
 

Employee identifies need for 
training 

ETMS OUT-SERVICE 
TRAINING REQUEST 

PROCESS 

Supervisor 
Reviews Training Request 

Sub-Group Manager Reviews 
Training Request 

Email sent to 
Supervisor 

Approve No 

Yes 

Employee, Supervisor or 
Training Coordinator can  

submit a Training Request 

Email sent to Sub-
Group Manager if 

applicable 

Email sent to 
Employee 

Email sent to 
Manager 

No Approve 

Yes 

Email sent to 
Employee and 

Supervisor 

Manager Reviews Training 
Request 

Approve No 

Yes 

Approve 
No 

Yes 

Employee attends program 

Email sent to 
Employee and 

Supervisor 

Training Coordinator or Supervisor 
completes program, record placed 

on Employee Training Record 
NOTE: If employee does not attend, 

Email sent to 
Employee and 

Supervisor 

Email sent to 
Employee and 

Supervisor 

Employee returns with Certificate of 
Completion 

Training Coordinator Reviews 
Training Request 

then you click on "Submit" and then 
"Did not complete program" in the 

Outservice Approved window 


