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Introduction 
 

The purpose of this document is to describe the list all functionality available in the Course 

Administration System (CAS) web-based solution. 

The web-based Course Administration System was custom designed and built by Penn State 

Facilities Engineering Institute manage client’s training needs.  It was designed to be intuitive 

and easy to navigate for the users.  The execution of each function is similar so to minimize the 

learning curve. 

The solution is supported and maintained by PSFEI.   

It resides on Penn State servers. 

1. Functional Summary 

1.1 User Roles 
This section summarizes each defined role and the associated capabilities. 

 

1.1.1 Students 

 
Student role will be able to:  

▪ view their courses (previous and upcoming) 
▪ view upcoming available courses for their region 
▪ contact instructors  
▪ download course material  
▪ complete surveys  
▪ generate course Certificate 

 

1.1.2 GSA Headquarter Personnel 

 
GSA Headquarter Personnel role will be able to  

▪ view courses  
▪ view surveys 

 

1.1.3 GSA Regional Administrators 

 
GSA Regional Administrators role will be able to  

▪ view courses for their region (previous and upcoming) 
▪ add students/users 
▪ view reports only for their region 
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1.1.4 PSFEI Administrators 
 
PSFEI Administrators role will have full access to  

▪ add/modify/delete and view all users, contacts, instructors 
▪ add/modify/delete and view all courses 
▪ add/modify/delete and view all course material 
▪ add/modify/delete and view all surveys 
▪ add/modify/delete and view all addresses 
▪ add/modify/delete and view all regions 
▪ print course participants tents(name tags) 

1.1.5 CBSD Administrators 
 
CBSD Administrators role will have full access to  

▪ add/modify/delete and view all users, contacts, instructors 
▪ add/modify/delete and view all courses 

 

1.1.6 Training Request 
 
This role will allow users to request training. 

 

1.1.7 User Profile 
 
This role allows PSFEI users to manage their certifications, credentials, and Safety training. 
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1.2 Login 
 

Each user must be added into the system prior to a login attempt. 

The CAS system authenticates the user based on the login information that is typed into the login form. 

 

If a user forgets their Password and/or Username, they can request it to be emailed to them by clicking 

on the “Forgot Password and Username” link below the login area.  They will see the following screen 

asking them for Email Address.  The email address must already exist in the system.  A new password 

and username will be sent to the email address in the system.   

 

The easiest way to enter the new password is to Copy it from the email and paste it into the Password 
area of the login page.   
 
After the user is authenticated, the username is displayed in the upper right-hand corner of the screen. 
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1.3 Navigation 
 
The CAS web site contains links to access various functionality of CAS.  The available links and 
functionality that a user sees will depend on the Role that was assigned to the user in the system. 
 
The following is an example of functionality available to a student. 

 
 
The following is an example of functionality available to a PSFEI CAS administrator. 

 

1.3.1 My Account 

 

The My Account link contains login and account-related such as: Change Password, Update Contact Info, 

and Logout.  

 

 

Change Password 

This option allows a user to change their password.  It is a good practice to periodically change your 

password for security purposes, especially when you think your password may be compromised. 
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Update Contact Info 

This option allows a user to modify their own user information.  This function is for the user that is 

currently logged in.  

 

 

Logout 

This option allows a user to log off the system.  The user will be presented with the login screen upon 

successful log off.  
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1.3.2 Contact Us 

 

This link provides an easy way to send a message to CAS support team.  A web form is prepopulated 

with user’s information such as name, email address, and telephone number.  A user simply needs to 

write the message and click the Send button. 

 

 

1.3.3 Documents 

 

The Documents link contains User Guide and the CSRN (Client Software Release Notice). 

 

 

User Guide  

This link provides users with access to an online documentation such as the CAS User Guide.   It is a pdf 

file that opens in a separate web browser window.   It describes the operations and functionality of the 

CAS application. 

 

CSRN 

This tab provides users with access to an online documentation such as the CAS Customer Software 

Release Notice.   It is a pdf file that opens in a separate web browser window.   This document lists all 

enhancements, changes, and fixes to the application that are found with each release of the CAS 

application. 
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1.4 CAS Main Categories of Functionality 
 

The main categories of functionality for CAS include the following: 

 

• Users (Administrators, Students, Instructors) 

• Courses 

• Building & Regions  

• Surveys 

• Certificates 

• Tents 

• Attendance 

 

1.4.1 Users 

 

Please refer to Section 1.1 User Roles for definition of user roles and the functionality available to each 

user role. 

