CU 8.9 HRMS Step by Step Guide
Training Records Lookup - Reports and Reviews Module

Overview: This guide provides instruction on looking up training records for employees and POls
(affiliates) required to take university training courses for compliance, job requirement, enrichment
and/or refresher purposes.

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

There are three ways to look up training records:

e Review Training Summary review: To research training records for INDIVIDUAL
EMPLOYEES or POIs (Page 1)

e Student Training History report: To research training records for INDIVIDUAL EMPLOYEES
or POIs in a report format (Page 3)

e Admin Training report: To research training records for MULTIPLE EMPLOYEES or POls
(Page 7)

Review Training | The Review Training Summary is a view-only review page that is designed to

Summar provide a list of all courses a single employee or POI has taken accompanied
ummary by the date s/he took the training(s), and grade(s), if applicable.
1. Navigate to Universityy
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I» Reporting Tools
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2. Review Training
Summary search
page displays

'] Enter one or more of
the search fields

| Click _seareh_|

3. Student Training
Summary page
displays

1 View employee’s or
POI’s training records

] To view all records,
click “iew &l

'] To narrow your
search to a specific
category, such as
Fin/Budget, enter
the Category Code
F in the
Category Code Q
search box; to
narrow your search
to a specific campus
where the course
was offered, such
as Boulder, enter
the Subcategory
Code 1 in the

Subcategory Code | Q
search box. NOTE:
Category Code

must be entered if
Subcategory search
Is used
"1 To return to original
training page click
Wiewy All

End Student Training
Summary review

7/11/2007

Review Training Summary

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

| Find an Existing Value |

EmpliD:

Name:

Last Name:

Home Department:
Last 4 SSN:
Category Code:

Subcategory Code:

Search ‘

begins with
begins with
begins with
begins with
begins with
begins with

begins with

127803

L
W
W
L
W
W
L

Clear ‘ Basic Search Save Search Critaria

Student Training Summary

el

Category Code

Training Summary

Q

Subcategory Code

127803
Q

Customize |

First | 112 f 17 2] Last

AD0035 HRMS Earnings Codes - PEE
B10010 FDQ-FFPL

B10012 Compensation Class Si-PPL
AO0033  Inguiry & Reports-HRMS-UICE-PPL
B10014 I-9 Personnel Red Keeping-PPL
Foooot Fizcal Code of Ethics-WEB
AD0105 8.4 FIMN-Inquirg-YWEB

ADD106 8.4 FIN-General Leduer-WEB
AD0107 8.4 FIM-Procurement-EB
510001  Sexual Haragsment Basic
AS0020 HIPAA 101 fweh) - system
A00015 P& HR 8.3 Upgrade Training

L\ Return to Search
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ooo1
o041
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+ENestinList | (] oty |
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11/18r2008
111752008
111752005
1111172005
11/10/2008
12/19r2008
021052005
03/01/2005
03/01/2008
07/02r2003
0501452003
03/24/2003

Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
Completed
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Student Training
History

1. Navigate to
Reports and
Reviews

"1 Reports and Reviews

] Training

"1 Student Training
History

2. Student Training
History Run
Control ID page
displays

- Click 22| 10 fing

an existing Run
Control ID

7/11/2007

The Student Training History report is designed to provide a list of all courses
a single employee or POI has taken accompanied by the date s/he took the
training(s), and grade(s), if applicable.

