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Updating Employee Training Records in the Statewide Ethics Training Application 
(SETA) 

Q: I entered a completion date for an employee but selected the wrong class – what do I do?   

Instructions on how to update an employee’s training record by correcting the completion date or the 
name of the class completed - Comprehensive Ethics Training Course (CETC) or Online Ethics Refresher 
(OER).   

Note: An employee identified as a ‘new hire’ with a 90-day due date cannot have their training record 
updated to enter the completion date of the OER.   

 

Step-by-step ‘how to’ instructions 

1. How to access your agency profile – from your dashboard – locate the ‘My Agencies’ section and click 

the ‘magnifying glass’ icon next to the name of the agency profile you would like to open/view. The 

magnifying glass icon allows you to open/view different screens within SETA. 
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From your Agency Profile: 

A. Enter the employee’s name in the ‘Search box’ located under the ‘Employees’ tab. 

B. Click the ‘magnifying glass’ icon next to their name to access their Employee Profile. 
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C. From the employee profile – click the ‘pencil icon’ next to the ‘completed’ training you want 
to modify. 

 
 
D. Click the ‘Course Name’ drop down and select the appropriate class. 
E. If necessary, modify the ‘Completion Date.’ 
F. Click ‘Submit’  

 
 

2. The ‘Training Successfully Updated’ green banner will display, and the new open class will 
automatically be updated.   
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3. If you see the following Error message – the employee record you are attempting to update is 
identified as a ‘new hire’ in SETA and their training record cannot be updated to reflect the OER as 
their initial completed training class.   

 
 
 
If you believe this is an error – you may override the error by entering a ‘Hire Date’ in the employee 
profile. 
 
Need help? 
 
Email us at COELIGEducation@ethics.ny.gov.   
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