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eDevelopment Website
http://iwww.northwestern.edu/hr/hris/edevelopment/index.html

Training & Benefits Payroll Policies &

Development Procedures

Human Resources > HRIS > eDevelopmeni

eDevelopment
Using eDevelopment Course Administrator Training

Accessing eDevelopment — Register for Training
Click above to access Responsible for setting up
eDevelopment in Self Service. courses in HRIS? Reqgister for

hands-on training for the
Computer-Based Training Course Administrator role.
(This is required for access).

Registering for a Course

» Quick Sheet Instructions An access guthorization form
must be submitted prior to

Approving a Training class.

Request o

» Qick Sheet Instructions Course Administrator
Manual

Contact information

Course.Adminlstrato__r quls

Process Flow

Course Naming
Conventions

Emails generated by
eDevelopment

Instructor Procedures Security Roles
‘. Instructor Procedures Course Categories/

» Managing the Student SubCategories

Waitlist

» Completing a Session Instructions for

v Course Roster generating Registration
& Cancellation Cafe TV
files

eDevelopment Contacts

Technical Questions

HRIS Help Desk
847-467-4800
hrishelp@northwestern.edu

eDevelopment Course Administration Questions
HR Training Administrator
hrtrainingadmin@northwestermle

Kristin McLean 847-467-0416
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eDevelopment: Request Training Enrollment

Gettina Started

1. To get started, point your browserttips://nuhr.northwestern.edu

2. You will be brought to the Self Service sign in page whereganlog on using your NetID and
password.

3. When signed inclick onthe following links in the Menu box on the leBelf Sewice > Learning
and Development> Request Training Enrollment. PLEASE NOTE: This page may take a few
moments to load.

How to Enroll in a Training Event

1. Select a method to search for training courses by clicking on either the Search by Course Name
link or the Search by Category link.
0 Search by Course Name
A Leave the Course Name field blank, or enter all or part of the course name
A If you leave the field blank,qu will retrieve all courses available
A If you enter information in the field, your results will be limited to the course
names containing the exact information you entered
A Press fiSearchbo
0 Search by Category
A Leave theCategoryfield blank, or enter all or paiof the course name
If you leave the field blank, you will retrieve all locations available
If you enter information in the field, your results will be limited to the locations
A containing the exact information you entered
A Press fiSearcho
2. The Search resdlwill display a listing of courses that match the search criteria entered

3. To see the Course Detalil, click on 0-

4. To view the available sessions for a Course, click orvtaes Available Sessiondink next to the
Course Name

5. To view the details on a patilar session, click on the appropriate Session number link.

6. Review the Session details and if you wish to enroll in the training event, click Qotiigaue
button.

7. Review the Submit Request page.

o If the Course has a Registration Fee or a Cancell&gen aPayment Methodbox will
exist on the screen:

A You must choose eith@ay by Chart string or Pay by Personal Checlbefore
you Submit the Request.

A 1f you know you will be paying by &hart string but do not know the number,
just select théay by Chart string radio button and leave the Account number
empty.(Your designated Training Approver will need to enter the appropriate
Chart stringhumber before they can approve your request.)

o If the Course has no Registration Fee/Cancellation Fee or you ang fpgyPersonal
Check, aPersonal Coursebox will exist on the screen :

A Check the box if you do not want your Manager to see that you are associated
with the Course on your Training Summary.

A NOTE: This check box is not available if the Course is being wiida Chart
stringsince it is required that your Manager be informed if you are charging the
course/cancellation fee to the department.

8. To Submit the Request, click on tBebmit button.
9. If the Submit was successfully, you will receive an email conifig your request.
o If you indicated that you will be paying for the Course witBlart stringthen the
request will be submitted for approval to your Manager. Once your Manager has

> > >
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approved the Training Request, you will receive another email confjrgmur
enroliment.

o If the Course had no Registration Fee/Cancellation Fee or this Course will be paid by
Personal Check, then the request will be confirmed and processed by the training
administration group by the end of the business day.

