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Training Administration
Overview

The City of Hamilton’s Training Administration system has been set up with the following
objectives:

1. To create a single source of record for employee training data

2. To streamline and automate course enrolment

3. To automate manager approvals

4. To track certification and training expiry dates

5. To automate notifications to leaders, employees and administrators
6. To enable management of job specific training needs

7. To enable adherence to compliance standards for legislated requirements

The City employs the PeopleSoft module called “Administer Training” to enable the
administration of record keeping for the organization’s various training activities and needs.
PeopleSoft enables the ease of enrolling, tracking, storing, and reporting on the organizations
training data. As PeopleSoft is the primary finance and human resources software at use in
the City, all employees have access to the system and Training Coordinators and leaders

have access to all employee training records.



User Roles

The City of Hamilton has identified the following roles with responsibility to administer or
utilize PeopleSoft Administer Training Module:

Training Administrator

Training Administrators are super users who have full access to all PeopleSoft training
menus and core tables and oversees the functionality of the tool. This group includes the
Human Resources Management Systems team and Organizational Development and
Learning, In addition, key persons from Police and Library may have access as
Administrators for their respective board or agency.

Training Coordinator

Training Coordinators are users who are designated to manage training within their
departments or divisions. These users administer training sessions and will view most of the
menus in the training system but will not have access to edit or update all setup tables and
fields. This group will include staff who are identified by the City’'s departments and divisions.

Manager
The term “Manager” is intended to refer to direct people leaders.

Employee

The term “Employee” refers to all City of Hamilton employees who are active in PeopleSoft.

Workflow Administrator

The Workflow Administrator is a user who can take various administrative actions on a
workflow process to ensure that the system is functioning appropriately. The Workflow
Administrator does not generally administer training but has access to the entire system and
Is able to assist in workflow processes that are stuck for various reasons (ie: Manager on
leave and did not delegate).



Responsibilities Attached to Each Role:

Activities Training Training Leader Employee
Administrator - Coordinator
Super User (HR)
Courses Create, Edit, View [Request, View|View View
Course Sessions |Create, Edit, View [Create, Edit, [View View
View
Enrol Students [Create, Edit, View |Create, Edit, Employee Self-
View enrolliment
Change Create, Edit, View |Create, Edit,
Attendance View
Status
Employee Update, Edit, View Update, Edit, |View View
Training Records View
Close Course Create, Edit, View |[Create, Edit,
Sessions View
Training Reports |View, Run View, Run View, Run

and Queries

Add New License
or Certification

Create, Edit, View

View

Attach Licences |Update, Edit, View [Update, Edit, |View employeeView their own
and View license orcert |license or
Certifications certification
Approval and Update and

Delegate Assign

Training Request

Add Vendor

Create, Edit, View

View, Request

Add Facility

Create, Edit, View

View, Request




Training Coordinators — Getting Started
The Role of the Training Coordinator

Training Coordinators are users who are designated to manage training within their
departments or divisions and are provided with appropriate security to access PeopleSoft
Training Administration. Coordinators have the ability to administer training sessions and will
view most of the menus in the training system but will not have access to edit or update all
setup tables and fields.

Training Coordinators perform the following functions:

- Submit course request for new courses
- Creating and manage course sessions
- Enroll students

- Add licenses or certifications to student
- Manage waitlists

- Update training records

- Run reports and queries

Training Coordinators also have the ability to view training history for all employees, and can
view license and certifications for employees within their departments and divisions

Training Coordinators are responsible for the following:

- Maintaining divisional training and licensing data in system

- Ensuring that data is maintained in PeopleSoft post-go live period

- Ensuring quality data is being entered into the system

- Administering PeopleSoft Training Administration for Division on an ongoing basis

- Ensuring that courses are closed off in timely manner

- Training additional Training Coordinators in section/division/department as necessary

- Educating leaders and employees about how to navigate and use the system

- Acting as resource to your section/division/department employees and leaders with
regard to effective use of the system

- Providing feedback and suggestions on system enhancements and continuous
improvement opportunities



Training Administration Process Overview

Input: Course
Needs to Be
Created

Course Course Session
Creation Creation

Licenses and ‘

Certifications Querles

Information to be Included in PeopleSoft

Courses/Training that are required for Courses/Training that are NOT required for
everyone in that position everyone in that position

Courses/Training that are legislatively Courses/Training that are not aligned to the
required work of the City

Licenses and Certifications that are required = Non-courses such as webinars,

for all employees in a position or are of conferences, lunch and learns unless valid
value to the City reason

Information that is used and accessed by Information that does not need to be
management on a regular basis** accessed

Typically Paid for by the City Typically one-off individual courses paid for

by the employee
Reoccurring Registration

If in doubt of what courses, licenses or certifications to include in PeopleSoft, contact
the Training Administrator at x5478 or learning@hamilton.ca
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Basic PeopleSoft Navigation

Signing in to PeopleSoft

| Step One: Open your Internet Browser and navigate to the eNet Home page.

| Step Two: Click on ‘My HR Info’ under Applications. This will open the PeopleSoft signin page. |

4 Hamilton

Depanmernts . Who's Doing Chy Folcles & Oty Infoe
Whart Leadership Pocoaures an Tectnology Gureines

Unique Rental Spaces

{ at City-owned Museums

Discounts available for City meetings.
Book early lo avoid disappointment

L

City Announcemerts Festured Video Applications

Tokal Semiibe Slainewet Fisum vay s tiine o

brforration Tectmoogy

-

[iTh Events

Step Three: On the PeopleSoft Sign In page, enter your Network User ID (in caps) and your
Password that was provided to you in an email from the Workflow Administrator.

As a Training Coordinator, you must use your Core PeopleSoft ID to log into the system.
This is a different log in from your employee self-service log in.

Your Core User ID log in is as follows:

A. Your Network Sign On in full caps. A maximum of 8 Characters, which includes the
first letter of your first name and up to the first seven letters of your last name.

Example:

Aine Leadbetter = ALEADBET (8 characters)
Darlene Power = DPOWER (6 characters)
Jane Doe = JDOE (4 characters)
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B. Your Password will be assigned and provided by the Workflow Administrator.

» If a Training Coordinator does not remember their password, use the “Forgot
Password” option to obtain a new password.

[B My HR Info

Hamilton

Copyright © 2000, 2015, Oracle andior its affillates. All rights reserved.

Step Four: Click the Sign In button

You are now signed in to PeopleSoft as a Core User!

10




Navigation

To access a specific module, click on the Module Name link. This is located on the left-hand
side of the screen.

4 Hamilton

Faoowns » N,

By clicking the arrow on the left of the module name, you will be able to view the
functions/areas contained within that specific module.

Voo o -

By clicking on the title of the module, a new page will open where you will be able to view the
functions/areas contained within that specific module.
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Contact Information Set Up

Training Coordinators MUST have a valid business email address and business phone
number documented in PeopleSoft. Without a valid email and phone number, Training
Coordinators will not be able to view their course sessions and the session will not be
available for enrollment.

Both business email and phone number must be checked off as ‘primary’ and ‘preferred’ in
order to access, view, and manage course sessions that the Coordinator sets up. PeopleSoft
uses these settings to identify an administrative role level's access to specific components
within PeopleSoft.

Process to Change Email and Phone Number:

1) Training Coordinator navigates to Self Service Page.

2) In the ‘My Contact Information’ review email and phone number information.

3) Training Coordinators MUST ensure their business email address is set to Primary and
business phone number is set to Preferred.

Review Primary Email Address in PeopleSoft

If a user has a City of Hamilton email address, this is automatically setto “primary” in the
system and is not changeable. Training Coordinators should review to ensure that it correctly
identifies their City email address. If it does not, attempt to change the email as per the steps
below. If unsuccessful, contact the Training Administrator.

12



Step One: Navigate to “Update my Email Address” in the Employee Self Service Home
Page.

Navigation: Log into PeopleSoft > go to Employee Self Service Home Page > My
Contact Information > click Update My Email Addresses.

Favonmes « Mar Mo«
[ Al * les AQVANCHO DeArN
Fecsonsle et | Liyos ? Mot
Munu
Bearch My Poisunsd Wifatmaton
Ml Dty
150 y
anehits My Pay
AT -
' .} » olopm ||
tor Traning 1wt
ICW
>
teporting Teol b Opportunilios My Allnndiands
Vwery ALAIC VIewtx] Gne e ey Pave Deen arteind it e
R Too . LAY B D OFFy e REnd waebly (o
Vorae,
e AnLW
L
L aorneng and Development I Manage Dolngation
Uined 0 cloinoate actagt. and ravime responaiodry s
Marmper Saf Denk e et on

Step Two: Ensure your business email address is the “Primary Email Account” and save.

Navigation: On the Email Addresses page make sure your business email address is
checked off as ‘Primary Email Account’ > click Save > click Home to return to My
Contact Information Page.

i Hamilton

. ey — o b - " (ST IR T B
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Setting Phone Parameters:

Step One: Navigate to “Update My Phone Numbers” from Employee Self Service Home Page

Navigation: On the Employee Self Service Home Page > under My Contact Information
> click Update My Phone Numbers.

Fdanring « Man iy o

[ M v

Parsonaize

Step Two: Review Phone Numbers and select your business phone number as the
“Preferred” and save.

Navigation: On the Phone Numbers page, your business phone number should be

checked off as ‘Preferred’ > click Save > click Home to return to My Contact Information
Page.

F ey > M Sy v Vel Fene . Wy Comm mRTIn - EEe At Fhore NurSes

Darlene Power
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Step Three: If your Business phone number does not appear as an option, add your
business number

Navigation: on the Phone Numbers page > click Add > add your number > click Save

¥ aoeney v amn Sy v Bef! Fenyr - Wy (o EITENGn - T AN Fhore ALrTers

s Numbers

Darlene Power

Prome Numbers

Step Four: A confirmation message will appear once preferred phone number is saved.
Click on “OK”

Favorites « Main Menu - » Self Service » > My Contact Information ~ > Update My Phone Numbers

Al -

Phone Numbers

Save Confirmation

V The Save was successful.
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Training Administration
Courses and Sessions

Viewing Courses in PeopleSoft

Training Administrators can look up courses using course code, department naming
convention, or the specific title of the course.

| Step One: Navigate to “Find Existing Value” tab

Navigation: Main Menu > Administer Training > Define Course/Cost Details > click
Courses > Find an Existing Value tab will appear.

| Step Two: Under Course Code, type in the 6 digit course code.

Favorites « Main Menu - » Administer Training + » Define Course/Cost Details v > Courses

Courses

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

Find an Existing Value

Course Code is 6 digits.
(two letter department code followed
by four numbers) OR use two letter
department code for alist of
department courses

Search Criteria

Course Code|begins with ’l@ Q
Description| begins with

Internal/External | = v| |

Course Type|= M v|

[include History [ case sensitive

=]
Search Clear Basic Search = Sawve Search Criteria

NOTE: for a list of Department Naming Conventions, see below.

BD — Building Division FD — Hamilton Fire Department

CH — City Housing Hamilton HS - Healthy and Safe Communities

CE - Corporate Employees PE - Planning and Economic Development
CM - Corporate Management PW — Public Works

CO - City Manager’s Office RC — Recreation Division

CP — Corporate Services
16



Step Three: If the course code is not known, a search can be conducted using the title of the
course or a word contained in the course title.

Navigation: In the Description field > type in the course title > OR click the drop down

box and choose ‘contains’, then enter a word that the course title you are looking for
may contain > click Search.

Frowies « N et « Anmitalel Tigsing « Oefne CuuneOus) Delsls « Cowses

In Description, select
“Contains’

Courses

Feod an Bamsting Value

Search Cnteria

Description uses the
title of the course or a
= word in the title

IntermaliExserny
Caurse Type v

Inchede Mistory Tane Bemsitive

| Step Four: Click “Search.” A list of courses with the associated word in the title will appear.

| Step Five: Click the course that you want to view.

Favortes « M Meny « Adivwviester Trmng « Datowe CourseiCont Drtals « Courses

Courses

Fend an Existng Value

Soarch Criterin

|} | VvV
v
InternalExtarnal v
Course Type v v
Include Mistory Cane Sannitive

=TT Cheat Lok T

Search Results
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The Course screen will appear for you to view course information. On this page you will see
the following:

- team Menu « > Aowwister Traming »  »  Define CoorsaiCost Délais » > Courses
Course Mrofile. | Reguined inst Comps/Accomas || Proregs Goal Equoment || Cataloy | Descroton | Retated Course Cotes

Course CEDO0A

“Tithe NewEmpioy e Approval Required
shor Tile NEO “Course Siatus | Aclve v
Creation Date 100172008 &} Revision Dats "
“Internal/External | Internal v ¥ Session Adminstrabon
“Course Type NA . Multiingual Course
*Primary Delivery Metod | [rstructor Led Classtoom ’ Instructor Comps/Accomps Reqd
MarvMax Swdent 19 24
Duration Tene 0 Duratson Unit| How v
Course Units Course Ofering | Quaris: v
Schoal Code/School
|\ Save 2 Retum 1o Search 1| Previous inList 4] Nextin List =1 Notify e AGY ol Inclide History * Comedt History

Course Profie | Required »

s Compe/AL

5 | Equipment | C:

H Hamilton rezcero

TRy « tham Meny « » Agwwste! Trening « o+ Dafiog CowrsaiCost Dotals »  + Courses

Course Prodile Reguined instt Comps/Accomps Proregs Goal Equepment Jescrpton Retated Cour o
Course CEDO0A
“Tale NewEmpioysednentation-CE Approval Required
shor Tite NEO “Course Status | Aclve v
Creation Date 10172008 |y Revision Dats Gt
“IMernal’External | internal v ¢ Session Administrabon
“Course Type NA hd Muttilingual Course
*Primary Delivery Method | Insiructor Led Classroom . Instructor Comps/Accomps Reqd
MayMax Stdent 10 24
Duration Tene a0 Duratson Unit | Hour v
Course Units Course OMecing  Quarie) v
Schodl Code/School
| Previous in List & | Nextin List =1 Notify . A0 ol Inclide History 4 Comedt History

3 | Freregs 5oafs | Equipment | Catalog | Description | Related Courze Codes
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Requesting A New Course

Training Coordinators do not have the ability to set up a new course in PeopleSoft. When a
Training Coordinator requires that a new course be set up they must submit an online
request, accessed through PeopleSoft, and include key information to enable the creation of
the course. This request is fulfilled by the Training Administrator, who creates the new course
in PeopleSoft. Once the course has been created, the Training Coordinator will receive an
email notification with course information.

To Add a New Course:

A new course is identified within a Department/Division/Section and information is given to
the Training Coordinator to arrange for set-up in the system.

1) Training Coordinator searches PeopleSoft to ensure that this course does not currently
exist in the system

2) Training Coordinator completes the New Course Set-Up Request Template.

3) New Course Set-Up Request is submitted automatically to the Training Administrator in
Human Resources to set-up and assign a course code.

4) Once New Course Set-Up Request is processed, Training Coordinators receives an
automated email confirming the course set-up and course code.

5) Course sessions can now be created for the course by the Training Coordinator.

Step One: Check PeopleSoft courses to ensure that this course does not already exist in the
system. (see Viewing Course in PeopleSoft)

Step Two: If there is no existing course in the system, complete the New Course Set-up
Request Template.

1. Locate the New Course Set-Up Request Page in PeopleSoft, and click the link to set up a
new course

Navigation: Main Menu > COH Custom > Administer Training — Custom > New Course
Set-up Request

19




2. Enter the title of the course in the “Add a New Value” tab that appears. Click on “Add” to
proceed.

Fuvorbes « Mam Meew « COM Cusloim « Ackriesater Training - Cuslom « Mew Couwse Sed-up Heques!

New Course Set-up Request

Add » Now Valus

30 character maximum.
The last 3 characters will consist
of a hyphen and the two letter
department code, eg. -PW

Fukd

Step Three: Provide information about the course as requested in the fields within each
section.

