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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 password, call the MMRS Call Center at 601-359-1343.
Select Option 1 (Security) Sub-option 1 (MAGIC) or e-mail MASH@dfa.ms.gov.

! ' Having password problems? Please
L [\- %— [ L dick on this link for help...
! l )

Usssu's Acopurabity Sysiem o Govermet farmaion and Cofatoraion

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.
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l“ ;““ H l [ﬁ\ Mississippi Accountability System for Government Information and Collaboration Lo off

History Favorites View Help Welcome: Katie Womack

E C ™ = = = = C 1

ployee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Training Coordinator Cen

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

< >

Book an Employee in Course

As your Agency'’s Training Coordinator, you will have the ability to directly book one or more of
your employees into training sessions.

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 Coordinator tab. The Work Overview screen will appear.

I" v @R  Mississioni Accountabity System tor Govemment Information and Coltaboration

History Favorites View Help

i L r | r I e I |~ [ i. C r

Home Employee Self-Service External Leamer Procurement e-Grants SRM WebGUI General Applications Analytics HR Administrator Training Coordinator Home Biling Administrator Course Administration T

Overview = Reparts | Service Map

4 Training Coordinal

Booking, Prebooking, and Waitlist Monitor

Participation Active Queries
Bookings Too Few Bookings (0) Course Capacity Reached (0) Too Many Prebookings (0) Too Many Waitlist Bookings (0}
Bookings - Too Few Bookings

View: [Standard \iew] |
B Status CauseofAlert Course/Course Type Current Value Minimum capacity Optimum capacity Maximum capacity Course Start Date Course Location

Your Action... System Response...
2. Select the Courses tab. The Worklist of Courses screen will appear.
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q l H Mississippi Accountability System for Government Information and Collaboration
{ Favortes eip
{ I [ ! I [ ! ! !

Home Employee Self-Service Extemal Leames Procurement eGrants SRM WebGUI General Applications Analytics HR Administrater Training Coordmator Home Billing Administrator Course Administration T

=

Overview | Reports  Service Map

Work Overview

B Worklist of Courses
ourses

Participation Active Queries
o Courses This Week (373) Mext 2 Weeks (298) This Month (460) Next Month (0)
- Services Course Follow-up Last 2 Weeks (0) Last Month (0]

Courses - This Week
se Participation

View: [Standard View] «|| Change Course | Manage Participation | Correspondence Worklist | Folow-Up | Firmly Book | Print Version Exporta
E: Course Name Status of Course Preparation ~ Capacity ~ Start Date, Time Location Course Language De
ASCP ONLNE ORIENTATION @ ool Ste
PROCUREMENT OVERVEW & NAV-ELEARNING > ooa Ste
EMPLOYMENT DISC & WORKPLACE HARR @ oo Stz
APPROVAL USNG WORKFLOW -ELEARNING @ oca Ste
BUSNESS ANALYTICS BASIC USER -ELEARNNG ¢ oca Stz
FIXED ASSET REPORTING -ELEARNING L ool Ste
PROC OVERVIEW AND NAV -ELEARNING @ coa Ste
SHOPPING CART PROCESSING -ELEARNING @ ooa Stz
GOODS RECEPT -ELEARNING < oca Ste
VEHICLE & MAINTANENCE REQ -ELEARNING @ ooa Stz
Your Action... System Response...
3. Select the Manage Course Participation | The Manage Course Participations screen
tab. will appear.
Manage Course Participations
+ Continue
Period: 10/20/1900 - 12/07/2019 | Chanae Period |
* Search in Course Catalog
Keyword Search
Course Catalog
Course Group Delivery Method Avallabiltty Start Date Location =
*+ Legacy Conversion 01/01/1900
+ SOMS Catalog 01/01/1900
» Unassigned Course Types
Your Action... System Response...
4. Selectthe ' nexttothe SOMS Catalog. A list of agencies providing training will
appear.
Manage Course Participations
«F Continug
Period: 01151900 - 03/04/2019
(e Search in Course Catalog
" Keyword Search
Course Catalog
Course Group Delivery Method Availability Start Date Location E
¥ Legacy Conversion 01/01/1800
|| ™ 50WS Catalog 01/01/1900
I ¥ Dept of Employment Security Catalog 01/01/1900
I ¥ Finance and Administration Catalog 01/01/1900
| ¥ Deptof Human Services Catalog 01/0141900
| ¥ 145 Development Authority Catalog 0110141900
| ¥ Department of Health Catalog 01/01/1900
| ¥ Public Employees Retirement Sys. Catalog 0110141900
I }  State Personnel Board Catalog 01/01/1900
I ¥ SPB ADMINISTRATORS ONLY 01/01/1800
| ¥ Information Technology Services Catalog 01/01/1900
¥ Unassigned Course Types
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Your Action...

System Response...

5. Selectthe * nextto agency providing
the training course.

A list of training Course Groups will appear.

Browse the Course Catalog for the course,
or select the radio button for “Keyword
Search.” The results of your search are
displayed in a window on the same screen.

Manage Course Participations

+ Continug

Period: 01/15/1500 - 03/04/2019 Change Period

& Search in Course Cataleg
" Keyword Search

Course Catalog
Course Group Delivery Method
¥ Legacy Conversion
~ S0MS Catalog
¥ Dept of Employment Security Catalog
¥ Finance and Administration Catalog
P GENE
SAAS
PROFESSIONAL DEVELOPMENT
STIMULUS 360
ACCESS CHANNEL FOR EMPLOYEES
MATA/CONTRACT AWARD
SPAHRS
~ SPAHRS MANAGE CONTRACTS TRAMNING
* SPAHRS MANAGE CONTRACTS TRAINING

i vl v v v v

Instructer-led Training

= SPAHRS MANAGE CONTRACTS TRAINING
" SPAHRS 5E CONTRACTS TRAINING
" SPAHRS SE CONTRACTS TRAINING
* SPAHRS SE CONTRACTS TRAINING

= SPAHRS MANAGE CONTRACTS TRAINING
b SPAHRS HUMAN RESOURCES TRAINING
} SPAHRS PAYROLLATOZ

Instructor-led Training

Instructor-led Training

Availability Start Date Location -
0140141800
01/01/1900
01/01/1900
01/01/1900
01/01/1800
01/01/1900
01/01/1900
01/01/1900
01/01/1800
01/01/1900
01/01/1900
01/01/1900
2 Places Available 0901312016

Fully Booked

WOOLFOLK
094132016 WOOLFOLK
03212017 WOOLFOLK
09/26/2017 Clark &

02122018 Clark &

02/28/2018
01/01/1900
0140141800 -

9 Places Available
4 Places Available
15 Places Available

15 Places Available MSU-ADV-WEH

Your Action...

