Oracle User Training Guide
Productivity Kit Using eDevelopment as an Instructor

Enroliment Tracking

Using the Session Roster(Email registrants,Print gn in sheet)

Procedure

This lesson demonstrates how to view the SessiateRdow to print the Sign In Sheet and how
to e-mail enrolled registrants.

_Home _Add to Favorites
Search:
|5 (g sensence
d efe Navigate 1o your Self Servics Information and activiies.
I Employee Conflict of W Benefits Employee Conflict of Interest K] Employee Absences
Interest [E1% Review heaith, insurance, savings or other Employee Conflict of Interest Review and update your vacation, sick and
I Employee Absences benefits information. B Conflict of Interest personal floating holidays.
I> Online Directory ElBenefits Enroliment ElEnter Absence Information
I Personal Information CiBenefts information
I Payroll and Compensation FlBenefts Summai
E ﬁe:rumngm;n Openings ﬁ Online Directory rsonal Information %= | Payroll and Compensation
Df“jﬂ'}'ﬂ”f;:ﬂt NW Onling Directory eview and update your personal information @ Review your pay and compensation histary
] Online Directory =l Home and Maiing Address P B ST ST BT
[ Manager Self Senvice B deduction or contribution information
Phone Numbers
[> Recruiting = Emergency Contacts =l Employment Information
[+ Enterprise Learning [ElView Pavcheck
[ Worklist [ Direct Deposit
> Reporting Tools -
E Recruiting/Job Openings il | eamning and Development
Recruiting Activities (Q]Add or review information related to learning
] Apoly for Jobs and other development such as: languages,

licenses and certificates, competencies, and
memberships.
[l Training Summary
= Request Training Enroliment
[l Training Request Status
2 More

[ & mtemet H 100% <

Step | Action

1. Click theEnterprise Learning link from the navigation path located on the heihd
side of the screen.

[- Enterprise Learning|

2. Click theResult Tracking link.

Click theCourse Rosterlink.
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(=13

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

Find an Existing Value

Course Code: |begin5wnh VH |
Course Sessioanl‘.lbeginswwh VH |
Description: |begmswwlh v” |
Course Start Date: | = v [ |
CourseEnd Date: | = ~] [ e

[ case sensitive

ORACLE’

Search | Clear | Basic Search Save Search Criteria

L3 & mtemet E 100%

Step

Action

Search for the course and course session you Wikealtb view the course roster for

For example, typeHRS" into theCourse Codefield.

Click theSearchbutton.

Select the appropriatéourse Sessiorirom the Search Results.

This is theCourse Rosterpage. In this example, there are four individuai®\are
enrolled in this course session.

Please noteYou will only see registrants on the Course Rot$tat have an
Attendance status of "Enrolled, Attending, or Costed”

You may view Contact Information of the individuais the Course Roster page by
clicking theContact Information tab.

Please Notelf the registrant has never logged into Self &r\wthere may be some
Contact Information that is unavailable.

You may download the Course Roster into an Exaa&astsheet by clicking th@rid
icon from the scroll bar.
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ORACLE _Home Add Io Favories
»
Course Roster
Course: HRS001 Session #: 0001 HRIS Lookup Access Training
Start Date: 10M10i2007 Start Time: 9:00AM
Facility: EV1110 Rebecca Crown Center
Min Students: 1 Max Students: 5
# Enrolled: 4 #Waiting: 0

Course Information { Contact Information

D Student Name Status Date ScorelGrade Passed
11008424 Rowling, JK Enrolled 1011012007 N
21023392 Giffin,Emily Enrolled 1011072007 N
3 1056720 Friedman,Thomas Enrolled 101012007 N
4 1056917 Doe Jane Enrolled 1011012007 N

Email Enrolled Reaistrants
Print Sign-In Sheet

L Return to Search | 1] +E| Mext in List ‘ [=] Notify |

(@ € internet E 100%

Step | Action

10. | To e-mail registrants in an Enrolled status, ctlekEmail Enrolled Registrants link.

|Emai| Enrolled Reuistrantsl
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»
Course Roster
Course: HRS001 Session # 0001 HRIS Lookup Access Training
StartDate:  10/10/2007  StartTime:  9:00AM
Facility: EV1110 Rebecca Crown Center
Min Students: 1 Max Students: 5
# Enrolled: 4 #Waiting: 0

Course Information { Contact Information

D Student Name Status Date ScorelGrade Passed
11008424 Rowling, JK Enrolled 1011012007 N
21023392 Giffin,Emily Enrolled 1011072007 N
3 1056720 Friedman,Thomas Enrolled 101012007 N
4 1056917 Doe Jane Enrolled 1011012007 N

