Training Enrollment for Managers

Training Enrollment for Managers

You can access the Training Enroliment feature by starting from the @ Your Service
Homepage. As a manager, you have additional features to support the
management of your employee’s professional development. This job aid will assist
you with doing the following tasks:

e Tasks as an Employee e Tasks as a Manager
o Logging into @ Your Service o Enrolling Employees for
o Searching for a Course Training
o Enrolling for a Course o Viewing Employee Training
o Canceling Enrollment Summary
o Viewing Training Summary

Tasks as an Employee

Logging into @ Your Service

PeopleSoft HR System Sign In

User ID:

Password: (case sensitive)

Forgot vour password?

2 2007 Houston Community Coltege, 3100 Main, Houston, TX 77002, Ph.(713)718-2000
Eome Emergency Ph.(713)713-8883 Tenns of Use | Privacy Policy Copyright Notices

Step

Action

Your @ Your Service User ID is derived from your HCC business email
address.

For example, if your HCC email address is "jane.doe@hccs.edu" your @
Your Service User ID will be: "jane.doe".

Press [Tab] to move to the password field.
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PeopleSoft HR System Sign In

Forgot vour password?

2 2007 Houston Community College, 3100 Main, Houston, TX 77002, Ph(713)718-2000
Home Emergency Ph.(713)713-8888 Tenns of Use | Privacy Pokicy | Copyright Notices

Step | Action
3. Enter your password into the Password field.
4. Click the Sign In button.

R

<D

If you have never logged into @ Your Service, your initial password will be your birth-
date (MMDDYYYY) followed by the last four digits of your social security number.
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Searching for a Course

PeopleSoft.

Home Add to Favorites qn out

Search: Mew Window | Customize Page | w5

®

> My Favorites

> Employee Self Senice
> Manager Self Service
> Recruiting

> Reporting Tools

— Change My Password
|— llv System Profile

Training and Development Home

Training Information

Review your current HCC training histery (courses taken through the HREEmployee
Learning and Organizational Development Department only).

Training Summary

E Training Request
[ Enter a new training request or view the status of a previous request.

Request Training Enrollment
Cancel a Course Enrollment

Personal Development

Review your education record. For questions or updates, contact HREmployee
Records Department.

Education

GoTo:  Emplovee Home

Step | Action

1. Click the Training and Development Home link on the Employee Self
Service page.

raining and Development Homgl

2. Click the Request Training Enrollment link.

[Request Training Enroliment
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PeopleSoft.

Home: Add to Favorites. Sign out

Search: New Window | Customize Page | 15,

®

(- My Favorites ini

- Employee Seff Senvice Request Training Enroliment
(- Manager Self Service
[ Recruiting

> Reporting Tools

— Change Wy Password
— My System Profile

Ken Sae

Please choose one of the search methods below to find a course session

A

Search by Course Name

o

Search by Course Number

E2

Search by Location

Search by Date

‘"J"

f

Search by Program

g

@
&
g

Employee Home
Training and Development Home
Training Summary

O

Search by Course Name This search allows users to search by the course title. For
example, users can use keywords in the course title "Effective Communication”.

Search by Course Number This search allows users to search by the unique
alphanumeric code assigned to every course. For example, users can use the course
code CCOO0O06 that corresponds with the course “Effective Communication”.

Search by Location This search allows users to search for courses based upon the
location in which the training is to be conducted. For example, users can find all
available courses to be held at 3100 Main.

Search by Date This search allows users to search for courses between desired
dates. For example, users can find all available courses for a particular month, or
any defined block of time.

Search by Program This search allows users to search for courses that are tied to a
particular program. For example, users can find all available courses for the
“"Teaching and Learning Excellence” program. For this search feature, do not
enter any search criteria and you will get a full list of programs and courses.
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PeopleSoft.