1. Fill out required fields in the New Course Set-up Request. Required fields are identified
with an asterix *. Fields are identified in \Appendix A: Fields and Descriptions for New
Course Request Template

NOTE: All fields must be populated in order to submit successfully. If information in
the open fields is not applicable, please indicate n/ain the box. If arequired field is left
empty, an error message will be received upon clicking save.

20




Below is an example of a completed request:

Favorites = Main Menu = » COH Custom » > Administer Training - Custom » > MNew Course Set-up Request

New Course Set-up Request

all course titlesend with a

Requestor: User ID:
Course Profile N hyphen and the two letter
*Course Title: Test Course-PW “Int xternal: [ Internal v department code, eg -PW
*Course Type: *Primary Delivery Method: [+ nsmigVicka
Min/Max Students: *Min # 10| *Max # 15 Sessiorn Achiniituisl?  Yax: vV No;
*Duration Time: 20 *Duration Unit: |H Q

*Course Offering Occurence: | Quarterly v

Prerequisites/Goals

Prerequisite Course completion required? Q, %

License/Certification: Q) (granted to Employee after completetion of course)

If no prerequisite, leave
blank

Catalog Information

*Category Code: COMPETENC‘Q *Subcategory Code: |3PEQPLELDR Q

Description

*Course Title: |Test Course for Practicing New course Set-Up

*Target Audi |Sr. Project M r's and above
*Cost (per employee), if applicable: 5100 ” no COSt' th en
insert n/a
_ . " - . |Public Works
Cost Paid By (if applicable, indicate your Depariment's name):
Course Content Information:
*Description: |abc 123
Additional pertinent infor i pecial instructi to be viewed by employee on-line:
If none, then

<—

insert n/a

Does this course enrollment require manager approval? Yes: {;"1 No: D

= save

NOTE: Course Profile section - if ‘External’ is selected (ie. course is being delivered
by an external vendor) and vendor information is not already in the system (check
prior to filling out the ‘New Course Set-Up Request’, Training Coordinators will send a
requestto the Training Administrator to ‘Add a Vendor Request’.

NOTE: Description section — all the information populated in the description section
will be seen by the employee when they click on the course name through Employee

Self Service > Learning & Development > Request Training Enrollment.

2. Once complete, click Save.

21



3. The Training Coordinator will receive an online message confirming that the New Course
Request has been submitted for processing.

Message

New Course Request has been submitted to HR for input (26003,55)

Once HR has finished setting up your New Course Request you will be notified.

NOTE: Once the course is active in the system, the Training Coordinator will receive
an automated email confirming the course set-up and course code.

Creating a Course Session

Once a course has been set up in PeopleSoft and a course code has been received from the
Training Administrator, Training Coordinators are able to create sessions for the course.
Course sessions are scheduled training sessions where the course is being run. Whenever a
date and time has been established for a new class, Training Coordinators will create a new
course session in PeopleSoft to allow employees to enroll into the course.

Process Overview:

1) Training Coordinator must populate the required fields for creating a new course session.

2) Once the session information is saved, the course session will automatically be assigned
a session number and saved into PeopleSoft.

3) The session dates are now available for employees to view and enrol.

NOTE: You can create as many course session dates as required for a specific course
using the course code each time.

Step One: Create a Course Session

1. Through the main menu, click on “Administer Training”.
2. Click on “Define Course/Cost Details”
3. Click on “Course Session

4. Click the “Add New Value” tab

22




Navigation: Main Menu > Administer Training > Define Course/Cost Details > Course
Sessions > click Add New Value tab.

Favorites v | Main Menu + > Administer Training» » Define Course/Cost Details » > Course Sessions

Course Sessions
Enter any information you have and click Search. Leave field: for a list of all values.
Find an Existing Value Add a New Value

Search Criteria

Course Code Q
Course Session Nbr
Description

Course Start Date[=_____ V| )

Course End Date ]

Session Status|= v v
[JCase Sensitive

Search Clear | Basic Search |'_E1 Save Search Criteria

Find an Existing Value | Add a New Value

5. In the Course Code field, enter the 6-digit course code provided by email notification after
the New Course Set-Up Request has been completed.

Favorites - Meny Manu « » Admurster Trameng » > Define Course/Cost Datads » > Course Sessians

Course Sessions

Find an Exsting Vakse Add a New Value

3 Greyed Out! The system automatically
42tk s « assigns a number upon completion of set-up

Find an Existng Value | Add a New Value

6. Select “Add”. This will bring up the Course Session tab.
23



Step Two: Enter Course Session Profile Information

1. Populate the required tab fields with the appropriate information to create your course
session. DO NOT Press Save yet.

NOTE: For List of Course Session Profile Tab Field Descriptions, see Appendix B

Favorites « Main Menu - » Administer Training v » Define Course/Cost Details + > Course Sessions
Course Session Profile Location, Instructor Equipment Expense Course Session Admin
Course CE0084 retirement Course Status Active
Session Number 0000 School School Code
*Session Status M Session Administration
“Start Date BN End Date 5  [JRescheduled 4 fieldsto fill out.
St T \ Ed T v\ \ Other fields are
tart Time nd Time .
< e defaulted using the
Duration] 2.0 Duration Unit[Hour v/ course set-up info.
Minimum Nbr of Students| 10 Maximum Nbr of Students| 15

Session Language

If delivered by an External vendor. as
indicated on Course Set-up Request,
elect appropriatevendor name

Vendor ID (&3

Leave Blank.
Not used.
[ Save |[=] Notity % Add || 7] Update/Display

Course Session Profile | Location, Instructor | Equipment | Expense | Course Session Admin

NOTE: Some fields are pre-populated by the system using the course information.

24




Step Three: Populate Location and Instructor Information

1. Click on the “Location, Instructor” tab.

2. Under Facility, click the magnifying glass and choose your booked facility.

3. Click Select free Training Room. DO NOT click Save yet.

Favorites = Main Menu =

»  Administer Trainingw » Define Course/Cost Details » >

Course Session Profile Location, Instructor Equipment Expense Course Session Admin

Course CE0005  NewEmployeeOrientation-CE
Session Nbr 0000

Course Sessions

Defaulted fields - date, time
and duration using the Course
Session Profile information.

Course Status Active

Session Status _Activa

Training Location

First ‘4 1of1 '} Last

Start Date |06/18/2019  |[»]

End Date 06/18/2019 |[3)
Duration 8.0 Duration Unit

Facility (000004 |Q_Standard Life Building Vendor ID Training Facility Addre
Select free Training Roo

Room Code 1 Boardroom

tart Time |5:30AM End Time [4:30PM | [#][=

1. Facility- click
magnifying glass to
select and populate
information

Maximum Mbr of Students

Building
Floor Nbr 9TH
Instructor Find | View All First ‘&' 1of1 '} Last 2. Select free
Vendor Instructor ID Name Training Room
+ -
| Q V\ Select free Instructor #][=]
3. Only select ‘Vendor’ If Vendor ID’ field was populated on
the Course Session Profile tab, as course delivery is
) Save |[=] Notily External as indicated on Course Set-Up Request

"% Add || 7| Update/Display

Course Session Profile | Location, Instructor | Equipment | Expense | Course Session Admin

NOTE: If a facility location is not on the list, contact to Human Resource Training
Administrator to add to the list.

NOTE: See Appendix C: Location Instructor Profile Field Descriptions.
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Step Five: Enter the Cost Associated with the Course Session

1. Selectthe “Expense” tab

2. Click on the magnifying glass next to the expense field to look up expense type

Favorites = | Main Menu »  Administer Training » » Define Course/Cost Details » > Course Sessions
Course Session Profile Location, Instructor Equipment Course Session Admin
Course CE0005 MNewEmployeeQrientation-CE Course Status Active

Session Nbr 0164 Session Status Active

Expense Find | View All First ‘4 10f1 '}/ Last

EMPLOYEE @ Employee E=

[G) Save ||[GF Return to Search ||t ] Previous in List Mext in List | |[=] Notify Eh Add fZ Update/Display

Course Session Profile | Location, Instructor | Equipment | Expense | Course Session Admin

The “Look Up Expense Type” Table will appear

3. Select “employee” if costis per employee or Select “flat” if there is a flat fee for the
entire course.

Look Up Expense Type

Halp
Tution Experse Type | beging with v ||
Descrption | begins with v
Look Up Claar Cancal | Basic Loakup

Search Results
View 100 First ‘& 1202 b 132

TuiGon Cxpense Type Descripéion

EMPLOYEE Employee
FLAT Flat Cost
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4. Click ‘Save’

5. At the top of the page ‘Define Course/Cost Details, Select the drop-down arrow

Favores » Main Menu = » Administer Training » Define Course!Cost Dmo onirse Sessinng
Lourse Session Frohile Locabion knstracior Lauipmen Expense Course Session Admin \
Course CEODDS NewkmployeeOnentation.Cl Course Status Active
Session Nbr 0000 Session Status Active
Exponso Find | View Al Fest & 1of1 & Lam
EMPLOYEE Q £ mgloyes * -
() Save | %] Notify » Add | B UptateDmplay

Course Session Profile | Location, Instructor | Equgement | Expenses | Course Session Admin

6. Fromthe drop down list, select “Course Session Costs”

Define Course/Cost Details vi| > Course Sessions

Category/Subcategory

Catalog Costs

Courses

Course Costs

Course Sessions

Course Session Costs _
Catalog Organization

Program Information

O ) Om) 6L O 60 6r) @) 65

Tuition Expense Type
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7. When the “Course Session Costs Table” appears, click on the “Expense” Tab

Favorites = ‘ MMain Menu = > Administer Training » » Define Course/Cost Details + » Course Session Costs

Vendor Eacility, Instructor Eguipme

Course CE0005 MNewEmployeeOrientation-CE Course Status Active

Session Nbr 0165 Session Status Active

Start Date 08/15/2019

Session Expenses

Find | View All First ‘& 10of1 ‘® Last
Expense Type
| Currency CAD Q
Cost Unit| Hour Quantity 1
Business Unit Q Department Q

[F] Save ||[@" Returnto Search ||[=] Notify || &% Refresh

Vendor | Facility, Instructor | Equipment | Expense

8. Choose the appropriate Cost Unit from the drop-down menu
9. Enter the cost in the “Per Unit Cost” field

10. Press ‘Save’
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Step Six: Return to the course session and select Course Session Admin

Navigation: Click ‘Define Course Detail/Cost Details’ > select ‘Course Sessions’

NOTE: The last course session you were working on will appear. If the course
session is incorrect, click “Return to Search” at the bottom of the page and enter
course code associated with the course you are creating the new session for.

Favorites « Main Menu = »  Administer Training » » (Define Course/Cost Details ») > Course Sessions
Course Session Profile Location, Instructor Equipment Expense Course Session Admin

Course: CE0D05 NewEmployeeOrientation-CE Course Status:  Active
Session Nbr: 0162

Session Status: Active

Session Administrator Defaulted

Automatically

Special Instructions

i Save | |[=] Notify + Add || 7| Update/Display

Course Session Profile | Location, Instructor | Equipment | Expense | Course Session Admin

1. A session number will be automatically created and populated in the course

2. If required, you can override the defaulted Employee ID with another Training
Coordinator’s ID if required. To change the existing value, simply override with the new

Employee ID or click “ to search

NOTE: The Session Administrator’s ID is extracted from this page and used to
provide contact information in the Training Notification Emails, Training Reports, and
Learning & Development Self Service.

3. Click “Save”

The session date is now available for employees to view and enroll through
PeopleSoft.
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View Course Sessions in PeopleSoft

Once a session has been created, Training Coordinators can view the list of available
sessions attached to a course to ensure that their session has been added.

Step One: Navigate to the Course Sessions Table

Navigation: Main Menu > Administer Training > Define Course/Cost Details > Course
Sessions

Step Two: In the “Find an Existing Value” Tab, enter the Course Code.

Course Sessions

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

Find an Existing Value Add a New Value

Search Criteria

< Course Code begins with v | )

Course Session Nbr| begins with ¥

Description begins with ¥

Course Start Date = v 31
Course End Date = M 3
Session Status = v v

Case Sensitive

2
Search Clear Basic Search = Save Search Criteria
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Step Three: Click “Search.” A list of sessions associated with the course will appear.

Course Sessions

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

Find an Existing Value Add a New Value

Search Criteria

Course Code| begins with ¥ ||CE0005 Q
Course Session Nbr| begins with v
Description | begins with v

Course Start Date| = v El

Course End Date|= v EN

Session Status| = v v
Case Sensitive
Search Clear | Basic Search |1; Save Search Criteria

Search Results

View All First '*' 1-1000f184 '*' Last

Course Code Course Session Nbr Description Course Start Date Course End Date Session Status

CE00D5 0001 NewEmployeeOrientation-CE 12/09/2008 12/09/2008 Complete
CE0005 0002 NewEmployeeOrientation-CE 01/13/2009 01/13/2009 Complete
CE00D5 0003 NewEmployeeOrientation-CE 02/10/2009 02/10/2009 Cancelled
CE0005 0004 NewEmployeeOrientation-CE 03/10/2009 03/10/2009 Complete
CE000D5 0005 NewEmployeeOrientation-CE 04/15/2009 04/15/2009 Cancelled
CE0005 0006 NewEmployeeOrientation-CE 05/12/2009 05M12/2009 Complete
CE00D5 0007 NewEmployeeOrientation-CE 06/09/2009 06/09/2009 Complete
CE0005 0008 NewEmployeeOrientation-CE 07/14/2009 07M14/2009 Cancelled
CE00D5 0009 NewEmployeeOrientation-CE 08/11/2009 08M11/2009 Complete

Step Four: Review the list of sessions returned in the search results to ensure that the new
session has been added.

Step Five: Click on session to bring up session information.
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Session Information...

Course Session Profile Location, Instructor Equipment Expense Course Session Admin

Course CE0005 NewEmployeeOrientation-CE Course Status Active
Session Number 0164 School School Code
*Session Status | Active hd #| Session Administration
*Start Date 08/19/2019 |[3 End Date 08/19/2019 |3y Rescheduled
Start Time 8:00AM End Time 4:00PM
Duration 8.0 Duration Unit| Hour v
Minimum Nbr of Students| 10 Maximum Nbr of Students| 24

Session Language

Vendor ID Q
[ Sav [@h Return to Search t_| Previous in List =% Add Update/Display
Course Session Profile | Locafion, tmstroctortEquiprmemttExpense | Course Session Admin

Step Six: To view the next session date, Click ‘Next in List. To return to the Course
Session Home Page to view a different course session, Click ‘Return to Search’

NOTE: if this is attempted numerous times and sessions are not appearing, contact
the Training Administrator to troubleshoot. You may have forgotten to click ‘Save’
when you created the new session.
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Creating a Split Session

Training Coordinators can create a Split Session if a course session is being held on non-
consecutive dates/times, different locations, or where there is more than one primary delivery
method. For example, a split session would be used in a course where there was an online
component in addition to classroom delivered component, or where day one of the session
was held ten days prior to day two of the course.

Process Overview:

1) Using the course code received from Training Administrator, the Training Coordinator can
create course sessions of dates for employees to enroll into.

2) Training Coordinator will populate the required fields for creating a new course session.

3) To create a split session, the same steps for creating a single session are followed in
addition to inserting rows on the Location, Instructor tab.

4) Once the session information is saved, the course session will automatically be assigned
a session number and saved into PeopleSoft.

5) The session dates are now available for employees to view and enroll into.

NOTE: You can create as many split course sessions as required for a specific course using
the course code each time.

Step One: Navigate to Course Session, Add New Value Tab

Navigation: Main Menu > Administer Training > Define Course/Cost Details > Course
Sessions > click Add A New Value tab.

