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Section I: Introduction

Welcome to the Naval Facilities Engineering Command (NAVFAC) Environmental Compliance
Assessment, Training, and Tracking System (ECATTS). This manual is designed to familiarize
you with ECATTS and maximize its usefulness to you.

What Is the Environmental Compliance Assessment, Training, and Tracking
System?

ECATTS is a web-based training and assessment system accessible from any computer with
Internet access. It was developed to provide environmental compliance information and training
to users who need an understanding of environmental laws, regulations, and policies to
successfully complete their jobs. NAVFAC is using ECATTS to help you become familiar with the
environmental compliance requirements that apply to your job. This will help you avoid some of
the common problems that people encounter when they are unfamiliar with the environmental
issues relating to the way they work.

ECATTS is easy to use, with training materials and test questions written in plain English.
Training can usually be completed in a few short segments. In some instances, you may need
more information than is contained in our training system. If so, contact your supervisor or the
base Environmental Office. Some hyperlinks to further information sources on the Internet are
included within the training modules themselves, and even more are located on the ECATTS
home page.

Your use of the system is kept confidential. We encourage you to use the system as often as you
like as a reference tool for environmental compliance information.

Why Should | Use ECATTS?

NAVFAC expects you to be familiar with the environmental compliance requirements that impact
your work activities.

Ignorance is no reason for being out of compliance. You will be held responsible for violating
environmental laws and policies. ECATTS will help you gain the general knowledge you need to
do your job in accordance with environmental compliance laws and policies that apply to your
organization. You are encouraged to use ECATTS as a starting place for learning about the types
of activities that are regulated by environmental standards and requirements. This training will, at
the very least, provide you with the basics of environmental compliance, and help you realize
when you may need to find more information regarding an issue.



Section II: First Time Registration

Basic (and Quick) Registration Instructions

1.

2.

Go to the NAVFAC ECATTS website: http://navfac.ecatts.com

Click Enter.
At the Welcome to ECATTS screen, refer to the REGISTER - New Users box.
Ask your supervisor for the registration password. Enter the password into the box.
a. |If your supervisor cannot tell you the registration password, click ECATTS
Technical Support at the bottom of the New Users box. You can request to

have the registration password be sent to you via email. You can also call the
help desk 800 number (866-730-4253) for assistance.

Click Create An Account.

This will take you through a series of registration steps. In each step, just fill in the
requested information. After completing each step, click Next Step.

At the final step, read the User Agreement. To complete registration, you must accept
the User Agreement by clicking | Agree - Complete Registration.

a. Byclicking | Agree — Complete Registration, you agree personally respond to
the test questions and not allow others to respond to the questions on your
behalf.

After you successfully register, you will be taken to the Environmental Compliance
Testing and Training page (the ECATTS home page) for your installation.

e From here, you have a number of options, including beginning training and testing or
linking to other resources, all of which are further explained in the following sections.

e You may also choose to end your session by logging out. The next time you enter the
site, you will login by typing the username and password that you just created.


http://navfac.ecatts.com/

Detailed Registration Instructions

When you use ECATTS for the very first time, you will need to create a User account for yourself.
After that, you will log into the system with your own username and password. Follow these steps
to create a User account.

1. Gotothe NAVFAC ECATTS website: http://navfac.ecatts.com

2. Click Enter.

3. Atthe Welcome to ECATTS screen, refer to the REGISTER - New Users box.

Welcome to ECATTS

== LOGIN - Registored Diers m——— -@/EI_STER - Hiws l.lln_;:\
= i
I youa hape wsed this system before and have slveady ¥ you ae registermyg 1o use this system for the frst time, contact your
crealed an account, sntar your own parsonal User ID suparasor for an initsal egistration password, enber the passwerd in the box
and password in the bomes below and chck the below. and chck on Create an Account 1o begin the registration process
"Lesgin” butbon
You will then be directed through several steps in a registration process
Wgsr 0 | Enter your personal infodmation inbo the requited Belds 1o creabe your own
Btcounl
Pasywoed
Legn Once you have compleled the regislralion process, bog in with your new Llser

I0 and password in order to #ccess the system and begin your raining

== Problem Accessing Your Account? — Ragisbration Password

Chick the Halp link helow if you have lnmotten your Conate an Accoyn|
Uger ID or password and need help accessng your
seeauni ¥ nead help regrilanng you can amil S Tec { o el B66-

TI0-4253 for aaarstance You will iecene & |r:.pl:,llh mll'\r E-i h':l.ll:
Help

THIS SITE IS RESERVED FOR AUTHORIZED USERS ONLY
ACCESS TO THIS SITE IS RESTRICTED. UNAUTHORIZED ACCESS IS STRICTLY PROHIBITED. VIOLATORS ARE SUBECT TO ARREST AND
PROSECUTION UNDER FEDERAL LAW.

4. Ask your supervisor for the registration password. Enter the password into the box.

a. |If your supervisor cannot tell you the registration password, click ECATTS
Technical Support at the bottom of the New Users box. You can request to
have the registration password be sent to you via email. You can also call the
help desk 800 number (866-730-4253) for assistance.

5. Click Create An Account.



http://navfac.ecatts.com/

STEP 1 - ALL USERS: Your Name and Contact
Information

ECATTS User Registration

r— Step 1. Your Hame and Contact Information

Enter yvour first and iast name in the spaces provided
You may aptionally enter your middle name or mitial, bt 1 is not required

Fusl manemar
Last name

Bllsclctlis rnkiial

Provide an email sddress so that we can contact you

Email address:

*You must emer infarmation into all felds marked with an asterisk ()
T Click tha 7 icon to get additional halg

| A PRI ] oo S

1. Enter your first and last name.

2. Your middle initial is optional. However, it is a good idea to enter your middle initial if
your name is likely to also be another user’'s name (i.e., John Smith).

3. Enter your email address.

a. Your correct email address is important. It enables ECATTS to send you a
new password if you forget the one selected during registration.

4. Click Next Step.




STEP 2 — ALL USERS: Account Information

ECATTS User Registration

r— Step 2 - Account Informatlon

Salact a Lear 10 and Passwaord that yoo will uss when you accass this system. You must ramambar this Usar ID and Password and use it
naut thme you log In.