Search:

®

[ My Favorites

- Employee Self Senvice
> Manager Self Service
> Recruiting

> Reporting Tools

— Change My Password

Request Training Enrollment

Course Search

Enter a full or partial course name and click the Search button to get a list of matching courses. Leave
the course name blank to get a list of all courses

Add to Favorites

Mew Window | Customize Page |

Sign out

=

B A

— My System Profile

Course Name: | H Search |

Course
Course Description HNumber

ET1010
1139301
1159902
WP5100
TT9601
TT9802
C52001
SP7331
TT9602
WP5103
TT9707
SP7270
8P7272
[a]

ADA Compliance View Available Sessions

Access 2002 (Off XP) Level 1 Mo Sessions Available
Access 2002 (Off XP) Level 2 Mo Sessions Available
Accountability: Who are They View Available Sessions
Acrobat 6.0 Basics No Sessions Available
Adding Quizzes in WebCT No Sessions Available
Advanced Connections No Sessions Available
Analyzing Perfermance Problems Mo Sessions Available
Application of Acrobat Mo Sessions Available
Appreciating Differences Mo Sessions Available
Assessment & Surveys Mo Sessions Available
Authentic Leadership Mo Sessions Available

Authentic Leadership Il Mo Sessions Available

Step | Action

3. Click the Search by Course Name link.

[Eearch by Course Marné]

4. Click the Search button.

Search Feature For each search type, you can omit search criteria, and the system
will return a complete list of all available courses. You can use the scroll bars to
navigate through the list.

<
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PeopleSoft.

Search:

®

[ My Favorites Request Training Enrollment

Add to Favorites Sign out

New Window | Customize Page |

> Employee Self Senice
> Manager Self Service
> Recruiting

> Reporting Tools

— Change My Password
|— llv System Profile

Course Search

the course name blank to get a list of all courses

Course Name: |cnmmunicatinn H Search |

Course
Humber

CCo001
CCo006

Course Description
Effective Communication View Available Sessions

Effective Communications 3 No Sessions Available

Return to Request Training Enroliment

Enter a full or partial course name and click the Search button to get a list of maiching courses. Leave

Step

Action

5. Click the Return to Request Training Enrollment link to select a
different search feature.
Return to Request Training Enrollmenﬂ
6. Click the Search by Course Name link.
Search bg Course Name]
7. Click in the Course Name field.
I |
8. Enter the desired “keywords” into the Course Name field.

For example, you can enter "communication".
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Enrolling in a Course

PeopleSoft.

Search:

[ My Favorites

- Employee Self Senvice
> Manager Self Service
> Recruiting

> Reporting Tools

— Change My Password
— My System Profile

®

Home Add to Favorites Sign out

Mew Window | Customize Page | /&,

Training and Development Home

Training Information
Review your current HCC training history (Courses taken through the HREEmployee

Learning and Organizatienal Development Depariment only)
Training Summary

ﬁ Training Request
[ Enter a new training request or view the status of a previous request,

Request Training Enroliment
Cancel a Course Enrallment

Personal Development

1o Review your education record. For guestions or updates, contact HR/Employee
Records Department.
Educatiort

GoTo:  Emplovee Home

Step

Action

1. Click the Training and Development Home link on the Employee Self
Service page.
raining and Development Homgi

2. Click the Request Training Enrollment link.

[Request Training Enroliment
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PeopleSoft.

Home Add to Favorites Sign out

Search: New Window | Customize Page | &,

®

[+ My Favorites

> Employee Self Semvice
> Manager Self Service
[ Recruiting

- Reporting Tools

Request Training Enroliment
Course Search

Enter a full or partial course name and click the Search button to get a list of matching courses. Leave
— Change My Password the course name blank to get a list of all courses

— My System Profile

CourseName; | accountabilly | [searen |
Course
|Course Description HNumber
Accountability: Who are They WP5100 View Available Sessions

Return to Request Training Enrollment

Step

Action

3. Click the Search by Course Name link, or you can use any search
feature applicable.
[search by Course Name]

4, Enter the desired “keywords” into the Course Name field.
For example, you can enter "accountability".

5. Click the Search button.
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PeopleSoft.

Home Add to Favorites Sign out

Search: Mew Window | Customize Page | &,

®

Request Training Enrollment
Course Detail

[ My Favorites

> Emplovee Self Senvice
> Manager Self Service
> Recruiting

> Reporting Tools

— Change My Password
— My System Profile

Accountability: Who are They

Course Code: WP5100

Description: In this interactive workshop, participants identify consequences of the "Blame
Game”, finger pointing and defensiveness and learn that by taking the initiative
and becoming accountable for their own behavior and results, outcomes are
mare positive.