System Response...

6. Selectthe ® nextto the Course Group
you would like your employees to attend.

A list of training dates will appear.

7. Select the next to the Course and
training date you would like your
employee(s) to attend.

The course is highlighted.

8. Select Continue at the top of the screen.

The Manage Course Participations screen
will appear.
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ge Course Particiy

@
E 50003500 | Status FimyBooked  StartDatefEnd Date 02728/2018-03/012018  Location MSUCTRFORADVVEHCULARSYS  Course Owner Delivery Method Instructor-led Training ~~ Course Duration .00 Hours on 2 Days
Language Engish  Places Available 15
Participants } BasicData [ Rooms and Materiale | instructors | Qualifications and Target Groups | Prices and Costs | Links |~ ControlParameters | Contacts | Status Overview
Capacity
Winmum 1 Optmum: 8 Maximum: 15
Booked Participants (0) Canceled participants (0) Prebookings (2) Waitist (0}
Book Addtional Participants  Change Particpation  Cancel Particioation  Replace Participant  Rebook Participant  Change Fees For All
Participant Company Booking Priority Places Currency Seftiement Method Seftlement Details B

Your Action...

System Response...

9. Select Book Additional Participants.

The Book Additional Participants screen will
appear.

Book Additional Participants

Places Available: Normal Bookings: 8 Essential Bookings: 7
Additional Participants
Add Row  Delete Row

“Participant Company Booking Priority Places

Nermal b

Fee Currency Settlement Method Settlement Details =
0.00 USD
-

Your Action...

System Response...

10. Once you click on the on the first row by

-
Participant, select the

The Select Participant screen will appear.
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Participant

Search Term: | |

Select Participant Type

Participant Type: |F‘er5|:ln | v|

List

Participant Participant Type Crganization |E|

Close

Your Action... System Response...

11. Enter the last Name of the employee in
the search term box.

12. Select Participant Type as person and The person will be displayed.

select Find.
13. Highlight the person to be added to the The system will populate the Person on the
course and choose Select. Book Additional Participants screen.
You may add more people by selecting Add
Row.
14. Select OK. The system will display the following
message:

“Participation was successfully booked.”
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Canceling Course Bookings

As an Agency Training Coordinator, you can also use the “Manage Course Participation”

function to cancel your employees from trainings.

Your Action...

System Response...

1. Select the Training Coordinator Tab.

The Work Overview screen appears.

Booking, Prebooking, and Waitlist Monitor
Active Queries

Bookings TeoFewBookings(2) Course Capacity Reached (0) Too Many Prebookings (D) Too Many Wailist Bookings (0)
Bookings - Too Few Bookings.

View. [Standard View] ~ Print Version Export+

E Status Cause of Alert Course/Course Type
8 Too Few Bookings | 7 HABITS OF HIGHLY EFFECTIVE - NONMGRS
o Too Few Bookings  ASCP - LEVEL 2 - CENTRAL

Current Value Minimum capacty Optimum capacty Maximum capacity Course Start Date Course Location =
10 24

15 20

24 04/052018
20 04022018

REGIONS PLAZA
REGIONS PLAZA

Last Refresh 03/26/2018 11:10:32 am CST Refiesh )

Your Action...

System Response...

2. Select Courses.

The Worklist of Courses screen will appear.

Employos SeltSevkce Extornal Leames

Log o

Welkome: Katis Womack

Overview  Repods  Serice

Instruction and Tulerieg  Biling Admiesiraior Anaics

= Course Name Status of Course Preparation

ASCP ONLINE ORIENTATION ¢ ooa
P MENT OVERVY W-| ARNING € ooa
EMPLOYMENT DISC & WORKPLACE HARR 4 coa
APPROVAL USING WORKFLOW -ELEARNING b coa

INESS, ANA sic ° coa
EIXED ASSET REPORTING -ELEARNING 4 ooa
PROC OVERVIEW AND NAV -ELEARNING 4 ool
SHOPPING CART PROCESSING ELEARNING  © con
GOODS RECEIPT -ELEARNING < ooa
VEHICLE & MAINTAINENCE REQ -ELEARNING b ooa

Capacity  Stan Date, Time

Worklist of Courses EO
Active Querles
Courses This Week (378) Next 2 Weeks (288) This Month (0) Next Month (0)
Course Follow-up Last 2 Weeks (0) Last Month (0]
Courses - This Week
Change Query Define New Query Personaize
View. [Standard View] [<]1 Change Course | Manage Participation | Comrespondence Waorkiist | Follow-Up | Firmly Book | Print Version Export+ &

Location CourseLanguage  Delery Method

Static Online Training

Course Followed Up 1=

Static Gnline Training

Static Online Training

Static Online Training

Static Online Training

Static Online Training

Static Online Training

Static Gnline Training

Static Online Training

Static Online Training -
Last Refresh 0313/2018 01:17:00 pm CST Refresh =

Your Action...

System Response...

3. Select Manage Course Participation.

The Manage Course Participations screen
will appear.
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Manage Course Participations
+ Continue

Period: 10/20/1900 - 12/07/2019 [ Chanae Period]
* Search in Course Catalog

Keyword Search

Course Catalog
Course Group Delivery Method Availability Start Date Location =
+ Legacy Conversion 01/01/1800
+ SOMS Catalog 01/01/1900

+ Unassigned Course Types

Your Action... System Response...

4. Selectthe * nextto the SOMS Catalog. Qp'l';: ofagencies providing training wil

Manage Course Participations

« Continue

Period: 01/15/1800 - 03/04/2019 Change Period
e Search in Course Catalog
" Keyword Search

Course Catalog

Course Group Delivery Method Availability Start Date Location =

¥ Legacy Conversion 01/0141900

~ S0MS Catalog 01/0141500
¥ Dept of Employment Security Catalog 01/01/1900
Finance and Administration Catalog 014011900
¥ Dept of Human Services Catalog 01/01/1900
¥ M5 Development Authority Catalog 0140111900
¥ Department of Health Catalog 0140111900
¥ Public Employees Retirement Sys. Catalog 0140111900
P State Personnel Board Catalog 01/01/1500
b SPB ADMINISTRATORS ONLY 01/01/1500
¥ Information Technelogy Services Catalog 01/01/1900

b Unassigned Course Types

Your Action... System Response...

