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Setting Up a Session

Adding a Course Session
Adding a Course Session

PeopleSoft's Training Administration has two components that are the foundation of all actions
within the training process. Courses and Sessions, to some extent, are involved with every action
within training administration.

Courses must be established first. A course may have several sessions active concurrently in
PeopleSoft, but the sessions may not have identical details, such as time and facility. The date
must be unique between sessions.

NOTE: To maintain consistency and avoid duplication, the State Personnel Department
maintains the Course Table.

This topic will explain how to add a session for an existing course. A course session can be set up
only if the Course Table has an active entry. If your course has not been entered on the Course
Table, contact the State Peronnel Department's Training Division and submit the necessary
information.

Procedure

In this topic, you will add a session for the Presentation Skills course (course code BSK001), and
specify the session information in the PeopleSoft Human Resources application.
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Procedure

[¢-2- 03083 B 8-

PeopleSoft.

Personalize Content | Lavout
Menu =]

Search:
®

[+ My Favarites

[- Self Service

> Manager Self Service

- Recruiting

[ Workforce Administration
[ Benefits

> Compensation

[+ Stock

[ Time and Lakor

[+ Payrall for North America
[ Global Payroll & Absence Momt
> Payrall Interface

[ Workforce Development
- Organizational Development
> Enterprise Learning

[ Workforce Manitoring

[ Pension

> Campus Community

[ Student Recruiting

[ Student Admissions

[ Records and Enroliment
> Curriculum Management
[+ Financial Aid

[+ Student Financials

> Academic Advising

[ Contributor Relations

[ SetUp HRMS

[ Set Up SACR

(- Enterprise Components
[ Worklist

- Application Diagnostics
[ Tree Manager

> Reporting Tools

> PeopleTools

> Packaging

- Careers

— Change My Password

— My Personalizations

— My System Profile

— My Dictionany

Home

Step

Action

Click the Enterprise Learning link.

|[> Enterprise Learning |
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2l Base Navigation Page - Microsoft Internet Explorer
Edit

File iet

Favorites

Tools

Help

Qe - © - [x] [B] @ POseach Sigramies @ -2 B - [JEH B

I Training Budoet
[ Student Enrollment
- Result Tracking
I Cost Analysis
I Training Reports
I> Course Reports
I Define Training
Resources
[ Define Course/Cost
Details
I» Define Budget
I+ ELM Integration
— Add aPersan
— Add a Persan
- Modify a Person
- Modify a Person
- Adrinister Training
Eeguests
> Waorkforce Manitaring
[> Pension
> Campus Community
[ Student Recruiting
[> Student Admissions
I Recards and Enrallment
> Gurriculum Management
[> Financial Aid
[+ Student Financials
> Academic Adwising
[» Contributor Relations
[> Set Up HRMS
[> Set Up SACR
> Enterprise Components
[ Wiorklist
I Application Diagnostics

(3

Modify a Person

Modify biographical information about &
Perzon

Student Enroliment
Allerves enrollmert of studsrts in course
sessions or on & wait list, reschesiules
students in sessions, and creates training
Ietters
ElEnwrol by Departmert Demands
ElEnroll by Emplovee Demands
FElEnroll by Group

T More..

ﬁ Training Reports
Provides reports containing information abaut
training including costs, letters, gualifications,
and programs
FEIEE Session Cost Summary
=l Ecuipment Checklist
Elstatistics of EEs Entolled
36 Mare...

ﬁ Define CourseiCost Details
Define calegories, catalogs, courses,
sessions, sessions, costs and standard
lefters.
E Cateqory/Subcategory
ElCatalog Costs
Elcourses
8 More..

i~

i~

Address ‘@ htep: ffdevhr . gmis.in.gov/psp/hrupZ/EMPLOYEEHRIS s/ WEBLIE_PTPP_SC,HOMEPAGE.FieldFarmula, IScript_AppHP?pE_fname=C0_EMTERPRISE_LEARNING&FolderPath=F ¥ Go

PeopleSoft.

Training Budget
Idertifie:s training demand, allows for creation
of hudget plans, freszes budgets, creates
demand profiles and budget reports:
[Clicentify Training Demand
[iCreats Buddet Flan
[CFreeze Training Buccet

2Mare:

Result Tracking
Idertifie:s studert training tetails,
competencies and accomplishments, course:
evalugtions, and review sessions and tréining
summaries
FElEvaluste Course Session
=l nglividusl Training Evalugtion
[linternal Education DEU

aMore..

Course Reports
Provides reports cortaining information ahout
courses including attendance, ratings,
vendors, and prerequistes
[l pttenclance Status
[ElCourse Category.
=l Course Desctiption
1 More..

Define Budget
Define base currency, cost unit, iraining costs
and budget periods
[ElBase Currency.
[ElBase Currency.
Elost Unit
9 Mare:

E’ Administer Training Requests

ﬁ Define Tr.
Define facilties, equipment, instructors and

ﬁ ELM Integration

Links >

(3

Meintain Training Requests

Cost Analsis
Review and calculste costs (i 2., studsrt,
Luition reimbursement, hudgeted, unkudgeted)
related to training
ElCalculate Student Cost
FElcalculats Planned/Real Costs
=] Maintain Tuition Reimbursement
4 More:

Resources

vendors
Bl Iraining Faciities
[ElEquipment and Materials
Elinstructors

2 Mare

Initiate publishing of messages for ELM and
process incoming messages from ELM
ElLoad ELM Messages

FElPubiish FLM Messaes

FEIELM Full Svnchronisation

[E2]

@ Trusted sites

Action

Click the Define Course/Cost Details link.
Define CourseiCost Details

Click the Course Sessions link.
[Course Sessions|
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2l Course Sessions - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qe - © - [x] [B] € POseach eramies € -2 B - [JEH B

Address ‘@ http:fjclevhr gris. i, gov/pspfhrup2 EMPLOYEEIHRMS ¢/ ADMINISTER _TRAINING_(GBL). COURSE_SESSN_TEL 1. GEL?PORTALPARAM_PTCNAY=HC_COLRSE_SESSM_TBL1_E ¥ Go  Links >

PeopleSoft.

= Define Course/Cost ~
Details l
— CategonySubcategary

— Catalog Casts

— Courses

— Course Costs

Course Session Planner

Course Sessions
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Exi

— Course Session Costs

— Catalog Organization Course Code: begins with ‘ Q
— Broaram Information Course Session Nbr:| begins with v ||
— Tuifion Expense Type o
— Steps DEU Description: begins with ‘
— Blans DEU Course Start Date: | = v [
[> Define Budget
1> ELM Integration Course End Date: | = & | &
- Add 3 Persan Session Status: | = v | ~|

— Add a Persan

= Modify a Person

= Mlodify @ Person

— Administer Training

Reguests

[ Waorkforce Manitaring
[+ Pension
> Campus Community
> Student Recruiting
[> Student Admissians
[> Records and Enrollment
[> Curriculum Managerment o
[> Financial Aid
[> Student Financials
[ Acadernic Atvising
[> Contributor Relations
[> Set Up HRMS
[> Set Up SACR -

[Ccase Sensitive

Search | Clear | Basic Search [E Save Search Criteria

Find an Existing Value \ Add a Mew Value

pew window | Heto | B,

@ Trusted sites

Action

Click the Collapse Menu button to display the full screen.
=
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2l Course Sessions - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Q- © REG Lo foreons @ -3 @ - @A B

Address ‘@ htp: ffdevhr.amis.in. qov/psp/hrup2/EMPLOYEEIHRIMS{c/ADMINISTER_TRAINING_(GBL).COURSE_SESSN_TBL 1 GELFPORTALPARAM_PTCNAY=HC_COURSE_SESSM_TBL1 G v | |

PeopleSoft.

=

Course Sessions
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

pew window | Heto | B,

Course Code: begins with ‘ Q
Course Session Nbr:| begins with v |
Description: begins with + |
Course Start Date: | = v [5)
Course End Date:  |= v [F
Session Status: = Ld ‘ - ‘
[Ccase sensitive
Search | Clear | Basic Search & Save Search Criteria
Find an Existing Value | Add a Mew Yalue
&] Done @ Trusted sites
¥

Step | Action
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2l Course Sessions - Microsoft Internet Explorer

File

Qe - © - [x] [B] @) Pseach Sigramies € -2 B -[JEH B

Address ‘@ http:fjclevhr gris. i, gov/pspfhrup2 EMPLOYEEIHRMS ¢/ ADMINISTER _TRAINING_(GBL). COURSE_SESSN_TEL 1. GEL?PORTALPARAM_PTCNAY=HC_COLRSE_SESSM_TBL1_E ¥ Go  Links >

Edt View Favories Tooks Help [

=

Course Sessions

Eind an Existing Yalue ] Add a New value

Course Code: Q.

Course Session Nbr:

Find an Existing Value | Add a New/alue

PeopleSoft.

pew window | Heto | B,

Add

@ Trusted sites
e =
‘dstanr. € 2 [ Calendar -Microsoft ... | % Upke7 on ‘grisappdD... ) Co B5,% o aren

Action

Click in the Course Code field.

]

Enter the course code number into the Course Code field.

Note: If you do not know the course code, click on the Magnifying Glass (Alt+5)
button to look up the course codes.

Click the Add button.

IMPORTANT: Leave the Course Session Number Blank.

Add

The sistem will assign a sequential number when you save the record.

Page 6




Training Guide ORACLE

Enterprise Learning Training Administration v8.9

User Productivity Kit

File

2l Course Sessions - Microsoft Internet Explorer, |;”E‘E
(-

Qe - © - [x] [B] @) POseach leramies € -2 B -[JH B

Address \:ej http:fjclevhr grmis. i, gov/pspfhrup2 EMPLOYEEIHRMS ¢/ ADMINISTER _TRAINING_(GBL). COURSE_SESSN_TEL 1. GEL?PORTALPARAM_PTCNAY=HC_COLRSE_SESSM_TBL1_E ¥ Go

Edit  Wiew Favorites Tools  Help 1

Links >

=

PeopleSoft.

Wuiorklist | MutiChannel Console | Add

Mew Window | Help | Customize Pane | 5,

Course Session Profile | Location, Instructar | Equipment
Course: 000151 Diversity Awareness Course Status: Active
Session Number: aaon School:

*Session Status: [“ISession Administration

StartEnd Dates: CIRescheduled
Start/End Times:

Duration: 30 Duration Unit:
Min Students/Session: 10 Max Students/Session: 35

Session Language:

Vendor ID: a
B save | [ Notify Eradd | JEupdateDisplay

Course Session Profile | Location, Instructar | Equipment | Expense

€l

4
2y

@ Trusted sites

4 start & - Inbox - Out... | = Upka? on 'gmisappdo.., g e Coe E'~= u ao0zem

Step | Action

9. Use the Course Session Profile tab to enter, update, or view a session status, date,
time, capacity, duration, and vendor 1D number.
Specify the session status, such as Active, Canceled, or Complete in the Session
Status field. In this instance, a new training session is being created so the default
status of Active for the Session Status field will not change.
Click in the Start Date field.

10. | Enter the course start date into the Start Date field.

11. | Press the [Tab] key.

12. | Enter the course end date into the End Date field.

13. | Click in the Start Time field.

14. | Enter the course start time into the Start Time field.

15. | Press the [Tab] key.

16. | Enter the course end time into the End Time field.

Note: PeopleSoft will automatically format and default the time to an AM format. If
the training ends in the PM, this will need to be entered correctly or changed after the

default.
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A Course Sessions - Microsoft Internet Explorer,

File Edit View Favortes Toolks Help A

eﬁatk ) B @ ‘_h ;U5earch ‘S‘W:(I’Favnntes (o) DC{v ; = - 33

acddress ] httpsidevhi qmis.in. gov/pspfhrup2/EMPLOYEE JHRMS/c/ADMINISTER,_TRAINING_(GBL).COURSE_SESSH_TBLL GBL?PORTALPARAM_PTCHAY=HC_COURSE_SESSM_TBL1 ¢ v | EJ G0 Links

PeopleSoft.

=
New Window | Help | Customize Page | B
Course Session Profile | Localion, Instrustor | EGUiprment
Course: 000151 Diversity Awareness Course Status: Active
Session Number: oono School:
*Session Status: [“] Session Administration

StartEnd Dates: 021772003 [ 021712003 [ [IRescheduled
StartEnd Times: 8:00AM 1100

Duration: 30 Duration Unit:
Min Students/Session: 10 Max Students Session: 35

Session Language:

Vendor ID: Y
& save | [=] notity Ehaad | UupdateDisplay

Course Session Profile | Location, Instructor | Equipment | Expense

&) Dane @ Trusted sites

= 8 % Mk 1z7em

Step

Action

17.

The Duration field indicates the length of the training as entered into the Start/End
Times fields.

18.

The Duration Unit field indicates the unit indication in the Duration field.

ALWAYS use the duration unit of Hour.

| Hour w

19.

Click in the Vendor ID field.

[

20.

into the Vendor ID field.

If the business unit number is unknown, click on the Magnifying Glass (Alt+5)
button to look up the course codes.

Page 8
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File Edit Wiew Favorites Tools  Help

Qi © X B G P oo @ 3% - /@ B

Address ‘@ http:fjclevhr gris. in. gov/pspfhrup2 EMPLOYEEIHRMS ¢/ ADMINISTER _TRAINING_(GBL). COURSE_SESSN_TEL 1. GEL?PORTALPARAM_PTCNAY=HC_COLRSE_SESSM_TBL1_E ¥ Go

PeopleSoft.

=
NewWindow | Help | Customize Page | &

Links >

Course Session Profile

Course Status: Active

Course: 000151 Diversity Awareness
Session Number: aaon School:
*Session Status: [“ISession Administration

Start/End Dates: 02/17/2003 02/17/2003 [CIRescheduled

Start/End Times: 8:004M 1100
Duration: 30 Duration Unit:

Min Students/Session: 10 Max Students/Session: 35

Session Language:

Vendor ID: a
B save | [ Notify Eradd | Eupdateisplay

Course Session Profile | Location, Instructar | Equipment | Expense

(=] @ Trusted sites

Step | Action
21. | Click the Location, Instructor tab.

n
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2l Course Sessions - Microsoft In

File Edit View Favorites  Tooks

ternet Explorer

Help

Qe - © - [x] [B] @) Pseach eramies @ -2 B -[JH B

33

PeopleSoft.

=

Session# 0000

Location

StartEnd Dates:  P217/2003 [ [021702003 B seartiEnd Times: | 3:00AM 11:00AM

Duration: 3.0

Location, Instructor

Mew Window | Help | Customize Page | o, &

Address ‘@ http:fjclevhr grmis. in. gov/pspfhrup2 EMPLOYEEIHRMS ¢/ ADMINISTER _TRAINING_(GBL). COURSE_SESSN_TEL 1, GEL?PORTALPARAM_PTCNAY=HC_COLRSE_SESSM_TBL1_E ¥ Go

Links >

Sign out

Course: 000151  Diversity Awareness Course Status:  Active

Session Status: Active

Duration Unit:

Selectfree Training Room
Room Code:
Building:

Floor #:

Facility: \ Q| vendor ID: Q. Training Faciliy Address

Maximum Nbr of Students:

Instructor ID  Name

10f 1L Last

Select free Instructar

EHE

& save | [=] Notify

Evadd | FUpdateDisplay

&] Done

Iistat €

=]

@ Trusted sites

Step | Action

22. Click in the

]

Facility field.
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2l Course Sessions - Microsoft Internet Explorer

Fle Edt Yiew Favortes Tools Help [
% ( <4 o | 3 R -
Qi © BB G P Frrons @ 3% @ - B
Address ‘@ hittp {devhr qrois. in. gov/psp/hrup2/EMPLOYEE /HRMS|c/ ADMINISTER_TRAINING (GBL). COURSE_SESSN_TBL1GBL?PORTALPARAM_PTCNAY=HC_COLRSE_SESSM_TBL1_G ¥ Go  Links >
PeopleSoft.
=
Mew Window | Help | Customize Page | 5,
Location, Instructor | EguipmMent
Course: 000151 Diversity Awareness Course Status:  Active
Session# 0000 Session Status: Active
Training Location Finc A First JE1] 10f 1 [ Last
StartEnd Dates: 02172003 [ (021702003 [ SparyEnd Times: | S:00AM 11:004M =
Duration: 3.0 Duration Unit:
Facility: ‘ Q ‘ Vendor ID: Q Training Facility Address
Selectfree Training Room
Room Code: Maximum Nbr of Students:
Building:
Floor &
Finct [ view i First 2 1 or 1 ] st
Vendor Instructor I Name
] =
Q Select free Instructar
& save | [=] Notify Evadd | FUpdateDisplay
-
&] Done @ Trusted sites

=0 S % M 144pm

Step

Action

23.

Enter the facility location into the Facility field.

Note: If the facility location code is unknown, click on the Magnifying Glass
(Alt+5) button to look up the course codes.

24.

Press the [Tab] key.

25.

Room link will become active.

Click the Select free Training Room link.

[Belect free Training Roorr]

If a facility has more than one training room available, the Select free Training
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2l Course Sessions - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qe - () B @ kh D search \;E’Favuntes @ a- :;_ = -~ 35

Address ‘@ http:fjclevhr grmis. in. gov/pspfhrup2 EMPLOYEEIHRMS|c/ADMINISTER _TRAINING_(GBL). COURSE_SESSN_TEL1.GEL?PORTALPARAM_PTCNAY=HC_COLRSE_SESSM_TBL1_E ¥ Go

Links >

=

Select

4]
3]

PeopleSoft.

Facility: G001 State Conference Center

Training Room Availability
Room Code  Room Nbr

O

NewWindow | Help | Customize Page | &

Free Training Room

CCRM14 W141,Conference Center Room 14
CCRM1E 'W141, Room 15 People Soft Lab

CCRM16 W141, Room 16 SPD clagsroom

OK Cancel

&] Done

"% start

@ Trusted sites
M*s 1:44 P01

Step

Action

26.

To select a Free Training Room, click in the checkbox beside the Room Code option
to be selected.

27.

Click the OK button.
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A Cou

Address

File Edit Wiew Favorites Tools  Help

Qe - © (%] @ @) POsach Foramies €8 (3 @ - B

X
*

rse Sessions - Microsoft Internet Explorer

Links >

‘@ http: ffdevhr . gmis.in. gov/psp/hrupZ/EMPLOYEEIHRIMS|c/ADMINISTER _TRAINING_(GBL), COURSE_SESSM_TBLL,GBL?PORTALPARAM_PTCHAY=HC_COURSE_SESSM_TEL1_& ¥ Go

Train

PeopleSoft.

Course: 000151  Diversity Awareness Course Status:  Active

Sessior

Facility: SCCO1 |Q  |state Confarence Canter Vendor ID: Training Facility Address
Seiett e Trainin Hoam

Room Code: CCRM16 w141, Room 18 SPD classroom Maximum Nbr of Students:

Building: IGC South

Hoor # FIRST

Vendor Instructor I Name

Q Select free Instructar

Sign out

NewWindow | Help | Customize Page | B, &

Location, Instructor | \Eguipment

aoon Session Status: Active

ing Location

startEndpates: 0271772003 [ (021172002 [ srartEnd Times: [E00AM | [11:00AM HEE
Duration: 3.0 Duration Unit:

Firat B 1 o 1 ] Last

EHE

& save | [=] Notify Evadd | FUpdateDisplay

@ Trusted sites

Step

Action

28.

The Training Facility Address can be viewed by clicking the Training Facility
Address link.

Click the Training Facility Address link.
[raining Facility Address|
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2l Course Sessions - Microsoft Internet Explorer

PeopleSoft.

=

Training Facility Address

&
Fle Edt Yiew Favortes Tools Help a
Qe - () @ @ (h ) search \;E’Favuntes @ a- :;_ = -~ 3
Address ‘@http:fﬂdavhr‘gm\s‘U'\.gnvfpspfhruDZIEMPLOYEEtHRMSﬂE/F\DMINlSTERiTRAlNlNGi(GBL).[OLIRSEjESSNjBLl‘GBL?PORTALPARAMiPT[NF\V:H[i(OURSEjESSNjBLljV Bl ks >

s | Sign out

NewWindow | Help | Customize Page | &

Facility: SCCO1  State Conference Genter
Contact Name: <attina Stovall
Phone: 31712233117
Country: UBA United States
Address: 402 WestWashington Street
Main Arium

Indianapolis, IN 46204

QK Cancel

@ Trusted sites

Step | Action

29. | Review the Training Facility Address information.

Click the OK button when finished.
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2l Course Sessions - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qe - © (%] @ @) POsach Foramies €8 (3 @ - B

PeopleSoft.

=

Location, Instructor

Course: 000151 Diversity Awareness
aoon

StartEnd Dates; 02172003 [ |o2n7i2003 [H

Address ‘@ http:fjclevhr grris. i, gov/pspfhrup2 EMPLOYEEIHRMS|c/ADMINISTER _TRAINING_(GBL). COURSE_SESSN_TEL 1, GEL?PORTALPARAM_PTCNAY=HC_COLRSE_SESSM_TBL1_E ¥ Go

Course Status: Active

Session Status: Active

StartEnd Times: | 5:00AM 11:004M
Duration: 3.0 Duration Unit:

Facility: ’WO\ State Conference Center
Selectfree Training Room
Room Code: CCRM1E W141, Room 16 SPD clagsroom
Building: IGC South
Hoor # FIRST
Vendor Instructor ID
Q Select free Instructar

Vendor ID:

Maximum Nbr of Students:

Name

Training Facility Address

Firat B 1 o 1 ] Last

EHE

Evadd | FUpdateDisplay

*

Links >

NewWindow | Help | Customize Page | B, &

@ Trusted sites

Step | Action

30. | Toadd instructors who are certified to teach the training, click the Select free

Instructor link.
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2l Course Sessions - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qe - © (%] B @) POsach Foramies €8 (- i @ - B

EEX

.f,:

PeopleSoft.

=

Select Free Instructor

Address ‘@ http:fjclevhr grmis. in. gov/pspfhrup2 EMPLOYEEIHRMS|c/ADMINISTER _TRAINING_(GBL). COURSE_SESSN_TEL1.GEL?PORTALPARAM_PTCNAY=HC_COLRSE_SESSM_TBL1_E ¥ Go  Links >

NewWindow | Help | Customize Page | &

Course: ooo0151

Instructor Availability
Instructor
BIE em cmarmin

O cur
Bl 1ooonz0810a

Diversity Awareness

Name

Catherine Martin

Tasha Williams

First (4 1.3 ot a0 1 Lact
Vendor

cuLT

QK Cancel

&] Done

Inbox - £ 2007 Work Schedule .. | % Upk2? on 'giisappdo. ..

‘istart €& © @

@ Trusted sites
=B M%) 147

Step | Action

31. | If more than 3 choices are present, clicking the View All link will allow all instructors

to be viewed at one time.

Click the View All link.

32. Click the checkbox of the selected instructor from the Instructor column.

33. | Scroll down the page to locate the OK button.

34. Click the OK button.

Page 16




Training Guide ORACLE

Enterprise Learning Training Administration v8.9
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2l Course Sessions - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qi © BB G P Frrons @ 3% @ - B

Address ‘@ http:fjclevhr grris. i, gov/pspfhrup2 EMPLOYEEIHRMS|c/ADMINISTER _TRAINING_(GBL). COURSE_SESSN_TEL 1, GEL?PORTALPARAM_PTCNAY=HC_COLRSE_SESSM_TBL1_E ¥ Go

PeopleSoft.

=

Mew Window | Help | Customize Page |

Location, Instructor

Course: 000151 Diversity Awareness Course Status:  Active
aoon Session Status: Active

StartEnd Dates: 02172003 [ 021702003 B geartEnd Times: | 3:00AM 11:00AM =
Duration: 30 Duration Unit:

Facility: SCCO1 |Q  |state Confarence Canter Vendor ID: Training Facility Address
Selectfree Training Room

Room Code: CCRM16 w141, Room 18 SPD classroom Maximum Nbr of Students:

Building: IGC South

Hoor # FIRST

First 4] 1.0 1 18 Last

Vendor Instructor I Name
=

10000050901 ANty House

& save | [=] Notify Evadd | FUpdateDisplay

*

Links >

netp —

@ Trusted sites

Step | Action

35.
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2 Course Sessions - Microsoft Internet Explorer |;”E‘

'l'r

File Edit Wiew Favorites Tools  Help

Qe - © - [x] @ @) POsach Foramies €8 (3 @ - B

Address ‘@ http:fjclevhr grris. i, gov/pspfhrup2 EMPLOYEEIHRMS|c/ADMINISTER _TRAINING_(GBL). COURSE_SESSN_TEL 1, GEL?PORTALPARAM_PTCNAY=HC_COLRSE_SESSM_TBL1_E ¥ Go  Links >

PeopleSoft.

=
NewWindow | Help | Customize Page | B, &

Location, Instiustor)] Equipment

Course: 000151  Diversity Awareness Course Status:  Active

Session# 0000 Session Status: Active

Training Room Equipment Find | % First ] 1of 1 [ Last

Start Date: 0211712003 Facility: SCCO  State Conference Center Training Faciliy Equipment
Room Code: CCRM16 w141 Room 16 SPD classroom

Fixed EquipmeniMaterials Find | view & Firet [0 1 or1 [ Lagt
EquipmentMaterials Code Quantity

Session Equipment Materials Find | Wiew Al First 5] 1of 1 [H Last
"Equipment/Materials Code Quantity

e EHE

B save | =] Natify Eradd | FlUpdateDisplay B

Course Session Profile | Location, Instructar | Equipment | Expense -

&] Done @ Trusted sites

e
74 start & 8 > | 18] Inbox - Microsoft Ou... | S 2007 Work Schedule ... | 2 Upk2? on 'giisappdo. ..

Step

Action

36.

up Equipment/Materials Code (Alt+5) Magnifying Glass button.

[

37.

may be searched for by Description.

Click the Description field drop-down menu button.

38.

Select contains from the list of values.

contains

39.

40.

Click the Look Up button.

41.

||M projectar |

42.

Click the Expense tab to fill in the information for any classes that charge a fee.

Page 18

To search for equipment or materials needed for the training session, click the Look

If the Equipment/Materials Code information is not known, supplies or equipment

Enter the description of the equipment or materials needed into the Description field.

Select an option from either the Equipment/Materials Code or Description column.
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2l Course Sessions - Microsoft Internet Explorer

File

Qe - () @ @ \\ ) search \;E’Favuntes @ a- :;_ = -~ 3

Address ‘@ http:fjclevhr grmis. i, govipspfhrup2 EMPLOYEEIHRMS ¢/ ADMINISTER _TRAINING_(GBL). COURSE_SESSN_TEL 1. GEL?PORTALPARAM_PTCNAY=HC_COLRSE_SESSM_TBL1_E ¥ Go

EE

Edit  Wiew Favorites Tools  Help

Links >

PeopleSoft.

NewWindow | Help | Customize Page | &

Location, Instructor | Equipment

Course: 000151  Diversity Awareness Course Status:  Active

Session Status:  Active

I First E 10f 1 E Last

Session# 0000

FE

B save | [ ntity Esdd | EUpdateDisplay

Course Session Profile | Location, Instructor | 1t | Expense

&] Done @ Trusted sites
= } dule .., @ .. z = [ [N* 150

Tistart € - @ Wik

Step

Action

43.

Click the Save button.

Note: Clicking the Save button will generate the Session # for the class.

44,

Congratulations! You have successfully added a course session.
End of Procedure.
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Adding an Instructor

You need an instructor to lead a course. Instructors can be employees or non-employees. You
cannot select instructors unless you specify that they are qualified to lead the course. You use the
Instructor table to enter and update instructor information.

In this example, your company has developed a presentation course internally for employees.

Luis Duarte, an employee in your company, is selected as the qualified instructor for this course.
Your goal is to add Luis Duarte as an instructor into the system.

Procedure

2 Employee facing registry content - Microsoft Internet Explorer |;”E‘E‘
[

File Edit Wiew Favorites Tools  Help 1

Qe - © - [x] B €0 POsadh Foramies €8 2 i @ - B
Address ‘ejhttp:fﬂdevhr‘qm\s‘\r\.gnvfpspfhruDZIEMPLOYEEtHRMSthPtah:DEFAuLT v B s ks
PeopleSoft.