Prerequisites: MNone

OK

Step | Action

6. Click the Details button.

A

7. Click the OK button to return to the list of available courses.

@ Details Button This feature will display the course description, and prerequisites.
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PeopleSoft. T v

New Window | Customize Page | &,

Search:

®
[ My Favorites
- Employee Self Service
> Manager Self Service
[» Recruiting
> Reporting Tools
— Change My Password

Request Training Enroliment
View Available Sessions

WP5100  Accountability: Who are They
Click on a session number in the list below to view session details or to request enrollment in the

— My System Profile session
WP5100 Accountability: Who are They
Session  Location Duration (Hours) ~ Open Seats Waitlisted
0005 Finemont Center 20 25 0

WP5100 Accountability: Who are They

Session Location Duration (Hours) ~ Open Seats Waitlisted
0003 3100 Main 30 17 0

Return o Course Search

Step

Action

8. Click the View Available Sessions link corresponding to the desired
course.
[view Available Sessions]

9. Click the Session link corresponding to the desired location.

For example, you can click the "0003” link to select the “"Accountability:
Who are They” course for the 3100 Main location.

0003
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PeopleSoft.

Home: Add to Favorites Sign out

Search: New Window | Customize Page | 15,

®

(- My Favorites

Request Training Enroliment
- Employee Self Service

Session Detail

(- Manager Self Service
[» Recruiting

> Reporting Tools

— Change Wy Password
— My System Profile

Ken Sae

Click Continue to submit your training request

Course: WP5100 Accountability Who are They
Session: o003

Location: 3100 Main

Start Date: 11/04/2008

Duration (Hours): 3.0
Language:

Prerequisites: Mone

Session Schedule
Date Start Time End Time
Tuesday 1110412008 9:00AM 12:00PK

If this session is full, place me on the waiting list.

Continue

Return to Course Search

Step | Action

10. | Click the Continue button to submit your training request.

This page displays the date and time information.

Before you continue with your training request, you should note the check
box located above the Continue button.

If this session is full, place me on the waiting list.
Continue |

If you select the check box, and the course is full when submitting your
training request, you will be included on the waiting list for the course. If
room becomes available, your training status will change to enrolled. If you
unselect the check box, and the course is full when submitting your training
request, you will not be included on the waiting list.
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PeopleSoft.

Home: Add to Favorites Sign out

Search: New Window | Customize Page | 15,

®

(- My Favorites
- Employee Self Service
(- Manager Self Service
[ Recruiting

> Reporting Tools

— Change Wy Password
|— My System Profile

Submit Request

Click the Submit button at the bottom of the page to complete your request

Course: WP5100  Accountability: Who are They
Session: 0003
Location: 3100 Main

Course Start Date: 11/04/2008
Duration (Hours): 3.0

Language:

EmpliD: 21542154

Submit

Return to Course Search [ List

Step

Action

11. | Click the Submit button to confirm and save the request.
12. | Your request has been submitted. Click the OK button.
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PeopleSoft.

Search:

Home Add to Favorites Sign out

Mew Window | Customize Pane | B,
®
[ My Favorites

- Employee Self Senvice

> Manager Self Service

> Recruiting

> Reporting Tools

— Change My Password

— My System Profile

Submit Request - Confirmation

Your requestwas submitted

Course: WP5100  Accountability: Who are They
Session: 0002
Location: 3100 Main

Course Start Date: 11/04i2008
Duration (Hours): 3.0

Language:

EmpliD: 21542154

Process Detail
Name Role Name Process Action Process Action Date
SaeKenP Originator Submit 09/11/2008

Go To: Emplovee Home
Training and Development Home
Request Training Enrollment
Training Summary

@ This page displays your confirmation information. You can print this page for your
records. An email will be sent to your official HCC email, and your enroliment will
also show under your Training Summary.
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Canceling Enrollment

PeopleSoft.

Home Add to Favorites

Search: MNew Window | Customize Page | 5

®

> My Favorites

> Employee Self Senice
> Manager Self Service
> Recruiting

> Reporting Tools

— Change My Password
|— llv System Profile

Training and Development Home

Training Information

Review your current HCC training histery (courses taken through the HREEmployee
Learning and Organizational Development Department only).

Training Summary

E Training Request
[ Enter a new training request or view the status of a previous request.

