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

 

 
 

eDevelopment Contacts 

 
Technical Questions 

HRIS Help Desk 

847-467-4800 

hrishelp@northwestern.edu 

 

eDevelopment Course Administration Questions 

HR Training Administrator 

hrtrainingadmin@northwestern.edu 

 

Kristin McLean: 847-467-0416 

mailto:hrishelp@northwestern.edu
hrtrainingadmin@northwestern.edu


Training Guide 
Enterprise Learning ï eDevelopment Manual 

  
 

 
 
Page iv 
 

eDevelopment: Request Training Enrollment 
 

 

 
1. To get started, point your browser to https://nuhr.northwestern.edu 

2. You will be brought to the Self Service sign in page where you can log on using your NetID and 

password.  

3. When signed in, click on the following links in the Menu box on the left. Self Service > Learning 

and Development > Request Training Enrollment.  PLEASE NOTE: This page may take a few 

moments to load.   

 

 

 

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. 

o Search by Course Name 

Á Leave the Course Name field blank, or enter all or part of the course name 

Á If you leave the field blank, you will retrieve all courses available 

Á If you enter information in the field, your results will be limited to the course 

names containing the exact information you entered 

Á Press ñSearchò 

o Search by Category 

Á Leave the Category field blank, or enter all or part of the course name 

Á If you leave the field blank, you will retrieve all locations available 

Á If you enter information in the field, your results will be limited to the locations 

Á containing the exact information you entered 

Á Press ñSearchò 

2. The Search results will display a listing of courses that match the search criteria entered 

3. To see the Course Detail, click on the  

4. To view the available sessions for a Course, click on the View Available Sessions link next to the 

Course Name 

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

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

button. 

7. Review the Submit Request page.  

o If the Course has a Registration Fee or a Cancellation Fee, a Payment Method box will 

exist on the screen: 

Á You must choose either Pay by Chart string  or Pay by Personal Check before 

you Submit the Request. 

Á If you know you will be paying by a Chart string, but do not know the number, 

just select the Pay by Chart string  radio button and leave the Account number 

empty.(Your designated Training Approver will need to enter the appropriate 

Chart string number before they can approve your request.) 

o If the Course has no Registration Fee/Cancellation Fee or you are paying by Personal 

Check, a Personal Course box will exist on the screen : 

Á Check the box if you do not want your Manager to see that you are associated 

with the Course on your Training Summary.  

Á NOTE: This check box is not available if the Course is being paid with a Chart 

string since 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 the Submit button.   

9. If the Submit was successfully, you will receive an email confirming your request.   

o If you indicated that you will be paying for the Course with a Chart string, then the 

request will be submitted for approval to your Manager.  Once your Manager has 

Getting Started 

How to Enroll in a Training Event  

https://nuhr.northwestern.edu/
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approved the Training Request, you will receive another email confirming your 

enrollment. 

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 received an error with your submission, please contact the HRIS HelpDesk at 847-467-4800 

or hrishelp@northwestern.edu 

 

 

 

 

 

 

 
4. To get started, point your browser to https://nuhr.northwestern.edu 

a. If you received an email request titled ñRequest Requires Approval,ò the link in the email 
will automatically take you to the Self Service sign in screen. 

5. On the Self Service sign in page, log 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 details of the employeeôs training request. 

o If the Employee indicated on their Training Request that they will be paying by Chart 

string, a Payment Method box will exist on the screen: 

Á Before you can Approve the request, the Chart string  must be entered.  

o To Approve or Deny the Course, select the appropriate action from the Drop Down menu 

below the registrantôs Employee ID. 

 

 
 

8. Click on the Save button at the bottom of the Approval Transaction page to save the request 

a. The registrant will receive an email stating whether their Training Request was approved 

or denied. 

9. If you received an error with your submission, please contact the HRIS HelpDesk at 847-467-4800 

or hrishelp@northwestern.edu 

 

 

 

How to Approve a Training Request 

eDevelopment:  Approve Training Requests 

hrishelp@northwestern.edu
https://nuhr.northwestern.edu/
hrishelp@northwestern.edu
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Setting up Courses in HRIS 
In order for a registrant to enroll in 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 HRIS, then add the appropriate Instructor(s), 

and lastly, add/setup the Course Sessions. 

Adding a Course 

 

This lesson demonstrates how to add a course to HRIS. This lesson covers which Course Code to 

use, how to indicate if there are Registration or Cancellation fees, and how to set up links to any 

required forms or specify prerequisites that may be need to enroll in the particular course. Adding 

a course to HRIS is the first step to making a course available to registrants. 

 

The Course Administrator is the individual responsible for adding courses to HRIS. The Course 

Administrator can access the eDevelopment panels by signing into HRIS Self Service.  