You must sefact 8 member User ID for your new account.
Sedoecd o Lsor 103 That yau will remembsor becimise Ul is the name you will use o aceess s systoemon to &iare

User T |

Choose a pas=sword for your sceound
Salect & password thet you will remember, but is not too 2asy for somaone else to guess
Entor the password a second bme So thal we can vty il

assword -0

Comhrm rasswoed i}

* You musl enber miormabion mlo o helds macked wilh an asdensk (")
[ Click the 7 icon to gat additional help

| = GoBack || Cancel Registration || Mext Step->

1. Select and enter a User ID and password that you will remember. You will need them
both to login to ECATTS from now on.

2. Click Next Step.




STEP 3 - ALL USERS: Select User Type

ECATTS User Registration

= Slup 3 - Usor Type
| am registanng as: - Selett one - -

MNAYVFAL Consinsction Contractor (Fnime ar Sub)
Military Dase Employes ar Redated Parscnnsl

[ Gopeck || Gancel Registranon || Mext Step->

Use the drop down menu to select a User Type which applies to you.

e Select NAVFAC Construction Contractor (Prime or Sub) if you are any of the
following:

0 NAVFAC Construction Contractor (Prime)

0 NAVFAC Construction Subcontractor (Electrical)

0 NAVFAC Construction Subcontractor (Hazard Abatement)
0 NAVFAC Construction Subcontractor (Landscaping)

0 NAVFAC Construction Subcontractor (Mechanical)

0 NAVFAC Construction Subcontractor (Painting)

0 NAVFAC Construction Subcontractor (Plumbing)

0 NAVFAC Construction Subcontractor (Site Work)

0 NAVFAC Construction Subcontractor (Other)

e Select Military Base Employee or Related Personnel if you are any of the following:
o Military Assigned to Base or Installation

o Civilian Assigned to Base or Installation

o

Contract (Non-Construction) Employee Working on Installation

o Other




From this point, the registration process differs depending on the User Type you just
selected. NAVFAC Construction Contractor (Prime or Sub) will be discussed first.

Military Base Employee or Related Personnel User Type accounts go to page 10 of this
manual and continue with Step 3: Military Base Employee or Related Personnel to
complete the registration process.

STEP 3 — NAVFAC Construction Contractor (Prime or
Sub): User Type

ECATTS User Registration

— Step 3 - User Type

| am regralenng as. NAVFAC Construction Contractod (Pnme or Sub) -

lama: - SHect ona - -

NANVFAL Construction Contractor (Prima)

NAVFAC Construction Subcontractor (Electncal)

RANFAL Construchon Subconiractor (Hazard Abatemen |
{HANVFAL Congtruction Subcontractor (Landscaping)
{NAVFAC Construction Subcontractor {Mechanizal)
| = Ga Bm_:r.u'xw-nc Constructmon Subconlractor (Famting)

HANFAL Construction Subcontractar (Plumbsng)

RANTAL Construction Subcontractor |Siework)

MAVFAC Canstruction Subcontractor (Other)

1. After you select NAVFAC Construction Contractor (Prime or Sub) as your User Type, you
will be asked to further define your User Type by selecting from the list shown above.
Next, you will indicate your company name by selecting from a list on a drop menu. If the
name of your company is not listed, select “MY COMPANY IS NOT LISTED".

2. You will also be prompted to enter your company’s contract number or title.
3. Click Next Step.
a. If you previously selected “MY COMPANY IS NOT LISTED?", this step will bring
you to a screen where you can register your company and have it added to the

system. If you selected the name of a company already registered in the system,
you will continue with the registration process.



STEP 4 — NAVFAC Construction Contractor (Prime or
Sub): Location Information

ECATTS User Registration

r— Step 4 . Locoton Informatlon

Hilec! tha stade ar host mabion m wduch you wll be working -~ Select one - 8

Salect tha lncation whana you will ha worang
I your location is not on the list please select other

[ < Go Back ] [ Cancel Registration MNext Step-= |

1. From the drop down menu, select the state or host nation where you work (or will be
working).

2. From the drop down menu, select the installation where you work (or will be working).

3. Click Next Step.




STEP 5 — NAVFAC Construction Contractor (Prime or
Sub): User Agreement

ECATTS User Registration

— Hep 5 - User Agreameant
The |#oms and Condibons for ese of this sie ane incorporated into this Liser Agreement by reference and you agree 1o b2 bound by them, mciuding
any amendminnts we may make 18 them Please reaew the curent Terms and Condtinns f you haee not already read them

Fersonal Use. You sgee 1o use the system lor youwn personal by and relerence purpeses (oibher bor Uhe benedt of yoursell o your employer).
You agres to persanally respond to all test questions. You agres that wou will not disclose your password to anyone else or cthenwse parmil
amyone 1o gain unauthonzed sccess 1o this sie

Reproduction and Reuse: Except as speciically permitted in the Terms and Conditions, reproduction of transmission of the matenals contained in
thes sile, whelher elechiomcally of m had copy fmal o anyone 3 prolutsted, None of these malenals may be posted on the Inlermel of on
corporate miranets wiboul cur wilhen panmiseion

Conftds In e ovond confficls ons! bofwean the rasderal provoed m e sy syafem ond yoor cordrac! docurmnrls, pou ickeomeieoos Uil Uie
confract documents wll afways lake precedence.

Dot Thes bmravg i infenoesd fo makor yoo G of sreronmevail cornplionce dssuen il oo may encoourier mhile you e Sang and wording
on miifary matallaions. You are stll requied fo meel &V requiremants established by ife Undsd Stafes Emvimonmental Prodechon Apency (EPA)
ey Lbeuleed Siafes Dupartenent of Defonse [Doll)], e Deded Stales Doperfmend of Labor, Oecupadona! Saloly and Heallfy Admesslrafon ([DEHA]
your Senvce Branch, and e country. sfale, counfy and municipally wheve your insiallation is located. This fraining is nof infiended o be the sofe
source of infarmabion for complignce. Compliance decizions can be compler and should be maoke with the guidance of competenf prfesgionals,
The informalion conlared @ s sie s nof sfeoded o soree g gal of proficesona adbace. We moommend yoo conss approprale prfassonis
before making any decizions wif legal implcationa

< 3o Hack | | | Destcharne - Cancel Hegetratson | I.I"q'u: Commgled e Hegpstiadnn

1. After reading the User Agreement, click | Agree — Complete Registration to complete
your registration.

a. Byclicking | Agree — Complete Registration, you agree to personally respond to the
test questions and not allow others to respond to the questions on your behalf.

