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Purpose

The purpose of this job aid is to guide users through the step-by-step process of locating scheduled
offerings and self-registering from the To-Do List, Calendar of Offerings, and the catalog. Each task
below demonstrates a different method of registration.

Task A

Register from To-Do List
6 Steps

Task B v

Register from the Calendar of Offerings
8 Steps

&

Task C v

Register from the Advanced Catalog
Search — 10 Steps

Task D v

Confirm Registration
3 Steps

Task A.

Register from the To-Do List

Welcome Brian Fahey | (@ Check System | Sizn Out

From the Home page,

successfactors”

. “

Registrations
Must be registered

Grline Courses

“@ Management Policies and External Requests

Must be registersd
Surveys
Due within a week
hssessments

0:t/2/2011 " Public Speaking for Mana  poyformance Reviens

Hust be registerad compenzation

Due within a manth

0:t/5/2011 “d Computer Security Awareness

External Requests
Hews

Options and Settings
Order Status

Order Tickets

Curricida >
Overdue (1)
Due in 30 days (3)
Due Later (1)

H H My Emplo: Organizati
filter the To-Do List to Y fmployeer reenizeton -
show All Learni ng. Brian A Fahey crone AT
Europe Oil Sales i'z
To-Do List Catalog
Show:|Bverthine v | Easy Links &
Overdue Everything Approuvals Performance Reviews
3 days SERE ‘_ O irmera GurmhneE Al Learming BlackRock:SuccessStory Record Learning

Reports

Skills Inventory

Start a Multi-Rater Assessment
Start a Self Assessment

Less &

Completed Work >

[ 2 items completed in the
last 30 days.
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Hover over the item into
which you want to
register.

Click Register for
registration information.

To-Da List Catalog

Show: | All Learning

-] &L Easy Links

Due within a month . N
Computer Security Awareness

OCUEQ ‘- Comp

Must be re Due by Oct/5,/2011 | Required | Assigned by User

Plateau i Regizter 9

& Microsoft
Originated From Curriculum

Must be re (0} view Details
i Course IT-112
S World Wid All employees who use computers as part of their work

fhuzt be re activities are required to complete training on computer

B3ES security awareness and information management.,
Oct/26/2011 Y& Microsoft
‘ou are NOT REGISTERED

Mozt be re
Register into an open offering,
Duelater
= Instructor-Led Item
Marf1/2012 & Emergencyl FiLEb e e
Must be ref 7 days remaining
May/25/2012 ' Ewergency J

Note: Click Request Schedule if there is no scheduled offering given at a
convenient time. Enter the date and reason for the request.

On the Registration page,
review the Dates and
Times section and find
the offering you prefer.

Click Register for the
corresponding scheduled
offering.

Registration
« Back
Computer Security Awareness
COURSE IT-112
Revision: 1.2 - ihay/14/2003 12:00 A America/MNew York
Item Description: All employees who use computers as part of their wark activities are required to complete training on computer securty awareness and
information management,

& Hslp

w Assignment Information

Required Date: Oct/5/2011
Assignment Type: REQ {Required)

Completion Date:
Assignment Date: Sep/5/2011

Days Remaining: 7
Assigned By: PLATEAL,Plateau, Lser

» Current Registration

¥ Available Offerings

Day{s) Start« End Location Available Seats Price Action
1 Oct/17/2011 D&:30 Al Oct/17/2011 D5:30 Pi Mew Yark Office - 25 0.00 | yiew Detais
AmericalNew York AmercalMew York Mew York Classroom
Register

o

» Request Schedule

Note: Click View Details to view the description, exact times, and locations
for each segment of the scheduled offering.

Enter any optional
comments in the
Registration Comments
field. Use this field for
comments for the
instructor, such as special
needs.

Click Confirm.

Registration € Help

Lastly, enter any comments thatyou wish to be associated with wour request andior registration.

Prewious Caonfirm

Offering

Computer Security Awareness

COURSE IT-112

Revision: 1.2 - May/ 1472003 12:00 & Amercalhew York
Start Date: Oct/1772011 08:30 AM AmericasMew York
End Date: Oct/17/2011 05:30 Pt America/Mew York
Capacity: 0 of 25 enrolled, 0 waitlisted

Price : 0.00 (USD)

Registration Comments

User Name: Fahev, Brian &

Registration Status: ENROLL (Enrolled) G

Comments:

Presious Confirm
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Task B.