10. If you receivedan error with your submission, please contact the HRIS HelpDesk -at6344300
or hrishelp@northwestern.edu

eDevelopment: Approve Training Requests

How to Approve a Trainina Request

4. To get started, point your browserttips://nuln.northwestern.edu
a. I f you received an email request titled fARec
will automatically take you to the Self Service sign in screen.
5. On the Self Service sign in padeg on using your NetID and password.
6. When signed in,if the screen does not go directly to the Approve Transaction page, then navigate
to Manager Self Service > Learning and Development > Approve Training Request.
7. On the Approve Transaction page, review the det
o If the Employee indicated on their Training Request that they will be payi@hbast
string aPayment Methodbox will exist on the screen:
A Before you can Approve the request, @teart string must be entered.
0 To Approve or Deny the Course, select therapriate action from the Drop Down menu
bel ow the registrantés Employee | D.

8. Click on theSavebutton at the bottom of the Approval Transaction page to save the request
a. The registrant will receive an email stating whether their Training Request peaweg
or denied.
9. If you received an error with your submission, please contact the HRIS HelpDesk4884800
or hrishelp@northwestern.edu
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eDevelopment Course Hierarchy

Category
HR
SubCategory SubCategory SubCategory
Benefits HRIS Training & Devpt
Course
HRIS Lookup
Session Session Session
Start: 09/01/07 Start: 10/01/07 Start: 11/01/07
End: 09/02/07 End: 10/01/07 End: 11/01/07

Duration; 5 Hours

Duration; 4 Hours

Duration: 4 Hours

Cut Session
Start: 09/01/07
End: 09/01/07
Duration; 3 Hours

|

Cut Session
Start: 09/02/07
End: 09/02/07

Duration; 2 Hours
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Setting up Courses in HRIS

In order for a registrant to enrafi a particular course, the course must first be setup/added in
HRIS by the Course Administrator. This section describes the three steps involved in setting up a
course/course session in HRIS.

First, the Course Administrator will add a Course to HRiSntadd the appropriate Instructor(s),
and lastly, add/setup the Course Sessions.

Adding a Course

This lesson demonstrates how to addarse to HRIS. This lesson covevkich Course Code to
use, how to indicate if there are Registration ordgdationfees,andhow to set up links to any
required forms or specify prerequisites that may be need to enroll in the padiuurke. Adding
acourse to HRIS is the first step to makingaaurse available to registrants.

TheCourse Administrator is the indidiial responsible for adding courses to HRIS. Charse
Administrator can access the eDevelopment panels by signing into HRIS Self Service.

Navigation
Step Action
1. Click theEnterprise Learning link.
|[> Enterprise Learning|
2. Click theDefine Course Detaildink.
Click theCourseslink.

ORACLE H

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

=

[ Find an Existing Value "{_Add a New Value

Course Code: |begins with v|| |Q
Description: | begins with + || |
InternallExternal: | = A4 »
Course Type: = - £

[include History [Jcorrect History [l case Sensitive

Search | Clear |ElasicSearch Save Search Criteria

Find an Existing Value | Add a New Value
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Step Action

4, Click theAdd a New Valuetab to add a course.

5. TheCourse Codeis a 6¢character code consisting of letters or numbers. You
should be consistent with the Course Coding haming conventions as defineq
your trainng area as well as those defined by HRIS. The HRIS Naming
Conventions document can be locatethe Appendix of this Document

6. Enter the course code into tBeurse Codefield.

For example, entetHRS100'". According to the HRIS Naming ConventionH, a
HRIS training classes Course Codes should begin with "HRS".
7. Click theAdd button to add the Course Code.

Add

UNIVERSATY

NORTHWESTERN

Home | Worklist

MultiChannel Console | Add to Favorites

Mew Window | Help | .5,

Course Profile | Prereqs,Goals | Equipment |’

Catalog | Description |

Course: HRS100
*Title:
Short Title: *Course Status: Active V]
Creation Date: 07/09/2009 |[ Revision Date: [
*Internal/External: Internal [ *Owming Dept ID: Q
*Course Type: continEd [ Course Admin ID: 1061590 @ Keenya Yvette Booker-Law
*Course Format: Instructor Led D [] Grade Required Session Administration
Min/Max Students: University Revenue Chart String Find | Wiew All First [l 1-2 of 2 [¥] Last
Duration Time: Cancellation Fee
Duration Unit: 2] Fund FN Dept Project/Grant Activity ID Account
Q Q Q Q Q
[ racuity
[ statr Registration Fee
[ student Fund FN Dept ProjectiGrant Activity ID Account
] Hon-nu Q Q Q Q Q
Bl Save | [=] MNotify s Add Update/Display | /2] Include History [&# Correct History

Course Profile | Prereqs. Goals | Equipment | Catalog | Description
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Step Action
8. Enter the title of the training course into fhide field. For example, typeHRIS

Lookup Access Trainingd'.

