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Magic Portal Logon Information

The website address used to access MAGIC is: https://portal.magic.ms.goV/irj/portal.
Note: If you have difficulty with viewing the training course, please review MAGIC
Technical Requirements on the MMRS website for compatibility issues.

If you have problems with your user ID or password, call the MMRS Call Center at 601-359-
1343. Select Option 1 (Security), Sub-option 1 (MAGIC).

= Having password problems? Please
- dick on this link for help...

Uisssspp's Acopurtabity Sysiem o Govemment farmaion and Colahoraien

g User* |

Password *

MAGIC is the Mississippi Accountability System

for Government Information and Collaboration.

If you need access oradditionalinformation
please go to the hitp:/Awww.mmrs state. ms.us
website.

Once you log into MAGIC the following screen will appear.

l" ;JL\-‘ H [ l_‘, Mississippi Accountability System for Government Information and Collaboration Log off

History Favorites View Help Welcome: Katie Womack

g — — — — — — »
[ = = = "~ -~ = B :
Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir

Overview Universal Worklist Identity Management

Home > Overview Full Screen

~

MAGIC Information
<<< PRE PROD >>>

Asset Transfer Enhancement
Posted on Tuesday, July 21m 2015 at 10:30 am
When using T-Code ZFAA_SAGY, MAGIC will now

allow you to transfer more than 10 assets at a single
time. Click here for additional information.

To view previous MAGIC information, please review
the list onthe MAGIC webpage.

If you are a state employee or contract worker and
would like to receive MAGIC Information via MASH,
send a request to: mash@dfa.ms.gov with

"MAGIC Email Request" in the subject line. You will

only need to send one email to be added to the v
email group and will receive the updates via email

<
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Schedule A Course (Class)

The purpose of this procedure is to schedule a session of a course type from the catalog.

Your Action... System Response...
1. Select the Training Administrator Tab. The following screen will appear.

I H Mississippi Accountability System for Gavernment Information and Collaboration

History Favorles View Help

! 1 1 l | ! | ! ! ! I ! I

Home. Employee Sell-Service External Leamer Procurement e-Grants SRM WebGU General Applications Analyties HR Administrator Training Coordinater Home: Billing Administrator Course Administration T

Overview | Reparts | Service Map

Worklist of Courses

Participation Active Queries

Courses This Week (375) Next 2 Weeks (298) This Month (460) Next Month (0)
Catalog Course Follow-up Last 2 Weeks (0) Last Month (0)

Courses - This Week

Infrastructure
- services View: [Standard View] ]| Change Course | Manage Participation | Correspondence Workiist | Follow-Up | Firmly Book | Print Version Export «
Course E Course Name Status of Course Preparation  Capacity  Start Date, Time Location Course Language De
- s rate ASCP ONLNE ORIENTATION > cca S
. ==l PROCUREMENT OVERVEW & NAV-ELEARNING & ool St
Mecc Cotaen Paicomtl EMPLOYMENT DISC & WORKPLACE HARR ° coa Ste
cribe Participant to Coursi APPROVAL USNG WORKFLOW -ELEARNING <@ [een] St
- BUSNESS ANALYTICS BASIC USER -ELEARNNG < oo Ste|
! J_"’"“ Couse FIXED ASSET REPORTING -ELEARNING > coa Ste
PR PROC OVERVIEW AND NAV -ELEARNING <@ oca St
F_“:’ e —— SHOPPING CART PROCESSNG -ELEARNNG @ coa Ste
“p GOODS RECEPT -ELEARNING ° oca Ste
e VEHICLE & MAINTANENCE REQ -ELEARNING @ coa Stz
* Manage Course Biling L
Your Action... System Response...
1. Select Courses.
2. Select Schedule a Course Date. The Create Course Date screen will appear.
Create Course Date
« Continue
Period: 10/26/1900 - 12/13/2019 [ Chance Period |
« Search in Course Catalog
" Keyword Search
Course Catalog
Course Group Delivery Met...  Availability Start Date Location =]
J » Legacy Conversion 01/01/1900
‘ » SOMS Catalog 01/01/1900
‘ » Unassigned Course Types
Your Action... System Response...
3. Select the | * | next to the SOMS A list of agencies providing training will
Catalog. appear.
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Create Course Date
+ Continue
Period: 10/26/1900 - 12/13/2019 [ Chanae Period |
« Search in Course Catalog
Keyword Search
Course Catalog
Course Group Delivery Met... Availability Start Date Location =
» Legacy Conversion 01/01/1900
~ SOMS Catalog 01/01/1900
» Dept of Employment Security Catalog 01/01/1900
» Finance and Administration Catalog 01/01/1900
» Dept of Human Services Catalog 01/01/1900
» MS Development Authority Catalog 01/01/1900
» Department of Health Catalog 01/01/1900
» Public Employees Retirement Sys. Catalog 01/01/1900
» State Personnel Board Catalog 01/01/1900
» SPB ADMINISTRATORS ONLY 01/01/1900
» Information Technology Services Catalog 01/01/1900
» SPB Required Book Reports and Projects 01/01/1900
» Unassigned Course Types
Your Action... System Response...
4 Selectthe ' nextto agency providing A list of training Course Groups will appear.
the training course.
Create Course Date
+ Continue
Period: 10/26/1900 - 12/13/2019 [ Chanae Period
« Search in Course Catalog
Keyword Search
Course Catalog
Course Group Delivery Met... Availability Start Date Location =
~ Finance and Administration Catalog 01/01/1900
» GENIE 01/01/1900
» SAAS 01/01/1900
» PROFESSIONAL DEVELOPMENT 01/01/1900
» STIMULUS 360 01/01/1900
» ACCESS CHANNEL FOR EMPLOYEES 01/01/1900
» MATA/CONTRACT AWARD 01/01/1900
» SPAHRS 01/01/1900
» COGNOS 01/01/1900
+ PROGRAMMING 01/01/1900
» MS ENTERPRISE LEARNING MGMT SYS 01/01/1900
» PAYMODE 01/01/1900
» DFA-MMRS STAFF ONLY 01/01/1900
» SPREADSHEET 01/01/1900
» MAGIC END USER TRAINING 01/01/1900

Your Action...

System Response...

5. Selectthe * nexttothe Course

Group.

The list of courses will be displayed.
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Create Course Date

+ Continue
Keyword Search

Course Catalog
Course Group
» ACCESS CHANNEL FOR EMPLOYEES

» MATA/CONTRACT AWARD

v SPAHRS
» TEST Create Course Group
» test123
» SPAHRS MANAGE CONTRACTS TRAINING
» SPAHRS HUMAN RESOURCES TRAINNG
» SPAHRS PAYROLLATO Z
» SPAHRS TRAVEL TRAINING
» TRAVEL SUB-SYSTEM - ONLINE COURSE
» SPAHRS TO MAGIC HR INTEGRATION
» ACA 1085 REVEW

» COGNOS

» PROGRAMMING

» MS ENTERPRISE LEARNING MGMT SYS

Delivery... Availability Start D... Location
01/01/. ..
01/01/...
01/01/...
01/01/. ..
0113/....
Instruct. ... o1/01/. ..
Instruct. .. 01/01/....
Instruct... 01/01/...
Instruct. ... o1/01/. ..
Static O... 05/08/. ..
Instruct... 01/01/...
Instruct. ... o1/01/. ..
01/01/...
01/01/. ..
01/01/. ..

System Response...

. Yqur Action...

Course to be scheduled.

7. Select Continue.

The Create Course Date screen will appear.

Create Course Date

Save

E 50004654  Status Planned

Course Duration 7.50 Hours on 1 Days

Basic Data I Rooms and Materials Instructors

Start Date/End Date 10/09/2018 - 10/09/2018
Language English

Qualifications and Target Groups

Location Course Owner
Places Available 15

Delivery Method Instructor-led Training

Prices and Costs | Links ' Control Parameters = Contacts |

General

Name: | SPAHRS HUMAN RESOURCES TRAINING

* Short Text: | DFAHR

Assigned Course Group: SPAHRS

Course Language: |English B

* Location: ‘

gl

Training Provider: \

=]

Staws: Plamed ]
Organization:

Booking:  Booking Allowed

Schedule

Earliest Possible Start Date:
Course Start:

Course End:

Duration:

[Chanae Schedule |

10/09/2018 E

Tuesday, 10/09/2018, 08:30 Tm.

Tuesday, 10/09/2018, 16:00 Tm.
7.50 Hours on 1 Days

Description
Text Language: English

Description Course Content Notes More...

Description Type: |[Extended Course Text |~

| Edit |

Price

Internal Price:
External Price:

Page 6 of 45



8201— LSO Agency Administrator V5 12/03/2018

Your Action... System Response...
8. Search for the desired Location* by The Course Location (Title): All Values
selectingﬂ. search screen will appear.
Search Criteria Personal Value List Hide Search Criteria & @
|Search term |=|[is =] |® I

¥ Maximum Number of Results:

Search || Clear Entries | Reset to Default

Your Action... System Response...
9. Select Search to find the desired location. | A List of available Locations will appear.