5. Selectthe * next to the agency A list of training Course Groups will appear.

roviding the training course.
P g g Browse the Course Catalog for the course, or

select the radio button for “Keyword Search.”
The results of your search are displayed in a
window on the same screen.
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Manage Course Participations

«f Continue

Period: 01/15/1900 - 03/04/2019 Change Period
(s Search in Course Catalog
" Keyword Search

Course Catalog
Course Group Delivery Method Availability Start Date Location =
¥ Legacy Conversion 01/01/1900
¥ S0MS Catalog 01/01/1900
¥ Dept of Employment Security Catalog 01/01/11900
¥ Finance and Administration Catalog 01/01/11900
¥ GENE 01/01/1900
b SAAS 01/01/1900
¥ PROFESSIONAL DEVELOPMENT 01/01M1800
¥ STIMULUS 380 01/01M1800
¥ ACCESS CHANNEL FOR EMPLOYEES 01/011800
b MATA/CONTRACT AWARD 01/01/1900
¥ ZSPAHRS 01/01/1900
¥ SPAHRS MANAGE CONTRACTS TRAINING Instructor-led Training 01/01M1800
= SPAHRS MANAGE CONTRACTS TRAINING 2 Places Available 08/13/2016 WOOLFOLK
= SPAHRS MANAGE CONTRACTS TRAINING Fully Booked 08/13/2016 WOOLFOLK
CONTRACTS TRAINING 9 Places Available 032172017 WOOLFOLK
CONTRACTS TRAINING 4 Places Available 09/26/2017 Clark A
= SPAHRS MANAGE CONTRACTS TRAINING 15 Places Available 02122018 Clark A
= SPAHRS MANAGE CONTRACTS TRAINING 15 Places Available 02/28/2018 MSU-ADV-VEH
P SPAHRS HUMAN RESOURCES TRAINING Instructor-led Training 01/01/1800
P SPAHRS PAYROLLATOZ Instructor-led Training 01/01/1800 -
Your Action... System Response...

6. Selectthe * nexttothe Course Group | A list of training dates will appear.

you need to cancel the employee(s)
attendance.

The course is highlighted.

7. Select the next to the Course and
training date you need to cancel the
employee(s) attendance.

8. Select Continue at the top of the screen. | The Manage Course Participations screen

will appear.

ige Course Particip.
@4
E 50002152  Status Firmly Booked  Start Date/End Date 03/21/2017 - 04/21/2017  Loeation WOOLFOLK — Course Owner Delivery Method Instructor-led Training ~ Course Duration 300 Hourson 1Days  Language English  Places Available 9
Participants Basic Data Rooms and Matenals Instructors Qualificabons and Target Groups Prices and Costs Links Conirol Parameters Contacts Status Overview
Capacity
Minimum: 1 Optimum® 15 Maximum: 15
ipants (8) Ci (U] 3) Waitlist (0)
Fa‘rhclvar;f B Cancellation Reason Cancellation Fee Currency Cancelation Date -
Your Action... System Response...
The name and information are highlighted,
9. Select the next to the employee’s ar_1d the empl_oyee s current training activities
will populate in the bottom box.
name.
10. Select the Cancel Participation. A pop-up window will appear asking you to
select a reason code for the cancellation.
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Participant: Cole, Sonya
Places: 1
Cancellation Reason: | |'|
Cancellation Price/Currency: | 0.00]| sl
[OoK][Cancell
Your Action... System Response...
11. From the drop down arrow select a
cancellation reason.
12. Select OK. The following message will appear:
“Participation cancelled.”

Pre-book an Employee in Course

Pre-booking can be used if there are not any courses scheduled or if the scheduled dates are
not convenient. Pre-booking is expressing interest in attending a course at a later date.

Courses that meet your employees’ pre-booking criteria will appear in their Messages and
Notes section when they are scheduled. Employees can book themselves in those courses at
that time by selecting the course title or date link for the session they wish to attend and
following the standard booking procedure from the "8203 LSO Employee Self Service
Guidelines” located on the MMRS website under LSO Training Materials. Only one pre-booking
may exist for a given course in a specified time period. Their Pre-book lists will reflect the most
recent data entered.

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 Coordinator Tab. The Work Overview screen appears.
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Mississippi Accountability System for Govemment Information and Callabaration

Vi |

History Favores View Halp

I

Extema Leamer

=

[

Prosusement

I

Generat Appiicatons

Course adminatraton

Haome Empioyee SeltServce Training Coordinator Hame

Overview > Work Qverview

Booking, Prebooking, and Waitlist Monitor
Active Queries

Correspondence

Bookings - Too Few Bookings

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

£ Staws CauseofAlet  CourseiCourse Type
8 Too Few Bookings 7. 'S OF HIGHLY EFF]
& Too FewBookings  ASCP - LEVEL 2 - CENTRAI

Bookings. 160 Few Bookings (2)| Course Capacily Reached (0) Too Many Prebookings (0) Too Many Warlist Bookings (0]

Current Value Minimum capacty Optimum capacity Maximum capacity Course Start Date  Course Location =

! [ 1 ! 1 {
T Acmiistor Centol Triong Admisrsior dmsucton ana Tooeg Biieg Mdmiirsor Avsiss WR Aamisitor

Change Query Define New Query Personalize
&

10 24
15 20

24 04/0572018
20 0410272018

REGIONS PLAZA
REGIONS PLAZA

Last Refresh 03/26/2018 11:10:32 am CST Refresh )

Your Action...

System Response...

2. Select Courses.

The Worklist of Courses screen will appear.

Log o

Welkome: Katis Womack

! = | & [ [

ExtomalLeames  Procuremont 1 Apsical Home

Canlral Tra Biling Asmestiaior HR Adminstrator

Instruction and Tulsrieg Anaics

Worklist of Courses EO
Courses
Partcipation Active Queries
e Courses This Week (378) Next 2 Weeks (288) This Month (0) Next Month (0)
~ Services Course Follow-up Last 2 Weeks () Last Month (0]
| Courses - This Week
* Manage Coune Parcpaten
[ | hange Query Define New Query Personalize
* Deplay Gourse Catatog View. [Standard View] [<]1 Change Course | Manage Participation | Comrespondence Waorkiist | Follow-Up | Firmly Book | Print Version Export+ &

= Course Name Status of Course Preparation  Capacity  Stan Date, Time  Location CourseLanguage  Delery Method Course Folowed Up |~
ASCP ONLINE ORIENTATION > oo Static Online: Training
Pl MENT QVERWY W.ELEARNING | & coa Static Gnline Training
EMPLOYMENT DISC & WORKPLACE HARR o coa Static Online Training
APPROVAL USING WORKFLOW -ELEARNING b ocoa Static Online Training
BUSINESS ANAI YTICS RASIC USFR -FLFARNING | & coa Static Online Training
FIXED ASSET REPORTING -ELEARNING ® =] Static Online Training
PROC OVERVIEW AND NAV -EL EARNING © ooa Static Online Traiming
SHOPPIN ART PROCESSING -| ARNIN < ooa Static Online Training
GOODS RECEIPT -ELEARNING b ocoa Static Online Training
VEHICLE & MAINTAINENCE REQ -ELEARNING b coa Static Online Training 5

Last Refresh 0343/2018 01:47:00 pm CST Refiesh -

Your Action...