Request Training Enrollment
Cancel a Course Enrollment

Personal Development

Review your education record. For questions or updates, contact HREmployee
Records Department.

Education

GoTo:  Emplovee Home

Step | Action

1. Click the Training and Development Home link on the Employee Self
Service page.

raining and Development Homgl

2. Click the Cancel a Course Enrollment link.

[Cancel a Course Enrallment]
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PeopleSoft.

Add to Favorites

Search:

Mew Window | Customize Page | &,

Cancel Enrollment

Cancel Course Enroliment

®
[ My Favorites
- Employee Self Senvice
> Manager Self Service
> Recruiting
> Reporting Tools
— Change My Password
— My System Profile

EmpliD: 21542154 Name: Ken Sae

Customize | Find | View Al | 8 First K 742 orae B Last

Course Description Session#  Start Date Attendance

7 OR4001 CLP Orientation 0oo2 02122001 C Completed
8 OR4001 CLP Orientation 0003 08/01/2001 c Completed
9 OR4001 CLFP Orientation 0004 1110712001 c Completed
10 OR4001 CLP Orientation 0005 041102002 C Completed
11 0R4002  CLP Mentars 0001 09/27/2000 c Completed
12 SP7201 Strategies Course 0001 01/29/2001 C Completed

GoTo: Emplovee Home

Training and Development Home

[E) Save

This page displays a complete list of your training history and enrolled courses. You
can use the navigational links and buttons to find your desired enrolled course(s).

Show next row L This button will take you to the next set of courses. For example
for the information listed above, if you are viewing rows 7-12 of 34, this button will
show rows 13-18 of 34.

Show previous row [ This button will take you to the previous set of courses. For
example for the information listed above, if you are viewing rows 7-12 of 34, this
button will show rows 1-6 of 34.

Last This link will take you to the last set of courses. For example for the
information listed above, this link will show rows 31-34 of 34.

First This link will take you to the first set of courses. For example for the
information listed above, this link will show rows 1-6 of 34.

View All This link will display all rows at one time. For example for the
information listed above, the link will show all rows, 1-34 of 34.
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PeopleSOft‘ Home Add to Favoriies Sign out
Search: e e T : = &
15,Sera ) Leaiana betonpance 0002 06/22/2006 L Cancelled
@ Problems
(> My Favorites 20 SP7334 SettingPriorities 0001 01/30/2001 c Completed
 Employee Self Service 21SP7500  The Courage to Coach 0001 120412006 C  Completed
(- Manager Self Service
(> Recruiting 22 SP7514 Consensus Building 0001 01/30/2001 c Completed
[ eeidg fooie 23775401 Trainthe-Trainer P8 PEF NF 0001 07M8/2007 C  Completed
— Chanae My Password
— My System Profile 24 TT5402 Train-the-Trainer PS PEP Fac 0001 071182007 & Completed
25 TT5402 Train-the-Trainer PS PEP Fac 0005 08/21/2007 Cc Completed
ogTrapi  Econleadminiorkinng 0004 111312003 C  Completed
Manager
27 119323 PS PEP Supervisors 0013 081312007 (o4 Completed
28 WP5100  Accountability: Who are They 0003 11/04/2008 @Q Enrolled
29 WP5105 Dealing w/NegAttitude 0002 10/29/2001 C Completed
30 WP5106 Managing Conflictin Waorkplac 0003 05/07/2002 e Completed
31 WP5112 Effective Meetings 0003 10/10/2001 c Completed
32 WPB001 PEP Overview Training - All 0001 06/27/2008 G Completed
33 WPG002  PEP 2 Supenisor Training o010 08/07/2006 c Completed
34 wpes12  Leave &Time Entry 0012 1210212002 C  Completed
Processing
GoTo: Emplovee Home
Training and DevelopmentHome
B save
v

Action

Use the scrollbars to navigate if necessary.

Click the Look Up Attendance button for the course you wish to cancel.

- Page 16 of 31 -




Training Enrollment for Managers

PeopleSoft.

Home Add to Favorites Sign out

Mew Window | &,

Search:

b My Favorites Search by: |EnrolimentiAttendance | begins with

> Employee Self Semvice

> Manager Self Service
[ Recruiting

- Reporting Tools

— Change My Password
— My System Profile

Look Up Cancel | Advanced Lookup

Search Results

1303

Enroliment/Attendance Translate Short Name

E Enrolled
L Cancelled
s Sessn Wait

Step | Action

5. Select the Cancelled option from the list of items.

6. Click the Save button to confirm your request.

@ This page displays all courses. You will not receive an email for the cancellation.
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Viewing Training Summary

PeopleSoft.