Search Criteria Personal Value List Hide Search Criteria & @
[Search term [=]fis =] |®

¥ Maximum Number of Results:

{Search || Clear Entries | Reset to Default |
Results List: 221 results found for Location
Object abbr. = Name Start date End Date
Adams Adams County CPS 01/01/1900 12/31/9999 -
AG-ETHNIC AG & FORESTRY MUS - ETHNIC HERITAGE CTR 01/01/1900 12/31/9989
AMORY WIN AMORY WIN CTR 01/01/1900 12/31/9999
ARCHIVES ARCHIVES AND HISTORY 01/01/1900 12/31/9999
ATTALAEXT ATTALA CO EXT OFFICE 06/16/2016 12/31/9999
BATSVLE-WIN BATESVILLE WIN CTR 01/01/1900 12/31/9999
BELHAVEN BELHAVEN UNN - SOUTHAVEN 01/01/1900 12/31/9999
BILOX-WIN BILOXIWN CTR 01/01/1900 12/31/9999
BRKHWN-WIN BROOKHAVEN WIN CTR 01/01/1900 12/31/9989 -
Your Action... System Response...
The system will populate the location on the
10. Select theli...2, which will highlight the Create Course Date.
desired location.
11. Search for the Training Provider by The Training Provider search screen will
. appear.
selecting theﬁ. PP
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Search: Training Provider =] E3

Training Provider

Search Term: DFA

Select Course Provider Type

Provider Type: Al v

[Find]

List

il

Provider Provide... Provide... Organiz...

[ Select| [ Close]

Your Action... System Response...

12. Enter agency name and select the
Find.

The system will populate the training provider
13. Select the = to highlight the desired | on the Create Course Date.
training provider and choose Select.
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Save

E 50004654 Status Planned
Course Duration 7.50 Hours on 1 Days

Basic Data | Rooms and Materials
|

Create Course Date

Instructors

Start Date/End Date 10/09/2018 - 10/09/2018
Language English

Qualifications and Target Groups

Location BATESVILLE WN CTR Course Owner

Places Available 15

Delivery Method Ir

Prices and Costs | Links Control Parameters | Contacts

General

Status:

Organization:

Schedule

Earliest Possible Start Date:
Course Start
Course End:

[Chanae Schedule]

Course Language:
* | ocation: |BATESV1LLE WINCTR

Training Provider: [DFA- MMRS*

Booking:

Duration:

Description

Name: |SPAHRS HUMAN RESQURCES TRAINING

| Text Language: English

* Short Text: |[DFAHR

Assigned Course Group:

SPAHRS

Description Course Content Notes More...

Description Type: Extended Course Text |~

o =

=]

"
T —

Booking Allowed

: [10/09/2018 E

: Tuesday, 10/09/2018, 08:30 Tm.
| Tuesday, 10/09/2018, 16:00 Tm.

7.50 Hours on 1 Days

Price

Internal Price:
External Price:

Your Action...

System Response...

“External.”

14. Use the drop down menu for
Organization to select “Internal” or

15. Select the Change Schedule.

The Change Schedule screen will appear.
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Change Schedule [=]

Earliest Possible Start Date: |10/17/2018 |
Schedule Model: | 1DAY (7 ONE DAY 1
Weekday: Any M |
[ | Period Without Days Off
|| Recurring Dates |
LApplv. Changes | i
£
Schedule :
Change Manually Add Period Delete Period Personalize |
Date Weekday Start Time End Time =
10/17/2018 Wednesday 08:30:00 am 04:00:00 pm |
| OK || Cancel |
Your Action... System Response...

16. Select the Change Manually to enter a
date and time.

17. Enter the date and Schedule and select
Apply Changes.

18. Select OK.

The changes will appear on the lower level.

19. Select the Save.

A Course created message will appear at the
top left hand corner.

20. Close the window.

Firmly Book A Course

The purpose of this procedure is to change a class to a “firmly booked” status. When a course
status is “planned,” participant priority can be changed.

Your Action...

System Response...

1. Select the Training Administrator Tab.

2. Select Work Overview.

The Worklist of Courses screen will appear.
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vkt | (R ent information and Cc o g
Hatoy Fawries View  Help Wekcome: Kabe Womack
= - = = C = = = ” = (=
Employee Sell-Service. Extemal Learmer Procurement s-Grants SRM WenGUI Gemeral Applicasons. Anatytics HR i Traineg Administrator Central Training Adreinistratoe
i G
Courses This Wisski(374) Next 2 Weeks (298) This Month (460) Nedt onth (0)
‘Course Follow-up Last 2 Weeks (0] Last Month (0)
Courses - This Week
—— Change Query Define New Query Personaiize
View [[Standard View] __|=]| Change Course | Manage Paricpation | Correspondence Workist | Follow-Up | Firmly Book | Print Version Export+ 5
& Course Name Status of Course Preparation  Capacity  Start Date, Time  Location Course Language  Delivery Course P -
ASCP ONLINE ORIENTATION ® ooa Stafic Online Training
[ v AV | ° ] Static Qnline Training
EMPLOYMENT DISC & WORKPLACE HARR @ oo Static Qnline Training
APPROVAL USING WORKFLOW ELEARNING | & ooa Static Online Training
BUSINESS ANALYTICS BASIC USER -ELEARNING | & coa Static Online Traming
[z 1 g 1 ° coa Static Online Training
PROC OVERVIEW AND NAV -ELEARNING ® oom Static Online Training
SHOPPING CART PROCESSING -ELEARNING @ ooa Static Online Training
GOODS RECEIPT -ELEARNING @ ooa Static Online Training
JEHICLE & MANTAINENCE REQ ELEARNNG | & ooe Static Qnline Training =
Last Refresh 10/4512018 01:04:13 pm CST Refiesh =
Booking, Prebooking, and Waitlist Monitor =0
~
v
it Bachid (00 T Man Prahonkinne 101 Ton Wan Weitist Brkinas ()

Your Action... System Response...
3. Select Change Query. This action will allow you to refine the
courses shown on the Worklist.
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Worklist of Courses

Delivery Method

Language

Change GQuery 'Hext 2 Weeks' (Object Type: Course Next 2 Weeks)

Delivery Method: o

Language:

[=]

Location

Location: [}
Period in the Past
Period in the Past: I:l
Period in the Future

Period in the Future: :l

Unit:

Unit [ [=]
Period
Period: | |
End: _ E
Preview | Criteria Perzonalization
Your Action... System Response...

4. Apply any changes to search parameters
by selecting 7 or drop down boxes.

5. Then select Apply.

Your search results will show on the Worklist
of Courses

Page 12 of 45



8201— LSO Agency Administrator V5 12/03/2018

Vit el (Y sissippl Accountabity Sysiem for Government Iniosmaion and Collaboralior
Lt | 0B essissioni Accountabiaty System for Government information and Callaboration ™

Bk History Favorles View Help

wisicoms: Kate Womack

Employee Selt Servke  Exiemal Leames  Procurement & Grants SRMWebGUI  General Appicalions Analytcs R Administralo Training Condnator Home Biling Adminisiator Gentral s

Overview | Repars | Service Map.

Worklist of Courses
Active Queries

Courses This Week (0) Next 2 Weeks (298) This Month (4) Next Month (0)
Course Follow-up Last2 Weeks (0} Last Month (0.

Courses - This Month
Change Query Define New Query Personalize

View: [Standard View] |~ | Change Course | Manage Participation | Correspondence Workist | Folow Up | Fitmly Book | Print Version Exports &
£ Course Name Status of Course Preparation  Capacity  Start Date, Time Location CourseLanguage  Delivery Method Course Folowed Up =
SPAHRS MANAGE CONTRACTS TRAINING > ooa 10407/2018 08:30:00 ‘Adams County CPS English Instructor-led Training
HRCP-PROFESSIONAL | EVEL 2 o occm 100B/2018083000  Adams County CPS English Instructor-led Training
SPAHRS HUMAN RESOURCES TRAINNG & oce 107/2018083000  BATESVILLE WIN CTR English Instructor-led Training
ADMINISTERING SYS CTR CONFIG MANAGER | & oo 10312018083000  Robert G Clark Training Room A English Instructor-led Training

Last Refresh 1012212018 12:44:61 pm CST Refiesh o

Your Action... System Response...

needs to be firmly booked
7. Select the Firmly Book. A Firmly Book screen will appear.

Do vou want to firmby book the
course?

Your Action... System Response...
8. Select Yes. A “Course was firmly booked” message will
appear at the top left hand corner.

Manage Course Participation
Use this procedure to add participants to a course.

NOTE: Participants can only sign up for one occurrence of a course; they cannot choose
several occurrences at the same time.

Your Action... System Response...
1. Select the Training Administrator Tab.
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{17 | (U

Hisory Favores View

Mississippi Accountabilty Systam for Govemment information and Collaboration

Hep

i Crvervew

Worklist of Courses.