Favorites = Main Menu - >  Administer Trainingw » Define Course/Cost Details + > Course Sessions

Course Sessions

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

Find an Existing Valug Add a New Value 4*

Search Criteria

Course Code Q
Course Session Nbr
Description

Course Start Date[= v/
Course End Date 5

Session Status|= v v

[

[ Case Sensitive

Search Clear | Basic Search |_-i| Save Search Criteria

Find an Existing Value | Add a New Value
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Step Two: Enter the 6-digit course code provided by the Training Administrator and click on
“Add”

Navigation: under Add a New Value > Course Code >type the 6-digit course code >
click Add.

Favorites « Main Menu » » Administer Training » » Define Course/Cost Details » » Course Sessions

Course Sessions

Find an Existing Value Add a MNew Value

Course CDd

The system automatically

Course Session Nbr < assigns anumber upon
completion of
set-up at the last step.
Add

Find an Existing Value | Add a New Value

REMINDER: course codes are assigned by the Training Administrator and emailed to
Training Coordinator upon completion of the New Course Set-up Request.

Step Three: Fill in Course Session Profile information

Once the “add” button is clicked, a Course Session tab will appear.
Fill in the four fields: Start Date, End Date, Start Time and End Time

The start and end date entered are for the entire session. We will be splitting the session
into sections in following steps.
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Favorites = | Main Menu + > Administer Training » > Define Course/Cost Details « > Course Sessions

Course Session Profile Location, Instructor Equipment Expense Course Session Admin

Course CMOO77  Ethics, Trust, Respsbity-LOI-CM Course Status Active

Session Number 0000 School School Code

*Session Status Ml Session Administration

*Start Date 06/03/2019 |[3) nd Date |06/07/2019 D[ Rescheduled . .
- A 4 fieldsto fill out. End
tart Time 8:30AM End Time |4:30PM Date isthe last day of

Duration 50 Duration Unit[0dy ] the full session.

Minimum Nbr of Students| 16 Maximum Nbr of Students 5

Session Language

Vendor ID Q < Leave Blank. Not used.

[F]Save ||[=] Notify % Add || %] Update/Display

Course Session Profile | Location, Instructor | Equipment | Expense | Course Session Admin

DO NOT click Save yet.

NOTE: Some of the fields are pre-populated automatically by the system using the
Course Table information.

See Appendix B: Course Session Profile Field Descriptions for explanation of fields.
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Step Four: Click on Location, Instructor Tab

NOTE: Date, Time and Duration fields will be automatically populated using the
Course Session Profile data.

> Administer Training » > Define Course/Cost Details + » Course Sessions
Fields

Favorites « | Main Menu

Course Session Profile Equipment Expense Course Session Admin automatical Iy
populated
date,time and

Course CMOO77  Ethics, Trust,Respsbity-LOI-CM Course Status Active
duration

tatus Active

Session Nbr 0000

Training Location 4 1of1 ¥ Last

Start Date |06/03/2019

End Time [4:30Pm | [+][=]

End Date |06/07/2019 |[3]
Duration 50 Duration Unit

Facility Q Vendor ID Q Training Facility Address

Select free Training Room
Maximum Nbr of Students

Room Code
Building
Floor Nbr
Instructor Find | View Al First ‘&' 10f1 ‘&' Last
Vendor Instructor ID Name
Q Select free Instructor + =]

=+ Add 2| Update/Display

[F]Save ||[=] Notify

NOTE: Referto Appendix C: Location, Instructor Profile list below for details on fields

and descriptions.
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Step Five: Override Default End Date to reflect the end date of the first part of the session

If applicable, adjust the Start/End times for the first part of the session.

DO NOT click Save yet.

NOTE: Inthe following example, the end date entered in the Course Session Profile
Tab (Step Three)was entered as 06/07/2019. We are now changing the end date to
06/06/2019 as this is the first part of the session.

NOTE: In the following example, the duration was changed to 4 days to match the
Start/End date of the first part of the session.

Favorites = Main Menu « > Administer Training+ > Define Course/Cost Details » » Course Sessions 1. Changethe
End Date/
Course Session Profile Equipment Expense Course Session Admin Durationto
reflect the first
i ) partofthe
Course CMOO77  Ethics, Trust,Respsblty-LOI-CM Course Status Active

session.

Session Nbr 0000 Session Status

Training Location

Find | View All First ‘4" 10f1 '}/ Last
Start Date 06/03/2019  |[3) End Date |06/06/2019 |31 Start Time |3:30AM End Time |4:30PM [+ [=
uration 4.0 Duration Unit| Day L >

Facility @, |On-line learning Vendor ID

Select free Training Room

Room Code Maximum Nbr of Students
Building
2. ChangeTimeif
Floor Nbr .
applicable.
Instructor Find | View All First ‘4’ 10f1 '® Last
Vendor Instructor ID Name
-~ | |-
= Select free Instructor + =
'FlSave ||[=] Notify =+ Add 2| Update/Display
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Step Six: Choose the Training Room by Selecting the Magnifying Glass next to the “Facility”
Field.

Favorites = | Main Menu « > Administer Training = > Define Course/Cost Details + > Course Sessions

3. Facility - click
Course Session Profile Location, Instructor Equipment Expense Course Session Admin i -
magnifying glass to
select location, if
Course CMOOT7Y  Ethics,Trust,Respsblty-LOI-CM Course Status Active

applicable

Session Nbr 0000 Session Active

Training Location Find | View All First ‘4 1of ast

Start Date 06/03/2019 |[34 End Date 51 *Start Time |8:30AM End Time [4:30PM | [#][=]

@, | Online Learning

Duration 1.0

Vendor 1D Q Training Facility Address

Select free Training Room <<—

Room Code —lllaximum Mbr of Students

4, Select free

Building Training Room
Floor Nbr
Instructor Find | View Al First ‘4 10of1 ‘&' Last
Vendor Instructor ID Name
+| |-
Q Select free Instructor =]
[GlSave ||[=] Notify E+ Add || 2] Update/Display

DO NOT click Save Yet.

NOTE: If a facility location is not on the list, complete email Human Resource Training
Administrator to add to the list.
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Step Seven: Enter the information for the last part of the session. Click +| to add a new

Training Location row

NOTE: You can create as many new Training Location rows as required

Course Session Profile L ocation, Instructor Equipment Expense Course Session Admin

Select free Training Room

[F]Save ||=] Notify

Favorites v | Main Menu + » Administer Training =+ > Define Course/Cost Details + » Course Sessions

Session Nbr 0000
Training Location
Start Date 06/03/2019 |30 End Date [06/06/2019 |3 *Start Time |8:30AM
Duration 10 Duration Unit
Facility @, |Online Learning Vendor ID

Maximum Nbr of Students

Room Code
Building
Floor Nbr
Instructor Find | View Al
Vendor Instructor ID Name
Q Select free Instructor

Add anew Row.
Course CMOO77  Ethics,Trust,Respsbly-LOI-CM Course Status Active

Session Status Active
Find | View All First ‘4 10of1 '}

End Time [4:30PM @;l

Q Training Facility Address

First ‘4" 10of1 '}/ Last

[+ (=]

[[% Add || 2] Update/Display
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Step Eight: Create the remaining components of the session by repeating the steps used to
create the first part of the session.

REMINDER: override the defaulted Start/End Date to reflect the end date of the last
part of the session >change the Duration fields to match the Start/End Date > if
applicable, adjust the Start/End times for the last part of the session.

NOTE: In this example, to create an additional section, the Start/End Date was
changed to 06/07/2019. The Duration was changed to 1 day.

Favorites « Main Menu » » Administer Training » > Define Course/Cost Details + » Course Sessions 1. Change the Start/
Course Session F’roﬁuipment Expense Course Session Admin End Date and the
Duration for the last

Course CM0O077  Ethics Trust Respsblty-LOI-CM Course Status part of session.

Status Active

Session Nbr 0000
Training Location Find | View All First '4' 20f2 ‘' Last

Start Date [06/07/2013|[5) End Date 0610 01@Time 8:30AM End Time [4-30PM_T3+] (=]
@ 1.0 Duration Unit|Day  ~ 1~

Facility [000 ndard Life Building

Vendor ID Training Facility Addra

Select free Training Room

2. Change Time fif

Maximum MNbr of Students

Room Code i
applicable.
Building
Floor Nbr
Instructor Find | View All 4 10of1 & Last
Vendor 3. Facility - click
“ Select free Instructor magnifying glass to

select location, if
applicable

4. Select free
Training Room

2| Update/Display

'FlSave ||[=] Notify

Course Session Profile | Location, Instructor | Equipment | Expense | Course Session Admin

NOTE: Do NOT click Save yet.
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Step Nine: Once all parts of the session have been created, view all the Training Locations
that you created to ensure the accuracy of entries.

Navigation: click ‘View All’ to review all the parts of the session you set up.

Favorites « Main Menu + > Administer Train

Course Session Profile Location, Instructor Equipment

Course CMOO77  Ethics, Trust.Respsbity-LOI-CM
Session Nbr 0000

» Define CoursefCost Details» » Course Sessions

Course Session Admin

ayse Status Active

Active

Training Location First ‘' 20f2 '*' Last

Start Date |06/07/2015  |[3) End Date |06/07/2019 |3 *Start Time 3:30AM End Time |4:30PM [+ [=]
Duration 1.0 Duration Unit
Facility [p00004 | @ Standard Life Building Vendor ID

Training Facility Address
Select free Training Room

Room Code Maximum Nbr of Students
Building
Floor Nbr
Instructor Find | View Al First ‘4" 10f1 ‘*' Last
Vendor Instructor ID Name
Q Select free Instructor +=
'§) Save ||[=] Notify + Add 2 Update/Display

Course Session Profile | Location, Instructor | Equipment | Expense | Course Session Admin

NOTE: Start Date of the first part and the End date of the last part of the created
sessions must match the Start/End Date in the Course Session Profile. If these do not
match, you will not be able to save.

NOTE: The total of the Duration for all session parts must equal the Duration in the
Course Session Profile.
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Image A: After clicking ‘View all’ this is how it will appear for multiple training dates/locations
for the course session, so you can review all the information that you set-up.

Favorites = Main Menu = = Administer Training = : Define Cowrse/Cost Detsils »  »  Courss Sessions

Caowrse Session Profi Lacation, Instructor | ) Equipment Expense Caowrse Session Admin

Course CMOO77  Ethics, Trust,Riespsbiy-LOI1-CM Course Status Active
Session Nbr 0000 Session Status Active
Training Location Find | {Wiew 1 irst ‘4 1-20f2 ‘P Last

rt Date (D5/03/2018  |[&) End Date (D6/08/2018  [[&y) *Start Time |2:20AM End Time [$:20FM =

Duration 40 Duration Unit

Facility 2, |On-ling k=arning Vendor ID A, Training Faciity Address

Salect free Traming Fod

Room Code Maximum Mbr of Students
Building
Floar Nbr
Imstructor Find | View All First ‘A 1of1 ‘B Last
Vendaor Instructor 1D Mams

; +| =
= Select free Instrucior

tart Date DEAO7/2018 |& End Date |058/107/2018 *5tart Time [5:304M End Time 43078 +||=

Dwration i0 Duration Unit

Facility (000004 3, Standard Life Building Yendor I

Training Facility Address

Select free Trainin

Room Code Maximum Mbr of Students
Building
Floar Nbr
Instructor Find | Wiew All First ‘A& 1of1 ‘& Last
Vendor Instructor ID Mame
p +| -
= Select free Instructor
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Image B: Course Session Profile

Favorites = Main Menu > Administer Training~ > Define Course/Cost Details+ » Course Sessions
( Course Session Profile >I=ocation. Instructor || Equipment Expense | Course Session Admin
Course CMOO77  Ethics, Trust, Respsbity-LOI-CM Course Status Active
Session Number 0000 School School Code

*Session Status | Acti

Session Administration

*Start Date |06/03/2019 |3 End Date 06/07/2019 |5  [JReschedul®®

Start Time |3:30AM End Time |4:30PM
Duration

5.0 Duration Unit

Minimum Nbr of Students| 15

Session Language

Vendor ID

LJ

[F]Save ||[=] Notify & Add | Update/Display

Course Session Profile | Location, Instructor | Equipment | Expense | Course Session Admin

In_Image A example, on the previous page, the ‘Location, Instructor’ tab information of the
Start date of the first part of the course (06/03/2019) and the End Date of the last part of
the Course (06/07/2019), and the total Duration from both parts MUST match Image B:
the Course Session Profile.

NOTE: If the information does not match, you will get an error code and will be
required to go back and correct the entries.
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Step Ten: Complete the Course Session

Navigation: click Course Session Admin tab.

NOTE: Session Number is defaulted as 0000. Session Administrator’s Employee #
and Name are automatically populated (defaulted by your User ID login).

Favorites « 1 Main Menu « v Administer Traning « > Define Course/Cost Detalls « > Course Sessions

Course Seasion Pronle Location, Instructor Lauipment Exponse Course Session Admin

Course: CMOO77  Ethics, Trust, Respabity -LOCM Course Status:  Active
Session Nbr: 0000 < Session Status: Aclive Defaulted
Automatically
“Session Administrator (= <+

Special Instructions

i Save U Notity » Add 2 Update/Display

Course Session Profile | Location, Instructor | Equipment | Expense | Course Session Admin

Step Eleven: Save Course Session

Navigation: click Save > a session number will automatically be assigned.
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Favorites » Main Menu « > Administer Training = > Define Course/Cost Details » > Course Sessions

Tquipment Expense Course Session Admin

“Trust,Respsbity-LOI-CM Course Status:  Active

Course Session Profile Location, Instructor

Session Status: Active

*Session Administrator | x| Q

Special Instructions (Ed]

=|save || Notify [k Add || 5] UpdateDisplay

Course Session Profile | Location, Instructor | Equipment | Expense | Course Session Admin

NOTE: The Session Administrator’s ID is extracted from this page and used to provide
contact information in the Training Notification Emails, Training Reports, and Learning

& Development Self Service.

NOTE: You can override the defaulted Employee ID with another Training

Coordinator’s ID if required. To change the existing value, simply override with the

new Employee ID or click < to search

Your Course Session dates are now available for employee enroliment!
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Managing Enrollment

Enrolling an Employee into a Non-Session Course

Training Coordinators can enroll employees into a non-session course. A non-session
course is a course where there are no session dates attached to the course.

Process Overview:

1. Training Coordinator receives a request to enroll an employee in a Non-Session Course
2. Training Coordinator verifies that the course requirements have been completed

3. Training Coordinator searches for the course and enrolls the employee into the course
4. Course completion captured in Employee Training Summary

Step One: In the Student Enrollment, Enroll in Course Tab, search for the employee using
Employee ID or last name

Navigation: Main Menu > Administer Training > Student Enrollment > Enroll in Course

Favonies « Main Memu « » Administer Traimng « Stodent Enrollment «  »  Enroll in Coursa

Enroll in Course

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

Eind an Existing Value Search Criteria — if you don’t know the
Employee’s 6 digitemployee #, use

any of the search fields.

Search Criteria

Empl ID | begins with v
Empl Record | = v
DeptiD [begins with v

. [7
Job Code|begins with v

Payroll Status[= v B v

If employee IDisunknown,
use any of the search criteria
fieldsto find an employee.

Last Name is usually the
most effective.

MName | begins with v
Last Name [begins with v

[ Case Sensitive

N . . .
Search %asic Search Save Search Criteria

Step Two: Click the “Search” Button. The Employee’s Course Student Enroliment Page will
appear.
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Step Three: If the Employee’s Course Student Enrolilment page appears and already has
courses identified on the page (existing row of data appears) click the +! sign to insert a new
row to enroll into a course (no session dates).