Perzonalize Content | Layout
Menu -]

Search:
®

ne | Wiorklist | MutiChan

[ My Favarites

[ Gelf Senvice

- Manager Self Service

[ Recruiting

[ Warkforce Administration
[ Benefits

[» Compensation

[ Stock

[ Time and Labor

[ Payrall for North America
[ Global Payroll & Absence Mamt
> Payrall Interface

[ Workforce Development
- Organizational Development
- Enterprise Learning

[ Warkfarce Monttaring

[> Pengion

> Campug Community

[ Student Recruiting

[ Student Admissions

[ Records and Enroliment
> Curriculum Management
[ Financial Aid

[ Student Financials

> Academic Advising

[> Cantributar Relations

[ SetUp HRMS

[ SetUp SACR

[ Enterprise Gomponents
[ Warklist

[ Application Diagnostics

<

&] Done @ Trusted sites
e
74 start & - > Inbox - out... 20 o |2 Upk2? on 'gmisappdd. . 2 Emy regi... B> M* zieapm

Step | Action

1. Click the Enterprise Learning link.

[- Enterprise Learning |
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3 Base Navigation Page - Microsoft Internet Explorer

Edit

File Wiew Favorites  Tools

Help

Qe - () @ @ \\ O search \;E’Favuntes @ a- :;_ # -~ 3

PeopleSoft.

I Training Budoet
[ Student Enrollment
- Result Tracking
I Cost Analysis
I Training Reports
I> Course Reports
I Define Training
Resources
[ Define Course/Cost
Details
I» Define Budget
I+ ELM Integration
— Add aPersan
— Add a Persan
- Modify a Person
- Modify a Person
- Adrinister Training
Eeguests
> Waorkforce Manitaring
[> Pension
> Campus Community
[ Student Recruiting
[> Student Admissions
I Recards and Enrallment
> Gurriculum Management
[> Financial Aid
[+ Student Financials
> Academic Adwising
[» Contributor Relations
[> Set Up HRMS
[> Set Up SACR
> Enterprise Components
[ Wiorklist
I Application Diagnostics

Enterprise Learning

Administer planninghbudgeting, enrol tudents, track results, and calculate costs

Add a Person
Create a new Person or assign a Training
Ferson of Interest Type to an existing person

Modify a Person
Maclify bingraphical information about &

Person

Stud oliment
Allovs enrollment of studerts in course
sessions or on a wail list, reschedules
stuents in sessions, and creatss training
lefters
ElEnroll by Department Demands
ElEnroll by Employse Demancs
ElEnroll by Group

7 More..

ﬁ Training Reports
Provides reports containing information abolt
training including costs, lstters, qualifications,
and programs
[EIEE Session Cost Summary
ElEquipment Checklist
=l Statistics of EEs Enralled
36 Mare...

Add a Person
Create a new Person or assign a Traning
Person of Interest Type to an existing person

ﬁﬁ' g Budget
Identifies training demand, allows for creation
of budget plans, freezes budgets, creales
demand profiles and budgst reparts
[ lcientify Training Demand
Citreste Budget Plan
[CIFresze Training Budet
2More..

ﬁ Result Tracki

Identifies student training details,
competencies and accomplishments, course
evaluations, and revisw sessions and training
summaries
ElEvaluste Course Session
=l inddivicius| Training Evalustion
Elinternal Education DEU

9 More..

ﬁ Course Reports
Provides reports cortaining information about
courses including attendance, ratings,
vendors, and prerequisites
[ sttendance Status
[ElCourse Catenpry.
ElZourse Description
1 More...

Address ‘@ htep: ffdevhr . gmis.in. gov/psp/hrupZ/EMPLOYEEHRIS s/ WEBLIE_PTPP_SC,HOMEPAGE.FieldFarmula, IScript_AppHP?pE_fname=C0_EMTERPRISE_LEARNING&FolderPath=F ¥ Go

i~

Z

Links >

[E3

Eciit "Erterprise Learning' Folder

Modify a Person
Madlify bingraphical information sbout &
Person

Administer Training Requests
Mairtain Training Requests

Cost Al
Review and calculste costs (ie., studert,
luition reimbursement, budgeted, unbudgeted)
related to training
FElCalculats Student Cost
ElCalculste Planned/Real Costs
[EInaintain Tuition Reimbursement

4 More..

Define Ti ng Resources
Define facilties, equipmert, instructors and
vendors
[l Training Faciities
=l Equipment and Materials
Elnstructors
2Mare..

&l

@ Trusted sites

Action

Click the Define Training Resources link.

Click the Instructors link.
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2l Instructors - Micrasoft Internet Explorer

Fle Edt Yiew Favortes Tools Help a
- &Y @) o, A | 3. B =
Oui- O BB G Do oo @ 3% 8- LJE B
Address ‘@ http: fcdsvhr qris.in. gov/psp/hrup2/EMPLOYEE JHRMS/c/ADMINISTER_TRATNING (LY. TRN_INSTRUCTR_TBL1,GBLPPORTALPARAM_PTCHAY=HC_TRN_INSTRUCTR_TaL1 v | [Ed G0  Links >
PeopleSoft.

Sign out

= Define Training ol

pew window | Heto | B,
Resgurces

— Training Facilifies
— Edquinment and Materials

Instructors
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

— Wendor Contacts Find an Existing Value
[> Define Course/Cost
Details
I Define Budget Instructor ID: begins with

-
1> ELW Integration Name: begins with v
~

— Add a Persan
— Add a Person Alternate Character Name: | hegins with
— Modity a Person Last Name: heging with
— Madify a Person
— Administer Training [Cinclude History [ correct History  [] Case Sensitive
Reguests
[ Warkfarce Monitoring
[> Pensian
[» Campus Community
[ Student Recruiting Find an Existing value | Add a New Value
[+ Student Admissions
[+ Records and Enroliment
> Curriculum Management
[» Financial Aid
[» Student Financials
I Acadernic Adwising
[> Contributor Relations
[> Set Un HRMS
[> SetUp BACR
[ Enterprise Components
[> Wiorklist
[» Application Diagnostics
[> Tree Manager
> Reporting Tools -

Search ‘ Clear ‘ Basic Gearch B Save Search Criteria

&] @ Trusted sites

Action

Click the Add a New Value tab.

Instructor ID Magnifying Glass (Alt+5).

Page 22

Note: Search for an existing instructor by entering their name or searching with the
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2l Instructors - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qe - () @ @ (h S search ‘i\“,fFavuntes @ a- :;_ = -~ 3

PeopleSoft.

=

Instructors
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Instructor 1D: begins with

v
Name: begins with
Alternate Character Name: heqins with

v

Last Name: heging with

[Jmclude History [Correct History []Case Sensitive

Search | Clear | Basic Search B Save Search Criteria

Find an Existing Value |Ad|1 a Mew Walue

Address ‘@ http: fcdsvhr qris.in. gov/psp/hrUp2/EMPLOYEE JHRMS/c/ADMINISTER_TRATNING (GBL). TRN_INSTRUCTR_TBL1,GBLPPORTALPARAM_PTCHAY=HC_TRN_INSTRUCTR_TaL1 v | [Ed G0  Links >

pew window | Heto | B,

&] Done @ Trusted sites

Step | Action

5. Click the Add a New Value tab.

Enter the instructor's PeopleSoft ID number into the Instructor ID field.

Click the Add button.
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2l Instructors - Microsoft Internet Explorer

EE

X

PeopleSoft.

=

Instructor Profile

Qualification

Instructor ID: 10000249512 Kathy Hicks

Instructor Details

First [0 1 [ Lot

03/25/2008 FHE=

"Effective Date: ‘Status:

“Internal External:

Vendor ID:

School Code: School Name:

Per Unit Cost ] Cost Unit:

Area of Expertise:

Description:

Fle Edt Yiew Favortes Tools Help o
) ( oy a| > R

Oni- O A B G Poms oo @3- 3 @ -3

Address ‘@http:fmevhr‘gmws‘m.gnvfpspfhrupszMPLOVEEtHRMSthADMIleTER,TRleNG,(GBL).TRNJNSTRU[TRJBu.GBL?PDRTALPARAMJT(NAV:H(JRNJNSTRU(TRJBL1 v B s ks

NewWindow | Help | Customize Page | B, &

&] Done
"2 start

E = > | 18] inbox -

= Upk27 on 'gmisappdd...

@ Trusted sites
' Mk 2:50pM

Step | Action

internal State of Indiana employee or an external vendor.
be added as desired.

The Instructor Details information box shows the Effective Date the instructor was
entered into the system, the instructor's Status, and whether the instructor is an
Additional information may

Page 24




Training Guide ORACLE
Enterprise Learning Training Administration v8.9 e s

2l Instructors - Microsoft Internet Explorer

(%)
Fle Edt Yiew Favortes Tools Help [

Qe - © (%] B @) POsach Foramies €8 (- i @ - B

Address ‘@ http: fcdsvhr qris.in. gov/psp/hrup2/EMPLOYEE JHRMS/c/ADMINISTER_TRATNING (LY. TRN_INSTRUCTR_TBL1,GBLPPORTALPARAM_PTCHAY=HC_TRN_INSTRUCTR_TaL1 v | [Ed G0  Links >

PeopleSoft.

MuttiChannel Corsol A

=

NewWindow | Help | Customize Page | B, &

Instructor Profile

Instructor ID: 10000249512 Kathy Hicks

Instructor Details d Al First [0 1 [ Lot
‘Effective Date:  D3/35/2008 “Status: =l
‘Internal/External:

Vendor ID:
School Code: School Name:
Per Unit Cost s0.00ffd usD costunit: | FlatCost

Area of Expertise:

Description:

&] Done @ Trusted sites

"Iistat € -

Step | Action

9. Use the Qualification tab to add, update, or display the courses that the instructor is
qualified to teach.

Click the Qualification tab.
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2l Instructors - Microsoft Internet Explorer |;”E”X‘

Fle Edt Yiew Favortes Tools Help [
- @ - o N (@ B .

Quet - © - B B () Dot e @ 3B 3 - B

Address ‘@http:fmevhr‘gmws‘m.gnvfpspfhrupszMPLOVEEtHRMSthADMIleTER,TRleNG,(GBL).TRNJNSTRU[TRJBu.GBL?PDRTALPARAMJT(NAV:H(JRNJNSTRU(TRJBL1 v B)so ks

PeopleSoft.

=
NewWindow | Help | Customize Page | &

Instructar Profile Qualification

Instructor: 10000249512 Kathy Hicks

Courses Qualified to Teach i
‘Course Code =
Q

Competencies Match Analysis

1] out of o 0 out of o
Matching Competencies Matching Accomplishments
B save | [S] Natify [Eradd | FlUpdateDisplay | J2 Include History | [ Correct Histary

Instructar Profile | Gualification

&] Done @ Trusted sites

7 start & = > Inbox - Out... } 20 edue... | = Upkz7 on ‘gmisappdD...

Step

Action

10.

Click in the Course Code field.

]

11.

In the Course Code field, specify a course code from the list of courses that the
instructor will teach.

Enter the course code into the Course Code field.

12.

Press the [Tab] key to populate the Course title.

13.

button.

14.

Click the Save button.

15.

You have successfully added an instructor.
End of Procedure.
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To list additional courses the instructor is qualified to teach, click the Add a new row
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Enrolling Students

Enrolling Students Individually

Once you have set up your course sessions, you are ready to start enrolling students and adding
students to course and session waiting lists. There are several methods of enrolling students, so
you can select the best option for your facility. For example, you may set up sessions in advance
and publish a training schedule that students review and submit enrollment requests.
Alternatively, you may prefer to set up waiting lists and create course sessions when there are
enough students on the lists to fill the session.

You use the Course Session Enrollment page to enroll students individually in a session. Before
enrolling students, you set up the session by using the Course Session table.

You can use the Course Session Enrollment page to enroll multiple students in the same
session. You may enroll students or adjust the existing enrollment status codes for students
already enrolled. For instance, if a student requests to withdraw their enrollment in the class, you
would change the status from enrolled to dropped.

NOTE: You may only view and change enrollments for course sessions that have not been
marked Complete.

In this example, two employees want to enroll in the Presentation Skills course session 0001.
Your goal is to enroll these students individually in this session and verify their enroliments.
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Procedure

PeopleSoft.

Personalize Content | Lavout

Menu

Search:

®

[+ My Favarites

[- Self Service

> Manager Self Service

- Recruiting

[ Workforce Administration
[ Benefits

> Compensation

[+ Stock

[ Time and Lakor

[+ Payrall for North America
[ Global Payroll & Absence Momt
> Payrall Interface

[ Workforce Development
- Organizational Development
> Enterprise Learning

[ Workforce Manitoring

[ Pension

> Campus Community

[ Student Recruiting

[ Student Admissions

[ Records and Enroliment
> Curriculum Management
[+ Financial Aid

[+ Student Financials

> Academic Advising

[ Contributor Relations

[ SetUp HRMS

[ Set Up SACR

(- Enterprise Components
[ Worklist

- Application Diagnostics
[ Tree Manager

> Reporting Tools

> PeopleTools

> Packaging

- Careers

— Change My Password

— My Personalizations

— My System Profile

— My Dictionany

[<-= -0 a4 06a 3B S

=]

Step Action

Begin by navigating to the Course Session Enrollment page.
Click the Enterprise Learning link.

[ Enterprise Learning |

Click the Student Enrollment link.

Click the Enroll Individually link.
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B RIS

= Student Enraliment =

PeopleSoft.

Mew Window | Help | 15,

— Enroll by Department
Demands P
— Enroll by Employee Enrell Individually
Dermands Erter any information you have and click Search. Leave fields blank far a list of all values.

Wait List

— Course Session Auto
Enroliment

— Reschedule Between
Sessions

— Enrall in Course
— Quick Enrollment
— Create Training Letters
> Result Tracking
> Cost Analysis
[ Training Reports
> Course Reparts
> Define Training
Resgurces
[> Define Course/Cost
Details
> Define Budaet
— Add a Person
— Mlodify 8 Person
— Administer Training
Reguesis
[ Workforce Manitaring
[ Pension
> Campus Community
- Student Recruiting
> Student Admissians
> Records and Enrollment
- Curriculum Management
> Financial Aid
[ Student Financials
> Academic Adwising
[ Contributor Relations
I Set Up HRMS
[ Set Up SACR
> Enterprize Components
[+ Worklist
- Application Diagnostics

Course Code: begTwnhL[ | Q
Course Session Nbr: begTwnh;[
Description: m
Course Start Date:  [= -
Training Facility: m Q
Session Language: IW Q

™ case Sensitive

Search |

Clear | Basic Search Save Gearch Critetia

Step

Action

Enter the desired information into the Course Code field.

Click in the Course Session Nbr field.

Enter the desired information into the Course Session Nbr field.

Click the Search button.

Use the Course Session Enrollment page to enroll students.

CAUTION: As you select each student for enrollment, always double-check the
Business Unit field and verify that it is the correct employee. Name searches
sometimes display more than one individual with the same name.
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B RIS

PeopleSoft.

= Student Enraliment = Mew wiindow | Help | Custornize Page | W2
— Enroll by Department

Demands =
— Enrall by Employee Course Session Enrolliment

Demands
— Enroll by Group. Course: BSKOO1  Presentation Skills Session# 0001 Active

Create/Update Course
Wit List Faciliy ES Ind Language:

— Course Session Auto
Enroliment Min Students: 3 Max Students: 12 Prerequisite Chetking

— Reschedule Between
Sessions # Enrolled: 0 # Waiting: 1} Transfer-Course Session Setup

— Enrall in Caurse

— Guick Enrallment

. ; Cre‘?:a Trsming Letters EmpliD: U Empl Red Nbr: 0Q =
Bsul racking
[> Cost Analysis *EnrollmentiAttendance: =l Status Date: 077072005

[ Training Reports

Start Date: 0211742003 Start Time: 8:00AM

Fing [ view a1 First [ 1.0t 1 [ Last

[> Course Reports Training Reason: I = I Prerequisites Met

[> Define Trainin:
Resources E Letter Code: Q Date Letter Printed: Grade:

b Detns Courercost
Details

1> Define Budget Business Unit: Q

— Add a Person

— Modify @ Person Department: Q

— Administer Training

e
[ Workfurce Manitoring Demand from Budget Training

[ Pension Search Criteria:

:; g&rgg:'sﬂcegzm:;w ™ Population ™ catalog Demand ID:
1> Student Admissians » W NFrance
> Records and Enrollment
- Curriculum Management
> Financial Aid =

[ Student Financials B save | L\Return to Search | Motify |
> Academic Adwising —
[ Contributor Relations

I Set Up HRMS

[ Set Up SACR

> Enterprize Components
[+ Worklist

- Application Diagnostics ﬂ

Step | Action

9. Enter the desired information into the EmplID field.

10. | Specify the student enrollment status, such as Enrolled or Sessn Wait in the
Enrollment/Attendance field.

Click the *Enrollment/Attendance list.

11. Select Enrolled.

12. | The Status Date field uses the current system date by default. Accept the default date
for this field.

13. | Specify the reason for training in the Training Reason field.
Click the Training Reason list.

l =l

14. | Click an entry in the list.

Always select Skill Enhancement.
[SKill Enhancement |
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Step | Action
15. | Leave the Prerequisites Met option turned off. After you have finished all

enrollments, you may use Prerequisite Checking (above) to verify that your students'
course requirements have been met.

Prerequisites, if used, would need to be set up when the Course is entered into the
system.

16. | You may use the Prerequisite Checking button to search the Student Training
records listed on the Session Enrollment page and determine if each student has
completed and passed the prerequisite courses.

If so, PeopleSoft populates the Prerequisites Met check box for each student who
meets the criteria. If a student is lacking the necessary courses, a process for notifying
students of discrepancies may be developed. Also, any enrolled status existing for
students who do not meet the prerequisites may be manually changed.

17. | Use the Letter Code field to generate a form letter. The letter code defaults to CON,
indicating Confirmed. For this exercise, accept the default letter code value.
IMPORTANT!! The system does not currently support the generation of letters. At
this time, you must have an alternative method of notifying students.

18. | We will now add another student.

Click the Add Row button.

19. | Enter the desired information into the EmplID field.

20. | Click the *Enrollment/Attendance list.

21. | Click an entry in the list.

Select Enrolled.
[Enroted |

22. | Click the Training Reason list.
[ -l

23. | Click an entry in the list.

Select Skill Enhancement.
[Skill Enhancement |

24. | You have enrolled two employees in Presentation Skills course session 0001. If you
enroll more than the maximum number of employees allowed in the session, the
PeopleSoft application issues a warning message when you save the page.

25. | Your enrollment(s) are completed.

Click the Save button.

EEn
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Step | Action

26. | You have successfully enrolled individual students into a course session.
End of Procedure.
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Enrolling Students in Multiple Courses

Enrolling one employee into multiple courses could be a time consuming task if using the Enroll
Individually module. By using the Enroll In Course module, one employee may be entered into

multiple courses without moving from one course to another.

Procedure

File Edit view Favortes Tools  Help

] Employee-facing registry content - Microsoft Internet Explorer

Qe - © - [x] [B] G0 POswach Flpraorss €& (2 i @ - B

PeopleSoft.

Personalize Content | Layaut

Menu
Search:

®

[+ My Favorites

[+ Self Service

> Manager Self Service

> Recruiting

- Warkforce Administration
[> Benefits

[> Compensation

[ Stack

[ Time and Lahor

[ Payroll for North America
[ Global Payroll & Absence Mamt
[ Payrall Interface

> Workforce Dewelopment
> Organizational Development
[+ Enterprise Learning

> Workforce Monitoring

[ Pension

> Campus Cormrmunity

> Student Recruiting

[ Student Admissions

[ Records and Enraliment
> Curriculurm Management
[> Financial Aid

[+ Student Financials

> Academic Advising

[ Contributor Relations

[> SetUp HRMS

[> SetLip SACR

> Enterprise Components
[ Warklist

> Application Diagnostics

-

acrecs ] hitpsidevhr gmis.in. gov{psplhrup2/EMPLOYEEHRMS{hj7tab=DEFALLT 3 S0

e | wiorklist | MuttiChannel Console | _Add

EEX
o

Links >

i

€

@

@ Trusted sites

Step Action

1. Click the Enterprise Learning link.

[ Enterprise Learning|
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3 Base Navigation Page - Microsoft Internet Explorer
Edit

File Wiew Favorites  Tools

Help

Qe - () @ @ \\ O search \;E’Favuntes @ a- :;_ # -~ 3

PeopleSoft.

I Training Budoet
[ Student Enrollment
- Result Tracking
I Cost Analysis
I Training Reports
I> Course Reports
I Define Training
Resources
[ Define Course/Cost
Details
I» Define Budget
I+ ELM Integration
— Add aPersan
— Add a Persan
- Modify a Person
- Modify a Person
- Adrinister Training
Eeguests
> Waorkforce Manitaring
[> Pension
> Campus Community
[ Student Recruiting
[> Student Admissions
I Recards and Enrallment
> Gurriculum Management
[> Financial Aid
[+ Student Financials
> Academic Adwising
[» Contributor Relations
[> Set Up HRMS
[> Set Up SACR
> Enterprise Components
[ Wiorklist
I Application Diagnostics

~

@,; Enterprise Learning

Administer planninghbudgeting, enrol tudents, track results, and calculate costs

Add a Person
reate: a e Person or assign a Training
Ferson of Interest Type to an existing person

Modify a Person
Maclify bingraphical information about &
Person

Student Enroliment
Allovys enroliment of students in course
sessions or on a wail list, reschedules
students in sessions, and creates training
lefters
ElEnroll by Department Demands
ElEnroll by Employse Demancs
ElEnroll by Groun

I Mare..

Iraining Reports
Provides reports containing information abolt
training including costs, letters, qualifications,
and programs
[EIEE Session Cost Summeary
ElEquipment Checklist
Bl Statistics of EEs Enralled
36 More...

4

Add a Person
Create a new Person or assign a Traning
Person of Interest Type to an existing person

i~

Training Budget
Identifies training demand, allows for creation
of budget plans, freezes budgets, creales
demand profiles and budgst reparts
[ lcientify Training Demand
Citreste Budget Plan
[CIFresze Training Budet
2More..

Result Tracking
Identifies student training details,
competencies and accomplishments, course
evaluations, and review sessions and training
summaries
[ElEvalugte Course Session
=l inddivicius| Training Evalustion
Elinternal Education DEU

9 Mare..

i~

Course Reports
Provides reports cortaining information about
courses including attendance, ratings,
vendors, and prerequisites
[ sttendance Status
[ElCourse Catenpry.
ElZourse Description
1 More...

~

Address ‘@ htep: ffdevhr . gmis.in. gov/psp/hrupZ/EMPLOYEEHRIS s/ WEBLIE_PTPP_SC,HOMEPAGE.FieldFarmula, IScript_AppHP?pE_fname=C0_EMTERPRISE_LEARNING&FolderPath=F ¥ Go

i~

Z

Links >

Ecli erprise L earning' Folder

Modify a Person
Madlify bingraphical information sbout &
Person

Administer Training Requests
Mairtain Training Requests

Cost Ana
Review and calculste costs (ie., studert,
luition reimbursement, budgeted, unbudgeted)
related to training
FElCalculats Student Cost
ElCalculste Planned/Real Costs
[EInaintain Tuition Reimbursement

4 More..

Define Training Resources
Define facilties, equipmert, instructors and
vendors
[l Training Faciities
=l Equipment and Materials
Elnstructors
2Mare..

€] http:/fdevhr gmis. in.gov/pscihrup2/EMPLOYEE/HRMS s WEELIE_PTPP_SC.HOMEPAGE FieldFormula.IScript_AppHP?scname=C0_ENTERPRISE_LEAR

@ Trusted sites

Action

Click the Student Enrollment link.

nroll in Course|

Click the Enroll in Course link.

nroll in Course|

Click the Enroll in Course link.
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2 Enroll in Course - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qe - () @ @ \\ S search ‘i\“,fFavuntes @ a- :;_ # -~ 3%

Address ‘@ http:fjclevhr grmis. i, gov/pspfhrup2 EMPLOYEEIHRMS|c/ADMINISTER _TRAINING_(GBL). TRN_STUDNT_CRS_DT2,GBL?PORTALPARAM_PTCNAY=HC_TRN_STUDNT_CRS_DT ¥ Go  Links >

PeopleSoft.

= Student Enrollment ~ B
| New window | Hel
— Enroll by Departrent Dew window | Heo | o5,
Demands

— Enroll by Emplovee Enrollin Course
Demands Enter any information you have and click Search. Leave figlds blank for a list of all values

— Enroll by Grougn

— Enroll Individually Find an Existing Value

— Create/lpdate Course

Wait List
— Course Session Auto EmpliD: begins with |||
Enroliment . =
— Reschedule Between Emp! Red Nbr: - vl |
Name: begins with | |
Last Name: begins with v |
— Quick Enroliment
— Create Training Letters Second Name: heging with s |
1> Resuft Tracking Alternate Character Name:| begins with | ||
I Cost Analysis B
I> Training Reports [Icase sensitive
> Course Reports
I Define Training Search Clear
FEsmEE ‘ Dasic Search |5 Save Search Criteria
[- Define Course/Cost
Details

I Define Budget '
> ELM Integration
— Add a Persan
— Add a Persan
= Modify a Person
= Modify a Person
— Administer Training
Reguests
> Warkforce Monitoring
[> Pension
> Campus Community -

@ Trusted sites

Step | Action

5. Enter the employee ID number into the EmplID field. If the employee's employee ID
number is not known, search by the employee’s name.

6. Click the Search button.
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A Enroll in Course - Microsoft Internet Explorer |;HE‘E‘
[

File Edit Wiew Favorites Tools  Help 13

Qe - () \ﬂ @ \jj ) search ‘Slwt(FavuntEs @ a- :\1 R §

Address \:ej http:fjclevhr grmis. i, gov/pspfhrup2 EMPLOYEEIHRMS|c/ADMINISTER _TRAINING_(GBL). TRN_STUDNT_CRS_DT2,GBL?FolderPath=PORTAL_ROOT_OBIECT CO_ENTERFRIE ¥ Go  Links >

PeopleSoft.

= Student Enrollment ~
— Enroll by Department B
Demands
— Enroll by Employee
Demands
— Enroll by Groug
— Enroll Individually
- WW_D—E?TSI% dale Course Course Information Fing | Viewal  First )4 o172 O Last
Al Lis]
_ +
Course Session Auto Course Code: ’—bUU”g a Cowrse Title: FHE

Enroliment

— Reschedule Between

Sessions
— Enr 8
— Quick Enroliment
— Create Training Letters Start Date: Start Time: B:30AM End Time: 4:30PM
I Result Tracking
[ Cost Analysis End Date:
I> Training Reports
> Course Reports
PSS I

Resources

2 BE?”‘E CourselCost [lprerequisites Met Date Needet:
etails

I Define Budget - Enrolled v Status Date: |02/28/2008 3
> ELM Integration
— Add a Person Training Reason:
— Add a Persan
— Modifr 3 Person Business Unit: 00070 |G, SPD Department: 043014 2 spo-TmDey
= Modify a Person
- Administer Training Grade: Letter Code: CON Letter Di:

Reguests
> Warkforce Monitoring
[> Pension -
[ Campus Community -

Mew Window | Help | Customize Pane | &, *

Course Student Enroliment Dermand from Budget Training

Barbara Knott Person ID: 10000004485

‘InternalExternal: Facility: Language:

Session # 0061 QL Min: 10 Man: 200 #Enrolled: 7 #Waiting: 0

<
|~

| >

(&] Done @ Trusted sites
e
istart. € = @ 7 [ Einbe

Action

Click the Add a new row button.

Enter the course code of the course in which to enroll the employee into the Course
Code field.

Press the [Tab] key to populate the course title.

10.

Click in the Session # field.

[ ]

11.

Enter the course session number in which to enroll the employee into the Session #
field.

12.

Press the [Tab] key to populate the course session's information.

13.

Click the Attendance drop-down menu button.

14.

Select Enrolled from the list of values.
[Enralled |

15.

Click the Training Reason drop-down menu button.

16.

Select Skill from the list of values.
[Skill |
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Step | Action
17. | Click the Add a new row button to add another course in which to enroll the
employee.
18. | Enter the course code of the course in which to enroll the employee into the Course
Code field.

19. | Press the [Tab] key to populate the course title.

20. Click in the Session # field.

]

21. | Enter the course session number in which to enroll the employee into the Session #
field.

22. | Press the [Tab] key to populate the course session's information.

23. | Click the Attendance drop-down menu button.

24. Select Enrolled from the list of values.
[Enrolled |

25. | Click the Training Reason drop-down menu button.

