DEPARTMENT OF THE ARWY
HEADQUARTERS, JO NT READI NESS TRAI NI NG CENTER AND FORT POLK
FORT PCOLK, LOUI SI ANA 71459

Cl VI LI AN PERSONNEL 21 May 2001
BULLETI N NO. 11-01

TECHNOLOGY TRAI NI NG ( SMARTFORCE)

Leveragi ng technol ogy and enpl oyee enpowernent are
fundamental tenants of our concept of operations defining howthe
installation will operate in the future. As a result, one of the
Command’ s Human Capital Managenent strategic initiatives set
forth in our strategic plan seeks to enbrace continuous | earning
and enpower enpl oyees by | everagi ng technol ogy to inprove
trai ning opportunities.

Qur initial focus is to enhance the automation skills of the
wor kforce as we transition to the digitalized Arny. That is, we
want to have the nost highly trained workforce on the planet. To
this end, the Command has identified a core curriculumof web-
based training courses that all GS enpl oyees should take to
enhance their conputer literacy. The courses identified are:

End User Operating Systens & Tools M crosoft O fice 2000
Title H's Title Hs
Basic I T Concepts | 3 Begi nni ng Word 5
Basic I T Concepts 11 3 I nt ermedi ate Word 4
Usi ng t he Conput er 3 Advanced Word 4
Info & Conmmuni cation 4 Wrd for Power Users 4
W ndows 98 | 5 Begi nni ng Excel 3
W ndows 98 11 4 I nt er medi at e Excel 4
Advanced Excel 3
Wb End User - Internet/Intranet Excel for Power Users 4
Skills Begi nni ng Access 4
Title H's Advance Access 4
Basi ¢ Concept 3 Begi nni ng Power Poi nt 4
Usi ng Emai | 3 Advance Power Poi nt 4
Usi ng TELNET, FTP & Gopher 3 Begi nni ng Qut| ook 4
Usi ng Newsgroups 3 Advanced Cut | ook 4
Searching the Internet 3 Begi nni ng Front page 4
Advanced Front page 4

M5 | nternet Explorer

Title
Explorer 5.0-Cetting Started
Expl orer 5.0-Up & Runni ng

Hr's
4
4

These courses are a part of over 1,400 courses now avail abl e
for your use. The Arny has entered into an enterprise agreenent
with Smart Force to provide these web-based conputer training
prograns with an Information Technology (I T) focus. Believe it,
you can obtain certification level training for over 40 vendor
certifications such as MCSE, Mcrosoft O fice User Specialist,
Novel | CNE, Cisco, Lotus Notes, Intel, Oracle, Project Managenent
and much nore. This is the finest technology training avail able
fromtoday’'s leader in the e-learning industry. As a direct



result of this agreenent you can:

--Access your training at anytinme

--Learn at your own pace

--Prepare yourself to qualify as a Certified Information
--Technol ogy Prof essi onal

- - Enhance your PC desktop skills

--Achi eve essential training goals at No Cost!

To denonstrate its conmtment to transform ng our workforce
to the nost highly trained on the planet, the Command has al so
agreed to establish an Individual Learning Account (ILA) of 113
hours for all GS enployees. This account nay be used to enrol
in and conplete the suite of courses in our core curriculumon

duty time, subject to your supervisor’s approval. To activate
the LA, you need only speak with your supervisor, enter into and
sign the encl osed Menorandum of Understanding, enroll in a course

and track the hours expended during duty hours. O course, you
nmust al ways obtain your supervisor’s perm ssion before stopping
work to conplete a course. To facilitate the tracking process,
we have al so devel oped a brochure that can be utilized for this
pur pose.

VWil e our objective is for all GS enployees to conplete at
| east one course this year, all enployees, regardless of pay plan
or service are encouraged to avail thenselves of this
opportunity. Your ability to fulfill self-inprovenent goals wll
provi de you with the tools needed to excel in the future. The
future is in your hands. WMke sure you are Ready! Enroll Today!

HOW DO | ENRCLL?

Initial registration MUST BE MADE FROM A M LI TARY COWUTER. To
enroll, sinply contact your organization's POC, the DO M or the
CPAC to acconplish the initial registration. A list of POCs to
contact for this purpose is enclosed. After initial

regi stration, access and use of the courseware can be nade from
any Wndows PC (e.g., your personal Internet connection from
hone) .

CAN | VI EW THE CATALOG BEFORE REG STERI NG OR USI NG THI S PROGRAM?

Yes. Sinply go to the website at ww. arnmycbt.arny.ml. dick on
the course catalog for a conplete |ist of available prograns.

VWHEN CAN | WORK ON THE COURSES?

Courses can be taken at your desk using your conputer. However,
you must sign the Menorandum of Understandi ng and obtain your
supervi sor’s perm ssion before stopping work to work on a course.

VHAT DO I DO IF I'D LI KE TO ENROLL AND DON T HAVE ACCESS TO A
COMPUTER?

There are conputers avail able for use by enpl oyees who do not



have access to a conputer in their current work area. |n order
to access them you nust obtain your supervisor’s perm ssion and
make an appoi ntnent to use them before | eaving your worksite.

