
Federal Program Officer Training Agenda 
 

Day 1: Tuesday, August 25, 2009 – AM 
 

 
Session 1: Overview and System Navigation 

8:00 – 11:30 AM 
Introduction and Agenda 

Grants Online Overview and Logging In 

Break 

Basic System Navigation;  
Workflow and Account Management 

Break 

Viewing RFAs and Awards 
Begin Universal RFA Creation 
Additional Resources and Training  
Questions and Comments 
Evaluations 

 
 

Objectives – By the end of this class students should: 
 

- Have a basic understanding of the roles of Grants Online and the Grants Online 
PMO within the DOC Grants community 

- Have a basic understanding of the structure of the Grants Online system 
- Be able to find basic application and award information in Grants Online 
- Know where to find additional help when needed 

 
 

Training Materials: 
 

1. Agenda and Objectives 
2. Acronym List 
3. Grants Online Overview Presentation 
4. Grants Online User Roles Spreadsheet 
5. Grants Online User Roles Definition 
6. System Navigation Manual 
7. Course Evaluation 
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1 

Getting Started 

Accessing Grants Online 

1.  Click on the Internet Explorer Icon on your desktop or Start Menu 
• Internet Explorer browser opens 

2.  Enter the following URL information in your address bar of your browser: 
https://grantsonline.rdc.noaa.gov then press ENTER 

• Grants Online Home Page/Login Screen  appears 
 
 

Note:  Screen shots still contain the NOAA logo (as a holdover from the previous 
manuals) instead of the new DOC logo.  Future updates to this manual will include screen 
shot updates with the DOC logo. 
 

 

3.  Before logging into Grants Online, from this screen you can access the Public Search feature 
as well as other useful links, including the Grants Online Training page. 

 

 

 
 

Warning!  If you entered your username or password incorrectly you will see an  
                             error message in red on the screen.  After three unsuccessful attempts  
                             to log in, the system will lock you out and you will have to contact the 
                            Grants Online Help Desk to unlock your account.  Click on the “Forgot  
                            your Password?” link for the Help Desk Phone Number. 
 
                          If nothing happens when you click the Enter button, it means the se 
                          Grants Online server is down and will need to be restarted. 
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Grants Online Navigation Features 

Overview Navigating Grants Online is a simple process. The look and feel of the system 
requires the use of a mouse and keyboard for navigation. Access to certain 
features of Grants Online is based on your user role. Your user role determines 
the required access for you to do your work in Grants Online.  

Screen Layout 

 

 

Screen 
Layout 
Defined 

Once you have successfully logged into Grants Online, the system will default 
you to the Inbox tab. Grants Online is actually broken into several areas: 

• Tabs: Highlighted by the gold border and located at the top of the page 
are Grants Online Tabs.  Use the Tabs to navigate within the different 
areas of Grants Online. Click on the appropriate Tab to navigate to the 
desired area. 

 

 

Note: Access to various Tabs is determined by your user role. A 
grayed out Tab will denote restricted areas.   If trying to 
access a restricted area, a pop up message will display, 
stating “Unauthorized to access this area” (see below).   

              
• Navigation Pane: Highlighted by the red border, is the navigation pane. 

Based on the Tab that you are currently on, commands for certain 
function display here.  Click on the desired command to go to that 
specific screen. 

• Document Pane: Highlighted by the black border, is the document 
pane. This is located in the middle of the screen.  This is where most of 
the data in Grants Online will be input.  
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Other User Interface Features 
Since the go-live of Grants Online in January 2005, other features have been added to the User 
Interface to facilitate the ease of navigation through the system. 
 
  Pop Up Short Cuts When placing your cursor over a tab at the top of the screen you will get a 

pop-up menu that contains the same links as the left navigation pane for 
that tab.  This will allow you to navigate directly to one of those areas 
without clicking on the tab first. 

 
 

 
 
  Breadcrumbs The Grants Online system keeps track of the pages you have visited since 

you last logged on and put a “breadcrumb trail” of those pages at the top of 
the Document Pane. This feature can be used in place of a “Back” button. 
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Help Tab 
The Help Tab provides information on accessing the Grants Online Help Desk as well as definitions 
and/or guidance for various Grants Online functions. 
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Inbox Tab 

Tasks 
While Notifications alert you to an action you must complete, Tasks allow you to complete that action 
assigned to you within the workflow.  Tasks that are assigned to you can be located in the Task 
section in the Inbox Tab. 
 

