Self Service Spotlight: Training & Development

After successfully logging into PeopleSoft HR, you will be directed to the Employee
Home page that contains a menu of available services. By clicking any of these links,
you can view your information and edit selected information contained in the PeopleSoft
HR database.

In this Self Service Spotlight, the Training & Development feature is being highlighted.
By clicking on the Training and Development Home link, you can view your current
HCC/HR training history and your formal education record on file in PeopleSoft HR.
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Training and Development Home Page — Viewing Your Training Information

When you click the Training and Development Home link on the Employee Home Page,
you will be directed to the menu below. By clicking on the Training Summary link, you
can view your HCC/HR training history starting with the fall semester 1999. Training
taken prior to that date has not been recorded in PeopleSoft HR.
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Training Summary Page

At this time, only courses offered by HR-Employee Learning and Organizational
Development (ELOD) are included in personal training histories. These include courses
in the College Leadership Program, College Office Professionals Program, Performance
Excellence Program, and General New Employee Orientation.

The HR Training Council, composed of leaders of all HCC employee training units, has
recommended that other internally provided training be captured and tracked in
PeopleSoft HR. This request is with IT pending completion of higher priority projects.
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Click the Training and Development Home link (at bottom of page) to return to the
Training and Development home page.



Training and Development Home Page — Viewing Your Education Record

To view your formal education record on file with HCC, click the Education link.
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Education Page

This page will show all of your completed formal education for which an official
college/university transcript has been received by the HR Records Department. If you
believe that your educational record is incomplete, it could be that no official transcript
for the conferred degree is on file. Official transcripts may be sent to HR-Records
Department MC 1120. At present, certificates, certifications, and licensures are not
included in your PeopleSoft HR education record.
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Click the Training and Development Home link (at bottom of page) to return to the
Training and Development home page.

Navigation within PeopleSoft HR

At the bottom of each PeopleSoft screen, there are one or more “Go to” links. Rather

than using your browser’s “Back” button, it is preferable to use these “Go to” links to
navigate between the pages.
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