MICHIGAN STATE
UNIVERSITY

Courses for MSU Employees
Guide for employees on how to use the system

Version Final, November 14, 2017



MICHIGAN STATE Courses for MSU Employees Guide

Table of Contents

HOW TO SIGN UP FOR A PROFESSIONAL DEVELOPMENT COURSE 3
HOW TO USE THE WISH LIST FEATURE 10
HOW TO USE THE FAVORITES FEATURE 14
HOW TO USE SEARCH FOR COURSES 16
HOW TO USE THE MY TRAINING HISTORY FEATURE 17
MY UPCOMING COURSE BOOKINGS 19
BOOK A COURSE AS WAITLIST 1919

Page 2 of 19

Courses for MSU Employees Guide
vFinal, November 14, 2017



Courses for MSU Employees Guide

HOW TO SIGN UP FOR A PROFESSIONAL DEVELOPMENT COURSE

Access the Courses for Employees at MSU system through the EBS Portal. After logging in to the EBS

Portal, click on the My Career and Training tab. Then click on the Course for Employees at MSU tile. This
will open up the Courses for Employees at MSU Training Home page. You can also visit the HR website for
help with using the Courses for Employees at MSU training site.
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How to sign up for a course via the Browse Current Courses link
1. Onthe Training Home page you will see Menu items in the left navigation. One of the options is
Browse Current Courses — click on this link.

-

List of My Courses
For Instructors
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2. You have the option of looking at courses offered by Organization and Professional Development
(OPD) or by MSU IT. Click on either link to see available courses.
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3. Onthe next page there are different topic folders, such as “Communication” or “Leadership”,
which contain courses related to that topic. Click on a folder to see available courses.
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4. This folder contains a list of current courses. Click on a course name to go to the course details

page.
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5. Onthe course details page there is a description of the class, along with information about the
course duration, fee, date and facilitator. Click on the square next to the date and then click the
Request Participation button to book the course.

Coursa Catsieg > Organeaton & Profatsional Deveicprmant > Managamart > Fundamentals of Suparvision

Classroom Training  |§L8]] Description

General deseription
General Data e a main of ovarail , retention and
morae in an organizaton The sesson wil help pamopants with lass
an 3 yaars of SUpSrvcry EXDANAnc laam Nrdamantal sKkils by
espiorng the follovwng fopics

Cowrse Duration  Number of Hours: 3 50 on Number «
Tramng Frondsr  (rganization & Protessional Deve

Booking Summary e Mot Information
Locaton  MSU Fast | ansing Campus '
langusga  English Select a Course Date
Fear 15000 USD
Status Selacied From 3 T & Locaton Language Go | Resst
Appraver(s] gn:m Margraves Christy Jo Tumar Nic e Time & Room Locatien B = PR o
venhouse !

Date: 12072017 - 12072017 . 129772017 - 12077207 Details MSU East Lansng Campus English 0 150.00 USD

Requast Participaton

rmation
urse Date [?] Request Participation | X
|T":| i, you want to request participation in this - H Go H Reset‘
| course?

rse scheduled or the dates are not suitable you can add to Wish List

s

7. Then select the method of payment from the options: Educational Assistance or Department
Account. If Cash or Check is selected as the method of payment, please bring the payment with
you on the day of the course.

Note: If the course is free, it is not necessary to select a method of payment.

8. After the method of payment is selected, you will be prompted to enter your department account

number. A department account number MUST be entered for ALL course bookings. This number

can be obtained from your supervisor.

Page 5 of 19

Courses for MSU Employees Guide
vFinal, November 14, 2017



MICHIGAN STATE :
UNTVERSITY Courses for MSU Employees Guide

9. After you enter the department account information, click OK to finish booking the course.
10. If the request to participate in a course is successful, a green icon will be visible at the top left of
the screen with the words “The participation request was submitted.”