Courves

Pamcipation Active Queries

== Courses ThisWeek{0) Nexi 2 Weeks (238) This Month (4) Next Month (0)
Catalog

Course Follow-up Last 2 Weeks (0) Last Month (0)
Cantont Admisisiraton

—— Courses - This Week
e

View: [Standard Veew] [+]| Change Cour:

£ Course Name Status of Gourse Preparation  Capacity Start Date, Time

se | Manage Participation | Gorrespondence Workdist

Change Query Define New Query Personaiize

23
Course Followed Up .

Follow-Up | Firmly Book

Location Course Language Delivery Method

Last Refresh 10/22/2018 12:53:08 pm CST Refresh »

Your Action...

System Response...

2. Select Courses.

3. Select Manage Course Participations.

The Manage Course Patrticipations screen
will appear.

' Keyword Search

Course Catalog
Course Group
J » Legacy Conversion
J » SOMS Catalog
J » Unassigned Course Types

Manage Course Participations
+ Continue @ .
Period- 11/09/1900 - 12/27/2019  [Chanae Period |
@ Search in Course Catalog

Deliv...  Availabi... Star .

01/0...
01/0...

Loca... [

Your Action...

System Response...

4. Select the SOMS Catalog.

A list of agencies providing training will
appear.
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Manage Course Participations
+ Continue
Period: 11/09/1900 - 12/27/2019 [ Change Period |

@ Search in Course Catalog
Keyword Search

Course Catalog
Course Group
» Legacy Conversion

Dept of Employment Security Catalog

Finance and Administration Catalog

Dept of Human Services Catalog

MS Development Authority Catalog

Department of Health Catalog

Public Employees Retirement Sys. Catalog

State Personnel Board Catalog

SPB ADMINISTRATORS ONLY
Information Technology Services Catalog
» SPB Required Book Reports and Projects

+ Unassigned Course Types

Delivery Method Availability Start Date

01/01/1900
01/01/1900
01/01/1900
01/01/1900
01/01/1900
01/01/1900
01/01/1900
01/01/1900
01/01/1900
01/01/1900
01/01/1900
01/01/1900

Location

Your Action...

System Response...

5. Select the E] next to the agency
providing the training course.

A list of training Course Groups will appear.

Manage Course Participations
< Continue
Period: 11/09/1900 - 12/27/2019
@ Search in Course Catalog
© Keyword Search
Course Catalog
Course Group
~ SOMS Catalog
+ Dept of Employment Security Catalog
+ Finance and Administration Catalog
» GENE
» SAAS
PROFESSIONAL DEVELOPMENT
STIMULUS 360
ACCESS CHANNEL FOR EMPLOYEES
MATA/CONTRACT AWARD
SPAHRS
COGNOS
PROGRAMMING
MS ENTERPRISE LEARNING MGMT SYS
PAYMODE
DFA-MMRS STAFF ONLY
SPREADSHEET
MAGIC END USER TRAINING
PROTEGE
MAGIC
MERLIN

Delivery Method Availability Start Date

01/01/1900
01/01/1900
01/01/1900
01/01/1900
01/01/1900
01/01/1900
01/01/1900
01/01/1900
01/01/1900
01/01/1900
01/01/1900
01/01/1900
01/01/1900
01/01/1900
01/01/1900
01/01/1900
01/01/1900
01/01/1900
01/01/1900
01/01/1900

Location

Your Action...

System Response...

6. Select the| | next Course Group.

A list of Training Courses will appear.
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Manage Course Participations
+ Continue
Period: 11/09/1900 - 12/27/2019  [Change Period |

@ Search in Course Catalog
 Keyword Search

Course Catalog
Course Group
~ Finance and Administration Catalog

» GENIE

» SAAS
PROFESSIONAL DEVELOPMENT
STIMULUS 360
ACCESS CHANNEL FOR EMPLOYEES
MATA/CONTRACT AWARD
SPAHRS
» TEST Create Course Group
r test123
SPAHRS MANAGE CONTRACTS TRAINING
SPAHRS HUMAN RESQURCES TRAINING
SPAHRS PAYROLLATO Z
SPAHRS TRAVEL TRAINING
TRAVEL SUB-SYSTEM - ONLINE GOURSE

<

» SPAHRS TO MAGIC HR INTEGRATION
» ACA 1095 REVEW

COGNOS

PROGRAMMING

MS ENTERPRISE LEARNING MGMT SYS

Delivery Method Availability Start Date
01/01/1900
01/01/1900
01/01/1900
01/01/1800
01/01/1800
01/01/1900
01/0111900
01/01/1900
01/01/1900
01/13/2017
Instructor-led Trai... 01/01/1900
Instructor-led Trai... 01/01/1900
Instructor-led Trai... 01/01/1900
Instructor-led Trai... 01/01/1900
Static Online Train... 05/06/2016
Instructor-led Trai... 01/011900
Instructor-led Trai... 01/01/1900
01/01/1900
01/01/1900
01/01/1900

Location

Your Action...

System Response...

7. Select the | "] next to desired Training
Course.

A listed of class will appear showing

availability, start date and location.

Manage Course Participations
< Confinue
Period: 11/09/1900 - 12/27/2019
@ Search in Course Catalog
" Keyword Search
Course Catalog
Course Group
~ Finance and Administration Catalog
» GENE
» SAAS
» PROFESSIONAL DEVELOPMENT
» STIMULUS 360
» ACCESS CHANNEL FOR EMPLOYEES
» MATA/CONTRACT AWARD
~ SPAHRS
» TEST Create Course Group
b test123
~ SPAHRS MANAGE CONTRACTS TRAINING
- SPAHRS MANAGE CONTRACTS TRAINING
- SPAHRS MANAGE CONTRACTS TRAINING
- SPAHRS MANAGE CONTRACTS TRAINING
- SPAHRS MANAGE CONTRACTS TRAINING
- SPAHRS MANAGE CONTRACTS TRAINING
- SPAHRS MANAGE CONTRACTS TRAINING
» SPAHRS HUMAN RESOURCES TRAINING
» SPAHRS PAYROLLATO Z
» SPAHRS TRAVEL TRAINING

Delivery Method Availability Start Date
01/01/1900

01/01/1900

01/01/1900

01/01/1900

01/01/1900

01/01/1900

01/01/1900

01/01/1900

01/01/1900

01/13/2017

Instructor-led Trai... 01/01/1900
2 Places Available 09/13/2016

Fully Booked 09/13/2016

9 Places Available 03/21/2017

4 Places Available 09/26/2017

12 Places Available 05/28/2018

15 Places Available 10/07/2018

Instructor-led Trai... 01/01/1900
Instructor-led Trai... 01/01/1900
Instructor-led Trai... 01/01/1900

Location

WOOLFOLK
WOOLFOLK
WOOLFOLK
Clark A
Clark A
Adams

Your Action...

System Response...

8. Select the nest to the desired Course
and choose Continue.

The Manage Course Participation screen will

appear.
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ige Course fon:
9.
[E 50004525  Status Firmiy Booked  Start Date/End Date 05282018 -0528/2018  Location Robert G Clark Training Room A Course Owner  Delivery Method Instructor led Training ~ Course Duration 300 Hourson 1Days  Language English
Places Avallable 12
Participants | Basic Data | Rooms and Materials. Instructors Qualfications and Target Groups Prces and Costs Links Control Parameters ' Contacts Status Overvew
Capacity
Minimum: 1 Optimum: 8  Maximum. 15
Booked Parieipants (3) |  Canceled participants (0) | Prebookings (1) | Wailist (0)
Book Additional Participants Change Participation Cancel Participation Replace Participant Rebook Participant  Change Fees For All
Participant Company Boaking Priority Places  Fee  Cumency Setilement Method Seftlement Details Special needs type Special needs detail a
DeRossetle, Denise CORNERSTONE CONSULTING MNormal Booking 1 000 Free of Charge
Mcdade , Eima Jane 01610396 Mormal Booking 1 000 Free of Charge Hearing Impaired need to sit front row
Mcdade, Lori 01610240 Mormal Booking 1 000 Free of Charge Hearing Impaired
Your Action... System Response...
9. Select Book Additional Participants. The Book Additional Participants screen will
appear.
Book Additional Participants. = K3
Places Available: Normal Bookings: 5 Essential Bookings: 7
Additional Participants
Add Row Delete Row
*Participant Company Booking Priority Places Fee Currency Settlement Method Settlement Details Spe... Special =
Normal < 1 0.00USD <
=

Your Action...

System Response...

10. Select the ﬁl on the first row by
Participant.

The Select Participants screen will appear.
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Participant
Search Term: |
Select Participant Type
Participant Type: Person v
[Find |
List
FParticipant Participant Type Organization =]
=
[Select ] [Close |
Your Action... System Response...
11. Enter a name in the Search Term Field
and select “Find.”
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Select Participants =1E3
Participant
Search Term: |smith |
Select Participant Type
Participant Type: |Person [+
[Eind |
List
Participant Participant Type Organization =
Smith , James B Person 05000070
Smith , Cynthia J Person 09412808
Smith , David A Person 07110282
Smith , Zsa J Person 05542972
Smith , Debra Jean Person =
[Select | [Close |
Your Action... System Response...
The system will populate the Person on the
12. Select the = next to the person to be Book Additional Participants screen.
added to the course and choose Select.
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e —. = E3

Places Available: Normal Bookings: 5  Essential Bookings: 7

Additional Participants

Add Row Delete Row
*Participant Company Booking Priority Places Fee Currency Settlement Method Settlement Details Spe... Special.. *
Smith , James B 05000070 Normal ~ 1 0.00 Free of Charge =
[OK] [ Cancell
Your Action... System Response...