Register from the Calendar of Offerings

From the Home page,
click the Catalog link.

Brion A Fahey

Your Talent Profile is Incomplete
Director of 0il Sales Furope

Europe Ol Sales ‘ A
Catalog | by

To-Do List
[ )| Show: | Al Learning v Easy Links 7
Overdue Approvals Performance Reviews
3 days overdue a #Management Fundamentals BlackRock:SuccessStory Record Learning
) External Requests Reports
Jhust be registered | F— Stalls Inventary
@ select the Calendar of Catalog

Offerings tab.

Display the desired
month by using the
Month of drop-down
menu or scroll through

| Advanced Search

Curricula Instructor-Led Online Blended Other [l Exact Phrase
[1 Search 41l Languages

i
Below are the results of your search of the Calen . i il Kl view.
P ponth (8 Week [T Day 4 Month of: [september [=] [z011[=] P l>>] Calendar Search [Calendar Options

Calendar of Offerings

months using the arrows. o - R e B
or
@ | Click the Calendar : ‘ ’ : :
Search link to use a
keyword search.
The subject area of the alendarof offerings
. Monday Tuesday Wednesday Thursday Friday
scheduled offering and »
the number of scheduled
offerings that are
SChedUIed for that day Production Efficiency (1 ’ ) ! ‘ !
are displayed. Orerng)
G Click the Subject Area w© i T = “
- Healthcare [1 Offering) Healthcare (1 Offering)
||nk. | Micrasoft Office (1
Offering)
17 18 19 20 Fal
Information Technology (1
Offering)
| Oracle Database Server [1
Offering)
24 25 26 27 28
I Company Policies (1 Technology (1 Offering)
Offering)

Energy [1 Offering)
Service Orientation (1
Offering)

Note: Subject areas may be color-coded.

Review the offerings and
click Register for the
corresponding offering.

Brouse Catalog | Calendar of Offerings

Below are the results of your search of the Calendar of Offerings. You can wiew the Calendar in a Manthly or Weekly view.
Subject Area: | All SubjectAreas E
™ month (8] week [T Day

Calendar of Offerings

< Offerings on Monday, October 17, 2011 [ Calendar Search Calendar Options

Duran} 6 Actinn

2,00 hours

Start Time
Oct/17/2011 08:30 A,
AmericalMew York
Qct /1772011 08:00 AW
AmericalMew York

Subject Area o Title Fadlity
New York Office

Descrl ption

Infarmation Computer Security Computer Seourity

Technology Bwvareness fuvareness

Qracle Database  Oracle 8i Installation Regional Training Qracle & Installation

Server Centar

Register

Note: Click the Title or Description link to view information about the
item.
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Q Enter any comments in
the Registration
Comments field. Use this
field for comments for
the instructor, such as
special needs.

@ Click Confirm.

Registration € Help

Lastly, enter any comments that you wish to be associated with your request andfor registration.
Prewious Confirm

Offering

Computer Security Awareness

COURSE IT-112

Revision: 1.2 - ilay/ 1472003 12:00 Add Americal/Mew York
Start Date: Oct/1772011 08:30 AM AmericaMew York
End Date: Oct/17/2011 05:30 Pt Amerca/Mew York
Capacity: 0 of 25 enrolled, 0 waitlisted

Price : 0.00 (U500

Registration Comments

User Name: Fahev, Brian &

Registration Status: EMROLL (Enrolled) 6
Comments:
Prewious Caonfirm
A_conflrmatlon screen Registratinn
displays.
Finished

Computer Security Awareness

COURSE IT-112

Revision: 1.2 - May/ 1472003 12:00 A SdmedcafMew Yaork
$tart Date: QOct/ 1772011 08:20 &% AmercafMew York
End Date: OctA17/2011 05:30 P SmercalMew York
Capacity: 1 of 25 enrolled, O waitlisted

Price : 0.00 (UJ5D)

Success

User Hame: Fahey, Bran &
Registration Status: EMROLL (Enrolled)

Comments:
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Task C.

Register from the Advanced Catalog Search

From the Home page,
type a keyword in the
Catalog search field.

