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1. Overview

1.1. Purpose

The purpose of this document is to provide instructions to Erie County Managers on how to
approve employee training class requests. Employees enroll in classes using the Learning
portal (LSO) of Employee Self Service (ESS). Supervisors can approve or reject this request.

1.2. Scope

This document applies to Learning portal in ESS and scheduling of training for DISS classes
for Erie County employees.

1.3. Maintenance

The County of Erie Department of Information & Support Services is the custodian of this
document and responsible for its maintenance.

1.4. Revision History

Revision Date Comments
1.0 11/19/2010 | Initial Publication
2.0 5/16/2011 Updated version after initial release

2. Background

The County of Erie DISS moved toward the implementation of SAP’s Learning portal (LSO).
This system allows trainers to set up training class schedules and have employees enroll in
these classes on-line. This replaces current system of emails for notification of new classes,
emails for enrolling, and Excel spreadsheets for maintaining class lists, attendance
information. Managers will receive an email notification of the employee request for
training. They can approve or reject this request.

3. Role Definitions

Role Description

Managers Managers in Erie County.
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4. Ensuring Data Consistency

The previous system for training classes was handled manually. New system will allow
classes to be tracked, retrieved, and posted in the ESS LSO system for a more accurate, up-
to-date tracking of employee training. Emails are used for manager notifications of training
requests.

5. Approve Training Request

Email request for approvals will appear as below. They will be from “Batchjob
Administrator”. They are sent from SAP ESS, when employee requests participation in a
training class.

Click on the email to open it.
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The email will appear as below.
Click on Workflow.Inbox to view the inbox.

Enrolling is SAP training course 06/30/2011 | 50of 8



Ptk £rvvvs i yoner Werlfow nben - Maiiage 0€TML) o B B

o o
) D13 ARS A3 . e a%
2 B 3 @ Ay e ay ™ ,\
& ToVarage . - 54 Congortns ~ 2
il 2 Wone Your st Lowe
33 Team Lonss « B ¥ rokowtp- >, R
e [y Teg
© Trii Barstge Wit 102 With RGN IponInce
T L T e e N Ty pree
[N R R eVt PA SHINIES 103 AN
Te Sl Lom
o
et T L
L]
There are nrw work ems m your SAP Workdow mbox m systems QAS, chere 100 .
I'k' athlow Bkos
H pou haves problerss loggng o %o fe sytem, contact pour systens admemstiratoe
-

You will now see a logon screen.
Click on the “Log On” button to continue.

SAP NetWeaver™

SAP Web Application Server
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You will then enter your ESS Username and Password and Click on “OK”
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You will now be connected to your Business Workplace inbox. This will show all the training
requests waiting for your action.
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The request is displayed. The employee name, training class title, class date is shown.
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Choose one of the following alternatives
Approve Participation |

Reject Participation |
Cancel and keep work item In Inbox |

Description ‘Objects and attachments
;mmmmhmommw o Leamer: Helen Gonzalez
Orientation. o Course; New.
Eﬂnmﬁhm“ﬁdﬂb".ﬂ*ﬂdﬁ“mm
'mwwhmm
Ywmmwmmmwhmnmi After this

| datte, participation considered to be approved and
|MMMM&NM

You can find further detads about course participation in the
attachments.
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Note- you may click on the course link on the right hand side of the screen to see details of
the course. Click on the Back button to return to the approval screen.
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From the workflow screen, you will click on either “Approve Participation”, “Reject
Participation”, or “Cancel and keep work item in inbox”. If you select “"Approve” or “Reject”,
the request will be cleared from your inbox, since you have taken action on this. If you
select “"Cancel”, or do nothing with the request, the request will remain in your inbox until
you take action or the deadline passes for action, when the employee is automatically
approved for training, and is booked for the course.

Once action is selected, the workflow screen will close and return to the business workplace
inbox.

Enrolling is SAP training course 06/30/2011 | 8 of 8



County of Erie

) e

When you are done ith the inbox, you can log out by closing the entire application, or
closing the internet Explorer tab.
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