26. Select Skill from the list of values.

Continue adding rows and course information until the employee has been enrolled in
all needed courses.

[Skill |

27. | Scroll down the page to locate the Save button.

28. Click the Save button.

29, End of Procedure.
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Creating a Wait L.ist

Wait lists are used to organize the enrollment process and ensure fair enrollment. In addition, you
use wait lists to monitor course demand and create sessions when enrollment demand is high.
Alternatively, they are used to collect requests for existing course sessions, and enable automatic
enrollment of students in the session.

With the use of wait lists and automatic session enrollment, it is necessary to understand the way
PeopleSoft processes information. The order in which students are enrolled from wait lists into
sessions is determined by the PeopleSoft processing logic.

When using course auto-enrollment, the session for which students are being enrolled must be
specified. Once the session is selected, PeopleSoft enrolls students in the following order of
preference or hierarchy:

« Session Waitlist Status: Students with session wait list for the particular session selected are
given priority over any student with a general course wait list status.

» Waitlist Date: Students with session wait list status are then sorted for enrollment based on
their wait list date, the date they were entered onto the wait list. Generally, the student with the
oldest date is given first priority. If multiple students share the same date, priority is based on ID.
* ID: Among students who share the same session wait list date, employees always get first
opportunity for training sessions. If all of those employees have been enrolled, then non-
employees with that same session wait list date are enrolled.

« If all students with session wait list status for this session have been enrolled, then students with
general course wait list status are enrolled under the same wait list date and 1D guidelines listed
above for session wait list status.

« If a session has fewer seats available than students of equal standing, PeopleSoft does not
perform any enrollment automatically. In that case, manual enroliment must be used, and some
other form of selection must be imposed. Alternatively, the session could be modified to allow a
larger enrollment.

In this exercise, two people requested enrollment in the Professional Presentations course session
KO005. Your goal is to add them to a wait list for the Professional Presentations course session.
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Procedure

B R EEEEEL

PeopleSoft.

Personalize Content | Lavout
Menu =]

Search:
®

[+ My Favarites

[- Self Service

> Manager Self Service

- Recruiting

[ Workforce Administration
[ Benefits

> Compensation

[+ Stock

[ Time and Lakor

[+ Payrall for North America
[ Global Payroll & Absence Momt
> Payrall Interface

[ Workforce Development
- Organizational Development
> Enterprise Learning

[ Workforce Manitoring

[ Pension

> Campus Community

[ Student Recruiting

[ Student Admissions

[ Records and Enroliment
> Curriculum Management
[+ Financial Aid

[+ Student Financials

> Academic Advising

[ Contributor Relations

[ SetUp HRMS

[ Set Up SACR

(- Enterprise Components
[ Worklist

- Application Diagnostics
[ Tree Manager

> Reporting Tools

> PeopleTools

> Packaging

- Careers

— Change My Password

— My Personalizations

— My System Profile

— My Dictionany

Home

Heln

Step

Action

Click the Enterprise Learning link.

[ Enterprize Learning |

Click the Student Enrollment link.

Click the Create/Update Course Wait List link.

Page 39




Training Guide ORACLE
Enterprise Learning Training Administration v8.9 i

R EFE Y I
PeopleSoft.

= Student Enroliment = Mew Window | Help | B
— Enroll by Department ! o
Demands -
— Enroll by Employee Create/Update Course Wait List
Demands Enter any information you have and click Search. Leave fields blank for a list af all values.
— Enroll by Group
Find ah Existing Value
Courss Sas Course Code:  [begins with =] | Q
Enroliment Description: begins with 7] |
— Reschedule Between
Sessions InternalExternal: | = j | j
—Enmollin Course Course Type: = - -
— Quick Enrollment w J I J
— Create Training Letters I” case Sensitive
> Result Tracking
b CoclAELER Bearch | Clear | Basic Gearch Save Search Criteria

> Training Reports
> Course Reports
> Define Training
Resources
[ Define CourselCost
Details
I Define Budaet
— Add a Person
= Mlodify 8 Person
— Administer Training
Reguests
[ Waorkforce Manitaring
[+ Pension
> Campus Community
> Student Recruiting
[> Student Admissions
[> Records and Enrollment
> Curriculum Managerment
[> Financial Aid
[> Student Financials
I Acadermic Advising fd
[> Contributor Relations
[> Set Up HRMS
[> Set Up SACR
> Enterprize Components
[+ Worklist
[ Application Diagnostics =l

Step | Action

4, Enter the desired information into the Course Code field.

5. Click the Search button.

6. Use the Course Wait List page to add employees and non-employees to wait lists and
assign the enrollment status. For this exercise, add two employees to the wait list. To
add them to the wait list, specify their IDs in the EmplID field.
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[F 5 DEa oeden 50

PeopleSoft.

= Student Enroliment
— Enroll by Department
Demands
— Enmoll by Employes
Demands
— Enroll by Group
— Enraoll Individually

— Course Session Auto
ollrm
— Reschedule Between
Sessions
—Enmollin Course
— Quick Enrollment
— Create Training Letters
> Result Tracking
> Cost Analysis
> Training Reports
> Course Reports
> Define Training
Resources
[ Define CourselCost
Details

I Define Budaet
— Add a Person
= Mlodify 8 Person
— Administer Training
Reguests
[ Waorkforce Manitaring
[+ Pension
> Campus Community
> Student Recruiting
[> Student Admissions
[> Records and Enrollment
> Curriculum Managerment
[> Financial Aid
[> Student Financials
I Acadermic Advising
[> Contributor Relations
[> Set Up HRMS
[> Set Up SACR
> Enterprize Components
[+ Worklist

[ Application Diagnostice

= Mew window | Help | Custornize Pade | W5
[
Course: Koog Frofessional Presentations

# Waiting: 1]

First E 1of 1 E Last

Hame *Attendance Letter Code |*"Waitlst Dt Se: n# (Status Date

| Q| o CreeWait | WTC 0710772005 (=) Q. 070712005 [=]

Attendance

EmpliD

[ save | L\Returnto Search | [=] matity |

Step

Action

Enter the desired information into the EmplID field.

Assign a wait list status to the employee in the Attendance field. The PeopleSoft
application provides a course wait list and a session wait list.

Both of these statuses are used in the processing logic when enrolling students from a
wait list to a session.

The course wait option would be used when employees are interested in attending a
course that does not have the required number of minimum students to schedule a
course session.

Click the Attendance drop-down menu button.

Select Sessn Wait from the list of values.

Session Wait is used when a course session is full and an employee is awaiting a
course opening.
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10. | The system populates a letter code from the Standard Letter table according to the

student's wait list status. The system also populates the wait list date based on the
current date. The PeopleSoft application uses this date to enroll students from the
oldest date to the most recent date. You can override this date if the student requested
for enrollment in the course on a different date.

For this example, accept the default wait list date in the Waitlst Dt field.

11. Click in the Session # field.

12. | If you assign a session wait list status to a student, specify the session number from
the list of Active sessions in the Session # field.
Enter the session number information into the Session # field.

13. Click the Add a new row button.

14. | Enter the next employee ID number into the EmplID field for the next employee to be
added to the list.

15. | Click the Attendance drop-down menu button.

16. Select Sessn Wait from the list of values.

17. Click in the Session # field.

18. Enter the course session number into the Session # field.

19. Click the Save button.
EEx

20. | You have successfully created a wait list.

End of Procedure.
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Creating a Sign in Sheet

Procedure

3 Employee-facing registry content - Microsoft Internet Explorer.

File Edit view Favortes Tools Help

Qe - O [#] B (0 Psexar Frreees @ 2- 2 - [ ) S

PeopleSoft.

Personalize Content | Layout
Menu [~ -]

Search:
®

[ My Favaorites

[+ Gelf Service

> Manager Self Service

> Recruiting

[ Warkforce Administration
[ Benefits

> Compensation

[ Payrall for North America
> Payrall Interface

[ Workforce Development
- Organizational Development
- Enterprise Learning

[ Pension

[> SetUp HRMS

[ Warklist

> Reporting Toals

> PeopleTools

— Careers

— Change by Password

— My Personalizations

— My System Profile

— My Dictionary

Acdhess | ] hitpu/fdeshr.qmis.in. gov/pspfhrUp2/EMPLOYEE/HRMS/h/?tab=DEFALLT v|Bco ks

" BeopleSoft

@ Trusted sites

Step Action

1. Click the Enterprise Learning link.

[- Enterprise Learning|
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2l Base Navigation Page - Microsoft Internet Explorer

Fle Edit view Favortes Tools Help
\ ( A | > R
Qe - () @ @ \\ SOseach Slpraaies ) (-2 H - JE B
Address ‘@ http:fjclevhr grmis. i, gov/pspfhrup2 EMPLOYEEIHRIMS s/ WEBLIB_PTPP_SC.HOMEPAGE . FieldFormula, Icript_AppHP?pt_frame=CO_ENTERPRISE_LEARMINGEFolderPath=F v Go  Links >
PeopleSoft.
b My Favortes A _ e
[> Self Sewice f .
I Manager Self Senice @ Enterprise Learning
1> Recruiting Administer planninglbudzeting, enrol students, track resulls, and caleulate costs
[ Workfarce Administration
> Beneflts =] Akdaperson Modify a Person ﬁ Training Budget
> Compensation Create a new Person or assign a Training Maciify hingraphical information sbout a Idertifies training demand, alows for creation
I Payroll for Narth America Ferson of Interest Type to an existing person Person of budget plans, freezes hudgets, creates
b Payroll Interface demand profiles and budgst reports
» Workiarce Development [ Icherity Trairine Demard
[> Organizational Development Cicreele Budget Plan
[Cifreeze Training Budaet
i 2 More

[ Training Budget

[ Student Enraliment Stud olliment ﬁ ﬁ Cost Analysis

I Result Tracking Alloves enrollmert of studerts in course Idertifie:s studert training tietails, Review and calculste costs (i.2., studert,

I Cost Analysis sessions or on & wait list, reschedules competencies and accomplishments, course tuition reimbursement, burgeted, unbudgeted)

I> Training Reparis sturlents in sessions, and creates training evaluations, and revisw sessions and training relate o training

> Course Reports etters summeries [Elcalculats Student Cost

I Define Training ElEnroll by Department Demands ElEvalugte Caurse Session Elgalculate Planned/Real Costs

Resources ElEnrall by Employee Demands [l indiviug| Training Evalustion [EIMaintain Tuition Reimbursement
I Define CourseiCast ElEnrol by Group =l Reviewy Training Summary. 2More:
Details 7 More.. 2More..

> Define Budget K] Training Reports ﬁcamse Reports ﬁ] Define Training Resources

— Add 3 Person Provides reparts containing informetion about Provides reports cortaining information about Define facilties, equipmert, instructors and

— Modify a Person training including costs, letters, qualifications, courses including attendance, ratings, vendors
[> Pension and programs vendors, and prerequisites B Training Faciities
1> Set Up HRMS FEIEE Session Cost Summary. = sttendance Status ElEquipment and Materials
[ Yiorklist ElEquipment Checklist [ElCourse Catenory. Elinstructors
1> Reporting Toals =l Statistics of FEs Enrolled FElgourse Description 2More:
I PeopleToals 22 More.. 11 More..
L % e B K] Define Course/Cost Details K] Define Budget

=Hanae Wy Ca2 i Define categories, catalogs, courses, Define base currency, cost uni, training costs
— My Personalizations :

sessions, sessions, costs and standard and budgst periods

— My Systern Profile letters ElBase Currency
| My Diclionary I Catevory/Subestenary Elcost Unit Cl
&] Done @ Trusted sites

Action

Click the Training Reports link.

Click the Course Sign In link.

Course Sign In
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2l Course Sign In - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qe - () B @ \\ O search ‘S‘}(Favuntes @ a- :;_ IR+ §

PeopleSoft.

= Training Reports

— EE Session Cost
Summary "

— Eouigment Checklist Course Sign In

— Statistics of EES Enrolled|  Enter any information you have and click Search. Leave fields hlank for a list of all values

— Student Training History

— Training Facility Find an Existing Value
Schedules

— Training Instructor
Schedules Search by: Run Control ID begins with |

— Training Programs o

— Training Schedules Dlcase sensitive

— SF182

= Indiwidual Trainineg Bearch Advanced Search
Benort

— Agency individual training

— Agency Training Hours

= Trairtiri Hours - Dept.
totals

— Iraining course

attendance

— DOC Training Hours
nin

(3

pew window | Heto | B,

Find an Existing Value \ Add a Mew Value

_ Bnance B s
— Training ASoUrse Sign In

Schedule -]

— Irng Poms for HR
Professionals

— Training Calendar

— Instructor Course List

— Statewide Training
Calendar

— Training Letters

— Emplayee Training
Recards |

Address ‘@ http:fjclevhr grmis. i, gov/pspfhrup2 EMPLOYEEIHRMS/SOT_MENU,SOT_RUN_SOION40C, GBLPFolderPath=PORTAL_ROOT_OBJECT.CO_ENTERFRISE_LEARMING.HC_CRER ¥ Go  Links >

[X]
o

€] hittp:/fdevhr gmis. in.gov/psp/hrup2/EMPLOYEE{HRMS{c/S01_MENU.S0I_RUN_SOI0040C, GBL7FalderPath=PORTAL_ROOT_OBIECT.CO_ENTERPRISE | @ Trusted sites

"% start

Action

Click the Add a New Value tab.

da e ue

Enter the run control ID into the Run Control ID field.

control ID identifies the employee producing the course sign in sheet.

Note: The run control ID is not an assigned value. It is created by the user. The run

Click the Add button.
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2l Course Sign In - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qe - © - [x] [B] €0 POseach icravaies € (-

=
b

m- g8

i

PeopleSoft.

= Traihing Reparts A
— EE Session Cost
Summary

— Eduinment Checklist

— Student Training History

— Training Facility
Schedules

— Training Instructor
Schedules

— Training Programs

— Training Schedules

— SF182

— Individual Training

— Statistics of EEs Enrolled

Soi Run S0i0040c

Address ‘@ http:fjclevhr grmis. i, gov/pspfhrup2 EMPLOYEEIHRMS/SOT_MENU,SOT_RUN_SOION40C, GBLPFolderPath=PORTAL_ROOT_OBJECT.CO_ENTERFRISE_LEARMING.HC_CRER ¥ Go

NewWindow | Help | Customize Page | &

Links >

Run Control ID:  RUN

Run ‘

BeportManager  Process Manitor

Report Request Parameters

Course:
AND

Session #:

Benort
— Agency individual training
— Agency Training Hours
— Training Hours - Dept,

totals
— Iraining course
attendance
— DOC Training Hours
C In
—Einance Repod
— Training Facility

Schedule -

— Irng Poms for HR
Professionals

— Training Calendar

— Instructor Course List

— Statewide Training
Calendar

— Training Letters

— Emplayee Training
Recards |

B save | [ Notity

Evtdd | EUpdateDisplay

&] Done
‘4 start

@ Trusted sites

@ 82, M 10:57 am

Step | Action

7. Click in the Course field.

]

Enter the course number into the Course field.

Press the [Tab] key.

10.
[

To add the session number, click the Session # Magnifying Glass button.

11.
D057

Click a course session number in the Course Session Nbr column.

12. Click the Run button.

Run

Page 46




Training Guide
Enterprise Learning Training Administration v8.9

OoORACLE
User Productivity Kit

Course Sign In - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qi © X B G Lo s @ 25 - J@ B

PeopleSoft.

= Training Reports
— EE Bessian Cost
Summary
— Eduinment Checklist
— Statistics of EEs Enrolled
— Student Training History

(3

Process Scheduler Request

User ID: BKMOTT Run Control ID: RUN

Mew Window | Help | Customize Pag Saved

Address ‘@ http:fjclevhr grmis. i, gov/pspfhrup2 EMPLOYEEIHRMS/SOT_MENU,SOT_RUN_SOION40C, GBLPFolderPath=PORTAL_ROOT_OBJECT.CO_ENTERFRISE_LEARMING.HC_CRER ¥ Go

— Training Facility

Schedules Server Name: Run Date: 01/29/2008

— Training Programs .

— Training Schedules °

— SF182

— Individual Training
Benort

— Agency individual training

— Agency Training Hours

= Trairtiri Hours - Dept.
totals

— Iraining course
attendance

— DOC Training Hours
DOC Training Hours oK -

—Einance Repod

— Training Facility
Schedule

— Irng Poms for HR
Professionals

— Training Calendar

— Instructor Course List

— Statewide Training
Calendar

— Training Letters

— Emplayee Training
Recards |

Course Sign-In S010040C Crystal

=T Instruct
S’:h!::u\egs et Recurrence: Run Time: 11:02:54AM Resetlo Current Date/Time:

PDF

v

Distribution

Links >

&] Done
iistat. € ®@

@ Trusted sites

Step | Action

13. Click the OK button.
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2l Course Sign In - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qe - () B @ \\ ) search ‘S‘}(Favuntes R

=N
=

w-LUd 3

PeopleSoft.

= Training Reports
— EE Session Cost
Summary

(3

Process List

Address ‘@ http:fjclevhr grmis. i, gov/pspfhrup2 EMPLOYEEIHRMS/SOT_MENU,SOT_RUN_SOION40C, GBLPFolderPath=PORTAL_ROOT_OBJECT.CO_ENTERFRISE_LEARMING.HC_CRER ¥ Go

Links >

NewWindow | Help | Customize Page | &

— Eduinment Checklist
— Statistics of EEs Enrolled

— Student Training Histary

View Process Request For

— Training Facility

B s 3 Refresh
Lt User ID: BKNOTT O Type: +|Last: 30 [Days v
— Training Instructor Server: ‘ V‘ Name: | Q Instance:\ to |
73“9““‘9: Run | <] Distribuion | v [ZIsave On Refresh
rainin rograms Status: Status

— Training Schedules

— SF182

= Indiwidual Trainineg
Benort

— Agency individual training

— Agency Training Hours

= Trairtiri Hours - Dept.
fotals

Process List

456564
456563
456562

Crystal
Crystal

Crystal

— Iraining course
attendance

—Einance Repod

— Training Facility
Schedule

— Irng Poms for HR
Professionals

— Training Calendar

— Instructor Course List

— Statewide Training
Calendar

— Training Letters

— Emplayee Training
Becords

3o hackto Course Sian In

Esave | [ notity

Process List| Server List

e | Find

50/0040C BKNOTT 01/2972008 11.06:47AM [ND
S010040C BRNOTT 01/28/2008 11:02:54AM IND
S00040C BRNOTT 01/28/2008 11:02:54AM IND

Initiated NJA

Success Pasted

Success Posted Details

€] Process Instance: 456564
P
‘5 start

& 77 s i

Sign In - Micr...

@ Trusted sites

@ B2, M 11:07 M

Step | Action

14, Click the Refresh button.

indicates Success and Distributi

Note: The Refresh button will need to be clicked until the Run Status column

on Status column indicates Posted. The Refresh

button may need to be clicked several times.

15.

Details

Click the Details link for the most recent report.

Note: The most recent report is always located at the top of the list.
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Course Sign In - M

rosoft Internet Explorer

File  Edit Tools

Ow- O X

iews  Favorites

Help

O POsad cramies €8 (- 1

@8

Address ‘@ http:fjclevhr grmis. i, gov/pspfhrup2 EMPLOYEEIHRMS/SOT_MENU,SOT_RUN_SOION40C, GBLPFolderPath=PORTAL_ROOT_OBJECT.CO_ENTERFRISE_LEARMING.HC_CRER ¥ Go

PeopleSoft.

= Training Reports

— EE Session Cost
Summary

— Eduinment Checklist

— Statistics of EEs Enrolled

— Student Training History

— Training Facility
Schedules

— Training Instructor
Schedules

— Training Programs

— Training Schedules

— SF182

— Individual Training
Benort

— Agency individual training

— Agency Training Hours

= Trairtiri Hours - Dept.
totals

(3

— Iraining course
attendance

— DOC Training Hours

—Einance Repod

— Training Facility
Schedule

— Irng Poms for HR
Professionals

— Training Calendar

— Instructor Course List

— Statewide Training
Calendar

— Training Letters

— Emplayee Training
Becords

~

Process Detail

Instance: 456564 Type: Crystal
Name: S0/0040C Description: Course Sign-In
Run Status:  Success Distribution Status: Posted

e rocess

Run Control ID: RUN Hold Request
Location: Server Queue Request
SR BENT Cancel Request
C Delete Request
Recurrence: Restart Request
T —
Request Created On: 01/28/2008 11:06:52AM IND Parameters Transfer
Run Rnytime After:  (011/28/2008 11:06:47AM IND Message Log

Began Process At:  011/29/2008 11:07:02AM IND

01/28/2008 11:07:26AM IND

Batch Timings

Ended Process At: Wiew Loa/Trace

OK Cancel

Links >

NewWindow | Help | Customize Page | &)

€] Process Instance: 456564
——
‘5 start

&

@ Trusted sites

Step | Action

16.

Click the View Log/Trace link.
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2l Course Sign In - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qe - © - [x] [B] €0 Pseach igramies @ -2 B - [JEH B

L

PeopleSoft.

Hoime:

= Training Reports

(3

Address ‘@ http:fjclevhr grmis. i, gov/pspfhrup2 EMPLOYEEIHRMS/SOT_MENU,SOT_RUN_SOION40C, GBLPFolderPath=PORTAL_ROOT_OBJECT.CO_ENTERFRISE_LEARMING.HC_CRER ¥ Go  Links >

NewWindow | Help | Customize Page | B, &

Sign out

— EE Bessian Cost
Summary :

— Eduinment Checklist View Log/Trace

— Stafistics of EEs Enrolled| LIS

— Student Training Histary

— Training Facility Report ID: 393770 Process Instance: 456564 Message Log
Schedules Name: 5010040C Process Type: Crystal

— Training Instructor

Schedules Run Status: Success

— Training Programs

— Training Schedules Course Sign-in

—SF182 Distribution Details

— Individual Training o o

Report Distribution Node: HTTP Expiration Date: 02¢05i2008

— Agency individual training
— Agency Training Hours

= Trairtiri Hours - Dept. File Size (bytes)
totals
~ Training course Message Log 0 01/29/2008 11:07:26.5800004M IND
attendance £0/0040C 456564 PDF 51,300 01429/2008 11:07:26.520000AM IND
01/29/2008 11:07:26.580000AM [ND

DOC Training Hours PeopleSoft Trace File 611

inance Repod
— Training Facility
Schedule

— Irng Poms for HR
Professionals

— Training Calendar

— Instructor Course List

— Statewide Training

Calendar

— Training Letters

— Emplayee Training Retum
Recards | —I

€] Process Instance: 456564
———
‘5 Start &

@ Trusted sites

Step | Action

17. | Locate the report in the Name column.
Click the SO10040C_456565.PDF link.

Note: The report is indicated by the .PDF file extension.
[50i0040C 456564 POF|
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Qws - ©
Address | &] httpsfidsvhr.g

= http://devhr.gmis.in.gov/psreports/hrup2/393770/S010040C_456564.PDF - Microsoft Internet Explorer

4

File:

Edit  GoTo

Favorites  Help

© ¥ B @ O sarn Sleramies €| (-

= il 3

Adress [ ] http:fdevhr.mis.in. govipsreports/hrUp2/393770/5010040C_456564 PUF

D= E

PeopleSo

= Training Reports

— EE Session Cost
Summary

— Eduinment Checkl

— Statistics of EES El

— Student Training H

— Training Facility
Schedules

— Training Instructor
Schedules

— Training Programs

— Training Scheduled

— SF182

— Individual Training

BS @ W [0 & [

ERIEE

[ ]t

Links [0

Insmuctor:
Course:
Session:

Start Date:

EmelD
10000031679

Benort
— Agency individual b
— Agency Training H
= Trairiini Hours - O

totals
— Iraining course

attendance

Comments " Attachments

— DOC Training Hou
—Einance Renod | =

10000028346

10000028497

10000046390

10000051201
850 11.00in

Treining Facility-

Tastructor,Gronp 1
000479 Pre-Retirement Planning
0057

05/242007

State Conference Center

Name

BellRoger C

Borrke Christopher
Brown Ress Am

Crayton Vemadea: P
Eals Mary Darlene
Fletcher Michele McHone

Tochsamdllen,

00620

00385

00385

00400

COURSE SIGN IN

IN State Prison
IN State Deparmment of Heslth
I Dept of Homseland Security
IN Dept of Homssland Security
TN State Department of Health
TN State Department of Health

T State. Revarment.af Healih,

RepertlD: SOIO4IC
[IESC |

Date, 01/29/2008

»
A

age | &

1of1 | [+

=D

Schedule

— Training Facility IDUWH‘

loaded (08):

Unknown Zone

— Ing Poms for HR
Professionals

— Training Calendar

— Statewide Training
Calendar

— Training Letters

— Instructor Course List

— Emplayee Training Retum
Recards | 4

€] hittp://devhr gmis. in. gov/psreports{hrup2{393770/S010040C_456564.PDF

74 start

@ Trusted sites

Step | Action

18.

Click the Maximize/Restore button to enlarge the course sign in sheet.

19.

Click the MicroSoft File menu option to select print from the list of values. This will
allow the course sign in sheet to be printed.

20.

End of Procedure.
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Creating a Course Session Roster

Once you have enrolled the students in a Course Session, you may print out the Course Session
Roster for that session, which can be used for a Sign-In Sheet.

NOTE: Once the Session Status has been changed to Completed, you will no longer be able to
print the Course Session Roster for that session.

In this example, we will print the Course Session Roster for the Time Management course
session 0001.

Procedure

B e ELEE
PeopleSoft. T e

Personalize Content | Lavaut

Menu
Search:

®

[+ My Favarites

[+ Self Service

> Manager Self Service

> Recruiting

[ Warkforce Administration

[ Benefits

[> Compensation

[ Stock

[ Time and Lahor

[ Payrall far North America

[ Global Payroll & Absence Mamt
[ Payrall Interface

[ Workforce Development

> Organizational Development
[+ Enterprise Learning

[ Workforce Maonitoring

[ Pensian

> Campus Cormmunity

[ Student Rectuiting

[ Student Admissions

[ Records and Enraliment

[ Curriculurm Management

(- Financial Aid

[ Student Financials

> Academic Advising

[+ Contributor Relations

[> SetUp HRMS

[> Set Up SACR

> Enterprise Components

[ Warklist

> Application Diagnostics

- Tree Manager

- Reporting Toaols

- PeopleTools

[ Packaging

— Careers

— Change by Pagsword

— My Personalizations o
— My System Profile
— My Dictionary

Step | Action

1. Begin by navigating to the Course Session Roster page.
Click the Enterprise Learning link.

| Enterprise Learning |

Click the Course Reports link.

Click the Course Session Roster link.
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R I T X
PeopleSoft.

Home

= Course Reports = Mew Window | Hels | &}
— altendance Status ew Window | Helo | nep
— Course Category

— Course Description Course Session Rester

— Course Equipment Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
— Course Rating
— Course Rating Find an Existing Value

Termplates

aurses Run Control ID: [ begins with [=] |

— Course Yendors I case Sensitive
— Course Waiting List
— Prerequisite Courses
— Licenses and Search | Clear | Basic Gearch B Save Search Criteria
Cerifications
— Target Caurse
Cetifications
— Target Qualifications
[ Define Training
Resources
[> Define Course/Cost
Details
> Define Budaet
— Add a Person
- Modify a Persan
= Administer Training
Reguests
[ Workforce Manitaring
[ Pension
> Campus Community
> Student Recruiting
[ Student Admissions
[ Records and Enrollment
> Curriculum Managerment
> Financial Aid
> Student Financials
[ Academic Advising
- Contributor Relations
> Set LUp HRMS
[ Set Lp SACR
> Enterprize Components
[+ Worklist
> Application Diagnostics
> Tree Manager
> Reporting Tools Ral

Find an Existing Yalue \ Add a Mew VYalue

Step | Action

4. You will need to Find an Existing or Add a New Value for Run Control ID.

We are going to Add a New Value.
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R I T X
PeopleSoft.