Accessing Tasks 

1.      From the Inbox Tab, click Tasks 
•      Your Tasks screen appears 
 

       
 
 
 
 
 

 
Viewing a Task 

1.    Click View next to the task you wish to view 
• Launch Page appears. From this page you may perform your assigned work by selecting      
       an action in the action dropdown.   

Filtering Tasks 

1.  Select the Document Type in the drop-down menu 

2.  Select the Status in the drop-down menu 

3.  Click Apply Filter 
• Tasks screen appears showing only filtered tasks.                                  

 

 

 
Note: Customizing the Tasks view may be accomplished through the 

Account Management Tab. 
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Account Management Tab 
The Account Management Tab allows you to view your Profile, Preferences and Delegations. Within 
this tab you can update your profile, customize your Notifications and Tasks preferences, and 
delegate your inbox to other users. 

 
Accessing My Profile 

1.      From the Account Management Tab, click My Profile 
• Manage Profile screen appears 

 
   

 
Note: To change roles and affiliations, contact the Help Desk 

Security Question and Security Answer are areas used 
by the Help Desk team.  If you call the Help Desk to 
request to reset your password, support specialist will 
ask you this personalized question and you will provide 
the answer as a means of authenticating the caller. 
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Editing Your Profile 

1.  Click Edit (once you click edit, the screen will become formatted like the one below) 

2.  Make the necessary changes (Click on the “Details” link under Affiliations to update phone, 
address, and/or email information.) 

3.  

4.   

5.  

Click Save to capture your changes 

Click Save and Return to Main to return to the Account Management tab main screen 

Click Cancel to go back to the previous screen (any changes you made will NOT be saved) 
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My Preferences 
Customize your viewing preferences through the My Preferences screen. You may add/remove email 
Inbox notifications. This will remove notifications sent to your external email account only. Headings 
may be customized to display certain fields on your Tasks and Notifications screens. Additionally, you 
may change your password for Grants Online. 

Accessing My Preferences 

1.      From the Account Management Tab, click My Preferences 
• User Preferences screen appears 

2.      Customize Page Size, Bread Crumbs, Look and Feel, and Workflow Warning as desired. 

3.      Click Save at the bottom of the page. 
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Changing Password 

1.  Click the blue Change Password button in the User Preferences screen 

 

Customizing Tasks 

1.  Select desired type of Notification  to enable/disable 

2.  “Push” and “Pull” task columns to select the desired columns for display in Your Inbox. 

3.  Use “Up” and “Down” buttons to select the desired column order for display in Your Inbox. 

4.  Click Save at the bottom of the page. 
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2.  Change Password screen appears. 

3.  Enter old password. 

4.  Enter new password.  

5.  Enter new password again to confirm.  

6.  Click Submit. 

 

 

Note: Please follow the indicated Password Guidelines.  Also, note that the special characters 
listed are the ONLY ones that are valid (_$#)  
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My Delegations 
When you select the My Delegations link in the Account Management Tab, you will be able to view 
existing delegates, add delegates and rescind delegates.  The only people you can select to be a 
delegate are those that have roles matching yours.  Example – a Program Officer cannot create a 
delegation to an individual who only has the role of Budget Officer. 
 

Accessing My Delegations 

1.       From the Account Management Tab, click My Delegations 
• Delegate Authority screen appears 

 

 
 

Adding a Delegation 

1.  Search by First Name, Last Name, Organization or Role 

2.  Click Find Peers 

3.  Select delegations 

4.  Click Delegate 
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Rescinding a Delegation 

1.      From the Account Management Tab, click My Delegations 
• My Delegations screen appears 

2.      Click on Rescind to remove the individual as your delegate 
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Logging in as a Delegate 

1. Log in to Grants Online with your normal user name 
2. Click OK on the Notice to Users page 
3. Choose to either continue in as yourself (Continue to Inbox) or to go in as the person who 

delegated to you (Select – by the person’s name) 
 
 
 
 

 
 

 

 
Note: When you are in Grants Online as a delegate, the system will 

identify you as a delegate of that individual (see below).  ** Both 
you and the delegate can work in Grants Online simultaneously. 

 
 
 
 
 
 

 

 Warning!  It can take up to three minutes for the system to process your request 
                             to go in as a delegate . 