 

1.4.2 Courses 

 

Courses must first be added to the system by a CAS administrator.  

Once in the system, they may be viewed and edited utilizing gridview controls depending on User Roles. 

Courses may be viewed by all user roles.   

Only administrators may create, modify, and delete courses.  

The system supports a variable length number of days per each course.  For example, a course can run 
anywhere from one day to five days. 

Each course is mapped to one region. 
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1.4.3 Buildings and Regions 

 

Regions must first be added to the system by a CAS administrator.  

 
Each user may be mapped to one or more regions. 
 

1.4.4 Surveys 

 

Users attending a course can provide their feedback via entering their rating and responses via a survey 

form. The survey will collect information about the course material, instructors, etc.  

Please note student’s attendance must be recorded in CAS before a student can complete the survey or 

completion certificate. 

 

1.4.5 Certificates 

 

The system can generate Course Certificates. 
 
A certificate of completion may be obtained by the students only if the student attended every day of 
the course, the course is complete, and the survey is complete. 
 

1.4.6 Student Tents 

 

The system contains class participants for each course.   

PSFEI administrators can print the tents, also known as the name tags, before the start of an upcoming, 
in person class.  This functionality enables class participants to know the names of each other. 

 

1.4.7 Attendance 

 

The system allows instructors or educational administrators to manage students’ attendance for each day 
of the course.  If students are signed up but do not attend each day the course is taught, they will not be 
able to receive/print their certificate.   
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2. CAS Features  

2.1 Main Page  
 

After a user successfully logs in, they will be presented with the functionality associated with their user 

role.  For example, a user with a Student role would have the Courses link available to them with a list of 

completed and upcoming courses, the instructors, course material, and download their certificate of 

completion.   

2.2 Courses  
 

The Courses menu contains Course Info and Survey.    

2.2.1 Course Info 

 

The system will automatically position the user into the Course Info functionality which is a selection 

under the Courses menu. 
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The main screen is divided into two sections: 

1. My Regions - left side is dedicated to the regions listing upcoming and completed courses  

2. Main content - right side contains the main content page listing the functionality that is 

available to the role of the logged in user. 

My Regions – left side 

This section of the screen lists regions to which users may have visibility to.  Clicking on the down arrows 

will expand that region and list its upcoming and completed courses.  Clicking on it again will hide the 

details of the region.  Clicking on the right arrow (>) will expand the courses’ listing.  

 

Main Content – right side 

Clicking on one of the courses in the My Region area, will select it and the system will populate the 

course details in the main content area of the screen.  In addition to the course details, the page will 

include the instructor(s), viewable course material, and a button to download certificate of completion. 
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2.2.2 Survey 

 

Surveys are completed by students.  The main purpose of a survey is to rate the course and the 

instructor(s).  If a course has more than one instructor, each instructor may be rated separately.  

Students’ attendance must be entered in CAS before they can complete the surveys.  Students must 

complete a survey before they can download their Certificate of Completion.   

Below is a sample screen capture of the Survey page.  After completing the survey, clicking the Submit 

button will save the survey into the system. 

 

 

2.3 Training Request 
 

This functionality will be utilized by internal staff to request training.  This feature will be further 

expanded in subsequent releases. 
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2.4 User Profile 
 

The purpose of User Profile will be to track courses to maintain staff professional certifications, licenses, 

Professional Development and Safety Training.  This functionality will be utilized by internal staff.  Only 

users with User Profile role assigned in the system will have this functionality available to them.  The 

following example illustrates staff managing their Safety Training, PMP, and ProFM certification/training. 

 

User Profile functionality consists of three functional components: Certificate/Training, Report, and 

Admin. 

 

All PSFEI staff have access to the Certificate/Training and the Report feature.  Only PSFEI administrators 

will have the Admin feature.   

This function utilizes PSFEI organization reporting structure to further give access to team’s manager 

and administrators.  For example, if employee Jane Doe reports to John Smith, he will have access to 

view her Certifications and Safety training information and status.   

PSFEI administrators have full access to User Profile functions for all staff. 

Managers will have visibility to their staff training.  Safety Managers will have visibility to everyone’s 

training. 

