pi ~|Billet Numb| | Job Titl{ | Rai ~ | Nati{ ~ | Tour of Du~ | Mandatory Courst v | Desired Cours{~ | Goal Ye r | [E2]
2 NATO NATO AND PARTNER NATION  NATO-3
3 NATO NATO AND PARTNER NATION  MCD Test-0045 Gags-Test ClI-Cs-3401 Cli-Cs-2402 2012
4 |NATO NATO AND PARTNER NATION  MCD G50123 New-G 2012
5 |NATO NATO AND PARTNER NATION _ MCD Teting-12 Testing-G ClI-CS-2402 2012
=+ NATO NATO AND PARTNER NATION _ MCD Flight-Test  New-Test 2012
7 NATO NATO AND PARTNER NATION  MCD ICI  BAHRAINBAHRAIN (BHR) 0
8 NATO NATO AND PARTNER NATION  MCD ICI  KUWAIT KUWAIT [KWT) 0
3 NATO NATO AND PARTNER NATION  MCD ICI  QATAR (1QATAR (QAT) 0

2. User clicks on Mandatory Courses cell of the same row and enters the mandatory course codes (CII-CS-
2402 OR ACP-SD-4031) and clicks Save.

6 - ] Cll-cs-2402 OR ACP-5D-4031 E]
A s & 0 3 G s H 1 3 [ L ™ N o e a R s T u v W X
1 |CE/PE Ver Org Level Org Level Org Level Org Level Org Level Org Level PE or CE & Previous { Previous Billet NunJob Title Rank  Nation  Tourof DuMandatory Courses Desired Courses Goal Year
2 NATO  NATOANINATO-3
3 NATO  NATOANIMCD Test-0045 Gags-Test aincs-3a01 cil-cs-2a02 2012
a NATO  NATOANIMCD Teting-12 Testing-G Cincs-2402 2012 |
5 NATO  NATOANIMCD 0123 New-G Cil-cs-2a02 2012 /|
s NATO  NATOANIMCD Flight-Tes New-Test [Ci-cs-2a02 R Ace-s0-a051___] 2012
7 NATO  NATOANIMCD  ICl BAHRAIN BAHRAIN (BHR) o

Importing the amended MPD Organisation Structure (.CSV) file

1. User visits e-ITEP and logs in the system.
2. User navigates to Admin Tools > Organisations > Import Organisation/Post/Goal structure.

¥ Reports

Partnership Goals »

Organtzations: » Export Organizations/Post/
o e Goal Structure
Training Institutions »

Student

Organization Hierarchy Tool

Organization Manager

3. User clicks on Browse and navigates to the location of desired .CSV file.
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Organize v New folder e~ 0 @
i Favorites 4 b |shirarias

B Desktop System Folder

18 Downloads

] Recent Places Kaur, Gagandeep

% System Folder

- Libraries =
gt " | Computer

E8) Documents & | System Folder

o) Music

] Pictures Network

B videos Sysien Eoldés I the desired cov file for

[l Ashampoo Burning Studio 6 FREE

1% Computer Shm(f; o

& Local Disk (C) L 116K8

& GROUPX (\RUEF ~ ™79 Foxit Reader 5.1 i

Import Organizations/Billets Structure

File to Upioad (C:  locate the file you wish 1o upload)
Ero

(*.csv files only)

Additional Emails (use semicolon to separate multiple addresses)

4. User selects the desired .CSV file and clicks on open.

8 » Kaur, Gagandeep » Downloads » ‘s | [0 - Import Organizatic.
Organize + New folder = 0 @
_ tion Testing Training Records Help ContactUs | Explore @
7r Favorites o Meme Type K
B Desktop EZ) eMTEP_POW_Full_Pow_Event_List 10-07-... Microsoft Office |
I Downloads 5] eMTEP_POW _Full_Pow_Event List 10-07-... Microsoft Office |
% Recent Places B eMTEP_POW_Full_Pow_Event,_List 10-07-.. Microsoft Office |
) eMTEP_POW_Full_Pow_Event_List 10-07-.. 10.072012 Microsoft Office [
i Libraries =| ] MTEP_POW_Full_Pow_Event List 10-07-.. 100720121735 Microsoft Office |
[% Documents ) eMTEP_POW._Full_Pow_Event List 10-07-... Microsoft Office | _
o Music [ eMTEP_POW_Support Level 10-07-2012 Foxit Reader PDF
& Pictures [ forsimran File
B2 videos A Man Ate Naam by Bhai B § Banda media file ( Mg Ceare cot o
L i) NATOOrganizationsBilets-7 192012 (1) 19.07.201210:33 Microsoft Office |
18 Computer |54] NATOOrganizationsBillets-7 19 2012 (2)  10.07.2012 10:48 Microsoft Office |
&, Local Disk (C:) 4] NATOOrganizationsBillets-7_19_2012 19072012 051 Micrasoft Office { ~
# GROUPX (WRUEF ~ ¢ | I} ] '
File name: NATOOrganizationsBillets7 1920122+

