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A Learning Community, A Caring Community

Housten Community College has built = strong reputation as = college that delivers
technology-enabled education and training. Our programs znd services are geared to
providing the essentis| skills for today’s workplace and are constantly updsted to
ensure that they are relevant for the future. We are  caring institution vith programs,
= and staff ready to help individuals who require guidance, support and
assistance. Moreover, we are an integral part of the community, and are dedicated to
taking =n active role in community events.

Current Students

Business & Community
Faculty & Staff

Corporate College

a

December 2007 ¥

S M T W T F S

£ Learn about Register for p
2 3 45 5 7 8 financial aid classes

30 31 Quality Education and Training

Houstan Community College is videly recognized for N

its rezl verld spprosch to l==ring, =sitility to Student System Sign In
students of =/l ages and backgrounds, and care for

individuals. Through departments with strong

reputztions in their fizlds, we offer superior l2arning ‘7l

experiznces. The success of those who have User ID

attended Houston Community College in finding

career opportunities is evidence of the quality of Password |
About HCC instruction that e provide.
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Library

Houston Community College is one

Online Student Services | | of the largest community colleges in
the llpited States _zervino ouer b

Step Action

1. Open Internet Explorer and erase everything in the Address bar.

2. Type “utrain” in the Address field.

3. Press the [Enter] key on your keyboard.

<!> If “utrain” does not work, type “utrain.hccs.edu” in the
Address field.
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Signing into UTRAIN

User PbopleSoft
User Produetivity Kit
Training UTRAIN @ HCCS
Resource
Information Login and Change Password
Network UTRAIN Instructions for Student Admin

If vou are unable to login and / or get an error message of "Incorrect Login" then please contact
Support Services at 713-718-8800 to:

1. Reset vour password
2. Place vou into "Active’ status

Step | Action

4. Click the Login link.

Login
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PeopleSoft.
User Productivity Kit
UTRAIN & HCCS

Login page

Please enter your user name and password and click the Login button.

Username |firstname.lastname

Fassword [ITTTT]

Step Action

5. Enter your username into the User name field.

For example, “firstname.lastname” as it appears in your email address.

6. Enter your password into the Password field.

Enter the default password, “123456” if this is your first time logging into
UTRAIN.

@ Your username is also your email username. It should not include
the “@hccs.edu” suffix when logging into UTRAIN.

Your password may be set to something different if you have
changed it. If so, use your personal password to log in.

If you are not able to log into UTRAIN, you can call the helpdesk (8-
8800) to have your password reset.
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Content Selection PeopleSoft.
User Productivity Kit
UTRAIN @ HCCS

Select Content

Content/Player for PeopleSoft (PSCT)
Content/Player for PeopleSoft 8

Content/Player for PeopleSoft 8 (HR)
Content/Player for PeopleSoft 9 (SA)

Step Action

7. Click the Content/Player for PeopleSoft 9 (SA) link.

Content/Player for PeopleSoft 9 (SA)

@ All PeopleSoft training is conducted through UTRAIN. Each link will
bring you to a different training module.

Content/Player for PeopleSoft (PSCT) = This is the training
module used in Instructor-Led training

Content/Player for PeopleSoft 8 = This is the training module
for Financials

Content/Player for PeopleSoft 8 (HR) = This is the training
module for Human Resources

Content/Player for PeopleSoft 9 (SA) = This is the training
module for Student Administration
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Oracle User fayl - references | Help | Close
Productivity Kit C‘_a ee itlo | (&) v itg ﬂ <now It ﬁj: tig

er FA Disbursement

Introduction

Step | Action
8. Click the Expand Section button to the left of PeopleSoft v9 Basics -
Required to open the module.
+
9. For the Financial Aid & Student Financials course, click the Expand Section

button to the left of Financial Aid & Student Financials to open the lesson.

For the Admissions, Campus Community & Student Records course, click the
Expand Section button to the left of Admissions, Campus Community &
Student Records to open the lesson.

+

0

If the page pictured above does not display, check your pop-up blockers in the Tools menu of
Internet Explorer.

> Select Tools from the Internet toolbar

> Select Pop-Up Blocker

> Ensure Pop-Up Blocker is turned OFF

Delete Browsing Histary...

a
| Pop-up Blocker (3  Turn Off Pop-up Blocker =

Phishing Filter » Pop-up Blocker Settings
Manage Add-ons »

Windows Update

\Windows Messenger
Sun Java Console

Internet Options

In this picture, the Pop-Up Blocker is toggled ON.
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Oracle User
Productivity Kit

Lowan T e
C Bearch | @ Introduction te Admissions & Campus Community
= Al The Admissions module manages and tracks all received applications. This module includes
a@ wide vanety of mguiry panels that allow you to view summary information for both
I (SA9) PeapleSoft vd Basics - R d prospective sludents and appheants such as test scores or lngh school ranscnpt data. Thes
i s maodule is also capable of handling other tasks such as evaluating applications and loading

Community, Admi Student Recards "
Al o external test score data, just to name a few

'y Community & Student Recoed:
tudent Fin

il Aad & I

4 Basics + Financial Aid & Student Financials The Campus Community module 13 considerad the hub, or backbone, of the entire student

milormaton system. Thes module 15 where a wide vanety of demographec and biograpine data

- (SAD)

& (SA9) Viewing Information
v & (3A9) Faculty/Se¥ Serice Informaticn
T A (SA5) Admgsio

ion 1o PeopleSed Student Admi s stored. Gampus Gemmunity stores data abaut people, including students, facuty, and

administrative users,

Introduction to Student Records

© & (SAY) Studenl Recards: The Student Records madule tracks students from admission to their departure fram HCG

+ o (SAD) Student Financiats In Student Records, all academic infarmation, such as student program and major,

+ & (SA9) Financial Aid enrcliment and grades, is captured and tracked to compile a complete history of their studies
+ & (5A9) Cashier FA Disbursament here, ncheding the official and unollicial ranscnpls.

Intreduction

Playback Mode rimee..~< | Help | Close

Step

Action

10. For the Financial Aid & Student Financials course, left-click the
topic, v9 Basics + Financial Aid & Student Financials.
For the Admissions, Campus Community & Student Records
course, left-click the topic, v9Basics + Admissions, Campus
Community & Student Records.

11. To view the training for the first time, click the Try It! button
under the Playback Mode box.

12. Once you are comfortable with the material, return to the topic,

and click the Know It? button under the Playback Mode box.

®)

The Try It! mode is to be used in as practice. This will not satisfy
your training requirements for security. Individuals that choose to
complete the training through the self-paced option, and not attend
an instructor-led class, must pass the Know It? mode in order to
maintain security access.
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