CU 8.9 HRMS Step by Step Guide
Enroll/Complete Students in Training — Enterprise Learning Module

Overview: This guide provides instruction on enrolling/completing students in course sessions. The
term student refers to the person (employee or POI) taking the training, and is not referring to CU’s
undergraduate or graduate student academia. This function in HRMS requires a special security

class and special training. Access to these pages is requested and approved by ES and Campus
Access Coordinator agreement.

In version 8.9, Oracle/PeopleSoft has changed the name of Administer Training to Enterprise
Learning.

Note: The screen shots used in this guide may not be representative of your access.

There are two ways to enter student training records:
% Enroll Individually is used to enter multiple students into the same course session (Steps 1 - 4)
% Enroll in Course can be used to enter one student into a single course session (Steps 5 - 6)
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Rt [ Reports and Revigws Allowws enrolimert of students in course sessions or on a wait list, reschedules students in sessions, and creates training letters
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2. Enroll Individually Enroll Individually
search page

displays

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

| Enter Course Code | Find an Existing Value |

[1 Enter Course

Session Nbr Course Code: AI:II:II:IEE o}
- Click Seereh Coumja 5-essmn Hl}r: 0033
Description:
Course Start Date: | = “ [&]
Category Code: 2
Subcategory Code: o)

Search | Clear | Basic Search Save Search Criteria
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3. Course Session
Enrollment page
displays

"1 Enter EmplID of first
student, or search
using the magnifying
glass

{1 Enter student’s
Attendance
(Enrolled,
Completed,
Cancelled, No Show,
etc.)

4. Course Session
Enrollment,
continued

"1 Enter Training
Reason
(Compliance,
Functional, Job
Requirement, Skills
Development)

"1 Enter Grade, if
applicable

1 Click 2521 oR,
you may enter all
training records and
then Save (see step
4. below). (A
reminder that HRMS
will time out after 30
minutes of inactivity;
it is recommended
you save often)
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| Cowrse Session Enroliment |

Course: AQ00032 HRMS-Functional -Instr-led Tny

Session# 0033Active  Session Name:

Start Date: 11i03r2006 Start Time: 8:30AmM
Facility: Fitz Language:
Min Students: 1 Max Students: 959949 farerenlisitelChecking |
# Enrolled: 1 # Waiting: 0 Transfer-Course Session Setup
Attendance Find | Views &l First "1 of 1) Last
EmpliD: 117858 Q Yasudevan James =]
‘Attendance: Completed v Status Date; |11/03/2008 [
Training Reason: Job Reguirement v CIprerequisites Met
Letter Code: Q Date Letter Printed; Grade: Q
Departmerit
Business Unit: |YCOLO Q University of Calorada
Department: 51000 Q Fayrall & Benefit Services
| Course Session Enroliment
Course: AD0032  HRMS-Functional -Instr-led Tng Session # 0033Active  Session Name:
Start Date: 114032008 Start Time: 8:30AM
Facility: Fitz Language:
Min Students: 1 Max Students: 999999 Preraquisite Checking
# Enrolled: 1 # Waiting: 0 Transfer-Course Session Setup
Attendance Find | Wiew &1 First || 10f 1 "] Last
EmpliD: 117858 Q VasudevanJames #[=]
‘Attendance: Completed ¥ Satus Date: |11/03/2006 v
Training Reason: Job Requirement v [\ Prerequisites Met
Letter Code: Q Date Letter Printed: Grade: Q
Department
Business Unit;  |UCOLO @ University of Colorado
Department: 51000 QU Payroll & Benefit Semvices
Demand from Budget Training
Search Criteria:
Clpoputation I catalog Demand ID:
= Save | LLUReturn to Search +[H] Mt in List Motity | b Refresh
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5. Course Session
Enrollment,
continued

1 If entering multiple
records before
saving, click the
Insert a Row icon

and repeat steps
2. and 3.