2.4.1  Certifications and Training Management 

 

PSFEI staff can manage all their certification and training in one area within CAS. An example of a 

certification/training may be Safety, PE, CEM, ProFM, PMP, etc. 
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To create a new Certification summary record, please click on New in the column header.   

To expand the summary record and view detail courses, please click on the greater than symbol  > to 

the left of the row. 

To edit the summary record, please click on the Edit link to the left of the row. 

The Certification information includes the following summary items: 

Certification, Organization, Grant date, Required PDU/PDH/CEU/HSW, Total PDU/PDH/CEU/HSW, Begin 

date, Expiration date, Next Training Date, Reminder date, and uploaded certificate of the completion. 

 

The following is an entry form for a new Certification record. 

 

For the items with a dropdown at the end of the column, please click on the down arrow and make 

appropriate selection from a dropdown. When all edits are complete, please click on the Update link at 

the bottom right corner of the form to save it.   

If you do not find either your Certification (name of certification, license, credential) or the Organization 

(name of the organization or institution who granted the credential) in the corresponding dropdowns’ 

selections, please send an email to CASSupport@engr.psu.edu with the missing Organization and/or the 

Certification selections and those will be promptly added. 

Each Certification can have multiple Training Courses to meet the certification requirements.  The 

Training Course entry form items includes the following information:   

mailto:CASSupport@engr.psu.edu
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Training, Description of training, location, cost, provider, duration, PDU/PDH/CEU/HSW, training start 

and end dates and uploaded certificate of completion. 

 

 

The following is an entry form for a new Training Course record. 

 

2.4.2  Safety Training Management 

 

This function will be utilized to manage our Safety Training requirement.  Each PSFEI division has a 

unique list of Safety Training courses that is required for each team.  User Profile tool will replace the 

previously safety training data that was maintained in an Excel worksheet.  Each team’s Safety Training 

Excel worksheet will be updated as per Safety Training matrix dated September 2022.  Safety training 

record will be visible to staff’s manager and the Safety Committee.  

The Safety Training is based on a calendar year.  Every year, the user will see the safety training list that 

is due that year.  The safety training will automatically roll over based on the training interval for the 

specific safety course.  The system will check every quarter if the required training has been taken that 

year.  An email will be sent to remind a user that the training item is not complete.    

All users should keep their Safety Training information up to date in CAS.   

If any of your courses do not have a Class Start Date and Class End Date, please click on the Edit link to 

the left of the row and the course form will display where you can select the dates.   
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To select a date for Class Start Date and Class End Date, please click on the down arrow(dropdown) of 

that data item and a Calendar control will display where then you can easily select the appropriate date 

for both.  After all edits have been made on the form, please click on the Update link on the bottom 

right of the form to save it or Cancel to exit without saving. 

The example below shows the required Safety Training for an IT Team member has been completed.  

The Class Start and Class End dates have been updated. 
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2.4.3  Safety Training Reporting 

 

This function may be utilized by staff, staff’s managers, Safety Committee, and PSFEI CAS administrators 

to run reports on our Safety Training.  The Report function is View Only and does not allow users to edit 

historical records. 

To access this feature, click on the Report tab while in the User Profile function. 

 

The Begin Date and the End Date will enable users to select the date range of the training.  If user does 

not select any dates, the system defaults to the current calendar year. 

The columns below the date range are: organization, employee’s name, and the certification/training.   

1. The first column is the Organization and will show PSFEI. 

2. The second column is the list of employees.  All users will see their own name.  Managers will 

also see a list of their own staff.  Safety Mangers and PSFEI administrators will see all PSFEI staff.   

Click on Select All checkbox in the column header to select all names that appear in the list, or 

scroll down the column and filter the selection. 

3. The third column is the list of certifications in the database.  Click on Select All checkbox in the 

column header to select all certifications/trainings that appear in the list, or scroll down the 

column and filter the selection. 

After all the selections for the 3 columns are made, please click on the Show Detail button to generate 

the report that results from your selection criteria.  After the data grid with row(s) of information is 

displayed, it can be exported for further activities (such as emailing the list of courses to support your 

credential requirement) by clicking on the Export to Excel button. 
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2.4.4  Professional Development Management 

 

This function is part of User Profile feature of CAS and will be utilized by PSFEI staff to manage their 

Professional Development (PD).   It will enable staff to manage their yearly PD event time and cost so 

when they submit PD requests, their managers can determine/approve the amount of time and money 

they have remaining to ensure they stay within PSFEI guidelines per fiscal year.  It will also allow 

administrations to make changes. 