Please ate This field is limited to 36charactes.

9. Enter a short title into th&hort Title field.
For example, enteHRS Lookup".
10. Specify if the course is Internal or External by clicking the appropriate select

from the drop down list.

Course Profile ' Prereqs,Goals | Equipment | Catalog

'/ Description |

Course: HRS100

Title: HRIS Lookup Access Training

Short Title: HRS Lookup *Course Status: Active

Creation Date: 07/09/2009 |5 Revision Date: el
*Internal/External: Internal *Owning Dept ID: Q
*Course Type: Contin Ed Course Admin ID: 1061590 QU Keenya Yvette Booker-Law
*Course Format: Instructor Led [] Grade Required Session Administration

Min/Max Students: University Revenue Chart String Eind | View All First E 1-2 of 2 E Last
Duration Time: Cancellation Fee

Duration Unit: Fund FN Dept Project/Grant Activity ID Account

Q Q Q Q Q

[IFaculty

[ staff Registration Fee

[ student Fund FN Dept Project/Grant Activity ID Account

[ Non-NU Q Q aQ Q Q

Step Action

11. Select the appropriate skill area for the course. In this example, sel&éilthe
Dev option from theCourse Typedrop down.

12. Select the primary delivery method for the course fronCihierse Formatdrop
down list. In this example, seletiginstructor Led list item from the drop down
menu.

IInstrudorLed vl
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Step Action

13. Enter the minimum and maximum number of students that can enroll in the
course.

Enter the minimum number of students into the fitsi/Max Students field.
Enter "1". Then enter the maximum numharstudents for the course into the
secondVlin/Max Students field. Enter "12".

14. Specify the whole duration time for the course and enter the value into the
Duration Time field. For this example, the duration is four hours. Enféirito
the Duration Tine field.

15. Next, specify théuration Unit In this instance, the duration unit is hours. Clic
theHour from the Duration Unit drop down list.

Please note: The information entered here will default on sessions. These v4
can be changed at the seadievel.

/" Course Profile " Prereqs,Goals | Equipment j Catalog

' Description |

Course: HRS100
Title: HRIS Lookup Access Training
Short Title: HRS Lookup *Course Status: Active
Creation Date: 07/09/2009 [+ Revision Date: By
*Internal/External: Internal *QOwning Dept ID Q
*Course Type: Contin Ed Course Admin ID: 1061590 U Keenya Yvette Booker-Law
*Course Format: Instructor Led [l Grade Required Session Administration

Min/Max Students:

Duration Time:

Duration Unit:

[ Facuity
[ staff

[] student
[INon-Hu

First [4] 1-2 of 2 (¥ Last

1 12 University Revenue Chart String Find | View All
4.0 Cancellation Fee
Fund FN Dept Project/Grant Activity ID Account
Q Q Q Q Q
Registration Fee
Fund FN Dept Project/Grant Activity ID Account
Q Q Q Q Q
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Step Action
16. A course may have dntended Audiencefor which the course is intended or

eligible for. Select the appropriate Audience groups by clicking the checkbox
the left. For example, click thfeaculty checkbox.

=

Note Non-NU is anyone who is not affiliated with the university. This may
include any user from the general public or any user who is assigned a POI
Instance.

17. Indicate theCourse Statusas either Active or Inactive.

Active means the course is currently dable and you can set up a course sesq
Inactive means the course is not available for enroliment.

18. TheRevision Datefield will automaticallyjupdatewhen you update and save
changes to an existing course.

19. Select to administer course sessiongh{ff is not checked you will be unable to
add a session for this course.)

20. It is required that you enter the department associated with the course. into {
Owning Dept ID field. If you are unsure of the Dept ID, you may look it up by
clicking the magrfying glass. In this example, the owning department is Hum
Resources and the Dept ID is 044500. Eniéri500.