13. Select OK. A Patrticipant was successfully booked
message will appear at the top left hand
corner.

14. Close.

NOTE: If more than one person needs to be added to the course, select the “Add Row” button.

View Or Print Roster

The purpose of this procedure is for Training Administrators to print or view the roster for a class
for their agency. Attendees must be approved by their agency approver before they will appear
on this report.

NOTE: SAP GUI is required for this procedure.

Your Action... System Response...
1. Select the Training Administrator Tab.
2. Select Reports. A list of reports appears.
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_llj;-"‘ -.H _I l‘l.‘ Mississippi Accountability System for Government Information and Collaboration

History Favorites View Help

= = = = = = = = = T

Home Employee Self-Service External Learner Procurement Suppliers Self-Service &-Grants General Applications. Training Coordinator Course Administration Training Administrator Cel

Overview Reports

»  Training Administrator > Reports > Reports

Participation Courses

Course Transcript Report Course Demand

Generates Transeripts for all Partcipants Generate a list of the demand per course type. This|
Booking Approval Status Report Course Schedule

Displays Booking approvals for all Participants. Display the schedule for courses specified.
Participant List Course Appraisals

Generate a list of internal and external participants of all courses selected. Change/View Appraisal documents for courses.
Aftendance List Course Dates

‘Generate attendance sheet for course participants. Generates a list of course dates scheduled per coul
Bookings per Participant Resource List per Course

(Generates a list of courses booked for an internal or external participant in a specified period Create a list of required resources (rooms, instruct

-
Your Action... System Response...

3. Select Attendance List. The Attendance List screen will appear.

Attendance List

Attendance List
@ [i]
| Course Selection

Oc

(O Course Type v

ourse Group

(s) Course -
Object ID
Search Term [ Choose plan version

P Plan Version {current plan - [

| Reporting period

O Today @
(O Current month —I

(®) Current Year O Future [ Other period I

| Formatting Options
[JPDF-Based

[ standard Selection Screen

Your Action... System Response...
4. Select Course. The Choose Plan Version screen will appear.
5  Select the E box for Current Plan. System will populate the field with Instructor-
led Training.
The Choose Course screen will appear.

6. Select the (! for the Object ID in order to
search for the class roster.
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[= Choose Course x
Mame D ' Code ' valid from | Vali... |
* [E= Event groups wy pertinent event typs

* 3 Legacy Conversion L 40000096 LEGACY 01/01/1900 Unlimite:
v 3 soms Catalog L 40000025 SOMS CATAL... 01/01/1900 Unlimitec
1 P 4 F 4} LI

vidEEEEREEE s [x)

Your Action...

System Response...

7. Select the| *|next to SOMS Catalog.

A list of agencies providing training will
appear.
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[E Choose Course
Name D Code ' valid from | Vali... |
* [ Event groups w) pertinent event typs
» [T Legacy Conversion L 40000096 LEGACY 01/01/1900 Unlimitec
* [ SOMS Catalog L 40000025 SOMS CATAL... 01/01/1900 Unlimitec
* 3 Dept of Employment Security {L 40000026 DES 01/01/1900 Unlimitec
+ B9 Finance and Administration CatjL 40000027 DF& 01/01/1900 Unlimitec
v B3 Dept of Human Services CataldL 40000028 DHS 01/01/1900 Unlimitec
¢+ B3 MS Development Authority CafL 40000029 MDA 01/01/1900 Unlimitec
+ B3 Department of Health Catalog [L 40000030 MDH 01/01/1900 Unlimitec
+ [ public Employees Retirement 9L 40000031 PER 01/01/1900 Unlimitec
+ 03 state Personnel Board Catalog|L 40000032 SPB 01/01/1900 Unlimitec
¢+ [E3 SPB ADMINISTRATORS ONLY [L 40000225 SPE_ADMIN 01/01/1900 Unlimitec
v [ Information Technology Servic|lL 40000250 ITS 01/01/1900 Unlimitec
v B3 SPB Required Projects & Book [L 40000475 SPBREQ 01/01/1900 Unlimitec
| | “r 4 1
e Y (B [ g | [x]

Your Action...

System Response...

8. Selectthe *
the training course.

next to agency providing

A list of training Course Groups will appear.
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[= Choose Course

MHame D Code | Valid from | V... |
* [ Event groups w/ pertinent event typs -
v [3 Legacy Conversion 40000096 LEGACY 01/01/1900 Unlim ™
* [E= SOMS Catalog 40000025 SOMS CATAL... 01/01/1200 Unlim

v 3 Dept of Employment Security {L 40000026 DES 01/01/1900 Unlim
* [ Finance and Administration CatjL 40000027 DFA 01/01/1900 Unlim
- (3 GENIE 40000137 GENIE 01/01/1900 Unlim
- (@ saas 40000138 SAAS 01/01/1900 Unlim

40000139  DFA-PROFDEV 01/01/1900 Unlim|*
40000140  STIMULUS 360 01/01/1900 Unlim

B3 PROFESSIONAL DEVELOPM
B3 sTIMULUS 360

v [E3 ACCESS CHANNEL FOR EMAL 40000141 ACE 01/01/1900 Unlim
« B3 MATA/CONTRACT AWARD|L 40000142 MATA 01/01/1900 Unlim
» 3 SPAHRS 40000142 SPAHRS 01/01/1900 Unlim
- 3 CoGNOS 40000144 COGNOS 01/01/1900 Unlim —

3 PROGRAMMING

(3 MS ENTERPRISE LEARNING
3 pAYMODE

» [0 DFA-MMRS STAFF ONLY

- [ SPREADSHEET

» (@ MAGIC END USER TRAININ

40000145 PROGRAMMING 01/01/1900 Unlim
40000146 MELMS 01/01/1900 Unlim
40000147 PAYMODE 01/01/1900 Unlim
40000148 DFA-MMRS STA 01/01/1900 Unlim
40000149 SPREADSHEET 01/01/1900 Unlim
40000150 MAGIC END US 01/01/1900 Unlim

rrrr—rr - — r— — — O r\|\r- | —

+ 3 PROTEGE 40000151 PROTEGE 01/01/1900 Unlim
v B3 MAGIC 40000152 MAGIC 01/01/1900 Unlim 4
v [E3 MERLIN 40000153 MERLIN 01/01/1900 Unlim &
' ~ = | r 4] ” | <)
viEEEE R g ) ()
Your Action... System Response...

9. Selectthe " nexttothe Course The list of courses will be displayed.

Group.
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[= Choose Course

Name D Code ' valid from | V... |
* [ Event groups wy pertinent event typs —
v [ Legacy Conversion 40000096 LEGACY 01f01/1900 Unlim ™
* [&= S0OMS Catalog 40000025 SOMS CATAL... 01/01/1900 Unlim

* [ Dept of Employment Security {L 40000026 DES 01/01/1900 Unlim
* [ Finance and Administration CatjL 40000027 DFA 01/01/1900 Unlim
» (3 GENIE 40000137 GEMIE 01/01/1900 Unlim
-+ [T sans 40000138  SAAS 01/01/1900 Unlim|*

- [X3 PROFESSIONAL DEVELOPM
+ (3 sTIMULUS 360
v (3 ACCESS CHAMNEL FOR EMF
B3 MATA/CONTRACT AWARD
v = SPAHRS
* [2) SPAHRS MANAGE COMT
* [2) SPAHRS HUMAN RESOU
» 2 SPAHRS PAYROLL A T(
» 2] SPAHRS TRAVEL TRAIN
* [2) TRAVEL SUB-SYSTEM
[2] SPAHRS TO MAGIC HR
[2] ACA 1095 REVIEW
* ) LSO Training Coordinat

40000139 DFA-PROFDEV  01/01/1900 Unlim
40000140 STIMULUS 360 01/01/1900 Unlim
40000141 ACE 01/01/1900 Unlim
40000142 MATA 01/01/1900 Unlim—
40000143 SPAHRS 01/01/1900 Unlim
41000106 DFACW 01/01/1900 Unlim
41000107 DFAHR 01/01/1900 Unlim
41000111 DFAPR 01/01/1900 Unlim
410001132 DFATR 01/01/1900 Unlim
41002478 DFADNTRAY  05/06/2016 Unlm
41005321 DFAHCM110 01/01/1900 Unlim
41029776 ACA1095 01/01/1900 Unlim
41032676 HCM/LS0O 01/01/1900 Unlim
- [ coGnos 40000144 COGNOS 01/01/1900 Unlim _
- (3 PROGRAMMING 40000145 PROGRAMMING 01/01/1900 Unlm