£ R MICHGAN STATE UNIVERSITY

@ (O A& e6sP Test Accoe 152 ~

Gourse: Fundamentas of Supervsion, Clssioom Traning

Description
Ganeral description
1etenton and
tnan
woplarng B folkewing fagics
% More informaton
Select a Course Date
S i sogi Trom R N - | Language Lo || Rese
Agpecvar(ny  Sham A Manees Christy Jo Tumer ", Tiese & Rioom Leesion Langusge Foradabin Sasty Fie
Dute: 12OTFOIT - 1IOHINT
THOIRON - 120PI0TT ety M Ll L g Camgus. g . 150.00 USD.
08 o ot ot
ekl Faworiben. 4

11. An approval request is emailed to your supervisor and delegates to approve. The supervisor will
have 14 days to approve the participation request, but the request must be approved no less than
2 days prior to the course start date. This means, if a request is made to participate in a course
that starts in 7 days, the supervisor will only have 5 days to approve the course. If approval is not
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received within 14 days of the ‘

request and/or 2 days before A 1
e
N 4

the course start date you will
be automatically canceled out
of the course.

12. In the Booking Summary in the
left navigation (see previous Superviser Automatically

canceled from course

image) on the course details iyt two (2) days before
page the status says “awaiting e acdiom takre

” (approve/reject) by
approval” and the names of supervisor/delegate

the approvers (supervisor and

delegates) are below. The

approvers will receive an email

with instructions on how to e s
approve the course. fee course

How to sign up for a course using the Calendar View
1. Onthe Training Home page you will see Menu items in the left navigation. One of the options is
Calendar of Upcoming Courses — click on this link.

£ fiR MICHIGAN STATE UNIVERSITY Q. @ e

Training Home:

&

v Menu My Upcoming Course Bookings

Search for Courses...

Options...
Cousa Schadule Language Location Frogress Starl

Calendar of Upcoming Courses My Training History

11202017 - 11202017 English MSU East Lansing Campus

Erowss Curent Courses My Favorites

112172017 - 11222017 English MSU East Lansing Gampus

Top Ten Courses My wish List

~  Searcn for Courses

Go | Advanced Ssarch

' Notifications

S =
56 Sustanati tsn Peromonce

Course Dales. 22NV 2017 10 23 NOV 2007
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2. You can look at the calendar in either a week or month view. An available course date is indicated
by a gray box. Click on the box you’d like to book then click the Go to Course Details button. Or
click the name of the course to go directly to the course details page.

Calendar of Upcoming Courses

4= Back 4} Training Home It}

Month

i <= | 10/3028 86R2017 | =
Search Filters Rslrss
Free Seats Only Course 30 Monday 31 Tuesday 1 Wednesday 2 Thursday 3 Friday 4 Saturday 5 Sunday
Free Courses Best Practices For Writing Policies

Certified Human Resources Specialist
. Controller's Accounting & Payroll Forum
Location
3 Crucial Conversations
| All Locations

Desire?l earn: Introduction

Professional Facilitation Skills

li Al < =
e Sustainable High Performance

All

3. Onthe course details page there is a description of the class, along with information about the
course duration, fee, date and facilitator. Click on the square next to the date and then click the
Request Participation button to book the course. Note: Faculty and Academic Staff will see a Book

button.
Classroom Training Description
General description
General Data 08 & man of overad #, retention ang

morES n an rganraton Ths sasnon will haip pamopants with lass
Than 3 yaars of SUpPSNISCry EvDeNencs laam Rurdamental skits by

Course Dharaton  Number of Hours: 3 50 on Number «

Trammng Froadar  Organtzation & Protessional Dove
axpiormg ihe fafowng fopics
Booking Summary “u More Information
{aranon MSU Eaet | ansmg Campas !
\anqusge  Englsh Select a Course Date
Fea 150 00 USD
Stahs Selecied From B T = Locaton Language Go | Resat
Agprovesis)  Shasn A Margraves Chrsty Jo Tumat Mic baSichiag Time & Room Location Language Avaliable Seals Fee
Ovenheuse -
Dale. 12072017 - 120772017 . 120772017 - 12NQ0IT Detaily MSU Esst Lansing Campus English 230 150,00 USD

Request Fariopascn

4. A new widow will pop up. Click OK to begin the booking process.

Leelas [Z] Request Participation | X
|Tn:|

Do you want to request participation in this = -~ ” Go H Reset |

course?

rse scheduled or the dates are not suitable you can add to Wish List
.