To add a PD record, click on the New link in the column header within the Certificate/Training tab of the 

User Profile feature. 

   

Complete the following summary record for PD.  Select your name in the Name required field and then 

select Professional Development option from the Certification required field dropdown.  Some lines will 

be automatically pre-populated.  The only other selection that needs to be specified is the Reminder 

Date before you click on the Update link on bottom right corner of the entry form to save the PD record. 

 

  



 
 

P S F E I  – C A S  U s e r s  G u i d e  
 

                 Page 21 

The screen will refresh to include the added PD record.  To add individual detailed trainings, click on the 

greater than sign to the left of the PD record to expand it. 

 

 

Click on the New link in the column header of the empty detail record to enter the specific 

training/course/conference, etc. 

 
 

Enter the required data items to capture the details.  Then click on the Update link on the bottom right 

of the entry form to save it. 

 

The screen will refresh to include the added course.  Notice that the summary totals were updated 

accordingly based on the added detailed PD record. 

 

  



 
 

P S F E I  – C A S  U s e r s  G u i d e  
 

                 Page 22 

2.5 Reports 
 

This functionality allows PSFEI administrators to run reports on courses delivered in a particular year.  

The details about a specific course can be obtained by clicking on the View Details link.  The details 

contain the Course, date delivered, and who attended.  The results can be exported to Excel for further 

data mining. 
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2.6 Admin 
 

The Admin menu is used by PSFEI Administrators.  It contains administrative functionality such as Course 

management, Student management, User Administration, Survey Administration, and Smoke School 

Administration.  The Course and the Student selections contain further sub functions. 

 

2.6.1 Course 

 

The Course administrative functionality contains the Course Administration, Course Title & Type, and 

Region/Building Administration sub functions. 

 

 

2.6.1.1  Course Administration 

 

Course administration enables the administrators of the system to create new courses, edit existing 

courses, link instructor(s) to a course and add or edit course material to a course. 
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To create a new course, administrator clicks on the Create New Course button on top and enters or 

makes selections for the available options, then clicks on the Save button on the bottom of the form to 

save. 

 

To add an instructor to the course, administrator clicks on the “New” column within the header of the 

Instructor section of the page and a row will be added at the bottom of the Instructor section.  The 

dropdown in the Name column is prepopulated with existing instructors in the system.  When selected, 
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the instructor information is filled in.  Clicking on the “Update” link will associate the instructor with the 

course. 

 

To add new course material to the course, administrator clicks on the Browse button to get to the folder 

where the course material files reside.  Multiple files can be selected.  The CAS course administrator 

could then specify the order that the files will be uploaded and displayed.  If one of the files needs to be 

re-uploaded, the same file name needs to be specified.  
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2.6.1.2  Course Title & Type  

 

When a user clicks on the Admin → Course → Course Title & Type, all course titles and course types are 

displayed.  Users have the option to display active and inactive course titles by clicking on the Include 

Inactive check box. 

Please note that not all user roles will have the Add new, Edit, or Delete capability.  The list of course 

titles can be exported to Excel by clicking on the Export to Excel button. 

 

To add a new course title, click on the “New” column heading and a new row will be displayed below the 

list of course titles for the administrator to enter the required information. After entering the 

Abbreviation, Course Title, and/or Notes, the user can click the Update link to save the course title into 

the system or Cancel to exit the function. 

 

To add a new course type, please let the IT manager know the requirements for the course type – i.e., if 

surveys are required or if any additional processing needs to be done/programmed into the software for 

the requested course type. 
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2.6.1.3  Region/Building Administration 

 

Building/Region Administration functionality enables administrators to add, modify, deactivate, and 

delete regions and buildings. PSFEI administrator access this function from Admin → Course → 

Region/Building Administration. 

 

Clicking on the New link in the column header adds a new row on the bottom of the region grid where 

then the administrator can enter the appropriate data and add the new record to the system. 

 

 “Include Inactive” check mark selection includes regions that are inactive in the display.  Exporting to 

Excel is also possible with the “Export to Excel” button.   