2. You will be taken to the Environmental Compliance, Assessment, Training, and
Tracking System (ECATTS) home page for your installation.

a. From here, you have a number of options, including beginning training and testing or
linking to other resources, all of which are fully explained in the following sections.

b. You may also choose to end your session by logging out. Once you logout of the site,
the next time you enter the site, you will login by typing the username and password
that you created during registration.

This completes the registration process for NAVFAC Construction Contractor (Prime or
Sub) users.



STEP 3 — Military Base Employee or Related Personnel:
User Type

ECATTS User Registration

— Step 3 . User Type

| amiegpslenng o= Mhilary Base Employne or Relaled Bocsornid -

| ame - Seleck ong - -

Ihblary Assigned Lo Bese or Insdaflation

Cralian Assignad to Base or Installatan

Contract (Non-Construction] Employes Warlang on instalistion
Other

[ s-GoBack || CancelRepistration || Mast Step>

1. After clicking on the Military Base Employee or Related Personnel as your User
Type, you will be asked to further define your User Type by selecting from the drop
down list shown above.

2. Ifyou select Contract (Non-Construction) Employee Working on Installation, you
will be asked to select your company hame and company contract number or title
from the drop down menus before clicking on Next Step.

a. If the name of your company is not listed, select ‘MY COMPANY IS NOT

LISTED’ and click Next Step. This will bring you to a screen where you can
register your company to have it added to the system.

-10 -



STEP 4 — Military Base Employee or Related
Personnel: Location Information

ECATTS User Registration

— Step 4 . Location Information
Eelect the state or host nation in which you will be working: - Select one - v "

Select the lpcation where you will be working =0
I your facatmn s ned on the ksl please seleo) olher

< Go Back || ”{:annu'ﬁmgmm'lpn Hext é'lep =

1. From the first drop down menu, select the state or host nation where you work (or will be
working).

2. From the next drop down menu, select the installation where you work (or will be
working).

a. If you previously selected Civilian or Military Assigned to Base or Installation, you
will also be asked to enter your tenant command.

3. Click Next Step.

-11 -




STEP 5 — Military Base Employee or Related Personnel:
Complete Your Training Plan

ECATTS User Registration

r— Step 5 - Complete Your Tralning Plan

Check all tha job functiens for which you s reguined o gualify
‘You must check st least cne job functian
Admanintiabe
Aircraft Mairdenance
Beick, Black, or S1one Masanry
Budding Consbrechon
Duikding Demedtion
Building Masrtenance
Building Ranmvaticn
Campantry
Digging in the Geound
Drywall Hangng and Finighing
Eleclncal
Firg Alarm System Repair
Fuets Opesdaton
General Labar
Heating, Refrigeration and Ax Candtionang Repasr
Instathng Carpel or Tie
Landecaping
Locksmeh
Machining
Opsrating Heavy Equapmant
Pantng
Pasticids Appheation
Flaminng and Fape Fitng
Fropect Manager
Road, Parking Lot of Airbeld Parang
Roofing
Shaet Matal Wark
Small Engme Mt enance
Vehicke Mambenancs

1. Choose your job function(s). You can choose more than one. Select all that apply to you.
Your ECATTS training plan will be based on the job function(s) you select.

2. Check any of the listed additional responsibilities that apply to you.

3. Click Next Step.

-12 -




STEP 6 - Military Base Employee or Related Personnel:
User Agreement

ECATTS User Registration

=B & Usen Agoecment
The Terms and Conditions for wee of this site are inconporated into this User Agreement by reference and you agree 10 be bound by them. inchiding

any arnendments we may make o hem Pleass omaew he cormond Toems and Conddions o you b nol sleady msd Then

Fersonal Use: You agree 1o use the system for your personal trainng and referance purposes (either for the beneht of yourselt or your employer)
You agree 1o perscnally respond to al test questions You agres that yvou will net disclose your passward to anyone alse of otherwise permil
anyone to gain unauthonzed sccess 1o this site

Reproduction and Reuss: Except 83 specifically parmitted in the Terms and Conditions. reproduction or trangmission of the matenals contained in
L= sibe, whother soctronically or i hard copy lormd Lo anyone = profubsded. Bone of these malenals may e posted on lhe nlermel or on
corporate intranets without aur weitten permission

Conflicts: In the event conficls ewst bafwsen fhe malenal provided i fhis fradning sysfem and your confract docwments, you schnowedge thaf the
it dosurnsils wll afways fafoy precedonc

Crzclaimer Thig tranmg i3 infended [0 make you eware of emamnmental compiance reaves thal you may encounier nhve you ae wmg end wonkdng
o milifary insfallabons. You ane st requined o meel alf requirements eslablished by e Unifed Stafes Envionmental Profection Agency (EPA),
e Unifed Siafes Departmant of Defense (Dod), the United Sfates Department of Labor, Oecupational Safely and Health Adminiatration [OSHA]
your Sennce Banch, and the cawnlry, sfafe, counfy and municipalty whom poor insfallaben s Incaded  This favaing s nal infended i be the sols
apurce of informalion for compliance. Complance decigions can be complax and should be made with fhe quitance of compelent profesaionals.
The oernafon corlaned v fes sl i ond slorded be sweve o fegal or professmnal aaee. We mceererard o comsal! apgroprate eolesserns
before making any decizans with legal implicadions

<-Go Back | | Drechne - Cancel Ragisiration | | Agred - Cormplete Registration

1. After reading the User Agreement, click | Agree — Complete Registration to complete
your registration.

a. Byclicking | Agree — Complete Registration, you agree to personally respond
to the test questions and not allow others to respond to the questions on your
behalf.

