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User Manual for the 
 

Teachers and Office Staff  
 

As a teacher or Office Staff member, you can: 

 

1. Create an account through the Institute Head of 

Accounts 

2. Mark, that the previous training was completed. 

3. View your assigned training schedules. 

4. Submit training requirement requests. 

 

5. Track your training nominations. 

6. View your attendance records. 

7. Access the training calendar. 

8. Update your profile information. 

9. View your institute details. 

 
 

First, the Institute Head must create accounts for teachers and office staff. Once the account has been 

created, click “Login” and access your account using your registered email address and password. 

 

 

 

 

Click  

Login 



Login form 

 

2. Teacher and Staff Dashboard  

 

 

 

 

 

 

Enter your Registered 

Email and password. 

Left Sidebar 

Manu 

Click to ‘Edit’ profile 

information and Photo 

Click to Submit Training 

Requirements  



3. Mark, that the previous training was completed. 
 

As a Teacher and Staff member, you must first mark your previous training as “Completed.” 

 

 
 

Fill in the   “Mark Training as Completed”   form for any training programme 

that you have already completed.  
 

 

 

Click to Mark Training as 

Completed. 

Click “Completed” for 

any training programme 

that you have already 

completed. 

 



4. Upcoming Training Schedules 

Visit the “Upcoming Training Schedules” section of DTE. If a training programme is relevant to your 

role and you teach the subject at your institute, you may request the training or ask your Institute Head 

to nominate you for the programme. 

 

5. Request Training 

When a teacher or staff member submits a “Request Training”, the request is first forwarded to the Institute 

Head’s account for approval. 
 

Once approved by the Institute Head, the request is forwarded to the Training Manager’s account. The 

Training Manager will review the request and, if appropriate, add the applicant to the relevant training 

schedule. 
 

 

Click Training Schedules 

Click for details on Training Schedules 

Click  for Request Training 



6. Details about Request Training 
 

The Request Training form allows teachers and office staff to submit a request for a training programme 

that is relevant to their professional responsibilities and development needs. 

How to Submit a Training Request 

1. From the left sidebar, go to Training Requirements → Request Training. 

2. The Request Training form will open. 

3. Complete the required information as described below. 

 

1. Basic Information: Select the required training programme from the Training Program dropdown 

list. 

Note: Training programmes that you have already requested or completed will not be available for 

selection. Cancelled requests may be submitted again. 

Training Category  

Select the appropriate Training Category from the dropdown list. 
 

Priority Level  

Select the priority of your training request: 

• Low – The training can be scheduled within 3 months or later. 

• Medium – The training is needed within 1–3 months. 

• High – The training is needed within 1 month. 

• Urgent – The training is critical and required as soon as possible. 
 

2. Training Details 

Justification: Explain why the training is required and how it will benefit you, your department, or 

your institution. 

You may include: 

• The professional need for the training 

• Current work-related challenges 

• Expected benefits from the training 

• How the acquired knowledge will be applied 
 

Description: Provide details about the proposed training, including your specific requirements and 

suggestions that could help improve the training programme. 
 

3. Preferred Timeline 

Preferred Start Date: Enter your preferred date for the training to begin. Preferred End Date:  Enter 

your preferred date for the training to end. Deadline: Enter the latest date by which training is 

required. 
 

 

4. Submit the Request 

After completing the form, review all information and click “Submit Request”. Click “Cancel” if you 

want to leave the form without submitting the request. 
 

 



What Happens After Submission? 

After submission: 

1. The training request will be forwarded for review and approval. 

2. The request will be reviewed by the Institute Head and subsequently processed by the Training 

Manager, according to the TMS workflow. 

3. You will be notified of the approval status. 

4. Approved requests may be included in an appropriate training schedule. 

5. Once scheduled, the training details will be available through the TMS. 
 

7. Training Requirements 
 

Visit “Training Requirements” to check the status of your training request and see whether it has been 

approved. 
 

 
 

 

Click  My Requirements 

 