Search:

®

(- My Favorites

- Employee Self Service
(- Manager Self Service
[» Recruiting

> Reporting Tools

— Change My Passwaord

Training Summary

Ken Sae

|— My System Profile Course Name StartDate EndDate Status Facility
Trainthe-TrainerPS /342007 083112007 Completed 3100 Main
PEP Fac

P2 PEP for Supenisors 08/31/2007 08/31/2007 Completed Central
Train-the-Trainer PS

PEF NF
Train-the-Trainer PS
PEP Fac

The Courage to Coach 12/04/2006 12/04/2006 Completed 3100 Main
Facultv/Scholar Intern

EacultvscholarInter  og/17/2008 08/17/2006 Completed 3100 Main
Mentor

PEP 2 Supenisor

EEP 2 Supenvisor 08/07/2006 08/07/2006 Completed
Training

EEP Qvenview Training

f'Er Ovenview Training og 5710008 0812712008 Complsted Northling
BeopleAdmin for Hiring 44/13:5003 11/1312003 Completed

Manager

Telephone Etiquette  07/21/2003 07/21/2003 Completed Eastside Center
Leave & Time Enf 12i02/2002 12/02/2002 Completed
Erocessing
Elective-
HandlingConflict
CLP-Orientation 04/10/2002 04/10/2002 Completed 3100 Main

0718/2007 07/19/2007 Completed 3100 Main

0718/2007 07118/2007 Completed 3100 Main

Westgate Center

Eastside Center

05/07/2002 05/07/2002 Completed Eastside Center

CLP-Litigation
LCLP-Litgation 0212112002 0212112002 Completed 3100 Main
Landmines

Elective-
WangingChnaiTransiti 01i25/2002 01252002 Completed 3100 Main

Elective-Delegation 11/13/2001 11/13/2001 Completed 3100 Main

CLP-Orientation 11/07/2001 11/07/2001 Completed 3100 Main
Elective-Dealing
Eleclive-Dealin 1012012001 1012812001 Completed 3100 Main

wihegAttitude

Sirateqles Effective
ﬁ‘;:‘fﬂn‘es Effeclive  40,10/2001 101012001 Completed 3100 Main

Internal Training

Home: Add to Favorites

New Window | Customize Page | /&,

Step

Action

Click the Training and Development Home
Service page.

raining and Development Homgl

link on the Employee Self

Click the Training Summary link.

raining Summary

Use the scrollbars to navigate if necessary.

@r This page displays completed, enrolled and waitlisted HCC courses only.
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Tasks as a Manager

Enroll Employee for Training

PeopleSoft.
Menw &

Search:

Home: Add to Favorites Sign out

New Window | Customize Page | &,

(- My Favorites
[» Employee Self Service Manager Home
[ Manager Self Service
I Ti ] it
DJLTZ;;:?;‘::;T Training and Development Home
Information

Review the training history of your direct reports and enroll individuals in training
courses.

[» Performance Management
> Recruiting Activities

[ Recruiting

[» Reporting Tools # Performance Management Home

— Change My Password Manage performance for your employees. Create, update, view and approve performance
— My System Profile reviews, or enter preliminary ratings and maintain performance notes on your employees.

Step

Action

1. To do tasks of a manager, you must navigate to the Manager Self Service
feature of @ Your Service. Click the Manager Self Service link.
[- Manager Self Senice]

2. Click the Manager Home link.
Manager Home

3. Click the Training and Development Home link.

raining and Development Homg
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Pe OpleSOft @ Home Add to Favorites. Sign out
Menu B
Search: New Window | Customize Page | /&, @
®
(- My Favorites
e e e Training and Development Home
b Timb Maragomert
§ i rraneo
I> Performance Management @ﬁ*ﬁ Review the training history of your employees or enroll them in courses.
> Recruiting Activities
Training Summary
> Recruiting Request Training Enrollment
[» Reporting Tools Cancel Course Enroliment - Mar
— Change My Password
|— My System Profile
Step [ Action
4. Click the Request Training Enrollment link to submit a training request
for one of your employees.
|ReguestTraining Enrollmenﬂ
5. Click the Search by Course Name link to search for an available course.
[search by Course Namé]
6. Enter the desired “keywords” into the Course Name field.
For example, you can enter "generation".
7. Click the Search button.