' ” | “r 4] ” | )

vidEEEEREDE | By 1 [x])

| I v D v O e S e BN e I v O e S e I Y Y ) o Y Y ) S e i )

Your Action... System Response...
10. Selectthe " next to the Course. A list showing all classes for that course.
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B

[= Choose Course

Mame jioj ' Code ' Valid from | V... |
* [ Event groups w) pertinent event type —
» [ Legacy Conversion L 40000096 LEGACY 01/01/1900 Unlim ™

* [= SOMS Catalog L 40000025 SOMS CATAL... 01/01/1900 Unlim

* [3 Dept of Employment Security (L 40000026 DES 01/01/1900 Unlim

* [= Finance and Administration CatL 40000027 DFA 01/01/1900 Unlim

- [ GENIE L 40000137 GEMIE 01/01/1900 Unlim

- [ 5aas L 40000138 SAAS 01/01/1900 Unlim

- [(3 PROFESSIONAL DEVELOPML 40000139 DFA-PROFDEV 01/01/1900 Unlim

- [(3 sTIMULUS 360 L 40000140 STIMULUS 360 01/01/1900 Unlim

* [0 ACCESS CHANMEL FOR EMAL 40000141 ACE 01/01/1900 Unlim

- 3 MATA/CONTRACT AWARD|L 40000142 MATA 01/01/1900 Unlim

* [E= SPAHRS L 40000143 SPAHRS 01/01/1900 Unlim

r D SPAHRS MAMAGE CONTD 41000106 DFACW 01/01/1900 Unlim

e D SPAHRS HUMAMN RESOUD 41000107 DFAHR 01/01/1900 Unlim

- [ [7] SPAHRS HUMAN|E 50001025 DFAHR 09/13/2016 09/1:

- 3 [ SPAHRS HUMAN|E 50002151 DFAHR 03/21/2017 03/21

- [ ] SPAHRS HUMAN|E 50002976 DFAHR 09/26/2017 09/2¢

- 3 [ SPAHRS HUMAN|E 50004751 DFAHR 03/05/2018 03/0°

- [ SPAHRS HUMAN|E 50004844 DFAHR 04/09/2018 04/0¢

- 3 [ SPAHRS HUMAN|E 50005072 DFAHR 05/14/2018 05/1<
« [ ] SPAHRS HUMAN|E 50005875 DFAHR 11/05/2018 11/0f
* D SPAHRS PAYROLL A TQD 41000111 DFAPR 01/01/1900 Unlim -

LI LI | 1 )

v E S

e | ]

Your Action...

System Response...

11. Place a check in the O to select the

class.

12. Select [E

The Object ID(s) transferred message will
appear on the bottom left hand side of the

screen.

13. Set the reporting period if you would like

to narrow the results for that class

offering. Then select the ® execute

button on the top of the screen.

The Participant List will appear.
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Participant List
[Bwinword = Organizational Assignment = Alphabetically

04/,1472016 Course Attendance List 1

SPAHRS PAYROLL A TO Z of 0471572016 - 04/515/201%6
Course Language E
Please complete missing participants" names in block letters

Participnt Org. Assignment Signature
Susan Perry 01610393
Catherine E Wagoner E 01610118
Your Action... System Response...

14. Select WinWord to open it in Microsoft
Word to be able to print the roster.

NOTE: You may have to close other Word applications in order for the roster to print.
Manage Course Follow-Up

The purpose of this procedure is to follow up on courses, including attendance, pass/fail results,
and proficiency if applicable.

Your Action... System Response...
1. Select the Training Administrator Tab. The following screen will appear.

I S — ormation and Collabaratio
R ERHIIR  messsieni Accountavaty syst ot Information and Collaboration

Hame Enmployse SelfService  ExlemsiLoanes  Procurseset e Geants SRMWebGUI  Genersl Applicatices Anics R Adminisiestor  Training Coordinalor Home Biliog Adriniekalos  Couse Adwinisiation | Training Adminiskalor | Cenlral Trsiniog Adwsiniskisler S

S Worklist of Courses EIC~
Parncpese Active Queries
o Courses This Weeki(0) Next 2 Weeks (208) This Month (4) Mext Month (0)
[~ Course Follow-up Last 2 Weels (0) Lasi Month i0)
Content Admniraton
- Courses - This Week
Infrastructure Change Query Define New Query Personalize
View: [Standard View] ]| Change Course | Manage Pariicipation | Comespondence Workiist | Follow-Up | Firmly Book &
& Course Name Status of Course Preparation  Capacity Start Date, Time Location Course Language Delivery Method Course Followed Up

Last Refresh 1002312018 11:08:53 am CST Refresh

Booking, Prebooking, and Waitlist Monitor EC
Active Queries ~
Bookings Toa FewBookings (2) Course Capacity Reached (0) Too Many Prebookings (0) Too Many Waitist Bookings (0)

Bookings - Too Few Bookings
Change Query Define New Query Personalize
View: [ Standard View] ~| Print Version Export+ & =
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Your Action...

System Response...

2. Select Courses.

3. Select Manage Course Follow-up.

The Course Follow-Up screen will appear.

Course Follow-Up: Step 1 (Select Course)

F'reviuus| Mext b|

I» 1 2 3
Select Course Confirm Attendance

Select a course for follow-up

Evaluate Participants

4 5§ ——H
Transfer Qualification Review and Save

Course Name: | | Location: |

=

Period: |This Week [~

Start Date: [10/22/2018

[ End date: [10/28/2018 ]

[[J Include courses that have already been followed up

[Go[Reset]

Your Action...

System Response...

4. Enter the Course Name; the parameters
can be narrowed using the date range or
location.

5. Select Go.

The Select Course screen will appear.

Course Follow-Up: Step 1 (Select Course)
F'reviuus| Next b|
» 1 2 E

4 5

=

Select Course Confirm Attendance

Select a course for follow-up

Evaluate Participants

L

Transfer Qualification Review and Save

Course Name: [SPAHRS | Location: | 9
Period: Al [+] Start Date: 01/01/1900 |z End date: [12/31/9999 [ia]
[[] Include courses that have already been followed up
[Gol[Reset]
Search Results
ObjectlD Course Delivery Method Start Date End Date  Location =

50002152 SPAHRS MANAGE CONTRACTS TRAINING  Instructor-led Training  03/21/2017 03/21/2017 WOOLFOLK

Instructor-led Training  03/22/2017 03/23/2017 WOOLFOLK

Instructor-led Training 03/24/2017 03/24/2017 WOOLFOLK

- 50004525 SPAHRS MANAGE CONTRACTS TRAINING Instructor-led Training 05/28/2018 05/28/2018 Robert G Clark Training Room A
50004650 SPAHRS MANAGE CONTRACTS TRAINING  Instructor-led Training  10/07/2018 10/08/2018 Adams County CPS

50002154 SPAHRS PAYROLLATO Z
50002155 SPAHRS TO MAGIC HR INTEGRATION

Your Action...

System Response...

6. Highlight the desired course by selecting

the in front of the course and select
Next.

The Confirm Attendance screen appears.
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Course Follow-Up: Step 2 (Confirm Attendance)
« Previous | Next »|
" 1 2 3 4 ]

Select Course Confirm Attendance Evaluate Participants Transfer Qualification Review and Save

Selected Course SPAHRS MANAGE CONTRACTS TRAINING

Select the attendance of the participants

Participants

F Participant
Denise DeRosselte
Mcdade | Lon Jane
Modade , Elma Jane
Smith, James B

LAl Present] [All Absent

-

Attendance =

Unconfirmed

Unconfirmed

Your Action...

System Response...

7. Select the drop down arrow to mark the
attendance as present, absent, or
unconfirmed. You can also use the box
to mark All Present or All Absent.
8. Select Next to continue to Evaluate The Evaluate Participants screen will appear.

Participants

Course Follow-Up: Step 3 (Evaluate Participants)

1 2

I+

3 4

Select Course Confirm Attendance

Selected Course SPAHRS MANAGE CONTRACTS TRAINING

Assess the participants by selecting the appropriate value

Participants

B Participant Participant Assessment
Denise DeRossette Not Rated

Mcdade , Lori Jane Not Rated

-

Mcdade , Elma Jane Not Rated
Not Rated

-

Smith , James B

LAl Passed | [ All Not Passed |

Evaluate Participants

Reason for Not Passing

5

Transfer Qualification Review and Save

-

Your Action...

System Response...

Select the drop down arrow to mark the
participants as “Course Passed,” “Course
Failed,” or “Not Rated” if applicable. The
“All Passed” or “All Failed” button can be
used to select all.

10. Select Next to move onto the Transfer
Quialification section.

The Transfer Qualification screen will appear.
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Course Follow-Up: Step 4 (Transfer Qualification)
1 Previous | Next b|
‘W No qualifications were found which could be transferred

»— 1 2 3 4 5 -1
Select Course Confirm Aftendance Evaluate Participants Transfer Qualification Review and Save

Selected Course SPAHRS MANAGE CONTRACTS TRAINING

Select the proficiency of the participants

Participants
Participant Proficiency Start Date End Date =

Your Action... System Response...
11. Select the drop down box to select the
correct qualification. Not all courses have
gualifications.
12. Select Next. The Review and Save screen will appear.