= Course Reporis - B
— Aftendance Stalus = Hewindoe | Selo | vy
— Course Category
— Course Description
— Course Equipment
— Course Rating
— Course Rating

Termplates

Course Session Roster

Add a New Value

Run Control ID:|

— Courses
— Course Yendors Add
— Course Waiting List
— Prerequisite Courses
— Licenses and Find an Existing Value | Add a Mew Value
Cerifications
— Target Caurse
Cetifications
— Target Qualifications
[ Define Training
Resources
[> Define Course/Cost
Details

> Define Budaet
— Add a Person
- Modify a Persan
= Administer Training
Reguests
[ Workforce Manitaring
[ Pension
> Campus Community
> Student Recruiting
[ Student Admissions
[ Records and Enrollment
> Curriculum Managerment
> Financial Aid
> Student Financials
[ Academic Advising
- Contributor Relations
> Set LUp HRMS
[ Set Lp SACR
> Enterprize Components
[+ Worklist
> Application Diagnostics
> Tree Manager
> Reporting Tools Ral

Step | Action

5. Enter the desired information into the Run Control ID field.

6. Click the Add button.
Add

7. Use the Course Session Roster page to define report parameters such as the course
name, session number, and session start date.
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B RIS

PeopleSoft.

= Course Reporis
— Altendance Status
— Course Category
— Course Description
— Course Equipment
— Course Rating
— Course Rating

Termplates

— Courses
— Course Yendors
— Course Waiting List
— Prerequisite Courses
— Licenses and
Cerifications
— Target Caurse
Cetifications
— Target Qualifications
[ Define Training
Resources
[> Define Course/Cost
Details
> Define Budaet
— Add a Person
- Modify a Persan
= Administer Training
Reguests
[ Workforce Manitaring
[ Pension
> Campus Community
> Student Recruiting
[ Student Admissions
[ Records and Enrollment

> Curriculum Managerment
> Financial Aid

> Student Financials

[ Academic Advising

- Contributor Relations

> Set LUp HRMS

[ Set Lp SACR

> Enterprize Components
[+ Worklist

> Application Diagnostics
> Tree Manager

- Reporting Tools

Course Session Roster

Mevwswindow | Help | Custornize Page | &

Run Control ID:  CSRO1

[Report Request Parameters:|
Q

Course:
AND
Session #: liQ
OR
Course Start Date:

= save Hotity

Report Manager  Process Monitor

Run |

Esicd | | EUpdstemisplay

Step

Action

Enter your Course number.

[ ]

Click in the Session # field.

10.

In the Session # field, specify the course session number for which you want to run
the report. Alternatively, specify the beginning date of the course in the Course Start
Date field.

11.

Run

Click the Run button.

12.

Use the Process Scheduler Request page to specify the parameters that are used
when running the report.
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PeopleSoft.

Home Sign out

= Course Reports = Mew wiindow | Help | Customize Pag Saved
— Altendance Status

— Course Category
— Course Description
— Course Equipment

Precess Scheduler Request

— Course Rating User ID: Ps Run Control ID: CSR01
— Course Rating
Ternplates Serverome: (NI | Runpate: 07082005 ]
3 hd ime: 3:59:50FM Resetto Current Date/Time
— Courses Recurrence: Run Time:
— Course Yendors Time Zone: Q

— Course Waiting List
— Prerequisite Courses

~licenses and Process Hame Process Type mat ion
%9 F  Course Session Roster TRNODZ- Crystal Wieh FDF =] Distribution
— Target Course
Cetifications
— Target Qualifications
[ Define Training
Resources
[> Define Course/Cost
Details 0K Cancel
> Define Budaet —I —I
— Add a Person
- Modify a Persan
= Administer Training
Reguests
[ Workforce Manitaring
[ Pension
> Campus Community
> Student Recruiting
[ Student Admissions
[ Records and Enrollment
> Curriculum Managerment
> Financial Aid
> Student Financials
[ Academic Advising
- Contributor Relations
> Set LUp HRMS
[ Set Lp SACR
> Enterprize Components
[+ Worklist
> Application Diagnostics
> Tree Manager
> Reporting Tools Ral

Step | Action

13. | Select Web from the Type list.

14. Select format PDF.

15. | By clicking OK, you will submit the process to create the Course Session Roster for
this session.

Click the OK button.
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B RIS

PeopleSoft.

= Course Reporis
— Altendance Status
— Course Category
— Course Description
— Course Equipment
— Course Rating
— Course Rating

Termplates

— Courses
— Course Yendors
— Course Waiting List

— Prerequisite Courses
— Licenses and
Cerifications
— Target Caurse
Cetifications
— Target Qualifications
[ Define Training
Resources
[> Define Course/Cost
Details

> Define Budaet
— Add a Person
- Modify a Persan
= Administer Training
Reguests
[ Workforce Manitaring
[ Pension
> Campus Community
> Student Recruiting
[ Student Admissions
[ Records and Enrollment
> Curriculum Managerment
> Financial Aid
> Student Financials
[ Academic Advising
- Contributor Relations
> Set LUp HRMS
[ Set Lp SACR
> Enterprize Components
[+ Worklist
> Application Diagnostics
> Tree Manager

- Reporting Tools

Course Session Roster

[ Wi

ndow | Help | Custormize Fage | W&

Run Control ID:  CSRO1

Report Manager  Process Monitor Run

Process Instance:412

[Report Request Parameters:|

Course:
AND

Session #:

OR

= save Hotity

Koot X Time Managerment
0001 @

Esicd | | EUpdstemisplay

Step

Action

16.

process.

Roster.

Click the Process Monitor link.

Use the Process Monitor link to retrieve the run status for the Course Session

Notice a process instance number is displayed. This number is used to identify the

17.

Use the Process List page to check the status of the process and verify that it is
successfully completed

18.

Notice that the Run Status for the requested job should be Success and the
Distribution Status should be Posted.

You may need to click the Refresh button multiple times to achieve this result.
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;"i} Click the Details link in the Details column. NOTE: The last
document you sent to process will appear at the top, if there are several
entries listed on the page.

On the subsequent pages:
Click the View Log/Trace link.
Click the PDF document in the File List.

When the Course Session Roster appears on the screen, you can send it
to the printer.

Step Action

19. | You have successfully created a course session roster.
End of Procedure.
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Closing a Session

Closing a Course Session

You can set up training sessions for the courses that are designated for internal administration.
You specify the session duration, capacity, location, time, instructors, and cost on the Course

Session Profile page. You can enter, update, or view session status, date, time, and capacity of a
course session on this page.

Procedure

2 Employee-facing registry content - Microsoft Internet Explorer o [
File Edt Wew Favorites Tools Help ‘ S
- ® oy Sy =
- > 2 G- - :
Q= - O - %] [2) ¥\|)_.)SEarEh /% Favorites @‘ AN i 3
Address [{€] hieps//hrd. amis state in us/psp/hrpO/EMPLOYEE/HRMS hy?tab=DEFALLT | B [Lnks >

PeopleSoft.

Personalize Content | Lavout

Menu -
Search:

\ ®
- My Favorites

I Self Service

[ Manager Self Service

> Recruiting

[ Warkforce Administration

[ Bengfits

> Compensation

[ Stock

[ Time and Labor

> Payroll for Morth Armerica

[ Global Payroll & Absence Marmt
I Payroll Interface

> Workforce Development

I Organizational Developrment
[ Enterprise Learning

[ Workforce Monitoring

[ Pension

> Campus Community

> Student Recruiting

[ Student Admissions

[ Records and Enrollment
> Curriculum Management p
[ Financial Aid

[ Student Financials

I Academic Advising

[> Contributar Relations

[ Set Up HRMS

[ Set Up SACR

> Enterprise Components

[ Warklist

[> Application Di ti

p
L [T e meernet 7

@istart| | B @ (0] @ | 0] mbox -Microsoft outlook | &1 eoplesoft & session exp... |[&] Employee-facing reqi... ®. @ 110z am

Step

Action

Click the Enterprise Learning link.

|[> Enterprize Learning|
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3 Base Navigation Page - Microsoft Internet Explorer

Edit

File Wiew Favorites  Tools

Help

Qe - () @ @ \\ O search \;E’Favuntes @ a- :;_ # -~ 3

PeopleSoft.

I Training Budoet
[ Student Enrollment
- Result Tracking
I Cost Analysis
I Training Reports
I> Course Reports
I Define Training
Resources
[ Define Course/Cost
Details
I» Define Budget
I+ ELM Integration
— Add aPersan
— Add a Persan
- Modify a Person
- Modify a Person
- Adrinister Training
Eeguests
> Waorkforce Manitaring
[> Pension
> Campus Community
[ Student Recruiting
[> Student Admissions
I Recards and Enrallment
> Gurriculum Management
[> Financial Aid
[+ Student Financials
> Academic Adwising
[» Contributor Relations
[> Set Up HRMS
[> Set Up SACR
> Enterprise Components
[ Wiorklist
I Application Diagnostics

Enterprise Learning

Add a Person
Create a new Person or assign a Training
Ferson of Interest Type to an existing person

Modify a Person
Maclify bingraphical information about &
Person

Stud oliment
Allovs enrollment of studerts in course
sessions or on a wail list, reschedules
stuents in sessions, and creatss training
lefters
ElEnroll by Department Demands
ElEnroll by Employse Demancs
ElEnroll by Group

7 More..

Iraining Reports
Provides reports containing information abolt
training including costs, lstters, qualifications,
and programs
[EIEE Session Cost Summary
ElEquipment Checklist
=l Statistics of EEs Enralled
36 Mare...

Administer planninghbudgeting, enrol tudents, track results, and calculate costs

= Add a Person
Create a new Person or assign a Traning
Person of Interest Type to an existing person

ﬁﬁ' g Budget
Identifies training demand, allows for creation
of budget plans, freezes budgets, creales
demand profiles and budgst reparts
[ lcientify Training Demand
Citreste Budget Plan
[CIFresze Training Budet
2More..

ﬁ Result Tracki

Identifies student training details,
competencies and accomplishments, course
evaluations, and revisw sessions and training
summaries
ElEvaluste Course Session
=l inddivicius| Training Evalustion
Elinternal Education DEU

9 More..

ﬁ Course Reports
Provides reports cortaining information about
courses including attendance, ratings,
vendors, and prerequisites
[ sttendance Status
[ElCourse Catenpry.
ElZourse Description
1 More...

Address ‘@ htep: ffdevhr . gmis.in. gov/psp/hrupZ/EMPLOYEEHRIS s/ WEBLIE_PTPP_SC,HOMEPAGE.FieldFarmula, IScript_AppHP?pE_fname=C0_EMTERPRISE_LEARNING&FolderPath=F ¥ Go

i~

Z

Links >

[E3

Eciit "Erterprise Learning' Folder

Modify a Person
Madlify bingraphical information sbout &
Person

Administer Training Requests
Mairtain Training Requests

Cost Al
Review and calculste costs (ie., studert,
luition reimbursement, budgeted, unbudgeted)
related to training
FElCalculats Student Cost
ElCalculste Planned/Real Costs
[EInaintain Tuition Reimbursement

4 More..

Define Ti ng Resources
Define facilties, equipmert, instructors and
vendors
[l Training Faciities
=l Equipment and Materials
Elnstructors
2Mare..

(&] Done

@ Trusted sites

Action

Click the Student Enrollment link.
[i- student Enrallment

Click the Enroll Individually link.
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2 Enroll Individually - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help
y ( vy a3, R
Ot - © B B ] Pt e @ 3B 3 -
Address ‘@http:fﬂdavhr‘qm\s‘H'\.gnvfpspfhrupiEMPLOYEEﬂHRMStc/ADMINlSTERiTRAlNlNGi(GBL).[OLIRSEiENROLLMENT1.GBL?FnldErPath:PORTALiRODTioﬂlE[T‘[OiENTERPRISV Bl ks >
PeopleSoft.

= Student Enrollment ~ B
| New window | Hel
— Enroll by Departrent Dew window | Heo | o3,
Demands

— Enroll by Emplovee Enroll Individually
Demands Enter any information you have and click Search. Leave figlds blank for a list of all values

— Enroll by Groun

ally Find an Existing Value
— Create/Update Course
Wait List
— Course Session Auto Course Code: begins with + | Q
Enroliment Course Session Nbr:| beging with v ||
— Beschedule Between o
gessions Description: heging with ‘
—Enrollin Course Cowrse StartDate: | = v ] [
— Quick Enroliment - N
— Create Training Lstters Training Facility: begins with v || [}
1> Result Tracking Session Language: | beqins with v || aQ

I Cost Analysis
I> Training Reports [case sensitive
> Course Reports
[> Define Training BeerEh ‘
Resources
[- Define Course/Cost
Details
I Define Budget '
> ELM Integration
— Add a Persan
— Add a Persan
= Modify a Person
= Modify a Person
— Administer Training
Reguests
> Warkforce Monitoring
[> Pension
> Campus Community -

Clear ‘ Basic Gearch B Save Search Criteria

&] Done @ Trusted sites

Step | Action

4, Enter the course code number into the Course Code field.

5. Click in the Course Session Nbr field.
| |

6. Enter the course session number into the Course Session Nbr field.

7. Click the Search button.
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2 Enroll Individually - Microsoft Internet Explorer |;HE‘E‘
[

File Edit Wiew Favorites Tools  Help 13

Qe - © - [x] B @) POsach Foramies €8 (2 @ - B

Address ‘ejhttp:fﬂdevhr‘qm\s‘U'\.gnvfpspfhruDZIEMPLOVEEﬂHRMSﬂE/F\DMINlSTERiTRAlNlNGi(GBL).[OLIRSEiENROLLMENTl.GBL?FnldarPath:PORTALiRODTioﬁ]E[T‘[OiENTERPRISV Bl ks >

PeopleSoft.

= Student Enrallment ~ Mews Window | Help | Customnize Page | 5 &

Sessions # Enrolled: 4 # Waiting: 0 Transfer-Course Session Setup
— Enrollin Course ; N st W 1ors O Las
— Quick Enrollment First [4) 105 B Last
— Creae Training Letters EmpliD: 10000061977 O Epircabbr: | 00 Ronald Marks =
I Result Tracking
[ Cost Analysis Dropped % status Date: 12232002 [
I> Training Reports
b Course Reports Training Reason: | skl Entrancerment ~| [lPrerequisites Met

I Define Training
Resources Letter Code: Q Date Letter Primted: Grade:
[- Define Course/Cost
Details
I Define Budnet B Business Unit; (00450 @ Larue Carter Memorial Hosptial
> ELM Integration
ol Department: 239003 | ¢y sian ey Sact

— Add a Person

— Modify 3 Person
~ Modity a Person
— Administer Training Search Criteria:

> Warkforce Monitoring
[> Pension
> Campus Community -

— Enroll by Departrnent

Demands =
— Enroll by Emulovee Course Session Enroliment

Demands
— Enroll by Group Course: 001152 Conducting Public Meetings Session# 0002 Active
— Enroll Individually N
— Create/Update Course Start Date: 111812002 Start Time: 10:004M

—_— Facility: Fggh Language:

— Course Session Auta

Enraliment Min Students: 5 Max Students: 25 Prerequisite Checking

— Beschedule Between

Demand from Budget Training

Eequests [Jpopulation [cataleg Demand ID: |

= ES&VE‘ QREIurn(USEErDh‘ ":_"NDNV‘ mRefreSh‘ =

&
iistat € = B | Einbo

Action

To see all of the employees enrolled in a course, click the View All link.
i All

Scroll down the page to change the status of the students as required.

10.

Click the Attendance drop-down menu button.

11.

Valid values from the list are:

Enrolled: employees left as enrolled in a course statuses will automatically changed
to Completed when the course session is marked as Complete.

Dropped: the employee notified the training department that they would be unable to
attend the training prior to the training start time.

No Show: the employee did not come to the training and did not contact the training
department prior to the training start time.

Select No Show from the list of values.

12.

Scroll down the page to change the status of the students as required.

13.

Click the Attendance drop-down menu button.
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Step

Action

14

.| Select Dropped from the list of values.

Dropped

15

.| Once all Attendance field statuses have been updated, click the Save button.

16

) Click the Define Course/Cost Details link.

Details

[ Define CourselCost

2l Base Navigation Page - Microsoft Internet Explorer

File Edit Wiew Favorites

Tools

Help

Qe - © (%] B @) POsach Joramies €8 (- i @ - B

PeopleSoft.

— CategonySubcategary
— Catalog Casts
— Courses

— Course Costs

— Courge Sessions
— Course Session Costs
— Catalog Organization
— Program Information
— Tuition Expense Type
— Steps DEU
— Plans DEU
I Define Budget
> ELM Integration
— Add a Persan
— Add a Persan
— Modify & Person
— Madify a Person
— Administer Training
Reguests
[ Warkfarce Monitoring
[> Pensian
[ Garmpus Community
> Student Recruiting
[> Student Admissions
[+ Records and Enroliment
> Curriculum Management
[» Financial Aid
[» Student Financials
I Acadernic Adwising
[> Contributor Relations
[> Set Un HRMS
[> SetUp BACR

I Enternvinn Gamnannnis

— Course Session Planner

ﬁ Define Course/Cost Details

Define categorizs, catalogs, courses, sessions, sessions, costs and standard letters

= Category/Subcateqor
Defines new course category and sub-
cateyory information

ﬁ" Course Costs
Defines costs for vendar, faciity, equipment,
instructor, and other course expenses

Course Session Costs
Idertifies vendor, facilty, instructor,
equipment, and session expense costs

ition Expense Type

mileage) and reimbursemert detalls

Defines types of tution expenses (i.2., hooks,

Hioime:

Cataloqg Costs
efines costs associated with vendors,
taciities, equipment and materisls per catalog
category or sub-categary

ﬁ Course Session Planner
Checks the avallability of training rooms and
instructors

E" Catalog Organization
Defines courses associaled with each
category and creates catalog information

Steps DEU
Iddertify = training step's description, duration,
type, and commerts:

Address ‘@ http:fjclevhr grmis. i, gov/pspfhrup2 EMPLOYEEIHRIMS s WEBLIB_PTPP_SC.HOMEPAGE . FieldFormula, Icript_AppHP?pt_frame=HC_DEFINE_COURSES_AMD_COSTS&Foldsr v Go

Links >

Eciit "Define Course/Cost Details" Folder

Cowrses

Defines course profile, required instructor
competenciss and sccomplishments,
prerequisites, goals, equipmert, cataloy
infarmeation, and description

Cowrse Sessions
Identifies course session details, location,
instructor, equipment, and expense tems

Program
Defines program information

Plans DEU
Iddentify = plan description and training steps
inchacled inthe plan.

Trusted sites

Step

Action

17.

Click the Course Sessions link.
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2l Course Sessions - Microsoft Internet Explorer

Fle Edt Yiew Favortes Tools Help [T

Qe - © - [x] B @) POsach Foramies €8 (- i @ - B

Address ‘@ http:fjclevhr gris. i, gov/pspfhrup2 EMPLOYEEIHRMS ¢/ ADMINISTER _TRAINING_(GBL). COURSE_SESSN_TEL 1. GEL?PORTALPARAM_PTCNAY=HC_COLRSE_SESSM_TBL1_E ¥ Go  Links >

PeopleSoft.

Sign out

= Define Course/Cost ~
Details |
— CategonySubcategary .
— Catalog Costs Course Sessions
- Courses Enter any information you have and click Search. Leave figlds blank for a list of all values
— Course Costs
ourse Session Planner Find an Existing Value

pew window | Heto | B,

ourse Session Costs )
— Catalog Organization Cowrse Code: begins with

fe)

— Erodram Infarmation Course Session Nbr:| begins with v
— Tuifion Expense Type o
— Steps DEU Description: begins with

\
[
\
— Blans DEU Course Start Date: | = v [
\

[> Define Budget
[ ELM Integration Course End Date: = A
—hddaFerson Session Status: = v
— Add a Persan
~ Modify a Person Ccase sensitive
= Mlodify @ Person
— Administer Training Search ‘
Reguests

[ Waorkforce Manitaring

I Pension Find an Existing value | Add a New Value

> Campus Community

> Student Recruiting

[> Student Admissians

[> Records and Enrollment

[> Curriculum Managerment o

[> Financial Aid

[> Student Financials

[ Acadernic Atvising

[> Contributor Relations

[> Set Up HRMS

[> Set Up SACR -

Clear ‘ Basic Gearch B Save Search Criteria

€] javascript:Select"HC_DEFINE_COURSES_AND_COSTS","http:j{devhr.gmis.in. gov/pscihrup2/EMPLOVEE{HRMS/s/WEBLIB_PT_NAY.ISCRIPTL Fiel @ Trusted sites
e

Step

Action

18.

Enter the course code number into the Course Code field.

19.

Click in the Course Session Nbr field.

20.

Enter the course session number into the Course Session Nbr field.

21.

Click the Search button.
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2l Course Sessions - Microsoft Internet Explorer

File Edit View Favorites  Tooks

Help

Qe - © - [x] @] @) POsadh Foramies €8 (- i @ - B

PeopleSoft.

= Define Course/Cost ~
Details §
— CategonySubcategary

— Catalog Casts

— Courses

— Course Costs

Address ‘@ http: fjclevhr grmis. i, gov/pspfhrup2 EMPLOYEEIHRMS ¢/ ADMINISTER _TRAINING_(GBL). COURSE_SESSN_TEL 1, GEL?PORTALPARAM_PTCNAY=HC_COLRSE_SESSM_TBL1_E ¥ Go

NewWindow | Help | Customize Page | &

Links >

Course Session Profile

— Tuifion Expense Type
— Steps DELJ
— Plans DEY
[> Define Budget
> ELM Integration
— Add a Persan
— Add a Persan
= Modify a Person
= Mlodify @ Person
— Administer Training
Reguests
[ Waorkforce Manitaring
[+ Pension
> Campus Community
> Student Recruiting
[> Student Admissians
[> Records and Enrollment
[> Curriculum Managerment
[> Financial Aid
[> Student Financials
[ Acadernic Atvising
[> Contributor Relations
[> Set Up HRMS
[> Set Up SACR -

Course: 001152 Conducting Public Meetings Course Status: Active
ourse Session Planner
Session Number: o002 School:
— Course Session Costs
— Catalog Orcanization
— Erodram Information Active: v Session Administration

'Session Status: Ve
1118i2002 11/18/2002 [JRescheduled
[1o00a  [i1:00)

m Duration Unit:

Min Students/Session: 5

StartEnd Dates:
StartEnd Times:

Hour v

Max Students/Session: 5

Duration:

Session Language:

00405 @

Vendor ID: Family & Social Sves Admin

& save | S Returnto Search ‘ [=] metity ‘

b | Course Session Profile | Location, Instructar | Equipment | Expense

ErAcd

&] Done
=S

@ Trusted sites

Step

Action

22.

Click the Session Status drop-down menu button.

23.

Complete

Select Complete from the list of values.

24.

Click the Save button.

25.

You have successfully closed a course session.
End of Procedure.
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Evaluate a Course Session
Procedure

Use the Evaluate Course Session page to record student feedback on course sessions so that you
know what areas need improvement. You can track course ratings for areas such as training
facilities, instructors, course content, materials, and presentation. You can also review session
statistics, including the number of responses per rating, average ratings, and the overall average
for the session. Ratings can be entered only after you've marked the session "*Completed™.

Q-0 -¥R&ABL kel
PeopleSoft.

Personalize Content | Lavaut
Menu B BB

Search:
®

> m -l B

[+ My Favorites

[+ Self Service

> Manager Self Service

> Recruiting

[+ Warkforce Administration
[ Bengfits

> Carmpensation

[ Stack

[ Time and Lahor

(- Payroll for Morth America
(- Global Payroll & Absence Marnt
[ Payrall Interface

[ Warkforce Development
> Craanizational Development
[+ Enterprise Learning

[ Workforce Maonitoring

[ Pension

> Campus Community

[ Student Recruiting

[ Student Admissions

[ Records and Enraliment
> Curriculurm Management
[ Financial Aid

[ Student Financials

> Academic Advising

[ Contributor Relations

[> SetUp HRMS

[> Set Up SACR

> Enterprise Components
[ Warklist

- Application Diagnostics
> Tree Manager

> Reporting Tools

- PeopleTools

- Packaging

— PSUnit

— Careers

— Change Wy Password

— My Personalizations
— My System Profile
Mo D

Step Action

1. Click the Enterprise Learning link.

[- Enterprise Learning|

2. Click the Result Tracking link.
[> Result Tracking

3. Click the Evaluate Course Session link.
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2 Evaluate Course Sessios crosoft Internet Explorer

=101x|

File Edit Wiew Favorites Tools  Help

‘ =
e

Qe - © - [x] [2) ¥h|j‘f)55arzh 517 Favortes {4)‘ R m-LJE 3

PeopleSoft.

= Result Tracking o]
I Update
CompetenciesiAccomps
&

Evaluate Course Session
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

— Individual Training
Evaluation

Address @ https//hrd. gmis.state. in,us/psp/hrUpO/EMPLOVEE/HRMS/c /ADMINISTER_TRAIMING (GBL).COLRSE_EWALUATNS, GBLFolderPath=PORTAL_RODT_OBJECT.CO_ENTERPRI™] [£] Go

New Window | B,

= Internal Education DEU

= Mixed Committee MEX
— Beview Training
Summary

Course Code:

Course SessionNbr:

hegins W\lhj‘

hegins W\Ihﬂ‘

— Beview Session
Summary

— FRA Training Validation
(GP)

— FRA Training Validation

— DIF Payroll Import FRA
I» CostAnalysis
> Training Reports
> Course Reports
> Define Training
Resources
[» Define Course/Cost
Details
I> Define Budget
- Add a Persan
— Modify a Persan
- Administer Training
Reguests
[ Workforce Monitoring
[- Pengion
> Campus Community
[ Student Recruiting
[ Student Admissions
> Rernris and Fnmlimant

=l

Description:

hegins W\Ihﬂ‘
|beg|n5 W\Ihﬂ‘ aQ
sSession Language: [begins with 7] Q

Training Facility:

[™ case Sensitive

Search | Clear | Basic Search B Save Search Criteria

L

|4 tnternet v

Bistart| | (B @ (0] @ | 0] mbox -Micresoft outlook |[Z] Evaluate Course Sessi..

352 PM

Action

Enter the desired information into the Course Code field.

Enter the desired information into the Course Session Nbr field.

Click the Search button.
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=]
File Edt Wew Favorites Tools Help ‘ e

Q= - O - [%] [2) ¥H|;)Searzh 1'% Favortes .@}‘ R m-LJE 3

[ Workforce Monitoring
[- Pengion

> Campus Community
[ Student Recruiting

[ Student Admissions

[ Recnrds and Farnlimant [l [ _’l_l
Z

PeopleSoft.

= Result Tracking o] Mew Window | Customize Page | &, ]
I Update

Competenclelccumps Course Session Evaluations

ndividual Training Course: Koot Time Management Session # ooo4
waluation

— Internal Education DEU Start Date:  02/08/2000 Facility: Cdn HQ Language:  English

= Mixed Committee MEX

— Beview Training Session Average Rating
Surnmary

— Beview Session
Summary

—_ FRA Training Validation Campbell Barry Robert KCO015
(GP)

— FRA Training Validation

First (1 1.0t 1 [M] Lot

Ratings Area Find | iew ) First JE1] 10f 1 ] Last

— DIF Payroll Impart FRA
I» CostAnalysis Average Rating Total Count

I> Training Reports +
b Coues hopane TP —— =
> Define Training
Resources i o[ view s First 4 1 of 1 M Last
3 gzl::”escuuraef Cost “Rating Rating Points *Total Count
[> Define Budget — j =E

- Add a Persan

— Modify a Persan

— Administer Training i
Reguests

|&] pone [ 4 mtenet

Bistart| | (B @ (0] @ | 0] mbox -Microsoft outlook |[Z] Evaluate Course Sessi... [O|@® 3:53Pm

Step

Action

In the Ratings Area you will need to follow the Standard Rating Form format and
add rows of data to capture the correct information.

The five areas are Content, Facility, Instructors, Materials, and Presentation.
Important: Always remember to click the Plus Sign (+) before entering the ratings for

your next area.
Click the *Rating Area list.

Click an entry in the list.
[Content [

Click the *Rating list.

10.

In the Rating field, select the appropriate rating: Excellent, Good, Fair, or Poor.
Click an entry in the list.

|Excellent |

11.

In the Total Count Field, enter the number of students who selected the rating. The
system computes the Rating Points assigned to each rating.

Enter the desired information into the *Total Count field.

12.

Click the Add a new row at row 1 (Alt+7) button.
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13. | Click the *Rating list.