System Response...

3. Select Manage Course Participation.

The Manage Course Participations screen
will appear.

Manage Course Participations
+ Continue

Period: 10/20/1900 - 12/07/2019
* Search in Course Catalog
Keyword Search

Chanae Period

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

Start Date
01/01/1800
01/01/1800

Delivery Method Availability

Your Action...

System Response...

4. Selectthe * nexttothe SOMS Catalog.

A list of agencies providing training will
appear.
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Manage Course Participations
«F Continue

Period: 01/15/1900 - 03/04/2019 Change Period

(& Search in Course Catalog

" Keyword Search

Course Catalog

Course Group Delivery Method Availability Start Date Location =

¥ Legacy Conversion 01/01/1800

¥ SOMS Catalog 01/01/1900
¥ Dept of Employment Security Catalog 01/01/1900
¥ Finance and Administration Catalog 01/01/1300
¥ Dept of Human Services Catalog 01/01/1900
¥ WS Development Authority Catalog 01/01/1800
¥ Department of Health Catalog 0140141900
} Public Employses Retirement Sys. Catalog 044011500
¥ State Personnel Board Catalog 01/01/1900
¥ SPB ADMINISTRATORS ONLY 01/01/1900
¥ Information Technology Services Catalog 01/01/1500

¥ Unassigned Course Types

Your Action... System Response...
A list of training Course Groups will appear.

5. Selectthe ® nextto the agency

roviding the training course.
P g g Browse the Course Catalog for the course,

or select the radio button for “Keyword
Search.” The results of your search are
displayed in a window on the same screen.

Manage Course Parlicipations
« Continue
Period: 01/15/1900 - D3/04/2019
& Search in Course Catalog
" Keyword Search
Course Catalog
Course Group Delivery Method Awvailability Start Date Location -
¥ Legacy Conversion 01/0141900
~ SO0MS Catalog 01/01/1900
¥ Dept of Employment Security Catalog 01/01/1900
* Finance and Administration Catalog 01/0141900
b GENE 0140141900
b SAAS 01/01/1900
b PROFESSIONAL DEVELOPMENT 01/01/1900
b STIMULUS 380 01/01/1900
»  ACCESS CHAMNEL FOR EMPLOYEES 01/01/1900
b MATA/CONTRACT AWARD 01/01/1900
~ SPAHRS 0140141900
¥ SPAHRS MANAGE CONTRACTS TRAINING Instructor-led Training 01/01/1900
* SPAHRS MA E CONTRACTS TRAINING 2 Places Available 081132016 WOOLFOLK
= SPAHRS CONTRACTS TRAIMING Fully Booked 08132018 WOOLFOLK
- E CONTRACTS TRAINI 9 Places Available 03212017 WOOLFOLK
- E CONTRACTS TRAINING 4 Places 4vailable 09282017 Clark A
" SPAHRS MANAGE CONTRACTS TRAINING 15 Places Available 02122018 Clark A
= SPAHRS MANAGE CONTRACTS TRAINING 15 Places Available 021282018 MSU-ADV-VEH
b SPAHRS HUMAN RESOURCES TRAINING Instructor-led Training 01/01/1900
b SPAHRS PAYROLLATOZ Instructor-led Training 01/01/1900 -
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Your Action...

System Response...

6. Selectthe * nextto the Course Group
you would like your employees to attend.

A list of training dates will appear.

7. Select the next to the Course and
training date you would like your
employee(s) to attend.

The course is highlighted.

8. Select Continue at the top of the screen.

The Manage Course Participations screen
will appear.

Manage Course Participations

Places Available 4
Participants Basic Data Rooms and Matenals Instructors. Qualifications and Target Groups. Prices and Costs

Capacity
Minimum: 1 Optimum. 15 Maxdmum. 15

Booked Participants (11) Cancelled participants (0) - Prebookings (0) | Waiist (0)

Prebook Addtional Participants

Participant Preferred Location Preferred Language

E 50002978  Status Fumly Booked Start Date/End Date 0927/2017 - 09/27/2017 Location Robert G Clark Traning Room A  Course Owner

Delivery Method Instructor-led Training ~ Course Duration 350 Hourson 1Days  Language English

Control Parameters | Confacts | Status Overview

Prebooked Places

Your Action...

System Response...

9. Select the Prebookings Tab.

10. Select Prebook Additional Participants.

The Prebook Additional Participants screen
will appear.

11. Once you click on the on the first row by

-
Participant, select the

The Select Participant screen will appear.
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Participant

Search Term: | |

Select Participant Type

Participant Type: |Person [+]
List
Participant Participant Type Organization |E|
Select Close
Your Action... System Response...

12. Enter the Last Name of the employee in
the search term box.

13. Select Participant Type as person and
select Find.

The person will be displayed.

14. Highlight the person to be added to the
course and choose Select.

The system will populate the Person on the
Book Additional Participants screen.

You may add more people by selecting Add
Row.

15. Select OK.

The system will display the following
message:

“Participation prebooking was successfully.”

Page 16 of 33



8202 — LSO Training Coordinator Guidelines V4 06/04/2019

Change Prebooking

As Agency Training Coordinator, you can also use the “Manage Course Participation” function
to change or cancel your employees from their prebookings or modify their existing prebookings
with a new date or location.

Your Action... System Response...
1. Select the Training Coordinator Tab. The Work Overview screen appears.

e Booking, Prebocking, and Waitlist Monitor EIE
Participation Active Queries =
Commpondence Baokings Too Few Bookings (2)| Course Capaciy 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 « 2
% Staus CauseofMlet  CourselCourse Type Current Value Minimum capacity Optimum capacity Maximum capacity Course Start Date  Gourse Location =
a Too Few Bookings | 7 HABITS OF HIGHLY EFFECTIVE - NON-MGRS 10 24 24 04/05/2018 REGIONS PLAZA
& TooFewBookings ASCP - LEVEL 2- CENTRAL 15 20 20 040212018 REGIONS PLAZA

Last Refresh 03/26/2018 11:10:32 am CST Refiesh g

Your Action... System Response...
2. Select Courses. The Worklist of Courses screen will appear.