Email Enrolled Reaistrants
Print Sign-In Sheet

L Return to Search | 1] +E| Mext in List ‘ [=] Notify |

(@ € internet E 100%

Step | Action

11. | If you would like a Sign- In sheet for your sessiolick thePrint Sign-In Sheetlink.
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Sign out
= /2 Course Sign In - Windows Internet Explorer provided by NUHR 4 i
Helo |5,
e - & httos:fdroap.its.narthwestern.edu: 10443/psp/hragdev 1_ss_tEwpLa v | & |[49|[ %] | I[2]
[ CourseRoSH: He Edt view Favorites Tooks Help
_— ’ . =
Course: o e IEC"“’* Sign In I I 5 - B - ® - rPage v {F Tooks v
e oracLE
Facility: Home Add to Favorites _Sign out
Min Students: =
Search: Hein | /&
#Enrolled: @

Attendance | Course Sign In
[ Manager Self Senvice Enter any information you have and click Search. Leave fields blank for a list of all values
= [ Recruiting

~ Enterprise Leaming { Find an Existing Value | Add a New Value
[> Student Enroliment

[» Result Tracking
< Course Reports Run Control ID:| begins with |+ |

— Course Sign In
> Define Training

Resources
I> Define Course/Cost Search Clear | Basic search (B Save Search Criteria

[ case Sensitive

Details

Email Enrolle

— Add a Person
Print Sign-in sjf  — Administer Trainin:
Reguesis

&, Return to sl Worklist
~————————{| Reporting Tools

Find an Existing Value | Add a New Value

&

@
Done [ € intemet H 100% -

Step | Action

12. | The first time you print a Sign-In sheet in eDeyef@nt, you will have to addRun
Control ID to the system. A Run Control ID is simply an idéet that links you to
the process being run.

If you already have added a Run Control ID to tystesn, then search for the Run
Control ID you have added.

| Add a New Value |
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ORACLE’

(=13

Course Rost

Course:

(2 Course Sign In - Windows Internet Explorer. provided by NUHR

File Edit View Favorites Tools Help

w o IECourse Sign In

=

fi- 8

Bl
5; ~ ] htps:fdroop. itcs.northwestern. edu: 10443 psp/hrasdev 1_ss_yevpla v | & | |49/ X Ll

&

- [ Page - 3 Todks »

Start Date:

ORACLE

Facility:
Min Students:

#Enrolled:

Attendance

D

Email Enrolle

Print Sign-In §|

{E\Return to 54

Search:

(O]

[ Self Service
> Manager Self Senice
[ Recruiting
=~ Enterprise Learning
[> Student Enroliment
I Result Tracking
= Course Reports
— Course Sign In
> Define Training
Resources
[> Define Course/Cost
Details
— Add a Person
— Administer Training
Reqguesis
[ Warkdist
[ Reporting Tools

Course Sign In

_Find an Existing Value |~ Add a New Value ',

Home

Add to Favorites Sign out

-
Heip |8

Run Control ID: H

Add

Find an Existing Value | Add a New Value

Main Content

Done

[# € Internet

H 100% -

Step

Action

13.

For example, enteHRISEEOQ" into theRun Control ID field.

Create your Run Control ID. We suggest that youn Bontrol ID is something that i
easy to remember such as your Net ID, your injt@ais/our first name.

n

14.

Click the Add button.
Add
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Sign out
= (= Course Sign In - Windows Internet Explorer pravided by NUHR = .
Helo |,
6; ~ [ htips:/fdroop. ites.northwmestern. edu: 10443 fpsp/hragdev1_ss_uevpLo v | 5 | [49|[ x| | I[2]
[ COurseROSH . i e view Favortes Tods Help
— ’ . =
Course: W IECourse Sign In I I fir - B - ® - [FPage - ) Took -
e 1 ORACLE
Facility: Home Add to Favorites _Sign out
Min Students: jiluds = -
PO E Hep | ), #
nr S @

PrrEeE— | Self Service Course Signn
e :
. . .
) Report Manager Process onttor __RY
D = Enterprise Learning Run Control ID:  HRISEED Report Manager Process Monitor

[> Student Enroliment
I Result Tracking
= Course Reports

— Course Sign In
[> Define Training Course Code: \:lO\
Resources
[> Define Course/Cost Course Session Nbr: l:lQ

Email Enrolle EEZE

— Add a Person
Print Sign-in sjf  — Administer Trainin:
Reguesis

&, Return to sl Worklist
~————————{|: Reporting Tools

B save | [ Notity

(£

< | £
Done [# € Internet # 100% -

Step

Action

15.

Enter the course code into tG@eurse Codefield. For example, enteHRS001'".

16.