Course Follow-Up: Step 5 (Review and Save)

»—1 2 3 4 5
Select Course Confirm Attendance Evaluate Participanis Transfer Qualification Review and Save

L

Selected Course SPAHRS MANAGE CONTRACTS TRAINING

Review the entries for the course and save
Flag course as followed-up when saving data

Participants
E. Participant Attendance Participant Assessment Reason for Not Passing Qualification Proficiency Start Date End Date *
Denise DeRossette Present Course Passed
Mcdade | Lori Jane  Present Course Passed
Mcdade | Elma Jane Present Course Passed
Smith , James B Present Course Passed
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Your Action...

System Response...

13. The “Flag Course as followed-up when
saving data” box MUST be checked in

order to flag the course as followed-up.

14. Select Next.

A “Your course follow-up was saved”

message will appear at the top left hand
corner.

15. Close.

Entering MYERS Briggs

Your Action ...

System Response ...

1. Select the Training Administrator tab.

The following screen will appear.

UR-TRNER  massisssons accountaviny system tor Govemment nformtion ana Cotzboraton

Mistory Favories View Help

[ ! [ ! ! [ f [

Procurement o Grants SAMWesOUI  Guneral Appications Anabyics

! 1 0 I [ ! [

HR hdminisiator  Training Goordinalor Home

— Booking, Prebooking, and Waitlist Monitor

Parscipation Active Queries.

p o) Bookings Too Few/Bookings {2 Course Capacity Reached (0) Too Many Prebookings (0) Too Many Waitist Boakings (0)
Cataion

— Bookings - Too Few Bookings

[r—

Ttraatructure Viewe [Standard View] [~ Print Version Export«

R S Staus Cause of Alert Course/Course Type

Paricipation

o Too Few Bookings 7 HABITS OF HIGHLY EFFECTIVE - NON-MGRS

o Too Few Bookings  ADMINISTERING SYS CTR CONFIG MANAGER

Current Value Minimum capacity Optimum capacity Maximum capacity Course Stant Date Course Location

Change Query Define New Query Personalize

3

0 13 26 1110612018 Adams County CPS
a 10 10 10:3112018 Robert G Clark Training Room A

Last Refresh 10/23/2018 01:61:256 pm CST Refresh

Your Action...

System Response...

2. Select Participation.

3. Select Assign Myers Briggs
Qualifications.

The LSO Assign Myers Briggs to a Learner
screen will appear.
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LSO Assign Myers Briggs to a Learner
Search Options. -
sz:z:‘l: j = a=
[Search] | [Beset]
Participant List with Myers Briggs Qualification =
View:|[Standard View] [=|| PrintVersion Export« Edit Myers Briggs for ALL Undo Edit Update Myers Briggs Ghanges. &
Course  Course Abbr.  Course Name Cours. Cours. Delivery M AftdeelD Attendee Name Myers Brig BusA Description Aftendes Email Ad . Object abbr =
Your Action... System Response...
T The Search Criteria search screen will
4. Select the next to the *Course ID. appear
oo @@
Search Criteria Hide Search Criteria @&
|Course Abbr. [+]| [o]e]
|Course Name [+]| |®E
|Course Object ID [+]| |®E
[Search || Clear Entries | [ Reset to Default |
Your Action... System Response...

5. Choose the Course Abbr., Course Name | The results will appear.
or Course Object ID and select Search.
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Hide Search Criteria @& |

Search Criteria

@@

[cIE)

[Course Abbr. [~]|
|Course Name |v||CPM
|Course Object ID |v||

[cIE)

[Search |[ Clear Entries |[ Reset to Default |

Results List: 40 results found for Course ID

Course Grp. Course Name
SPB_ADMIN CPM GRADUATION
SPB_ADMIN CPM GRADUATION
SPB_ADMIN CPM LEVEL | - CENTRAL
SPB_ADMIN CPM LEVEL | - CENTRAL
SPB_ADMIN CPM LEVEL | - CENTRAL
SPB_ADMIN CPM LEVEL | - CENTRAL
SPB_ADMIN CPM LEVEL | - CENTRAL
SPE_ADMIN CPM LEVEL | - CENTRAL
SPE_ADMIN CPM LEVEL | - CENTRAL
SPE_ADMIN CPM LEVEL | - STATEWIDE

Course D Course Abbr.
50000295 CPMGRAD
50000022 CPMGRAD
50000102 CPMLV1
50000106 CPMLV1
50000160 CPMLV1
50000181 CPMLV1
50002306 CPMLV1
50002310 CPMLV1
50003656 CPMLV1
50001401 CPMLV1S

Begin Date End Date
06/06/2017 06/06/2017 =
06/07/2016 06/07/2016
01/08/2017 01/1372017
03/27/2017 03/3172017
09/26/2016 09/30/2016
07/11/2016 07/15/2016
07/10/2017 07/1472017
09/25/2017 09/29/2017
01/08/2018 01/12/2018
12/12/2016 12/16/2016 -

Your Action...

System Response...

6. Select the
select Search.

next to the Course and

The Participant List with Myers Briggs
Qualification screen will appear.

LSO Assign Myers Briggs to a Learner

Search Options

« Cousero: W% .
Participant ID: < | =S
rgercy: o[ .

[Search] | [Reseil
Participant List with Myers Briggs Qualification

View: [[Standard View] [~ | Print Version Export «

Edit Myers Briggs for ALL Undo Edit Update Myers Briggs Changes

Course  Course Abbr.  Course Name: Cours_.  Cours. Delivery M. . AftdeelD Attendee Name Myers Brig.. BusA Description Attendee Email Ad . Object abbr.
50003... CPMLV1 CPM LEVEL | - CENTRAL 01/08/... 01/12/... 1 Instructorl... P 30606573 Kimble , Lucious [Edit] 1628 Division of Medicaid  LUCIOUS KIMBLE...
50003... CPMLV1 CPM LEVEL | - CENTRAL 01/08/... 01/12/... 1 Instructor-l... P 30316882 Lawson , Barbara D [Edit] 1531 Public Employees ... BLAWSON@PER...
50003... CPMLV1 CPM LEVEL | - CENTRAL 01/08/... 01/12/... 1 Instructorl... P 30317385 Atkins , Sharon D [Edit] 1451 Forestry Commission SATKINS@MFC.S...
50003... CPMLV1 CPM LEVEL | - CENTRAL 01/08/... 01/12/... 1 Insiructor-l... P 30341362 Davis , Valerie W [Edit] 1941 MS Dept of Transp... VDAVIS@MDOT M...
50003... CPMLV1 CPM LEVEL | - CENTRAL 01/08/... 01/12/... 1 Instructorl... P 30343369 Thompson  Tesha L [Edit] 1635 Dept Rehabilitation ... TETHOMPSON@. ..
50003... CPMLV1 CPM LEVEL | - CENTRAL 01/08/... 01/12/... 1 Instructor-l... P 30352333 Caugills , Jamie [Edit] 1628 Division of Medicaid  JAMIE CAUGILLS...
50003... CPMLV1 CPM LEVEL | - CENTRAL 01/08/... 01/12/... 1 Instructorl... P 30353368 Spires , Mary MagleanISFJ [Edit] 1511 Banking and Cons... MARY SPIRES@D... ISFJ
50003... CPMLV1 CPMLEVELI-CENTRAL  01/08/... 01/12/... 1 Instructorl... P 30354551 Colier, Kenneth Lee [Edit] 3374 Mississippi State H... KENNETH.COLLIE...
50003... CPMLV1 CPM LEVEL | - CENTRAL 01/08/... 01/12/... 1 Insiructor-l... P 30382926 Palmer , Evelyn H [Edit] 1635 Dept Rehabilitation ... ESPALMER@MD...
50003... CPMLV1 CPM LEVEL | - CENTRAL 01/08/... 01/12/... 1 Instructor-l... P 30397294 King , Todd Mitchell [Edit] 1551 Department of Corr... TKING@MDOC ST...
50003... CPMLV1 CPM LEVEL | - CENTRAL 01/08/... 01/12/... 1 Instructorl... P 30449005 White , Katherine L... [Edit] 1601  Information Techno... KATIEWHITE@IT...
50003... CPMLV1 CPMLEVELI-CENTRAL  01/08/... 01/12/... 1 Instructorl... P 30464555 Stewart, Alyce Lan... [Edit] 1301 Department of Health ALYCE.STEWART...
50007 Fat=IVTRVE] COMIEVEL | CENTRAI 0109 014190 4 inctrictarl D 90ARREEI Trinh Ty Linh [Enit] 1041 WS Nant nf T TTRINUEMOOT 1

Your Action...

System Response...