Page 8 of 19
Courses for MSU Employees Guide
vFinal, November 14, 2017



UNTVERSTTY Courses for MSU Employees Guide

5. Then select the method of payment from the options: Educational Assistance or Department
Account. If Cash or Check is select as the method of payment, please bring the payment with you
on the day of the course.

Note: If the course is free, it is not necessary to select a method of payment.

6. After the method of payment is selected, you will be prompted to enter your department account
number. A department account number MUST be entered for ALL course bookings. This number
can be obtained from your supervisor.

Paymant Opbons. Ox
S5 Badk [} & Tomsing Homa B 5einct the method of your payment 1~
> = outabonal Axiiviancs
Course Catatog > Orpanizabon & F Department Accoont Kt
Carih of Check.
Classroom Training ..., Ak youn separs prcpe
Fes

7. Click OK.

8. If your request to participate in a course is successful, you will see a green icon at the top left of
the screen with the words “the participation request was submitted.”

£y R MICHIGAN STATE UNIVERSITY Q (@ & Essp TestAccom
4 Bax | Towewsg Homs e
) Tra parsopanon request was sutmaed
i it Tirrvicpmert 3 Uangarsent 3 Fordamentats of Spsrmion
Classroom Training Description
General description

General Data Suprants A & M dHlaTnt of ovelal parBITANCE, 110N ard

- > PR e ristake i et crgancration. This peiion ol Belp purtcpants el kst
a0 3 years of SSpenisary EDAnence leam fandamental skl iy
eploring P fosowng fapecs

% Cmanication & Professienal Deveiomest. £

Booking Summary o More iformason

Locabon WS East Lansing Campus
o Select a Course Date

e | Rased

Tieses K Rocen Lecsfion Languige realabin Saaty Fre

we VIOIEONT - 12TINT

Dtaity WS a1 Laaang Carmguny g e 15000 5D

e 1 15 Ecurm etibchiiod o o dates Bre net ulsbla you £a5 B38% st Lint
Add lo Faorites
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HOW TO USE THE WISH LIST FEATURE

The Wish List feature allows you to add courses you wish to attend, but the dates are not suitable to your
schedule or there are no dates available. When dates are added for the course you wish to take, you will
receive a notification on the Training Home page.

“  Menu

Search for Courses... Options...
Calendar of Upcoming Courses My Training History
Browse Current Courses My Favorites

Top Ten Courses My Wish List

~ Search for Courses

Go | Advanced Search

~  Notifications

Wish List Ready to Book (2 ) @

How to add a course to your Wish List
1. On the course details page, click the Wish List link towards the bottom of the page.

Course Catalog > Organization & Professional Development > Cusiomer Service > The Spartan Experience

Classroom Training »  Description
General description
General Data The Spartan Experience
Course Duration:  Number of Hours: 7.00 on Number In today's fiercely competitive environment, we are constantly compared
Training Provider  Qrganization & Professional Dev to and ling with other i and i Many offer
similar programs and services at competitive, even lower rates with
Booking Summary “ More Information
Location: MSU East Lansing Campus
Language English Select a Course Date
Fee Free of Charge
Status Selecled From [ | To [#] | Location ~~ | Language ~ || Go || Reset
Approver(s)  Shami A Margraves, Christy Jo Tum Schedule Time & Room Location Language Available Seats Fee
Date: 12/05/2017 - 12052017
. 12/05/2017 - 12/05/2017 Details MSU East Lansing Campus English 8/36 Free of Charge

Add fo Favorites 75

Book

If there is no course scheduled or the dates are not suitable you can add to Wish List
to Favorites 5

2. A new window will pop up. Select the start and end dates you're available to take this course.
Note: only one Wish List item may exist for a given course in any one period. If time periods
overlap, the existing Wish List item will be changed to reflect the new data entered.