You may search for a Course Code or Course SebBliphy clicking the appropriate
magnifying glass.

17.

Then enter the Course Session intoQoeirse Session Nbfield. For example, enter
"0001'.

18.

Click theRun button.
Run
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= n In - Windows Internet Explorer provided by NUHR X
Helo | )
5;;1' & httos:/feroan.tes.narthwestern.edu: 10443/psp/hragdev L _ss_tEMPLO v | & |[ 4[] [coooe
[ CourseRoster \ I ci Edt view Favorites Tools Help
— F » »
Course: HRY W ke I@c:;urse Sign In I I SR - B & - [ page v G Tooks -
Start Date: 1011 OR LE'
Facility: EV1 Home | _Add to Favorites | _Sion out
Win Students: 1 [|2*
Hel Saved
#Enrolled: 4
Process Scheduler Request
d
Course Informatiofl  yger |D: WANAGER Run Control ID: HRISEED
D
11008434 R Server Name: Run Date: 09/21/2007
21023393 Gifl Recurrence: *|| RunTime: 11:31:55AM Resetto Current Date/Time |
31056720 Fri
41056917 Dol  TimeZone: [ 2
Process List
Select Description Process Name Process Type *Type *Format Distribution
Email Enolled Regis] NINTRNO12 NWTRNO12 SOR Report Distribution
Print Sign-In Sheet
&\ Return to Search
OK Cancel
Done [# € Internet H 100% -

19.

From theServer Namefield, select th&® SUNX list item.

LB

Page 8




Oracle User
Productivity Kit

Training Guide
Using eDevelopment as an Instructor

(=13

ourse Sign In - Windows Internet Explorer provided by NUHR = 8)X] X
Helo | )
g_\\‘:; ~ [ https:/faroop. ites.northmestern. edu: 10443 psp/ragdev 1_ss_uevpLo v | 5 | 49| x| [cooge ol
[ CourseRoster \ I ci Edt view Favorites Tools Help
— : . »
Course: HRY W ke I@c:;urse Sign In I } Cfa - B & - [ page v G Tooks -
Start Date: 101 OR LE'
Facility: EVA Home | _Add o Favories | Sion out
Win Students: 1 [|2* -
Help |
#Enrolled: 4
Process Scheduler Request
d
‘Course Informatio| User ID: MANAGER Run Control ID: HRISEEQ
D
11008434 R Server Name: |PSUNX "l Run Date: |09121,'zuu7 |
21023393 Gifg Recurrence: v| Run Time: |11 315540 | Resetto Current Date/Time |
31056720 Fri
41056917 Dol  TimeZone: [ 2
Process List
Select Description Process Name Process Type *Type *Format Distribution
Email Enolled Regis] NINTRNO12 NWTRNO12 SOR Report Distribution
Print Sign-In Sheet
&\ Return to Search
OK Cancel
Done [# € Internet H 100% -

Step

Action

20.

Then click theOK button.
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ORACLE’
= (= Course Sign In - Windows Internet Explorer pravided by NUHR
= Help | &
5; ~ [ htps:faroop. ites.northmestern. edu: 10443 psp/hrgdev 1_ss_uevPLo v | G | 49| x| [cooae I[2] e
[ CourseRoster \ I ci Edt view Favorites Tools Help
Course: HRY ¥ 4 | @cousesonin ]7| Lt - & - [hPage + (FTook v
Start Date: 101 .
" ORACLE
Facility: EV1 Home Add to Favorites Sign out
Win Students: 1 [|2* -
Hep |5, &
#Enrolled: 4
Course Sign In
|Attendance
D Sty Run Control ID:  HRISEEQ Report Manager Process Monitor [
11008424 Ri Process
21023393 Giff Instance:211745
31056720 Fri
4 1056917 Do
Course Code: HRS001 Q. HRis Lookup Access Training
[ Sessionhbr:  |0001|Q
Email Enrolled Reais; ourse Session Hor: -
Print Sign-In Sheet
&\ Return to Search
B save | [=] Motify Eradd| B
L
< | £
Done [# € Internet H 100% -

Step | Action

21. | Click theProcess Monitorlink to check on your proc

Frocess Monito

ess status.

22.

"Queued."