University,s
'@
L0loraao
Menu =l
Search: = Reports and
‘ |® Training

[+ Mty Favarites

= Repons and Reviews Traing
[> Auditing Admin Training 5 Student Training History E Review Training Summar
[* Funding and Suspense L Course Attendances Status Student Training Histary Dizplays &l training courses studert has

[> Joh Information
I> Payroll and Time
Collection

taken

[> Personal Information
[- Pasition
[» Recruiting

(- StudentTraminé HiStDE:>
— REviEyy TTaInT

Summary

[» Recruiting

[ Workforce Administration

[ Compensation

[» Time Callection

[ workiorce Development

[* Organizational Development
[ Enterprise Learning

I» Reporting Tools

Student Training History
Enter any information yvou have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value || Add a Mew Value |

Run Conmtrol ID:| begins with ||

Search | Clear | Basic Search Sawve Search Critetia

Find an Existing Yalue | Add a Mew Yalue
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3. Search Results
display

"1 Click on an existing
Run Control ID or
create a new ID

[1 To create a new ID,
click

[ Add a Mew Value |

4, Add a New Value
page displays

[ Enter a new Run
Control ID. NOTE:
Spaces are not valid

" Click __ A |

5. Student Training
History report
parameters page
displays

1 Enter EMPLID for
employee or POI

- Click

7/11/2007

Student Training History

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

| Find an Existing Value || Add a Mew Value |

Run Control I | hegins with

Search ‘

Clear | Basic Search Save Search Criteria

Search Results

e Al First 1-2 af 2 Last
B0 Ennlish
zh Ennglish

Find an Existing Yalue | Add a New Yalue

Student Training History

( Eind an Existing Yalue || Add a New Value |

Fun Control ID: |Stu_Trn

Add

Find an Existing Yalue | Add a Mew Value

| Student Training History |

Run Control Il sh

Report Request Parameters:

Emplip: 127803 Q

Training Records Lookup — Reports and Reviews Module

Melson Adam

Report Manager Process Manifor

Run
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6. Process Scheduler
page displays

[] Enter PSUNX in the
Server Name

1 Verify the report Type
is Web

1 Verify the Format is
PDF (may also be
CSV for report use in
Excel)

 click —2K_|

7. Student Training
History page re-
displays

[] Click Report Manager

8. Report Manager
page displays

"1 The report will not
display until the
process status is
Posted

[ Click  Refresh | yntil

the report is Posted

1 Click on the report
Description Course
History of an

Employee
(If a new window does

not open, hold down
the Ctrl key and click
again)
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Process Scheduler Request

User ID; PRSI Run Control ID: sh
PEUMNK “ |_fun Date: 07092007 [#]
Recurrence: Run Time: 2:25:34PM Resetto Current DatefTime |
Time Zone: Q
Process List

Select |Description
Course Histary of an Emplaves

Process Name

TRMOZOCLU

Process Type

S0R Repsd

‘Type *Format

Wieh V|

| Disizibution

FDF v | Dj

Ok Cancel

| Student Training History |

Run ControlID:  sh

Feport Manager Blocess Monitor Run

Frocess
Instance:d1775
Report Request Parameters:|
EmpliD: 127803 Q MelsonAdam
[ List | Ewxplorer | Administration || Archives |
View Reports For |
User ID: Type: | V|Last: ’_1 Days | Refresh |
Status: Folder:| V|Instance: | to: |

Report List Customize | Find | Yiew Al | B8

escription

Status (Dvtails
Acrobat tails

25785 N1 Course History of an Emplovee

i*.pdf)
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9 . Stu d ent Tral n | n g & https: Mtitan.cusys.edu: B877/psreportsfhr89prac/25785/trn020cu_41775.PDF - Microsoft Internet Explorer

H i S tO ry rep O rt File Edit GoTo Favorites  Help
e = o
- . ) ) 12 |B] @p | O seach g ravoites B | (- L : s i, §
displays in Adobe O QW@ G| P Krow BB S =
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1 Click to print the | |~ o e /0272007
Pun Time 14:26:27
p Enplid Hame Course Description Session Training Date Grade
Save a Copy 127802 Welsen,Adam A00001  Gensral Fin Cverview Lecture 2002 1395-04-14 Completed
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D IC O 00005 Core Financial 0001 1335-08-0a complated
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Admin Training

1. Navigate to
Reports and
Reviews

"1 Reports and Reviews
] Training
"1 Admin Training

2. Admin Training
Run Control ID
page displays

 click 22| 0 find

an existing Run
Control ID

7/11/2007

The Admin Training report is designed to provide a list of all employees and
POls that have/have not taken a specific course(s), accompanied by the date
they took the training(s), and grade(s), if applicable.