Import Organizations/Billets Structure

File to Upload (Click Browse o locate the file you wish to upioad)

(= csv files only)

Additional Emails {use semicolon to separate multiple addresses)

5. User clicks on Analyse file to start file validation.

Import Organizations/Billets Structure

File to Upload (Click Browse to locate the file you wish to upload)
IC\WUsers\1099445\Desktop\Book1 csv Browse. .. I
(*.csv files only)

Additional Emalls

semicolon fo separate multiple addresses)

Analy, . File|

6. If the file analysis returns error, user makes necessary changes and saves .CSV file and repeats from
Step 1 onwards.
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Import Organizations/Billets Structure

ERROR: Missing column(s) in CSV file.
File to Upload (Click Bro&e to locate the file you wish to upload)

Browse... |

(*.csv files only)

Additional Emails (use semicolon to separate multiple addresses)

7. If the file analysis returns no error, then the system displays the analysed summary of the .CSV file.

User clicks on Upload File to initiate the uploading of selected .CSV file

Import Organisations/Posts Structure

File to Upload: NATOOrganizationsPosts-7_27_2016.csv
Additional Emails:

Analyse Summary:

Mumber of Org Level 1's being added: 0
Mumber of Org Level 2°s being added: 0
Number of Org Level 3's being added: D
Mumber of Org Level 4's being added: 0
Mumber of Org Level 5's being added: 0
Mumber of Org Level &' being added: 0
Mumber of Posis being added: 0
Number of Posts being updated: 0

o

NATO Organisation Post/Goal .CSV file has been successfully uploaded.

9. Upon completion of file uploading process an email is sent to the Admin who imported the CSV file
notifying the file import status with log file as an attachment. User clicks Return to go back to
Organisation > Import Organisation/Post structure.

Import Organisations/Posts Structure

File has been successiully uplcaded: NATOOrganizationsPo

sts-7_27_2016.csv

Nofification email with the log file has been sent to: Frank.BENDER@shape.nata.int.

Commit Summary:

Number of Org Level 1's added:
Number of Org Level 2's added:
Number of Org Level 3's added:
Number of Org Level 4's added:
MNumber of Org Level 5's added;
Number of Org Level 6's added:
Number of Posts added: 0
Number of Posts updated: 0

cooooo

00 PM

Please click on the date to view the log file: 7/27/2016 12:34:

Important Note: Mandatory/Desired Courses are linked automatically to ETOC after importing the MPD

Organisation Structure (.CSV) file
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1. User navigates to Partnership Goals > Partnership Goals
2. User selects the desired Organisation Structure (Org level 1: NATO, Org level 2: NATO AND
PARTNER NATION, Org level 3: MPD), Year 2012 and clicks Submit.

Partnership Goals

Org Structure

Organization 1* NATO [=]

Organization 2 * NATO AND PARTNER NATION
Organization 3 MCD =]

Organization 4 (SELECT ONME) [=]
Year 2012[~]

&

3. Partnership Goal page reloads displaying list of partnership goals under the selected Organisation
structure.

Partnership Goals

Org Structure

Organization 1= NATO =

‘Organization 2 * NATO AND PARTNER NATVONB
‘Organization 3 MCD E

Organization 4 (SELECT ONE) =]
Year 2012[x]

