Quick Reference Card - Training
Searching and Registering for a Course

RIRIS

In(egra(ed Resource

Information System

Process: This QRC will explain how to search and register for a course using
various methods such as, terms, extended search, or the course catalog.

Role: Anyone

Frequency: When Needed

Type your Active Directory User ID
in the User ID field.
Do not include the ad\ or mc\.

Type your password and press
Enter.

see blue

User IU

Puaszwond

Welcome to myUK

U yewr fink B 1) ta Sign On ta thi peetal

Willizm T Youny Libsry

Click on the Employee Self Services
Tab then click on Training.

Searching - Using the Search Fiel

In the left side navigation panel enter
a term/word in the Search Term
field and press Enter.

formation |

Training | Working T

I myTraining
I Navigation fl
Training Home
« Training Help I
Find
Search Term | excel
Find Extended Search

All courses with the search term in the
title, description, outline, etc. will
appear.

Click on the course of interest.

See Registering for a Course below.

|
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Searching and Registering for a Course

RIRIS

In(egra(ed Resource

Information System

Searching - Using Extended Search

(e.g., search for a WBT Excel class).

In the left side navigation panel click
on a course catalog, e.g. IRIS

Training.

See Registering for a Course below.

Find
In the left side navigation panel click Search Term
on the Extended Search button. [ Find | | Extended Search |

[]_Find

The Extended Search feature allows Search Tem [Fia]
you to search by Term, Course Gassmeation
Delivery Method, Subject Area, etc. Neisery ethod [ A1Nelvery Wetods [=

Subject Area |AI Subiect Areas Z|
The Extended Search feature will also | _Find
allow you to narrow your searches Search Term  [exce

Classlficatlon

Delivery Method Web-Based Traning

Subject Area Al Subject Areas -

Searching - Using Course Catalog

Course Catalog

= HR Training and
Development

= HR Work-Life

= |RIS TRAINING

= Office of Sponsored
Project Admin

= UKHealthcare

All the courses within that selected
course catalog will be displayed.

Click on the Subject Area of interest
and the click on the course.

See Registering for a Course below.
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Searching and Registering for a Course

All classes for that course will be
displayed.

Select the class you want by clicking
either on the date or “To Registration”.

You can also select to prebook a class.

RIRIS

In(egra(ed Resource
Information System

| cisaarscen Training : Excc 007

I mefmces

If you have completed any/all
prerequisites you be allowed to
register.

To register for the course click book

The results of the prerequisites check indicate that you can book this course.

(registration).

the course.

See the Feedback Section below for other

messages.

Click OK to confirm the booking o ;

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

All the courses within that selected
subject area will be displayed.

Click on the course to see the classes
offered and book a class.

If there is a soft prerequisite for the
course you are booking, you will be
able to register even though the

‘ﬂlhjrr_r &ma H - Hnance

atatang DS IRANEN: = 11- | mascs

Aszigned Coumss

% Dolivery Method
Wi Taminng

Feedback Messages

Book

You may book this course. However, the results of the prerequisites check indicate the following:

& The participant has not participated in the prerequisite courses

course you are booking, you cannot
register until the prerequisite is
completed.

prerequisite has not been completed. W Book ts couse|
If there is a hard prerequisite for the Book

You cannot book this course curently for the following reasons:

© The participant has not participated in the prerequisite courses
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