Log o

Welcome. Katie Womack

Employes Se-Senis  Exemallesmes  Pocurement  Generalgpications | Traing Cosrdinator Home:

Worklist of Courses EE
Active Queries

Courses This Week (378) Nex1 2 Weeks (288) This Month (0) Next Month (0)
Course Follow-up Last 2 Weeks (0) Last Month (0]

Courses - This Week

Change Query Define New Query Personalize
View: [Standard View]  |=|| Change Course | Manage Pariicipation | Comespondence Worklist | Follow-Up | Firmly Book | Print Version Export« B

& Course Name Status of Course Preparation  Capacity  StartDate, Time  Location Course Language  Dekvery Method Course Followed Up
ASCP ONLINE GRIENTATION 3 coa Static Online Training
B MENT OVERVI V- ARNING & ooa Static Online Training
EMPLOYMENT DISC & WORKPLACE HARR @ o8 Static Online Training
APPROVAL USING WORKFLOW ELEARNING | @ coa Static Online Training
INESS ANAL YT SIC @ ooa Static Online Training
EIXED ASSET REPORTING -ELEARNING ° ooa Static Online Training
PROC OVERVIEW AND NAY -ELEARNING o coa Static Online Training
SHOPPIN ART PROCESSING - ARNIN @ ooa Static Online Training
GOODS RECEIPT -ELEARNING 3 0@ Static Online Training

VEHICLE & MANTAINENCE REQ -ELEARNING o ool

Static Online Training 5
Last Refresh 03/13/2018 01:17:00 pm CST Refresh

Your Action... System Response...
3. Select Manage Course Participation. The Manage Course Participations screen
will appear.
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Manage Course Participations
+ Continue
Period: 10/20/1900 - 12/07/2019 | Chance Period |
= Search in Course Catalog
Keyword Search
Course Catalog
Course Group
¢ Legacy Conversion
» SOMS Catalog
» Unassigned Course Types

Delivery Method Availability Start Date Location =]
01/01/1900
01/01/1800

Your Action...

System Response...

4. Selectthe *

next to the SOMS Catalog.

A list of agencies providing training will
appear.

Manage Course Participations

+ Continue

Period: 01/15/1500 - 03/04/201% Change Period
(e Search in Course Catalog

" Keyword Search

Course Catalog
Course Group Delivery Method

¥ Legacy Conversion

> SOMS Catalog

Dept of Employment Security Catalog

Finance and Administration Catalog

Dept of Human Services Cataleg

MS Development Authority Catalog

Department of Health Catalog

Public Employees Retirement Sys. Catalog

State Personnel Board Catalog

SPB ADMINISTRATORS ONLY

v v v v v v v v v

Information Technology Services Catalog

¥ Unassigned Course Types

Availability Start Date Location =
01/0141900
01/0141900
01/01/1900
01/0141900
01/0141900
01/0141900
01/0141900
01/0141500
01/01/1900
01/0141900
01/0141900

Your Action...

System Response...

5. Selectthe * nextto the agency
providing the training course.

A list of training Course Groups will appear.

Browse the Course Catalog for the course,
or select the radio button for “Keyword
Search.” The results of your search are
displayed in a window on the same screen.
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Manage Course Participations

«” Continue

Period: 01/15/1900 - 03/04/2018 Change Period
e Search in Course Catalog
" Keyword Search

Course Catalog

Course Group Delivery Method Availability Start Date Location e

b Legacy Conversion 01/01/1800

¥ S0MS Catalog 01/01/1800

» Dept of Employment Security Catalog 01/01/1900

¥ Finance and Administration Catalog 01/01/1500

» GENE 01/01/1800

b SAAS 01/01/1500

» PROFESSIONAL DEVELOPMENT 01/01/1500

b STIMULUS 360 01/01/1800

} ACCESS CHANNEL FOR EMPLOYEES 01/01/1500

P MATA/CONTRACT AWARD 01/01/1500

¥ SPAHRS 01/01/1800

~ SPAHRS MANAGE CONTRACTS TRANING Instructor-led Training 01/0111%00

= SPAHRS MANA
= SPAHRS M

GE CONTRACTS TRAINING 2 Places Available 091132016 WOOLFOLK
E CONTRACTS TRAINING Fully Booked 091312018 WOOLFOLK
E CONTRACTS TRAINING 9 Places Available 03212017 WOOLFOLK
E CONTRACTS TRAINING 4 Places Available 0926207 Clark &
GE CONTRACTS TRAINING 15 Places Available 02122018 Clark A

" SPAHRS M
" SPAHRS MA
= SPAHRS MANAC

= SPAHRS MANAGE CONTRACTS TRAINING 15 Places Available 02/28/2018 MSU-ADV-VEH
b SPAHRS HUMAN RESOURCES TRAINNG Instructor-led Training 01/01/1800
¥ SPAHRS PAYROLLATOZ Instructor-led Training 01/01/1500 -
Your Action... System Response...

6. Selectthe * nextto the Course Group | A listof training dates will appear.

you would like your employees to attend.

The course is highlighted.

7. Select the next to the Course and
training date you would like your
employee(s) to attend.

8. Select Continue at the top of the screen. | The Manage Course Participations screen

will appear.

ge Course Part

E 50002978 Status Fumly Booked Start Date/End Date 0%/27/2017 - 09/27/2017 Location Robert G Clark Training Room A Course Owner Delivery Method Instructor-led Traming ~ Course Duration 350 Hourson 1Days  Language English
Places Available 4

Participants Basic Data Rooms and Materials Instructors Qualifications and Target Groups Prices and Costs. Links Control Parameters Contacts. Status Overview

Capacity
Minimum: 1 Optimum: 16 Maximum: 15
Booked Parlicipants (1) Cancelled paricipants (0) < Prabookings (0) | Waitist (0)
k 11 Prebook Addtional Participants el ge Prebook
Participant Preferred Location Preferred Language Prebooked Places Period

Your Action... System Response...

9. Select the Prebookings Tab.

10. Highlight the person, which the prebooking
is being changed.
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Your Action...

System Response...

11. Select Change Prebooking.

The Change Prebooking window will appear
which gives you the option of changing the
Preferred Location, Preferred Start and End
Date.

* Prebooked Places:

Participant: Bishop, Chester

Preferred Location: |

=)

Preferred Language: |English [~

1

* Preferred Start Date: 03/13/2018 |

* Preferred End Date: [12/31/9999 @

[oK][cancel|

Your Action...

System Response...

1. Select ¥ by the Preferred Location in
order to select the location for the
employee to attend. This is not a required
field.

2. Select the Preferred Start Date, and
Preferred End Date to select the location
and dates you would prefer for the
employee.

3. Select OK.

System will display the following message at
the top of the page.

The prebooking data has been changed.