=

Report Date: 19/07/2012 12:39:54 PM

Nation Training

Orglevels Goal Number Goal Name RERE Mandatory Training Desired Training
AFGHANISTAN (AFG) G-50123 New-G 2 1 CII-CS-2402
AFGHANISTAN (AFG) Flight-Test New-Test 2 1 ACP-SD-4031
OR

Cii-C5-2402
AFGHANISTAN (AFG) Testing-12 Testing-G 2 1 CII-CS-3401
AUSTRALIA (AUS) G-50123 New-G 2 1
BELARUS (BLR Flight-Test New-Test 2 1 ACP-SD-4031

OR

Cli-C3-2402

4. User clicks on the Mandatory Course code (CII-CS-2402) OR course code (ACP-SD-4031), which has
been added by the user automatically in above section for the Partnership Goal Name (New-Test).
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Nation Training

Orglevels Goal Number Goal Name Rodifa Mandatory Training Desired Training
AFGHANISTAN (AFG) G-50123 New-G 2 1 ClI-CS-2402
AFGHANISTAN (AFG} Flight-Test New-Test 2 1 ACP-SD-4031
O

ClI-C8-2402
AFGHANISTAN (AFG} Testing-12 Testing-G 2 1 Cl-CS-3401
AUSTRALIA (AUS) G-50123 New-G 2 1
BELARUS (BLR Flight-Test New-Test 2 1 ACP-SD-4031

ClI-C8-+02

5. ETOC page loads displaying details of the selected course. Below is a portion of the Course details
page.

View Course

'COURSE DETAILS ‘ COURSE CONTACT INFORMATION RAINING INSTITUTION INFORMATION|

DISCIPLINE INFORMATION

4 Back to Training Plan Report

Web Link hitp:ffwww. natoschool. nato.int/Ac ademics/Resident-Courses/Course-Catalogue/Course-gescription?1D=55
Last Date Updated 07/Janf2016 16:02

Training Institution MNATO - School Oberammergau (NSO}

Discipline Operational Flanning, Assessment and AlRA (JPL)

Area Operational Planning (OF)

Depth of knowledge Level 3. Apply

The NATO Course Certification of the course is automatically updated based on the "NATO Course requirement” and "NATO ETF
Institutional Accreditation”. Unless, these two fields have been completed and validated, the course will automatically display as
NATO Listed.

NATO Course Certification MATO Approved

Course Code JPL-SP-3054
Course Title NATO Comprehensive Operations Planning Course
Delivery Method |—Instructor-Led Training

Suitable for Mobile Delivery? No
Course Description NS0 Course Code: S5-54

For further information {e.g. list of learning objectives or eligibility reqguirements) please refer to the full

Course Notes course description via the above given web fink.

20.4.3 Training Institutions

Training Facilities include all training Institutions offering courses in ETOC. This feature is available to users
with E-ITEP Administrator Role and gives them the ability to manage Training Institutions. It is accessible
through Admin Tools, which is accessible from the navigation menu.

20.4.3.1 View and Edit existing Training Institutions
1. User navigates to Admin Tools > Training Institutions > Training Institution Search.
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Farinership Goals »

Organisations »

Training Institutions »

Room Search

Training In

2. User enters the search criteria and clicks Submit. This example will find The NATO Training Centre.

Training Institution Search

NAME CONTAINS

Country ALL E

SUBMIT

The system returns results based on the search criteria. To view a Training Institution, user clicks the View link.

Training Institution Search

Current Search:

Name Confains % <- Remove from search

NAME CONTAINS
Country ALL

APPEND/UPDATE SEARCH T

12345678>

Record(s) 1 to 20 of 147

Address Application Email Action
Albanian Armed Rruga e Dibrés Kutia Postare: Albania +3554 2 Insert mail address here MAIL@MAIL MAIL View]
Forces 2423 363 465 Edit]
Academy
Aus Bildung Germany christophstegemann@bundeswehr.org View]
Centre Edit]
Baltic Defence 12, Riia Street Tartu NIL Estonia igors rajevs@baltdefcol.org View]
College Edit]
BELGIAN 3de & 23ste Oostende West- Belgium +37 244 beparteguermin- beparteguermin-planning@mil. be lew]
NETHERLANDS  Linieregimentsplein Vlaanderen 31121 planning@mil.be Edit]
ALAvAL nunC

20.4.4 Room Search
Below is the view of the room search page
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Room Search