1 1f needing to delete a
row, click the Delete

a Row icon [=] and

click to the
‘delete row?’ pop-up
message

ENROLL IN COURSE

6. Navigate to Enroll
in Course

"1 Enterprise Learning
[1 Student Enrollment
[1 Enroll in Course

7. Enroll in Course
search page
displays

"1 Enter Employee ID
or search by Name
or Last Name

Search

I Click

| Course Session Enrollment |

Cowrse: A00032 HRMS-Functional -Inst-led Thg Session # 0033Active  Session Name:

Start Date: 11032006 Start Time: 8:304M
Facility: Fitz Language:
Min Students: 1 Max Students: 999999 Frerequisite Checking |
# Enrolled: 1 # Waiting: 0 Transfer-Course Session Setup
Attendance Find | Wigwe &I First 2oz Lagt
EmpliD: | Q =]
*Attendance: Status Date: |12/2012006 [+
Training Reason: | b | [CIPrerequisites Met
Letter Code: l— Q Date Letter Printed: Grade:
Department
Business Unit: Q
Department: Q

Demani from Budget Training

Search Criteria:

CIpopulation [Ccatalog Demand I0:
Umw{a_rsnyqf _
.010Irado HREOTEST T TRAINS Home
Menu =]
Search:
| |® - Student Enrollment
[» My Favarites v v - .
I Reports and Raviews Allowes enrolment of students in course sessions or on & wai list, reschedules studerts in sessions, and creates training letters
[» Recruiting

Enroll Individually

Enroll in Course
- Identifies students to enroll or adjustments to make to student roster

= Warkforce Administration =t Idertifies training course, student, and kiling information

I» Gompensation

[ Time Collection

[= Wiorkforce Developrment

[» Organizational Development
= Enterprise Learning

~ Student Enrollment
— Enroll Individually
— Enroll in Course

[» Result Tracking
[ Training Reports
I» Course Reports
b Define CourselCost
Details
I» Reporting Tools
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Enroll in Course
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value |

EmpliD: heginsg with |115554
Name: begins with + |

Last Name:| hegins with + |

Search | Clear | Basic Search Save Search Criteria
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8. Course Student
Enrollment page
displays

1 If student has
training records
already recorded,
click the Insert a

Row icon
[1 Enter Course Code
[] Enter Session #

"1 Enter Attendance
(Completed,
Cancelled, etc.)

"1 Enter Training
Reason
(Compliance,
Functional, Job
Requirement, Skills
Development)

"1 Enter Grade, if
applicable

Enroll/Complete Studen

Additional Notes:

| Course Student Enrollment |

Haerr,Sandra

Course Information

Course Code: AD0032 O Course Title:
‘Internal/External: Facility:
Session # 0033 Q Min:
Start Date: Start Time:
End Date:
Student Information
[Iprerequisites Met
‘Attendance: Completed b
Training Reason: [-/0b Reamt b
Businessuni:  [YCOLO QU ygoLo
Grade: Q

s in Training complete

There are three values for Course Type:
1 Compliance — Use for compliance-related courses that are required and that will be monitored
and tracked for legal purposes (such as hazardous materials, HIPAA, sexual harassment).
71 Functional — Use for non-compliance courses related to a job requirement, administrative
system access, or security (such as HRMS or FIN Oracle/PeopleSoft training).

71 Skills Development — Use for courses that are not required for administrative system access.

Fitzsimaons Campus

1 Max:

2:30AM

Date Needed:

Status Date:

Department:

Letter Code:

Emplicl:

Fincd | Migsne &1

399939 # Enrolled: 1

End Time:

B

11/03/2006 [5

10623

115664

mmzofz

Language:

# Waiting:

4:30FP M

A HR-UnivRet

Letter Dt:

May include courses that involve compliance issues, but are not required for monitored for
legal purposes (such as FERPA, FLSA). May also be used for skills courses like Excel,

Access, Word.

Last

F[=]

1]

The student’s (employee or POI) Department defaults based on the employee’s home department at
the time s/he took training. If the student transfers to another department the department number

remains the same, e.g. will not update to new home department. When the Admin Training report is

run, it will capture the student’s training records, regardless of past departmental location history.

CU is currently not using the following fields: Prerequisites Met, Date Needed, Letter Code, Date
Letter Printed and Demand from Budget Training data.
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