4. Close the window.
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Cancel Prebooking

Your Action... System Response...
1. Select the Training Coordinator tab. The Work Overview screen appears.

qle

History Favordes View Help

I |= ~ I = st E E L L L = I L
Vome  Emptoyes St Sevice Procurement  Geners Appictos e Coriva Teamin A nscton and Tuarng  Bllog Admmssiter Awyics W Adminintor
- Work Ovrvew
— Booking, Prebooking, and Waitlist Monitor EIC
Participation Active Queries §
e Bookings Too Few Bookings (Refresh is running). Course Capacity Reached (0) Too Many Prebookings (0) Too Many Waitist Bookings (0)

Bookings - Too Few Bookings
Change Query Define New Query Personalize
VoW [ Standard View Print Version Export
Status Causeof Mlet  Gourse/Course Type Current Value Minimum capacity Optimum capacity Maximum capacity Course Start Date Course Location =
7 HABITS OF HIGHLY EFFECTIVE - NON-MGRS 1 4 NS PLZ
ASCP - LEVEL 2 - CENTRAL

Refresh is running [99%

Your Action... System Response...
2. Select Courses tab

T 1
(] O
oy Farsion Viow o [r——

E = o = | i I | E 1 [

Home: Employes Sei-Servee  Exiemsilesmer  Procuwement  GenaralAppicaions | Training Coominaioe Home: Course Administration  Training Sominseaior  Censal Tramng Admeustrator  Instrucson and Tutoring  Biling Arminisyatee Anatyics 1t adminesrator

Log of

Overview  Repots | Seve

Worklist of Courses S
Parscpation Active Guerles

Courses THIEWWEEK373) Next 2 Weeks (298) This Monih (0) Next Manth (0)
Course Follow-up Last 2 Weeks (0) Last Manth (0}

Comespandence

—— Courses - This Week
Manage Gourse Parbcpason
Change Query Define New Query Personalize

Gereral

e — View: [Standard View] [*]| Change Course | Manage Participation | Correspondence Workks! | Follow-Up | Firmily Book | Print Version Export« =
Course Name Status of Course Preparation  Capacity  Stant Date, Time  Location Course Language  Delivery Method Course Followed Up =
ASCP ONLINE ORIENTATION @ ooa Static Online Training

PROCUREMENT OVERVIEW & NAV-ELEARNING

EMPLOYMENT DISC & WORKPLACE HARR

APPROVAL USING WORKFLOW -ELEARNING
JSi ANALYTICS BASIC USER -1 EARNING

o Static Online Training
o
2
°
SET REPORTING | 1 @
@
°
B
B

Static Online Training
Static Online Training

Static Online Training

=

Static Online Training

Static Online Training

Static Online Training

Static Online Training

Static Online Training =
Last Refresh 03/26/2018 12:00:15 pm CST Refresh

PROC OVERVIEW AND NAV -FI FARNING
SHOPPING CART PROCESSING -ELEARNING
GOODS RECEIPT -ELEARNING

VEHICLE & MAINTAINENCE REQ -ELEARNING

HEFEERERE

Your Action... System Response...
3. Select Manage Course Participation tab. | Manage Course Participation screen will
appear.
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Manage Course Participations
+ Continue
Period: 10/20/1900 - 12/07/2019 | Chance Period

* Search in Course Catalog
Keyword Search

Course Catalog
Course Group
+ Legacy Conversion
+ SOMS Catalog
+ Unassigned Course Types

Delivery Method Availability Start Date Location =
01/01/1900
01/01/1900

Your Action...

System Response...

4. Select " nexttothe SOMS Catal og. A list of agencies providing training will
appear.
Manage Course Participations
+” Continue
Period: 01/151900 - 03/04/2019
(e Search in Course Catalog
" Keyword Search
Course Catalog
Course Group Delivery Method Availability Start Date Location =
b Legacy Conversion 01/01/1300
¥ SOMS Catalog 01/01/1800
¥ Dept of Employment Security Catalog 01/01/1900
P Finance and Administration Catalog 01/0111900
P Dept of Human Services Catalog 01/0111500
P 115 Development Authority Catalog 011011500
b Department of Health Catalog 0110111800
»  Public Employees Retirement Sys. Catalog 0170111800
P State Personnel Board Catalog 01/0111500
P SPB ADMINISTRATORS ONLY 0110111500
b Information Technology Services Catalog 01/011900
¥ Unassigned Course Types
Your Action... System Response...

5. Selectthe ® nextto the agency
providing the training course.

A list of training Course Groups will appear.

Browse the Course Catalog for the course,
or select the radio button for “Keyword
Search.” The results of your search are
displayed in a window on the same screen.
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Manage Course Participations
« Continue

Period: 01/15/1500 - 03/04/2019 Change Period

(s Search in Course Catalog
" Keyword Search

Course Catalog
Course Group Delivery Method
¥ Legacy Conversion
¥ SOMS Catalog
¥ Dept of Employment Security Catalog
¥ Finance and Administration Catalog
b GENE
SAAS
PROFESSIONAL DEVELOPMENT
STIMULUS 360
ACCESS CHANNEL FOR EMPLOYEES
MATA/CONTRACT AWARD
SPAHRS
¥ SPAHRS MANAGE CONTRACTS TRAINING
= SPAHRS WA

4 v v v = =

Instructer-led Training

4GE CONTRACTS TRAINING

= SPAHRS M. CONTRACTS TRAIMING

= SPAHRS M. CONTRACTS TRAINING

= SPAHRS M. CONTRACTS TRAINING

= SPAHRS M. CONTRACTS TRAINING

= SPAHRS MANAGE CONTRACTS TRAINING
b SPAHRS HUMAN RESOURCES TRAINING
b SPAHRS PAYROLLATOZ

Instructer-led Training

Instructer-led Training

Availability Start Date Location
01/01/1900
01/01/1900
01/01/1800
01/01/1800
01/01/1800
01/01/1800
01/01/1800
01/01/1800
01/01/1800
01/01/1800
01/01/1800
01/01/1800
081372016
091372016
0212017
092612017
0211212018
02/28/2018
01/01/1800
01/01/1800 -

2 Places Available

Fully Booked

WOOLFOLK
WOOLFOLK
9 Places Available WOOLFOLK
4 Places Available Clark &
15 Places Available Clark &

15 Places Available WMSU-ADV-VEH

Your Action...

System Response...

6. Selectthe * nextto the Course Group
you need to cancel the employees
prebooking.

A list of training dates will appear.

7. Select the box next to the Course and
training date you cancel employee(s)
prebooking.

The course is highlighted.