Please note: You will only be able to see the departments you have access |
your NET ID.

21. Check t he fGr adhecoRrsegquiies accoutse dradlexor an f
administered test in order to pass the course.

22. If applicable, enter a registration fee that will be charged to the registrants w
enroll in the course.

If a courséregistratiorfee is entered, be sure to enter@mrtstringnumber that
will collect the revenue.

23. I f applicable, enter a fee that wi
showd or who ADropd a course after
assigned to the Session into thancellation Feefield. For example, entebU".

If a cancel fee is entered, be sure to enteCteart stringhumber that will collect
the revenue into the appropriate fields.

24, Please noteYou may either cliclSaveas you complete each page or wait to
click Save at thend.

25. Click thePrereqs,Goalstab.

Prereqs,Goals
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Gnte\ Himan Resources

Course Profile | Prereqs,Goals ' Equipment ' Catalog | Description |

Course: HRS100

HRIS Lookup Access Training

Prerequisite Courses

Target Accomplishments

*License/Certification Code
a

Blackboard Course

Status:  Active

Eind  First ] 4 or1 [ Last
=]

Find  First [ 1 o1 [ L ast
Grant to EE after Course =

First E 1.0f1 |I| Last

Find | View All

*Blackboard Course Code Passing Score Base Score =
Q
Step Action
26. If Applicable, enter anfPrerequisite Courses A registrant must take all

designated Prerequisite Courses before being able to enroll in this particulan
course.

If you have multiple Prerequisiteourses, please note that the order of
prerequisite courses is not enforced.

27.

To search for an existing Course code, click on the magnifying glass.

28.

To add or delete a Prerequisite Course, click on the plus or minus buttons.

29.

If you issue a Licenser&ertification as a result of taking the course, enter a
License/Certification Codein the Target Accomplishments Group Box.

NOTE: The License/Certificate Code is for enforcing regulations. It is not use
printing a certificate at the end of the sies.

30.

To search for an existing License/Certification code, click on the magnifying
glass.

If you do not see a License/Certificate Code, please contact theTH&Hg
Administratorat hrtrainingadmir@northwestern.edu.

=y

31.

Check theGrant to EE after Coursebox if, as a result of taking the course, yo
want a |icense or certification t o
completion of the session. Having
profile after the session is cpheted allows the administrator to track renewal
notices.

32.

To add or delete a License/Certification, click on the plus and minus buttons
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| Course Profile | Prereqs,Goals ' Equipment | Catalog ) Description |

Course:  HRS100 HRIS Lookup Access Training Status:  Active

Prerequisite Courses Eind First E 1 of1 E Last

- FHE

Human Resources Sample Training

Target Accomplishments Find First [4] 1of1 [v] Last
*License/Certification Code Grant to EE after Course [=]
FHR Q Professional Human Resources
Blackboard Course i Wiew Al First [4] 1 of 1 [H] Last
*Blackboard Course Code Passing Score Base Score El
Q.

Step Action

33. Click theCatalogtab.
Catalog|
34. Select &Category andSubcategoryto define your course. Categorylategory

will be used as a search option available to potential registrants.

Course Profile | Preregs,Goals | Equipment | Catalog | Description |

Course: HRS100 HRIS Lookup Access Training Status:  Active

First [4] 1 of 1 [+ Last

*Category Code: bnknown | Q UNKNOWN =

*Subcategory Code: UNKNOWN | UNKNOWN

Step Action

35. To search for a Category Code, click the magnifying glass.
[
36. Click an entry from the available list. If you do not see a Category or Subcats

Code,please contact théR Training Administratoat
hrtrainingadmir@northwestern.edu..