Page 10 of 19
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Wish List The Spartan Experience iax

‘General Data

Course Duration: Number of Hours: 7. Mote: only one Wish List may exist for a given course in any one period. If time periods overlap, existing Wish List will be changed to reflect the new
data entered.
Training Provider.  organizati . B

g nization & Prol vyisp, |jst

: ; Start 1110212017 =]
Ty [ ] End: | 110272019 ®
Language: English Language: English bt
Fee: Free of Charge
Stilie Susaad Location No Restrictions v ]
Approver(s). Sharmi A Margraves,C able Seats Fee

Date:  12/05/2017 - 12/05121
Personnel Assignment 00010902 Active 00010902 -~

Add to Favorites 75

3. Select the locations you’re available to take the course. Note: most Organization and Professional
Development courses occur on the MSU East Lansing Campus.
. Click Wish List at the bottom of the window.
5. You will see a green icon at the top of the page that says Your Wish List has been updated.

ack

4} Training Ho

a Your Wish List have been updated.

Course Catalog > Organization & P i D > L ip > Crucial Accountability

Classroom Training ~  Description
General description
General Data This two-day course teaches a step-by-step process for enhancing
accountability, improving and ensuring fion. A
combination of role plays and interaclive scenarios allows parficipants

Course Duration” Mumber of Hours: 14.00 on Nt

Training Provider.  organization & Professiona

1o practice how to talk about violated expectations in a way that solves

B problems, improves relationships and improves team and organizational
Booking Summary
“ More Information
Siatus. Not Selecled

) Attainable Qualifications
Add to Favorites 75
Communicates Effectively
Continuous Learning / Development
Interpersonal Skills
Resolves Conflicts Ct ively

Takes Responsibility

Select a Course Date

From: [ | To [l | Location: “ | Language: v || Go | Reset
Schedule Time & Room Location Language Available Seats Fee
120202017 - 1212172017 Details MSU East Lansing Campus English 24/25 320.00 USD

Page 11 of 19

Courses for MSU Employees Guide
vFinal, November 14, 2017



Courses for MSU Employees Guide

How to view your Wish List
1. Go to the Training Home page.
2. Click My Wish List in the left Menu navigation.

i ﬁ MICHIGAN STATE UINIVERSITY q @ | =
Training Home
v Menu My Upcoming Course Bookings
CW":’: L:r(:‘::‘ & 1::::1:;1.," Schadule Lanouage Localion Progress Start
212017 - 11222017 English MSU East Lansing Campus
3. Here you will see all the courses in your Wish List. Note: You may need to hit the refresh button to
see recently added Wish List courses.
My Wish List
¢ Back 4}t Training Home &~
Action  Course Wish List Period Delivery Method Location Language
@ The Sparian Experience  01/13/2018 - 01/31/2020 Classroom Training  No Restrictions  English
How to remove a course from your Wish List
1. Go to the Training Home page.
2. Click on My Wish List in the left Menu navigation.
i ﬁ\ MICHIGAN STATE UNIVERSITY Q (@ =
T 1 i it ke

Search for Courses... Options...

Schadule Language Localion Fiogiess starl
Calendar of Upcoming Coyffes My Training History
11202017 - 117202017 English MSU East Lansing Gampus
Erowse Current Coun My Favorites
1212017 - 11222007 English MSU East Lansing Campus

Top Ten Courses My Wish List

3. Here you will see all the courses in your Wish List. Note: You may need to hit the Refresh button
to see recently added courses.
4. To remove a course from your Wish List, click on the trash icon next to the course you want to

remove.
My Wish List
¢= Back 4t Training Home .U*v
Course ‘Wish List Period Delivery Method Location Language
ﬁ The Sparian Experience  01/13/2018 - 01/31/2020 Classroom Training Mo Restrictions  English

N
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5. If your cancellation is successful you will see a green icon at the top of the page that says Your

Wish List was canceled.