8. Select Continue at the top of the screen.

The Manage Course Participations screen
will appear.

ge Course Par

E 50002678  Status Firmly Booked  Start Date/End Date 08/27/2017 - 08/27/2017

Places Available 4

Booked Participants (11) Cancelled participants (0) - Prebookings {0) | Waitlst (0)

ant Prebook Additional Participants  Delel

Participant Preferred Location Preferred Language

Location Robert G Clark Training Reom A Course Owner

Panticipants | BasicData = Rooms and Materials | Instructors | Qualifications and Target Groups | Prices and Costs | Links
Capacity
Minimum: 1 Optimum: 15 Maximum: 15

Delivery Method Instructor-led Traing ~ Course Duration 350 Howson 1Days  Language English

Control Parameters. Contacts Status Overview

Prebooked Places Period

Your Action...

System Response...

9. Select the Prebookings Tab.

10. Highlight the person, which the prebooking
is being changed.

11. Select Delete Prebooking.

The Delete Prebooking window will appear.
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Delete prebooking?
[Yes |[Nol
Your Action... System Response...
12. Select Yes. System will display the following message at

the top of the page.

The prebooking has been deleted.

13. Close the window.

Manage Mandatory Assighments

A Mandatory Course Assignment does not book your employees into a course; it merely places
the course in their Messages and Notes section telling them to book the first available session

of the training.

Mandatory Course Assignments are a way to tell your employees they need to book a course or

there is training that is strongly recommended for them to attend.

Your Action... System Response...

1. Select the Training Coordinator tab.

T S ] isisi untability System for Government Information and Collaboration
“'_.H“.' Miss abilty Syslam for G 1 Information and Collabor

Hitary Fauorios View Heip

Booking, Prebooking, and Waitlist Monitor

Active Queries

Bookings Too Few Bookings (2}l Course Capacity Reached (0) Too Many Prebookings (0) Too Many Waitist Bookings (0)
Bookings - Too Few Bookings

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

B Status Cause of Alert Course/Course Type Current Value Minimum capacity Optimum capacity Maximum capacity Course Start Date Gourse Location =
a Too Few Bookings 7 HABITS OF HIGHLY EFFECTIVE - NON-MGRS 10 24 24 04052018

& TooFew Bookings ASCP . LEVEL 2 CENTRAL 15 ) 20 04022018

Change Query Define New Query Personalize
&

REGIONS PLAZA
REGIONS PLAZA

Last Refresh 03/26/2018 12:27:16 pm CST Refresh iy
v
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Your Action...

System Response...

2. Select the Participation tab.

3. Select the Manage Mandatory
Assignment tab.

The Manage Required Course screen will
appear.

Manage Required Courses: Step 1 (Select Persons)
Next )

. ' 4
Sotect Parsons

wa
Find
B Hame Postion

Selected
B nam

Your Action...

System Response...

Type your employee’s last name in the
Find box to search for the employee(s)
you would like to manage a required
training course.

Select Organizational Unit, Job, Position
or Person from the drop down menu under
the IN space.

If you'd like to manage required training
for all of your direct reports, just place the
first 4 digits of your org unit number and
an asterisk (*) in the “Find” field and select
“Organizational Unit” from the drop-down
menu.

o

Select GO.

The requested information will be returned.

Highlight the employee from the Available

box and select
the Selected box.

to insert employee into

Select Next.

The Manage Required Courses screen will
appear.

Manage Required Courses: Step 2 (Change Assignment)

" [ A 4

Select persons

Object Type

nnnnn

Postnn
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Your Action... System Response...
9. Select the box next to the employee’s The name and information are highlighted.
name.
10. Select the Select New Required Course | The Course Catalog screen will appear.
button.

Manage Required Courses: Step 2 (Find Course)
Previous | Next b/ | Back to Change Assignment
»

Find Course

["Show Selected Obiects (1]
Period: 05/26/1901 - 07/12/2020

@ Search in Course Catalog
" Keyword Search

Course Catalog
Course Group Delivery Method

» Legacy Conversion

» SOMS Catalog

» Unassigned Course Types

Availability

Start Date
01/01/1800
01/01/1900

Location Object.. =
40000096
40000025
00000000

Your Action...

System Response...

11.Selectthe * next to the SOMS
Catalog.

A list of agencies providing training will
appear.

Manage Required Courses: Step 2 (Find Course)
Previous | Next b| | Backto Change Assigment

I»

[ a

Find Course

» Show Selected Objects (1)

Period: 02/24/1900 - 04/13/2018 [ Change Period
(@ Search in Course Catalog
) Keyword Search

Course Catalog
Course Group Delivery Method

» Legacy Conversion

~ SOMS Catalog

Dept of Employment Security Catalog

Finance and Administration Catalog

Dept of Human Services Catalog

M5 Development Authority Catalog

Department of Heatth Catalog

Public Employees Retirement Sys. Catalog

State Personnel Board Catalog

SPB ADMINISTRATORS ONLY

Information Technology Services Catalog

P Unassigned Course Types

Availabilty Start Date: Location =
01/01/1800
01/01/1900
01/01/1300
01/01/1500
01/01/1800
01/01/1900
01/01/1800
01/01/1800
01/01/1900
01/01/1900
01/01/1500

Your Action...

System Response...

12.Select the * next to the agency
providing the training course.

A list of training Course Groups will appear.

Browse the Course Catalog for the course, or
select the radio button for “Keyword Search.”
The results of your search are displayed in a
window on the same screen.
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Manage Required Courses: Step 2 (Find Course)
4 Prevous | Next || Backto Change Assignment

I»

I a

Find Course

»_Show Selected Objects (1)

Period: 02/2411900 - 04/13/2019 [ Change Period

(= Search in Course Catalog
© Keyword Search

Course Catalog
Course Group
b GENE
P SAAS
P PROFESSIONAL DEVELOPMENT

Delivery Method

b STMULUS 360

b ACCESS CHANNEL FOR EMPLOYEES

P MATAICONTRACT AWARD

~ SPAHRS
¥ SPAHRS MANAGE CONTRACTS TRAINNG
¥ SPAHRS HUMAN RESOURCES TRANING
} SPAHRS PAYROLLATO Z
P SPAHRS TRAVEL TRANING
¥ TRAVEL SUB-SYSTEM - ONLINE COURSE
b SPAHRS TO WAGIC HR NTEGRATION
¥ ACA 1085 REVEW

» COBNOS

Instructor-led Training
Instructor-led Training
Instructor-led Training
Instructor-led Training
Static Oniine Training

Instructor-led Training

Instructor-led Training

» PROGRAMMNG

b 1S ENTERPRISE LEARNING MGHT SYS
P PAYMODE

» DFA-MMRS STAFF ONLY

P SPREADSHEET

Availability Start Date Location [«
01011800
0170111800
010111900
0170111900
01/0111900
0170111800
01/01/1900
01/0111900
01011800
01011800
0170111800
05/06/2016
010111800
0170111800
01/01/1900
0170111900
01/0111900
01/01/1800
0170111800
010111900 ~

Your Action...