Brian A Fohey
Director of 0il Sales Furope

Your Talent Profile is Incomplete
Europe Ol Sales

&

- - To-Dao List Catalog | e
Click the search icon .
Show: | Al Learning » Fasy Links &
( L ) - Overdue Approvals Performance Reviews
3 days overdue a #Management Fundamentals BlackRock:SuccessStory Record Learning
) External Requests Reports
Jhust be registered | F— Stalls Inventary
@ | Click the Advanced Catalog 3

Search link.

Enter keywords to search
for in the item’s title,
description, ID, subject
area, delivery method,
and source fields.

Refine the search by
selecting the desired
Keywords radio buttons
and checkboxes.

Click Search.

2
Go Adwanced Search

¥ curricula ] Instructor-led [ Online [ Blended [¥] Other [ Exact Phrase

[T search 4l Languages

Advanced Catalog Search

Keywords 9
® au Title: [Contains [ =]
) Instructor-Led Description: |contains | =)
¥ online
- D: [contans  [+]
¥ Blended
[¥] Other (Select one or more) Subject Area: | Contains EI Select
Only Items Source: | Contains EI Gelect
- Curricula 7] Search All Languages [Applies ta Titls, Description, and Subject Area)
Only Offerings

o

Click the expand icon (»)
to view offerings
available for the item.

Click Register to
immediately register into
the scheduled offering.

Search Results

Selectan Action from the Action buttons or click the Expand icon to view the Scheduled Offerings available far a Learning [term Y ou can refine your Search by clicking the
Back link helow

« Back
talog Search Results
le o Type Price Status Action
¥ Computer Security Awareness &
See Offerings Already Assigned
avaibbl

Description Start Date/Time Dumtion Location seats Prie Action
Computer 0ct/17/2011 08:30 A AmericasMew Yark 5.00 hours New York Office - 25 0.00 E— @
Security Mews York (uso
Awareness Classroam 01

Note: Click the Item Title link for more information about the item. Click
the Description link for additional information on the scheduled offering.
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@ Enter any comments in
the Registration
Comments field. Use this
field for comments for
the instructor, such as
special needs.

€| Click Confirm.

Registration

& Help

Lastly, enter any comments that you wish to be associated with your request andfor registration.

Offering

Computer Security Awareness

COURSE IT-112

Revision: 1.2 - ilay/ 1472003 12:00 Add Americal/Mew York
Start Date: Oct/1772011 08:30 AM AmericaMew York
End Date: Oct/17/2011 05:30 Pt Amerca/Mew York
Capacity: 0 of 25 enrolled, 0 waitlisted

Price : 0.00 (U500

Registration Comments

User Name: Fahev, Brian &

Prewious Caonfirm

registration status.

Computer Security Awareness

COURSE IT-112

Revision: 1.2 - May/ 1452003 12:00 AW AmercalMew York
Start Date: Oct/1702011 08:30 &A% dmercalMew York
End Date: Oct/A1772011 05:30 PAL dmericalMew York
Capacity: 1 of 25 enrolled, 0 waithsted

Price : 0.00 (UJ5D)

Success

User Mame: Fahey, Brian &
Registration Status: EMROLL (Enrolled)

Comments:

Registration Status: ENROLL [Enrolled] @
Comments:
Previous Confirm
The confirmation screen . .
L Registration
appears, indicating your
Finished
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Task D.  Confirm Registration

From the Home page,
filter the To-Do List to
show Registrations.

Ta-Do List

Overdue

3 days overdue @ Management Fundamentd
Miust be registered
... Management Policies and

Must be registered

Due within o week

Oct/2/2011 5“2 Public Speaking for Mana

Must be registered

Everything

3 Show: | Al Lesrning -] ENE]
=

&l Learning

Registrations Q

Online Courzes

External Requests

SUrweys

hzzeszments

Performance Reviews

Compensation

Due within o month

Hover over the item you
wish to check your
registration.

Click View registration
for registration
information.

To-Dao List

__f,; Show: | Registrations

Catalog |

M| | Egsy Links

Due within a month i
Computer Security Awareness

Oct/h a Comp

Enralled Due by Oct/S/2011 | Required
Plateau

Originated From Curriculum
Course IT-112

security awareness and information
‘fou are REGISTERED
Starks: Octf17/2011 08:30 AM
Location: New York Classroom 01
Total Course Length: 1 day
Instructar-Led |tem

Enrolled
7 days remaining

all employees who use computers as part of their work,
ackivities are required to complete kraining on computer

| Assigned by User
[fﬂ View Registration e

() view Detail:

managernent,
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