7. Select Edit Myers Briggs for All.

The Myers Briggs Qualification field will be
opened for input.
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LSO Assign Myers Briggs to a Learner

Search Options

* Coursel: (5000555 [ "
Participant ID: © | e
Agency: @[ [al >

[Search] | [Reset]
Participant List with Myers Briggs Qualification

View: * [Standard View] ﬂ | Print Version Export «

Course  Course Abbr.  Course Name Cours..  Cours.._ Delivery M.
50003... CPMLV1 CPM LEVEL | - CENTRAL 01/08(... 01/12/... 1 Instructor...
50003... CPMLV1 CPM LEVEL | - CENTRAL 01/08/... 01/12/... 1 Instructor...
50003... CPMLV1 CPM LEVEL | - CENTRAL 01/08/... 01/12/... 1 Instructor...
50003... CPMLV1 CPM LEVEL | - CENTRAL 01/08/... 01/12/... 1 Instructor...
50003... CPMLV1 CPM LEVEL | - CENTRAL 01/08(... 01/12/... 1 Instructor...
50003... CPMLV1 CPM LEVEL | - CENTRAL 01/08/... 01/12/... 1 Instructor...
50003... CPMLV1 CPM LEVEL | - CENTRAL 01/08/... 01712/... 1 Instructor...
50003... CPMLV1 CPM LEVEL | - CENTRAL 01/08/... 01/12/... 1 Instructor...
50003... CPMLV1 CPM LEVEL | - CENTRAL 01/08(... 01/12/... 1 Instructor...
50003... CPMLV1 CPM LEVEL | - CENTRAL 01/08(... 01/12/... 1 Instructor...
AANN2  CDMIVA CEM I EVEI | CENTRAL 0RL OMM3L 1_lnetrictar]

Edit Myers Briggs for ALL Undo Edit Update Myers Briggs Changes

. AtideelD Attendee Name Myers Briggs Qualification Bu... Description Attendee Email . Object abbr.
P 30606573 Kimble , Lucious [Edit] 1628 Division of Medic... LUCIOUS KIMB...

P 30316882 Lawson , Barbara D [Edit] 1531 Public Employee... BLAWSON@P...

P 30317385 Atkins , Sharon D [Edit] 1451 Forestry Commi... SATKINS@MF...

P 30341362 Davis , Valerie W [Edit] 1941 ms Dept of Tran... VDAVIS@MDO...

P 30343369 Thompson , Tesha L [Edit] 1635 Dept Rehabilitati... TETHOMPSON...

P 30352333 Caugills , Jamie [Edit] 1628 Division of Medic... JAMIE CAUGILL...

P 30353368 Spires , Mary MagleanISFJ [Edit] 1511 Banking and Co... MARY.SPIRES... ISFJ
P 30354551 Collier , Kenneth Lee [Edit] 3374 Mississippi State... KENNETH.COL...

P 30382926 Palmer , Evelyn H [Edit] 1635 Dept Rehabilitati... ESPALMER@. ..

P 30397294 King , Todd Mitchell [Edit] 1551 Department of C... TKING@MDOC...

B 304AQNNA \Whita Katherine | [Edit] 1801 _Infarmatinn Tach _ KATIE WHITE

Your Action...

System Response...

8. Select E

in the Attendee’s Name space.

The Myers Briggs Qualification result screen
will appear.

Myers Briggs Qualifi
ENFJ
ENFP
ENTP
ENTJ
ESFJ
ESFP
ESTJ
ESTP
INFJ
INFP

Results List: 16 results found for Myers Briggs Qualification

Personal Value List & @

Short Descript.

Extravert iNtuitive Feeling Judging
Extravert iNtuitive Feeling Perceiving
Extravert iNtuitive Thinking Perceiving
Extravert iNtuitive Thinking Judging
Extravert Sensing Feeling Judging
Extravert Sensing Feeling Perceiving
Extravert Sensing Thinking Judging
Extravert Sensing Thinking Perceiving
Introvert iNtuitive Feeling Judging
Introvert iNtuitive Feeling Perceiving

Your Action...

System Response...

9. Select next to the Myers Briggs
Qualification for the Applicant.

The Myers Briggs Qualification will be
populated.

10. Select Update Myers Briggs Changes.

The change has been saved.

11. Close.

Printing Course Certificate

The purpose for this procedure is to allow Training Administrators to provide a certificate of
completion to participants in a course. There is arequired template that is used to complete

this process; administrators must have it saved on the computer.

This action will also

require SAPGUI installation on the computer to be used to print the certificate.

Your Action...

System Response...

1. Select the Training Administrator

Tab. The following screen will appear.
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T -
R T NER  wisstssiom Accourabary System for Govemment information an Cosboration

Hislory Favortes View _Help

Worklist of Courses
Active Queries

Courses ThisWeek(0) Nex 2 Weeks (268) This Month (4) Nexi Month (0
Course Follow-up Last 2 Weeks (0) Last Month (0)

Courses - This Week

View: [Standard View] =] Change Course

& Course Name Status of Course Preparation  Capacity Start Date, Time

Manage Participation | Correspondence Worklist | Follow-Up | Firmly Book

Change Query Define New Query Personalize
23

Location Course Language Delivery Method Course Followed Up =

Last Refresh 10/24/2018 01:12:04 pm CST Refresh

Your Action...

System Response...

2. Select the Courses.

3. Select Print Certificate under Follow-up.

The Participant List will appear.

—_Opﬁnns >
Participant List
9 | l«H @Q® = HE @
Participant List
&
| Period Selection H
Date Range to
| Course Selection
(®) Qualification
) Course Type [ — |
() Course ' -
Object ID
| Participant Selection
Participant Types [ Employee -/
Personnel Number to
4 |
Your Action...

System Response...

4. Select the Instructor-led Training for the
Course from the drop down box.

5. Select the (. for Object ID.

The “Choose plan version” window will
appear.
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Participant List

Participant List
&

| Period Selection
Date Range

V5 12/03/2018

| Course Selection

O Qualification

O Course Type

x
S 3 Plan Version | Current plan -|
Object 1D

[v](x]
| Participant Selection
Participant Types 'Employee -|
Personnel Murmber to
d
Your Action... System Response...
6. Select the [E box for Current Plan.

The “Choose Course” screen will appear.
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[= Choose Course

MHame D Code | Valid from | Vali.... |
* [ Event groups w) pertinent event typs
v (3 Legacy Conversion L 40000096 LEGACY 01/01/1900 Unlimitec
v (3 SOMS Catalog L 40000025 SOMS CATAL... 01/01/1900 Unlimitec
1 F | s [ 1i Fr 4 )| s [ LI
2o Y T g ) ()
Your Action... System Response...
7. Select the | * | next to the SOMS A list of agencies providing training will
Catalog. appear.
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[= Choose Course

Nama D Code ' valid from | Vali... |
* [ Event groups w) pertinent event typs
v (3 Legacy Conversion L 4000009 LEGACY 01/01/1900 Unlimitec
* [E= SOMS Catalog L 40000025 SOMS CATAL... 01/01/1200 Unlimitec
+ B3 Dept of Employment Security (L 40000026 DES 01/01/1900 Unlimite:
* B3 Finance and Administration CatjL 40000027 DFA 01/01/1900 Unlimitec
+ [0 Dept of Hurman Services CataldL 40000028 DHS 01/01/1900 Unlimitec
» [ MS Development Authority CafL 40000029 MDA 01/01/1900 Unlimitec
+ B3 Department of Health Catalog [L 40000030 MDOH 01/01/1900 Unlimite:
+ [ Public Employees Retirement §L 40000031 PER 01/01/1900 Unlimitec
+ [0 state Personnel Board Catalog|L 40000032 SPB 01/01/1900 Unlimitec
v (3 SPB ADMINISTRATORS ONLY L 40000225 SPB_ADMIN 01/01/1900 Unlimite:
v [ Information Technology Servic|lL 40000250 IS 01/01/1900 Unlimite:
v 3 SPB Required Book Reports an|L 40000450 SPBREQ 01/01/1900 Unlimitec
1 F | i [ 1i r 41 )| e [ 1 b
vidEEEEEEE | g 1 (]
Your Action... System Response...
8. Selectthe " nextto agency providing A list of training Course Groups will appear.
the training course.
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(& Choose Course

