
Registering for courses in CHRTAS 

ASA (FM&C) Proponency 



Topics 
• Accessing Civilian Human Resources Training 

Application System (CHRTAS)  
 

• Applying for Training 
 

• Checking Application Status in CHRTAS 
 

• Accessing Training in Army Learning 
Management System (ALMS) 
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Accessing CHRTAS 
Access the Civilian Human Resources Training Application System (CHRTAS): 

https://www.atrrs.army.mil/channels/chrtas/ 
  

Read the Privacy and 
Security Notice and 

Select “I Agree” 
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https://www.atrrs.army.mil/channels/chrtas/


Accessing CHRTAS 

Select “Army Civilian” from the 
drop down menu… 

Select “Go” to 
Login via CAC 

When prompted, Select the Certificate 
associated to “Email” and enter PIIN 
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Accessing CHRTAS 

Applicants 
utilize the 
“Student” 

menu 
options  

All applicants are encouraged to 
click on the link for 

“preparing/updating your 
profile” to ensure account 
information is up-to-date – 

outdated information may affect 
status and approval routing 
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Applying for Training 
To Apply/Register for Training, Select “Apply for Training” from the “Student” section 
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Applying for Training 
Page will default to “Civilian HR Training” 
 
Select the desired Training Type (e.g. Civilian Education System (CES)) 

Civilian Education System (CES) Foundation and 
Action Officer Development Course (AODC) are 

both CP-11 ACTEDS Intern Program training 
requirements 

 
Interns who have already achieved either of 

these courses do not need to retake the 
course(s), but must verify course completion(s) 
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Applying for Training 

Select “Verify” to Confirm AKO Email Address  
 

NOTE:  Emails sent to AKO Email (us.army.mil) are 
automatically forwarded to Enterprise Email (mail.mil)  

Under Distributed Learning (Phase 1),  
Select “Foundation Course  (FC)” 

Select “Next” 8 



Applying for Training 

Distributive Learning courses only 
provide one Location 

 
Select “Web Class”  

 
Select “Next” 
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Applying for Training 

Distributive Learning courses only provide one Class 
 

Select session associated to “Class Type: Web”  
 

Select “Next” 
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Applying for Training 

NOTE: “No Approving Supervisor” is correct  
The ACTEDS Intern Supervisor is both the 

Nominating and Approving Supervisor 

Input short 
statement as 

“Justification for 
Course” 

Select “Submit Application” 
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Applying for Training 

 
NOTE: Applicant can track Course 

Approvals in CHRTAS.  
 

Approved CHRTAS courses are 
accessed through the Army Learning 

Management System (ALMS) 

Supervisor identified in the Applicant’s 
CHRTAS profile will receive an email 

notifying them a training application is 
awaiting their approval 

Applicant will 
also receive an 

email 
notification 

verifying their 
application 
submission 
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Checking Application Status 
To check the status of a pending application, log into CHRTAS and Select 
“Review/Edit/Cancel/Resend Applications” from the “Student” Drop Down Menu 
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Checking Application Status 
Applications still pending Supervisor Approval will show Status as “Nominating Supervisor Pending” 

To Approve, Supervisor must:  
 - Log into CHRTAS via the link provided in the Subordinate Approval notification email 
 - Select “Training Application” from the “Supervisor” drop down menu 
 - Select the “Decision” tab 
 - Select “Approve” from the drop down menu and Enter Justification Statement for approval 
 - Select “Submit” 
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Checking Application Status 
Applications approved by Supervisor will show Status as “Approval Authority Pending” 

CHRTAS Training Coordinator must approve the training  
 
Once Training Coordinator approval is received status will reflect as “Approved” 
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Accessing Training in ALMS 
To access the course, access the Army Learning Management System (ALMS): 

https://www.lms.army.mil/ 
 

  

Read Accessibility 
Agreement and 

Select “I Accept” 

For CAC Login, Select “DoD-Approved 
Certificate Login” 

Select the Certificate and enter PIIN as prompted 16 

https://www.lms.army.mil/


Accessing Training in ALMS 

If “Actions” Section reflects: 
 

“View Details” - course has been approved by Supervisor but is still 
awaiting Training Coordinator approval 

 
“Launch” - course has been fully approved and is accessible 

Active Courses will be located under “In-Progress 
Learning Activities” 
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For additional help on navigating ALMS, please view the ALMS Video Tutorial  
(Right Click and Select “Open Hyperlink” - CAC access is required) 

https://www.lms.army.mil/StaticContent/ALMS_NewUserTraining/alms_res_portlet.html
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