( Favorites « Il Meny - ) Acmewet Tranng » > Studem Exrgtrent » 5 Edreal in Course

Course Student Enroitmest

Dariene Power Person 1D 071154

mermalEstemad neeinad

Sessson Noe 0100
Facility Stancard Life Suscing Language
Min 3 Max 24
Nor Enrctied ( Nbe Waiting 1
Start Time 8 5040 End Time EM

Student Information

Prereguisins Mat Oate Needed "
"Atendance Complete Status Date 00:01201 "
Training Reason Wakshist Date 05201201 "
Business Unit HAM Dept 10 32052
Grace Letter Code WIS Latser Dt L U22019
B & Retum to Seann w1 Notity L* Rofrosh

Step Four: Enter course code

Step Five: Enter start and end date

Step Six: Enter attendance as “Complete”
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Favormes » Main Meanu » » Administss Traming « > Student Enroliment « > Enroll m Course

1. Course Code-6

digit code, or click &
Darlene Power Person 1D to search

Course Informabon ‘Mnew All First 1 21 Last

Course Student Enroliment

Course Code CE0D012 Course Title AODA CSS Podcy Procedure-CF h A fe
‘InternalExternal inemal Session Nbr
@ " End Date )
Facility Language NOTE: Course Title -

will default based on
5 course Code entered.

Student Information

L Prerequisites Met

Training Reason | Wartlist Date DE/0E/2019
Business Unit HAMLT 2 Hamilton Dept ID 32052(
Grage Letter Code Letter Dt

2. Start/End Date -

click on®* to fill in
the course date

(m m/dd/yyyy)

1l Save S Retum to Search =] Notity | .* Retesh

3. Attendance —
select ‘Complete’

Step Seven: Select “Save” o~

Employee is now enrolled in the Course Session!

Step Eight: Click on b RewmtoSeach 4 yetyrn to the Enroll in Course page to enter a course
enrollment for another employee > Repeat Steps 1-2.

NOTE: If attendance status is changed to ‘Enrolled’, the employee will receive an
automated email notification to confirm their enroliment.

NOTE: Referto Appendix D? ‘Confirmation of Notification of Enrolilment’ to view the
information in this automated message.
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Enrolling Employee(s) into a Course Session

Training Coordinators have the ability to enroll employees into any course session. When a

Training Coordinator enrolls an employee, manager approval is assumed, and the system will
not generate approval requests.

Process Overview:

1) Training Coordinator receives a request to enroll an employee(s) into a course session.

2) Training Coordinator searches the system for the course.

3) Based on seat availability, the employee(s) are enrolled into a course session.

4) Based on the Attendance status, the employee receives an automated email notification,
either for Training Enrollment Confirmation or for Training Enrollment Waitlist, the next
business day.

5) An enrolled employee, 7 days prior to the course session date, will receive an automated
Training Enrollment Reminder email notification.

Step One: Upon receiving a request for enroliment, the Training Coordinator must search for
a course session

Navigation: Menu >Administer Training > Student Enroliment > Enroll Individually >
enter the Course Code > click Search.

Favorites « Main Menu « > Administer Tralning » > Student Enroliment » > Enroll Individually
All ~ | Search

Enroll Individually

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

Find an Existing Value

Typein 6 digit

Sear Course Code or

use * tosearch

‘ourse (Z(»(M|}J-’~Qu|\:‘ with | CE OUKD( for course.
sourse Session Nbr| begins with i

[)n:n:lipliunl begins with
Course Stant Dm-;.| = | ")
Training rnrllnyl bagins with ~ |

Session L.»nu_m.ngr:l begins with ~ |

| Case Sensitive

—~ ¢ - | o . . " *
Search Clear Basic Search | Save Search Criteria

Click on “Search”
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Step Two: When the list of Course Sessions appears, click on the Course Session Number
or Start Date of the Session that you want to enroll the employee into.

Fovniea « W My v » Adminster Trdling v+ Siudeet Enelment » > ool indiddusly

All +  Saarch A

Enroll iIndividually

Lontar any imooration you have and chck Search Loaws belds tlank for 2 #st of o vakuao

Find un Existing Value

Search Crena

CEQO0S
Courss Start Date|=
Foclly| begns with 1
Sassion Langaaga | begns with
| Canu Sonaitive
Sarch Claar | Bask Saarch 7 Save Search Creara

Search Results

View A1 Fasl A .l L Lent

Caurse Cooe Course Seanmn Niw Devcrigtion
CEQ005 0160 NewEmployeg#untaton CE 12
CEQOUS 0155 NeowEmgleeObentavon-CE 11/

Factmy Name Seqmon Lasguage
Standard Lite Duldng (tlam)
Stwncind Lite Bulldng (thank)

CEQ00G 0133 NepZmployeeOrientaton-CE 10/ Standard L= Buldng (tank)
CEQ005 0157 RewEmplopeeOrie Standsrd Liks Buldng (k)
CEQ005 nse NewimployoeOniental CEQtv019 Standard Lile Buldng (tlank

NewEmployeeOnentation CE 071092019

CE0Q05 0155
CEQ00S NowtmployesOnientaton-CE 067112015

Standard Life Bulding (tlank)
Stanciard Lits Bulding (tiam)

Step Three: Once the new page opens for the course session, enter the Employee’s ID,
select “Enrolled” from the drop-down list, and save.
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Favorites = Main Menu = »  Administer Training + » Student Enroliment = > Enroll Individually

Criticalto Review

Enroll Individually before enrolling

Course CE000S NewEmployesOnentation-CE Session Mbr 0159 Active
Start Date 11/12/2019 Start Time 2:304M
Facility StdLife Language
Min Students 10 Max Students 24
Nbr Enrolled 0O Nbr Waiting D Empl ID-6 digit
employee ID

Prerequisite Checking

Empl Record I I-J.

e T

Transfer-Course Sessgj
Aftendance

Attendance —select
‘Enrolled’ from drop

Training Reason | v
Status Dateis defaulted
Letter Code Q Date Letter Printed ) ;
O Cra with today’s date. Do not
isi rade
Prerequigites Met need to change
Department
Business Unit Q
Department Q

Demand from Budget Training

All other fields—

Search Criteria Leave blank. Not used

[ population [catalog Demand ID

[Flsave ||[a Retum to Search + | Previous in List sf=| Mesxtin List 5] Notify || i Refresh

= =

NOTE: Click Save after each entry

The employee is now enrolled into the course session.

NOTE: If when you pull up the course session enrollment page and there is employee
information pre-populated, go to step four and add additional employee.

NOTE: If thereis noroom in the Course Session (ie: enrollment number for Maximum
Students has been reached), employee ‘Attendance’ status will be ‘Session Waitlisted’.
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Step Four: Enroll additional employees if required.

Navigation: click + and follow step 3 to enroll another employee.
Favorites = Main Menu « »  Administer Training + > Student Enroliment = >  Enroll Individually

Enroll Individually

Course CE000S MewEmployeeOnentation-CE Session Nbr 0159 Active
Start Date 11/12/2013 Start Time 2:304AM
Facility Stdlife Language
Min Students 10 Max Students 24
Nbr Enrolled 1 Nbr Waiting D
Prereguisite Checking

Transfer-Course Session Setup

Attendance Find | View All First ‘4 10f3 Last
@=
1

o
A Darlene Pow

mpl 1D

0Q

*Attendance | Enrolled

Empl Record

Status Date |06/04/2019  |[m]

Training Red

Letter Code |CON L Confirmed Date Letter Printed
[ prerequisites Met Grade —
Department
) ) Click +to add
Business Unit HAMLT Q i i
4, City of Hamilton another

Department | 320520 & CityMgr-HR-S&0-0DAdmIn employee.

Demand from Budget Training
Search Criteria
O Population [ Catalog Demand 1D
|5 Save Gf‘ Retum to Search 1| Previousin List |[4-| Mextin List =] Notify || &% Refresh
\

\

NOTE: remember to click Save after each entry.

Step Five: Save after each employee enroliment entry.

Step Six: | fthere are additional enrollments for a different course, click “Return to Search”
and begin process again.
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Step Seven: If there are no further enroliments, click “home” at the top of the screen to return
home

H Hamilton  ocene

- la e At Ty g [ E———r— T

Employees will receive one of the following automated email notifications depending on
attendance status:

» Training Enroliment Confirmation
» Training Enroliment Waitlist

NOTE: If thereis no room in the course (ie: max capacity has beenreached)change
the employee status to Session Waitlisted.

Employee is now enrolled in the Course Session!

NOTE: See Appendix E —Enrollment Email Automated Email Notifications to view the
messaging and information provided in each enrollment process notification.
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Managing Training

Managing Course Attendance Status

Training Coordinators may want to view the attendance status of employees associated with
a course, including those who are waitlisted. Viewing overall attendance can assist with
walitlist management, including selecting appropriate persons to enroll in course due to
cancellation, to verify that persons associated with the course meet the criteria established
through the course audience, or to determine if there are enough waitlisted employees to
create or offer another course session date.

Training Coordinators can view attendance status by using a quick view approach, or by

pulling the Course Session Summary to obtain more detailed information including the
employee’s contact information and department.

Quick View of Attendance Status

To view the waitlist:

Step One: Navigate to the “Review Session Summary” Page

Navigation: Home > Administer Training > Result Tracking > Review Session Summary

Step Two: Search Course Code. Enter “Search”

Favordes » Main Mersy Adminiatar Training « Studernt Enraliment « Enrall indiviciually

Enroll Individually

Enief any wrnation you have and glick Search Leave Baids blank for a bt of all v

Find an Existing Value

Search Criteria

Cane Sensitive
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Step Three: Select the correct course session from the search results.

Emunes e tan Mo v At Tiampy » fesut Taxang « Havewe Secsun Savmay

Review Session Summary

foe

Find »» Exiseng Value

Search Critena

W
M
Session Strus
Casw Senauliive
Search -
Revults
ve s n tad
(
- .
f [ ot = pogpen ) "
i ' el
) 6 ampree
) 0t ey
ot ) a2
¥ ] ar
o]

ity o g oot e By,

Step Four: Review Attendance Details for specific session by selecting “view all”’

fmtrm e L ) Artwsaie Tiaswy o L AL L e L TTA T

NOTE: The Review Session Summary table enables the Training Coordinator to see
attendance status as view only. Attendance status cannot be changed using this table.
To change attendance status, see Change Attendance Status in a Course Session
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Run the Administrator Student List (Session Summary)

Training Coordinators can run a detailed student list to access detailed information on
attendance for the purposes of managing the course or to provide information to the
instructor or administrator of the course session. This list includes personal information on
attendees, and as such should not be distributed beyond the instructor or administrator of the
course.

Process Overview:
1) Training Coordinator sets up the run control (one time only) to enable the system to
create attendance roster reports.
2) Training Coordinator navigates to Roster Report to run the Administrator Student List
3) Training Coordinator prints the Administrator Student List.

Step One: Navigate to Roster Reporting

Navigation: Main Menu > COH Custom > Administer Training — Custom > Custom
Reports > Roster Reporting

Step Two: Click on “Search”

Favortes » Main Menu = OO Custom = Admmuster Traming - Custom » Custom Reporis = Hoster Reporing

Roster Reporting

Find an Existing Value

Search Criteris

Search by

Case Sensitive

&=

If you have run roster reports previously, the table will be pre-populated with the last course
session that you ran a roster report for.

56




Step Three: Set up the Run Control (if you haven’t before)

You will only need to set up a run control the first time that you go into PeopleSoft to pull an
attendance roster report. To set up the run control:

1. Navigate to the “Roster Reporting” Table

Navigation: Main Menu > COH Custom >Administer Training — Custom > Custom
Reports > Roster Reporting

2. Click on the “Add a New Value” tab to create a run control.

Fovottes = Man Merw COHCiztom =~ Admandeter Tonining - Custom Custom Regomty »  + Roster Regortrg

Roster Reporting

o a0y wtormaion you have and cick Search Loawe Selos blank Yo a bat of

Flodt an Exissing v:r

Szarch Crtersa

Search by, Ron Costid 1) begine with

Case Samitive

Sewch  Adanced Searcn

Find an Exining Vakon | Add » New Valon

3. In the “Run Control ID” field, type “run”. Click “Add”

Favintos » W ey w COH Canom » Adswimam Timnwy - Cusionm = Camtn Ruparms » Hostar Rapomng

Roster Reporting

Adi u New Varue
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4. When search results for the run control appear, click on “run”

Favories « Wy Manu « COH Oaton = Addmuinder Treanng - Custom = Canids Reparts, = Aoalwr Repotng

Rostar Repotting

A 2 New Vaise

xatng Viue | Add o New Visius

The run control is now set up and the Training Coordinator will not have to complete step one
again.

This will bring you to a page where you can enter in the course code and session.

Step Four: Enter the six-digit course code and the four-digit session number for the course
you want to run a Course Session Summary report for.

Favorites Main Menu » » COHCustom = > Administer Training - Custom = > Custom Reports » » Roster Reporting
Roster Reporting
Run Control ID' run Report Manager Process Monitor Run
Process Instance:999201
Report Request Parameters

6 character code,
consists of 2 letters
and 4 numbers

/_ﬁm Return to Search +-| Previous in List Next in List =] Notify |-&% Add %] Update/Display

el

*Course Code: Nmﬁmmo_@Orientation—CE

*Course Session Nbr:

Don’t know the course code or the course session? Use the magnifying glass icon to search
the course code or the course session.
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Step Five: Press Save to save the run control feature for future use.

Step Six: Click the “Run” button

Favorites + | Main Menu «
Roster Reporting

Run Control ID run Report Manager Process Monitor Run

Process Instance:999201
Report Request Parameters

*Course Code: Q NewEmployeeOrientation-CE

Q

*Course Session Nbr:

|5)8ave |2h Return to Search +-| Previous in List Mext in List [=] Notify |4 Add % Update/Display

» COH Custom » > Administer Training - Custom » > Custom Reports v » Roster Reporting

The Process Schedule Request page will appear.

Step Seven: Select the “Administrator Student List” option and Click OK

Favorites = | Main Menu =

Process Scheduler Request

@ Cancel

» COH Custom » » Administer Training - Custom = » Custom Reports + » Roster Reporting

User ID DPOWER Run Control ID run
Server Name | v Run Date |05/08/2019 B
Recurrence | v|  RunTime[3:18:24PM Reset to Current Date/Time
Time Zone Q
Process List
Select Process Name Process Type *Type *Format Distribution
[  Administrator Student List N_ED 002 SQR Report [Web | [PDF | Distribution
Course Session Roster Sign In N_ED 003 SQR Report [Web w|[PDF w| Distribution

Step Eight: Click “OK”. You will be brought back to the ‘Roster Reporting’ Run Control ID

page.
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Step Nine: Click “Process Monitor.”

» GCOH Customw » Administer Training - Custom » > Custom Reports » > Roster Reporting

/ =
Report Manage‘ .

Process Instance:999202

Favorites » | Main Menu -

Roster Reporting

Run Control ID' run

Report Request Parameters

*Course Code: CE0005 |Q NewEmployeeOrientation-CE

*Course Session Nbr: 0162 |Q

|51Save | |5t Return to Search 4| Previous in List | Mext in List =] Notify | % Add 47 Update/Display

Once you click “Process Monitor”, the Process List Page will appear. The ‘Run Status’ and

‘Distribution Status’ will appear as Queued and N/A.

Main Menu « » COH Customw > Administer Training - Custom » » Custom Reports» > Roster Reporting

Favorites v |

Process List Server List

View Process Request For

User ID[DPOWER  x|Q  Type | v|[Last v| 1 Refresh
Senrer Name Q_ Instance From Instance To
Run Status Distribution Status [ Save On Refresh

Personalize | Find | View All | (2] [

Process List

Select Instance Seq. Process Type ;L“r::“ User Run Date/Time Run Status
999204 SQR Report N_ED_003 DPOWER 05/0872019 3:50:56PM EDT Queued
999203 SAR Report N_ED_003 DPOWER 05/0872019 3:49:48PM EDT Success Posted
999202 SAR Report N_ED_003 DPOWER 05/0872019 3:32:52PM EDT Success Posted
999201 SAR Report N_ED_003 DPOWER 05/0872019 3:18:24PM EDT Success Posted

Go back to Roster Reporting
5l Save | |[=] Notify

Process List | Server List

» Process Monitor

Queued and N/A
will be displayed.