14. | Click an entry in the list.
|Fair |
15. | Enter the desired information into the *Total Count field.
16. | Once we have completed all the students' ratings for Content, add a row to enter the
next Rating Area.
Important: Don't forget to click the Plus Sign (+) before entering the next Rating
Area.
Click the Add a new row at row 1 (Alt+7) button.
17. | Click the *Rating Area list.
18. | Click an entry in the list.
|Facility |
19. | Click the *Rating list.
20. | Click an entry in the list.
([Exzellent |
21. | Enter the desired information into the *Total Count field.
22. | Click the Add a new row at row 1 (Alt+7) button.
23. | Click the *Rating list.
24. | Click an entry in the list.
[Good |
25. | Enter the desired information into the *Total Count field.
26. | Click the Add a new row at row 1 (Alt+7) button.
27. | Click the *Rating list.
28. | Click an entry in the list.
|Fair |
29. | Enter the desired information into the *Total Count field.
30. | Click the Add a new row at row 1 (Alt+7) button.
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31. | Click the *Rating Area list.
32. | Click an entry in the list.
[Instructors |
33. | Click the *Rating list.
34. | Click an entry in the list.
|Excellent |
35. | Enter the desired information into the *Total Count field.
36. | Click the Add a new row at row 1 (Alt+7) button.
37. | Click the *Rating Area list.
38. | Click an entry in the list.
[materials |
39. | Click the *Rating list.
40. | Click an entry in the list.
[Gand |
41. | Enter the desired information into the *Total Count field.
42. | Click the Add a new row at row 1 (Alt+7) button.
43. | Click the *Rating list.
=
44. | Click an entry in the list.
EE T
45. | Enter the desired information into the *Total Count field.
46. | Click the Add a new row at row 1 (Alt+7) button.
47. | Click the *Rating Area list.
48. | Click an entry in the list.
|Presentation |
49. | Click the *Rating list.
50. | Click an entry in the list.
Excellent i
51. | Enter the desired information into the *Total Count field.
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52. | Click the Add a new row at row 1 (Alt+7) button.

53. | Click the *Rating list.

54. | Click an entry in the list.
[zood ]

55. | Enter the desired information into the *Total Count field.

56. | Click the Add a new row at row 1 (Alt+7) button.

57. | Click the *Rating list.

58. | Click an entry in the list.
[Fair |

59. | Enter the desired information into the *Total Count field.

60. | Click the scrollbar.

61. | Once you have entered all the ratings save your information. After you click the save
button the system will calculate the overall session rating average.
Click the Save (Alt+1) button.

62. | Click the scrollbar.

63. | Notice the Session Average Rating field has updated. You can also view individual
Rating Areas by using the Arrow or View All keys located in the Ratings Area.

64. | End of Procedure.
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Reviewing Training Records

Viewing Course Session Summary

Procedure

3 Employee-facing registry content - Microsoft Internet Explorer:

Fle Edt View Favortes Tooks Help

Qe=x- O x A& ) search 57 Favartes 2 K- :\?_ w - 33

ctiress | ] hitpsfidevhr mis.n. gov/psplhupZ EMPLOYEEIHRIShf2tab=DEFALLT > B
PeopleSoft. =

Personalize Content | Layout Help
Menu -l

Search:
®

[ My Favaorites

[+ Gelf Service

> Manager Self Service

> Recruiting

[ Warkforce Administration

[ Benefits

> Compensation

[ Stack

[> Time and Labor

[ Payroll for Narh America

(> Global Payroll & Absence Mamt
(> Payroll Interface

[ Warkforce Developrment

[ Organizational Development
[ Enterprise Learing

> Workforce Monitoring

[ Pension

> Campus Community

[ Student Recruiting

[ Student Admissions

[ Recards and Enraliment N |
> Curriculum Managerment
[ Financial Aid

[ Student Financials

- Academic Advising

[> Contributor Relations

[> BetUp HRMS

[> SetUp SACR

> Enterprise Components
[ Warklist

> Application Diagnostics

[E3

&] & Trusted sites
ij start €

Action

Click the Enterprise Learning link.

[- Enterprise Learning|
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3 Base Navigation Page - Microsoft Internet Explorer

File Edit View Favorites  Tooks

Help

Qe - () @ @ \\ O search \;E’Favuntes @ a- :;_ # -~ 3

PeopleSoft.

I Training Budoet
[ Student Enrollment
- Result Tracking
I Cost Analysis
I Training Reports
I> Course Reports
I Define Training
Resources
[ Define Course/Cost
Details
I» Define Budget
I+ ELM Integration
— Add aPersan
— Add a Persan
- Modify a Person
- Modify a Person
- Adrinister Training
Eeguests
> Waorkforce Manitaring
[> Pension
> Campus Community
[ Student Recruiting
[> Student Admissions
I Recards and Enrallment
> Gurriculum Management
[> Financial Aid
[+ Student Financials
> Academic Adwising
[» Contributor Relations
[> Set Up HRMS
[> Set Up SACR
> Enterprise Components
[ Wiorklist
I Application Diagnostics

Enterprise Learning

Administer planninghbudgeting, enrol tudents, track results, and calculate costs

Add a Person
Create a new Person or assign a Training
Ferson of Interest Type to an existing person

Modify a Person
Maclify bingraphical information about &

Person

Stud oliment
Allovs enrollment of studerts in course
sessions or on a wail list, reschedules
stuents in sessions, and creatss training
lefters
ElEnroll by Department Demands
ElEnroll by Employse Demancs
ElEnroll by Group

7 More..

ﬁﬁ‘ ng Reports

Provides reports cantaining information abaut
training including costs, letters, gualfications,
and programs
FEIEE Session Cost Summary.
ElEquipment Checklist
Elstatistics of EEs Envolled

36 More...

Add a Person
Create a new Person or assign a Traning
Person of Interest Type to an existing person

ﬁﬁ' g Budget
Identifies training demand, allows for creation
of budget plans, freezes budgets, creales
demand profiles and budgst reparts
[ lcientify Training Demand
Citreste Budget Plan
[CIFresze Training Budet
2More..

ﬁ Result Tracki

Identifies student training details,
competencies and accomplishments, course
evaluations, and revisw sessions and training
summaries
ElEvaluste Course Session
=l inddivicius| Training Evalustion
Elinternal Education DEU

9 More..

ﬁ Course Reports
Provides reports cortaining information about
courses including attendance, ratings,
vendors, and prerequisites
[ sttendance Status
[ElCourse Catenpry.
ElZourse Description
1 More...

Address ‘@ htep: ffdevhr . gmis.in. gov/psp/hrupZ/EMPLOYEEHRIS s/ WEBLIE_PTPP_SC,HOMEPAGE.FieldFarmula, IScript_AppHP?pE_fname=C0_EMTERPRISE_LEARNING&FolderPath=F ¥ Go

i~

Z

Links >

[E3

Eciit "Erterprise Learning' Folder

Modify a Person
Madlify bingraphical information sbout &
Person

Administer Training Requests
Mairtain Training Requests

Cost Al
Review and calculste costs (ie., studert,
luition reimbursement, budgeted, unbudgeted)
related to training
FElCalculats Student Cost
ElCalculste Planned/Real Costs
[EInaintain Tuition Reimbursement

4 More..

Define Ti ng Resources
Define facilties, equipmert, instructors and
vendors
[l Training Faciities
=l Equipment and Materials
Elnstructors
2Mare..

&l

@ Trusted sites

Action

Click the Result Tracking link.
[» Result Tracking

Click the Review Session Summary link.

Eeview Session Sumnml]_d
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2 Review Session Summary - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qe - © - [x] [B] @) POsach Foramies €8 (- i @ - B

Address ‘@ http: fjclevhr grmis. i, gov/pspfhrup2 EMPLOYEEIHRMS ¢/ ADMINISTER _TRAINING_(GBL). TRN_CRSE_SESS_SUM.GEL?PORTALPARAM_PTCNAY=HC_TRN_CRSE_SESS_SUM_ ¥ Go  Links >

PeopleSoft.

pew window | Heto | B,

= Result Tracking
> Update
competencies/Accamps
— Evaluate Course

(3

Review Session Summary

Session Enter any information you have and click Search. Leave figlds blank for a list of all values
= Individual Training

Evaluation Find an Existing Value

— Internal Education DEU
— Mixed Commitlee MEX

— Review Training Course Code: begins with
Summary Cowrse Session Nbr: hegins with

Description: hegins with ~ ||
— ERA Training Yalidation Course Start Date; | = - ‘ [
; |

— ERA Training Yalidation Course End Date: | = ~
P Session Status: = v

— ERA Training Yalidation

[Ccase sensitive
— DIF Payrall Impart FRA
— DIF Payrall Impart FRA

[» Cost Analysis SEENEN ‘ e

[ Training Reports

> Course Reports '

[ Define Training
Resources

[- Define Course/Cost
Details

[» Define Budget

[ ELM Integration

— Add a Persan

— Add a Person

= Mlodify @ Person

— Mlodify 8 Person

— Administer Training -

€] javascript:Selecti"HC_TRACK_RESULTS","http:ffdevhr.amis.in. gow/pscihrup2/EMPLOYEE/HRIMS/s{WEBLIE_PT_NAY ISCRIPTL.FisldFormula 15 @ Trusted sites

Dasic Search |5 Save Search Criteria

Step | Action

4, Enter the course code number into the Course Code field.

5. Click in the Course Session Nbr field.
| |

Enter the course session number into the Course Session Nbr field.

7. Click the Search button.
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2 Review Session Summary - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qe - () @ @ \;j D search ‘i\“,fFavuntes @ a- :;_ - 35

EE

PeopleSoft.

< Result Tracking 3
> Update |

Address ‘@ http: ffdevhr . gmis.in.gov/psp/hrupZ/EMPLOYEEHRIMS|c/ADMINISTER_TRAINING_(GBL), TRM_CRSE_SESS_SUM.GBL?PORTALPARAM_PTCHAY=HC_TRN_CRSE_SESS_SUM_! ¥ Go

NewWindow | Help | Customize Page | &

competencies/Accamps m
— Evaluate Course Course Session Summary

Session
kL Course Codle: 001182 Conducting Public Mestings
Evaluation
— Internal Education DEU Session # 0002
— Mixed Commitlee MEX
— Review Training Start/End Dates 11482002 111 8/2002

Facility F58A Language:

— ERA Training Yalidation
Jiel)

— ERA Training Yalidation
G

Ronald Marks Dropped

— ERA Training Yalidation B SR Sorpleled
RMN Elizabeth Culp Mo Show
— DIF Payroll Import FRA Dermetrius Minor Cormpleted
— DIF Fayroll Import FRA
CIF Payroll Import FRA Clara MoCarty Drpped

Session Summary Custormize: B rirst [ rsors M ast

[Emop — ame  [smus |

Status: Complete

Grade

[» Cost Analysis

[ Training Reports

> Course Reports '

[ Define Training
Resources

[- Define Course/Cost =]
am |

[» Define Budget

[ ELM Integration

— Add a Person

—fdd a Person

— Modify a Person

— Modify 3 Person

— Administer Training <

(&] Done

iistat. € = B 7| &b

@ Trusted sites
= [6] % M +:59pm

Step | Action

8. From the Course Session Summary page, each employee who attended the course,

column heading.

Status|

Click the Status link for the course attendance status column.

their attendance status, and the course grade (if applicable) can be viewed.

PeopleSoft has a feature that allows for sorting any column that has a live link for a

9. Note how the Status column sorted course attendance statuses alphabetically.

on the button.

Anytime the Excel Grid button is visible in PeopleSoft summaries or reports, the
summary or report may be downloaded to a MicroSoft Excel spreadsheet by clicking

10. End of Procedure.
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Viewing Student Training Summary

Use the Review Training Summary page to view the entire training history for an employee.

This information may also be saved to a spreadsheet.

In this example, Martina Griffith's manager wants to know whether she has passed the

Performance Management course, which can be done through the Review Training Summary.

Procedure

PeopleSoft.

Personalize Content | Lavaut

Menu
Search:

®

[+ My Favarites

[+ Self Service

> Manager Self Service

> Recruiting

[ Warkforce Administration
[ Benefits

[> Compensation

[ Stock

[ Time and Lahor

[ Payrall far North America
[ Global Payroll & Absence Mamt
[ Payrall Interface

[ Workforce Development
> Organizational Development
[+ Enterprise Learning

[ Workforce Maonitoring

[ Pensian

> Campus Cormmunity

[ Student Rectuiting

[ Student Admissions

[ Records and Enraliment
[ Curriculurm Management
(- Financial Aid

[ Student Financials

> Academic Advising

[+ Contributor Relations

[> SetUp HRMS

[> Set Up SACR

> Enterprise Components
[ Warklist

> Application Diagnostics
- Tree Manager

- Reporting Toaols

- PeopleTools

[ Packaging

— Careers

— Change by Pagsword

— My Personalizations

— My System Profile

— My Dictionary

R EEIEEL R

Step | Action

1. Begin by navigating to the Student Training Summary page.
Click the Enterprise Learning link.

[ Enterprise Leamning |

Click the Result Tracking link.

Click the Review Training Summary link.
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R I T X
PeopleSoft.

Home Sign out
= Result Tracking = Hew Window | Help | B
> Update

Competenciesiéccomps

_ Evaluats Course Review Training Summary
Session Erter any information you have and click Search. Leave fields blank far a list of all values.
Individual Training
Evaluation Find an Existing Value
— Internal Education DEL
EmpliD: begins with 7] |
Name: begins with =] |
— Review Session
Summar, Last Name: begins withj‘
[ Gost Analysis Second Name: begins with 7|
> Training Reports
I Course Reports Alternate Character Name: | heqins wnhj‘
[ Define Training ™ case Sensitive
Resources
[» Define Course/Cost
Details Search Clear | pasic Search Save Search Criteria

> Define Budget
— Add a Person
- Modify a Persan
— Administer Training
Reguests
[ Workforce Monitoring
[ Pension
> Campus Community
> Student Recruiting
[+ Student Admissions
[ Records and Enrollment
> Curriculum Management
- Financial Aid
> Student Financials
> Academic Adwising
> Contributar Relations
> Set Up HRMS
[ Set L SACR
- Enterprise Components
[ VWorklist
> Application Diagnostics
> Tree Manager
> Reporting Tools
> PeopleToals
> Packaging Ral

Step | Action

4. Enter the desired information into the EmplID field.

5. Click the Search button.

6. Use the Student Training Summary page to view the summary of a student's training
history.
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R I T X
PeopleSoft.

Session

— Individual Training
Evaluation

hal Education DEU

— Mied Committes MEX session [ Statlis

i Session#  |Start Date
Koog Conducting Performance Reviews oooz
Koo3 Performance Management oon1

= Result Tracking = Mevewindow | Help | Customize Page | o5
> Update
Competenciesiéccomps -~
_ Evaluate Coures Student Training Summary

Martina Grifiths Person ID:

Firet [4] 12 o 2 M Last

Training Summary Customize | Find | “iew &1 | -]

> Cost Analysis

> Training Reports

> Course Reparts

[ Define Training
Resources

[» Define Course/Cost
Details

> Define Budget

— Add a Person

- Modify a Persan

— Administer Training
Reguests

[ Workforce Monitoring

> Pension L\Return to Search | | [=] Motiy
> Campus Community =

> Student Recruiting

[+ Student Admissions

[ Records and Enrollment
> Curriculum Management
- Financial Aid

> Student Financials

> Academic Adwising

> Contributar Relations

> Set Up HRMS

[ Set L SACR

- Enterprise Components
[ VWorklist

> Application Diagnostics

> Tree Manager

> Reporting Tools

> PeopleToals

> Packaging Ral

Step | Action

7. Click the Status tab.
[ sos

8. View a student's training history to determine whether the student has completed or

passed a course.

indicating Passed.

Notice that Martina has completed the Performance Management course with grade P,

9. In summary, you view an employee's training summary information to identify the

courses that the employee has taken.
End of Procedure.
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Managing External Training & External Trainees (Non-
Employees)

With the Person model, delivered in PeopleSoft 8.9, agencies can continue to track training
activities for external trainees, most commonly referred to as non-employees. The Person model
allows an employee or non-employee to maintain the same empl id number throughout their
activity with the State of Indiana.

The following instructions highlight how to add a new external trainee (someone who has never
had a working relationship with the State of Indiana), and how to manage employees who have

entered into a non-employee relationship, or how to change the business unit associated with the
non-employee.

Adding External Training Sessions

Procedure

3 Employee-facing registry content - Microsoft Internet Explorer, |ZHE‘['SZ
Fie Edt View Favartes Took Help i

eﬁack - Q \ﬂ @ lj /,"JSearch 'S'\\'(‘Favnntes @ 2 :; ] - _J i3
Address ‘ejhttp:fﬂdevhr‘grmsm.guvfpspfhrupZIEMPLO\‘EEﬂHRMSﬂh/7tab=DEFAULT v Go Links >
PeopleSoft.

Personalize Content | Layaut

Menu
Search:

®

[+ My Favorites

[+ Self Service

> Manager Self Service

> Recruiting

- Warkforce Administration
[> Benefits

[ Campensation

(- Payroll far Norh America
(> Payroll Interface

[ Warkforce Developrment
[ Organizational Development
[ Enterprise Learing

[ Pension

[> SetUp HRMS

[ Warklist

> Reporting Toals

- PeopleTools

— Carears

— Change bty Password

— My Personalizations

— My System Profile

— Mv Dictionan

" BeopleSoft

&) @ Trusted sites
e
74 start € 7 O 2intemetExplrer - | D Mov Forw... | 8] Inbox it Q... 7 O U, 1139

Step Action

1. Click the Enterprise Learning link.

[- Enterprise Learning|
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2l Base Navigation Page - Microsoft Internet Explorer

Fle Edit view Favortes Tools Help
Qe - () @ @ \\ O search \‘:/E Favaries &2) (4~ :;_ IR+ §
Address ‘@ http:fjclevhr grmis. i, gov/pspfhrup2 EMPLOYEEIHRIMS s/ WEBLIB_PTPP_SC.HOMEPAGE . FieldFormula, Icript_AppHP?pt_frame=CO_ENTERPRISE_LEARMINGEFolderPath=F v Go  Links >
PeopleSoft.
b My Favortes A _ e
[> Self Sewice f .
I Manager Self Senice @ Enterprise Learning
1> Recruiting Administer planninglbudzeting, enrol students, track resulls, and caleulate costs
[ Workfarce Administration
> Beneflts =] Akdaperson Modify a Person ﬁ Training Budget
> Compensation Create a new Person or assign a Training Maciify hingraphical information sbout a Idertifies training demand, alows for creation
I Payroll for Narth America Ferson of Interest Type to an existing person Person o butiget plans, freezes budgets, creaies
b Payroll Interface dDer‘v;s::_fpr:mgs ang budg:t reports
I> Warkforce Development dendy Training Demmans
[Cgreste Budget Plan
[> Organizational Development i renze Training Budaet
i 2 More

[ Training Budget

[ Student Enraliment Stud olliment ﬁ ﬁ Cost Analysis

I Result Tracking Alloves enrollmert of studerts in course Idertifie:s studert training tietails, Review and calculste costs (i.2., studert,

I Cost Analysis sessions or on & wait list, reschedules competencies and accomplishments, course tuition reimbursement, burgeted, unbudgeted)

I> Training Reparis sturlents in sessions, and creates training evaluations, and revisw sessions and training relate o training

> Course Reports etters summeries [Elcalculats Student Cost

I Define Training ElEnroll by Department Demands ElEvalugte Caurse Session Elgalculate Planned/Real Costs

Resources ElEnrall by Employee Demands [l indiviug| Training Evalustion [EIMaintain Tuition Reimbursement
I Define CourseiCast ElEnrol by Group =l Reviewy Training Summary. 2More:
Details 7 More.. 2More..

> Define Budget K] Training Reports ﬁcamse Reports ﬁ] Define Training Resources

— Add 3 Person Provides reparts containing informetion about Provides reports cortaining information about Define facilties, equipmert, instructors and

— Modify a Person training including costs, letters, qualifications, courses including attendance, ratings, vendors
[> Pension and programs vendors, and prerequisites B Training Faciities
1> Set Up HRMS FEIEE Session Cost Summary. = sttendance Status ElEquipment and Materials
[ Yiorklist ElEquipment Checklist [ElCourse Catenory. Elinstructors
1> Reporting Toals =l Statistics of FEs Enrolled FElgourse Description 2More:
I PeopleToals 22 More.. 11 More..
L % e B K] Define Course/Cost Details K] Define Budget
C —“"—"’—M Cereonalzalons Define categories, catalogs, courses, Define base currency, cost uni, training costs

My percongizations sessions, sessions, costs and standard and budgst periods
— My Systern Profile letters ElBase Currency
| My Diclionary I Catevory/Subestenary Elcost Unit Cl

@ Trusted sites

Action

Click the Student Enrollment link.
[i- student Enrallment

Click the En

roll in Course link.
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2 Enrollin Course - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qe - © - [x] [B] €0 POseach Sigramies @ -2 B - [JEH B

Address ‘@ http: fjclevhr grmis. i, gov/pspfhrup2 EMPLOYEEIHRMS{c/ADMINISTER _TRAINING_(GBL). TRN_STUDNT_CRS_DT2,GBL?FolderPath—=PORTAL_ROOT_OBIECT CO_ENTERFRIE ¥

PeopleSoft.

= Student Enrollment ~ B
A New window | Hel
— Enroll by Departrent Dew window | Heo | o5,
Demands

— Enroll by Emplovee Enrollin Course
Demands Enter any information you have and click Search. Leave figlds blank for a list of all values

— Enroll by Grougn

— Enroll Individually Find an Existing Value

— Create/lpdate Course

— Create Tréldentlﬁes training course, student, and biling information |gins with
[ Result Tracking Alternate Character Name: | begins with v
I Cost Analysis
I> Training Reports [Icase sensitive
> Course Reports
I Define Training
Resources
[- Define Course/Cost
Details
I Define Budget
— Add a Persan
— Madify a Person
[> Pension
[> Set Un HRMS
[ Worklist
> Reporting Tools
I PeapleTaols
— Careers
— Chanoe Wy Password
— hily Personalizations -

Wait List
— Course Session Auto EmpliD: begins with |||
Enroliment . =
— Reschedule Between Emp! Red Nbr: - vl |
Name: begins with | |
Last Name: begins with v |
— Quick Enrglimant |

Search ‘ Clear ‘ Dasic Search |5 Save Search Criteria

€] http:/fdevhr gmis. in.govw/psp/hrup2/EMPLOYEE{HRMS{c/ADMINISTER_TRAINING {GEL). TRM_STUDNT _CRS_DT2.GEL?FalderPath=PORTAL_ROOT_CE] @ Trusted sites

Step | Action

4. Enter the employee ID number into the Student Enrollment field.

5. Click the Search button.
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A Enroll in Course - Microsoft Internet Explorer |;HE‘E‘
o

File Edit Wiew Favorites Tools  Help

Qe - () \ﬂ @ \jj O search \fix\(FavuntEs @ 2- :;_ IR §

Address \:ej http:fjclevhr grris. i, gov/pspfhrup2 EMPLOYEEIHRMS|c/ADMINISTER _TRAINING_(GBL). TRN_STUDNT_CRS_DT2,GBL?FolderPath—=PORTAL_ROOT_OBJECT CO_ENTERFRIE ¥ Go  Links >

PeopleSoft.

= Student Enrollment el

s i (=R
Mew Window | Help | Customize Page =
— Enroll by Department ‘ RHelp | ‘ neep

Demands

— Enroll by Employee
Demands

— Enroll by Grou

— Enroll Individualk

- WW_D—E?TSI% dale Course Course Information Find | Viewal  First )4 ore2 O Last

ait Lis

- +

Course Session Auto Course Code: bm 152 @ Course Title: =

Enroliment

Course Student Enroliment Dermand from Budget Training

Barbara Knott Person ID: 10000004485

— Reschedule Between

Sessions InternalExternal: Facility: DolT Praj Marnt Office Language:

— Enr 8
— Quick Enroliment
— Create Training Letters Start Date: Start Time: Q00AM End Time: 400PM
I Result Tracking
[ Cost Analysis End Date:
I> Training Reports
> Course Reports
PSS I

Resources

2 BE?”‘E CourselCost [lprerequisites Met Date Needet:
etails

b Define Budget Completed v Status Date: |11/0572007 -

— Add a Persan

— Modify a Person Training Reason: | SKill v
> Pension
1> Set Up HRMS Business Unit: (00070 | SPD Department; 145074 2 gpo-TmDey

[ Worklist ,—

[> Reparting Tools Grade: Q Letter Code: Letter Dt:
I PeapleTaols
— Careers

— Chanoe Wy Password 3
= N!y ﬁerlannah\lza]\.ums ~vie I s

Session # 0004 QL Min: g Max: 25 #Enrolled: 2 #Waiting: 0

(&] Done @ Trusted sites
Ny * oM no
15 start S 2 Intermet Explores - M . A B0, g 1aoam

Step | Action

6. Click the Add a new row (Alt+7) button.

Press the [Tab] key.

Press the [Tab] key.

Enter the name of the course into the Course Title field.

10. | Click the Internal/External drop-down menu button.

11. Select External from the list of values.

12. Click in the Start Date field.

[ ]

13. Enter the start date into the Start Date field.

14. | Press the [Tab] key.

15. Enter the end date into the End Date field.

16. Click in the School Name field.
| |

17. Enter the school name if available into the School Name field.

18. | Click the Attendance drop-down menu button.
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Step | Action
19. | Select Completed from the list of values.
[Completed |
20. | Click the Training Reason drop-down menu button.
21. | Select Skill from the list of values.
[Skill |
22. | Scroll down the page to locate the Save button.
23. | Click the Save button.
24. | End of Procedure.
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Add an External Trainee

Procedure

External trainees are contingent employees whose services are retained by the State of Indiana
through another company. The vendor and/or contact company employees and pays the external
employee.

Z Employee-facing registry content - Micrasoft Internet Explorer =10 x|

Fle  Edt View Favortes Tooks Help ‘ I

@Batk - Q - D @ ‘-h‘f"jiaar(h ‘?it(Favnntes €3| 8' ;, ] - _J ﬁ ‘5

address [E] repfidevte qisin.qovipsprup ERRLOYEE RS IRpab—DEFALT ] [a |k
PeopleSoft.

Personalize Content | Layout
Menu B 8 [

Wyigridist | MultiChannel

Search:

[ ®
> My Favorites

[ Self Service

> Manager Self Service

> Recruiting

[ Workforce Administration

[ Benefits

- Campensation

[ Stock

[ Time and Lakor

> Payrall for Morth America

> Global Payroll & Ahsence Momt
> Payrall Interface

> Workforce Development

> Organizational Development
[ Enterprise Learning

> Workforce Maonitoring

[ Pension

[ Campus Cammunity

> Student Recruiting

> Student Adrmissions

> Records and Enroliment

> Curriculum Management
[ Financial Aid

[ Student Financials

> Academic Advising

[ Contributor Relations

[ SetLUp HRMS

[> BetLp BACR

> Enterprise Components
[ Worklist

& Application Diagnostics

A e i
d T T [ 0 trusted sies =

@istart| | @ @ (0] > |[E]Employeefacing regi.. (GL o RN

Step | Action

1. Click the Enterprise Learning link.

[ Enterprise Learning |
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Fle  Edt View Favorites

Tools

Help.

3 Base Navigation Page - Microsaft Internet Explarer

eﬁatk - Q - B @ (b‘piear(h *Favnntes @| D/I‘g' ;, ] - _J ﬂ 23

PeopleSoft.

L
[ Training Budget
[ Student Enroliment
I Result Tracking
> Cost Analysis
> Training Reports
[ Course Reports
[> Define Training
Resources
[» Define Course/CGost
Details
[ Define Budget
> ELM Integration
— Add a Person
dd a Person
— Modify a Person
— Modify a Person
— Administer Training
Reguests
[ Waorkforce Manitaring
[ Pension
> Campus Community
> Student Recruiting
[> Student Admissians
[> Records and Enrollment
[ Curticulum Managerment
[> Financial Ald
[> Student Financials
[» Academic Advising
[> Contributor Relations
[> Set Up HRMS
[ SetUp SACR
> Enterprise Components
[ Worklist
> Application Disgnostics
> Tree Manager

=

Enterprise Learning

Acimirister planninghbudgeting, enrall students, track resulls, and calculste costs

E" Add a Person

Create a new Person or assign a Training
Person of Interest Type to an existing
persan

Modify a Person
Modiify hingraphical information akout a
Person

Student Enroliment
Allows enrolment of students in course
sessions or on & wait list, reschedules
studerts in sessions, and crestes training
Ietters
=] Envoll by Departmert Demands
= Enroll by Emploves Demands
= Envell by Group

7 bore..,

ﬁ Training Reports
Provides reports containing information
ahout training including costs, letiers,
qualifications, and programs
= EE Session Cost Summary.
= Equipment Checklist
=] Statistics of EEs Enralled
36 More..