Current Search:

Location Name Contains % < Remove from search

LOCATION NAME[™] | | CONTAINS  [v]

APPEND/UPDATE SEARCH

1234567808130 =

Room Type
Demo TC
test Tc
Test TC
West TG
Demo room TC
Room 1 TC
Room 1 Tc
Room 1 TC
Room 1 TC
Room 1 TC

Seats

40
13
40
50
00
25
50
10
25
25

Record(s) 1to 20 of 194

Location

MNATC - School Cberammergau (NSO)

NATO - School Oberammergau (NSO

NATO - School Oberammergau (NSC)

NATO - School Oberammergau (NSC)

NATC - School Oberammergau (NSO)

COE - Civil-Military Co-operation Cenire of Excellence (CIMIC COE)
COE - CENTRE OF EXCELLENCE DEFENCE AGAINST TERRORISM
COE - NATO Centre of Excellence for Military Medicine (MILMED COE)
NATC - Communications and Information Systems School (NCISS)
NATC - Manfime Interdiction Operational Training Centre (NMIOTC)

21 MPD Bidding

Below is the Process Flow Diagram of the Bidding for Courses feature:

&-ITEP System Roles Process

8 Review bid and
= updata bid as

necassary

ETEP inorms.
% ia e Sl End
b opening date o By
; enler Coursa Bics sl Em“;
e ¥ days before _Sﬁﬂ;ﬂmﬁ@m

Biding becomes .

21.1 Point of Contact

Bidding for Courses feature allows users with Point of Contact Role to enter their bids for courses for seats

required by their Nation.
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1. User visits e-ITEP and logs in.
2. User navigates to Bidding > Bidding for Courses.

3. Bidding for Courses page loads, user selects the desired headquarters, Nation (defaulted to Nation
selected at Org Level 5 in user’s profile), Year, Filter by School fields and clicks the Append/Update
Search button. Below is an example view of the search performed on Bidding for Courses feature with
result set.

Note: Bidding is only available for scheduled iteration in future Years. In case of selection of Year in
the past or current year, the PE/CE Seat Bids, Non PE/CE Seat Bids columns are read only.

Bidding for Course

o]
o
&
I

Headquarter NATO =
Nation AUSTRIA (AUT) [=]
Year 2013 [=]

Filter by School | NATO COMMUNICATIONS []

APPEND/UPDATE SEARCH [INRESET

12> Record(s) 1 to 20 of 26

Mandatory # of Desired # of
Seats required by Seats required
Billets by Billets.

Course Nation or

Code Course Title Training Institution Headquarter

CIl-85- LOGFAS Logistic Reporting NATC Communications and -— °
2226 Basic Course (External Information Systems School
ISAF) (NCISS)
CI-C5- NATO CIS Orientation for NATO Communications and == I °
1101 Officers Course Information Systems School
(NCISS)

4. User selects the course from the list and clicks on arrow under Seat Bid column.
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Bidding for Course

Back
Headquarter NATO [=]
Nation AUSTRIA (AUT) =]
Vear 2013 [=]
Filter by School | NATO COMMUNICATIONS [=]

APPEND/UPDATE SEARCH

=12

Course

Code

Course Title

Record(s) 21 1o 26 of 26

Nation or
Headquarter

Training Institution

Mandatory # of Seats

Desired # of Seats Seat
required by Billets Bid

NCSISS- NCSISS- NATQ Communications and = °
TESTY TEST1 Information Systems School
(NCISS)
Cl-Cs- ISAF CIS NATQO Communications and — 0 e
2402 System Course  Information Systems School
(NCISS)
ClI-CS- ISAF CIS NATQO Communications and e 0
3401 Officer Course Information Systems School
(NCISS)
ABTEST- TestNaina NATO Communications and = 0 °
12-00 Information Systems School
(NCISS)
666 BLABLA NATO Communications and == 0 e
Information Systems School
(NCISS}
007 james bond NATO Communications and — 0 o
Information Systems School
(NCISS)
<12 Record(s) 21 to 26 of 26

5. User enters the bids (numbers) for the desired course iterations in the PE/CE Seat Bids, Non PE/CE
Seat Bids columns, enters a comment and clicks Submit.