Civilian enpl oyees may use the conputers |located at the follow ng
sites:

DO M Conput er Lab, Bl dg 330, POC Becky Deggs @ 531-1621
CPAC Conputer Lab, Bldg 413, POCC Kathy Ronmero @ 531-1848.

HOW DO | GET COVMPLETED WEB- BASED COVPUTER TRAI NI NG PCSTED TO MY
I NDI VI DUAL TRAI NI NG RECCORD?

Al'l courses that are 8 or nore hours can be posted to your

i ndividual training record. A copy of the conpletion
certificates should be given to the Activity Training Coordinator
in your Directorate’s Admnistrative Ofice.

Courses that are less than 8 hours can be posted when individual
course conpl etions are recorded on your printable conpletion
report after conpletion of a suite of courses (i.e. all EXCEL
courses=15 hours). Sinply present your conpletion report to the
CPAC Training O fice, Tam Cul breath, 531-18567 for issuance of a
Suite of Courses Certificate. A copy will then be forwarded to
the South Central G vilian Personnel Operations Center for
recording in your individual training record.

| F I NEED HELP, WHO DO | CALL?

For additional information and/or assistance, please call the
CPAC Training Ofice, Tam Cul breath, 531-1856.

/1 ORI G NAL SI GNEDY /
2 Encls DONALD R MALLET
1. POC Listing Director, Cvilian Personnel
2. MU Advi sory Center



The following are the Organization points of contact to include their email addresses

and phone numbers:

EOP

INEZ TYSON

531-1802
INEZ.TYSON@POLK.ARMY.MIL

boc

RHONDA WRIGHT

531-2014
WRIGHTR@POLK.ARMY.MIL

DRM

GWENDOLYN COLLINS

531-8606
COLLINSG@POLK-EMH2.ARMY.MIL
JRTC, OPS

KATHERINE ZIMMERMAN

531-8681
KATHERINE.ZIMMERMAN@POLK.ARMY.MIL
DCEFA

DEBRA BECKWITH

531-9753
BECKWITD@POLK-EMH2.ARMY.MIL
PMO

DIANNE MANNING

531-7020
AFZXPM@POLK.ARMY.MIL

IRACO

BRENDA MCDONALD

531-2181
MCDONALB@POLK.ARMY.MIL

LAO

DEBORAH FRALIA

531-2977
FRALIAD@POLK.ARMY.MIL

DOL

DENNIS SHIRLEY

531-1976

SHIRLEYD@POLK.ARMY.MIL

DOL, SUPPLY & SERVICES
CAROLYN STADDON

531-1824
STADDONC@POLK-EMH2.ARMY.MIL

DOL, MAINTENANCE DIV.
SHERRY BROWNING
531-1928
BROWNINS@POLK.ARMY.MIL

G3/DPTMS

RUTH CHAMBERS

531-4597
CHAMBERR@POLK-EMH2.ARMY.MIL

SJA
WO1 ROB STONE
531-2739

ROBERT.STONE@POLK.ARMY .MIL]|

PAQ

DAN NANCE

531-7203
NANCED@POLK.ARMY.MIL

QST

SUE MAKS

531-2020
QST@POLK-EMH2.ARMY.MIL

G1/AG

JIMMY HENRY

531-4187
JIMMY.HENRY@POLK.ARMY.MIL

DOIM

KATHLEEN WHITE
531-1650
WHITEK@POLK.ARMY.MIL

CHAP ACT OFC

DONNA COKER

531-4228
DONNA.COKER@ARMY.MIL

DOL, TRANSPORTATION DIV.
DIANNE LANE

531-2040
LANED@POLK-EMH2.ARMY.MIL

MEDDAC

HATINA ALLEN

531-3036
HATINA.ALLEN@CEN.AMEDD.ARMY.MIL

CPAC

TAMI CULBREATH

531-1856
CULBREAT@POLK-EMH2.ARMY.MIL

SAFETY
JOHN R. COSTA
531-4329

COSTAJ@QPOLK.ARMY .MIL|



mailto:ROBERT.STONE@POLK.ARMY.MIL
mailto:COSTAJ@POLK.ARMY.MIL

VEMORANDUM OF UNDERSTANDI NG

| have read Cvilian Personnel Bulletin No. 11-01, dated
21 May 2001

| understand that the Conmand has identified a core
curricul um of web-based training courses designed to facilitate
its workforce beconmi ng the best trained on the planet.

| al so understand that the Command has agreed to establish
an | ndividual Learning Account (ILA) of 113 hours per fiscal year
for all enployees and that this account nmay be utilized to enrol
in and conplete the suite of courses set forth in the core
curriculumduring duty tine.

| understand further that to activate the ILA | need only
speak with ny supervisor, sign this Menorandum of Under standi ng,
enroll in a course, and track the hours expended during duty
hour s.

Moreover, | understand that | nust always obtain ny
supervisor's permssion to stop work to enroll in or work on the
courses during duty hours.

Finally, | understand that the Conmand' s objective is that |
conpl ete at | east one course per year

SI GNATURE OF EMPLOYEE DATE

SUPERVI SOR CERTI FI CATI ON

| have nmet with _ , reviewed CPB No.
11-01, and understand his/her desire to participate in this
training opportunity subject to the terns of this Menorandum of
Under st andi ng.

SI GNATURE OF SUPERVI SOR DATE

NOTE: Supervisor will maintain this MOU.