4

4

dd a Person
Create  new Person or assign a Training
Person of Interest Type to an existing
persan

Training Budget
Il=rtifies training demand, sllows for
crestion of budget plans, freezes hudgets,
crestes demand profiles and budget reports
[ Identity Training Demand
[ Creste Burgst Plan
[ Freeze Training Budget

2 Mors

Result Tracking
I=rifies studsrt training details,
competencies and accomplishments,
course evalustions, and review sessions
A training summaries
=] Evalusts Course Session
= Inglividual Training Evaluation
F= Interrial Education DEU

9 hlore

Course Reports
Provides reports containing information
ahoul courses including attendance,
ratings, vendars, and prerecuisites
= #fendance Status
= Course Catenory
=] Course Description
11 More..

Agdress [&] hetpijidevhr gmis.in.gov/pspihrup] JEMPLOYEE/HRMS/sWEBLIE_FTRR_SC. HOMERAGE. FisldFormula. IScript_AppHP?pt_fame=C0_ENTERPRISE_LEARNINGEFolderPath=~ | [ &a

Madify a Person
Malify biographical information about

Person

ister Tra

Admi

is

ost Al

2

= Caloulate Student Cost

=l Calculate Planned/Real Costs
= Meintain Tuition Reimbursemert

4 More

&

wendors
= Training Facilties

=l Equipmert and Materials

= Instructors
2 More

Requests
Maintain Training Requests.

Revisw and calculste costs (1.e., student,
ution reimbLrsemert, budigeted,
unbudgsted) relsted to training

Define Training Resources
Define facilties, equipment, instructors and

F&] http:JJdevhr.gmis.in.gov/psp/hrup L FEMPLOYEE/HRMS/cJADMINISTER_TRAINING_(GEL). TRN_ADD_PERSON.GBLTRORTALPARAM_PTCNAV=HC_TF [T T

Trusted sites

Aistert| | G & 0]

> || &]Base Navigation Page...

H9 &

Action

Click the Add a Person link.
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2} Add a Person - Microsoft Internet Explorer =10 x|

Fle Edt View Favortes Took Help
@Batk - Q - D @ ¥b‘f"j Search ‘?it(Favnntes L) D;{v ;, ] - _J ﬁ 22

Agdress [&] hetpijidevhr gmis.in.gov/pspihrup ] JEMPLOYEE/HRMS(cj ADMINISTER_TRAINING_(GBL). TRM_ADD_PERSON.GELPPORTALPARAM_PTCNAY=HC_TRN_aDD_PERsoNaEcrr | [ &

PeopleSoft.

Sign out
[ Enterprise Learning B New Window | Help | Customize Page | 2
[ Training Budget
[ Student Enroliment
I Result Tracking xdBermon

> Cost Analysis

> Training Reports
Search for Malching Persons
I Gourse Reports Search for Malching Persons

[> Define Training EmpliD ’7 Q

Resources

[> Define CoursefCost Person of Interest Type jv

Details Add the Persan |

[ Define Budget External Instructor
[» ELM Integration External Trainee
on
aPerson
— Madify 2 Person
— Modify & Person
— Administer Training
Regquests
[ Wiorkforce Manitaring
[> Pensian
> Campus Community
[ Student Recrufting
[> Student Admissions
[» Records and Enrollment
[ Curriculum Management
[ Financial Aid
[» Student Financials
> Academic Advising
[» Contributor Relations —
[ Bet Up HRMS
[ SetUp BACR
[> Enterpise Companents
[ Wiorklist
> Application Diagnostics
1> Tree Mananar ]

[&] Done [T @ tuseedsites 7

@istart| |G @ (0] > |[E]AddaPerson - Micras... O Y a0zpm

Step

Action

Select External Trainee from the list of values.

Note: The External Instructor value may be used to track external training
providers.

IE}dernaITrainee |

Click the Add the Person button.
| Add the Persan I
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Fle Edt View Favorltes Tooks Help

7} Add a Person - Microsoft Internet Explorer

@Batk - u @ \_b ‘ }’) Search ‘?it(Favnntes €3| Df:{v ; ] - _J ﬂ 23

PeopleSoft.

= Enterprise Learning =]

[ Training Budget

[ Student Enroliment

I Result Tracking

> Cost Analysis

> Training Reports

[ Course Reports

[> Define Training
Resources

[» Define Course/CGost
Details

[ Define Budget

> ELM Integration

— Madify 2 Person
— Modify & Person
— Administer Training
Regquests
[ Wiorkforce Manitaring
[> Pensian
> Campus Community
[ Student Recrufting
[> Student Admissions
[» Records and Enrollment
[ Curriculum Management
[ Financial Aid
[» Student Financials
> Academic Advising
[» Contributor Relations —
[ Bet Up HRMS
[ SetUp BACR
[> Enterpise Companents
[ Wiorklist
> Application Diagnostics
1> Tree Mananar ]

Personal Data

Add a New Value

MultiChannel

EmpliD: NEWY

Add

Find an Existing Yalue | Add a Mew Value

Agdress [&] hetpyjidevhr gmis.in.gov/pspihrup ] JEMPLOYEE/HRMS(cj ADMINISTER_TRAINING_(GBL). TRM_ADD_PERSON.GELPPORTALPARAM_PTCNAY=HC_TRN_aDD_PERsoNaEcrr | [ &

New Window | Heln | /&,

[&] Done

I

@ Trusted sites Y

@istart| | G @ (0] > |[&]AddaPerson - Micras...

@8 = wozem

Step

Action

Add

Click the Add button.

Q} When adding a non-employee, be sure to update the effective date as
needed. The effective date must reflect the date the non-employee
began their contractual relationship with the agency. Failure to record
the correct effective date will impact the ability to enroll this person in
course sessions. A person (employee, non-employee) must be in an

active status on the first date of the session to be enrolled.
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A Add a Person - Microsoft Internet Explorer =10 x|

Fle Edt View Favorltes Tooks Help

eﬁatk - Q - B @ (h‘piear(h *Favnntes @| D;g‘v ;, ] - L‘J i3

Agdress [&] hetpyjidevhr gmis.in.gov/pspihrup ] JEMPLOYEE/HRMS(cj ADMINISTER_TRAINING_(GBL). TRM_ADD_PERSON.GELPPORTALPARAM_PTCNAY=HC_TRN_aDD_PERsoNaEcrr | [ &

PeopleSoft.

I Enterprise Learning
[ Training Budget
[ Student Enroliment
I Result Tracking
> Cost Analysis

> Training Reports Person ID:

[ Course Reports Primary Name

[> Define Training
Resources ‘Effective Date:  |PE/06/2007

[> Define CoursefCost r ) English =
Details Format Type:

[> Define Budoet Display Name:

> ELM Integration

graphic Information

— Add a Person "

_ W ify 2 Person Date of Birth: [ 0 Years 0 Months

— Modify 3 Person Birth Country: usA O United States

— Administer Training N

Requests Birth State: Q

1> wiorkforce Monitoring Birth Location: | \Waive Data Protection [
[> Pensian
[> Campus Community Biographical History y Y
> Student Recruiting
1> Student Admissions ‘Effective Date: 08/08/2007 =
> Records and Enroliment Unknown =
[> Curriculum Management "Gender:
> Financial Aid ‘Highest Education Leve: | Aot Indicated =l

> Student Financials . — .
1> Academic Advising fMantalistaius [singe [Bijnact:

[» Contributor Relations — | [ Language Code: English =

[ Bet Up HRMS ,7

[ SetUp SACR Alternate ID:

[> Enterpise Companents I Full-Time Student
[ Wiorklist

> Application Diagnostics
1> Tree Manaier

[&] Done
Wstart]| | B &

> |[&]add a Person - Micras...

Step | Action

6. Click the Add Name link.
[Add Name |
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7} Add a Person - Microsoft Internet Explorer =10 x|
File Edit View Favortes Took  Help ‘ o

@Batk - Q - B @ ¥h‘f"-jsear(h ‘?it(Favnntes €Q| D;g' ;, ] - _J ﬁ 23

Agdress [&] hetpyjidevhr. gmis.in.gov/pspihrup ] JEMPLOYEE/HRMS(cj ADMINISTER_TRAINING_(GBL). TRM_ADD_PERSON.GELPPORTALPARAM_PTCNAY=HC_TRN_aDD_PERsoNaEcrr | [ &

PeopleSoft.
Menw &

[ Enterprise Learning B New Window | Help | Customize Page | 2
[ Training Budget

[ Student Enroliment

[ Result Tracking Edit Name
I Cast Analysis English Name Format
> Training Reports
b Course Reports Prefix: I - |
[> Define Training

Resources First Name: [ Middle Name:
[» Define Course/CGost Last Name: |

Details
b Define Budgst Sufix: [ =l

L4

" Display Name:

Formal Name:

— Madify 2 Person
— Mndify 3 Person Name:

— Administer Training
Regquests
[ Wiorkforce Manitaring
[> Pensian
> Campus Community
[ Student Recrufting
[> Student Admissions
[» Records and Enrollment
[ Curriculum Management
[ Financial Aid
[» Student Financials
> Academic Advising
[» Contributor Relations —
[ Bet Up HRMS
[ SetUp BACR
[> Enterpise Companents
[ Wiorklist
> Application Diagnostics
1> Tree Mananar ]

[&] Done [T @ tuseedsites 7
@istart| |G @ (0] > |[E]AddaPerson - Micras... O Y a0zpm

QK Cancel Refresh

Step | Action

7. Enter the external trainee's first name into the First Name field.

8. Enter the trainee's last name into the Last Name field.

9. Click the OK button.
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2l Add a Person - Micrasoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qe - © - [x] [B] @) POseach ieraaies €@ -2 B -[JH B

I

PeopleSoft.

= Enterprise Learning

I Training Budoet

[ Student Enrollment

- Result Tracking

I Cost Analysis

I Training Reports

I> Course Reports

I Define Training
Resources

[ Define Course/Cost
Details

[- Define Budoet

[ ELM Integration

— Adi 50N

— Add 8 Pergon

— Mlodify & Person

— Modify & Person

— Administer Training
Requesls

> Warkforce Monitoring

[> Pension

> Campus Community

[ Student Recruiting

Johnny Paycheck
Primary Name
*Effective Date:
*Format Type:
Display Name:

Biographical Details

act Infarmation

06i20/2007 [

Johnny Paycheck

Address ‘@http:fﬂdevhr‘qm\s‘H'\.gnvfpspfhrupZIEMPLOYEEtHRMSlE/F\DMINlSTERiTRAlNlNGi(GBL).TRNJ\DD}ERSON.GBL?PORTALPARAMJT(NAV:H(jRNJ\DDJERSDN&EOPP‘fV Bl ks >

FE

Edit Mame

Date of Birth:
Birth Country:
Birth State:
Birth Location:

Biographic Information

0 0 Years 0 Months
usa | Q United States

[ &

Biographical History

Waive Data Protection [

Frat [4) 1 or 1 [ Last

i start

I Bturent Admizsinns “Effective Date: DBiz02007 HE
I Records and Enrallment W‘

[> Curriculum Management *Gender:

I> Financial Aid *Highest Education Level: A-Mot Indicated "|

[> Student Financials

1> Academic Advising | (JfjkiagtalStats: Single o= o |
I Contributor Relations Language Code:

[> Set Up HRMS ,7

[> SetUp BACR Alternate ID:

[> Enterprise Camponents [ Full-Time Student

[ Worklist

> Application Diagnostics Il - Hational ID First [ 4 of 4 [ st
&l

@ Trusted sites
U 2, = 10:46 AM

Step | Action

10.
values.

Indicated.

Click the *Marital Status field drop-down menu button.

The Date of Birth field should be left blank for an external trainee or instructor.

The Gender field is a required field and Male or Female must be one of the selected

The Highest Ed Level and Marital Status fields should be marked Unknown or Not

11.

Select Unknown from the list of values.

[Unknown

12.

Click the *National 1D Type field drop-down menu button.

13.

IDriver's License Mumber

Select Driver's License Number from the list of values.

14.

Enter the driver's license number into the National ID field.
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A Add a Person - Microsoft Internet Explorer =10 x|

Fle Edt View Favorltes Tooks Help

eﬁatk-Ov B @ (h‘piear(h *Favnntes @|Bv3} ] - \_‘Jﬁ ‘3

Agdress [&] hetpyjidevhr gmis.in.gov/pspihrup ] JEMPLOYEE/HRMS(cj ADMINISTER_TRAINING_(GBL). TRM_ADD_PERSON.GEL?FolderFsth—PORTAL ROOT_CBIECT.C0_ENTERPRISE || [ &0

PeopleSoft.
Menw O

I Enterprise Learning
[ Training Budget

[ Student Enroliment
I Result Tracking

> Cost Analysis

> Training Reports

[ Course Reports

Contact Information

Person ID: MEW

- Current Addresses C | Fi i 4 of 1
[> Define Training
Resources |Address Type |As OfDate  [Staius |Address
[» Define Course/CGost
Details
> Define Budoet Phone Information
> ELM Integration \Phone Type

— Add a Person

— Madify 2 Person

— Modify & Person

— Administer Training

Regquests

[ Wiorkforce Manitaring
[> Pensian
[ Campus Community Ok | Cancel | Apply | (& Previous tab | = Mexd tab | 4 Refresh |
:i S:ags:{ T Biographical Details | Contact Information | Regional | Organizational Relationshins
[» Records and Enrollment
[ Curriculum Management
[ Financial Aid
[» Student Financials
> Academic Advising
[» Contributor Relations —
[ Bet Up HRMS
[ SetUp BACR
[> Enterpise Companents
[ Wiorklist
[> Application Diagnostics
b e wananer -l I 2]

[&] Done [T @ tuseedsites
Wstart| | B & > |[&]add a Person - Micras... [T

Step | Action

15. Click the Contact Information tab.

Contact Information

Page 93




Training Guide
Enterprise Learning Training Administration v8.9

ORACLE’

User Productivity Kit

) Add a Person - Microsoft Internet Explorer =10 x|

Fle Edt View Favorltes Tooks Help

eﬁatk-Ov B @ (h‘piear(h il\rFavnntes @|Bv3} ] - L‘Jﬁ ‘3

Agdress [&] hetpyjidevhr gmis.in.gov/pspihrup ] JEMPLOYEE/HRMS(cj ADMINISTER_TRAINING_(GBL). TRM_ADD_PERSON.GELPPORTALPARAM_PTCNAY=HC_TRN_aDD_PERsoNaEcrr | [ &

PeopleSoft.
Menw O

= Enterprise Learning =]
[ Training Budget

[ Student Enroliment
I Result Tracking

> Cost Analysis

> Training Reports

E gg#;ze.r?;m]m Current Addresses iy
Reourtss [Address Tyne [AsOfDste [Ststus [Agdress | [ [ |
[» Define Course/CGost Add Address Delal

Details
> Define Budoet Phone Information
|3

New Window | Help | Customize Page | 2

Contact Information

Johnny Paycheck Person ID: NEW

— Madify 2 Person
— Mndify 3 Person

— Administer Training *Email Tvne “Email Address Preferred
Regquests - | =

Email Addresses C | Ei First 4 1 of 1 [¥ Last

[ Wiorkforce Manitaring

[> Pensian

[ Campus Community Ok | Cancel | Apply | (& Previous tab | = Mexd tab | 4 Refresh |
[ Student Recruftin

> Student d Biographical Details | Contact Infarmation | Regional | Oroanizational Relationships

[» Records and Enrollment
[ Curriculum Management
[ Financial Aid

[» Student Financials

> Academic Advising

[» Contributor Relations —
[ Bet Up HRMS

[ SetUp BACR

[> Enterpise Companents
[ Wiorklist

[> Application Diagnostics
b e wananer -l I 2]

[&] Done [T @ tuseedsites 7

Wstart| | B & > |[&]add a Person - Micras... @O =@ s

Step

Action

16.

Click the Add a new row (Alt+7) button.

17.

Click the Address Type field drop-down menu button.

18.

Select business from the list of values.

19.

Click the Add Address Detail link.
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2} Add a Person - rosoft Internet Explorer

Fle Edt View Favorltes Tooks Help

eﬁatk - Q - B @ (b‘piear(h ‘?it(Favnntes @| D/I‘g' ;, ] - _J ﬁ 22

Agdress [&] hetpijidevhr gmis.in.gov/pspihrup ] JEMPLOYEE/HRMS(cj ADMINISTER_TRAINING_(GBL). TRM_ADD_PERSON.GELPPORTALPARAM_PTCNAY=HC_TRN_aDD_PERsonaecrr | [ &

PeopleSoft.
Menw &

I Enterprise Learning
[ Training Budget

[ Student Enroliment
I Result Tracking

> Cost Analysis

> Training Reports

[ Course Reports

=

New Window | Help | Customize Page | 2

Address History

Business

Address Type:

[» Define Training Address History Find  First 4 1o [H et
Resaurces " . B -

& Define CourseiGost Effective Date Country ‘Status  Address: =
Details oeioi2007 [ [usa Q& A, Add Address

[ Define Budget
> ELM Integration

— Add a Person OK | Cancel | Refresh |
— Madify 2 Person
— Modify & Person
— Administer Training
Regquests
[ Wiorkforce Manitaring
[> Pensian
> Campus Community
[ Student Recrufting
[> Student Admissions
[» Records and Enrollment
[ Curriculum Management
[ Financial Aid
[» Student Financials
> Academic Advising
[» Contributor Relations —
[ Bet Up HRMS
[ SetUp BACR
[> Enterpise Companents
[ Wiorklist
> Application Diagnostics
1> Tree Mananar

[&] Done

=

]

@ Trusted sites Y

@istart| |G @ (0] > |[£]AddaPerson - Micras... [T

Step

Action

20.

Click the Add Address link.
|Add Address |
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7} Add a Person - Microsoft Internet Explorer

Fle Edt View Favorltes Tooks Help

@Batk - Q - D @ \_b‘f"j Search ‘?it(Favnntes €3| D;{v ;, ] - _J ﬁ 22

PeopleSoft.
Menw O

= Enterprise Learning =]

[ Training Budget

[ Student Enroliment

I Result Tracking

> Cost Analysis

> Training Reports

[ Course Reports

[> Define Training
Resources

[» Define Course/CGost
Details

[ Define Budget

— Madify 2 Person
— Modify & Person
— Administer Training

Regquests
[ Wiorkforce Manitaring
[> Pensian
> Campus Community
[ Student Recrufting
[> Student Admissions
[» Records and Enrollment
[ Curriculum Management
[ Financial Aid
[» Student Financials
> Academic Advising
[» Contributor Relations —
[ Bet Up HRMS
[ SetUp BACR
[> Enterpise Companents
[ Wiorklist
> Application Diagnostics
1> Tree Mananar ]

Edit Address

Country:

Address 1:
Address 2:

Address 3:

City:
County:

United States

State:

Postal:

Agdress [&] hetpyjidevhr gmis.in.gov/pspihrup ] JEMPLOYEE/HRMS(cj ADMINISTER_TRAINING_(GBL). TRM_ADD_PERSON.GELPPORTALPARAM_PTCNAY=HC_TRN_aDD_PERsoNaEcrr | [ &

New Window | Help | Customize Page | 5}

[&] Done

]

@ Trusted sites Y

@istart| |G @ (0] > |[E]AddaPerson - Micras...

@9 = wosem

Step

Action

21.

Enter the business address into the Address 1 field.

22.

Enter the city into the City field.

23.

Enter the state into the State field.

24.

Enter the zip code into the Postal field.

25.

Enter the county into the County field.

26.

Click the OK button.
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) Add a Person - Microsoft Internet Explorer =10 x|

Fle Edt View Favorltes Tooks Help 4
3 L . A

eﬁatk-k)v B @ ¥h‘f"-jsear(h 5.7 Favorites @|D:§‘v Q;. ] -_Jﬁ ‘3

Agdress [&] hetpijidevhr gmis.in.gov/pspihrup ] JEMPLOYEE/HRMS(cj ADMINISTER_TRAINING_(GBL). TRM_ADD_PERSON.GELPPORTALPARAM_PTCNAY=HC_TRN_aDD_PERsonaecrr | [ &

PeopleSoft.
Menw &

= Enterprise Learning =]
[ Training Budget
[ Student Enroliment

New Window | Help | Customize Page | 2

I Result Tracking Address H'S'ory

> Cost Analysis

> Training Repotts Address Type: Business

[ Course Reports

[» Define Training Address History Find  First 4 1o [H et
Resources I -

I» Define Course/CGost ‘Effective Date Country 'Status  Address: =
Details 6i0B/2007 5] [Usa @ [4 (@ 123EmployerOr B Afdrass

[ Define Budget Indianapolis, IN 46250

> ELM Integration Marion

— Add a Person OK | Cancel | Refresh |
— Madify 2 Person
— Modify & Person
— Administer Training
Regquests
[ Wiorkforce Manitaring
[> Pensian
> Campus Community
[ Student Recrufting
[> Student Admissions
[» Records and Enrollment
[ Curriculum Management
[ Financial Aid
[» Student Financials
> Academic Advising
[» Contributor Relations —
[ Bet Up HRMS
[ SetUp BACR
[> Enterpise Companents
[ Wiorklist
> Application Diagnostics
1> Tree Mananar ]

[T @ mustedsies 7

@istart| |G @ (0] > |[£]AddaPerson - Micras... [T

Step

Action

217.

Click the OK button.
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Fle Edt View Favorltes Tooks Help

Add a Person rosoft Internet Explorer

—oix

eﬁatk-Ov B @ (h‘piear(h *Favnntes @|Bv3} ] - \_‘Jﬁ ‘3

PeopleSoft.
Menw O

I Enterprise Learning

[ Training Budget

[ Student Enroliment

I Result Tracking

> Cost Analysis

> Training Reports

[ Course Reports

[> Define Training
Resources

[» Define Course/CGost
Details

[ Define Budget

> ELM Integration

Contact Information

Current Addresses CL

\Address Type (As OfDate  |Status |Address

Home

123 Employer Dr
Indianapolis, IN 46250
Marion

Business OB/0B/Z007 A

Agdress [&] hetpyjidevhr gmis.in.gov/pspihrup ] JEMPLOYEE/HRMS(cj ADMINISTER_TRAINING_(GBL). TRM_ADD_PERSON.GELPPORTALPARAM_PTCNAY=HC_TRN_aDD_PERsoNaEcrr | [ &

— Add a Person

— Madify 2 Person

— Modify & Person

— Administer Training

Requesis
[ Wiorkforce Manitaring
[> Pensian
> Campus Community
[ Student Recrufting

Email Addresses
*Email Type

| Find |

*Email Address preferred
[ r

[> Student Admissions

[» Records and Enrollment
[ Curriculum Management
[ Financial Aid

[» Student Financials

> Academic Advising

[» Contributor Relations —
[ Bet Up HRMS

[ SetUp BACR

[> Enterpise Companents
[ Wiorklist

> Application Diagnostics
1> Tree Mananar

0K | Cancel | Apply | Prevlnuslabl Naxnabl r:,Refresn|

Biographical Details | Contact Infarmation | Regional | Organizational Relationshins

=[]

| 3]

I

@ Trusted sites Y

Wstart| | B & > |[&]add a Person - Micras...

M2 =W woerm

Step

Action

28.

Click the Delete row button to delete the home address row.

=
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7} Add a Person osoft Internet Explorer

Fle  Edt View Favortes Tooks Help

eﬁatk-Ov B @ (h‘piear(h *Favnntes @|Bv3} ] - \_‘Jﬁ ‘3

PeopleSoft.

Home

I Enterprise Learning

[ Training Budget

[ Student Enroliment

I Result Tracking

> Cost Analysis

> Training Reports

[ Course Reports

[> Define Training
Resources

[» Define Course/CGost
Details

[ Define Budget

> ELM Integration

Contact Information
Person ID:

Current Addresses

Home

Microsoft Internet Explorer
Bus

dd a Persan
— Madify 2 Person
— Modify & Person
— Administer Training

i Cancel

MNEW
Add Address Detail

2 ) Delete curvent/selected rows from this page? The delete wil occur when the transaction is saved,

Agdress [&] hetpyjidevhr gmis.in.gov/pspihrup ] JEMPLOYEE/HRMS(cj ADMINISTER_TRAINING_(GBL). TRM_ADD_PERSON.GELPPORTALPARAM_PTCNAY=HC_TRN_aDD_PERsoNaEcrr | [ &

Requesis
[ Wiorkforce Manitaring
[> Pensian
> Campus Community
[ Student Recrufting

[> Student Admissions

[ Records and Enraliment 0K | Cancel | Aaply | (&5 Previous tab | (=i Next tab | % Refrash |
[ Curriculum Management
I+ Financial Aid Bioaraphical Details | Contact Infarmation | Bedional | Organizational Relationshins

[» Student Financials
> Academic Advising
[» Contributor Relations —
[ Bet Up HRMS

[ SetUp BACR

[> Enterpise Companents
[ Wiorklist

> Application Diagnostics
1> Tree Mananar =14l

| 3]

[&] javascript:submitction_winO(document.win, ADDRESS_TYPE_vwdelote$0§$0%;

I

@ Trusted sites Y

distan| | @ & > || &1 add a Person - Micros...

[GLATC)

Step | Action

29. Click the OK button.
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) Add a Person - Microsoft Internet Explorer =10 x|

Fle Edt View Favorltes Tooks Help

eﬁatk - Q - B @ (h‘piear(h il\rFavnntes @| D;g‘v ;, ] - L‘J i 3

Agdress [&] hetpyjidevhr. gmis.in.gov/pspihrup ] JEMPLOYEE/HRMS(cj ADMINISTER_TRAINING_(GBL). TRM_ADD_PERSON.GEL?FolderFsth—PORTAL_ROOT_CBIECT.C0_ENTERPRISE || [ &0

PeopleSoft.
Menw O

I Enterprise Learning
[ Training Budget
[ Student Enroliment
I Result Tracking
> Cost Analysis
> Training Reports
[ Course Reports
[> Define Training

Contact Information

Person ID: MEW

Current Addresses Customize | Find | View Al |

Resources
[» Define Course/CGost Home
Details
[> Define Budoet E”S‘"E“]'
|3
Phone Information
— Madify 2 Person
— Modify & Person Busnoes
— Administer Training e ize | Find
Reguests Gampus = = =
n Cellular *Email Address
[ Wiorkforce Manitaring o
N ormitary
[ Pension \
e Fax
[> Campus Community Hi
ome
[ Student Recrufting Main | 5 | | o |
I Student Admissions othar Apply Previous tab | =5 Neod tab U Refresh
[ (RS i Eelime Hifpager 1 tInformation | Regional | Organizational Relationships
[ Curriculum Management —
Pager 2
[ Financial Aid Telex e
[» Student Financials
> Academic Advising
[» Contributor Relations —
[ Bet Up HRMS
[ SetUp BACR
[> Enterpise Companents
[ Wiorklist
> Application Diagnostics
1> Tree Mananar =[] |

T T [ 0 trusted sies =
Bistart| | @ @ (0] |[E]addaperson- Micras.. —

Step | Action

30. Select Business from the list of values.

|Elusiness ;I

31. | Enter the business phone into the Telephone field.

32. Select Business from the list of values.

|Business |

33. Enter the business email into the *Email Address field.
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7 Add a Persol rosoft Internet Explorer =10 x|

Fle Edt View Favorltes Tooks Help

eﬁatk-Ov B @ (h‘piear(h *Favnntes @|Bv3} ] - \_‘Jﬁ ‘3

Agdress [&] hetpyjidevhr gmis.in.gov/pspihrup] JEMPLOYEE/HRMS(cj ADMINISTER_TRAINING_(GBL). TRM_ADD_PERSON.GELPPORTALPARAM_PTCNAY=HC_TRN_ADD_PERSONBECPF x|

PeopleSoft.
Menw O

I Enterprise Learning
[ Training Budget

[ Student Enroliment
I Result Tracking

> Cost Analysis

> Training Reports

[ Course Reports

Home

New Window | Help | Customize Page | 2

Contact Information

Person ID: MEW

Current Addresses A4 o
> Define Training i | e toti
Resources |Address Type |As OfDate  |Status |Addr
[ Define Coursel/Cost 123 Employer Dr
Details Business OBI0B/2007 A Indianapalis, IN 486250 mﬂ =
[ Define Budget Marion .