Modifying a region is possible by clicking on the Edit link of the row containing the region needing a 

change.  The row will then be enabled for editing and the Edit link will become Update Cancel.  

Administrator enters the required information the clicks on the Update link to save the changes or 

Cancel link to exit. 

   

Deleting a region may be accomplished by clicking on the Delete link on the right side of the view.  If a 

region is being utilized by the system, it cannot be deleted. 

There are only about 10 records that may be displayed on a page at one time.  Therefore, the bottom of 

the page lists the number of items and the number of pages available for viewing.   

 

The Buildings functionality works the same way as the Regions regarding being able to add, edit, and 

delete a building and also paging through the list of buildings. 



 
 

P S F E I  – C A S  U s e r s  G u i d e  
 

                 Page 28 

2.6.2 Student  

 

PSFEI administrator utilize this function to manage students lists, attendance, and student 

administration.  

 

2.6.2.1   Student List 

 

The Student functionality provides a view of all students enrolled in a course.  PSFEI administrators or 

instruction access this functionality from Admin → Student → List.  The list of students may be exported 

to Excel by clicking on the “Export to Excel” button.  In the example below, there are 28 items/rows of 

students or 3 pages. 

 

 

 

2.6.2.2  Student Attendance  

 

The Attendance functionality is for the instructor or PSFEI administrator to record student’s daily 

attendance of the course.  They can access this functionality from Admin → Student → Attendance.   

The attendance page displays the number of days the course runs.   
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When an instructor clicks on a row of the Select column, a list of students will appear and their 

attendance status.  Instructor can select each individual student’s attendance one at a time or select 

them all at once.  Clicking on the “Submit” button saves the attendance record into the system. 

Instructor must complete students’ attendance record for each student and for every day the course is 

taught. 
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2.6.2.3 Student Administration 

 

Student Administration functionality enables students to be added, modified, and deleted to a course. 

PSFEI administrator access the functionality from Admin → Student → Student Administration. 

 

When “New” link is clicked in header’s first column, a form opens to enter the student information.  

Update Cancel links may be found on the bottom right of the grid. 

 

 It also supports a bulk registration upload of students into a system.   

Print Certificates 

 

This function allows printing of certificates of completion by using the Print Certificates of Completion 

button on the bottom of the screen.  When clicked, a PDF file type will be created and displayed 
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containing all the students in the completed class.  Administrator can then send the pdf file to a printer.  

The following is a sample certificate.  It is currently signed by PSFEI Program Manager, Bill Lash. 

 

 

Print Student Tents 

 

Printing of Student Tents, by clicking on the Print Student Tents button on the bottom, works the same 

way as printing certificates of completion where a PDF file is created dynamically listing all the students 

in the class and the PDF file may then be sent to a printer.  The printed sheets are then folded in the 

middle to form a tent. 
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2.6.3  User Administration 

 

User Administration function enables administrators to add, modify, and delete users. PSFEI 

administrator access this function from the Admin → User Administration. 

 

 

There are a lot of users in CAS so rather than paging through the extensive list, an administrator may 

search by user’s username or any part of user’s name. 

“Display Approved Users Only” check mark selection displays results of users that are active.   

Deleting a user may be accomplished by clicking on the “Delete” link on the right side of the view.   

There are only about 10 records that may be displayed on a page at one time.  Therefore, the bottom of 

the page lists the number of items/users and the number of pages available for viewing.  Clicking on the 

“All” button allows users to scroll across multiple pages by using the scroll bar to the right of the view. 

Exporting to Excel is also possible with the “Export to Excel” button if further manipulation of names is 

required for other purpose than provided by the system. 

Clicking on the “New” link in the column header enables administrator to add a new user to the system.   

Modifying a user is possible by clicking on the “Edit” link of the row containing the user needing change.  

Both the new and edit capture an identical user information. 



 
 

P S F E I  – C A S  U s e r s  G u i d e  
 

                 Page 33 
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2.6.4  Survey Administration 

 

Survey Administration function enables administrators to view how many students responded to the 

survey and to remind students to complete their course survey. PSFEI administrator access this function 

from the Admin → Survey Administration. 
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2.6.5  Smoke School Administration 

 

Smoke School Administration function enables administrators to manage sending out certificate of 

completion to Smoke School students. PSFEI administrator access this function from the Admin → 

Smoke School Administration. 

 

 

 