Users running this report are restricted to the departments or nodes within
their row-level security. When attempting to run the report selecting
parameters outside your security profile, the report will not produce any data.
Setting up the run control parameters can provide a dynamic reporting tool
that allows for easy tracking and analyzing of employee training records. This
report may include the following parameters:

for one or more departments

for your entire campus or node on the HR Tree

for a particular job code

for a specific employee group(s)

for all employees in your department, in alphabetical order
for multiple courses, all in the same report

Universityys
010714l

Menu =
Search: )
)
i My Favorites '

= Repors and Reviews
[ Auditing

Admin Training
Course Aftendances Status

E" Studernt Training Histor E" Review Training Sunimar
Student Training Histary Displays all training courses studert has
taken

I» Funding and Suspense

[> Joh Infarmation

> Payroll and Time
Callection

> Persanal Informatian
[ Position
[ R

— Student Training History

— Review Training
Sumrmary

[ Recruiting

[ Workforce Administration

I» Compensation

[> Time Collection

[= Wiorkforce Development

I» Organizational Developrment
I> Enterprise Learning
[> Reporting Toals

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

| Find an Existing Value || Add a MNew Value |

Search by: Run Control ID begins with

Search | advanced Search

Find an Existing Yalue | Add a Mew Walue
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3. Search Results
display Student Training History

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

1 Click on an existing

Run Control ID or | Find an Existing Value || Add a Mew Value |
create a new ID
Run Control ID:
1 To create a new ID
click Search ‘ Clear | Basic Search Save Gearch Criteria

| Add a Mew Value |

Search Results

e Al First 1-2 af 2 Last
Run Control ID [Language Code

B0 Ennlish

zh Ennglish

Find an Existing Yalue | Add a New Yalue
4. Add a New Value

page displays Admin Training

"1 Enter a new Run ( Find an Existing Value || Add a New Value |
Control ID. NOTE:
Spaces are not valid Run Control ID: Admin_Trn

] Click w Add

Find an Existing Value | Add a New Value
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5. Admin Training
report parameters
page displays

[1 Results are based on
row-level security

dl 1 | If your row-level
security is not set at
a high level of
access for your
entire campus or for
campus subgroups,
bypass the Campus
and Campus
Subgroup fields

| 2| EnteraJob

Code, only if running

for specific job code

Or

'|_3| Enter an EMPL
ID for employee or
POI only if running
for one person

"1 Enter From and To

Dates (Leave blank

unless specific dates

are required!)

~~

1 In general, most
report users run this
report using only the
parameters in these
3 sections:

4 5 6

] Clickl Fun

6. Additional
information for
1 -6 (above)

N/

g

Admin Training

7/11/2007

Training Records Lookup — Reports and Reviews Module

Run Control ID:  sh Feport Manager Process Monitor Run
1
Limit report as | { by adding ghch selection criteria
Campus: Job Code: O ] 2
EmpliD: QU MNelsonAdarn €—l 3
Campus Subgroup: Q
Select date range for course end date (leave blank for all)
From Date: 3 End Date: 3
Personnel Groups|{leave blank for all groups):| < T |-|| 4 144 Last
v [=]
Department|{leave blank for all departments):| Fing Fi’l S 1 of 1 Last
51000 Q [=]
S—
Course|{choose one to SiX courses):| < T r.rsl 6 > of 2 Last
ADDT35 U RS 89 Functional Inst-led =]
FOOOO S Figeal Code of Ethics-WEB [+ [=]

Campus — This field is used to look at all transactions for a single campus and may
be used in conjunction with a Campus Subgroup to further narrow the output.