> ELM Integration

Phone Information 1of1

e

— Add a Person

— Modify 2 Person Business - 317/555-6363

— Modify 3 Person
— Administer Training Email Addresses Ci 4 4 of 4 LF
Requests =

Find
[> Wiarkfarce Monitoring W Preferred
> Pension paycheck@employer.com

*Email Tvpe.
> Campus Community

Type
Business =
> Student Recruiting

I Student QK | Caneel | Anply | (& Prewvious tab | (= Mesd tab | ) Refresh |
[» Records and Enrollment
[ Curriculum Management
[ Financial Aid

[» Student Financials

> Academic Advising

[» Contributor Relations —
[ Bet Up HRMS

[ SetUp BACR

[> Enterpise Companents
[ Wiorklist

[> Application Diagnostics
b e wananer -l I 2]

[&] Done [T @ tuseedsites 7

Biographical Details | Contact Infarmation | Regional | Organizational Relationshins

Wstart| | B &

> |[£] add a Person - Micros... @O Y s

Step

Action

34.

Click the Organizational Relationship tab.
| ni Relati
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Add a Person rosoft Internet Explorer =10 x|

Fle Edt View Favorltes Tooks Help

eﬁatk - Q - B @ ¥h‘f"-jsear(h ‘?it(Favnntes @| D/I‘g' ;, ] - _J ﬁ 23

Agdress [&] hetpyjidevhr. gmis.in.gov/pspihrup ] JEMPLOYEE/HRMS(cj ADMINISTER_TRAINING_(GBL). TRM_ADD_PERSON.GELPPORTALPARAM_PTCNAY=HC_TRN_aDD_PERsonaecrr | [ &

PeopleSoft.
Menw &

I Enterprise Learning

[ Training Budget

E gf:jl?;f: crI:\I!‘rgem Organizational Relationshi

[ Cost Analysis

> Training Reports Johnny Paycheck Person ID: MNEW

[» Course Reports Choose Org Relationship to Add

[> Define Training
Resources

[> Define CoursefCost
Details [7 Person of Interest  External Trainee

[ Define Budget

[ ELM Integration Checklist Code: | =l Goto Person Checklist.

— Add a Person

— Modify 3 Person
— Modify a Person
— Administer Training Biographical Details | Contact Infarmation | Regional | Organizational Relationships

oK cancel | | apply | | @ Previoustab | Siniedian | o Refresn

Regquests

[ Wiorkforce Manitaring

[> Pensian

> Campus Community

[ Student Recrufting

[> Student Admissions

[» Records and Enrollment
[ Curriculum Management
[ Financial Aid

[» Student Financials

> Academic Advising

[» Contributor Relations —
[ Bet Up HRMS

[ SetUp BACR

[> Enterpise Companents
[ Wiorklist

> Application Diagnostics
1> Tree Mananar ]

[&] Done [T @ tuseedsites 7
@istart| | G @ (0] > |[E]AddaPerson - Micras... O HY awem

Step | Action

35. | Click the Add the Relationship button.
i Addthe Relationship

Page 102




Training Guide ORACLE
Enterprise Learning Training Administration v8.9 e s
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Fle Edt View Favorltes Tooks Help

eﬁatk - Q - D @ (h‘piear(h i‘t{Favnntes @| D;g‘v ;, ] - _J i3

Agdress [&] hetpijidevhr gmis.in.gov/pspihrup ] JEMPLOYEE/HRMS(cj ADMINISTER_TRAINING_(GBL). TRM_ADD_PERSON.GELPPORTALPARAM_PTCNAY=HC_TRN_aDD_PERsoNaEcrr | [ &

PeopleSoft.

[ Enterprise Learning B New Window | Help | Customize Page | 2

[ Training Budget
[ Student Enroliment
I Result Tracking
> Cost Analysis
> Training Reports
[ Course Reports
& Define Training Person of Interest Type: External Trainee
Resources
[» Define Course/CGost
Details
[ Define Budget
> ELM Integration
a n
a Person
— Madify 2 Person
— Modify & Person
— Administer Training
Regquests
[ Wiorkforce Manitaring
[> Pensian
> Campus Community
[ Student Recrufting
[> Student Admissions
[» Records and Enrollment
[ Curriculum Management
[ Financial Aid
[» Student Financials
> Academic Advising
[» Contributor Relations —
i et Up HRME ok | _camst | | appy |
[ SetUp BACR
[> Enterpise Companents
[ Wiorklist
> Application Diagnostics
1> Tree Mananar ]

{&] Done [T @ tuseedsites 7
@istart| |G @ (0] > |[&]AddaPerson - Micras... O HY awem

Johnny Paycheck Person ID: 10000240722

0G/06/2007

“Effective Date:

BUSINESS UNIT |
INSTITUTION
LOCATION

oy
Effective Date s Planned Exit
1 |06ioiz007 [ |A Q [ |@

Step | Action

36. | Verify that the Effective Date field has the correct effective date or date of hire.

Select Business Unit from the list of values.

37. | Enter your business unit into the Value 1 field.

38. Click the OK button.
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Fle Edt View Favortes Took Help
@Batk - Q - D @ ¥h‘f"-jsear(h ‘?it(Favnntes €Q| Df:{,‘v ;, ] - _J ﬁ 23

Agdress [&] hetpyjidevhr. gmis.in.gov/pspihrup ] JEMPLOYEE/HRMS(cj ADMINISTER_TRAINING_(GBL). TRM_ADD_PERSON.GELPPORTALPARAM_PTCNAY=HC_TRN_aDD_PERsonaecrr | [ &

PeopleSoft.
Menw &

I Enterprise Learning
[ Training Budget
[ Student Enroliment

Sign out

I Result Tracking

> Cost Analysis

[ Training Reports Johnny Paycheck Person ID: 100002407322
I Gourse Reports Choose Org Relationship to Add

[> Define Training

Resources Addthe Relatiorship:

[» Define Course/CGost

Details [7 Person of Interest  External Trainee
[ Define Budget N
[> ELM Integration Checklist Code: | j Go o Person Checklist.

on
aPerson
— Madify 2 Person
— Modify & Person oK
— Administer Training Biographical Details | Contact Information | Regional | Organizational Relationships
Regquests

[ Wiorkforce Manitaring

[> Pensian

> Campus Community

[ Student Recrufting

[> Student Admissions

[» Records and Enrollment

[ Curriculum Management

[ Financial Aid

[» Student Financials

> Academic Advising

[» Contributor Relations —

[ Bet Up HRMS

[ SetUp BACR

[> Enterpise Companents

[ Wiorklist

> Application Diagnostics

1> Tree Mananar ]

[&] Done [T @ tuseedsites 7
@istart| | (G @ (0] > |[E]AddaPerson - Micras... O =Y apm

Cam:e|| Apply | & Previous tab Nexﬂabl ) Refresh

Step | Action

39. | Click the Checklist Code drop-down menu button.

40. Select Add Person of Interest Inst. from the list of values.
|Add Ferson of Interest Inst. I

41. | Click the Apply button.
Apply

42, Click the Go to Person Checklist link.
[Go ta Person Checklist]
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eﬁatk - Q - B @ ¥h‘f"-jsear(h i‘t{Favnntes @| D;g‘v ;, ] - _J ﬁ 23

PeopleSoft.
Menw &

= Enterprise Learning =]
[ Training Budget

Home MultiChannel

[ Student Enroliment

I Result Tracking (P (=
> Cost Analysis |
& Training Reports Johnny Paycheck Person ID: 10000240722

[ Course Reports
[> Define Training

Resources (Checklist History
[» Define Course/CGost
Details ‘Checklist Date:  DBI0BIZ007 &1

[ Define Budget

b ELM Integration “Checklist: HCPOI @ agq Persan of Interest Inst,

Comment: |

n
aPerson

— Madify 2 Person

— Modify & Person

— Administer Training

Person Checklist tems e | Find Fi

[ouuonce [tomGode  [Gessigton  [Smws  Jmmm | | |

Eenuests 1 HCOO0S Add Parson of Intersst Inst Initiated v| hodfesora =
[ Wiorkforce Manitaring ——
[> Pensian

> Campus Community

[ Student Recrufting

[> Student Admissions

[» Records and Enrollment

& save | SiReturnto Search | [=] Notify

Agdress [&] hetpyjidevhr gmis.in.gov/pspihrup ] JEMPLOYEE/HRMS(cj ADMINISTER_TRAINING_(GBL). TRM_ADD_PERSON.GELPPORTALPARAM_PTCNAY=HC_TRN_aDD_PERsoNaEcrr x| [ &

Sign out

New Window | Help | Customize Page | 2

FZ|UpdateDisplay | A Include History | EF Correct History

[ Curriculum Management
[ Financial Aid

[» Student Financials

> Academic Advising

[» Contributor Relations —
[ Bet Up HRMS

[ SetUp BACR

[> Enterpise Companents
[ Wiorklist

> Application Diagnostics
1> Tree Mananar ]

]

@ Trusted sites

@istart| |G @ (0] > |[E]AddaPerson - Micras...

Step | Action

43, Click the Add Person of Interest Inst link.

Note: A pop up window will display to finish the transaction.
wdd Person of
Interest Inst.
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7} Add Person of Interest Job - Microsoft Internet Explorer =10 x|

Fle Edt Vew Favortes Tooks Help ‘ 2

Oﬁatk - Q - B @ ¥h‘f"-jsear(h ‘?it(Favnntes €43| D;g' ;, ] - _J i3

Agdress [&] hetpyjidevhr gmis.in.gov/pspihrup]_LEMPLOYEE/HRM/cjADMINISTER_WORKFORCE_(GBL).J0B_DATA_POLGBLPPage=10B_DATALAAction—ASEMPLID=10000240722 | [ &a

PeopleSoft.

= Organizational
Relationships
— Mew Employment
Instance
— Mew Contfingent
Worker Instance

Work Location

Johnny Paycheck POl ID: 10000240722  EmplRed# 1

- dd & PO " ’
Belationshin =
- ggl‘n;a\n aPerson's HR Status: Active Job Status: Active Calculate Status and Date
elin

-1
— Person Checklist
— Person Applicant Action / Reason: Add Person of Interest -7 Q

Information Current
- Cerson Assnment Last Start Date: 06082007 Termination Date:

Checklist
— Manage Hires Expected Job End Date

EEEI’SU”EA Relationships Position Number: [ Position Entry Date: [ B
1tizenshi| [—
> Disability ’ Oyertide Fosition Data I~ Position Management Record

Initialize Status FPS *Effective Date: 06/06/2007 Sequence: o a “Job Indicator | Primary.Job :l'

b gii AT T B 'Regulatory Region: uss QO United States
- Diversity Campliance ‘Company: a
MLD
— Add a Persan 'Business Unit: STIMD @ State of Indiana
- M\‘m 'Department: Q Department Entry Date: [
— Eerson Organizational
Summary Location: Q | |
— Search for People . Q
b o DD Establishment ID:
[ Global Assignments
DT Date Created: 06i06/2007
[ Labor Administration
[+ Absence and Wacation Job Data E it Data  Eamings Distribution Benegfits Program Pari tion |
[ Leawe Administration USF _'LI
b Bengfitinformation NLD || «] | ’
[&] Done [T @ tuseedsites 7

@istart| | B @ (0] > | £)addaPerson - Mirosoft... |[&] Add Person of Interes... @9 U aoem

Step | Action

44, Enter the reason into the Reason code field.

45. | Enter your business unit into the *Business Unit field.

46. | Enter the department associated with the external trainee into the *Department field.

47. | Press the [Tab] key.
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Fle  Edt View Favorites

Tools

Help.

7} Add Person of Interest Job - Microsoft Internet Explorer

eﬁatk - Q - B @ (h‘piear(h i‘t{Favnntes €43| D;g‘v ;, ] - _J i3

PeopleSoft.

= Organizational
Relationships
— Mew Employment
Instance
— Mew Contfingent
Worker Instance
—AddaPol
Belationshin
— Maintain a Persan's
POl Relin
— Initialize Status FPS
— Person Checklist
— Person Applicant
Information
— Person Assignment
Checklist
— Manage Hires
[» Personal Relationships
[ Citizenship
> Disability
[» OEE Warkforce Survey
CAN
- Diversity Campliance
LD

— Add a Persan
— Modify a Person
— Eerson Organizational
Surmmary
— Search for People
[+ Jok Information
[ Global Assignments
[ Headcount FPS
[ Labor Administration
[+ Absence and Wacation
[ Leawe Administration USF
[- Bengfit Informatian MLD

Work Location
Johnny Paycheck
ork Location

HR Status:

'Effective Date:

Action / Reason:

Active

Job Status:

0B/06/2007 Sequence:

Home

Active

o

Agdress [&] hetpijidevhr gmis.in.gov/pspihrup]_LEMPLOYEE/HRMS/cjADMINISTER_WORKFORCE_(GBL).J0B_DATA_POL.GBLPPage=10B_DATALAAction—A8EMPLID=10000240722, | [ &a

10000240722

Calculate Status and Date

*Job Indicator | Primary Job j'
Add Person of Interest = 006 |G, Man HR Administered Employee

EmplRed® 0

Fit

EHE

Last Start Date:
Expected Job End Date

Position Number:

06/06/2007

[ a

Overide Fosition Data

‘Regulatory Region:
Company:
'Business Unit:
‘Department:
Location:
Establishment ID:

e

S0l

o070
[oasooo
[aonsnerT
[T —1

Termination Date:

Position Entry Date:

I~ position Management Record

United States

State of Indiana

State Personnel Department
State Personnel Department
State Personnel Department

State of Indiana

Department Entry Date:

Date Created:

Current

[ =

06/06/2007 [

0BI06/2007

=[]

Job Data E

1t Data

Eamings Distribution

Benegfits Program Pari

tion

L

]

@ Trusted sites

Aistert| | G & 0]

» | &) Add aPerson - Mcrosoft... |[ £ Add Person of Interes...

H9 &

Step

Action

48.

Click the Job Information tab.
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Fle  Edt View Favorites

Tools

Help.

2} Add Person of Interest Job rosoft Internet Explorer

eﬁatk - Q - B @ (b‘piear(h ‘?it(Favnntes €43| D/I‘g' ;, ] - _J ﬁ .‘3

PeopleSoft.

= Organizational

Relationships

— Mew Employment
Instance

— Mew Contfingent
Worker Instance

—AddaPol
Belationshin

— Maintain a Persan's
POl Relin

— Initialize Status FPS

— Person Checklist

Johnny Paycheck

Job Information

Effective Date:

Action / Reason:

Job Information

0G/0G/2007
Add POI

Effective Sequence:

o O

Mon HR Administered Employes

Home

Agdress [&] hetpijidevhr. gmis.in.gov/pspihrup]_LEMPLOYEE/HRMS/cjADMINISTER_WORKFORCE_(GBL).J0B_DATA_POLGBLPPage=10B_DATALAAction—ASEMPLID=10000240722 | [ &a

ID: 10000240722

Job Indicator: Primary Joh

EmpiRcd® 0

Sign out

Current

— Person Applicant
Information
— Person Assignment
Checklist
— Manage Hires
[» Personal Relationships

> Disability
[» OEE Warkforce Survey
CAN
- Diversity Campliance
LD

— Add a Persan
— Modify a Person
— Eerson Organizational
Surmmary
— Search for People
[+ Jok Information
[ Global Assignments
[ Headcount FPS
[ Labor Administration
[+ Absence and Wacation
[ Leave Admi USF

[ Citizenship |—

“Job Code:

Supervisor Level:

Supervisor ID:

Reports To:

“Regular/Temporary: | Regular j'

Empl Class:
“Regular Shift:

*Classified Indc:
Standard Hours

Standard Hours:
Work Period:
FTE:

[ &

[ a
[
e

Ni& i

Classified *

37450
il QL wisekly
0.000000

[ =

Entry Date:
*FullPart: Ful-Tms 7]
“Officer Code: | Mone j'
Shift Rate:

I” Adds to FTE Actual Count?

™ Encumbrance Override

I ) B

[- Bengfit Informatian MLD

=[]

— ol

]

]

@ Trusted sites Y

Aistert| | G & 0]

» | &) Add aPerson - Mcrosoft... |[ £ Add Person of Interes...

Step

Action

49.

Enter the NONEMP into the *Job Code field.
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Fle Edt View Favorltes Tools

Help.

7} Add Person of Interest Job - Microsoft Internet Explorer

eﬁatk - Q - B @ (b ‘ piear(h il\rFavnntes L)

w3

PeopleSoft.

= Organizational

Relationships

— Mew Employment
Instance

— Mew Contfingent
Worker Instance

—AddaPol
Belationshin

— Maintain a Persan's
POl Relin

— Initialize Status FPS

— Person Checklist

Johnny Paycheck

Job Information

Effective Date:

Action / Reason:

Job Information

0G/0G/2007
Add POI

o U

Mon HR Administered Employes

Effective Sequence:

Home

Agdress [&] hetpijidevhr. gmis.in.gov/pspihrup]_LEMPLOYEE/HRMS/cjADMINISTER_WORKFORCE_(GBL).J0B_DATA_POLGBLPPage=10B_DATALAAction—ASEMPLID=10000240722 | [ &a

10000240722

Job Indicator: Primary Joh

EmpiRcd® 0

Current

— Person Applicant
Information
— Person Assignment
Checklist
— Manage Hires
[» Personal Relationships
[ Citizenship
> Disability
[» OEE Warkforce Survey
CAN
- Diversity Campliance
LD

— Add a Persan
— Modify a Person
— Eerson Organizational
Surmmary
— Search for People
[+ Jok Information
[ Global Assignments
[ Headcount FPS
[ Labor Administration
[+ Absence and Wacation
[ Leawe Administration USF
[- Bengfit Informatian MLD

=[]

“Job Code:

Supervisor Level:

Supervisor ID:

Reports To:

“Regular/Temporary: | Regular j'

Empl Class:
“Regular Shift:
*Classified Indc:

Standard Hours

Standard Hours:
Work Period:
FTE:

nonemp @,
[ a
[
e

Ni& i

Classified *

37450

[ =

Entry Date:
*FullPart: Ful-Tms 7]
“Officer Code: | Mone j'
Shift Rate:

il QL wisekly

0.000000

I” Adds to FTE Actual Count?

™ Encumbrance Override

I ) B

— ol

]

@ Trusted sites

Wstart| | B &

» | &) Add aPerson - Mcrosoft... |[ £ Add Person of Interes...

H9 &

Step

Action

50.

[

Click the Payroll tab.
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PeopleSoft.

Home
Search: Mew Wiindow | Help | Custorize Page | o5
[ My Favorites
[ Self Semvice o
POl ID: Empl R
> Manager Self Servics Lonrie Faycheck 10000240788 Emmpl 0

[ Workforce Administration
~ Personal Information

Payroll Information

[> Biographical Effective Date: 10/16/2007 Effective Sequence: 1] D Job Indicator:  Primary Job
= Organizatianal fon | : AddPOI Non HR Administered Emploves
Relationships Action / Reason: ploy Current
— New Contingent
‘potker Instanse Payroll System: | PaNGINGHNOATENCANI =]
— Add a POl
Other P; il S
Relationship er Pavroll System
~ Maintain a Person's Ray Group: o Holiday Schedule: 501 @ g0l
POl Reltn i — =
_ Ferson Checklist Pay Type: Ela Salaried Tipped: .
— Person Assignment Tax Location Code: 398 Q. INEmp Tax FICA Status: Subject =
Checklist
— Search for People GL Pay Type:
b Job Information Combination Code: Edit CharfFields
- Enterprise Leaming —
- Wiorklist
> Reporting Tools Job Data Employment Data  Earnings Distribution Benefits Prograrm Patticination ‘
- PeapleTools

— Chanoe My Password
- My Personalizations
- M g 5“”” Profile &) save | [=] matity | S Previoustah | =iMexttah | | Refresh [Eradd
|- My Dictionary

Wark Location | Job Inforrmation | Job Labor | Payroll | Salary Plan | Cor

[0 [T [ | mrusted sites

Step | Action

51. | Click the Payroll System drop-down menu button.

52. Select Other from the list of values.
[Other |
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PeopleSoft.

Search: Mev indaw | Help | Customize Page | B
[ My Favorites
[ Self Semvice o 3
POl ID: Empl Red %
> Manager Self Servics Lonnie Paycheck 10000240788 Emmpl 0

[ Workforce Administration
~ Personal Information D
[> Bingraphical Effective Date: 10/16/2007 Effective Sequence: 0 Job Indicator:

= Organizational Action { Reason: Add POI
Relationships

— Dlew Contingent

Payroll Information

Primary Joh

Mon HR Administered Employee Current

Worker Instance "Payroll System: [other =
Other Payroll System

— Add a POl
Relationship
— Maintain a Person's Pay Group: Q Holiday Schedule: S01 @ gal
_EoEEn e Pay Type: Ela Salaried “Tipped: Not Tipped =
- %ﬁssicﬂm Tax Location Code: 399 Q. INEmp Tax FICA Status: Subject ud
ks
— Search for People GL Pay Type:
b Job Information Combination Code: Edit CharFields
- Enterprise Leaming
[ Worklist
> Reporting Tools
- PeapleTools
- Chanoe Wy Password
I~ My Personalizations
e Save natify | @i Previoustah | | ERNextteh | | i Refresh Ehadd
[~ My Dictionary C) | = Y | & E—I

Job Data Employment Data  Earnings Distribution Benefits Prograrm Patticination ‘

Wark Location | Job Inforrmation | Job Labor | Payroll | Salary Plan | Cor

|&] bone

[0 [T [ | mrusted sites

Step | Action

53. Click the Save button.

Note: Be sure to record the employee id number before closing the record.

54, End of Procedure.
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Modify an External Trainee
Procedure

The Modify an External Trainee module is used when a contingent worker was previously a State
of Indiana employee and already has a PeopleSoft Employee ID number in the PeopleSoft
system.

External trainees are contingent employees whose services are retained by the State of Indiana
through another company. The vendor and/or contact company employees and pays the external
employee.

PeopleSoft.

Perzonalize Content | Lavout
Menu B B[

Search:
®

[ My Favarites

[ Self Service

- Manager Self Service
[ Warkforce Administration
[ Enterprise Learning
[ Warklist

> Reporting Toals

> PeopleTools

— Change My Password
— My Personalizations
— My System Profile

— My Dictionary

" PeopleSoft

= [T T T T 6 nstedsies

Step | Action

1. Click the Workforce Administration link.

[ wiarkforce Administration|
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PeopleSoft.

Search:

ﬁ Workforce Administration

Hire employess, add non-employses, maintain personal and job dats, sdminister global assignments, labor relations, absence and vacation

[ My Favorites
> Self Serice

Personal Information Job Information
Maintain informeation sbout & person regardess of Jobs Wairain information about & person tisd to & specific job record
=] Search for Peanle = Gther Pavee
[ Jab Inforrmation [ Biooraphical

> Enterprise Leaming
[ Worklist

- Reporting Tools

> PeopleTools

- Chanoe Wy Password
- My Personalizations
[~ My System Profile

[~ My Dictionary

(3 Organizational Relationships

= [T T T [ Trustedsites

Step

Action

Under the Personal Information section, click the Organizational Relationships
link.

[oraanizational Relationships]

Click the Add a POI Relationship link.
Igtltl a POl Relationship)
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PeopleSoft.
Menu @

Search: Mew Window | Heln
o Wy Favorites Add new POI TYPE
> Self Serice
> Manager Self Service Add a New Value
[ Workforce Administration
~ Personal Information |
[> Biographical EmpliD: @
= Organizational Person of Interest Type: Q

Relationships
— Dlew Contingent
Add

EOl Reltn
— Person Ghecklist
— Person Assignment
Checklist
— Search for Peanle
[> Job Infarmation
- Enterprise Learning
> \orklist
> Reporting Tools
> PeopleToals
I~ Change My Password
[~ My Personalizations
[ My System Profile
[~ My Dictionary

| oore I

|@ Trusted sites

Step | Action

4. Enter the employee into the EmplID field.

5. Enter 00007 into the Person of Interest Type field.
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Relationships
— Dlew Contingent

PeopleSoft.
Search: Mew Window | Help | &
o Wy Favorites Add new POI TYPE
> Self Serice
> Manager Self Service Add a New Value
[ Workforce Administration
~ Personal Information |
b Biographisal EmpliD: 10000035420 |,
= Organizational Person of Interest Type: [JIO0R .

> \orklist

> PeopleToals

[~ My Dictionary

rson Checklist
— Person Assignment
Checklist
— Search for Peanle
[> Job Infarmation
- Enterprise Learning

> Reporting Tools
I~ Change My Password

[~ My Personalizations
[ My System Profile

[0 [T [ | mrusted sites

Action

Click the Add button.

When adding a non-employee be sure to update the effective date as
needed. The effective date must reflect the date the non-employee
began their contractual relationship with the agency. Failure to record
the correct effective date will impact the ability to enroll this person in
course sessions. A person (employee, non-employee) must be in an
active status on the first date of the session to be enrolled.

Step | Action
7. Click the BUSINESS UNIT list item.
8. Enter the business unit into the Value 1 field.

When adding a non-employee be sure to update the effective date as
needed. The effective date must reflect the date the non-employee
began their contractual relationship with the agency. Failure to record
the correct effective date will impact the ability to enroll this person in
course sessions. A person (employee, non-employee) must be in an
active status on the first date of the session to be enrolled.
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Step

Action

9.

Click the Save button.

10.

Click the New Contingent Worker Instance link in the menu on the left side of the
screen.

Mew Contingent
orker Instance

PeopleSoft.
Menu @

Search: Mew Window | Help | &

®

I My Faworites Add Contingent Worker Instance
[ Self Semvice

> Manager Self Service Add a New Value

[ Workforce Administration
~ Personal Information

[> Bingraphical EmpliD: | Q

= Organizational EmpIRcdNbr:) 0

Add
—AddaPol
Belationshin
- Maintain a Persan's
EOl Reltn
— Person Ghecklist
— Person Assignment
Checklist
— Search for Peanle
[> Job Infarmation
- Enterprise Learning
> \orklist
> Reporting Tools
> PeopleToals
I~ Change My Password
[~ My Personalizations
[ My System Profile
[~ My Dictionary

| &] javascriptisubmitAction_winD{document.wind, PERS_CWR_ADD_EMPLIDSprompt’; [0 [T [ | mrusted sites

Step

Action

11.

Enter the employee id into the EmplID field.

12.

Click the Add button.
Add
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PeopleSoft.
Menu @

Search:

[ My Favorites Work Location

[ Self Semvice

[: Manager Self Service Ronald Deaton CWR D

[ Workforce Administration \Work Location

Home

Mew Wiindow | Help | Custornize Page |

10000035420  EmplRed# 1

~ Personal Information
[ Bingraphical HR Status: Active Job Status: Active Calculate Status and Dated) =1
= Organizational -
‘Effective Date: 110/ [ Sequence: o “Job Indicater | Primary Job j'
Action / Reason: Add Contingent Worker B Q
- Adda POl i
Belationshi Last Start Date: 10/18/2007 Termination Date:
lns e Expected Job End Date
Ol Relin
Person Checklist Position Number: Q Position Entry Date: B
- WM OvEritE Foaitinn baE I~ Position Management Record
ks
— Search for People *Regulatory Region: usa G United States
[> Job Infarmation ’70\
> Enterprise Learning ‘Company:
E \é“;';';‘:i‘ﬂg Tonls *Business Unit: STIND State of Indiana
> PeopleToals ‘Department: Q Department Entry Date:
I~ Change My Password — Q
[~ My Personalizations Location:
- My System Profile Establishment ID: Q
[~ My Dictionary
Date Created: 10182007
Job Data Ermployment Data  Earnings Distribution Benefits Prodrarm Patticipation ‘

ESave| ElNcm!yl EiPrevioustan | @iNexttab | | 7 Refresh

‘Wark Location | Job Infarrmation | Job Labor | Bayroll | Salar Plan | Co

B Add

Sign out

|&] bone

[0 [T [ | mrusted sites

Step

Action

13.

Enter the effective date into the Effective Date field.

14.

Enter the TRN into the Look up (Alt+5) field.

15.

Enter the business unit into the Business Unit field.

16.

Enter the department into the Department field.

17.