Federal Program Officer Training Agenda 
 

Day 1: Tuesday, August 25, 2009 - PM 
 
 
 

Session 2: Universal RFA Creation and 
Application Processing  

12:30 PM  – 4:00 PM 
Introduction and Agenda 

Online Demonstration and Hands On Exercise 
with Process Maps:  
Continue Completing a Universal RFA  
Online Demonstration and Hands On Exercise 
with Process Maps:  
Processing a Universal Application 
Additional Resources and Training  
Questions and Comments 
Evaluations 

 
 

Objectives – By the end of this class students should: 
 

- Understand the difference between a Competitive RFA and all other types of 
Universal RFA (previously lumped under the label “Non-Competitive”) 

- Understand the difference between the Certified and Un-Certified 
FPO/Program Office Staff roles 

- Be able to create and route any variety of Universal RFA 
- Be able to input a paper application and complete “Review Minimum 

Requirements” task 
- Be able to Conduct Negotiations and prepare an Award File for GMD review 
- Understand the Award File approval and acceptance process 
- Understand where to find additional help when needed 

 
  
Training Materials: 
 

1. Agenda and Objectives 
2. Process Maps 
3. Student Screen Shots 
4. Course Evaluation 
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FPO Training Evaluation 
Overview/System Navigation 

Tuesday, August 25, 2009 
8:00 AM 

 

© 2006 BearingPoint, Inc. All rights reserved 
8/18/2009 

As part of our overall training assessment, we are providing course assessment on Grants Online 
training course. The assessment determines your existing Grants Online knowledge, if any, and the 
course assessment will determine if the training objectives were adequately reached. Your feedback will 
be used to remedy any training deficiencies for future sessions. 

 

Name (Optional):  

Office and Title:  

Phone:  

Email Address:  

 
 

Course Feedback 
Directions: Using the key below, circle the category that best fits the performance of this event. 

Rating Category and 
Performance Standard 

Poor 

Fair 

A
verage 

A
bove 

A
verage 

Excellent 

1. Session objectives were clearly defined. 1 2 3 4 5 

2. Session objectives were achieved. 1 2 3 4 5 

3. The materials received were used in the course. 1 2 3 4 5 

4. The amount of materials received is appropriate for the course. 1 2 3 4 5 

5. The material was presented in a clear and logical manner. 1 2 3 4 5 

6. The course was easy to follow. 1 2 3 4 5 

7. The course provided ample time per objective. 1 2 3 4 5 

8. The course is relevant to my role in Grants Online. 1 2 3 4 5 

9. Extensive hands-on training was provided. 1 2 3 4 5 

10. The instructors gave ample opportunity to practice on the system. 1 2 3 4 5 



Grants Online FPO Training 

© 2006 BearingPoint, Inc. All rights reserved 
8/18/2009 

11. The instructors were receptive to questions. 1 2 3 4 5 

12. The instructors answered questions clearly and completely. 1 2 3 4 5 

13. The instructors provided hands on assistance when needed. 1 2 3 4 5 

14. Post-training help and assistance instructions were provided. 1 2 3 4 5 

15. I am comfortable using the system after training. 1 2 3 4 5 

 
 

16. List specific topics or issues not addressed during this session that you would like covered in 
future trainings. 

 
 
 
 
 
 
 
 
17. Provide additional comments below. Thank you for attending! 
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From: GrantsOnLine.test@noaa.gov (GrantsOnLine.test@noaa.gov)
To: grant.recipient@yahoo.com 
Date: Monday, December 10, 2007 8:54:40 AM 
Subject: Notice of NOAA posting of Application Package at Grants.gov 
 
This is an automated notification from NOAA Grants Online that an 
application package has been posted at Grants.gov and you have been 
selected by the posting Program Officer for notification. 
 
Grants.gov is available at the URL: http://www.grants.gov. If you are 
not registered at Grants.gov, please begin the registration process 
immediately. It can take up to 2 weeks to fulfill all of the 
registration requirements. 
 
 
To retrieve your application package from the Grants.gov home page: 
 
1) Click the "Apply for Grants" link in the upper left (under "For 
Applicants"). Review the instructions and download/install the PureEdge 
forms program if you have not already done so. 
 
2) Click the "Download a Grant Application Package and Instructions" 
link. 
 
3) Enter the following Funding Opportunity Number: 
 
SEC-ONPO-2008-2001279  
4) Click the Download Package button. 
 
5) Click the "download" link under the Instructions & Application 
column. 
 