Last

Details

Details
Details
Details
Details
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Step Ten: Refresh the page until the Run Status shows “Success” and the Distribution Status
shows “Posted”

Favorites » | Main Menu - » COHCustomw » Administer Training - Custom~ » Custom Reports v » Roster Reporting » Process Monitor

Success and
Posted will be
displayed once
the Run

processis
complete.

Process List Server List

View Process Request For

UserIDDPOWER  x |Q  Type | ][ Last v] 1 =

Server Name @ Instance From Instance To
RunStatus| V| Distribution Status ¥ Save On Refresh

Process List Personalize | Find | View Al | | @ First 1-20f2 'F' Last
Distribufid

Process

Select Instance Seq. Process Type Name User Run Date/Time Run Status Status Details
999202 SQAR Report N_ED 003 DPOWER 05/08/2019 3:32:52PM EDT Posted Details
999201 SCR Report N_ED 003 DPOWER 05/08/2019 3:18:24PM EDT Details

Go back to Roster Reporting
5l Save ||[=] Notify

Process List | Server List

Step Eleven: Click on “Details” beside the report that you want to run

Favorites » | Main Menu + » COH Customw »> Administer Training - Custom » » Custom Reporis » > Roster Reporting » Process Monitor

Process List Server List

View Process Request For

User IDDPOWER  x|Q  Type | v|[Last v 1 Rl
Server 7| Name Q_ Instance From Instance To
Run Stﬂtus Distribution Status Sawve On Refresh
Process List Personalize | Find | View All | | E First ‘4 1-20f2 '} Last
Select Instance Seq. Process Type ﬁ;?;:eess User Run Date/Time Run Status E:::EEU“OH Details
999202 SQAR Report N_ED 003 DPOWER 05/08/2019 3:32:52PM EDT Success Posted
999201 SQR Report N_ED 003 DPOWER 05/08/2019 3:18:24PM EDT Success Posted Details

Go back to Roster Reporting
{5l Save ||[=7] Notify

Process List | Server List

The “Process Detail” Page will appear
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Step Twelve: Under Actions Heading, click “View Log/Trace.”

Favorites v | Main Menu »

Process Detail

Process
Instance 999203
Name N_ED_003
Run Status Success
Run

Run Control ID run

Location Server

» COHCustomw > Administer Training - Custom » » Custom Reporis» > Roster Reporting

Type SQR Report
Description Course Session Roster Sign In
Distribution Status Posted
Update Process
Hold Request

Queue Request
Cancel Request

Server PSNT e
Delete Request
Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On 05/08/2019 3:49:56PM EDT Parameters Transfer
Run Anytime After 05/08/2019 3:49:48PM EDT Message Log
Began Process At 05/08/2019 3:50:18PM EDT Batch Timings

Ended Process At 05/08/2019 3:50:32PM EDT /

OK Cancel

» Process Monitor

The “View Log/Trace” Page will appear

Step Thirteen: Under File List, Select the PDF file.

Favorites v | Main Menu « » COHCustom» > Administer Training - Custom » » Custom Reports » > Roster Reporting

View Log/Trace

Report
ReportID 637337 Process Instance 999203
Name N_ED 003 Process Type SQR Report
Run Status  Success

Course Session Roster Sign In
Distribution Details

Distribution Node ~ HR92 Expiration Date ~ 07/07/2019

File List

File Size (bytes) Datetime Created

MN_ED_003 999203 PDF 4,598 05/08/2019 3:50:32.080000PM EDT
N_ED— 65— “out 15,073 05/08/2019 3:50:32.080000PM EDT
SQR_N_ED_003_999203.log 1,647 05/08/2019 3:50:32.080000PM EDT

Distribute To

Distribution ID Type * Distribution 1D

User DPOWER

Return

» Process Monitor

62




Step Fourteen: If prompted with the below message, click “open”

Internet Explorer

What do you want to do with
N_ED_003_10098@B pdf?

From: itvphrweb. hagfiton.ca

< Open

The file won't be saved automatically.
<+ Save

< Save as

Cancel

The Course Session Summary Report will appear populated with the names of enrolled
participants and their department/section name.

Course Session Roster
Course Tithe: NewEmgioyeeOnentation-CE Page No. 3
Course Code: CEQO0S Run Date OB082010
Course Session: 0149 Run Time 155815
[_D mM_I
Name Atandance Contact information Rcd OeptiD _ Job Title PT
Compiated 0o FT C1  Active
Complatod 0 : FT Gl Aclive
Complrtod 0 : FT C!  Active
“Comipleted ‘= ' FT CA  Actve
Complated 0 : #T C1 Active
Completed 0 i FT C1  Aclive
Compimted 0 ; FT C1  Aclive
Completed 0 i T C1  Active
Complated 0 : g C3  Acive
Completed 0 ' FT C1  Active
LateCancal 0 ' WL Adlive
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Change Attendance Status in A Course Session

Training Coordinators may have to change the enrollment status of an employee. This may
be the result of an advanced cancellation or late cancellation request made by an employee,
or to enroll an employee who is on the waitlist. It is crucial that status is changed as soon as
possible, as the change in status may drive notifications, charges, or a requirement to move
an employee into the course from the waitlist.

To view a full list of attendance statuses and definitions, see Appendix D: Attendance Status

Process Overview:

1) Training Coordinator is required to change the Attendance status of an ‘Enrolled’
employee in a course session to an alternate Attendance status.

2) Training Coordinator searches the system by the course code and course session
number.

3) Training Coordinator searches for the employee registration in the course session.

4) The Enrolled status of an employee is changed.

Step One: Find the Course associated with the change in attendance status

Navigation: Main Menu > Administer Training > Student Enrollment > Enroll
Individually > enter the Course Code of which you want to change the employee’s
Attendance status > click Search.

Favorites = Main Menu = » Administer Training + > Student Enrollment + > Enroll Individually

Enroll Individually

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

Find an Existing Value

Enterthe

Search Criteria
/ Course Code

Course Code [begins with ] [CE0005 Q
Course Session Nbr| begins with
Descriplicr
Course Start Date
v
=

[

Training Facility | begins with Q

Session Language | begins with Q
DC&SEV Sea rCh

Search Clear Basic Search | Save Search Criteria

Step Two: When the “Enrol Individually” page appears, click on the Course Session number
that corresponds to the correct date of the session of which you want to change the
employee’s attendance status.
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If session number is unknown, click on the session date to bring up the session.

Favorites | Main Menu = »  Administer Training + » Student Enroliment + >  Enroll Individually

All ~ | Search

Enroll Individually

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

Find an Existing Value

Search Criteria

Course Code CEOY05 Q

Course Session Nbl
Description| begins with ~

Course Start Date

Training Facility

Session Language ﬂ

|:| Case Sensitive

pHE

=)
Search Clear Basic Search [ Save Search Criteria

Search Results

View All First ‘4 180f8 ‘b Last
Course Cpd ession Nbr Description Cop e Start Date Training Facility Training Facility Mame Session Language
CEODD HewEmployeeOrientation-¢ 000004 Standard Life Building (blank)
CEOQDDS MNewEmployeeCrientation-CE 1171272019 000004 Standard Life Building (blank)
CEODDS 0158 HNewEmployeeCrientation-CE 10/082019 000004 Standard Life Building (Blank)
CEOQDDS 0157 NewEmployeeCrientation-CE 09/1772019 000004 Standard Life Building (blank)
CEOQ0OS 0155 NewEmployeeOrientation-CE 070972019 000004 Standard Life Building (blank}
CEQ0OS 0154 NewEmployeeCrientation-CE 061172019 000004 Standard Life Building (blank}

The course session Enrollment Page will appear.
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| Step Three: Click Find.

Empl Record 0/

Empl ID A Darlene Power

Favorites = | Main Menu = ¥ Administer Training + > Student Enrollment = > Enroll Individually
All ~ | Search Advancy
New Wirl
Enroll Individually
Course CE0005 MewEmployeeOrientation-CE Session Nbr 0160 Active
Start Date 12/10/2019 Start Time S5:30AM
Facility StdLife Language
Min Students 10 Max Students 24
Nbr| 012345 1 Nbr Waiting 0
Prerequisite Checking Transfer-Course Session Sefup
Attendance iew All 4 10of1 & Last
#[=

*Attendance | Enrolled

~| Status Date 06/1

Training Reason |

Letter Code CON
O Prerequisites Met
Department

Business Unit HAMLT

Department 320520

Demand from Budget Training
Search Criteria

DPnpulaticn O Catalog

Q Confirmed

[F] 5ave ||[ch Return to Search Previous in List

Date Letter Printed
Grade

Q. City of Hamilton

QA CityMgr-HR-5&0-0DAdmin

Demand ID

| MextinList ||[=] Motify ||{* Refresh

Step Four: When search box appears, type the name of the employee that you want to

change the attendance status for.

itvdhrdev.hamilton.ca:7001 says

Enter search string:

T

Click OK to search for name.
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Step Five: Check to ensure that the name pulled up is correct

Favorites « | Main Menu ~ » Administer Training * »* Student Enrcllment » > Enroll Individually
All = | Search Advancy
Mew Wi
Enroll Individually
Course CE0005 NewEmployeeOrientation-CE Session Nbr 0160 Active
Start Date 12/10/2019 Start Time &:30AM
Facility StdLife Language
Min Students 10 Max Students 24
Nbr Enrolled 1 Nbr Waiting 0
HOEEIELE HERT Transfer-Course Session Setup
Attendance Find | View All First ‘4 10of1 ‘&' Last
Empl ID 071154 #=
Empl Record 0|,
*Attendance [ Enrolled ~] Status Date[06/12/2013 |[ij
Training Reason | ]
Letter Code |CON A Confirmed Date Letter Printed
[ Prerequisites Met Grade

Step Six: Under ‘Attendance’, click the drop-down arrow to select status options. Refer to

Appendix D: Attendance Status for available options.

Favorites = | Main Menu + » Administer Training =+ » Enroll t+ > Enroll
All ~ | search Advanc
Mew Wir
Enroll Individually
Course CEO0005 MewEmployeeOrientation-CE Session Nbr 0160 Active
Start Date 12/10/2019 Start Time &:30AM
Facility StdLife Language
Min Students 10 Max Students 24
Nbr Enrolled 1 Nbr Waiting 0
P quisile Checki Transfer-Course Session Setup
Attendance Find | View All First ‘&' 10f1 ‘»' Last
+|[=
Empl 1D 071154 Q' pariene Power A
Empl Record
*Attendanl:e| Enrolled v > Status Date |06/12/2019 |[W]
e ——
Training Reason ]

Letter Code |CON

Department
Business Unit HAMLT

Department (320520

Demand from Budget Training
Search Criteria
DPDpuIation DCatang

[ save

[&h Return to Search

O Prerequisites Met

Previous in List

Q' confirmed Date Letter Printed

Grade

@, City of Hamilton

Q CityMgr-HR-5&0-0DAdmin

Demand ID

4] MextinList ||[=] Notify || Refresh

Select an Attendance
status option from
drop down list
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| Step Seven: Click Save

To change the Attendance status for additional employees in the same course session...

Navigation: click Find again > type the name of the employee you want to change the
Attendance status for > click OK > repeat Step 2.

NOTE: Remember to click Save before exiting the page > click = to return
to the Enroll Individually page where you can search for a different course to change
session enrollments.
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Running the Attendance Sheet Report

Training Coordinators can print an attendance sheet to allow for participants to sign-in at a
session. The attendance sheet report will enable you to update attendance before closing the
session.

If the Training Coordinator has not created reports previously, ensure that Run Control has
been set up (refer to Step Three: Run the Administrator Student List)

Process Overview:

4) Training Coordinator sets up the run control (one time only) to enable the system to
create attendance roster reports.

5) Training Coordinator navigates to Roster Report to run the Attendance Sign-In Sheet

6) Print the Attendance Sign-In sheet.

7) Participants need to sign the Attendance Sheet at the training session.

8) Attendance Sheet will be used by the Training Coordinator to update employee’s
Attendance Status in the system (refer to Closing A Session section)

Step One: Navigate to Roster Reporting

Navigation: Main Menu >COH Custom >Administer Training — Custom >Custom
Reports > Roster Reporting

Step Two: Click on “Search”

Faviriles » M Mpnu » COnf Custonm = Adrmnsier Tralming - Custom « USion Henons « Roster Rppoting

Roster Reporting

Caze Sensitive

Once Search is selected, a new table will appear:
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Fapiviien « M Mooy = b OO Sy« Adrmenster Tranwyg - Cudom «

Ruster Reporting
Rums Controd 1D 1y

Report Hequest Paramoters

Course Code Sy A e F
Course Sestion mn©

(' Save - Retun 1o Search Nty » Add

Cindorn Hupiris =

Mustss Magamng

Run

If you have run roster reports previously, the table will be pre-populated with the last course

session that you ran a roster report for.

Step Three: Enter the six-digit course code and the four-digit session number for the course

you want to run an attendance sheet for.

Favorites ‘
Roster Reporting

Run Control ID' run

Report Request Parameters

*Course Code: @W

Main Menu « » COH Custom~ » Administer Training - Custom » > Custom Reporis + » Roster %77

Report Manager

Process Monitor Run

Process Instance:999201

m code,
consists of 2 letters

*Course Session Nbr@

[5]Save ||ot Returnto Search ||+-| Previous in List Next in List

wbers

43 Update/Display

=] Notify &% Add

Don’t know the course code or the course session? Use the magnifying glass icon to search

the course code or the course session.

70



Step Four: Press Save to save the run control feature for future use.

Step Five: Click the “Run” button

Favorites v | Main Menu » » COH Custom = > Administer Training - Custom » > Custom Reports v > Roster Reporting

r'g

Roster Reporting

Run Control ID run Report Manager Process Monitor Run

Process Instance:999201
Report Request Parameters

*Course Code: Q MNewEmployeeOrientation-CE
*Course Session Nbr: Q
|5)8ave | |Gt Return fo Search +-| Previous in List MNext in List [=7] Notify |4 Add %] Update/Display

The Process Schedule Request page will appear.

Step Six: Select the “Course Session Roster Sign In” option and Click OK

Favorites » | Main Menu « » COH Custom » » Administer Training - Custom = » Custom Reports + » Roster Reporting

Process Scheduler Request

User ID DPOWER Run Control ID run
Server Name | v Run Date |05/08/2019 B
Recurrence | v|  RunTime[3:18:24PM Reset to Current Date/Time
Time Zone Q
Process List

Select Description Process Name Process Type *Type *Format Distribution
[  Administrator Student List N_ED 002 SQR Report [Web | [PDF | Distribution
L—Ta] Course Session Roster Sign In N_ED 003 SQR Report Web  ~|[PDF | Distribution

@ Cancel

When you click “OK”, you will be brought back to the ‘Roster Reporting’ Run Control ID page.
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Step Seven: Click “Process Monitor.”

Favorites » | Main Menu - » GCOH Customw » Administer Training - Custom » > Custom Reports » > Roster Reporting

- —
Roster Reporting /
Run Control ID run Report Manage‘ .

Process Instance:999202

Report Request Parameters
*Course Code: CE0005 |Q NewEmployeeOrientation-CE

*Course Session Nbr: 0162 |Q

|51Save | |5t Return to Search 4| Previous in List J=| Mextin List =] Notify | % Add 47 Update/Display

Once you click “Process Monitor”, the Process List Page will appear. The ‘Run Status’ and
‘Distribution Status’ will appear as Queued and N/A

Favorites « | Main Menu « » COH Customw > Administer Training - Custom » » Custom Reportsw» > Roster Reporting » Process Monitor

Process List Server List

View Process Request For
User DDPOWER  x]Q  Type | V] [Les vl 1 Refrosh
Ser\rer Name Q_ Instance From Instance To

Run Status Distribution Status [ Save On Refresh

Queued and N/A
will be displayed.