System Response...

13.Select the * next to the Course Group
you would like your employees to attend.

A list of training dates will appear.

14. Select the next to the name of the
training Course Type to be assigned.

The course is highlighted.

15. Select Next.

The assignment screen will appear.

Manage Required Courses: Step 2 (Assign Validity period)
o Previous +| Backto Change Assigament | assin

[ b

Find Course Assign Validity Period

Assigned Required Course : SPAKRS MANAGE CONTRACTS TRAINING
Change Viskdty Period for A1
Hame Org. Unt

Medase , Ema Jane 01810306

Fosbon

MANAGIG CONSULTANT

Start Date

Your Action...

System Response...

16. Select the Change Validity Period for All
button.

The Change Validity Period for All window
will appear.
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Start Date: |ﬁ

End Date: |E

Your Action...

System Response...

17. Select the Start and End Date.

18. Select OK.

19. Select Assign.

A summary screen will appear.

Manage Required Courses: Step 2_(Change Assignment)
o Previous et »

w4
Seectfarsors  Change Assignment

—

Selected People, Org Units, or Positions.
Select bew Requred Course
Hame Object Type
Hedase Ems Jane. Person

Required Caurses for : Mcdade , Eima Jane

Acti

s 4

HRS MANAGE CONTRACTS TRAMNG

Pusson Org. st

MANAGING CONSULTANT 1610396

Your Action...

System Response...

20. Select Next.

21. Select Next.

The activity was completed successfully
message will appear at the top of the page.

22.Close the window.

Mandatory Assignments Report

As well as making mandatory course assignments to your employees, you can also run a brief

report to check on their progress.

Your Action...

System Response...

1. Select the Training Coordinator tab.
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Mississippl Accountabilty System for Govemment Informaticn and Collaboration

(it |
oy _rov

es View Hep

Baoking, Prebooking, and Waidist Monitor
Active Gueries

Bookings ToFEWBSOERSIE) Couss Capacky Reached (1) Ton Many Prabookings (1) Too

Bookings - Toa Few Bookings

Siates CouseofAlet  CourseiCourse Type Curvest Vaiue M

7 KABITS OF HIGHLY EFFECTIVE - KON-MGRS.
ASCP- LEVEL 2 - CENTRAL

Refresh is running [

Your Action...

System Response...

2. Select the Participation tab.

3. Select the Mandatory Assignment
Report link.

The Manage Required Course screen will
appear.

Manage Required Courses

4 | Save as Variant . || Back || Exit || Cancel || System ‘| | Execute |
Select. Criteria
Course Type b
Course ID
Learner Type b
Learner D}
Show Organizational Units
Show Indiv. Required Courses
Your Action... System Response...
Select P Person from Learner Type drop

down box.

Click on the Learner ID box and select the
] .

Choose Plan Version search screen will
appear.
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Choose plan version )
#a Plan Version Current plan v
V| %
Your Action... System Response...
6. Select Current plan for the Plan Version The Person screen will appear.
and select v : NOTE: If the Search Term screen appears,
select = and choose Personnel ID Number.

Manage Required Courses

Menu , 4 | Save as Variant .. || Back | Exit | Cancel | System , | Execute

Select. Criteria

Person (1) %

- PersonnellD Number Part-time employees (D) Buyer ()

Pers. 1D modifier
1D number

| Personnel number

Start Date
End Date
(| |3
< >
g » REA (100) 'sl.  mpreaci
Your Action... System Response...
7. Enter the employee’s Personnel number.
IFH The search results will appear.

8. Select the===,
9. Select the employee. The row is highlighted.
10. Select the Liﬂ to confirm your selection.
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Your Action...

System Response...

11. Select Execute.

The resulting report will show you the
employee’s mandatory assignments and
whether they have booked or completed
them.

Employee Training Transcript

As the Agency Training Coordinator, you can run your employee’s training transcript at any

time.

Your Action...

System Response...

1. Select the Training Coordinator tab.

The Work Overview screen appears.

ing, Prebooking, and Waitlist Monitor
Active Gueries.
Bookings. Toa Few Baokge @) Course Capacty feached (0] Tos Man Prebockngs (0

Tos Many Watls| Bookings (0

Bookings - Too Few Boakings

View: (Stancard Venl | ~| proeversen Exports

Course Start Dotz

24| oansois REGIONS PLAZA
20| bus2ois REGIONS PLAZA

Last Refresh 03262018 01:24:31 pen €T feiresnz)

Your Action...

System Response...

2. Select the Reports tab.

A listing of reports will appear.
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l“ ;-‘ ﬁ I l)‘ Mississippi Accountability System for Government Information and Collaboration

Log off

History Favorites View Help Welcome: Katie Womack

= = = E [ =

Home Employee Self-Service External Learner General Applications Training Coordinator Course Administration Training Administrator Central Trainir -

Overview Reports

Training Coordinator > Reports > Reports Full Screen

1>

Courses
Course Transcript Report Course Schedule

Generates Transcripts for all Partcipants Display the schedule for courses specified.
Booking Approval Status Report Course Dates

Displays Booking approvals for all Participants Generales a list of course dates scheduled per course type in the period specified.
Participant List Resource Listper Course

Generate a list of internal and external paricipants of all courses selected. Create a list of required resources (rooms, instructors, and other resources such as training materials) for
Sookings per Padidioant all courses in the period specified

Generates a list of courses booked for an internal or external participant in a specified period. Course Prices
Participation Prerequisites Generate alist of internal and external course prices.

alist ofthe required for incourses of one or more course types fora
specified period.

Participant's Qualifications
Generate a list of an attendee’s qualifications
Prerequisites Matchup

Reportto carry out a qualifications matchup to compare the actual qualifications of a participant with the
qualifications required for participation in a course

Prebookings per Course Type

Generate a list of all prebookings made for one or more course types in a specified period.
Prebookings per Participant

Generates a list of all prebookings made for individual or group participants.
Participants for Rebooking

This report lists bookings that still need to be rebooked. This means any participants that were registered
for the course butwho did not receive a place either because maximum capacity had been reached or
because the course was canceled.
Participation Statistics v

<

Your Action... System Response...
3. Select the Course Transcript Report tab. | The Prompts screen will appear.
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Your Action...

System Response...

4. Select the Participant Last Name and
enter the employee’s last name in all
capital letters.

i
5. Select ““ to search for the employee.

The employee’s last name appears in the left
hand box.

6. Highlight the last name and press =

to move the name to the box on the right.

7. Select OK.

The transcript appears for all people with the
same last name.

NOTE: There is a filter at the top of the
screen where you can drill down to locate first
name of an employee.
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