@ You can also use the same search features used in the Employee Self Service feature
of @ Your Service.
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PeopleSoft.
Menu O]

Search:
®

> My Favorites

> Employee Self Service

I~ Manager Self Service

> Time Management

[ Job and Personal
Information

I» Performance Management

I Recruiting Activities

> Recruiting

> Reporting Tools

— Change My Password

— My System Profile

Request Training Enrollment

Course Detail
Bridge the Generation Gap

Course Code: CC3501

Description: For the first time in history, there are four generations working side-by-side in the
‘workplace, and generational differences can have an impact. Responding to
generational diversity requires awareness of each generation's work ethic and
preferred communication style. Employees will learn the different characteristics
and expectations of the four generations at work and how to build a happier,
more preductive work environment.

Prerequisites: Mone

Add to Favorites Sign out

New Window | Customize Page | 5,

Action

Click the Details button to view the course description and prerequisites.

a

Click the OK button.
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PeopleSoft.

Home Add to Favorites Sign out
Search: New Window | Customize Page | 15,
[ My Favorites Request Training Enroliment
- Employee Self Service n = N
- Wanager Self Serice View Available Sessions
I Ti ] it . .
DJLTZ;;SZ?;;C‘E;T CC3501  Bridge the Generation Gap
Information Click on a session number in the list below to view session details or to request enroliment in the
I» Performance Management session
> Recruiting Activities
CC3501 Bridge the Generation Gap
E ;ecmr‘tt_i”g_r : Session  Location Duration {Hours) ~ Open Seats Waitlisted
eporting Tools
ey 0002 J.B. Whiteley Building 20 20 0
— My System Profile

Return to Course Search

Step

Action

10. | Click the View Available Sessions link corresponding to the desired
course.
[View Available Sessions|

11. | Click the Session link corresponding to the desired location.

For example, you can click the "0003” link to select the “Bridge the
Generation Gap” course for the J. B. Whiteley location.

0003

- Page 22 of 31 -




Training Enrollment for Managers

PeopleSoft.
Menw &

Search:
®

(- My Favorites

- Employee Self Service

[~ Manager Self Service
> Time Management
I Job and Persanal

Information

[» Performance Management
> Recruiting Activities

[ Recruiting

- Reporting Tools

— Change My Password

— My System Profile

Home: Add to Favorites

MNew Window | Customize Page | &,

Request Training Enroliment
Session Detail

Click Continue to select employees to be enrolled in this session

Course: CC3501 Bridge the Generation Gap
Session: o003

Location: -J.B. Whiteley Building

Start Date: 10/22/2008

Duration (Hours): 3.0
Language:

Prerequisites: Mone

Date Start Time End Time

Wednesday 10/22i2008 9:00AM 12:00PM

If this session is full, place the employees on the waiting list.

Continue

Return to Course Search

Step

Action

12.

Click the Continue button to submit your training request.
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PeopleSoft.
Menw O

Search:
®

(- My Favorites

- Employee Self Service

[~ Manager Self Service
> Time Management
I Job and Persanal

Information

[» Performance Management
> Recruiting Activities

[ Recruiting

- Reporting Tools

— Change My Password

— My System Profile

Request Training Enrollment

Select Employees

To add an employee to this training request, click on the box in the select column next to the employee’s
name. Tofind a specific employee, click on Search for an Employee. Employees that are not eligible for

this course appear in the lower grid and cannot be selecied.