1-40f4 '
Distributio

Process List Personalize | Find | View All | L2 ] @ Fir: Last

Process

Select Instance Seq. Process Type Name User Run Date/Time Run Status Status Details
999204 SQR Report N_ED_003 DPOWER 05/08/2019 3:50:56PM EDT Queued NJA Details
999203 SQR Report N_ED 003 DPOWER 05/08/2019 3:49:48PM EDT Success Posted Details
999202 SQR Report N_ED_003 DPOWER 05/08/2019 3:32:52PM EDT Success Posted Details
999201 SQR Report N_ED_003 DPOWER 05/08/2019 3:18:24PM EDT Success Posted Details

Go back to Roster Reporting
5l Save | |[=] Notify

Process List | Server List
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Step Eight: Refresh the page until the Run Status shows “Success” and the Distribution
Status shows “Posted

Favorites » | Main Menu - » COHCustomw » Administer Training - Custom~ » Custom Reports v » Roster Reporting » Process Monitor

Success and
Posted will be

Process List Server List

View Process Request For displayed
UserIDDPOWER =@ Type | ~|[Last v| 1 Refresh oncethe Run
Server. %] Name @, Instance From Instance To process is

complete.

RunStatus| V| Distribution Status i Save On Refresh

Process List Personalize | Find | View Al | 1-20f2 ' Last
Select Instance Seq. Process Type E:?::ss User Run Date/Time Run Status g:::::utio Details
999202 SQAR Report N_ED 003 DPOWER 05/08/2019 3:32:52PM EDT Success Posted Details
999201 SCR Report N_ED 003 DPOWER 05/08/2019 3:18:24PM EDT Success Posted Details
Go back to Roster Reporting
5l Save ||[=] Notify
Process List | Server List
Step Nine: Click on “Details” beside the report that you want to run
Favorites | Main Menu « » COH Customw »> Administer Training - Custom » » Custom Reporis » > Roster Reporting » Process Monitor
Process List Server List
View Process Request For
User IDDPOWER  x|Q  Type | v|[Last v 1 REcElr
Server| V| Name Q_ Instance From Instance To
Run Status Distribution Status Save On Refresh
Process List Personalize | Find | View All | | [ First ‘4 1-20f2 '} Last
Select Instance Seq. Process Type z:?:::ss User Run Date/Time Run Status g::::gution Details
999202 SQR Report N_ED 003 DPOWER 05/08/2019 3:32:52PM EDT Success Posted
999201 SQR Report N_ED 003 DPOWER 05/08/2019 3:18:24PM EDT Success Posted Details
Go back to Roster Reporting
(5l Save ||[Z7] Notify
Process List | Server List

The “Process Detail” Page will appear
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Step Ten: Under Actions Heading, click “View Log/Trace.”

Favorites v | Main Menu » » COHCustomw > Administer Training - Custom » » Custom Reporis» > Roster Reporting > Process Monitor
Process Detail
Process
Instance 999203 Type SQR Report
Name N_ED_003 Description Course Session Roster Sign In
Run Status Success Distribution Status Posted
Run Update Process
Run Control ID run Hold Request
Location Server Queue Request
Server PSNT * Cancel Request
Delete Request
Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On 05/08/2019 3:49:56PM EDT Parameters Transfer
Run Anytime After 05/08/2019 3:49:48PM EDT Message Log
Began Process At 05/08/2019 3:50:18PM EDT Batch Timings /
Ended Process At 05/08/2019 3:50:32PM EDT
OK Cancel

The “View Log/Trace” Page will appear

Step Eleven: Under File List, Select the PDF file.

Favorites v | Main Menu « » COHCustom» > Administer Training - Custom » » Custom Reports » > Roster Reporting » Process Monitor

View Log/Trace

Report
ReportID 637337 Process Instance 999203
Name N_ED 003 Process Type SQR Report

Run Status  Success

Course Session Roster Sign In
Distribution Details

Distribution Node ~ HR92C#RD Expiration Date ~ 07/07/2019
File List
Name File Size (bytes) Datetime Created
4,598 05/08/2019 3:50:32.080000PM EDT
N_ED_003_999203.out 15,073 05/08/2019 3:50:32.080000PM EDT
SQR_N_ED 003 999203 .log 1,647 05/08/2019 3:50:32.080000PM EDT
Distribute To
Distribution ID Type * Distribution 1D
User DPOWER
Return
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Step Twelve: If prompted with the below message, click “open”

Internet Explorer @

What do you want to do with
N_ED_003_1009899 pdf?

From: itvphrweb.hamilton.ca /

< Open

The file won't be saved automatically.
< Save

= Saveas

Cancel

The Attendance Sheet will appear populated with the names of enrolled participants and their
department/section name. You can now print the sheet for sign in.

Course Session Sign-In

Course Title: MewEmployeeOrisntation-CE Page Mo. 1
Course Code: CEDOOS Run Date 05/08/2019
Course Session: 0160 Run Time 15:50:18

Course Session Information

Session Start Date End Date Start Time End Time Location Training Administrator
0160 Dec 10, 2018  Dec 10, 2018 08:30AM  04:30 PM  Standard Life Building Darene Power
Beardroom B - Sth Floor 005/548-2424 x5478

pshriestifithamitton.ca

[ Name Department Signature
1. Wallace, C-~mm~mr~ HEC-Rec-DO-D1-DundasMemRecFac
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Closing the Course Session Status

Closing course sessions as soon as possible after the session runs is critically important as
closing a session will trigger leader notifications for any late cancellations and no shows;
updates employee training summary records; add licences or certificates attached to the
course to the employee record (if applicable); and ensures that data in the system is up to
date and accurate.

A session is required to be closed off by the Training Coordinator in the following instances:

v' The session took place and is now Complete
v" The session did not run and was Cancelled

While Training Coordinators will be closing off the session, the signed attendance sheet
should be kept for a period of two years following completion of the course.

Process Overview:

1) Training Coordinator receives the signed attendance sheet.

2) Attendance updates entered in the system based on the signed attendance sheet.

3) Employees who attended and completed the session, their Attendance will remain as
‘Enrolled’ in the system.

4) Employees who were a ‘No Show’ or received an ‘Incomplete’; will have their Attendance
status changed in the system.

5) Add any employees that may have shown up that were not enrolled but signed in on the
attendance list.

6) Once any Attendance updates are done, close the course to Complete

7) The completion of the course session will be reflected in the employee’s Training
Summary the next business day.

NOTE: You only need to update the attendance status for employees who did not
attend the session (No Show) or did not complete the session (Incomplete); otherwise
leave all Attendance status as ‘Enrolled’ for those who attended and completed the
session.

Step One: Navigate to the “Enroll Individually” Page

Navigate: Main Menu > Administer Training > Student Enrollment > Enroll Individually.
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Step Two: Enter the Course Code and Course Session Number that you wish to close.

Click Search.

Favorites » | Main Menu - » Administer Training» > Student Enrollment~ >  Enroll Individually

Enroll Individually

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

Find an Existing Value

Search Criteria

Course Code[[egins wih V]| oy
e Session MNbr

Description

Course Start Date
Training Facility Q
Session Language Q

Ccase SensV
/&3@ Clear | Basic Search |'_E1 Save Search Criteria
\

N\

The “Course Session Enroll Individually” page will appear.

Favorites » | Main Menu > Administer Training~ > Student Ei » > Enroll

Enroll Individually

Course CE0005 NewEmployeeCrientation-CE Session Nbr 0160 Active
Start Date 12/10/2019 Start Time 8:30AM
Facility StdLife Language
Min Students 10 Max Students 24
Nbr Enrolled 1 Nbr Waiting 0
Prerequisite Checking Transfer-Course Session Setup
Attendance Find | View All First 4/ 20f4 (b Last
Empl ID Q [*[=]
Empl Record 0jQ
“Attendance | v Status Date 05/22/2019 [
Training Reason | v
Letter Code Q Date Letter Printed
[ Prerequisites Met Grade
Department
Business Unit Q
Department (¢}

Demand from Budget Training
Search Criteria

[IPopulation [catalog Demand ID

[FlSave ||[h RetumntoSearch ||+7] PreviousinList | 45| MNextinList | |[=]Notify | % Refresh
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Step Three: Using the signed attendance sheet from the course session, identify the names
of employees that must have their attendance changed from enrolled to ‘No show’ or

‘Incomplete’.

NOTE: Only update the ‘enrolled’ status for employees who did not attend the session
(No Show) or did not complete the session (Incomplete); otherwise leave all
Attendance status as ‘Enrolled’.

Step Four: On the “Enroll Individually” page, click “Find”

Navigate: Click Find >type in the name of the employee > click OK.

Favorites v Main Menu »  Administer Training = » Student Enrollment » >  Enroll Individually

Enroll Individually

Session Nbr 0160 Active
Start Time 8:30AM
Language

Course CE0005 NewEmployeeOrientati
Start Date 12/10/2019
Facility StdLife
Min Students 10 Max Students 24

Nbr Enrolled 1 Nbr Waiting 0

Prerequisite Checking Transfer-CoursdNGession Setup

Aftendance iewAII First </ 20f4 b Last

Empl ID Q #=
Empl Record 0/Q,
*Attendance | v Status Date 05/22/2019 |3
Training Reason | v
Letter Code Q Date Letter Printed
[ Prerequisites Met Grade
Department
Business Unit Q
Department Q

Demand from Budget Training
Search Criteria

[1Population [ Catalog Demand ID

5l Save || & Retumn to Search +=| Previous in List +#-] Nextin List =] Motify || * Refresh
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Step Five: When search appears, enter the identified employee’s name and click “OK”

hamilton.ca needs some information

Script Prompt:

>
Enter search string: |

Cancel
IJane Doe| )

N

Step Six: Choose the appropriate option to update the enrolled status for the employee. Click
Save

REMINDER! Do not change employee’s status from “Enrolled” if they attended and
completed the course session. When the course is closed, the ‘enrolled’ status will
automatically change to ‘Completed’.

Favorites » | Main Menu « »  Administer Trainingw » Student Enrollment» »  Enroll Individually

Enroll Individually

Course CE0005 MNewEmployeeOrientation-CE Session Nbr 0160 Active
Start Date 12/10/2019 Start Time &:30AM

Facility Stdlife Language

Min Students 10 Max Students 24

Nbr Enrolled 1 Nbr Waiting 0

Prerequisite Checking Transfer-Course Session Setup
Attendance Find | View Al First ‘4 20f4 '} Last
Empl ID Q [ [=]

\Empl Record J
*Attendan gy N Status Date [05/22/2019 [[ij

Advanced Cancellation
Training Regson | Completed
Course Session Cancelled
ode | Dropped Date Letter Printed
Enrolled
Incomplete Grade
Late Motice Cancellation
Mo Show
ession Waitlist

Department

Business Unit’

Department Q

Demand from Budget Training

Search Criteria
[ Population [ catalog Demand ID

@Reﬁjm to Search 1| PreviousinList | 4] Mextin List =] Notify || Refresh
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Step Seven: Repeat Steps Four, Five, Six for every employee that requires a status change
from ‘enrolled’ to ‘No Show’ or ‘Incomplete’ in the course session.

NOTE: It is very important that employee status is changed before closing the course
as the session cannot be accessed in the “Enroll Individually” table once the course
session has been closed.

Step Eight: Once employee status has been updated, click “Transfer Course Session Set
Up”

Favorites » ‘ Main Menu « »  Administer Training«» » Student Enrollment » »  Enroll Individually

Enroll Individually

Course CE0005 NewEmployeeOrientation-CE Session Nbr 0160 Active
Start Date 12/10/2019 Start Time 8:30AM
Facility StdLife Language

Min Students 10 Max Students 24
Nbr Enrolled 1 Nbr Waiting 0

Prerequisite Checking @oume Sessio@

Attendance Find | View All First ‘4 2of4 '}/ Last
Empl ID Q #[=]

Empl Record 0Q

"Attendance| v| Status Date 05/22/2019 |3
Training Reason | v
Letter Code Q Date Letter Printed
L] Prerequisites Met Grade
Department

Business Unit Q

Department &}

Demand from Budget Training
Search Criteria

[l Population [ catalog Demand ID

[5]Save | [h Returnto Search ||+-| Previousin List || 4| MNextin List =] Notify | ¢* Refresh
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The course session profile page will appear.

Faverdes M Mt - Aavinitel Trameg » + Souoent £ - Enmg ¥ Coasse Sesskms
@ AT ik ST Eapen CUIHE Sessen Admin
Course CLOO0S  NewEmpovesOrentaion CE Course Status Acinve
Session Number (15( Schoal Schoot Code

“session status [N - | | Session Admnistration

*Start Date 12102019 | Ena Date 121102010 ] Rescheduted
Stant Time B 30AM End Time 4 300M
Duration 80 Duration Unit [Hour
Minimum Nor of Stugents (0 Maximum Nbr of Students 74

Se3s0n Language

Vengor 1D

il Save ' Retum %0 Search 1 Noaty » Aca

Corse Session Profe | Locaton, Insyucton | Equipment | Expense | Course Session Aamin

Step Nine: Change Session Status to Complete

Navigate: click Session Status drop down arrow > change from Active to ‘Complete’ >
click Save.

Faverdes M Mt = o Aaviniiel Trameg e o Stooent Ernciinien « Enmf indhacuaty Coasse Sesskms
@""' by S Eapens CUTSE SESs0n Admin
Course CLOO0S NesEmpoyesOrentabon CE Course Status Acinve
Session Number (145( Scheol Schoot Code
-session Status @ | session Amenstraton Active - |
*Start Date 121102019 (R End Dats 12107010 ] Rescheduted > || Active
Start Time 8 30A0 End Time 4 300M Car'lt ElEd
Duration 80 Duration unit [Hour
Minimum Nor of Stugents " Maximam Nbr of Students 24
Se3s0on Language
Venaor 1D
il Save ' Retum %0 Seach 1 Noaty » Aca
Corse Session Profe | Location, Insyuchor | Equipment | Expense | Course Session Aomin

NOTE: all participants ‘Attendance’ status as ‘Enrolled’ will automatically be changed
to Complete and will be reflected in the employee’s MyHR Training Summary.
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NOTE: If a Course’s ‘Session Status’ is changed to ‘Cancelled’, a course session
cancellation notification is automatically emailed to employees who have a status of
Enrolled, Request, or Waitlisted.

NOTE: If a ‘Cancelled’ Session Status is chosen, managers of any employees who

have a status of ‘Request’ will receive anotification that the session has been
cancelled and will only be able to ‘Deny’ the request.
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Queries and Reports

Running Query Data

To capture data pertaining to courses, sessions, employee attendance, etc, Training
Coordinators can run a query.

Process Overview:

1) Training Coordinator using the Reporting Tools in PeopleSoft to run a query to obtain
training data.

2) Data is exported into an excel file to filter and sort based on data needs.

3) Data can be saved as an excel file for later retrieval.

Step One: Navigate to Queries

Navigation: Main Menu > Reporting Tools > Query > Query Viewer

To view a list of all available training queries, in the ‘begins with’ field, type N_TRN > click
Search.

Favorites = Main Menu = > Reporing Tools» > Query~ > Query Viewer

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

*Search By [Query Name v]  begins with
Search

%&mced Search

T~
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Step Two: Select Query Name

In the example below, the query name selected will provide training history per department.

Navigation: To run the chosen query into Excel, click Excel or the Excel icon.

Faanizs » Man Menu « Reporfing Tools » Q=y Query Viessr

Query Run Options— HTML
Excel, or Favorite

NOTE: Explanation of Query Run Options below.

HTML - runs your query to the screen and the data cannot be manipulated. From this
screen, the option to download to Excel is still available.

Excel —runs the query data to an Excel spreadsheet where the data can be
manipulated (filtered/sorted). The spreadsheet can be saved for future referencing.