6) Click the download links for the instructions and the application 
package. 
 
7) Fill out the application and follow the Grants.gov instructions for 
submission. 
 
 
Information on the NOAA Request for Applications (RFA): 
 
RFA Name:        Generating Sample Notifications  
Fiscal Year:      2008  
CFDA Number:      11.469  
Opportunity      SEC-ONPO-2008-2001279  
Number:           
Agency:          National Oceanic and Atmospheric Administration  
Opening Date:    2007-12-10 08:54:01.0  
Program Office:  USEC One NOAA Program Office (ONPO)  
Program Officer:  Program Officer  
Closing Date:    2008-09-30 17:30:00.0- NOTE: This is the latest due
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                  date for all applications in this RFA. Please contact
                  the NOAA Program Officer for verification of when 
                  your specific application must be submitted for 
                  timely award processing.  
 
For further information contact: 
 
Name: Program Officer 
Phone: 301-555-1212 
Address: 14th Street & Constitution Avenue, NW Washington, DC 20230 
Email: federal.program.officer@noaa.gov 
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APPLICATION FOR    Version 7/03 
 FEDERAL ASSISTANCE   2. DATE SUBMITTED  Applicant Identifier 

 1. TYPE OF SUBMISSION:  
  Application   Pre-application 

 3. DATE RECEIVED BY STATE  State Application Identifier 

   Construction    Construction 
   Non-Construction   Non-Construction 

 4. DATE RECEIVED BY FEDERAL AGENCY  Federal Identifier 

 5. APPLICANT INFORMATION 
 Organizational Unit:  Legal Name:  
 Department: 

 Organizational DUNS:  Division: 

 Address: 
 Street: 

 Name and telephone number of person to be contacted on matters 
 involving this application (give area code) 

  Prefix:  First Name: 

 City:  Middle Name 

 County:  Last Name 

 State:  Zip Code  Suffix: 

 Country:  Email: 

 6. EMPLOYER IDENTIFICATION NUMBER (EIN): 

   -  
 Phone Number (give area code)  Fax Number (give area code) 

 8. TYPE OF APPLICATION: 
  New  Continuation Revision

 7. TYPE OF APPLICANT:  (See back of form for Application Types) 
If Revision, enter appropriate letter(s) in box(es) 
(See back of form for description of letters.) 
   

Other (specify) 

 Other (specify)  9. NAME OF FEDERAL AGENCY: 

 10.  CATALOG OF FEDERAL DOMESTIC ASSISTANCE NUMBER: 

-
 TITLE (Name of Program):  

 12. AREAS AFFECTED BY PROJECT (Cities, Counties, States, etc.): 

 11. DESCRIPTIVE TITLE OF APPLICANT’S PROJECT: 

  

 13. PROPOSED PROJECT  14. CONGRESSIONAL DISTRICTS OF: 
 Start Date:  Ending Date:  a. Applicant  b. Project 

 15. ESTIMATED FUNDING:  16. IS APPLICATION SUBJECT TO REVIEW BY STATE EXECUTIVE 
ORDER 12372 PROCESS?

 a.  Federal $ .00

 b. Applicant $ .00

 a. Yes.   THIS PREAPPLICATION/APPLICATION WAS MADE 
AVAILABLE TO THE STATE EXECUTIVE ORDER 12372 
PROCESS FOR REVIEW ON 

 c. State $ .00  DATE: 

 d. Local $ .00

 b. No.     PROGRAM IS NOT COVERED BY E. O. 12372 

 e. Other $ .00

               OR PROGRAM HAS NOT BEEN SELECTED BY STATE 
FOR REVIEW

 f. Program Income $ .00  17. IS THE APPLICANT DELINQUENT ON ANY FEDERAL DEBT? 

 g. TOTAL $ .00

   Yes If “Yes” attach an explanation.  No 

 18. TO THE BEST OF MY KNOWLEDGE AND BELIEF, ALL DATA IN THIS APPLICATION/PREAPPLICATION ARE TRUE AND CORRECT.  THE 
DOCUMENT HAS BEEN DULY AUTHORIZED BY THE GOVERNING BODY OF THE APPLICANT AND THE APPLICANT WILL COMPLY WITH THE  
ATTACHED ASSURANCES IF THE ASSISTANCE IS AWARDED. 
 a. Authorized Representative  
 Prefix  First Name Middle Name 

