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:
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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
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[l Training Summary
= Request Training Enroliment
[l Training Request Status
2 More
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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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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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Step | Action
11. | If you would like a Sign- In sheet for your sessiolick thePrint Sign-In Sheetlink.

Print Sign-In Shee
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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 idéeit 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.

[ 1]
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Step | Action
13. | Create your Run Control ID. We suggest that youn Rontrol ID is something that i
easy to remember such as your Net ID, your injt@s/our first name.
For example, entetHRISEEOQ" into theRun Control ID field.
14. | Click theAdd button.

n
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Step | Action
15. | Enter the course code into t@eurse Codefield. For example, enteHRSO001'".
16. | You may search for a Course Code or Course Selliphy clicking the appropriate
magnifying glass.
17. | Then enter the Course Session into@oerse Session Nbfield. For example, enter
"0001".
18. | Click theRun button.
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Step

Action

19.

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

Action

20.

Then click theOK button.
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Step | Action
21. | Click theProcess Monitorlink to check on your process status.
[ ]
22. | Here is the Sign In Sheet process that is beingltisicurrently in a Run Status of
"Queued."
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Step | Action

23. | Click theRefreshbutton to check on the process status.

24. | Once the Refresh button was clicked, the processssis updated. The process is
completed when the Run Status displéggccess”and the Distribution Status
displays'Posted."

25. | When the process is finished running, then cliekbtails link.

L]
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Step | Action

26. | From the Process Detail page, click Yiew Log/Trace link.

[ 1
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Step

Action

27.

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