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Starting Job Training Data Entry 
 
Job Training (JT) data entry can be initiated several different ways in ACRES.  The instructions 
provided below are divided by accessing JT records through the My Projects tab or the My Cooperative 
Agreements tab on your ACRES Home screen.   
 
First, open your Internet browser to the following URL: https://cfext.epa.gov/acres/index.cfm. Enter 
the User Name and Password you set during the EPA registration process, and click the “Log In” 
button.  The ACRES Home page will display. 
 
 
 
My Projects Tab 
 
Under the My Projects tab on your Home screen, there are two subtabs: Open Work Packages and All 
My Projects.  The Open Work Packages tab displays any work packages that you currently own for 
editing.  The All My Projects tab displays any project that is associated with your user account (for 
example, JT records for which you have previously submitted work packages).   
 
 
1. To start a new work package for a JT record that is already associated with your user account, 

locate the property in the list on the All My Projects tab and click “Enter Data” under the Action 
column to the right. This will open the data entry screens for the JT Work Package.   
 
 

 

https://cfext.epa.gov/acres/index.cfm
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2. To resume data entry on an existing JT Work Package, locate the record in the list on the Open 
Work Packages tab and click “Enter Data” under the Action column to the right.  This will open the 
data entry screens for the JT Work Package.   
   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
My Cooperative Agreements Tab 
 
The My Cooperative Agreements tab on your Home screen provides the list of all Cooperative 
Agreements (CAs) that are associated with your user account.  
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1. Click the name of the CA to bring up the Cooperative Agreement Home screen. 
 
If the CA you are looking for is not listed in the My Cooperative Agreements section of your Home 
screen: 

a. Click the “Add a Cooperative Agreement to My List” button at the bottom of your Home 
screen. 

 
 

b. Enter the eight-digit CA number, excluding prefixes and amendments, and choose the 
appropriate state from the drop down menu. Click the “Next” button. 
 

 
 

c. On the following screen, make sure that the correct Cooperative Agreement record was 
identified and click “Confirm Cooperative Agreement.”  If the CA displayed is not correct, 
click the “Change Cooperative Agreement” button and return to Step a. 

 

 
 
2. Click the “Enter Performance Measure Data” in the Profile Information section at the top of the 

page. This will open the screens for entering job training performance measures data. 
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Sample JT Performance Measures page for data entry. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ACRES HELP DESK 
acres_help@epa.gov or 703-284-8212 

M-F, 9am-5pm EST 
 

  