Name D Code | Valid from | V... |
* [ Event groups w pertinent event typs -
* 3 Legacy Conversion L 40000096 LEGACY 01,/01/1900 Unlm ™
* [ SOMS Catalog L 40000025 SOMS CATAL... 01/01/1200 Unlim
v 3 Dept of Employment Security (L 40000026 DES 01/01/1900 Unlim
* [E= Finance and Administration CatjL 40000027 DFA 01/01/1900 Unlim
- [3 GENIE L 40000137 GEMIE 01/01/1900 Unlim
- [ saas L 40000138 SAAS 01/01/1900 08/01
- [E3 PROFESSIONAL DEVELOPML 40000139 DFA-PROFDEV  01/01/1900 Unlim |
- (3 STIMULUS 360 L 40000140 STIMULUS 360 01/01/1200 Unlim
» (3 ACCESS CHANMEL FOR EMEL 40000141 ACE 01/01/1900 Unlim
- 3 MATA/CONTRACT AVWARD(L 40000142 MATA 01/01/1900 Unlim
» [ SPAHRS L 40000143 SPAHRS 01/01/1900 Unlim
- [3 coGuos L 40000144 COGHOS 01/01/1900 Unlim
- (3 PROGRAMMING L 40000145 PROGRAMMING 01/01/1900 Unlim—
- [(3@ MS ENTERPRISE LEARNINGL 40000146 MELMS 01/01/1900 Unlim
- B3 pAYMODE L 40000147 PAYMODE 01/01/1900 Unlim
* (3 DFA-MMRS STAFF ONLY |L 40000148 DFA-MMRS STA 01/01/1200 Unlim
- [[3 SPREADSHEET L 40000149 SPREADSHEET 01/01/1900 Unlim
* [ MAGIC END USER TRAIMIN|L 40000150 MAGIC END US 01/01/1900 Unlirm
- [ PROTEGE L 40000151 PROTEGE 01/01/1900 Unlim
v [0 MAGIC L 40000152 MAGIC 01/01/1900 Unlim
v [3 MERLIN L 40000153 MERLIM 01/01/1900 Unlim «
b = = | “r 4 | 4
vidEEEEREED | | (%]
Your Action... System Response...
9. Selectthe " nexttothe Course The list of courses will be displayed.
Group.
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[S Choose Course x
MName D |Code |‘.“:—idfmm |".r'|
* = Bvent groups w/ pertinent event type -
* [ Legacy Conversion L 40000096 LEGACY 01/01/1900 Unlim ™
* [= S0MS Catalog L 40000025 SOMS CATAL... 01/01/1900 Unlim
v (3 Dept of Employment Security {L 40000026 DES 01/01/1900 Unlim
* = Finance and Administration CatiL 40000027 DFA 01/01/1900 Unlim
- [3 GENIE L 40000137 GENIE 01/01/1900 Unlim
- B3 saas L 40000138 SAAS 01/01/1900 08/01|:
- [T PROFESSIONAL DEVELOPML 40000139 DFA-PROFDEYV  01/01/1200 Unlim
- [[3 sTIMULUS 360 L 40000140 STIMULUS 360 01/01/1900 Unlim
+ [T ACCESS CHAMMEL FOR EMEL 40000141 ACE 01/01/1900 Unlim
- B3 MATA/CONTRACT AWARD|L 40000142 MATA 01/01/1900 Unlim| |
* [ SPAHRS L 40000143 SPAHRS 01/01/1900 Unlirm
» B3 TEST Create Course Gr{L 40000425 TEST 01/01/1900 Unlim
- [ test123 L 40000426 festl123 01/13/2017 Unlim
» B SPAHRS MANAGE CONTD 41000106 DFACW 01/01/1900 Unlim
* % SPAHRS HUMAMN RESOUD 41000107 DFAHR 01/01/1900 Unlirm
* % SPAHRS PAYROLL A TQD 41000111 DFAPR 01/01/1900 Unlim
¥ % SPAHRS TRAVEL TRAIND 41000113 DFATR 01/01/1900 Unlim
U % TRAVEL SUB-SYSTEM 4D 41002478 DFAOMTRAY  05/06/2016 Unlim
* % SPAHRS TO MAGIC HR |D 41005321 DFAHCM110 01/01/1900 Unlim
¥ % ACA 1095 REVIEW D 41029770 ACA1095 01/01/1900 Unlim _
- (3 coGNoS L 40000144 COGHOS 01/01/1900 Unlim
'y o | Cr 4] ] )
VEDEEDREE DEE | X
Your Action... System Response...

10. Select the » next to the Course.

The list of courses will be displayed.
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[ Choose Course

Marme jin} Code Valid from | V...
* [ Dept of Employment Security {L 40000026 DES 01/01/1900 Unlim =
* [ Finance and Administration CatjL 40000027 DFA 01/01/1900 Unlim ™
- [3 GENIE L 40000137 GEMIE 01/01/1900 Unlim
- [ saas L 40000138 SAAS 01/01/1900 08/01
- [ PROFESSIONAL DEVELOPML 40000139 DFA-PROFDEY 01/01/1200 Unlim
+ 3 sTIMULUS 360 L 40000140 STIMULUS 360 01/01/1900 Unlim
v [3 ACCESS CHANNEL FOR EMEL 40000141 ACE 01/01/1900 Unlim |
- 3 MATA/CONTRACT AVWARD(L 40000142 MATA 01/01/1900 Unlim i
* [ SPAHRS L 40000143 SPAHRS 01/01/1900 Unlim
v O3 TEST Create Course Gr{L 40000425 TEST 01/01/1900 Unlim |
+ [3 test123 L 40000426 festl23 01/13/2017 Unlim i
w D SPAHRS MAMAGE CONTD 41000106 DFACW 01/01/1900 Unlim
- [3{[v| SPAHRS MANAGIE 50001026  DFACW 09/13/2016 09/1:
- 3 [ ] SPAHRS MANAG|E 50001158 DFACW 09/13/2016 091
- 3 [ ] SPAHRS MAMAG|E 50002152 DFACW 03/21/2017 03/21
- 3 [ ] SPAHRS MANAG|E 50002977 DFACW 09/26/2017 09/2¢
- 3 [ ] SPAHRS MANAG|E 50004475 DFACW 02/22/2018 02/2:
- 3 [ ] SPAHRS MANAG|E 50004525 DFACW 05/28/2018 05/2¢ |
- 3 [ ] SPAHRS MAMNAG|E 50004650 DFACW 10/07/2018 10/0¢f i
b D SPAHRS HUMAMN RESOUD 41000107 DFAHR 01/01/1900 Unlim
b D SPAHRS PAYROLL A TOD 41000111 DFAPR 01/01/1900 Unlim .
’ D SPAHRS TRAVEL TRAIND 41000113 DFATR 01/01/1900 Unlm -
0 - “r 4 — “»
EEDEERCED PEE B X
Your Action... System Response...
15. Place a check in the box to select the
desired class.
16. Select the |F| box.
17. Select the @ execute button on the top The Participant List will appear.
of the screen.
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Parbicipant List

Rae" ¥ ¢ DITEHTN BEHE g [

Participant List

Selection Period: 01/01/1800 - 12/31/9939
Total Participants: 1

DelMethod Long Ohject ID CoursefQualification Marne

Instructor-led Training S0000111 BASIC SUPERWISORY COURSE - CEMTRAL O4/11/2016

Start date End Date Participan Attendee I First Mame

04/15/2015 P 30581931 Catherine

Your Action...

System Response...

18. Select the Word Processing Icon (‘@).

The Word Processor Settings screen will
appear.

(& word Processor Settings

Word Processor Settings

(®)Farm letter processing with M5 Word

i Create document

[Include calars
[)Start M5 Wiord

Further Settings for 'Creating Docurnents'

[ ](3¢]

Your Action...

System Response...

19. Select Form letter processing with MS
Word and select thel¥|

The MS Word Settings will appear.
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se mail merge fields for

inew Word document
icurrent Word docurnent

(®existing Word docurment

Azsign passwiord to mail merge file

(own password

[ iGenerate password

i'e)no password

[v][x]

Your Action...

System Response...

20. Select existing Word document and no | The “Open MS Word file” screen will appear.

password and select thel#7|.
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Lookin: | | SAPGUI | @)=
* me Date modified Type
Mo itermns match your search,
Cuick access
Desktop
m
Libraries
This PC
i— ) {
Metwark } \
File name: | A Open
Files of type: \Word document (*.doc) g
Your Action... System Response...
21. Locate the MAGIC Course Completion Once the template is selected, the system will
Certificate template stored on the open the template.
computer.
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H ©- s MAGIC COURSE COMPLETION CERTIFICATE.doc [Compatibility Maode] - Ward
HORE INEERT DEIGMN PAGE LAYOUT REFEREMCES PAAILIMGE REWIEWY WIENY
B R E D B BB B I el iR
) o * = : == B Match Fields ~ [DFind Recipient -
rewelopes Labels | Start hail  Select Edit Highlight Address Greeting Insert Merge Presiewn Finish &
Ierge = Recipients = Recipient List | Merge Fields Block  Line Field - Results D}Check for Errors Merge -

Create Start Mail Merge Write & Insert Fields Preview Results Finish

MississiPPI DEPARTMENT
OF
FINANCE AND ADMINISTRATION

MississippPl MANAGEMENT AND
REPORTING SYSTEM

CERTIFIES THAT

«Attendee_First_Name» «Attendee_Last_Name»

Your Action... System Response...

22. Select the drop down arrow on the Finish
& Merge button.

23. Select Edit Individual Documents. The Merge to New Document screen will
appear.

{ Merge to Mew Document | ? -E:hl
R R e e 0o ey

Merge records

) Current record

) From: To:

e

Your Action... System Response...

24. Select All. A new Word document will open with all of
the attendees and course information
included
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