How to Submit Your RTS Request

Visit the RTS Portal Link
1. Log in to the Request Tracking System (RTS)
Complete the RTS authentication process to access the system (See quick reference guide at
the top of the Request Portal).
2. Select the Request Category
On the request submission page, under Request Category, select Statewide Training
(Learning Management).
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Use this to submit a request for the following:

= Access toor a problem with the CalHR LMS Data synchronization process,
« Questions regarding CT1S training records upload process or msues.
evicts Training [Les 0 WA

3. Start a New Request
Under Statewide Training Support, click Start Request.
4. Enter Contact Information
On the next screen:
Enter your work email address
Select your department from the Requesting Department dropdown menu
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