My Wish List
3 vour wish List was canceled.
Action Course Wish List Period Delivery Method Location Language
@ The Sparian Experience  01/13/2018 - 01/31/2020 Classroom Training  Ne Restrictions  English
@ Accounting in EBS 01/13/2018 - 02/22/2020  Classroom Training No Restrictions  English

&~

Refresh

Courses for MSU Employees Guide
vFinal, November 14, 2017
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HOW TO USE THE FAVORITES FEATURE

The Favorites feature allows you to add courses to a list so you can keep track of all the courses you are
interested in and may want to sign up for in the future.

How to add Courses to your Favorites
1. On the course details page, click the Add to Favorites button with the star icon next to it.

Dale: 12/05/2017 - 12/05/2017

. 12/05/2017 - 1210512017 Details MSU East Lansing Campus English 8/36 Free of Charge
Add to Favorites 75 [

Book

If there is no course scheduled e dates are not suitable you can add to Wish List
Add to Favorites 75

—————

2. Agreenicon will appear at the top of the page letting you know the course was successfully added
to your favorites.

aIning Home: &
ﬁ Course type Accounting in EBS was added to your favorites
Course Catalog > Organization & Professional Development > Finance And Accounting > Accounting in EBS
Classroom Training »  Description
General description
General Data This interactive session will provide you the oppertunity to leam about
key accounting concepts and how to apply them to the financial system,
Course Duration. Mumber of Hours: 6.50 on Nul Y 9 il poly Y '
— " including accounting basics, funds, sub-funds, object codes, workflow,
Training Frovider.  Organization & Professiona
internal controls, reporting basics and more.
Booking Summa
g 24 Select a Course Date
Status: Not Selected
From: E | To: [l | Location: “ | Language: v || Go || Reset
Ri fi F ites 3¢
RRIONE ol Lueories Schedule Time & Room Location Language Available Seals Fee
12/05/2017 - 12/05/2017 Details MSU East Lansing Campus English 2530 25.00USD
<
If there is no course scheduled or the dates are not suitable you can add to Wish List
Remove from Favorites 71
How to view your course Favorites
1. Go to the Training Home page.
2. Click on the My Favorites link in the left menu navigation.
(g ﬁ\ MICHIGAN STATE UNIVERSITY Q ® &
Training Home
5
v Menu My Upcoming Course Bookings
Search for Courses... Options...
Schadule Langusge Localion Progress Start
‘Calendar of Upcoming Co My Trainmg History
1102017 - 13202017 Englisn WASU East Lansing Campus
Biowse Current Cours My Favories
1RIR01T - 11222017 English WSU East Lansing Campus
Top Ten Courses My Wish List
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3. You are now in your My Favorites page where you can see all the courses you have added.

My Favorites

43 Back 4} Training Home S

Course Dates:

Communicating and Up (12/07/2017 - 1200712017 } 7
% of Supervision ( 12/07/2017 - 121072017 ) 7

How to remove a course from your Favorites
1. Go to the course details page for the class you’d like to remove from your favorites.
2. Click the Remove from Favorites link with the star icon next to it.

¢ Back 4 Training Home &

ﬂ ‘You have submitied a participation request for this course.

Course Catalog > Organization & Professional Development > Communication > Communicating and Influencing Up > 12/07/2017 - 12/07/2017

Classroom Training Course Schedule
Day Date From To Course Instructor Room
General Data Thursday 12072017 1300 16:30 Mitzi Taylor Nist ding

Training Provider. Organization &
Professional

Development :=

Course Duration: Number of Hours: 3.50 Cancel Bookin
on Number - -
Remove from Favorites 7
Availahls Seats” 2330

3. Agreenicon will appear at the top of the page letting you know the course was successfully
removed from your favorites.

[ —
< & Course type Travel Policies & Reimbursement was removed from your favorites
| —

Course Catalog > Organization & Professional Development > Finance And Accounting > Travel Policies & Reimbursement

Classroom Training ~  Description
General description
General Data Note: This class was formerly fitled "MSU Travel 101"
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HOW TO USE SEARCH FOR COURSES

1. Enter a Search term (full or partial class name for example)
2. Click Go for Results List.

conversations m

Select one or more filter options and choose Search.