Bidding for Course

[oe]
&
1
=

Iterations for Course "ISAF CIS Officer Course" ID(409)

Iteration Start date End date
1D

. e Seats PEICE Billet Non PEICE Billet
and time and time fRamiagnathiton Available  Seat Bids Seat Bids

10/04/2013 10/04/2013 NATO Communications Assign

and Information Systems Seats
School (NCISS)
216 0770812013 07/08/2013 NATO Communications 10 4 3 1] Assian
and Information Systems Seats
School (NCISS)
657 117062013 11/06/2013 NATO Communications 10 2 o (1} Assian
and Information Systems Seats
School (NCISS)
Comment®
This is required A
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6. A confirmation message ‘Your bidding was successfully added’ is displayed to the user after the
successful submission of the bids.

Bidding for Course

lae]
&
&
=

Iterations for Course "ISAF CIS Officer Course™ ID(409)
Your bidding was successfully added.

lteration Start date End date == e Seals PEICE Billet Non PE/CE Billet ~ Seat
1D and time and time aksii |n=tiuhion Available  Seat Bids Seat Bids Bid
215 10/04/2013 10/04/2013 NATO Communications 10 5 2 0 Assign
and Information Systems Seats
School (NCISS)
218 07/08/2013 07/08/2013 MNATO Communications 10 8 3 (1] Assign
and Information Systems Seats
School (NCISS)
657 11/06/2013 11/06/2013 NATO Communications 10 2 0 L] Assign
and Information Systems Seats
School (NCISS)
Comment*
This is reguired Py

21.2 E-ITEP Administrator

Bidding for Courses feature allows users with E-ITEP Administrator Role to modify the bids entered by the
MPD Nations before they are reviewed and seats are assigned/ allocated by Training Facilities.

1. User visits e-ITEP and logs in.
2. User navigates to Bidding > Bidding for Courses.

3. Bidding for Courses page loads, user selects the desired headquarters, Nation, Year, Filter by School
fields and clicks the Append/Update Search button. Below is an example view of the search performed
on Bidding for Courses feature with result set.

Note: Bidding is only available for scheduled iteration in future Years. In case of selection of Year in
the past or current year, the MPD Validates column is read only.
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Bidding for Course

Back
Headquarter NATO [=]
Nation AFGHANISTAN (AFG) El
Foar 2013 &
Filter by School NATO COMMUNICATIONS El

APPEND/UPDATE SEARCH RESET

=12

Course

Code Course Title

INFO SEC
(COMPUSEC )
Practioner

Record{s) 21 io 28 of 28

Mandatory # of
Seats required by
Billets

Desired # of
Seats required by
Billets

Seat
Bid

Nation or
Headguarter

Training Institution

NATQ Communications and
Information Systems School
(NCISS)

User selects the course from the list and clicks on arrow under Seat Bid column.

) Mandatory # of Desired # of
gg:;se Course Title Training Institution ::gg“u%rner Seats required by Seats required by
4 Billets Billets
ClHA- INFQ SEC NATOC Communications and £3 °
4279 (COMPUSEC ) Information Systems School
Practioner (MNCISS)

CIH-NS- BME Technician NATO Communications and 7= 0 °
3086 Information Systems School

(NCISS)
CIl-CS- ISAF CIS System MNATC Communications and — 0
2402 Course Information Systems School

(NCISS)
CH-CS- ISAF CIS Officer NATO Communications and = 0 o
3401 Course Information Systems School

(NCISS)
Anu-Test Anu-Test NATO Communications and — 0 O

Information Systems School

(NCISS)
Test-4056 Test NATO Communications and = 0 o

Information Systems School

(NCISS)
vinay- vinay-course MATO Communications and - 0 o
course Information Systems School

(NCISS)
ABTEST- TestNaina NATO Communications and = - ]
12-00 Information Systems School

(NCISS)
=12 Record(s) 21 to 28 of 28

5. User enters the bid value in the MPD Validates column for the selected scheduled iteration, enters

comment and clicks Submit.
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Bidding for Course

Iterations for Course "ISAF CIS System Course” ID(408)

Non

Iteration Start date End date Training Institution Seats PEICE Seat

Available Billet MACH1 Mol

Seat Bids

1D and time and time

2711112013 20111/2013 NATO Communications
and Information
Systems School

(NCISS)
212 020272013 02/022013 NATO Communications 100 26 28 10 0 Assign
and Information Seals

Systems School
(NCISS)

Comment®
This is required

A confirmation message ‘Your bidding was successfully added’ is displayed to the user after the successful
submission of the bids.