Employees As of 10/22/2008

Direct Reports Eligible for this Training Session

Select Name

[ Camren Sillo
Ev Ball

] Jamye Claover
Jon Sue

[0 Tre Shavino
selectAl |

EmpliD Job Title
05640564  Government
30443044 Government

10091009  Psychology
68356835  Government
70767076  Psychology

Search for an employee

Continue

Return to Course Search

Soc&TchrEd
Soc&TchrEd
Soc&TchrEd
Soc&TchrEd
Soc&TchrEd

Home: Add to Favorites Sign out

New Window | Customize Page | J&,

Step

Action

13. Use the check box to select the employees you would like to enroll for the
selected course.
14. | Click the Continue button to submit your training request.
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PeOpleSOft; Home Add to Favories Sign out
Search: New Window | Customize Page | /&
PRI Submit Request - Confirmation
> Employee Self Service
[ Manager Self Service Your request was submitted

> Time Management
[ Job and Personal
Information
I» Performance Management .
b Recruiting Activities Course: CC3501 Bridge the Generation Gap
Session: 0003
> Recruiting
> Reporting Tools Location: J.B. Whiteley Building
— Change My Password
— My System Profile Course Start Date: 10/22/2008
Duration (Hours): 3.0
Language:
Ev Ball
EmpliD: 30443044
EmpliD: 68356835
GoTo:  Manager Home
Training and Development Home
Request Training Enrollment
Training Summary
v

15. | Click the Submit button to confirm and save your request.
16. | Click the OK button.

<

This page displays your confirmation information. You can print this page for your
personal records. An email will be sent to your official HCC email, and your direct
report’s enrollment will also show under Employee Training Summary. It is your
responsibility to share this information with your employee(s). An email will not
automatically be sent to him/her.
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View Employee Training Summary

PeopleSoft.
Menu &

Search:
[ My Favorites

> Employee Self Service Manager Home
I~ Manager Self Service
I» Time Management
[ Jab and Personal
Information
[» Performance Wanagement
I Recruiting Activities
> Recruiting
I» Reporting Tools # Performance Management Home
- Change Mv Password I1anage performance for your employses. Create, update, view and approve performance
— My System Profile reviews, or enter preliminary ratings and maintain performance notes on your employees

Home Add to Favorites Sign out

New Window | Customize Paqe | B

Training and Development Home

Review the training history of your direct reports and enrollindividuals in training
courses.

Step

Action

1. To do tasks of a manager, you must navigate to the Manager Self Service
feature of @ Your Service. Click the Manager Self Service link.
[- Manager Self Senice]

2. Click the Manager Home link.
Manager Homel

3. Click the Training and Development Home link.

raining and Development Homgl
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Training Enrollment for Managers

PeopleSoft.
Menu B

Search:
o]

[ My Favorites
> Employee Self Senice
[~ Manager Self Service
I Time Management
[ Job and Personal
Infarmation
I Performance Management
I Recruiting Activities
Manager Home
> Recruiting
> Reporting Tools
— Change My Password

|— llv System Profile

Training Summary

1o Favorites

Mew Window | Custamize Page |

Select Employee

To access an employee’s training summary, click on the employee’s name. To find a specific direct
report, click on Search for Employee. An org chart icon appears if a direct report has employee(s)
reporting to him/her. To see the training summary for those employees, click the org chart icon.

Transaction Effective Date:

Camren Sillo
EvBall
Jamye Clover
Jon Sue

05640564
30443044
10091008
68356835
70767076

Search for an employee

GoTo:

Tre Shaving

Manager Home

Government
Government
Psychology
Government
Psychology

Training and Development Home

Soc&TchrEd
Soc&TchrEd
Soc&TchrEd
Soc&TchrEd
Soc&TchrEd

Step

Action

4.

Click the Training Summary link.
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Training Enrollment for Managers

PeopleSoft.

Home Add to Favorites
Search: New Window | Customize Page | [,
(- My Favorites -

- Employee Self Service Tralnlng Summary
[~ Manager Self Service

I Time Management Jamye Clover

I Job and Persanal

Infarmation Internal Training

[» Performance Management Course Name StartDate EndDate Status Eacility

[» Recruiting Activities LEAD. with
7”_”& i 10/07/2008 10/07/2008 Enrolled John B Coleman Building
[ Recruiting Faculty
- Reporting Tools

Employees PS 09/19/2007 09/19/2007 Completed Central
— Change My Password FEF

— My System Profile

Facultv/Scholar
EaculviBCholar a41715005 08117/2008 Completed 3100 Main
Intern Mentor

Basic Faculty

Certification 07i21/2004 03/01/2005 Completed

Return to Select Emplovee

Goto:  Manager Home
Training and Development Home
Enroll this emplovee in an internal training course

Step | Action

5. Click the desired employee’s name in the Name column.

amye Clover
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Training Enrollment for Managers

