EMPLOYEE SELF SERVICE
ONLINE TRAINING ENROLLMENT

Navigate to Learning and Development — then to Request Trai

4 b Self Service

Marvigate to your self service information and activities.

==L Time Off Information

Reviewy time off taken and vacation, sick and personal
time earned.

ersonal Information
evievy and update your personal information.
Home and Mailing Address

one Mumbers

ElEmail Addresses
2hiore...

W LBenefits

Review health, insurance, savings, pension or othér
benefits information. Review and update dependgnt
and heneficiary personal information.

Benetits Information

Dependents and Beneficiaries

Benetits Summarty

Jhdore...

Ta-gil

Learning and Development
Add or reviewy information about yourXaining and
developmert.

[ Training Summary
ERequest Training Enrolinent

Select any one of the four options to enroll in
the training session.

= To search by the Course
Name enter any part of the
course title, for example,
‘Children’
To search by Course Number
enter the first few letters of
the course code, for example,
‘EAP’
To search by Location enter
any part of the location
To search by Date enter the
From and Through dates to

ning Enroliment

Edit "Self Service" Folder

%n_ - |Payroll and Compensation

Reviewy your pay and compensation history. Update
your direct depost and other deduction or contribution
information.
Eliew Paycheck
Elatice of Deposit
ElYolurtary Deductions

5 hlore...

— N

Request Training Enroliment
Michelle Conroy

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

Search by Course Name
Search by Course Number
Search by Location

Search by Date
T ——

GoTo: Self Service
Learning and Development
Training Summary

Professional Training

Available courses will appear in a list. If you
click on the blue “I” icon, you will see a

description of the course. \
Click on View Available Sessions to select
the session you wish to attend.

Request Training Enrollment
Course Search

Enter a course number and click the Search button to get a list of matching courses. Leave the course
nurnber blank to get a list of all courses.

Course Number:  |EAP Gearch

Course Details
Course
Number Description

EAPOD2 Tax Sawing Ways

MNo Sessions Available

EAPODS  Making Your Money Work For You

T_b View Available Sessions

Return tn Reguest Training Enroliment

Select a session by clicking on one of
the session links

Request Training Enrollment
View Available Sessions

EAPOOS

Making Your Money Work For You

Click on a session number in the list below to view session details orto request enroliment in the
session.

Location

Duration (Hours)  Open Seats Waitlisted
‘UUU'I Med - 200 Boston Ave 10 10 0
0002 Boston-HNRCA Mezzanine ConfRm 1.0 8 0
0003 Administration Bldg 1.0 4 0

Return to Course Search




Confirm that the information is correct
and click on “Continue.”

Request Training Enrollment

Session Detail
Michelle Conroy

Click Continue to submit your training request.

Course: EAPODS  Making Your Money Work For You
Session: 0002

Location: Boston-HNRCA Mezzanine Conf Rm

Start Date: 02/09/2010

Duration (Hours): 1.0

Language:
Prerequisites
None
Date Session Start Date Start Time End Time
Tuesday 02/09/2010 12:00P M 1:00PM

Ifthis session is full, place me on the waiting list.

Click Submit to complete your
enrollment.

Your request confirmation will appear. You
may print this page if you wish.

To make any changes to your enroliment,
such as dropping or rescheduling the session
you enrolled in, please contact your campus
training administrator.

[
P ontinue

Return to Course Search

Submit Request
Enter comments (optionaly and click the Submit button atthe bottom of the page to complete your
request

Course: EAPOOS  Making Your Money Waork For You

Session: 0004

Location: Bostor-HHRCA Mezzanine ConfRm

Course Start Date: 03i01/2010 Start Time 12:00PW  End Time 1:00PM
Duration {Hoursy: 1.0

Language:

Douglas Ferraro

EmplD: 1006115

Comment:

\‘Suhm\t

Beturn to View Available Sessions

Submit Request - Confirmation

Your request was submitted.

Course: EAPOD5  Making Your Money Work For You
Session: 0002
Location: Boston-HNRCA Mezzanine Conf Rm

Course Start Date: 02/09/2010 Start Time 12:00FM  End Time 1:00PM
Duration (Hours): 1.0

Language:

ichelle Conroy

EmpliD: 1030414
Process Detail

Name Role Name Process Action Process Action Date
Michelle Conroy Originator Submit 02/03/2010
Comments

GoTo: Employee Home
Training and Development Home
Request Training Enroliment
Training Summary
Professional Training




