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Registering for Mandator_y Courses

Process: A mandatory course is one that is a requirement for the position. This
QRC will explain how to register for courses that are shown as mandatory courses
as part of your training plan.

Role: Anyone Frequency: When Needed
Type your Active Directory User ID KENTUCKY' seeblue.

in the User ID field. I 2|

Do not include the ad\ or mc\. T R a

Type your password and press

E nte r - Willlam T Young | Thrary

Hiiai-rp= Employee Self-Service [inills
Click on the Employee Self Services
Tab then click on Training.

formation | Training | Working T

Messages and Notes

Mandstory Courses ( 35 )

The following courses are mandatory for you. You can display more information about & course, 14
make a preboolang for one by chchking on the title.

Select the Mandatory course you Mandatory Conrses
want to book (register). Couse Ueinery Method

BEX 300 BEx Web Reporting Clasgroom
BEX_305 BEx-Analvzer for Power Users Classroom
Nry_SICK_J00 N x Web Repoding 51 CM Classmam
B[S _300 Budget Mreparation Classroom

Clasgroom Tralning : FI GU 310 GL Account Decuments (JVs) :
Course Catalng 3 RIS TRAINING 3 [ - Cinance 2 F_GL_M0 Gl Acconnt Nocuments (Vs)

Business event contents

Fl GU 310 is imtended to give the General User 3 solid understanding of
creating and parking ganeral ledgar account documents (JVs). The

A deSCI‘IptIOI”I Of the course |S ShOWh ;crI:IJo:.T\Ilg;qlnpccaml be covered through demonstrations and hands on
along with any prerequisites, follow-up Course Leaming Ubjectres:

* Understand the GL decument parking process
courses, and scheduled classes. * Create perked GL documents (Jvs)

* Know how to display parked/posted documents
*View and change an 'l document

Hotes
Targel Audience. Financial end-users
Select the class you want by clicking Course Nates
H I - - ” | Course dates for the next [ o0 days: [ Refresh Course ates |
either on the date or “To Registration”. | | o e S BT e

2009 0827/200% Main Campus Lexington English 12 To Bogistration

IFthere Are no courses scheduled or f the scheduled dates dn nat auit ynu, ynn can prebook

You can also select to prebook a class.
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Click OK to confirm the booking
(registration).

‘Windows Tnternet Prploner

-

o

9 Vo you wanl Lo buok Ui course?

Caneel

You will receive a confirmation
message that the booking was
successful.

If there is a soft prerequisite for the
course, you will be able to register
even though the prerequisite has not
been completed.

Classroom Training
Course Catalog > IRl

: FI_GU_310 GL Account

S TRAIMING > FI - Financ

Participation was su

ccessfully booked.

Feedback Messages

Book

You may book this course.

However, the results of the prerequisites check indicate the following:

Book this course

. The participant has not participated in the prerequisite courses

If there is a hard prerequisite for the
course, you cannot register until the
prerequisite is completed.

To Cancel a Booked Class

Click Training Activities in My
Learner Account in the left side
Navigation panel.

Book

You cannot book this course currently for the following reasons:

© The participant has not participated in the prerequisite courses

My Learner Account

= Training Activities

= Course Prebookings
= FEavorites

= Settings

My Lssiniing Activilics

AN, ciassroom iranmg | 1

1

Your current ralning activides In summarized format.

Click OK to confirm the cancellation.

In the My Training Activities section Course ol ] 2 Locaion ¢ Lea
click on the class you want to cancel. ——— i T Y R it
Scroll down to the bottom of the page Cancel
. - - C | bocking for thi: 3
and click Cancel booking for this el Gocidng forfals course
course. S
The guegge- atl hillpeffeabwirrasky.ethe@110 b

9 Do you want to cancel course participation? |

Cancel
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