Human Resources|
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Step Action

37. Then select &ubcategory CodeClick the magnifying glass to search for the |
of available codes.

[&

38. Click an entry from the available list.
39. To add or deleta Category or Subcategory Code, click the plus or minus butj

J Course Profile | Preregs,Goals | Equipment | Catalog Y Description

Course: HRS100 HRIS Lookup Access Training Status:  Active

First [4] 10of1 [H] Last

*Category Code: HR Q Human Resources =

*Subcategory Code:  |HRIS Q HR Infarmation Systems

Step Action

40. Click theDescription tab.

Course Profile | Preregs,Goals | Equipment | Catalog | Description '

Course: HRS100 HRIS Lookup Access Training Status: Active

Eind|View Al First [ 4 or 1 [M] Last

*Effective Date: 07109/2009 [+ =

Description:

URL for Payment Policy:
URL for Required Forms:

URL for Dept. Website:  hitps:idroop.itcs.northwestern.edu:50443/psp/hrégtrn/EMPLOYEE/HRMS/C/ROLE_EMPLOYEE.NW_SS_TRN_REDIRECT GBL?
course=HRS100
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Step Action

41. Enter a description of the course in escription field. To enter a new
Description, type the Course Descriptiorthie open text box. The Effective Dat
will already be defaulted to today
For example, typeThis class...".

42. To update an existing Description, click the plus button in the description bo
Once the plus button is clicked, a new Effective Datellw wi t h t od
been inserted on top tife previous Description entry. Next, type the new Cou
Description in the open text box.

43. If applicable, enter BRL for Payment Policy. This should be entered if the
Course will allow registrants foay by Personal Check or if the Course has a
Cancellation Policy. The URL in this field will display as a link when the
registrants enters a payment method.

NOTE: The URL should already exi st
to provide registnats the necessary payment information such as where to m
personal check, etc.

Enter 'http...".

44, On your Department web site, you can set up a link to take users directly to
course registration page from your Department web site. To do soandmaste
this URL onto your Department web site.

45, Click the Savebutton to save and add the course to HRIS.

46. Congratulations! You have successfully learned how to add and setup a Cot
HRIS. It is recommended that you access the next lessaad ¢alding a
Instructor’

End of Procedure.
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Adding an Instructor

This lesson explains how to add an Instructor to HRIS and how to link thesarses they are
eligible to teach. This step should be completed by the Course Administrator and is tloe seco
step to making aourse available for a registrant to search and enroll for the course online.

Navigation
Step Action
1. Click theEnterprise Learning link.

|- Enterprise Learning|

2. Click the Define Training Resourcedink.

Click thelnstructors link.

ORACLE

(B3

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

| Find an Existing Value % Add a New Value |

Instructor ID:| begins with |+ || |Q

Name; |begins with V|| |

Last Name: |begins with v|| |

include History [Jcorrect History [Jcase Sensitive

Search | Clear |ElasicSearch B save Search Criteria

Find an Existing Value | Add a Mew Value

Step Action

4, Click theAdd a New Valuetab to add a new instructor.

5. Enter the Instructor's code into timstructor ID field. An Instructor ID can be
any Employee ID, a Student ID or a POI ID. For example, etf&8601.

6. To search for an Instructor ID,ick the magnifying glass button and then seleg
from the list.
[A]

7. Then click theAdd button.

Add
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C)RACI_E, Add to Favorites

Els New Window | Help | ,

Instructor Profile Y Qualification
Willy Wildcat
First [ 1 o1 [ Last

Instructor ID: 1058601
Find | View All

Instructor Details

~Effective Date: 05/29/2007 |[5
*Internal/External:

Vendor 1D: l:l

Area of Expertise: |

Description:

Main Content

| Z Include History ‘ [EF Correct History |

Ex Ada |

& save | LU Return to Search | [=] Motify |

Instructor Profile | Qualification

W 100% <

& Internet

Done

Step Action

Click theQuialification tab.

Instructor Profile | Qualification |

Instructor: 1058601 Willy Wildcat

First E 10of1 |I| Last

Courses Qualified to Teach ‘
=

*Course Code

[ =
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Step Action

9. Enter the Course Code(s) that the Instructor is eligible to teach inGpthree
Codefield.

For example, enteHRS100'.

10. NOTE: You will not be able to associate an Instructor with a Session unless
are first associated to the Course on this panel.

