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Core-CT HRMS 9.2 Training Registration
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Overview

This job aid will assist training registration users with the enrollment of their agency’s users in Core-CT training classes.  It has been designed as a quick-reference guide for users in managing Core-CT training registration information. 
Register a User in a Course Session
	Objective
	Use this procedure to enroll an individual user into one or more Core-CT training course sessions or change the employee’s status for a session.  A course session is a specific instance (date, time and location) of a course. 

	
	

	Key Points
	Add a new row to the training record for each session; this will provide an historical record of an employee’s training history. 


	
	For Financial related classes, Training Registration Contacts (TRC) are asked to place individuals on the course waitlist. The enrollments and invitations are done centrally according to the order users have been placed on the waitlist. The exception is User Group meetings where the TRC is asked to enroll the individual directly to the session.
Some courses require the completion of a pre-requisite course. It is important that users complete the pre-requisite class first.  Review the training schedule communications or contact the Core-CT office for this information. 
It is important to drop users that can not attend a particular training session so that the space is available for another user.

The Course Code, Attendance, Business Unit and Department fields are required on the Course Enrollment page.
As a reminder, no processing of any kind including training registration can take place on “Confirm Thursday” after 2:00PM since training registration is part of the HRMS application.  Always check the Core – CT website for system availability.

http://www.core-ct.state.ct.us/hr/


	Steps
	1.  Click the following navigation links to open the “Student Training” page:  Main Menu > Core-CT HRMS > Administer Training > Student Enrollment > Enroll in Course

	
	

	
	2.  Select the user you would like to enroll in a course by typing the employee number in the EmpID field, the individual’s whole name in the Name field (for example, John Smith)  or  all or part of the individual’s last name in the Last Name field (for example, for Smith you could type SMITH or SMI.  Core-CT will return all values that include the letters you type in the name).  Click Search to find all matches.  If more than one match is found, select the desired individual by clicking anywhere on the Employee ID number or his/her name.

	
	

	
	3. You will now have access to the Course Student Enrollment page.  If the Course Code field is not blank, click the “+” button at the right-hand side of the page to add a new row to this employee’s training record.

	
	

	
	4.  Type the Course Code or click the lookup icon next to the Course Code field to search for the code.  The Course Code can be found on the training schedule or on Daily Mails notifying users of schedules. If it is a Financials training class, click the drop-down menu for Attendance, and choose “Course Waitlist”. Then save the entry. 
Note:   If the selected course requires completion of a pre-requisite course and the user did not complete this course, a message will appear on the screen stating that the pre-requisite course needs to be completed before enrolling in this course. You should then enroll the employee in the required pre-requisite course.  Review the training schedule communications or contact the Core-CT office if you need information regarding course pre-requisites.

	
	

	
	5.  If the course is not a Financials training course then type the Session # or click the lookup icon next to the Session # field to search for the code.  The Session # can also be found on the training schedule or Daily Mail. 

Note:  If you choose to search for the session number using the lookup icon, click the Lookup button and then click anywhere on the course session number.

	
	

	
	6. Confirm that space is available in the requested course session by comparing the value in the Nbr Enrolled field with the Max number permitted in the class.  If space is not available, return to step 5 and select a different session number.  If all the sessions are full, put the user on a course waiting list by selecting Session Waitlist in the Attendance field.  
 

	
	Note:  If you need to cancel a training session for a user at any time, select “Drop” in the Attendance field. 


	
	7. If space is available in the course session, select “Enrolled” in the Attendance field.

	
	

	
	8.  Click the Save button in the bottom left-hand corner of the page.

	
	  

	
	9.  To enroll this individual in additional course sessions, click the “+” button at the right-hand side of the page to add a new row to this employee’s training record.  Repeat steps 4 through 7.


View Training Reports
View a User’s Training Summary On-line

	Objective
	Use this procedure to view an individual’s training registration history online.

	
	

	Key Points
	This information is only available online; it cannot be downloaded to Excel.  Use the Query functionality to generate Excel based training summaries.

	
	

	Steps
	1.  Click the following navigation links to open the “Student Training Summary” pages: Main Menu> Core-CT HRMS> Administer Training> Result Tracking> Review Training Summary 

	
	

	
	2.  Select the user whose training record you would like to review by typing the employee number in the EmpID field, the individual’s whole name in the Name field (for example, John Smith) or all or part of the individual’s last name in the Last Name field (for example, for Smith you could type SMITH or SMI.  Core-CT will return all values that include the letters you type in the name). Click Search to find all matches.  If more than one match is found, select the desired individual by clicking anywhere on his/her name.

	
	

	
	3.  View course session information for the course(s) the individual is/was enrolled in on the Session tab.

	
	

	
	4.  Click on the Status tab to view status and attendance information for the course session(s) the individual is/was enrolled in.

	
	


Use Core-CT Query to Generate Training Reports
	Objective
	Use this procedure to run various, pre-defined training related reports.

	
	

	Key Points
	Information generated through query is available on-line and can be downloaded to Excel. 

	
	

	Steps
	1. Click the following navigation links to open the “Query Manager” pages: Main Menu> Core-CT HRMS> Reporting Tools> Query> Query Viewer

	
	

	
	2. Determine which query you would like to run.  Reference the “Inventory of Available Queries” contained in this job aid for a description of the queries that are available to training registration users. 
Two queries require the Set ID and the Department; they are CT_AGENCY_TRN_STATUS and CT_AGENCY_WAITLIST_MASTER.  You can select a specific Department by clicking on the lookup icon and choosing the one you need.  You can also get a report for all departments in your agency by typing % in the Department field.

	
	

	
	3. Click the Search button to view the list of queries that are available or type in CT in the “begins with” field.  

	
	

	
	4. Click Run to Excel for the query that you would like to generate. Click View Results. You can either open the file from its current location or select the file and save it to your preferred directory.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Inventory of Available Queries
	Query Name
	Purpose

	CT_AGENCY_TRN_STATUS
	Provides a list of the training status and attendance for all users within a specified agency.



	CT_AGENCY_WAITLIST_MASTER
	Provides a list of employees on a waiting list for a course or session.


	CTPER703_COURSE_TBL
	Provides a list of all Core-CT courses.


	CTTRN004_TRAINING_SCHEDULE
	Provides a listing of the Core-CT Training Schedule.


	TRN020_COURSE_HISTORY_OF_EE
	Provides a summary of an individual employee’s course history including status and attendance.


	CT_COURSE_ENROLLMENT_MASTER
	Provides a listing of all Core-CT courses and lists the maximum number of seats in each class and the number of students that have already enrolled.  

	CT_COURSE_ROSTER_WITH_AGENCY
	Provides a list of employees enrolled in a particular session.

	CT_COURSE_ROSTERS
	Provides a list of employees enrolled in a particular session and their e-mails (if entered by agency when employee was hired).

	CT_TRAINING_SCHED_INSTRUCTORS
	Provides the training schedule with the assigned instructor including dates, times of class and location.
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