Bidding for Course

|l
)
()
=

Iterations fYor Course "ISAF CIS Svstem Course" |D(408)

our bidding was successfully added

PEICE Non

Iteration Start date End date o prss Seats Billet PEI/CE 3 Seat
1D and time and time LN yutaon Available  Seat Billet WD Vel g
Bids Seat Bids

167 2711172013 291172013 NATO Communications 10 2 4 5 0 Assign
and Information Seats
Systems School
(NCISS)

212 02/0272013 021022013 NATO Communications 100 26 28 10 ] Assign
and Information Seats
Systems School
{NCISS)

Comment*

This is required

03/09/2018 NATO UNCLASSIFIED Page - 352 -



2 D] il Raytheo - . .
S v e TED + R e-ITEP Administrator User Guide

22 Managing Help and Resources Sections
The Help and Resources sections can be used as repositories for documents, links, and images and are

accessible from the navigation menu.

The Help section will provide users with the information about e-ITEP and available training. Raytheon will
pre-populate the Help section with user guides helping to explain basic e-ITEP system features.

The Resources section can contain any commonly used training materials, discipline and area information for
example, maps to training facilities, or training guides.

The Help and Resources sections support all types of electronic files. However, due to size constraints and for
consistency, Raytheon recommends using Adobe Acrobat (.pdf) format for static documents, and Macromedia
Flash (.swf) format for movie clips. Content in the Help and Resources sections can be roles and permission
based and thus is accessible to specific user group. Administration of these sections is assigned on a per user
basis.

Administration of the Help and Resources Sections is the same. This example focuses on the Resources
section. Users having the role ACT Discipline Point of Contact can only edit resources under the parent
resource “Disciplines”. For resources outside this parent they only have view rights. Users having the role
Discipline Community of Interest can only edit resources inside their discipline and according to the resource
visibility grade.

Tip: Content can be loaded from any location, including your local hard drive, available network drives, and
portable media such as CD-Rom or ZIP disk. To help speed the process of adding resources, it is best to gather
all content into one location.

22.1.1 Add a Main Header
Initially, the Resources section will be blank. Begin by adding a main header.
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1. User turns Administration ON

Wou are heret Resources

Resources

ADMINISTRATE O% OFF

2. All elements exist in "parent/child" relationships. The main "parent" is the Resources page. User Adds
a child to the Resources page.

You are here: Resources

Resources :Tf% 7 @

il 0
NATO Test # 3 | Add New Child |

Test maore

3. To add a header, user chooses Item Type = Embedded Sub item. An Embedded Sub item is a new main
section within the resources section. User Adds a title. The title will appear as the header text.
Optionally, user can add a description. The description will appear as paragraph text below the header.
User enters an integer number for Sort Order. This will control the order the item appears on the page.
Tip: Raytheon recommends ordering items in multiples of 10 (10, 20, 30, 40, etc...). This way, if the
user needs to add items later, the user does not need to reorder all other items. The Resource Visibility
monitors which roles have access to the resource item. User Flags the item as Active and clicks Save to
save the new item.
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Add New Item Information

Link the item to a course by choosing the item type as document link, entering a title,

description, selecting appropriate visibility grade, entering sort order, checking active
checkbox, uploading the respective document and clicking Sawve button.

Title *- |This will be a header item

The description will appear as paragraph
text below the header.

Description:

ltem Type: |Embedded Subitem| |
Resource Visibility: IGrade 2.

Sort Order *: |2T

Active:

Savel Clear Form|CIose|

22.1.2 Add an External Link
Links can be added to external web sites.

1. User turns Administration ON, if it is not already.
2. User decides where to add the link. User clicks on Add New Child for the "parent" that the user wants
to add the link to. This example will add a link under the Sample header.