Search Filters reset  Results List 4 Results Found

| Space Available

Free Courses Crucial Conversations

Location @ Delivery Method: Classroom Training
Description: By leaming how to speak and be heard {and encouraging others to do the
~ | All Locations same), you'll begin to surface the best ideas, make the highest-quality
decisions, and then act on your decisions with unity and commitment.
Time Frame @ Learn step-by-step tools for promoting open, honest dialogue around
= high-stakes, emotional or risky topics—at all levels of your

From: | 11/14/2017 % _More Information

Too 12142017 [ia]
- Crucial Conversations Review
Qualification @ Delivery Method: Classroom Training

Description:  This course is specifically for graduates of the Crucial Conversations
class. The Crucial Conversations mode! will be reviewed and practiced.
Participants can also share successes and opportunities with peers, and
5 get help with parficularly challenging conversations.

Crucial Conversafions Pilot (Ne matching dates)

Delivery Method: Classroom Training

Crucial Conversations-Student Affairs (No matching dates)

Delivery Method: Classroom Training

3. Click on Course name link to go to see available course dates. No matching dates indicates there
are no course dates currently available. You may add this course to your Wish List. (see Wish List
section of this document for details)

4. Advance Search options allow you to find courses for a specific time frame or location. In
addition, you can select the check box for courses that have Space Available or Free courses.
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HOW TO USE THE MY TRAINING HISTORY FEATURE

The My Training History feature allows users to view courses they have completed, as well as courses they
have canceled. Users are also able to print off a list of completed courses.

How to view the My Training History page
1. Go to the Training Home page.
2. Click on the My Training History link in the left Menu navigation.

i ﬁHICH\GANsn‘rsuwwcpsm Q ﬁ) =

Training Home

v Menu My Upcoming Course Bookings

Search for Courses... Options...

Schadule Language Localion Fiogiess starl
Calendar of Upcoming Cof My Training History
11202017 - 117202017 English MSU East Lansing Gampus
EBrowse Current Courg My Favorites
1212017 - 11222007 English MSU East Lansing Campus

Top Ten Courses My Wish List

3. This page shows users all the courses they have completed or canceled.

My Training History
¢ Back 4 Training Home &~
Completed Courses ~
Generate PDF
From [& | To: [& | Delivery Method: | All | Location: | All ~ | | Filter | Reset
Course Schedule Location Participation Fee Currency
| Crucial Conversations Pilot 01/07/2015 - 01/08/2015 MSU East Lansing Campus 0.00 USD
| Process Mapping And Analysis 11/08/2016 - 11/09/2016 MSU East Lansing Campus 350.00 USD
1 Proving Value: Designing Effec Surveys 01/31/2017 - 01212017 MSU East Lansing Campus 0.00 USD
| Introduction to Quallrics 021572017 - 021152017 MSU East Lansing Campus 0.00 USD
| Qualtrics - The Next Level 031572017 - 03/15/2017 MSU East Lansing Campus 0.00 USD
Cancellations
Course Schedule Location Cancellation Fee Cumency ™
_'| Principles of Research Admin. Pt 1 01/31/2012 - 0143172012 MSU East Lansing Campus 0.00
‘7| Compliance and Related Issues 03/27/2012 - 0312712012 MSU East Lansing Campus 0.00
""P. Essentials of Research Admin 5 Core 2012 02/14/2012 - 031272012 0.00
"'_"'i Post-Award Administration 03/13/2012 - 03132012 MSU East Lansing Campus 0.00
‘_l Principles of Research Admin Pt2 02/14/2012 - 0211472012 MSU East Lansing Campus 0.00
s ~
Course Fee
Participation Fee Cancellation Fee Total Curmrency
650.00 0.00 650.00 USD v
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How to print or send a list of completed courses from the My Training History
page.