11. If you would like toadd another Course Cotiethe Instructarclick theplus
button.

Instructor Profile ! Qualiﬂcalion\

Instructor: 1058601 Willy Wildcat

Courses Qualified to Teach i View / First Kl 2 of2 [¥] Last

*Course Code =]
HRS100/C,  HRIS Lookup Access Training

Step Action

12. Click theSavebutton.
13. Congratulations! You have successfully added an Instructor to HRIS and lin

courses to the added Instructor.

The next recommended lesson to access is calédirfig a Course Sessin
End of Procedure.
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Adding Course SessiongSession $ansOnly One Day)

This lesson demonstrates how to add and set up a Course Session. To set up a Course Session,
you will define the date and time of the session. On this panel, you also indicate tity, Facil
Training Room and Instructor of the Course Session.

Navigation
Step Action
1. Click theEnterprise Learning link.
|[> Enterprise Learning
2. Click theDefine CourseDetailslink.
Click theCourse SessionBnk.

ORACLE

=

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

[ Find an Existing Value "{_Add a New Value

Course Code; |begins with V|| |Q
Course Session Nbr:| begins with v|| |
Description: |begins with || |
Course Start Date: | = vl | ||E1'J
Training Facility: |begins with || |Q

[Jcase sensitive

Search | Clear |ElasicSearu:h B save Search Criteria

Find an Existing Value | Add a Mew Valug

Step Action

4, Click theAdd a New Valuetab.
5. Enter the Course Code into tb®urse Codefield.

For example, entetHRS100'.

6. Click the magnifying glass to search for a Course Code.
[
7. Note: DO NOT ENTER A SESSION NUMBER. The Course Session Number

will be assigned automatically. The Session numizewill start at 0001 for
each Course Code.
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Step Action

8. Click the Add button.
Add |

ORACLE
= »
Help | o)
[ Course Session Profile % Location, Instructor ',
Course: HRS001 HRIS Lookup Access Training Course Status: Active
Session Humber: 0001
*Session Status: Active 2 Session Administration
Session Format: Instructor Led he [ rescheduled
Start/End Dates: [ 51
Start’/End Times:
Registration Cutoff DtTm:
Cancellation Cutoff DUTm: [ Cancellation Fee 50.00
Duration: 4.0 Duration Unit: Hour ~
Min Students/Session: 1 Max Students/Session: 12
Vendor ID: 8
& save | [=] Notify Eradd | & UpdateDisplay
Course Session Profile | Location, Instructor
Done [& & internet #100% -
Step Action
9. Enter theStart Date of the session. For example, this session is on 10/10/200
therefore enterI'0/10/2007 into the first field.
10. Then enter th&nd Date of the session. In this example, ent&0/10/2007 since
the training session does not span multiple days.
11. Next, enter thé&tart/End Times. Please note that the Start/End Times are onl

informational on this page. The specific times can be defined moreagalglon
the next panel.

For example ente@AM" into the Start Time field..

12. Enter theEnd Time. For example, entedlPM".

13. If applicable, enter Registration Cutoff Date/Time. Registration Cutoff acts ag
a deadline to prevent Registrants frormgig up for a particular session right
before class. The registrants will not be able to bring up the session in Self S
if the Current Date and Time falls after the Registration Cutoff Date/Time.

14. For example, say you have a session with a stetald 0/10/2007 and Start
Time of 09:00AM. If you do not want additional Registrants to sign up for the
session 24 hours in advance, you would put a Registration Cutoff Date of
10/09/2007andRegistration Cutoff Time of 09:00AM
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15.

If applicable, enter &ancellation Cutoff Date/Time. A Cancellation Cutoff
Date/Time should be entered if the Course has a Cancellation Fee. This
Cancellation Cutoff wild.l be used t
Course after the specified date and time or if theye & hf Mo 0

16.

If necessary, update or enter thetal Duration of the session and the associats
Duration Unit. Note: The Duration and Duration Unit will default from the
values entered on the Course Profile.

17.

If necessary, update or enter ten/Max Studentsper Session. Note: The
Min/Max Students will default from the values entered on the Course Profile

18.

Click theLocation, Instructor tab.

L 1

19.

Notice that the Start/End Dates, Start/End Times, and Duration/Unit are defg
from the SessioProfile page.

Note: Be sure the dates and times on the Session Profile add up to the amo
time on the Course page, otherwise you wileree a Cut Session error.
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