 Last Name Suffix 

b. Title c. Telephone Number (give area code) 

d. Signature of Authorized Representative e. Date Signed 

Previous Edition Usable 
Authorized for Local Reproduction

Standard Form 424 (Rev.9-2003)
Prescribed by OMB Circular A-102
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FPO Training Evaluation 
Universal RFA/App Processing 

Tuesday, August 25, 2009 
12:30 PM 

 

© 2006 BearingPoint, Inc. All rights reserved 
8/18/2009 

As part of our overall training assessment, we are providing course assessment on Grants Online 
training course. The assessment determines your existing Grants Online knowledge, if any, and the 
course assessment will determine if the training objectives were adequately reached. Your feedback will 
be used to remedy any training deficiencies for future sessions. 

 

Name (Optional):  

Office and Title:  

Phone:  

Email Address:  

 
 

Course Feedback 
Directions: Using the key below, circle the category that best fits the performance of this event. 

Rating Category and 
Performance Standard 

Poor 

Fair 

A
verage 

A
bove 

A
verage 

Excellent 

1. Session objectives were clearly defined. 1 2 3 4 5 

2. Session objectives were achieved. 1 2 3 4 5 

3. The materials received were used in the course. 1 2 3 4 5 

4. The amount of materials received is appropriate for the course. 1 2 3 4 5 

5. The material was presented in a clear and logical manner. 1 2 3 4 5 

6. The course was easy to follow. 1 2 3 4 5 

7. The course provided ample time per objective. 1 2 3 4 5 

8. The course is relevant to my role in Grants Online. 1 2 3 4 5 

9. Extensive hands-on training was provided. 1 2 3 4 5 

10. The instructors gave ample opportunity to practice on the system. 1 2 3 4 5 



Grants Online FPO Training 

© 2006 BearingPoint, Inc. All rights reserved 
8/18/2009 

11. The instructors were receptive to questions. 1 2 3 4 5 

12. The instructors answered questions clearly and completely. 1 2 3 4 5 

13. The instructors provided hands on assistance when needed. 1 2 3 4 5 

14. Post-training help and assistance instructions were provided. 1 2 3 4 5 

15. I am comfortable using the system after training. 1 2 3 4 5 

 
 

16. List specific topics or issues not addressed during this session that you would like covered in 
future trainings. 

 
 
 
 
 
 
 
 
17. Provide additional comments below. Thank you for attending! 

 
 
 
 
 
 
 

 
 
 
 
 
 
 



Federal Program Officer Training Agenda 
 

Day 2: Wednesday, August 26 2009 – All Day 
 

 
Session 3: Competitive RFA Creation/ 

Application Processing 
8:00 AM – 4:00 PM                       

Introduction and Agenda 

Online Demonstration and Hands-On Exercise 
with Process Maps: Creating a Competitive RFA

Lunch Break 
Online Demonstration and Hands-On Exercise 
with Process Maps: Processing Applications for 
a Competitive RFA 
Additional Resources and Training  
Questions and Comments 
Evaluations 

 
Objectives – By the end of this class students should: 
 

- Understand the difference between a Competitive RFA and a Universal RFA 
(previously called “Non-Competitive”) 

- Understand the difference between the Certified and Un-Certified 
FPO/Program Office Staff roles 

- Be able to create a Competitive RFA and route documents for publication 
- Be able to input a paper application and complete the “Review Minimum 

Requirements” task 
- Understand the Competition Manager and Selection Official functions in the 

Competitive RFA workflow 
- Be able to Conduct Negotiations and prepare an Award File for GMD review 
- Understand the Award File approval and acceptance process 
- Understand where to find additional help when needed 

 
Training Materials: 

1. Agenda and Objectives 
2. Process Maps 
3. Student Screen Shots  
4. Course Evaluation 
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FPO Training Evaluation 
Competitive RFA/App Processing 

Wednesday, August 26, 2009 
8:00 AM 

 

© 2006 BearingPoint, Inc. All rights reserved 
8/18/2009 

As part of our overall training assessment, we are providing course assessment on Grants Online 
training course. The assessment determines your existing Grants Online knowledge, if any, and the 
course assessment will determine if the training objectives were adequately reached. Your feedback will 
be used to remedy any training deficiencies for future sessions. 

 

Name (Optional):  

Office and Title:  

Phone:  

Email Address:  

 
 

Course Feedback 
Directions: Using the key below, circle the category that best fits the performance of this event. 

