
To nominate for a course in Web Kiosk
1. Log into Web Kiosk 

2. From the opening page, select the My HR tab



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



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.



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



6. This shows the Window that opens if Details is selected. Just select Close Window 
to return to the course information.

7. If  the Course had 
been selected then this 
window opens. Here 
you can nominate, and 
you can also see the 
Details/Venue for the 
course.



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. 



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.  



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

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 - I 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

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


	To nominate for a course in Web Kiosk�1. Log into Web Kiosk �2. From the opening page, select the My HR tab�
	Slide Number 2
	Slide Number 3
	Slide Number 4
	6. This shows the Window that opens if Details is selected. Just select Close Window to return to the course information.
	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. 
	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.  
	9.B  The only other fields that require entries are the Permission field and to then select Insert
	Finally: What has happened to my nomination?  Or - I no longer wish to nominate.