Navigation 

Step Action 

1.   Click the Enterprise Learning link. 

 

2.   Click the Define Course Details link. 

3.   Click the Courses link. 
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Step Action 

4.   Click the Add a New Value tab to add a course. 

 

5.   The Course Code is a 6-character code consisting of letters or numbers. You 

should be consistent with the Course Coding naming conventions as defined by 

your training area as well as those defined by HRIS. The HRIS Naming 

Conventions document can be located in the Appendix of this Document.  

6.   Enter the course code into the Course Code field.  

 

For example, enter "HRS100". According to the HRIS Naming Conventions, all 

HRIS training classes Course Codes should begin with "HRS". 

7.   Click the Add button to add the Course Code. 
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Step Action 

8.   Enter the title of the training course into the Title  field. For example, type "HRIS 

Lookup Access Training". 

 

Please note: This field is limited to 30-characters. 

9.   Enter a short title into the Short Title  field.  

 

For example, enter "HRS Lookup". 

10.   Specify if the course is Internal or External by clicking the appropriate selection 

from the drop down list.  

 

  

  

Step Action 

11.   Select the appropriate skill area for the course. In this example, select the Skill 

Dev option from the Course Type drop down. 

 

12.   Select the primary delivery method for the course from the Course Format drop 

down list. In this example, select the Instructor Led  list item from the drop down 

menu. 
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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 first Min/Max Students field. 

Enter "1". Then enter the maximum number of students for the course into the 

second Min/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. Enter "4" into 

the Duration Time field. 

15.   Next, specify the Duration Unit. In this instance, the duration unit is hours. Click 

the Hour from the Duration Unit drop down list. 

 

Please note: The information entered here will default on sessions. These values 

can be changed at the session level. 
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Step Action 

16.   A course may have an Intended Audience for which the course is intended or 

eligible for. Select the appropriate Audience groups by clicking the checkboxes to 

the left. For example, click the Faculty 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 the Course Status as either Active or Inactive. 

 

Active means the course is currently available and you can set up a course session. 

Inactive means the course is not available for enrollment. 

18.   The Revision Date field will automatically update when you update and save 

changes to an existing course. 

19.   Select to administer course sessions. (If this 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 the 

Owning Dept ID field. If you are unsure of the Dept ID, you may look it up by 

clicking the magnifying glass. In this example, the owning department is Human 

Resources and the Dept ID is 044500. Enter "044500". 

 

Please note: You will only be able to see the departments you have access to via 

your NET ID. 

21.   Check the ñGrade Requiredò box if the course requires a course grade or an 

administered test in order to pass the course. 

22.   If applicable, enter a registration fee that will be charged to the registrants who 

enroll in the course. 

 

If a course/registration fee is entered, be sure to enter the Chart string number that 

will collect the revenue. 

23.   If applicable, enter a fee that will be charged to registrants who are either a ñNo-

showò or who ñDropò a course after the ñCancellation Cutoff Date/Timeò 

assigned to the Session into the Cancellation Fee field. For example, enter "50". 

 

If a cancel fee is entered, be sure to enter the Chart string number that will collect 

the revenue into the appropriate fields.  

24.   Please note: You may either click Save as you complete each page or wait to 

click Save at the end.  

25.   Click the Prereqs,Goals tab. 
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Step Action 

26.   If Applicable, enter any Prerequisite Courses. A registrant must take all 

designated Prerequisite Courses before being able to enroll in this particular 

course. 

 

If you have multiple Prerequisite Courses, 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 License or Certification as a result of taking the course, enter a 

License/Certification Code in the Target Accomplishments Group Box.  

 

NOTE: The License/Certificate Code is for enforcing regulations. It is not used for 

printing a certificate at the end of the session. 

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 the HRIS Training 

Administrator at hrtrainingadmin@northwestern.edu. 

 

31.   Check the Grant to EE after Course box if, as a result of taking the course, you 

want a license or certification to be associated with the registrantôs profile upon 

completion of the session. Having the License/Certificate added to the registrantôs 

profile after the session is completed 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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Step Action 

33.   Click the Catalog tab. 

 

34.   Select a Category and Subcategory to define your course. Category/Subcategory 

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

 

 

 

  

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 Subcategory 

Code, please contact the HR Training Administrator at 

hrtrainingadmin@northwestern.edu.. 
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Step Action 

37.   Then select a Subcategory Code. Click the magnifying glass to search for the list 

of available codes. 

 

38.   Click an entry from the available list. 

 

39.   To add or delete a Category or Subcategory Code, click the plus or minus buttons. 

 

 

 
 

Step Action 

40.   Click the Description tab. 
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Step Action 

41.   Enter a description of the course in the Description field. To enter a new 

Description, type the Course Description in the open text box. The Effective Date 

will already be defaulted to todayôs date. 