2. You will be taken to the Environmental Compliance, Assessment, Training, and
Tracking System (ECATTS) home page for your installation.

a. From here, you have a number of options, including beginning training and
testing or linking to other resources, all of which are fully explained in the
following sections.

b. You may also choose to end your session by logging out. Once you logout of the

site, the next time you enter the site, you will login by typing the username and
password that you created during registration.

-13 -




Section IlI: Login

Returning User Login

Once you have registered you can login and use ECATTS from any computer with Internet
access.

1. Gotothe NAVFAC ECATTS website: http://navfac.ecatts.com

2. Click Enter.

3. Atthe Welcome to ECATTS screen, refer to the Registered Users box.

Welcome to ECATTS

— LOGIN - Registered Users ——— —REGISTER - New Users
If you have used this system before and have If you are registering to use this system for the first time, contact
already created an account, enter your own your supervisor for an initial registration password, enter the
personal User ID and password in the boxes password in the box below, and click on Create an Account to
below and click the "Login" button begin the registration process.
User ID:| You will then be directed through several steps in a registration
i | process. Enter your personal information into the required fields to
Password: create your own account.
Once you have completed the registration process, log in with
your new User ID and password in order to access the system
and begin your training.

— Problem Accessing Your Account? — Registration Password: |
Click the Help link below if you have Create an Account
forgotten your User ID or password and need
help accessing your account. If need help registering you can email ECATTS Technical Support

or call 866-730-4253 for assistance.
Help

4. Enter your User ID and password and click Login.

5. You will be taken to the ECATTS home page for your installation. It is called
Environmental Compliance Assessment, Training, and Tracking System.

-14 -


http://navfac.ecatts.com/

Login Help

What if | forgot my password or User ID?

¢ If you forgot your password or User ID, click Help at the bottom left of the login page (see
screenshot on the previous page).

e The Account Access Help page will open.

Account Access Help

| lost my password

If you have lost or forgotten your password you should enter your User ID in the box below and click the Send New
Password link.

MWy User 1D is: | | Send New Pagswaord

Yaur new password will be sent to the email address that you provided when you registered on the system.

Return to Login

| lost my User 1D

If you have lost or forgotten your User ID you should enter your email address in the box below and click the Send My
User ID link. *our email address must be an file in the ECATTS system. If your email address has changed since you
registered on ECATTS, see the instructions at the bottorn of the page on how to contact ECATTS Technical Suppor.

My Email address is: Send User 1D

Your User 1D and a new password will be sent to the email address that you provided when you registered on the system.

Return to Login

Contacting ECATTS Technical Support

If you are still having & problem using this system you can ermail to ECATTS Technical Suppart.

e If you forgot your password, enter your User ID in the box that says “My User ID is:”

e Click Send New Password. A new password will be sent to the e-mail address you
provided when you registered. If you have updated your account with a newer e-mail
address since registering, the new password will be sent to the updated email address.

e If you forgot your User ID, enter your email address in the box that says “My Email
address is?”

e Click Send User ID. Your User ID will be sent to you.
i. If your email address does not match any found in the ECATTS system, you

will receive an error message. In that case, click the ECATTS Technical
Support link for assistance.
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e Use the information sent to you (new password or User ID) to login to the system. You
can then change the password that was sent to you (to something you can easily
remember) by selecting My Profile from the home page primary navigation.

e If your email address has changed since you last updated it in ECATTS (or you do not
otherwise receive your User ID or password after requesting it), click ECATTS Technical
Support for assistance.

e You can also call the help desk toll free number (866-730-4253) for assistance.

Section IV: ECATTS Home Page

After you login to the ECATTS system, the next screen that will open is the ECATTS home page
shown below. From here, you can access the following:

e aprimary navigation bar horizontally across the top of the page
o reference areas on the left side of the page and along the bottom of the page

¢ links to your training, all available training, and installation specific information

Navigation Bar

Snc e ECATTS

o Hagr
Emaronmmial Comyupiance Assssmant, Training, ovd Trocking System

AL Bulaacah B
Fage

ECATTS Ut Rartyad

s Al Avaltsbia inmalatisn
S Links Ga Ta Yoiur Exnelvonmental Sppeilic

Tibilreg
bl Tralniey Infarmation
ECATTA Hewrlwiiar R -

L '
Ern punrey i / - : - |
Reference : ﬁ % |

Areas

N

[ e e ey
in vt Tiow = abeew vy i b pesiat bl eciee o wdab i Eabed iy
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A. Primary Navigation Bar

Home

This link will take you back to your ECATTS home page from anywhere within ECATTS.

Training Plan

Click this link to go to the page called Personal Environmental Training Plan and view the
following information (see diagram on next page):

1.

2.

the job or jobs for which you registered
the required training modules assigned to you
the overall status of your training

a. Completed means that you have taken all of the required assessments and have
answered all of the questions correctly.

b. Incomplete means that you have not taken and/or passed all of the
assessments.

the status of each training module in your training plan

a. Passed means you have already taken and passed the assessment for that
module.

b. Take the Test means that you have not successfully passed the test for that
module.

additional optional training (for Military Base Employee or Related Personnel User type
accounts only)

Personal Environmental Training Plan a4

1. Administrative ————3m— 1
Stalus Incomplele m— 3

You have completed 3 of 6 required traming modules

Required Training =—————— 2

General Emironmeantal Compliance Information Gp to Training | (Fassed)
Emdronmantal Compliance and Enforcement o to Training | (Fassed)
Affirmative Procurement Go to Training | Taks the Tesi
Emdronmental Management System Go to Training | T  Tast
Pallution Prevention Go to Training | Take the Test
Recycling Go tg Training | (Passed)

Optional Training H—- 5

You have completed 0 of 25 optional training modules

AirfEmissions Go to Training | Take the Test
Asbeslos Go to Training | Take the Test
Consenation Go to Training | Take the Test
Corrosion Control Go to Training | Take the Test
Drinking Water Go to Training | Take the Test
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If you have not completed training in a subject area, you can go to the training by clicking Go to
Training or you can go directly to the test by clicking Take the Test.