Click the Job Information tab.

n
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PeopleSoft.
Menu @

Search:

[ My Favorites

> Self Serice

> Manager Self Service

~ Personal Information
[ Bingraphical
= Organizational
Relationships

AddaPol
Belationshin
- Maintain a Persan's

EOl Reltn
Person Checklist
— Person Assignment
Checklist
— Search for Peanle
[> Job Infarmation

- Enterprise Learning

> \orklist

> Reporting Tools

> PeopleToals

I~ Change My Password

Home

Mew wilndaw | Help | Custornize Page | =

Job Information

[ Workforce Administration Job Information

Ronald Deaton CWiR ID: 10000035420  Empl Red 1
Effective Date: 01/02/2006 Effective Sequence: 1] D Job Indicator:  Primary Job
Action / Reason: Add CWR Mon-Emp Training

Current

*Joh Code: Q Entry Date: [o1/02¢2006 [
Supervisor Level: ,— Q
Supervisor ID: Q
Reports To: Q
‘RegularTemporary: | Regular ]' ‘FullPart: ,m
lﬁ “Officer Code: ,m
Shift Rate: ’7 ! ’7

Empl Class:

‘Regular Shift: MiA

‘Classified Indc: Classified ¥
Standard Hours

- My Personalizations
[~ My Systern Profile Standard Hours: 37.50 Combined Std Hours / FTE: 0.00 7 0.000000
— My Dictionan
Work Period: w QU veekly
. (0000000 o,
FTE: 0.000000 & I” Adds to FTE Actual Count? ™ Encumbrance Override
Contract Number: Q Contract Type: b
MNext Contract Mumber
[ §-=IT)
| Job Data Employment Data  Earnings Digtribution Benefits Program Participation ‘ -
4 v
| &] javascriptisubmitAction_winD{document.wind, JOB_JOBCODE$prompt§0; [ [ [ [ [@ trustedsies

Step

Action

18.

Enter NONE

MP into the Job Code field.

19.

Click the Payroll tab.
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PeopleSoft.

Search:

[ My Favorites
> Self Serice
> Manager Self Service
[ Workforce Administration
~ Personal Information
[ Bingraphical
= Organizational
Relationships

dd a PO
Belationshin
- Maintain a Persan's

EOl Reltn
— Person Ghecklist
— Person Assignment
Checklist
— Search for Peanle
[> Job Infarmation
- Enterprise Learning
> \orklist
> Reporting Tools
> PeopleToals
I~ Change My Password
[~ My Personalizations
[ My System Profile

Menu 8
®

Ronald Deaton

Payroll Information

Home

ID: 10000035420

Mew Wiindow | Help | Custornize Page |

Empl Red # 1

GL Pay Type:

—

Combination Code:

Effective Date: M/02/2006 Effective Sequence: 1] B Job Indicator:  Primary Job
Action { Reason: Add CWR Mon-Emp Training Current
*payroll System: [Payrall far Narth America =l Absence System | Jther =l
Payroll for North America
Pay Group: [ la Holiday Schedule: a gal
Pay Type: e “Tipped: Not Tipped =
Tax Location Code: 339 Q. INEmp Tax FICA Status: Subject E

Edit CharFields

Job Data Employment Diata

Earnings Distribution

Benefits Prograrm Patticination

Sign out

htEn

&) save | [=] matity | S Previoustah | =iMexttah | | Refresh [Eradd
[~ My Dictionary
Wark Location | Job Inforrmation | Job Labor | Payroll | Salary Plan | Cor 1
|&] bone [ [ [ [ Trusted sites
Step Action

20.

Click the Payroll System drop-down menu button.

21.

[Other

Select Other from the list of values.

22.

Click the Save button.

23.

End of Procedure.
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Appendices

Appendix A - Adding a Course Session

1.

Click the Enterprise Learning link.

|[> Enterprise Learning |

Click the Define Course/Cost Details link.
Define CourseiCost Details

Click the Course Sessions link.
|Course Sessions |

Click the Collapse Menu button to display the full screen.
c

Click the Add a New Value tab.
[ Add & New value |

Click in the Course Code field.

]

Enter the course code number into the Course Code field.

Note: If you do not know the course code, click on the Magnifying Glass button to
look up the course codes.

Click the Add button.
IMPORTANT: Leave the Course Session Number Blank.

The sistem will assign a sequential number when you save the record.
Add

Use the Course Session Profile tab to enter, update, or view a session status, date,
time, capacity, duration, and vendor 1D number.

Specify the session status, such as Active, Canceled, or Complete in the Session
Status field. In this instance, a new training session is being created so the default
status of Active for the Session Status field will not change.

Click in the Start Date field.

]

10.

Enter the course start date into the Start Date field.

11.

Press the [Tab] key.

12.

Enter the course end date into the End Date field.

13.

Click in the Start Time field.

]

14.

Enter the course start time into the Start Time field.
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15.

Press the [Tab] key.

16.

Enter the course end time into the End Time field.

Note: PeopleSoft will automatically format and default the time to an AM format. If
the training ends in the PM, this will need to be entered correctly or changed after the
default.

17.

The Duration field indicates the length of the training as entered into the Start/End
Times fields.

18.

The Duration Unit field indicates the unit indication in the Duration field.

ALWAYS use the duration unit of Hour.

Hour v

19.

Click in the Vendor ID field.

]

20.

Enter the Business Unit number of the business unit or vendor conducting the training
into the Vendor ID field.

If the business unit number is unknown, click on the Magnifying Glass button to look
up the course codes.

21.

Click the Location, Instructor tab.
[ |

22.

Click in the Facility field.

[

23.

Enter the facility location into the Facility field.

Note: If the facility location code is unknown, click on the Magnifying Glass button
to look up the course codes.

24.

Press the [Tab] key.

25.

If a facility has more than one training room available, the Select free Training
Room link will become active.

Click the Select free Training Room link.

[Select free Training Roorr|

26.

To select a Free Training Room, click in the checkbox beside the Room Code option
to be selected.

27.

Click the OK button.
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28.

The Training Facility Address can be viewed by clicking the Training Facility
Address link.

Click the Training Facility Address link.
[Training Facility Address|

29.

Review the Training Facility Address information.

Click the OK button when finished.

30.

To add instructors who are certified to teach the training, click the Select free
Instructor link.

31.

If more than 3 choices are present, clicking the View All link will allow all instructors
to be viewed at one time.

Click the View All link.

32.

Click the checkbox of the selected instructor from the Instructor column.

33.

Scroll down the page to locate the OK button.

34.

Click the OK button.

35.

Click the Equipment tab.

36.

To search for equipment or materials needed for the training session, click the Look
up Equipment/Materials Code (Alt+5) Magnifying Glass button.

[

37.

If the Equipment/Materials Code information is not known, supplies or equipment
may be searched for by Description.

Click the Description field drop-down menu button.

38.

Select contains from the list of values.

cantaing

39.

Enter the description of the equipment or materials needed into the Description field.

40.

Click the Look Up button.

41.

Select an option from either the Equipment/Materials Code or Description column.

||M projectar |

42.

Click the Expense tab to fill in the information for any classes that charge a fee.
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43.

Click the Save button.

Note: Clicking the Save button will generate the Session # for the class.

44,

Congratulations! You have successfully added a course session.
End of Procedure.

Appendix B — Adding an Instructor

Click the Enterprise Learning link.

[ Enterprise Learning |

Click the Instructors link.

Click the Add a New Value tab.

Note: Search for an existing instructor by entering their name or searching with the
Instructor ID Magnifying Glass (Alt+5).

|_4dd a New Value |

Click the Add a New Value tab.
Add a New Valug]

Enter the instructor's PeopleSoft ID number into the Instructor ID field.

Click the Add button.

The Instructor Details information box shows the Effective Date the instructor was
entered into the system, the instructor's Status, and whether the instructor is an
internal State of Indiana employee or an external vendor. Additional information may
be added as desired.

Press the [Enter] key to continue.

Use the Qualification tab to add, update, or display the courses that the instructor is
qualified to teach.

Click the Qualification tab.
[ gualification

10.

Click in the Course Code field.

[
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11. | Inthe Course Code field, specify a course code from the list of courses that the
instructor will teach.
Enter the course code into the Course Code field.

12. | Press the [Tab] key to populate the Course title.

13. | To list additional courses the instructor is qualified to teach, click the Add a new row
button.

14. | Click the Save button.

15. | You have successfully added Luis Duarte as an instructor.

End of Procedure.

Appendix C — Enrolling Students Individually

1. Begin by navigating to the Course Session Enrollment page.
Click the Enterprise Learning link.
[ Enterprise Learning |
2. Click the Student Enroliment link.
3. Click the Enroll Individually link.
4. Enter the desired information into the Course Code field.
5. Click in the Course Session Nbr field.
| |
Enter the desired information into the Course Session Nbr field.
Click the Search button.
8. Use the Course Session Enrollment page to enroll students.
CAUTION: As you select each student for enrollment, always double-check the
Business Unit field and verify that it is the correct employee. Name searches
sometimes display more than one individual with the same name.
9. Enter the desired information into the EmplID field.
10. | Specify the student enrollment status, such as Enrolled or Sessn Wait in the
Enrollment/Attendance field.
Click the *Enrollment/Attendance list.
11. | Select Enrolled.
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12.

The Status Date field uses the current system date by default. Accept the default date
for this field.

13. | Specify the reason for training in the Training Reason field.
Click the Training Reason list.
l =]
14. | Click an entry in the list.
Always select SKill Enhancement.
[Zkill Enhancement ]

15. | Leave the Prerequisites Met option turned off. After you have finished all
enrollments, you may use Prerequisite Checking (above) to verify that your students'
course requirements have been met.

Prerequisites, if used, would need to be set up when the Course is entered into the
system.

16. | You may use the Prerequisite Checking button to search the Student Training
records listed on the Session Enrollment page and determine if each student has
completed and passed the prerequisite courses.

If so, PeopleSoft populates the Prerequisites Met check box for each student who
meets the criteria. If a student is lacking the necessary courses, a process for notifying
students of discrepancies may be developed. Also, any enrolled status existing for
students who do not meet the prerequisites may be manually changed.

17. | Use the Letter Code field to generate a form letter. The letter code defaults to CON,
indicating Confirmed. For this exercise, accept the default letter code value.
IMPORTANT!! The system does not currently support the generation of letters. At
this time, you must have an alternative method of notifying students.

18. | We will now add another student.

Click the Add Row button.

19. | Enter the desired information into the EmplID field.

20. | Click the *Enrollment/Attendance list.

21. | Click an entry in the list.

Select Enrolled.
[Enroted |

22. | Click the Training Reason list.
[ -l

23. | Click an entry in the list.

Select Skill Enhancement.
[Skill Enhancement |
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24.

You have enrolled two employees in Presentation Skills course session 0001. If you
enroll more than the maximum number of employees allowed in the session, the
PeopleSoft application issues a warning message when you save the page.

25. | Your enrollment(s) are completed.
Click the Save button.
@5+ ]
26. | You have successfully enrolled individual students into a course session.

End of Procedure.

Appendix D — Enrolling Students in Multiple Courses

1. Click the Enterprise Learning link.
[ Enterprise Learning|

2. Click the Student Enroliment link.

3. Click the Enroll in Course link.

4, Click the Enroll in Course link.

5. Enter the employee ID number into the EmplID field. If the employee's employee 1D
number is not known, search by the employee's name.

6. Click the Search button.

7. Click the Add a new row button.

8. Enter the course code of the course in which to enroll the employee into the Course
Code field.

9. Press the [Tab] key to populate the course title.

10. | Click in the Session # field.

11. | Enter the course session number in which to enroll the employee into the Session #
field.

12. | Press the [Tab] key to populate the course session's information.

13. | Click the Attendance drop-down menu button.

14. | Select Enrolled from the list of values.

[Enralled |
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15. | Click the Training Reason drop-down menu button.

16. Select Skill from the list of values.
[kl |

17. Click the Add a new row button to add another course in which to enroll the
employee.

18. | Enter the course code of the course in which to enroll the employee into the Course
Code field.

19. | Press the [Tab] key to populate the course title.

20. Click in the Session # field.

]

21. | Enter the course session number in which to enroll the employee into the Session #
field.

22. | Press the [Tab] key to populate the course session's information.

23. | Click the Attendance drop-down menu button.

24. Select Enrolled from the list of values.
[Enralled |

25. | Click the Training Reason drop-down menu button.

26. Select Skill from the list of values.

Continue adding rows and course information until the employee has been enrolled in
all needed courses.

[Skill |

27. | Scroll down the page to locate the Save button.

28. Click the Save button.

29. End of Procedure.
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Appendix E — Creating a Sign-In Sheet

1.

Click the Enterprise Learning link.

[- Enterprise Learning]

Click the Training Reports link.

Click the Course Sign In link.

Course Sign In

Click the Add a New Value tab.

H

Enter the run control ID into the Run Control ID field.

Note: The run control ID is not an assigned value. It is created by the user. The run
control ID identifies the employee producing the course sign in sheet.

Click the Add button.
Add

Click in the Course field.

[

Enter the course number into the Course field.

Press the [Tab] key.

10.

To add the session number, click the Session # Magnifying Glass(Alt+5) button.

[&

11.

Click a course session number in the Course Session Nbr column.
0057

12.

Click the Run button.

Run

13.

Click the OK button.

14.

Click the Refresh button.

Note: The Refresh button will need to be clicked until the Run Status column
indicates Success and Distribution Status column indicates Posted. The Refresh
button may need to be clicked several times.

15.

Click the Details link for the most recent report.

Note: The most recent report is always located at the top of the list.

Dietails

16.

Click the View Log/Trace link.
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17. | Locate the report in the Name column.
Click the SO10040C_456565.PDF link.

Note: The report is indicated by the .PDF file extension.
[s0i0040C 456564 PO

18. | Click the Maximize/Restore button to enlarge the course sign in sheet.

g

19. | Click the MicroSoft File menu option to select print from the list of values. This will
allow the course sign in sheet to be printed.

20. End of Procedure.

Appendix F — Creating a Course Roster

1. Begin by navigating to the Course Session Roster page.
Click the Enterprise Learning link.

It Enterprise Learning |

Click the Course Reports link.

Click the Course Session Roster link.

You will need to Find an Existing or Add a New Value for Run Control ID.

We are going to Add a New Value.

Enter the desired information into the Run Control ID field.

Click the Add button.
Add

7. Use the Course Session Roster page to define report parameters such as the course
name, session number, and session start date.

Enter your Course number.

Click in the Session # field.

[ ]

10. | Inthe Session # field, specify the course session number for which you want to run
the report. Alternatively, specify the beginning date of the course in the Course Start
Date field.
11. | Click the Run button.
Run

12. | Use the Process Scheduler Request page to specify the parameters that are used
when running the report.
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13.

Select Web from the Type list.

14. | Select format PDF.
FOF__ =

15. | By clicking OK, you will submit the process to create the Course Session Roster for
this session.
Click the OK button.

16. | Notice a process instance number is displayed. This number is used to identify the
process.
Use the Process Monitor link to retrieve the run status for the Course Session
Roster.
Click the Process Monitor link.

17. | Use the Process List page to check the status of the process and verify that it is
successfully completed

18. | Notice that the Run Status for the requested job should be Success and the
Distribution Status should be Posted.
You may need to click the Refresh button multiple times to achieve this result.

19. | You have successfully created a course session roster.

End of Procedure.

Appendix G — Closing a Course Session

1. Click the Enterprise Learning link.
|[> Enterprize Learning|

2. Click the Student Enrollment link.

3. Click the Enroll Individually link.

nroll Individualk

Enter the course code number into the Course Code field.

Click in the Course Session Nbr field.

Enter the course session number into the Course Session Nbr field.

Click the Search button.
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8.

To see all of the employees enrolled in a course, click the View All link.

Scroll down the page to change the status of the students as required.

10.

Click the Attendance drop-down menu button.

11.

Valid values from the list are:

Enrolled: employees left as enrolled in a course statuses will automatically changed
to Completed when the course session is marked as Complete.

Dropped: the employee notified the training department that they would be unable to
attend the training prior to the training start time.

No Show: the employee did not come to the training and did not contact the training
department prior to the training start time.

Select No Show from the list of values.

12.

Scroll down the page to change the status of the students as required.

13.

Click the Attendance drop-down menu button.

14.

Select Dropped from the list of values.

15.

Once all Attendance field statuses have been updated, click the Save button.

16.

Click the Define Course/Cost Details link.

[ Define CourselCost
Details

17.

Click the Course Sessions link.

18.

Enter the course code number into the Course Code field.

19.

Click in the Course Session Nbr field.

20.

Enter the course session number into the Course Session Nbr field.

21.

Click the Search button.

22.

Click the Session Status drop-down menu button.

23.

Select Complete from the list of values.

24.

Click the Save button.
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25.

You have successfully closed a course session.
End of Procedure.

Appendix H — Evaluate a Course Session

1.

Click the Enterprise Learning link.

[ Enterprise Learning|

Click the Result Tracking link.
[» Result Tracking

Click the Evaluate Course Session link.

Enter the desired information into the Course Code field.

Enter the desired information into the Course Session Nbr field.

2RI ol I

Click the Search button.

In the Ratings Area you will need to follow the Standard Rating Form format and
add rows of data to capture the correct information.

The five areas are Content, Facility, Instructors, Materials, and Presentation.

Important: Always remember to click the Plus Sign (+) before entering the ratings for
your next area.
Click the *Rating Area list.

=]

Click an entry in the list.
[Content [

Click the *Rating list.

10.

In the Rating field, select the appropriate rating: Excellent, Good, Fair, or Poor.
Click an entry in the list.

|Excellent |

11.

In the Total Count Field, enter the number of students who selected the rating. The
system computes the Rating Points assigned to each rating.

Enter the desired information into the *Total Count field.

12.

Click the Add a new row button.

13.

Click the *Rating list.

14.

Click an entry in the list.
|Fair |
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15. | Enter the desired information into the *Total Count field.
16. | Once we have completed all the students' ratings for Content, add a row to enter the
next Rating Area.
Important: Don't forget to click the Plus Sign (+) before entering the next Rating
Area.
Click the Add a new row at row 1 (Alt+7) button.
17. | Click the *Rating Area list.
18. | Click an entry in the list.
|Facility |
19. | Click the *Rating list.
20. | Click an entry in the list.
([Exzellent |
21. | Enter the desired information into the *Total Count field.
22. | Click the Add a new row button.
23. | Click the *Rating list.
24. | Click an entry in the list.
[Good |
25. | Enter the desired information into the *Total Count field.
26. | Click the Add a new row button.
217. C@Iick the *Rating list.
28. | Click an entry in the list.
|Fair |
29. | Enter the desired information into the *Total Count field..
30. | Click the Add a new row button.
31. | Click the *Rating Area list.
32. | Click an entry in the list.
[Instructars ]
33. | Click the *Rating list.
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34. | Click an entry in the list.
|Excellent |
35. Enter the desired information into the *Total Count field.
36. | Click the Add a new row button.
37. | Click the *Rating Area list.
38. | Click an entry in the list.
HMaterials |
39. | Click the *Rating list.
40. | Click an entry in the list.
||Gund |
41. Enter the desired information into the *Total Count field.
42. | Click the Add a new row button.
43. | Click the *Rating list.
=1
44. | Click an entry in the list.
[T
45, Enter the desired information into the *Total Count field.
46. | Click the Add a new row button.
47. | Click the *Rating Area list.
48. | Click an entry in the list.
[Presentation |
49. C@Iick the *Rating list.
50. | Click an entry in the list.
{Excellent i
51. Enter the desired information into the *Total Count field.
52. | Click the Add a new row button.
53. | Click the *Rating list.
54. | Click an entry in the list.
IGDDEI |
55. Enter the desired information into the *Total Count field.
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56. | Click the Add a new row button.

57. | Click the *Rating list.

58. | Click an entry in the list.
[Fair |

59. | Enter the desired information into the *Total Count field.

60. | Click the scrollbar.

61. | Once you have entered all the ratings save your information. After you click the save
button the system will calculate the overall session rating average.
Click the Save button.

62. | Click the scrollbar.

63. | Notice the Session Average Rating field has updated. You can also view individual
Rating Areas by using the Arrow or View All keys located in the Ratings Area.

64. | End of Procedure.

Appendix | — Creating a Wait List

1. Click the Enterprise Learning link.
[ Enterprise Learning |

2. Click the Student Enroliment link.

3. Click the Create/Update Course Wait List link.

4. Enter the desired information into the Course Code field.

5. Click the Search button.

6. Use the Course Wait List page to add employees and non-employees to wait lists and
assign the enrollment status. For this exercise, add two employees to the wait list. To
add them to the wait list, specify their IDs in the EmplID field.

7. Enter the desired information into the EmplID field.
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8.

Assign a wait list status to the employee in the Attendance field. The PeopleSoft
application provides a course wait list and a session wait list.

Both of these statuses are used in the processing logic when enrolling students from a
wait list to a session.

The course wait option would be used when employees are interested in attending a
course that does not have the required number of minimum students to schedule a
course session.

Click the Attendance drop-down menu button.

=

9. Select Sessn Wait from the list of values.

Session Wait is used when a course session is full and an employee is awaiting a
course opening.

10. | The system populates a letter code from the Standard Letter table according to the
student’s wait list status. The system also populates the wait list date based on the
current date. The PeopleSoft application uses this date to enroll students from the
oldest date to the most recent date. You can override this date if the student requested
for enrollment in the course on a different date.

For this example, accept the default wait list date in the Waitlst Dt field.

11. | Click in the Session # field.

12. | If you assign a session wait list status to a student, specify the session number from
the list of Active sessions in the Session # field.

Enter the session number information into the Session # field.

13. | Click the Add a new row button.

14. | Enter the next employee ID number into the EmplID field for the next employee to be
added to the list.

15. | Click the Attendance drop-down menu button.

16. | Select Sessn Wait from the list of values.

17. | Click in the Session # field.

18. | Enter the course session number into the Session # field.

19. | Click the Save button.
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20. | You have successfully created a wait list.
End of Procedure.

Appendix J — Viewing a Course Session Summary

1. Click the Enterprise Learning link.

[ Enterprise Learning|

2. Click the Result Tracking link.
[» Result Tracking

3. Click the Review Session Summary link.

eview Session Summal

Enter the course code number into the Course Code field.

Click in the Course Session Nbr field.

Enter the course session number into the Course Session Nbr field.

Click the Search button.

8. From the Course Session Summary page, each employee who attended the course,
their attendance status, and the course grade (if applicable) can be viewed.

PeopleSoft has a feature that allows for sorting any column that has a live link for a
column heading.

Click the Status link for the course attendance status column.

Status|

9. Note how the Status column sorted course attendance statuses alphabetically.
Anytime the Excel Grid button is visible in PeopleSoft summaries or reports, the

summary or report may be downloaded to a MicroSoft Excel spreadsheet by clicking
on the button.

il

10. End of Procedure.
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Appendix K - Viewing a Student Training Summary

1. Begin by navigating to the Student Training Summary page.
Click the Enterprise Learning link.
[> Enterprise Learning |

2. Click the Result Tracking link.

3. Click the Review Training Summary link.

4. Enter the desired information into the EmplID field.

5. Click the Search button.

6. Use the Student Training Summary page to view the summary of a student's training
history.

7. Click the Status tab.

8. View a student's training history to determine whether the student has completed or
passed a course.
Notice that Martina has completed the Performance Management course with grade P,
indicating Passed.

9. In summary, you view an employee's training summary information to identify the

courses that the employee has taken.
End of Procedure.

Appendix L — Add an External Training Session

1.

Click the Enterprise Learning link.

[- Enterprise Learning]

Click the Student Enrollment link.

Click the Enroll in Course link.

Enroll in Course

Enter the employee ID number into the Student Enrollment field.

Click the Search button.

Click the Add a new row (Alt+7) button.

Press the [Tab] key.
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Press the [Tab] key.

Enter the name of the course into the Course Title field.

10. | Click the Internal/External drop-down menu button.
11. | Select External from the list of values.
E
12. | Click in the Start Date field.
13. | Enter the start date into the Start Date field.
14. | Press the [Tab] key.
15. | Enter the end date into the End Date field.
16. | Click in the School Name field.
| |
17. | Enter the school name if available into the School Name field.
18. | Click the Attendance drop-down menu button.
19. | Select Completed from the list of values.
[Completed |
20. | Click the Training Reason drop-down menu button.
21. | Select Skill from the list of values.
[Skill |
22. | Scroll down the page to locate the Save button.
23. | Click the Save button.
24. | End of Procedure.

Appendix M — Add an External Trainee

1. Click the Enterprise Learning link.
[ Enterprise Learning |
2. Click the Add a Person link.
3. Select External Trainee from the list of values.

Note: The External Instructor value may be used to track external training
providers.

IE}dernaITrainee |
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4.

Click the Add the Person button.
| Add the Persan I

Click the Add button.
Add

Click the Add Name link.
(8 Harme |

Enter the external trainee's first name into the First Name field.

Enter the trainee's last name into the Last Name field.

Click the OK button.

10.

The Date of Birth field should be left blank for an external trainee or instructor.

The Gender field is a required field and Male or Female must be one of the selected
values.

The Highest Ed Level and Marital Status fields should be marked Unknown or Not
Indicated.

Click the *Marital Status field drop-down menu button.

11.

Select Unknown from the list of values.

[Unknown |

12.

Click the *National ID Type field drop-down menu button.

13.

Select Driver's License Number from the list of values.
|Driver's License Mumber |

14.

Enter the driver's license number into the National 1D field.

15.

Click the Contact Information tab.

Contact Information

16.

Click the Add a new row (Alt+7) button.

17.

Click the Address Type field drop-down menu button.

18.

Select business from the list of values.

iHusiness

19.

Click the Add Address Detail link.
Add Address Detail

20.

Click the Add Address link.
|Add Address |

21.

Enter the business address into the Address 1 field.

22.

Enter the city into the City field.
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23. Enter the state into the State field.

24. | Enter the zip code into the Postal field.

25. | Enter the county into the County field.

26. Click the OK button.

27. Click the OK button.

28. Click the Delete row button to delete the home address row.

=

29. Click the OK button.

30. Select Business from the list of values.

|Elusiness Al

31. | Enter the business phone into the Telephone field.

32. Select Business from the list of values.
|Business |

33. Enter the business email into the *Email Address field.

34. | Click the Organizational Relationship tab.
L I

35. | Click the Add the Relationship button.

36. | Verify that the Effective Date field has the correct effective date or date of hire.

Select Business Unit from the list of values.

37. | Enter your business unit into the Value 1 field.

38. Click the OK button.

39. | Click the Checklist Code drop-down menu button.

40. Select Add Person of Interest Inst. from the list of values.
|!—\dd Persaon of Interest Inst. I

41. | Click the Apply button.

42. Click the Go to Person Checklist link.
[Gota Person Checklist]

43. Click the Add Person of Interest Inst link.

Note: A pop up window will display to finish the transaction.
idd Person of
Interest Inst.
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44. | Enter the reason into the Reason code field.
45. | Enter your business unit into the *Business Unit field.
46. | Enter the department associated with the external trainee into the *Department field.
47. | Press the [Tab] key.
48. | Click the Job Information tab.
|_Job Information |
49. | Enter the NONEMP into the *Job Code field.
50. | Click the Payroll tab.
51. | Click the Payroll System drop-down menu button.
52. | Select Other from the list of values.
[Other |
53. | Click the Save button.
Note: Be sure to record the employee id number before closing the record.
54. | End of Procedure.

Appendix N — Modify an External Trainee

1. Click the Workforce Administration link.
[ winrkforce Administration]|
2. Under the Personal Information section, click the Organizational Relationships
link.
Erganiza’cinnal Relationships
3. Click the Add a POI Relationship link.
Add a POI Relationship
Enter the employee into the EmplID field.
Enter 00007 into the Person of Interest Type field.
Click the Add button.
7. Click the BUSINESS UNIT list item.

BUSINESS LIMNIT

Enter the business unit into the Value 1 field.

Click the Save button.
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10. | Click the New Contingent Worker Instance link in the menu on the left side of the
screen.

Mew Contingent
arker Instance

11. | Enter the employee id into the EmplID field.

12. Click the Add button.
Add

13. Enter the effective date into the Effective Date field.

14. | Enter the TRN into the Look up (Alt+5) field.

15. Enter the business unit into the Business Unit field.

16. | Enter the department into the Department field.

17. Click the Job Information tab.

18. Enter NONEMP into the Job Code field.

19. | Click the Payroll tab.
|_Fayrall |

20. | Click the Payroll System drop-down menu button.

21. Select Other from the list of values.
[Other |

22. Click the Save button.

23. End of Procedure.
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