Favorite - allows you to add frequently ran queries to query ‘Favorites’ for future re-use
easily. Click on the Favorites option next to the query you wish to save. The query is now
saved and will appear under “My Favorite Queries” the next time you access Query Viewer
by navigating to Main Menu > Reporting Tools > Query > Query Viewer.
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Favortus « Main Manu « Roparting Teoks « Coty «  + Quory Vieww

Query Viewer
Ertar any eformason you Bave and chok Search Leaes Selds tian for & st of 3l values

“Search By  [Qusry Nama v

Decgne wht |
Search Advanced Sewrch
< My Favorite Queries Pasongize | Find | LY | LS Fist & 1302 2 Last
Aoty Runm Bt
Cusry Waw Osazrption Ownes  Feitier WML Parel x| Sehetisle  Oefntions Refeences  Remove
N_TRN_COURSE CHARGERAC HR dept chargoback Public HINL  Excel XML Schedde Lookup Rederencen —
N TRN EE COURSE HISTORY COURSE PROMPT BY COURSE COOE Pl N_HR HIVML  Exonl XML Schedule  Lookup References -

O Favordtes L

| Step Three: Click Find.

Navigation: for this query example fill in % for each field > click View Results.
A message to Open or Save the query into Excel will appear > click Open to export the

guery data into an Excel spreadsheet.

N_TRN_EE_COURSE_HISTORY_DEPT - By Dept Active EE only

Corrent Dept Descr  Cumvent Division Descr  Camrent Secf Descr 1) Empl Record  Employee  Cament Job Descr  RepTemp FullPari Cowrse  Session Nbr Tiie Atisadaoce Stari Dat=  End Date

NOTE: different queries will prompt for different field information, eg., a course code,
session #, employee ID #, or a between start/finish dates to run data.

NOTE: You can filter and sort your excel spreadsheet to obtain the data to suit your
needs.

85



Queries and Reports

Running Report Data

To capture Course Attendance information on who has ‘completed’ or who has ‘not
completed’ a specified course.

Process Overview:

1) Training Coordinators can use the COH Custom report in PeopleSoft to run a report on
training attendance data.

2) Data is exported into an excel file to filter and sort based on data needs.

3) Data can be saved as an excel file for later retrieval.

Step One: Navigate to Reports

Navigation: Main Menu > COH Custom > Administer Training — Custom > Custom
Reports

Step Two: Select A Report

Navigation: Click on the report you want to run.

There are three reports currently available that can be ran pertaining to Training.

|| Course Session Posting
||  Roster Reporting
=] Course Attendance Report

1. Course Session Posting
2. Roster Reporting - refer to Table of contents ‘Attendance Sheet’ section
3. Course Attendance Report — list of who has Completed / Not Complete the course
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For this example, the Course Attendance Report was selected.

Navigation: click Search

Eavoiing - M Mainu COH Quttom « Adrrinksn Tranrg « Cuttom « Comam Sopoms « Course Mandance Repart

I All s Advancud 54

Course Attendunce Report

Ervor any islormason you fave and rick Semch. Lsave faeds boed Sir 2 det of ol sahves

Find m Exising Valus

Senrch Critwria

Seach by R Comrol IDbegre wein |

Cone Senative /
3 eahoed Saarch

P an Desing Vakeo | AdS 2 Naw Vatue

Step Three: Search for A Report

Navigation: click Run.

If the Run option/does not appear > type run in the Search Control field > then click
Search. The Run control will now appear > now click Run.

Faumes « MaﬁMvv.l- + COM Cuntone » Adtrinster Taaming - Custom « Custom Raports » Course Atendancy Reoort

Al » . Soarch Advanced Sear]

san yofi Pave and chok Search. Loave bolds tlans for a list of all valuns

' Lam

P gl 1D Langizsge Code
" Engiu
un Engish

NOTE: the first time you run a report you may not have the ‘run’ option appear. Once
you run your first report, the next time the ‘run’ control should appear on the screen.
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Step Four: Select the Course Code to Run a Report

Navigation: enter the 6-digit Course Code for the attendance history you want.
Department/Division/Section ¢gode will default with % > click Run.

Favoriins » Main Meru « coM « 1+ Administor Tralning - Ostom »  + Custom Ropents « 7maw

Courme Atlendance Reporn

Run Control 1D nm Report Manoges Process Monbios @

Report Request Paramet®rs

“Course Code

Codes—

OwatmtCoty. 1 Raporing Deparimant - % for ALL codes) e Dept/Div/Section -
Division Code 3 defaulted to %.
T Do Not Change

A Saww > Retrn 10 Search *  Pravious in List £ » Adg

Navigation: click OK.

Favontes « Main Mo « o COMCutom«  ©  Administer Training - Custom « Custom Reports « Course Anendancs Repodt

Process Scheduler Request

Usar ID DPOWER Run Controd I run

Recusrence v

Process List—
checked off by
default. Do Not
uncheck Courses
Taken/Not Taken.

Hesst 1o Current DateTime

Tima Zone

Process List

Selert Description Proceas Name Procesas Type Type ‘Format DHatreton

Vi Couwss TaksnNot Token Rept N_ED_004 SR Repont Web  vI[CSV /| Distitution

Ear

N
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Navigation: click Process Monitor.
N

Frvonhes « A Mo - COH Costom » Trwbsing - Custon »  + Cusdom Pugoits »

Courne Attendunos Repost

Fum Comtrod ID an

Roport Request Paswmeters

CE Oy
“Couese Codw L0025

(Repartng Oepartment - % for ALL codes

Departmont Code
Dievision Code

Section Codw

i Saww 2 Aetum o Ssarch 1. Previous n List » Add

Repart ).'.xna A 'é;\r ]

Process Insloncs 999458

Couse Allmdancn Report

Step Five: Run A Report

Navigation: Click Refresh > keep clicking Refresh periodically to speed up the running of

report.

Favomes « Main Ve « » GO Customt = &

Process L Server Uit

View Process Request For

User IDDPOWER = O Type villan v 1 | Dayr
[r— v Noarrse % Instasce From lastance To
Rum Status v Distrtion Status Vi W Save On Hefrash
Frocess List Possoriaiien | Feed [ Ve A | L5 £S5
Select wnmnce  Sag s Tyy Un Fan Date T Rar Hates
Nare
ey YR Fepant N ED 08 DPOWES 09 135140 EDT Mecawng

G back 1o Cowrso Atlendance Repen

S 5 Ny

Process Lt | Server Lt

Adrinkster Tigdring - Custom » 4 = 1 Coome Miendence Fepet. + Process Manils
Ll
2 (B

Run Status and
Distribution Status -
defaulted to

Processing and
N/A

The refresh process is complete when the Run Status shows Success and the

Distribution Status shows Posted.
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Step Six:

Navigation: Click Details.

Frmtivs e Mok Mo« ¢+ COMCustom e+ Adriness Doty - Custrm 5 Costom Heprota w + Conese Atenichence Fispot + Pracsss Mornior

Process List Serew Lini

View Frocess Request For

User 1D DPOVER O Type [ (Lot vi ) G V) [ el
Sexves! v Nanw 3, stance From Instwnco T
Flun Staties | | Otatvitnstion Status | | & Save On Retiosh

Potsonitza | Fit | Vew AT B et & 1t 0 Lam

Frocess List

Seteszt matmirs  Sew Fiocess Fype “"_," [ e DaterTemn Foea Stwais - ' ""'" Dutanty
neRLw SOR Hogon N_ED 004 DPOWER STITR2010 38 14PM DT @

G Ik %0 Course Alisstence Repon
W Savn ) Nettly

Process List | Server Lisl

Navigation: click View Log/Trace.

Fuvirdes o Mais Mo « » COHCustom e + ASunie Traning - Datise e+ Custom Fmpons » 1 Coun Abandenos o+ Procss Mooy
N
Process Detail
Process
ustaoce S95441 Type SOR Heport
Name N_ED 034 Decripnion Couse Taen™Not Taken fagpt
fun Stetus Soccemn Disarituion Status Pooted
Run Upcate Process
Rt Contul ID Hold Request
Location Sone Quaow Rogumat
Sarwe FENT DConcet Bpiunt
£ Dobetn Rusguest
Recysrance R wand Conternt Rnatart Ruquest
Date/ Time Actons
Rogquest Created On 07182015 3 40 02FM EDT P aimwiens Tonesly
s Arrgtiene Al (71162015 333 14PM EDT Miessage Log
Began Process At 077162019 3 88 56PW EOT i
Ended Procsas M 0711872015 355 0PM ED
oK Cances
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Navigation:

Click the file ending in .csv. This will download the data to Excel.

Favtns « Tz Merus « » COMCom - 5

View Log/Trace
Repon

Repont i}  EITEL Process Instancs 559153 Mesaage Log
Nams N_ED 02 Process Type SOR Regord
Hun Seatus Sicrese

Courza TakonMNot Taken Fopt
Destribution Detalls

Destribution Mode MR CPRD Exphiation et OW1400S
Fole List
Fow Saz fbytea) Datutiore Crestey
q 1185 629

15 35540 207000FM EDT

N_ED_(02_ 939856 out
SOR N _ED_0M_S$955E log
Destriiute To

Costiiutos © Type

e 9 355 00 0T0MPM ED
151 NTAG1S 355 40 SOT000PM EDT

Ot thastian 10

Lipew DPOVER

Homtiam

Admeristey Traiwing - Castom = 3 Cotom Rapurts « 3 Coovse ASendancs Rport

> Proceen Merstir
N

Step Seven: Open the Report into Excel

Navigation: After choosing the .csv file, you will
click Open

Internet Explorer *

What do you want to do with N_ED_004_999498.csv?

From: itvdhrdev.hamilton.ca

The file worn be saved automatically.

— Save

—> Save as

Cancel

91

be prompted with a message box >




The report for course CE0005 will appear populated with identified information (columns A —
L) of who has completed the course. Those who have not taken the course yet will have no

information under columns K and L.

A B C D E F G H
Reportd N_ED_004

1

2 Repont Runon 201907-16 at 154856177

3

4 Course Taken/Not Taken Status for Course.  CEDDOS - NewEmploveeOrientation-CE
5

6 Submitedby DPOWER

7 Department Req %

8 lesx-:m Req %

9 SechonReq %

10

1 Employee Empl
12 Departmer Dision  Section  Depbd Number RCD

Employee Empl
Name Stals

Position
Title

Manager Course

Level

Completed
Completed Date

NOTE: you can filter and sort the spreadsheet based on your requirements.

NOTE: You can Save the spreadsheet as an excel file for future referencing.
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Licenses and Certifications

Adding aLicense and/or a Certification

Training Coordinators can add licenses or certifications to an employee’s Person Profile
record. Employees can view their licenses/certifications from their Employee Self-Service
Page.

Leaders can also view their employees’ licenses/certifications added into PeopleSoft, and pull
reports with details, including expiry, on licenses and certifications for their employees.

NOTE: Training Coordinators must ensure licenses/certifications are valid and current
before entering information into PeopleSoft.

Process Overview:

When an employee receives an issued license/certification, this information will be
entered/updated in the employees PeopleSoft record by the Training Coordinator.

1) Training Coordinator is informed by employee of issued license/certification.
2) Training Coordinator enters the information in PeopleSoft.

3) Employee Record is now updated with the current license/certification.

4) Employee can view the added entry in the ESS Licenses/Certifications

5) Leaders can view licenses and certifications for their employees in MSS

Step One: Navigate to the “Person Profile” Page

Navigation: Main Menu > Workforce Development > Profile Management > Profiles >
Person Profile

Favorites v Main Menu + » D ~ > Profile w » Proflesw > Person Profiles

Person Profiles
Enter any information you have and click Search. Leave fields blank for a list of all values,
Find an Existing Value || Add a New Value

Search Criteria

Evpt 0[egrs i ]
Profile Type|begins with | [¢%
Nama| egis it ]
Last Name begins with v/|
Altemate Character Name

[Jinclude History M Correct History [] Case Sensitive

Search Clear | Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value
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| Step Two: Enter the Employee’s ID number or their first and last name.

Favorites » | Main Menu ~ » Workforce Development » > Profile Management » > Profiles » > Person Profiles

Person Profiles
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value
Search Criteria

Empl ID{begins with w||
Profile Type[begins with w

€[begins with v

Last Name[begins vith v]

Alternate Character Name

Search By —
Employee ID # (6

digits) OR by First
Name/ Last Name

U include History M correct History [ case Sensitive
(@ Clear | Basic Search [4° Save Search Criteria

Find an Existing Value | Add a New Value

Step Three: Click Search.

The Employee’s Person Profile Page will appear.

Favoritng « Main Menu « De w + Profle « o Poflesy o Purson Profies

Person Profile

EmpliD 125003 Scott McDougall
Profile Type PERSON Parson
*Profily Status Acive v

*Description Scott McDougal
& rie ™ Commants Profile Actions [[Seedt Adion] v
v Licenses and Certifications
Thece ste curmently no Licenses und Cestifications for i profile. Please add one Il required
#] Add New Licanses and Centifications

Tests or Examinations

There are currently no Tests or Exasninafions for this profle  Plasse add one if required

*! Add Now Tasts or Examinations
Save

2 Return to Search F & | NextinList » Add

94



Step Four: Click “Add New Licenses and Certifications”

Favouitng « Main Menu « Workforce Developmant «  +  Profile Management « + Profiles » © Purson Profies

Person Profile

EmplID 125003 Scott McDougall

Profile Type PERSON Parson

*Profily Status  Acie v/

"Description Scott McDougall

Profile Actions [[Seedt Adion] VU

@‘ndd New Licanses and Certifications

Tests or Examinations

There are currently no Tests or Exasminations for this profie  Plasse add one if required

*! Add Now Tasts or Examinations
Save

* Retum to Search | 4| Neotin List » Add

NOTE: In the above example, this employee currently has no existing licenses/certifications
documented in PeopleSoft

Once “Add New Licenses and Certifications” is clicked, the “Add New Licenses and
Certifications” Table appears
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Person Profile

Add New Licenses and Certifications

Empd 10 125090 Scett McDougst
Profile Typn PERSON Person

oootnpe adding addsonal hems
Destalsy
“Seniie Detw D705201% W
“Licanse Q

Country Q
Statn Q
Rewewal Rnquirod
[ Reswwnl I Progress
[ Licanse Veriliet

=l

Expécasion Unte
Licesse/Carmification Number |

253 charsciers remaieing

h-ualﬂyr_‘

53 chaaciers remaining

oK Canca Apply and e Ansthes

Ads tom detals. Select OK to apply changes and returm. Select Cancel 10 return without making omy cranges. Sefect Apply and Add Arother to

Fad | Viewar  Fime A

Step Five: Click on Magnifying Glass next to License field to bring up “Look up License”

Table.

Person Profile

Add New Licenses and Certifications

Profile Typs PERSON [

oootipe adding addtonal hems
Detalsy
“Seniie Detw D705201% i

sius A
Country o
St Q

Rewewn! Required
[ Reswowl I Progress
[ Licanse Verilied
Eupiration Unte W
Licssse/Camification Number |

Empd 1D 125083 Scott McDougst

“Licanse ®

[Pt W Viokdwon Dwrviopent =+ Profie Manegiit + Protee Dot Profies

Ads tom detals. Select OK 1o apply changes and retirm. Select Cancet 1o return without making omy cranges. Select Apply ad Add Arother to

[Fad | View A0

253 charscters remaieing

Mwued By [

253 chaeacters remairing

oK Cancad Apply and Add Ancttes

1ot 2 Lt

Lok Up Lanrse

Cantnsd Type e
Covnus on U buges ottt v §
Lot (g ypel bugns vt v Q

b

Cornuse (anigs hages ottt v
[ i

Lok Ly Claw Covel  Base Lovkay

Gy —crate.