1. Go to the Training Home page.
2. Click on the My Training History link in the left Menu navigation.

@ ﬁ MICHIGAN STATE UNIVERSITY a ® &
Training Home:
v Menu My Upcoming Course Bookings
uw::::;z:‘::: 7 i 1::::1:;1.," Schedule Language Localion Progress Start
PEOETIIO | S 11302017 - 117202017 Engish WASU East Lansing Campus
on Tea Coamss v Wiiah T212017 - 11222017 English MSU East Lansing Campus.
3. Onthe My Training History page click on the Generate PDF button.
My Training History
4= Back 4 Training Home a%.\’
Completed Coul ~
Generate PDF
[& | To: [l | Delivery Method: | All “ | Location: | Al ~ | | Filter Reset
Course Schedule Location Participation Fee Currency
| | Crucial Conversations Pilot 01/07/2015 - 01/08/2015 MSU East Lansing Campus 0.00 USD
| | Process Mapping And Analysis 11/08/2016 - 11/09/2016 MSU East Lansing Campus 350.00 USD
i i Proving Value: Designing Effec Surveys 01/31/2017 - 01/31/2017 MSU East Lansing Campus 0.00 USD
| | Introduction to Qualtrics 021572017 - 021152017 MSU East Lansing Campus 0.00 USD
| | Qualirics - The Next Level 03M15/2017 - 031152017 MSU East Lansing Campus 0.00 USD
4. You can print this page or save it to your computer.
(A My Training History 0O x (452
1 I
MICHIGAN STATE BEH 06 i~
¢ UNIVERSITY S Bl (31
Com Participant :
Gene
ann}
i Course Name |Course ID |Location Fee Schedule Delivery Method |Start End E
Col
M [Crucal MSU East Classroom
] Conversations (43014508 |Lansing 0.00 01/07/2015 - 01/08/2015 Frain 08:30:00 |[16:30:00
Pilot Campus 9
@ Process MSU East Classroom
Mapping And 43018832 | Lansing 350.00 |11/08/2016 - 11/09/2016 e 08:30:00 |{17:00:00
[ﬁ Analysis Campus 9
g |Froving MSU East .
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MY UPCOMING COURSE BOOKINGS

This section on the Training Home page details all booked courses and the status. Status of Booked
indicates your Supervisor/Delegate has approved the course and you are confirmed to attend as
scheduled. Status of Awaiting approval indicates your Supervisor and/or their Delegate has not yet
approved your request to attend the course. You may need to follow up with your Supervisor to get into
the system to approve the course you requested.

My Upcoming Course Bookings

Course Schedule Language Location Status Pers Assgn Approver
Crucial Conversations 1200172017 - 120022017 English MSU East Lansing Campus Awaiting approval

The Sparian Experience 12/05/2017 - 127052017 English MSU East Lansing Campus Booked

Building Capacity-Resilience as a 12/06/2017 - 12/06/2017 English MSU East Lansing Campus Booked

Leader

BOOK A COURSE AS WAITLIST

If a course is full, you may have the option to Request Waitlist Booking. This request will go to your
Supervisor and their Delegates for approval if the course has a course fee. You will not be able to attend
the course until you have been notified by email that you are officially booked into the course. If a
booked participant cancels the course and you are next in line, you will be moved into their seat. You will
receive an email to attend the course.

Select a Course Date

From: [ | To: Location: ~ | Language. ~ || Go || Reset
Schedule Time & Room Location Language Available Seats Fee
. 12/05/2017 - 12/05/2017 Details MSU East Lansing Campus English 0/36 Free of Charge

Request Waitlist Booking

Ifthere is no course scheduled or the dates are not suitable you can add to Wish List

“ My Upcoming Course Bookings

Course Schedule Language Lecation Status Pers Assgn Approver
Crucial Conversations 12/01/2017 - 120022017 English MSU East Lansing Campus Awaiting approval

The Spartan Experience On Waitlist 121052017 - 12/05/2017 English MSU East Lansing Campus Booked

Building Capacity-Resilience as a 12/08/2017 - 12/06/2017 English MSU East Lansing Campus Booked

Leader
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