Here is the Sign In Sheet process that is beingltisicurrently in a Run Status of
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| _Addto Favories
El (= Course Sign In - Windows Internet Explorer pravided by NUHR
Help
6; ~ [ htips:fdroop. ites.northwmestern. edu: 10443 fpsp/hragdev 1_ss_yEvpLo v | 5 | [49|[ x| | I[2] I
[ CourseRoSY: o Egi view Favertes Tooks Help
Course: W I@Course Sign In I I fi- B @ - [orage - ook v
el ORACLE
Facility: Home Add to Favorites Sign out
»
Min Sludenls'l
Help [ o,
#Enrolled:
Process List Y Server List
|Attendance
: 0343.4 User ID:[MANAGER | @ Type: v Last: [Days ] Refresh
21022392 Server: V‘ Hame: ‘ ‘O\ Inslance:l ‘ to ‘ |
Run | Distribution v Save On Refresh
e P el |
— Process List \ First [ 14 ora [ Last
Process Distribution
Select . Process Type Details
Select Instance Seq. Process T Name Run Status Statu Details
Email Enrolle 211748 SQR Report NWTRNO18 MANAGER 09/21/2007 12:08:21PM CDT  Queued  NIA Details
Print Sign-In
S\ Return to S|
Go back to Course Sign In
L
< | @
[ €D intemet & 100% -

23.

Click theRefreshbutton to check on the process status.

24.

displays'Posted."

Once the Refresh button was clicked, the processssis updated. The process is
completed when the Run Status displéggccess”and the Distribution Status

25.

When the process is finished running, then cliekDhtails link.
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| CourseRos{
Course:
Start Date:

Facility:

n Students:

#Enrolled:

d
Course Infy
D
11008434
21023393
3 1056720}
4 1056917

Email Enrolle
Print Sian-In

S\ Return to S|

6: )~ & https:/feroop.ites.narthwestern. edu: 10443psp hreadev _ss_t/EMPLO v | & |[ 4[] [coooe P~
Fle Edit View Favorites Tools Help
B . »
W I@c:;uryas;gnln I I Pt - B - [Page - (¥ ook -
Sign out |
>
Heip | F, &
Process Detail
Instance: 211748 Type: 3QR Report
Name: NWTRNO18 Description: NWTRNO18
Run Status:  Success Distribution Status: Posted
Run Control ID: HRISEED Hold Request
Location: Senver Queue Request
Server: PSUNX Cancel Request
O Delete Request
Recurrence: Restart Request
Request Created On: 09/21/2007 12:08:25PM CDT Parameters Transfer
Run Anytime After:  09/21/2007 12:08:21PM CDT Message Log
Began Process At 09/21/2007 12:08:44PM CDT Batch Timings b |
Ended Process At:  09/21/2007 12:08:56PM CDT View Loa/Trace
>
Done [# € Internet & 100% -

Step

Action

26.

From the Process Detail page, click Yiew Log/Trace link.
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ORACLE’

El (= Course Sign In - Windows Internet Explorer pravided by NUHR
[E]
Helo | &
G; ~ [ htps:fdroop.ites.northmestern. edu: 10443 psp/vagdev 1_ss_yevpLo v | 5 | 49| | [cooae I
| Course Ros © Fle Edit View Favortes Tools Help
B = . »
Course: W I@Course Sign In I I S o - [ Page + G Tooks -
el ORACLE
Facility: Home _Add to Favoriles _Sign out
»
Min Students
Help | nh #
#Enrolled:
View Log/Trace
|Attendance
D ReportID: 107243 Process Instance: 211748 Message Log
1 1008434f| Name: NWTRNO18 Process Type: SOR Report
2 1023393) Run Status: Success
3 1056720
4 105697]) MWTRNO1E
Distribution Node:  hr82dev1 Expiration Date:
File List
Name File Size (bytes) Datetime Created
O\ Return to 5] SOR NWTRNO018 211748 log 1527 09/21/2007 12:08:56.000000FM CDT
e
| nwirn018 211748 PDF 1683 09/21/2007 12:08:56.000000PM CDT
owirn018 211748 out o 09/21/2007 12:08:56.000000FM CDT
Distribute To
1D Type Distribution ID
User MANAGER
.
[ € Intemet & 100% -

27.

Click the link that ends in
.PDF. This link is the Sign In Sheet that would downlaaih a PDF document.

[nwtrn018 211748.PDF|
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Step | Action

28. | After clicking the PDF link, you will be required sign back into Self Service. Ente
your Net ID and password,and then click th&ign In button.

29. | Here is the Course Sign In sheet¥ou may print the Sign In sheet by clicking File,
then Print from the Internet browser.
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Step | Action

30. | After you are finished with the Sign In sheet, klibe Close button to close the
window.

31. | The Course Roster page is still open. You may bdarcanother Course Session if
necessary.

32. | Please NoteYou may also download the Course Roster intoseEspreadsheet by,
clicking the Grid icon from the scroll bar.
L]

33. | Congratulations! You have successfully learned tmwiew the Session Roster, e-

mail enrolled registrants, and print the Coursen$mgsheet.
End of Procedure.
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