FUSTEED fwetd|  Pewst| Il Chase Sifnreny Engoasn
JOSIAEN terd|  Pumed;  dud Clms Sutavery Exgres:
QEASTAEN  Iaed]  Pewst] 40 Shes Sbanary Ergve
WCCERT  feed| ek A Contanng Cartioss
ACTIRITOR  [eed]  Pewk| Sty Coli Dongs Shge 2100
Al feed| ek Acoud Cett vabiid Mpgeest
ALS Moeed| k) Achasond Canthe Lite Saqunnt
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ASDESIOS (deed|  fmaek)  Achests Cad

ASTRCMOM [Need|  Juwet)  Assaian w b Maragaeses
ASFIENS  feed|  fmmek)  Assstaed b Fie Merstad
ASMSINE  eed | Paet] fwet bruswns vall Can Dage
ASSETNGT  eed| maed)  Acswd daset Mngrt secieis
AMTODTEDH feed]  Peaad)  Actwnwden Sovtve Tothe J1008
HESHOIN fheed|  fmmed)  Sak Chuges Cos
CAMCTONG foerd|  Jeek] T ek Minget Dusgration

(= 2+] Peed|  fumed) Dt EneMan Devwbgee
COTORA et | mard)  Tavhad (wens Assatan
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Step Six: Enter license or certification title using “Description” field. Click “Look Up.”

Step Seven: Select correct license or certification from search results

Note: If the correct license does not appear in the search results, contact the Training
Administrator to add a new license or certification to the system.

Step Eight: Complete the remaining required fields under the “Details” section.

Required Fields are indicated with an Asterix (*). Required fields are as follows:

Issue date (of license)
License (or Certification)
Status

NOTE: Use theicon next to each field to select an option.

Fovuites o Maks Matni » Workdwen O » Profin M - Prolles Petnon Profles

Person Profile

Add New Licensas and Certifications
Egpd 1D 12500) Scott McDougsl

Profile Type PERSON [SSer

Revewal Qequired

Reswwal Ins Progress

Licanse Verilied

M3 chaeactors remaink

DK Cancu Apoly and Acd Ancties
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Step Nine: If Multiple licenses or certifications are to be added to an employee, click “Apply
and Add Another”

Favuhes « Man M« Wokdeos Umwigenieed o Profie Maragermedt « Frofles = © Peesan ol
Perzon Profile

Add Now Licenses and Certifications
Empl i} 125003 Seat M Coapal
Poie Type FERSON

Fatsom

AN A et Savect UK i appiy shanges and retum Select

1 Carind tn vetuemy WENOUT Iwdany arvy changes. Sadent Apgly ared A Anather )
corkiese sAng 2888 s

wiat Fiodd | View 21 Fet A et 2 L

“ssue Date 07852018 -

"Liconse ACCERT O A ConSturmeg Contficate

Status Acnem v

Coustry CAN Coneda
Prowince ON

Ontarn

¥ Renewsl Recuams

Renewal n Pvogress

Licname Varified -~

Capitation Dine 07057200

LlommaiCermtfiostion Number | ZASI7E543 B\ 4

21 chaaous tumaeasg

s By | s

T2 charsciers rermainang /
oK Cancel @

Step Ten: Once all Licenses and Certifications have been entered for the employee, Click
“OK” to save and return to main Person Profile Page.

Favuathes « Mat) sy« Wokduos Umwhigstieed «  © Profie Masrageenest «  Frofles «  Peesen Pofiles
Perzon Profile

Add Now Licenses and Certifications

Eapl W 125003 Seatt MeDrsugal
Poufie Type FERSON Fatsam
A A et Sevect UK 1p agpy o

arvges and reterm Select Carrmd tn retumy WINOUT ki sy changes
conlinse sddng a6SSens dores

St Agypty arel A Avather |
wiat Fiod ) View 24 Fet Aty 2 L
“ssue Date 07852018 -
“Licossa ACCERT A A ConSturmg Centficate
Status | Acten v
Coustry LA Caneds

Prowiace ON Ontara

' Renews) Qe
Renewal n Peogress
Liconme Varttied

Caphiation Dvne 9775

Lol ertfioation Number ZAISRI7E545. B
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Appendix A: Fields and Descriptionsfor New Course Request

Template

The following table lists the fields, and their descriptions, found on the New Course Set-Up
Request Template. When completing the “New Course Request Template” choose the most
appropriate answer based on the descriptions.

Field
Course Title

Internal/
External

Course Type

Primary
Delivery
Method

Min/Max
Students

Description

30 characters maximum.
(includes a suffix of Department naming convention, eg. Tree Cutting-PW)

Department Naming Conventions for referencing:

Suffix Department Name

CE Corporate Employee

CM Corporate Management

CcO City Managers Office

CP Corporate Services Department

HS Healthy and Safe Communities Department

PE Planning & Economic Development Department
PW Public Works Department

Internal (delivered by COH)
External (delivered by external party or vendor)

Categorizes the courses. Options include:
- Core Competency

- Corporate Technical Competency

- Job Specific Technical Competency

- Pilot

Options include:

- Classroom

- Onthe job training

- Web-based

- Webinar

- Workbook

- E-learning/video

Enter the numbers to be used for determining the minimum and maximum
number of students per session.

99



Field

Session
Administered

Duration Time:

Duration Unit:

Course
Offering

Prerequisite
Course
completion
required?
License/
Certification

Category Code

Subcategory
Code

Subcategory
Code cont.

Description

Note: different values can be assigned in each session if required (i.e. in the
event one class or facility holds more students than another).

Select YES if the course will be offered on assigned dates/times for
enroliment through the creation of sessions.

NOTE: the session number is used in order for the course to be included in
their training record.

Select NO if no sessions will be created, as there are no assigned
dates/times, as it is open-ended, eg. On-line training that can be completed
on demand.

The length of course in either hours, days or weeks.
The value entered will correspond to the Duration Unit below.

Select day, hours, month, week, year. The value corresponds to the Duration
Time above.

Indicates how often the course is offered.
Options include: Monthly, quarterly, bi-annual, annual, as required.

Select if there is a specific pre-requisite course required to be completed
before allowing enrollment into the course.

Select if a license/certification will be granted to employee upon completion of
coursef/training. This could be a legislative or job specific license/certification.

Competencies (Technical & Core)
Job Skills

Subcategory to Competencies:
Individual Contributor
Emerging People Leader
People Leader

Emerging Executive
Executive

Approaching Retirement

Subcategory to Job Skills:
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Field

Course Title

(under
Description
section)

Target
Audience

Cost

Cost Paid By

Course
Content
Information

Additional
Pertinent
Information/
Special
Instructions

Enrollment
Approval

Description
Division
Full course title. Unlimited characters.

This field and those below will show when employee clicks on description link
in Employee Self Service.

Who the course is intended for

Per employee costto be charged to departments.
If no cost then indicate n/a in the field.

Which Department is paying for the cost.
City Managers Office

Corporate Services

Healthy & Safe Communities

Planning & Economic Development
Public Works

If no cost, then indicate n/a in the field.

Details about the course, ie. objective, goals, key messages and other special
instructions pertaining to the course

Any additional information that an employee should know about the course
prior to enrolling. This will be viewed in the description on-line.

Note: this is different than the ‘Special Instructions’ field within the Course
Session which pertains to the session once they enrol.

YES - the enrollment requires manager approval due to related
attendance/cost. Approval is sent through Manager Self Service (MSS).

NO - the enrollment does not require manager approval and
employee/Training Coordinator can enroll without approval request to
manager through Manager Self Service (MSS).

101



Appendix B: Course Session Profile Tab — Field Descriptions

System default to Active. Leave as this option.

System default. Must remained check if you want to allow self-enroliment
into the session. If unchecked, you will have to enroll employees.

Enter the start & end date of the course session.

Enter the start & end times of the course session. The times must include
four digits separated by a colon and should begin with a O if the hours is
not a two-digit number and include the AM or PM, eg. 04:30PM

NOTE: When entering the start/end date make sure the Duration matches
the Duration Unit entered

Automatically populated by the system using information from the Course
Table; however you can change if required.

Automatically populated by the system using information from the Course
Table; however you can change if required.

Automatically populated by the system using information from the Course
Table; however, you can change if required.

Leave blank. We do not currently use this field.
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Appendix C: Location, Instructor Profile Field Descriptions

Field

Description

Start/End Dates

Automatically populated by the system using information from the
Course Session Profile tab.

Start/End Automatically populated by the system using information from the
Course Session Profile tab.
Duration Automatically populated by the system using information from the

Course Session Profile tab.

Duration Unit

Automatically populated by the system using information from the
Course Session Profile tab.

Facility

Click on the “* to search for the Training Facility Location & Room

Note: This does not book the facility for you; you must have already
booked the facility. The facility information selected is used in the
email confirmation to students and Training Posting information

Select Free Training
Room

Once you have selected your facility, “Select free Training Room” will
become a hyperlink , click the hyperlink to select the room
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Appendix D: Attendance Status

’ Attendance Status Description - When to use

Advanced Cancellation employee cancelled within the allotted timeframe of 5
business days prior to the session date. This is a
corporate standard

Completed employee has completed the course

Course Session Cancelled the required minimum numbers to run the course session
was not met

Dropped employee is being dropped from course, as they don't

meet the criteria to take he course, eg. Course is for
leaders and a frontline employee enrolled

Enrolled Employee is enrolled into a course

Incomplete employee did not complete all the requirements of the
course

Late Notice Cancellation employee did not cancel within the allotted timeframe of 5

business days prior to the session date. This is a
corporate standard. A costmay be associated in this

instance.
No Show employee did not show up for the course and did not give
notification of their absence
Request employee Training Request is pending manager approval
Session Waitlist no seats are available in the course session. The

employee is waitlisted
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Appendix E: Enrollment Automated Email Notifications

Enrollment Process

Automated Email Notification

‘Enrolled’ in a Course Session

Confirmation of Enrollment email notification to employee
to confirm their enrollment into a course session.

Confirmed Enrollment Reminder

Confirmation of Enrollment email notification to employee
1 week prior to course session start date.

Enrollment ‘Request’ Approval
Pending

Email notification to manager to advise of pending
training request approval.

Enrollment ‘Request’ Approval
Pending Reminder

Email notification to manager and training coordinator to
remind of pending approval.

Enroliment ‘Request’ Approved

See ‘Enrolled’ in Course process above.

Enroliment ‘Request’ Denied

Email notification to Employee to advise that requestwas
not approved.

Enroliment ‘Waitlisted’

Email notification to employee to confirm their ‘Waitlisted’
status into a course session.

Enrollment “Late Cancellation’,
‘No Show’ or ‘Incomplete’

Email notification to advise manager of ‘late
cancellation’, ‘no show, or ‘incomplete’.

Course Session ‘Cancelled’

Email notification to advise employee of Course Session
being cancelled and to enroll into another session date

105




‘Enrolled’ In Course Session...

Email Notification to Employee to advise that request was not approved by manager.

To: EE
Cc
Subject: Training Enrollment Confirmation

We are pleased to confirm your registration in the following course session. Please update
your calendar accordingly.

Description: Course Title
Course Code: 6 digits
Session Code: 4 digits
Dates:

Time:

*Special Instructions: [new field]
Location:

Facility
Information:  <Facility Info unavailable>

Course Session

Cost:
Session Name
Administrator: email
Phone # and extension
Student: Name
email
Employee ID #

Enrollment cancellation requires 5 business days notice prior to course/session date;
otherwise, your department may incur a chargeback for the cost of the course.

If you have any questions, please contact the Session Administrator noted above.

(This is an automated message system. Please do not respond. If you have received this
message in error, please contact the Session Administrator above.)
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Confirmed Enrollment ‘Reminder’...

Email Notification to Employee to advise that request was not approved by manager.

To:
Cc:
Subject: Training Enroliment Reminder

This is areminder that you are registered to attend the following course session. Please ensure that
any ‘Special Instructions’, indicated below, along with the date has been noted and entered into your
calendar.

Description: Course Title
Course Code: 6 digits
Session: 4 digits

Date:

Time:

*Special Instructions: [new field]

Location: Standard Life Building
120 King Street West
Hamilton
Boardroom B - 9th Floor
http://mwww.mapguest.com/?version=1.0&hk=2-FVvJdg33s

Facility
Information: <Facility Info unavailable>

Course Session

Cost:
Session
Administrator: Name
email
phone # and extension
Student: Name
email
Employee ID#

Enrollment cancellation requires 5 business days notice prior to course/session date, otherwise, your
department may incur a chargeback for the cost of the course.

Please contact the Session Administrator noted above, if you have any questions.

(This is an automated message system. Please do not respond. If you have received this message in
error, please contactthe Session Administrator above.)
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Enroliment ‘Request’ Approval Pending...

Email Notification to Manager to Advise of Pending Training Request Approval

To: MSS
Subject: Approval Required for Learning and Development Request

A request is awaiting your approval.

Transaction Name: Employee Learning and Development Request

Employee Name:

Employee ID:

To approve or deny this request, go to:

[link to go directly to MSS approval page of Learning and Development request is inserted

here]

This is an automated message. Please do not respond to this email
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Enroliment of ‘Request’ Approval Pending Reminder...

Email notification to manager and training coordinator to remind of pending approval.

To: MSS
Subject: Reminder of Approval Required for Learning and Development Request

A request to enroll into a course/course session was sent to you 3 days ago and is awaiting
your approval.

Transaction Name: Outstanding Approval for Employee Learning and Development
Request

Employee Name:

Employee ID:

To approve or deny this request, go to:

[NOTE: insert link here to go directly to MSS approval page of Learning and Development

request]

This is an automated message. Please do not respond to this email.
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Enrolilment ‘Request’ Denied...

Email Notification to Employee to advise that request was not approved by manager.

To: Employee
Subject: Approval Denied for Employee Learning and Development Request

Your request to enrol in the below course has been denied. Inquiries about this non-approval
should be directed to (insert Manager/Supervisor name)

Description: Course Name
Course Code: 6 digits
Session Code: 4 digits
Dates:

Session Administrator: Name

Phone number and extension

This is an automated message. Please do not respond to this email.
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Enroliment ‘Waitlisted’...

Email notification to employee to confirm their ‘Waitlisted’ status into a course session.

To: EE
Cc
Subject: Training Enrollment Waitlist

You have been added to the Waitlist for the following course session because there are
currently no seats available on the date that you selected.

Description: Course Title
Course Code: 6 digits
Session Code: 4 digits
Date:

Time:

Course Session

Cost:
Session
Administrator: Name
email
phone # and extension
Student: Name
Email
Employee ID #

If a seat becomes available in this session, you will be automatically enrolled into the session,
and will receive a confirmation email about your enrollment. If you are removed from the
walitlist less than 5 days prior to a session date, you will also be contacted by phone to advise
of your enrollment and ensure that you are available to attend.

If you have any questions or concerns, please contact the Session Administrator noted

above.

(This is an automated message system. Please do not respond. If you have any concerns
about this message or if you have received this message in error, please contact the Session
Administrator above.)
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Enroliment ‘Late Cancellation’, ‘No Show’ or ‘Incomplete’...

Email notification to advise manager of Late Cancellation, No Show, or Incomplete. The
Department may incur a cost associated with these three notices.

To: MSS
Subject: Change to ‘Enrolled’ Attendance Status to <Insert Status ie: Late Cancellation>
for an Approved Learning and Development Request

Transaction Name: ‘Enrolled’ Attendance Status Change to <Insert Status ie: Late
Cancellation> for an Approved Learning and Development Request

Employee Name:

Employee ID:

Attendance Status:

Cost of Course:

Due to the change of ‘Attendance’ status, there will be a chargeback to the employees

associated Dept ID if there is a cost associated with the course.

This is an automated message. Please do not respond to this email
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Course Session Cancelled...

Email notification to advise employee of Course Session being cancelled and to enroll into
another session date

To:
Cc:
Subject: Training Enrollment Course Cancellation

Due to extenuating circumstances, the below course session that you registered to attend
has been CANCELLED. We apologize for any inconvenience this may cause.

Please visit MyHR > Learning and Development > Request Training Enrollment, to view and
register for other available sessions.

Description: Name of course
Course Code: 6 digits
Session: 4 digits

Dates:

Time:

Course Session

Cost:
Session
Administrator: Name
Email
Phone # and extension
Student: Name
Email
Employee ID #

If you have any questions or concerns, please contact the Session Administrator noted
above.

(This is an automated message system. Please do not respond. If you have received this
message in error, please contact the Session Administrator above.)
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