PeopleSoft.
Menu &

Search:
®

Home Add to Favorites Sign out

New Window | Customize Pae | &

[+ My Favorites P

> Employee Self Service Tralnlng Summary

[~ Manager Self Senice Select Employee
I Time Management
[» Job and Personal

To access an employee's training summary, click on the employee's name. To find a specific direct
report, click on Search for Employee. An org chart icon appears if a direct report has employee(s)

Infermation
I Performance Management reporting to him/her. To see the training summary for those employees, click the org chart icon
I» Recruiting Activities )
Transaction Effective Date:
[» Recruiting
> Reporting Tools Direct Reports For Ken Sae
— Change My Password 2
|_ My System Profila Name EmpliD Job Title
Camren Sillo 05640584 Government Soc&TchrEd Eﬁ
EvBall 30443044 Government Soc&Tchred
Jamye Clover 10091009 Psychology Soc&TchrEd
Jon Sue 68356835 Gowvernment Soc&TchrEd i
Tre Shavino 707670786 Psychology Soc&TchrEd

Search for an employee

GoTo: ManagerHome
Training and Development Home

Step

Action

6.

Click the Org Chart diagram.

(@]

04

To find a specific direct report, click on Search for Employee. An org chart icon
appears if a direct report has employee(s) reporting to him/her. To see the training
summary for those employees, click the org chart icon.

- Page 29 of 31 -




Training Enrollment for Managers

PeopleSoft.
Menu &

Search:

Home: Add to Favori

New Window | Customize Page | B
[ My Favorites P
- Employee Self Service Tralnlng Summary
= Manager Self Senice Select Employee
[» Time Management
> Job and Personal To access an employee’s training summary, click on the employee’'s name. To find a specific employee
Information

click on Search for Employee. To see an employee’s direct reports, click on an org chart icon
I> Performance Management

I» Recruiting Activities
anager Home

Direct Reports For Camren Sillo Ei
Egecrur\ltmg_r ! lame Employee ID Job Title Department
eporting Tools N
- Change Wy Password 2na bl 85633563 Instr Soc&TehrEd

|— My System Profile

Return to Select Emplovee

Step | Action

7. Click the Name link.
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Training Enrollment for Managers

Pe OpleSOft ° Home Add to Favorites
Search: New Window | Customize Page | B, 4
[ My Favorites P
- Employee Self Service Tralnlng Summary
[ Manager Self Service

[» Time Management Ana Hill
[» Job and Personal
Information intemal Training
I Performance Management Course Name Start Date End Date  Status Eacility
[» Recruiting Activities Accountability
-”‘-h: are The 11/04/2008 11/04/2008 Enrolled 3100 Main
— ¥ho are They
[ Recruiting Ennegagram  11/01/2008 11/01/2008 Sessn\Wait Commercial Truck Driving Ctr
> Reporting Tools Preventin
— Change Wy Password S EE,
f;"‘;ﬂs‘i':l ;fﬂgiwum Sewal 10/01/2008 10/31/2008 Enrolled
My System Profile
Harassment
Enneagram  06/24/2008 06/24/2008 Enrclled 3100 Main
The Courage 45040007 12/04/2007 Completed 3100 Main
o Coach
Idastering
Pedormance 11/29/2007 11/30/2007 Completed 3100 Main
Revi
Suvival Skills 10/11/2007 10M11/2007 Completed 3100 Main
Bridge the
Generation  10/03/2007 10/03/2007 Completed 3100 Main
Gap
PSPEP )
08/M5/2007 08/5/2007 Completed Town & Country
Supenisors
Delegation 07/113/2008 07/13/2006 Completed Central
TCHR 05/30/2006 05/30/2006 Completed 3100 Main
Liigalion  nainamnns 03/08/2006 Completed 2100 Main
Landmines ||
SUalenies 4419005 12/02/2005 Completed 2100 Main
Courss
Managing
C cti 10/25/2005 10/25/2005 Completed Town & Country
10/19/2005 10/19/2005 Completed 3100 Main
Qrientatian
~

Step | Action

8. Use the scrollbars to navigate if necessary.

9. Click the Return to Select Employee link.

[Return to Select Emplavee|

10. Click the Return to Select Employee link.

Return to Select Emplo ee|
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