Job Code — This parameter is used to limit the report results to a single job code. If
additional parameters are not used the report will return results for every relevant
transaction for that job code.

EmplID — This parameter is used to limit the report results to a single employee ID.
Personnel Groups — This parameter is used to limit the report results to a Personnel
Group (job code series).

Department - This parameter is used to limit the report results to a single
department. If additional parameters are not used the report will return results for
every relevant transaction within department row-level security.

Course(s) — Required — This parameter is used to find the output for specific
course(s). A maximum of six courses can be selected for each report output.
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7. Process Scheduler
page displays

[] Enter PSUNX in the
Server Name

1 Verify the report Type
is Web

1 Verify the Format is
PDF (may also be
CSV for report use in
Excel)

 click —2K_|

8. Admin Training
page re-displays

1 Click Report
Manager

Process Scheduler Request

User ID: Run Control ID: sh

Server Name: PEUNA ~| RuwDate: 07/08/2007 El

Recurrence: Run Time: I5325PM Resetto Current DatelTime |

Time Zone: Q

Process List
Select |Description Process Name Process Type ‘Type *Format Distibution

Admin Training TRMOGOCU SGR Report Web v | |PDF w | Digfribution

OK Cancel

Admin Training |

Run Control I: sk

Repor Manager Press Monitor Run

Frocess Instance 41777

Limit report as needed by adding each selection criteria

Campus: v Job Code: Q
EmpliD: Q
Campus Subgroup: | Q

Select date range for course end date (leave blank for all)

From Date: B Endl Date: E

Personnel Groups (leave blank for all groups): Find First 1af1 Last

v [+][=]

Department (leave blank for all departments):
51000 Q

Find First 1cf 1 Last
Payroll & Benefit Senvices [#[=]

Cowrse (choose one to Six courses):

ADD13E O

Find  First " 12cf2 " Last
HREMS 89 Functional Inst-led =

FOOOOT A Figeal Code of Ethics-WEB =

7/11/2007
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9. Report Manager
page displays

1 The report will not
display until the
process status is
Posted

O Click Refresh | yntil
the report is Posted

1 Click on the report
Description Admin
Training
(If a new window does
not open, hold down
the Ctrl key and click
again)

10. Admin Training
report displays in
Adobe Acrobat

T Click ™ to print the
report

) Click Bl seace 4
save the report

End Admin Training
report

Training Records Looku

7/11/2007

[ List [ Explorer || Administration || Archives |

Miew Reports For

User ID:; Type: |

l_'lDays w Refresh|

Status: Folder:|

hd | Instance: |

Report List

Des=cription

26787 417C7  Admin Training

e | https:/ititan.cusys.edu: BB77/psreports/hr89prac/25787/trn060cu_41777.PDF - Microsoft Internet Explorer
File Edit GoTo Favorites Help

J J @ @ \_;j /':_j Search “S]“\'{Favuritss {‘3 [‘2{- :;. '_j |_,I ﬂ ﬁ

]
Customize | Find | Wiew &l | g

est Date/Time Format

Aﬁ@:‘ié https:,ift\th}s{s.edu:SSTIp’psreportsfhrBEprac,iZS?S?p’thGUcu_‘}1777.PDF

Lnks * Google [Gl+

R

v 0 ? () settingsw
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P
@
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Lot || canpus: syseem A1l Courses Smmpleted Befare
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Tnet 1ed s
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‘| | 150275 0 Butcher Audrey 4104 2007-04-12 133
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o | | 172370 o crisler aregory 4301
2| | 130276 o cmningham, suzan s101 2007-04-08 136
2 170020 0 Downing 2133
S| | rossze o palls Parrack BEGITH 2005-11-10 173
B[ | 1ess2 o rubunars, quecin sa01
&|| | 101012 0 5es, zandra BEGaTH 2005-11-28 200
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