At the bottom of the page (hot shown above) is a button called Update Training Plan. Click on
this button to add or remove job functions or additional training from your training plan. (See
Change My Training Plan on page 22 of this manual for detailed instructions.)

Test Results

Click Test Results in the primary navigation to view a list of all the tests you have taken. The
system lists the test name, date taken, and your score. You are required to score 100% in
order to pass each test. If you have done so, it will say Passed under Test Score.

Click Review to see which questions you answered correctly and which ones you did not.
Retest appears next to those tests that you have taken but have not yet passed. Click Retest to

go back to and complete the test. Only those questions you have not yet answered correctly
will be presented to you.

Test Results

This page lists the tests you have taken. Click the Review link to review the results of a test. Select the Retest
link to retake the test again

Test Name Test Score Test Date

Affirmative Procurement Passed Mar-06-2007 11:46 Review
AiEmissions B7% (B of 14) Mar-06-2007 12:48 REeview | Hetest
Emvironmental Compliance and Enforcement Passed Mar-08-2007 10:56 Feview
Emvironmental Management System Passed Mar-06-2007 12:14 Review
General Emaronmental Compliance Infermation Passed Mar-06-2007 10:18 Eeview
Hazardous Waste Passed Sep-08-2005 10:44 Review
Pollution Prevention Passed Mar-06-2007 12:15 Beview
Recycling Passed Mar-06-2007 10:16  Review
Water Fassed Feb-06-2007 13:12 Rewview
Wetlands FPassed Sep-08-2005 10:33 RBeview

Print Certificate

Click this link to view all of the training modules you have completed. Training for each subject is
considered completed when you take the test and get all of the questions correct (i.e., score
100%). The system lists the training module and date of completion.

From this screen you can print your Certificate of Accomplishment by clicking Print Certificate.
The certificate lists all of the modules you have successfully completed and the date completed.
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My Profile

Click My Profile to view your account information. You can make changes to the following:

e your personal information (hame & email address)
e User Type

e organizational information (state and installation)
e company and contract (for contractors)

e password

Click Save Changes when you are finished making changes.

Suggestions
Use this link to send feedback, comments or suggestions to the developers of ECATTS.
1. Click Suggestions in the primary navigation.
2. Select the Subject and level of importance from the drop down menus.
3. Enter your comments in the large blank text box.
4. Click Submit.
Comments are encouraged. Every effort is made to respond to comments in a timely manner.

Logout
Click on this link to logout of (exit) ECATTS.

B. Reference Areas
A reference section is located vertically along the left side of the home page (as well as any of the

areas accessed through the horizontal navigations). The links contained in the reference area
provide additional useful information.

NAVFAC FEC Home Page

This is a link to the external website for NAVFAC FEC for your installation.

Installation Home Page

This is a link to your installation’s external website.

ECATTS User Manual

Click ECATTS User Manual to open a copy of this User Manual.

Notices

Relevant ECATTS related Command Notices can be added here by the installation ECATTS
administrators.
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ECATTS Newsletter

Click ECATTS Newsletter to view the most recent edition of the ECATTS newsletter which
highlights system enhancements, customer support tips, and other ECATTS updates.

Additional Links
There are several informational links along the bottom of the ECATTS home page as follows:

Contact Us

Click Contact Us for links to the e-mail, phone numbers, and mailing addresses for ECATTS
Customer Support and corporate offices.

Privacy Statement

This service is a tool to help you and others work in an environmentally responsible manner. The
information you provide by participating in this training is intended to help you perform your work

in compliance with federal, state, and local environmental rules and regulations. There is no other
intended use for this information.

We never create individual profiles or give your information to any private organizations. We do
not collect information for commercial marketing. While you must provide your name, job
information and an e-mail address during registration, this information is used for setting up your
training plan, reporting the results of your training to authorized administrators, and responding to
your support requests. We recommend that you NOT include any other personal information,
especially Social Security numbers. Beyond the uses listed above, we will only share the
information you give us when otherwise required by law.

Disclaimer

This training is intended to make you aware of environmental compliance issues that you may
encounter while you are living and working on military installations. You are still required to meet
all guidelines established by the United States Environmental Protection Agency (EPA), the
United States Department of Defense (DoD), the United States Department of Labor,
Occupational Safety and Health Administration (OSHA), your Service Branch and the state or
country where your installation is located. This training is not intended to be the sole source of
information for compliance. Compliance decisions can be complex and should be made with the
guidance of competent professionals. The information contained in this site is not intended to
serve as legal or professional advice. We recommend you consult appropriate professionals
before making any decisions with legal implications.

External links: The appearance of hyperlinks does not constitute endorsement by the
International Center for Leadership Development, the Department of Defense or any Service
Branch of the external Web site, or the information, products or services contained therein. The
external links are provided consistent with the stated purpose of the Web site.

Accessibility

This website is designed based on the federal Section 508 standard for web sites. Achieving
compliance with Section 508 is an ongoing process. If you have an accessibility issue with any
part of this website, please contact us so we can help.
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Links

Click Links for an extensive list of links to external environmental compliance resources. The
links are organized by environmental categories (i.e., Contamination Remediation, Spills,
Pesticides, etc.). You can scroll through all of the categories using the scroll bar on the right side
of the page or click on one of the categories to go directly to the links for that topic.

Click any of the links to go to that external website. A new window will open. To close the second
window and return to the ECATTS Environmental Information Links page, click the red X in the
upper right hand corner of the screen.

Training Manager
The ECATTS administrator at your installation can designate a user account as a Company
Training Manager or Installation Training Manager.

e An Installation Training Manager can view the training records of the ECATTS users
registered at their installation.

e A Company Training Manager can view the training records of the ECATTS users
registered in their company.

A link to the Training Manager home page is located at the bottom of the left hand navigation
panel ONLY for those users designated as Installation or Company Training Managers. An
example is shown below.