Sample w7 H L* ]
Sample
Add Mew Child I

3. To add an external link, user chooses Item Type = External Link. User adds a title, and optionally a
description. User enters a Sort Order, and flags the item as active. User enters the full external URL
beginning with http:// and clicks save to save the new item.
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Add New ltem Information

Link the item to a course by choosing the item type as document link, entering a title,
description, selecting appropriate visibility grade, entering sort order, checking active
checkbox, uploading the respective document and clicking Save button.

Title * I'I'his. item will be an external link

This is an optional description

Description:

ltem Type: IEXlemaI Link \1]

Resource Visibility: IGrade 2.

Sort Order *: Iﬁ

Active:

External URL- |nttp://www.google.com| X

Please prefix External URLs with "http://

Save| Clear Form| CIose'

22.1.3 Add an internal link to a Sub-Page
Internal links can be used to create new sub-pages to hold additional resources. Internal links can create a table
of contents structure, with each link linking to a new page that contains additional resources.

1. User turns Administration ON, if it is not already.
2. User decides where to add the link. This example will add a link under the Sample header.

-._”-.“,.!.g;. wl > “ Q
Sample
Add Mew Child I

3. To add an internal link, user chooses Item Type = Internal Link. User adds a title, and optionally a
description. User enters a Sort Order, flags the item as Active and selects the Grade influencing the
visibility of the item according to the Grade schema shown on the help text. Then clicks Save to create
the the new item.
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Add New Item Information

Link the item to a course by choosing the item type as document link, entering a title,
description, selecting appropriate visibility grade, entering sort order, checking active
checkbox, uploading the respective document and clicking Save button.

Title *: [Sample Internet Link
Description:

ltem Type: IIntemal Link [E]
Resource Visibility: IGrade 2 .

Sort Order = ﬁ

Active:

Save| Clear Form| Close|

22.1.4 Add a Document
Users can view documents online or save them for later reference.

1. User turns Administration ON, if it is not already.
2. User decides where to add the link. User clicks on the Add New Child link for that "parent".

¥ou are here; Resources = Sample = Sample Internal Link

Sample Internal Link j‘Fm 7 @

d Mew Child
Documents are in Adobe Acrobat PDF format and require the Ad

3. To add a document, user chooses Item Type = Document Link. User enters a title, and optionally a
description. User selects the Resource Visibility grade which indicates which role the user must have in
order to see the document, enters a Sort Order, flags the item as active and clicks on the Browse link to
find a document to upload. User clicks save to save the new item.

a. Title: User enters the Title of the course as displayed by the system

b. Item Type — Internal Link should be used for creating internal —ITEP links pointing to different
pages, resources. Whereas Document Link item type should be used for uploading files
(allowed file types are — Pdf, xlsx, xIsm, doc, gif, mp, png, jpg, txt

c. Item Visibility: User selects the desired visibility rights for the resource item.

Grade 1: Allows the item to be visible to all the e-ITEP roles including the guest user.
Grade 2: Allows the item to be visible to all the e-ITEP roles.

Grade 3: Allows the item to be visible to the training institution administrators and higher
roles.
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Grade 4: Allows the item to be visible to the ACT Discipline Point Of contact and higher
roles.

d. Sort Order: User enters the desired sort order

e. Item Visibility: User select the desired visibility rights for the respective resource item.

Edit Item Information

Item successfully created

Link the item to a course by choosing the item type as document link, entering a title,
description, selecting appropriate visibility grade, entering sort order, checking active
checkbox, uploading the respective document and clicking Save button.

Title ™ [Sample Child Document of Internal Link Document

his is the description
Description:

ltem Type Document Link
Resource Visibility
10607.txt
Sort Order ™ W
Active:
Document Upload: I Browse
Document Rename: '\lewName
(optional)

Save| Clear Form| Cluse|

22.1.5 Editing and Deleting Resource Items

To edit or delete a resource item, user turns Administration ON. Then, user clicks on the Edit symbol or Delete
symbol link corresponding to that item. During the Edit process, the user may change the same fields as when
adding a new item.

23 Appendix

23.1 Template for NATO PE/CE HQ Organisation Post/Goal Structure

Note: Download the NATO Org Structure (.CSV) file below and use it as a template to create NATO PE/CE
HQ Organisation Post/ MPD Organisation Structure and then import the modified (.CSV) file by logging in the
e-ITEP System.

@

Template for NATO
Org Structure.csv
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