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Training Enrollment for Managers 
 
You can access the Training Enrollment 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: 
 
• Tasks as an Employee 

o Logging into @ Your Service 
o Searching for a Course 
o Enrolling for a Course 
o Canceling Enrollment 
o Viewing Training Summary 

• Tasks as a Manager 
o Enrolling Employees for 

Training 
o Viewing Employee Training 

Summary 

 

Tasks as an Employee 
 

Logging into @ Your Service 

  

Step Action 

1.   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". 

2.   Press [Tab] to move to the password field. 
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Step Action 

3.   Enter your password into the Password field. 

4.   Click the Sign In button. 
 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
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 

  

Step Action 

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

 
2.   Click the Request Training Enrollment link. 
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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 CC0006 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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Step Action 

3.   Click the Search by Course Name link. 
 

 
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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Step Action 

5.   Click the Return to Request Training Enrollment link to select a 
different search feature. 
 

 
6.   Click the Search by Course Name link. 

 
 

7.   Click in the Course Name field. 
 

 
8.   Enter the desired “keywords” into the Course Name field.  

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

  

 
Step Action 

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

 
2.   Click the Request Training Enrollment link. 
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Step Action 

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

 
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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Step Action 

6.   Click the Details button. 
 

 
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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Step Action 

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

 
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. 
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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 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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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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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 enrollment will 
also show under your Training Summary. 
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Canceling Enrollment 

  

 
Step Action 

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

 
2.   Click the Cancel a Course Enrollment link. 
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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  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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Step Action 

3.   Use the scrollbars to navigate if necessary. 

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

 

 
Step Action 

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

 
2.   Click the Training Summary link. 

 
 

3.   Use the scrollbars to navigate if necessary. 
 
 
 
 
 
 
 
 
 
 
 
 

 

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

 

Enroll Employee for Training 
 

 

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.   
 

 
2.  Click the Manager Home link. 

 
 

3.   Click the Training and Development Home link. 
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Step Action 

4.   Click the Request Training Enrollment link to submit a training request 
for one of your employees. 
 

 
5.   Click the Search by Course Name link to search for an available course. 

 
 

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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Step Action 

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

 
9.   Click the OK button. 
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Step Action 

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

 
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. 
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Step Action 

12.   Click the Continue button to submit your training request. 
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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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Step Action 

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 

  

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.   
 

 
2.  Click the Manager Home link. 

 
 

3.   Click the Training and Development Home link. 
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Step Action 

4.   Click the Training Summary link. 
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Step Action 

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

6.   Click the Org Chart diagram. 
 

 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
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. 
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Step Action 

7.   Click the Name link. 
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Step Action 

8.   Use the scrollbars to navigate if necessary. 

9.   Click the Return to Select Employee link. 
 

 
10.   Click the Return to Select Employee link. 
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