LOGOUT

SUGGESTIONS

MY PROFILE

HOME TRAINING PLAM TEST RESULTS PRINT CERTIFICATE

NAVFAC Mid-Atlantic E C A l l S

Home Page

T e Environmental Compliance Assessment, Training, and Tracking System

Page

ECATTS User Manual

. Go-To Yo All Available Installation
Hubee il Environmental Specific
Training gt ;

Training Information

ECATTS Newsletter

You are logged in as:
Ann Delaney Miller

Your last login was:
2008-05-27

ompany Training
Mlanager

Company and Installation Training Managers can click on this link to reach the Training Manager
home page. From here, you can perform the following tasks:

e review a number of reports regarding the use of the ECATTS system
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e lookup user accounts
o list or add external training courses or trainers
e review training modules available by installation

Following is a detailed description of the links on the Training Manager home page.

ECATTS HOME TRAINING MANAGER HOME LOGOUT

Training Manager
Environmental Training Reports
« EMS Training Report
Individual Training Report - All Accounts
Individual Training Report - Lookup Account
Training Plan Progress Report

Module Completion Report

User Accounts
+ | ookup User

External Training
+ List Training Courses
e Add Training Course
& List Trainers
+ Add Trainer

Review Training
+ Review Trainin

Training via Briefing
« Briefing Menu

Environmental Training Reports
EMS Training Report generates an EMS status report for your installation or company by user
name, completion status, and date of completion.

Individual Training Report — All Accounts provides a list of completed training by user for your
installation or company.

Individual Training Report — Lookup Account opens the Lookup Account screen. Enter a
name, user id, or company name (if you are a contractor) in the fields provided to find an account.
Click Search. This will bring you to the User Search Results page. From here, you can merge,
archive, delete, or credit external training to the selected accounts. You can also assign a user
account as “Construction Oversight.” This designation allows the user to view training modules
provided specifically to construction contractors.
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Construction Oversight

The environmental training provided to NAVFAC construction contractors is different from the training provided to military base
employees. You can review the training provided to construction contractors by selecting the state and location from the lists below.

Select the state or host nation: - Select one - x|
Select the location: - Select one - = =

Select the contractor type: - Select one - -+

| Continue > |

Training Plan Progress Report provides a status report of training plans by installation or
company.

Module Completion Report provides a list of users who have completed a specific module.

User Account

Lookup User opens the Lookup Account screen. Enter a user name, user id, or company
name in the fields provided to find an account. Click Search. This will bring you to the User
Search Results page. From here, you can merge, archive, delete, or credit external training to the
selected accounts. You can also assign a user account as “Construction Oversight.” This
designation allows the user to view the training modules provided specifically to construction
contractors.

Construction Oversight

The environmental training provided to NAVFAC construction contractors is different from the training provided to military base
employees. You can review the training provided to construction contractors by selecting the state and location from the lists below.

Select the state or host nation: - Select one - x|
Select the location: - Select one - = =

Select the contractor type: - Select one - - *

Continue ->

External Training

Click List Training Courses to generate a list of external training courses that have already been
added to the database. From this screen, you can delete an existing course from the list by
clicking on del to the right of the course you wish to delete. At the bottom of this page, you can
also click Add Course to add a new training course. Enter the text and other requested
information and click Save. You can also click Add Trainer to add a new trainer. Enter the text
and other requested information and click Save.

Click Add Training Course to add a new training course. Enter the text and other requested
information and click Save.

Click List Trainers to generate a list of external trainers. You can delete an existing trainer from
the list. You can also click Add Trainer to add a new trainer. Enter the text and other requested
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information and click Save. It is important that each trainer be added to the database as you will
be asked to select the trainer when crediting a user with an external training course. You can also
click Add Course to add a new training course. Enter the text and other requested information
and click Save.

Click Add Trainer to add a new trainer. Enter the text and other requested information and click
Save.

Review Training
Click Review Training to access a list of Training Modules for all installations. Click on the name
of an installation to view its specific training modules.

Training via Briefing

This function allows training managers to enter training completed via briefing by individuals
without computer access and/or ECATTS accounts. For example, if you have personnel who
work in an area without computer access and provide EMS training to them via briefing, it can be
recorded here.

Click Briefing Menu to access the Training Manager - Briefings page shown below. From here,
you can add or list briefings/ briefing attendees or generate briefing reports.

HOME TRAINING MANAGER HOME LOGOUT

Training Manager - Briefings
Briefings
« Add Brefin

e List Briefings

Briefing Attendance
o Add Attendee
s List Atfendees

Briefing Reports
o Training Via Briefing Report

Training Manager Menu
e Main Training Manager Menu
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C. Links to Training and Installation Specific Information

Go To Your Training

From the ECATTS home page click “Go To Your Training” to go to a page called Environmental
Compliance Testing and Training.
My Training Plan

Go to My Training Modules

Click Go to My Training Modules to access the page called Personal Environmental
Training Plan. This page was discussed in detail under Training Plan in the section
above. It lists the following information:

0 the job or jobs for which you registered

0 the required training modules assigned to you

o the overall status of your training

0 the status of each training module in your training plan

0 additional optional training (for Military Base Employee or Related Personnel
User type accounts only)

From this page you can do the following:

0 Go To Training - go to the training modules (for more information about training
modules, see Section VI: How to Complete the Training)

0 Take the Test (for more information about taking tests, see Section VII: Testing
and Assessment)

o Update Training Plan

e Click Update Training Plan at the bottom of the page to add or remove
job functions or additional training to/from your training plan. (See
Change My Training Plan below for more detailed instructions.)

Change My Training Plan

Click Change My Training Plan to access the page called Update Your Environmental
Training Plan. You can remove job functions from or add additional ones to your
training plan.

0 Atthe top of the page, you will see the job functions for which you are registered.
o0 Toremove a job function, check the box next to the job(s) you wish to remove.

o0 Click Save Changes at the bottom of the page.
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o “Military Base Employee or Related Personnel” User Type accounts can add a
job function or additional responsibility.

