Civilian Human Resource Training Application System (CHRTAS) is now required for all SCCPOC training registrations. All applicants must use CHRTAS to apply for courses.  

Creating a Profile  
First, you'll need to create a profile. This is a one-time-only step.

Click on https://www.atrrs.army.mil/channels/chrtas/default.asp. On this Main Menu page, in the middle of the page, select your category from the drop-down box “Army Civilian/Service

member” and choose CAC; then choose CONTINUE.  Near the top on the left, click on Create/Update Student Profile. 

On the sign-in window that pops up =>

· For Category, select ARMY, or other appropriate agency

· Fill in your SOCIAL SECURITY NUMBER

· Fill in your BIRTHDATE via drop-down menus

On next window:  

Fill in appropriate information. Complete NOMINATING SUPERVISOR information being sure to use your supervisor's CORRECT email address -- this is very important!! Approving Supervisor may be left blank
NOTE: Once you have created a profile in CHRTAS, you may want to first review the tutorial "APPLY FOR TRAINING".  Under the “HELP” header, choose CHRTAS Tutorials.  Under the “STUDENT USER” header, choose “APPLY FOR TRAINING”.  Here’s the CHRTAS website and Main Menu Page:  https://www.atrrs.army.mil/channels/chrtas   Please save this link to your favorites for future use. At the Main Menu, click on “APPLY FOR TRAINING”.

Preparing Course Applications 

On the "Find a Course" window 

STEP One:  For FY select “2011”
STEP Two:  Select “Civilian HR Training”

STEP Three:  For REGION select "0106-CHRA SOUTH CENTRAL REGION" 
STEP Four:  For COURSE select "XB8AHRS - HR FOR SUPERVISORS" 

STEP Five:  Click on "Search" button  

On next window:  
STEP Six: Choose the desired Course Location (usually) "FT GORDON, GA"   

On next window:  

STEP Seven: Select Class Number to match the appropriate class date you need “G03”
On next window:  

STEP Eight: Verify course information and provide Justification

STEP Nine: Press the red Submit This Application button

	0106 - CHRA, SOUTH CENTRAL REGION
	XB8AHRS - HR FOR SUPERVISORS
	FT GORDON, GA
	G03 


A confirmation email from CHRTAS will flow to the applicant's email address,  and another one to the supervisor's email address for action/approval. At this point it is critical that the nominating supervisor respond to the CHRTAS application approval email; this is how we as course managers are notified that you have nominated a particular employee for a particular course. Once the course manager receives the supervisor's approval notification email, he/she assigns/reserves that employee a class space.   

At this point the supervisor and applicant/employee will receive Reservation/Confirmation emails.  The student's email will include instructions for reporting along with instructions to cancel the reservation, if needed. The supervisor's message will contain a hotlink to CHRTAS and a confirmation code needed to approve employee for training. 
