To nominate for a course in Web Kiosk
1. Log into Web Kiosk
2. From the opening page, select the My HR tab

g Home & Print | | My Reguests  [E Qued

My HR : My Team : My Approvals




3. Then, on the LHS of the screen the Personal Development menu is visible. Select
this and then the Training Requests & Training History options are available. Select
Training Requests

Personal Details Leave Personal Development

Training Requests

Training History \



4. Then, according to the course type, select either the IT or Prof Course Category.

Software courses (Trim, Moodle, Excel etc.) are under the IT category, Professional

Development courses (PPR, Communication Skills etc. ) are under the PROF
category.

ling Requests
g History
Person: 00655446, Geoff Smith
Job: 01, Training & Development O fficer
Training Requests
Select atraining course category.
Course Category Location Available C
IT - Information Technology University of New England 1
[ PROF - Professional Development University of New England 5

Back to Training Requests
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5. In this example, the IT Course Category was chosen and the IT
courses are available. Either select the Course to nominate, or

select Details to see what the course is about

I
; Personal Development
Person: 00655446, Geoff Smith
Job: 01, Training & Development Qfficer
Training Requests
Course Category: Information Technology
Course Location: Uiniversity of Mew England
Select atraining course for nomination.
Course Details / Available Instances
CME - CME Training Introduction Details 3
——> M0001 - Moodle Introduction Details 46
TRIMZ - TRIM Intermediate Cetails 3
TRIMC - Trim Context Training Details 4

Backto Cateqaries
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Duration
3 hours
2 hours
3
half day



6. This shows the Window that opens if Details is selected. Just select Close Window

to return to the course information.
MOOO01 - Moodle Introduction

Content
Flease refer to the training schedule for target group specific details. Flease see’

Objective
To provide an introductory overview of Moodle.

Summary

Close Window
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onal Details = Leave  Personal Development

Training Requests

Training History To nominate for a training course click on the "nominate” link to the right of the course.
Course# Course Start Date Provider Details/Venue Duration Available Vacancies HNominate
63 20-APR-2011 Details Zhours  Yes 14 MNominate
g2 19-APR-2011 '% Details Z2hours  Yes 15 MNominate
61 18-APR-2011 Details 2hours  Yes 10 Mominate
7. If the Course had ] 15-APR-2011 Details 2hours  Yes 15 Mominate
. 59 14-APR-2011 Details Zhours  Yes 15 MNominate
been SeIeCted then thls 58 13-APR-2011 Details Z2hours  Yes 13 MNominate
. d H 57 12-APR-2011 Details 2hours  Yes 14 Mominate
Wln OW Opens- ere 56 11-APR-2011 Details 2hours  Yes 15 Mominate
. 55 08-APR-2011 Details Z2hours  Yes 14 Mominate
you Can nomlnatel and 54 07-APR-2011 Details Zhours  Yes 15 MNominate
53 06-APR-2011 Details Z2hours  Yes 14 MNominate
you Can aISO See the 52 05-APR-2011 Details 2hours  Yes 15 Mominate
1 51 04-APR-2011 Details 2hours  Yes 14 Mominate
DEtaIIS/Venue for the 50 01-APR-2011 Details Zhours  Yes 12 MNominate

COUFSE. 49 3-MAR-Z011 Details Z2hours  Yes 14 MNominate



8. If you had selected Details/Venue from the previous page then this is the course
window that opens which states date, time, venue etc.

MOOO01 - Moodle Introduction

Date: 20-Apr-2011 Duration; 2 hours
Facilitator: Location: University of Mew England
Day Date Time Venue

1 20-APR-11 09.00-11.00 Computer Lah 2, 218 - School of Education (E7)

Content
Flease refer to the training schedule for target group specific details. Flease sei

Objective
To provide an introductory overview of Moodle.

Summary

Contact

Close Window




9. Nomination — When you select Nominate the following window opens which is
shown on this page and the next.
9.A For the field Cost Centre Code you either enter N/A if there is no cost to the
course, or your cost code.

Training Requests

Course M3001 - Moodle Introduction

Course Number 63

Course Start Date 20-APR-2011

Summary

Content Flease refer to the training schedule for target group specific details.

Flease see your Moodle Mentor or Moodle Support person for a copy of this
schedule if required.

Prerequisites

Objectives To provide an introductory overview of Moodle.

Sessions « Day 1, Start Date: 20-APR-11, Time: 09.00-11.00, Description:
Computer Lab 2, 218 - School of Education (E7).

Provider(s)

Contact

Your Details...

Cost Centre Code:

(Mandatory field. Please enter your
Cost Centre Code using one of
these formats:

Pl SPxooo: or REXxxoe-x

For free courses, enter NA.)

Disability/medical condition Mo |
requiring special arrangements?



9.B The only other fields that require entries are the Permission field and to then
select Insert

If Yes, please specify the details.

How did you find out about this 1-Email “
course?

Your Objectives...

How does this training fit in with
your Career Development Plan?

What skills/knowledge do you
want to gain from this course?

| have obtained permission from
my HOS/Manager

Please tick the checkbox F

Please select the INSERT button to complete this registration

Insert || Clear

You will then receive this message back

‘Success! You have been nominated for the course *

but this only states that your request has been sent to
your supervisor’s Web Kiosk, it does not mean that you are
confirmed for attending the course. Confirmation occurs
after supervisory approval.



Finally: What has happened to my nomination? Or - | no longer wish to nominate.

For checking if your Leave request or Professional Development request is still
pending your supervisor’s approval.

Log into Web Kiosk

From the opening page select My Requests

Then in the main window frame you will see Pending Transactions
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User Preferences

The above picture indicates that there are no pending transactions. If there are any

they will be listed here. For any pending transactions a Delete option will also
appear
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