Rating Category and 
Performance Standard 

Poor 

Fair 

A
verage 

A
bove 

A
verage 

Excellent 

1. Session objectives were clearly defined. 1 2 3 4 5 

2. Session objectives were achieved. 1 2 3 4 5 

3. The materials received were used in the course. 1 2 3 4 5 

4. The amount of materials received is appropriate for the course. 1 2 3 4 5 

5. The material was presented in a clear and logical manner. 1 2 3 4 5 

6. The course was easy to follow. 1 2 3 4 5 

7. The course provided ample time per objective. 1 2 3 4 5 

8. The course is relevant to my role in Grants Online. 1 2 3 4 5 

9. Extensive hands-on training was provided. 1 2 3 4 5 

10. The instructors gave ample opportunity to practice on the system. 1 2 3 4 5 



Grants Online FPO Training 

© 2006 BearingPoint, Inc. All rights reserved 
8/18/2009 

11. The instructors were receptive to questions. 1 2 3 4 5 

12. The instructors answered questions clearly and completely. 1 2 3 4 5 

13. The instructors provided hands on assistance when needed. 1 2 3 4 5 

14. Post-training help and assistance instructions were provided. 1 2 3 4 5 

15. I am comfortable using the system after training. 1 2 3 4 5 

 
 

16. List specific topics or issues not addressed during this session that you would like covered in 
future trainings. 

 
 
 
 
 
 
 
 
17. Provide additional comments below. Thank you for attending! 

 
 
 
 
 
 
 

 
 
 
 
 
 
 



Federal Program Officer Training Agenda 
 

Day 3: Thursday, August 27, 2009 – AM 
 
 
 

Session 4: Post Award Actions 
8:00 AM – 12:30 PM 

Introduction and Agenda 

Online Demonstration/Process Maps with 
Hands-On Participation – AAR, PPR, FFR  
Online Demonstration/Quick Reference Guide 
with Hands-On Participation – Partial Funding 
Additional Resources and Training  
Questions and Comments 
Evaluations 

 
 

Objectives – By the end of this class students should: 
 

- Understand the use of an Award Action Request 
- Be able to review an Award Action Request   
- Be able to review, route (if needed), and accept a Performance Progress Report 
- Be able to find and view a Financial Report 
- Understand the use of a Partial Funding Action 
- Be able to initiate and route a Partial Funding Action 
- Know where to find additional help when needed 

 
Training Materials: 
 

1. Agenda and Objectives 
2. Process Maps – AAR Workflow for Grantees 
3. Process Map – PPR and FFR 
4. Student Screen Shots - Partial Funding Process  
5. Course Evaluation 
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As part of our overall training assessment, we are providing course assessment on Grants Online 
training course. The assessment determines your existing Grants Online knowledge, if any, and the 
course assessment will determine if the training objectives were adequately reached. Your feedback will 
be used to remedy any training deficiencies for future sessions. 

 

Name (Optional):  

Office and Title:  

Phone:  

Email Address:  

 
 

Course Feedback 
Directions: Using the key below, circle the category that best fits the performance of this event. 

Rating Category and 
Performance Standard 

Poor 

Fair 

A
verage 

A
bove 

A
verage 

Excellent 

1. Session objectives were clearly defined. 1 2 3 4 5 

2. Session objectives were achieved. 1 2 3 4 5 

3. The materials received were used in the course. 1 2 3 4 5 

4. The amount of materials received is appropriate for the course. 1 2 3 4 5 

5. The material was presented in a clear and logical manner. 1 2 3 4 5 

6. The course was easy to follow. 1 2 3 4 5 

7. The course provided ample time per objective. 1 2 3 4 5 

8. The course is relevant to my role in Grants Online. 1 2 3 4 5 

9. Extensive hands-on training was provided. 1 2 3 4 5 

10. The instructors gave ample opportunity to practice on the system. 1 2 3 4 5 
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11. The instructors were receptive to questions. 1 2 3 4 5 

12. The instructors answered questions clearly and completely. 1 2 3 4 5 

13. The instructors provided hands on assistance when needed. 1 2 3 4 5 

14. Post-training help and assistance instructions were provided. 1 2 3 4 5 

15. I am comfortable using the system after training. 1 2 3 4 5 

 
 

16. List specific topics or issues not addressed during this session that you would like covered in 
future trainings. 

 
 
 
 
 
 
 
 
17. Provide additional comments below. Thank you for attending! 
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