1. Check the box next the job or additional responsibility you want to add.

2. Click Save Changes at the bottom of the page.

Update Your Environmental Training Plan

Your are regestered fior the following emaronmental training
{Check the box next to any module you wish to remove from your training plan. )

[ Administrative

Enter changes below:

Chack all the job functicns far which you are raquirad ta qualify
L] Adminsstrative
[ Aircraf Maintenance
[CIBrick ar Black Mazanry
[C] Building Construction
[ Building Demalition
[ Building Mamtenance
[ Building Rengvation
O Garpentry
[ Digging in the Ground
[] Shestrack Hanging and Finishing
[CJElectrical
[C]Fira Alarm System Repair
[[]Fusls Operater

0 NAVFAC Construction Contractor (Prime or Sub): User Type accounts can
change their user type.

1. Select a new user type from the drop down menu.

2. Click Save Changes at the bottom of the page.

Update Your Environmental Training Plan

Your are registered for the following environmental training
{Check the box next to any module you wish to remove from your training plan.)

[ Administrative

Enter changes below:

Select a user type lo update your emiranmental training plan

- Select one - Ve

[ Save Changes j[ Cancel Changes J'
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All Available Environmental Training

Click “All Available Environmental Training” to go to a page called Table of Contents which lists
all training modules by user type.

Click Military Base Employee or Related Personnel — Environmental Training for links to all
of the ECATTS training modules available for this user type at your installation (not just the
modules required for your specific job functions).

Click NAVFAC Construction Contractor (Prime or Sub) — Environmental Training for links to
all of the ECATTS training modules available for this user type at your installation (not just the
modules required for your specific job functions).

You are welcome and encouraged to take any of the ECATTS training, and you will receive credit
for all of the tests that you pass.

Installation Specific Information

Click “Installation Specific Information” to view additional environmental information. Examples of
the information you might see are shown below.

Environmental Contacts

This link provides information about who or what office to contact at your installation when you
have questions about environmental issues can be listed here.

Environmental Contacts
Contact / Office Name Phone E-mail
Air 9211717
Water/Spills 921-2491
Disposal of Hazardous VWaste 921-2718
Spill Response 921-3333
HW/SW/IR 921-1719
Environmental Director 9211720
EMS/Tanks 921-2702
Audits 921-1718
Nat/Cultural Resources/NEPA 921-2772
Other 921-2685
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Forms, Documents, and Checklists

If your facility supplied forms and checklists, or other sources of environmental information that
they want you to have easy access to, they will be located in this area.

Environmental Compliance Testing and Training

Services provided by Naval Facilities Engineering Command

NAS Brunswick Additional Environmental Information
Environmental Contacts
Environmental Policy &
MASE Instructions
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Section V: How to Complete the Training

Unless otherwise directed by a supervisor, you are not required to complete the training or tests
in any particular order. ECATTS keeps track of which training and tests you have completed.

How to access your training modules

1. When you login to ECATTS you will be on the home page for your installation.
2. To access your training modules,

a. click Training Plan in the primary navigation (located vertically along the top of
the page under the site banner), OR

b. click “Go To Your Training.” Then, click Go To My Training Modules under the
heading My Training Plan.

HOME TRAINING PLAN TEST RESULTS PRINT CERTIFICATE MY PROFILE SUGGESTIONS LOGOUT

ECATTS

Environmental Compliance Assessment, Training, and Tracking System

All Available Installation
Go To Your & i
s Environmental Specific
Training i 2
Training Information
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3. The Personal Environmental Training Plan page opens.

4. All of the job functions for which you are registered are listed. Under each job function,
the required training is listed by subject (air emissions, wastewater, asbestos, hazardous

waste, etc...).

5. Click Go to training to the right of the module you want to review.

Personal Environmental Training Plan

1. Administrative
Status: Incomplete
You have completed 3 of 6 required training modules

Required Training

General Emaronmental Compliance Information assed)
Emdronmental Compliance and Enforcement T —— (Passed)
Affirmative Procurement Go to Training | Tak Test
Emvronmental Management System Go to Training | T Test
Pallution Prevention Go to Training | Take the Test
Recycling Go to Training | (Passed)

Primary Navigation in the Training Modules

The primary navigation is the same when you are in the training modules as it
page, with the following exceptions:

e The Suggestions link is called Reguest Assistance. You can use it
comments or suggestions to the developers of ECATTS.

is on the home

to send feedback,

e There is an additional link in the primary navigation of the training modules. It is called
Take Test. You can click Take Test from any page in the module to go to the test.
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General Environmental Compliance Information

Introduction to Environmental Compliance

M you se (nking thes (raining, you are expected to know
how your job impacis the emircnment. Anyone who fves
of warks on a miitary installation mwist camgply with
emaroimgeal ivgulatsans. This Emironmertal
Comphance Assessment, Trashing. snd Tiscling System
(ECATTE) has basn cranted io halp you comply with
emaronmanal lawes while pardoeming youwr job

The informalice in lhes lrairsng program comes fnam
regulatians and policies ol federal, siata. and local
wiranmantal agencies All fadarsd propedien ane aubpact
16 stale and kcal emaronmental fedgummemants in addtion
12 federal iegulatsons

This training moduls i wrilten 10 give you & Benad
wilenducingn to emamnmaentnl nides and rm;ll.mu:mn Thas
trmmng i3 nol ntended 1o make you @n exper in
amronmantal comphance, bul hapeully will help you
answer tha followeng questions

» Yyhal does it mean Lo be n comphance?

How to Navigate Through the Training

ECATTS is designed to allow you to go through the training at your own pace. Once you access a
training module, you will see that it is divided into pages that are listed in a Table of Contents in
the navigation on the left side of the screen.

e Review the training material on the first page. When you have finished that page, click
Next Page.

e Continue in this manner until you have reviewed all training pages in the module. You
will know you have reached the end of the module when there is no Next Page link on
the page you are on.

e You can review pages as often as you like. You can move back and forth between
pages by clicking Previous Page at the bottom of a training page OR by clicking on the
name of the page you want to go to in the Table of Contents on the left side of the
screen.
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How to Exit a Training Module

Depending on where you want to go next, you can exit a training module in any of the following
ways.

e If you want to return to your ECATTS home page, click Home in the primary navigation.

e If you want to take the test on the module you are currently in, click Take Test in the
primary navigation.

e |f you want to review a different module in your training plan, click Training Plan from the
primary navigation.

e If you are finished with your ECATTS session and want to logout, click Logout in the
primary navigation.

