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This page contains information on training classes, schedules and procedures.  Please be sure to review the entire page carefully.

E.O. Reg Review Training 

This class covers the steps necessary to create an EO Review package and submit it to OIRA.  These classes are held at GSA Headquarters (1800 F St. NW).

Topics include:
· Searching for a RIN
· Creating an EO Reg Review Package
· Accessing Your Inbox
· Uploading Documents
· Submitting and Receiving Processes
· Handling ‘Open for Amendment’
· Using ROCIS Administration Functions
· Viewing the Public Web Site

Dates for EO Reg Review Training
· June 3, 2015	1:30PM – 4:00PM
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ROCIS Paperwork Reduction Act (PRA) Training

This class introduces the many features of the PRA portion of ROCIS, including the creation and submission of information collection requests (ICRs).  These classes are held at GSA Headquarters (1800 F St. NW) from 10 AM to 4 PM.

Topics Include:
· Overview of PRA Reports
· Accessing Your Inbox
· Creating a New ICR Request
· Adding Information Collections (ICs) and Information Collection Instruments (ICIs) to ICR Requests
· Using the Burden Worksheet
· Uploading Documents
· Certifying Compliance and Submitting
· Leveraging Other Tools
· Handling ‘Open For Amendment’
· Accessing OIRA Concluded Data
· Using ROCIS Administration Functions
· Viewing the Public Website

Dates for PRA Training
· July 8, 2015
· August 5, 2015
· September 2, 2015

System of Records Notice (SORN) Training 

This class introduces the users to the web-based ROCIS system for the submission of SORN packages to OIRA for review. Users will have the opportunity to emulate, in a training environment, all of the tasks they will be expected to perform in Production.  These classes are normally held via Web Conference.
  
Topics include:
· Accessing ROCIS Production
· Navigating and Searching Inbox Sections
· Creating a new SORN Request
· Editing a SORN Request 
· Uploading Documents
· Submitting a SORN Request
· Handling ‘Open for Amendment’
· Viewing a Concluded Request
· Adding the FR Publication Data
· Using ROCIS Administrative Functions

Dates and Times for SORN Training
· July 15, 2015		10:00 AM-12:00 PM
· October 14, 2015	10:00 AM-12:00 PM

General information on training

      Registrations are accepted at any time.  Send requests to LaTonya.Ware@gsa.gov, with a copy to jeremy.miller@gsa.gov and julio.baez@gsa.gov.  Indicate the class that you wish to take, and the date on which you would like to attend.  Classes fill up quickly; if your preferred class is already full, you will notified by email and automatically waitlisted for the next available class.
     Confirmations with class start times and other details will be sent out by email three weeks or more before the class start date.  Because the GSA security office must be provided with a list of attendees at least two weeks prior to the class start date, you must confirm your attendance by email within one week of receiving your confirmation.  If no return message is received, you will be dropped from the class roster and the waiting list. If, for some reason, you find that you will be unable to attend the class, you should send an email as above as soon as possible, so that a substitution can be made.  Because ‘no shows’ take up slots that could have been used by others, they will also be dropped from the waiting list.  
     Unless otherwise noted, all classes are held in GSA Headquartes at 1800 F St. NW, Washington, DC 20006.  Additional directions, including the specific room will be provided with the class confirmations sent about two weeks prior to class.
     On the day of class, please be sure to bring your government id (for other than DOD, it must be the new HSPD12 type).  If you do not have the current government id, you will require an escort.  An escort can be arranged in advance by calling the RISC office at 202-482-7340 and speaking to Deloris King.
     Also, please plan to arrive at least 15 minutes before the class start time, so that paperwork and login procedures can be addressed.  Remember, these classes involve special procedures for logging into GSA’s network, and late arrivals are disruptive and discourteous for all the other students.
     It is our policy not to provide ROCIS Production accounts to EO Reg Review and PRA users until they have completed ROCIS training and provided a signed security agreement.  The Production ROCIS accounts for these users will be set up on the following schedule.  If the class is on a Tuesday, the production account will be set up by Thursday at noon.  If the training occurs on a Thursday, the production accounts will be available on the following Monday by noon.  The login account user ids and initial passwords will be the same as the ones students are given at the beginning of training: no additional emails with account ids or passwords are distributed.
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