 

For example, type "This class... ". 

42.   To update an existing Description, click the plus button in the description box. 

Once the plus button is clicked, a new Effective Dated row with todayôs date has 

been inserted on top of the previous Description entry. Next, type the new Course 

Description in the open text box.  

43.   If applicable, enter a URL for Payment Policy. This should be entered if the 

Course will allow registrants to pay 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 exist on the Administratorôs department web site 

to provide registrants the necessary payment information such as where to mail a 

personal check, etc.  

 

Enter "http...". 

44.   On your Department web site, you can set up a link to take users directly to the 

course registration page from your Department web site. To do so, copy and paste 

this URL onto your Department web site.  

45.   Click the Save button to save and add the course to HRIS. 

46.   Congratulations! You have successfully learned how to add and setup a Course in 

HRIS. It is recommended that you access the next lesson called "Adding 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 them to courses they are 

eligible to teach. This step should be completed by the Course Administrator and is the second 

step to making a course available for a registrant to search and enroll for the course online. 

 

Navigation 

Step Action 

1.   Click the Enterprise Learning link. 

 

2.   Click the Define Training Resources link. 

3.   Click the Instructors  link. 

  

 
 

Step Action 

4.   Click the Add a New Value tab to add a new instructor. 

 

5.   Enter the Instructor's code into the Instructor ID  field. An Instructor ID can be 

any Employee ID, a Student ID or a POI ID. For example, enter "1058601". 

6.   To search for an Instructor ID, click the magnifying glass button and then select 

from the list. 

 

7.   Then click the Add button. 
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Step Action 

8.   Click the Qualification  tab. 
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Step Action 

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

Code field.  

 

For example, enter "HRS100". 

10.   NOTE: You will not be able to associate an Instructor with a Session unless they 

are first associated to the Course on this panel.  

11.   If you would like to add another Course Code to the Instructor, click the plus 

button. 

 
 

 

 
 

  

Step Action 

12.   Click the Save button. 

 

13.   Congratulations! You have successfully added an Instructor to HRIS and linked 

courses to the added Instructor. 

 

The next recommended lesson to access is called "Adding a Course Session." 

End of Procedure. 
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Adding Course Sessions (Session Spans Only 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 the Facility, 

Training Room and Instructor of the Course Session.   

Navigation 

Step Action 

1.   Click the Enterprise Learning link. 

 

2.   Click the Define Course Details link. 

3.   Click the Course Sessions link. 

 

 

 

Step Action 

4.   Click the Add a New Value tab. 

 

5.   Enter the Course Code into the Course Code field.  

 

For example, enter "HRS100". 

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 numbers will start at 0001 for 

each Course Code. 
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Step Action 

8.   Click the Add button. 

 
 

  

 

Step Action 

9.   Enter the Start Date of the session. For example, this session is on 10/10/2007, 

therefore enter "10/10/2007" into the first field. 

10.   Then enter the End Date of the session. In this example, enter "10/10/2007" since 

the training session does not span multiple days. 

11.   Next, enter the Start/End Times. Please note that the Start/End Times are only 

informational on this page. The specific times can be defined more accurately on 

the next panel.  

 

For example enter "9AM" into the Start Time field.. 

12.   Enter the End Time. For example, enter "1PM". 

13.   If applicable, enter a Registration Cutoff Date/Time. Registration Cutoff acts as 

a deadline to prevent Registrants from signing up for a particular session right 

before class. The registrants will not be able to bring up the session in Self Service 

if the Current Date and Time falls after the Registration Cutoff Date/Time. 

14.   For example, say you have a session with a start date of 10/10/2007 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 

10/09/2007 and Registration Cutoff Time of 09:00AM. 
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Step Action 

15.   If applicable, enter a Cancellation Cutoff Date/Time. A Cancellation Cutoff 

Date/Time should be entered if the Course has a Cancellation Fee. This 

Cancellation Cutoff will be used to charge Registrants if they either ñDropò the 

Course after the specified date and time or if they are a ñNo-Show.ò 

16.   If necessary, update or enter the Total Duration  of the session and the associated 

Duration Unit . Note: The Duration and Duration Unit will default from the 

values entered on the Course Profile. 

17.   If necessary, update or enter the Min /Max Students per Session. Note: The 

Min/Max Students will default from the values entered on the Course Profile. 

18.   Click the Location, Instructor  tab. 

 

19.   Notice that the Start/End Dates, Start/End Times, and Duration/Unit are defaulted 

from the Session Profile page. 

 

Note: Be sure the dates and times on the Session Profile add up to the amount of 

time on the Course page, otherwise you will receive a Cut Session error. 

 

  

 