Section VI: Testing and Assessment

ECATTS randomly generates each test for a module from a pool of available questions.
Generally, there will be one question from each page in the training module on the test. You have
thirty minutes to complete a test.

You should take the test on a module within a short time after completing the training (while the

material is still fresh in your mind). You can, however, take tests whenever you want to, in any
order, and even without reviewing the training module first.

How to Access the Tests

You can access tests from two different places.
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From your ECATTS home page:

0 You can access and take any tests by clicking on “All Available Environmental
Training”. Then, click the link for your user type (Military Base Employee or
Related Personnel/ NAVFAC Construction Contractor); OR

0 Click Training Plan in the primary navigation (located vertically along the top of
the page under the site banner); OR click on “Go To Your Training”. Then, click
on Go To My Training Modules under the heading My Training Plan.

= Either of these links will take you to your Personal Environmental
Training Plan page.

= Select the test you want to take by clicking Take the Test to the right of
the chosen subject.

From the training module:

0 You can access the test for the training module you are in by clicking Take Test
in the primary navigation.

How to Take a Test

1.

6.

Access the desired test (see above). You have thirty minutes to complete each test. If
you do not complete the test within the allotted time, you will time out of ECATTS. You
will have to log back in to ECATTS and take the entire (same) test again.

HINT: If you feel that you are approaching the end of the allotted thirty minutes, you may
want to click Submit. The questions you answered will be assessed (see more details
about the assessment below) and the ones you did not answer will be counted as
“incorrect”. However, you can simply click Retake Test. This will take you back to the test
to answer the remaining questions, with a new thirty minute time limit. By doing this, you
will not time out and have to retake the entire test.

Answer each question by clicking the bubble next to the correct answer.

When you have answered all of the questions, select the office or installation for which
you are taking this test from the drop down menu that appears at the end of the test.
(There are occasions when Users will need to take a test prior to performing work for an
office or installation other than the one for which they are registered.)

Click Submit.

By clicking Submit, you certify that you personally responded to the test questions
and did not allow others to respond to the questions on your behalf.

Your test responses are automatically sent to ECATTS for immediate assessment.

The Test Assessment

Immediately after submitting your test answers, you will see your results.
The assessment indicates the number of questions you answered correctly.

In the left column, all of the questions you answered correctly are listed. You do not need
to take any further action regarding these questions.

In the right column, the questions you answered incorrectly are listed.

-33-



Environmental Compliance Assessment
Individual Test Report

Asbestos
You have correctly answered 8 of 13 questions.
You must answer all questuons correctly in order to pass this module.

: Weaknesse
__Questions answered :onectlf > Questions answered incorrectly

1. Asbestos is a: (a) synthetic matenal, (b) naturally occurning 6. Which of the following is an example of asbestos containing
mineral, (c) compound often made from recycled materials, (d) material (ACM)? (a) ceramic floor tiles, (b) intact asphalt rocfing
none of the above tile. (c) spray applied fireproofing, (d) fiberglass insulation

9 1o gn-ine training | Retake Test

2. Which federal law requires EPA to develop regulations to protect 7. Federal regulations require a thorough inspection for the

the public from exposure to airtbome contaminants that are known  presence of asbestos of any facility where demolition or renovation

to be hazardous to human health? (a) Clean Water Act, (b) Clean operations will occur. True or False? (a) True. (b) False, {c) Only

Air Act, (c) Freedom of Information Act, (d) Pollution Prevention Act under certain circumstances, (d) Only where the presence of
asbestos can be visually confirmed first

Go 1o on-ing training | Retake Test
3. The typical projects that must comply with asbestos rules and
regulations include: {a) demolition - removing a load-bearing 8. In Maine, notification required for an asbestos abatement project
structural member, demolishing a structure, or intentionally buming  must be postmarked at least: (a) five (5) days before the stan of
a structure, {b) renovation — altering a facility or part of a facility. asbestos abatement, (b) ten (10) days before the stan of asbestos
including the removal of asbestos, (c) new construction only, (d) abatement, (c) thirty (30) days before the stant of asbestos
both a and b abatement, (d) ninety {90) days before the start of asbestos
abatement
Go to on-line training | Retake Test

You can attempt to answer the questions you got wrong by clicking Retake Test. Only
the questions answered incorrectly will be listed and you can submit new answers.

To find the correct answer to a question you answered incorrectly, click Go to on-line
training.

e The training page will open.

e Review the page to find the information you need to answer the question.

e When you are satisfied you have the correct answer, do one of the following:
Click Take Test in the primary navigation while in the module. All of the
guestions you previously answered incorrectly will be presented for you to

answer again; OR

Click the back button on your browser window and you will return to the
assessment. Click Retake Test and answer the question(s) again.

Repeat this process as often as necessary until you have answered all of the test
guestions correctly. You must score 100% to pass the test.
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Printing Your Certificate of Accomplishment

1. Click Print Certificate from the primary navigation.
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2. The Completed Environmental Training page lists the modules you have completed,
your continuing education credits, the dates on which you passed the tests, and any
gualifications that have expired. The site administrator at your installation can also add
external training credits to your completed environmental training.
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3. Click the button for the size certificate that you want to print (wallet or full size). You will
see your Certificate of Accomplishment. Based on your computer’s settings, either the
certificate will print or you will be prompted to send it to your printer.

HOME  TRAINING PLAN TEST RESULTS PRINT CERTIFICATE MY PROFILE SUGGESTIONS LOGOUT

Completed Environmental Training
Environmental Competency CEUICredits Qualification Date
Aircraft Maintenance Overview 0.5 Jun-25-2007 Requalify
RCRA Annual Refresher Introduction 0.5 Jun-25-2007 Expired
External Training
Course Test D 1.50 Jun-25-2007
Print Certificate - large ” Print Certificate - wallet

SECTION VII: Questions

Please contact ECATTS Technical Support with any questions regarding this manual.

Telephone: ECATTS Support
407-880-9411
866-730-4253 (toll free)

Email: support@ecatts.com
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