Instructions for Requesting Course Entries in CHRIS
1) When to enter a course into CHRIS?

Only DOE courses go into the “Course Table”, that is, those that are “Internal”.  This is the criterion for Internal and External courses:

Internal Course: DOE-developed and delivered course or DOE controls two of the following three factors:

1. Content

2. Instructor

3. Site

(In lay terms, “DOE owns it.”)
External Course: Any course that does not fit the definition of internal course.
2) Who enters courses into CHRIS?

The initial entry of a course into CHRIS is reserved for the Corporate Level. Prior to that, you need to conduct a search of the course table to determine if the same course, or one substantially the same, is already in the system. If it is not in CHRIS, submit the request using the following link, http://chris.inel.gov/tag/CHRIScourse.htm.  Please note the following:

a) The same course with a different delivery method is entered as two separate courses. If the course covers more than one type, enter the primary area for type of course and use “Course Description” or “Course Notes Sections” to highlight the additional types covered by the course.

b) You will be asked to provide the following information for the Corporate Course Review Screen:

1. Course Title

2. Short Title (for local use)

3. Min/Max # of Students

4. Course Type

5. Duration in Hours

6. Primary Delivery Method

7. Description

8. Course Objectives

9. Audience

10. Notes

11. Prerequisites

12. Equipment Needed

