County of Erie

Erie County

\ P12

County of Erie

Enroll in SAP Training
Classes

INTERNAL USE ONLY

© 2011 County of Erie. All rights reserved.
Last Updated: Friday, January 15, 2010 Thursday, June 30, 2011 at 08:40 AM

Enrolling is SAP training course 06/30/2011 | 2 of 12



County of Erie

Table of Contents

0o 11 X Vo =] o= 2
B 0 L = YT 4
3 U o U o T 1] < P 4
Y oo o 1= PP 4
G TR =1 ) =1 =1 T <P 4
I S DAV T=] To o T 1= (o] 4
7 - Y- T of T« oo 1T ] o e e 4
3. Role DefiNitiONS c.iuuiiririrs s ssa s s s s s s s s s s s nsanssnssnsanssnssnssnssnnsnnsnnsnnsnnsnns 4
4. Ensuring Data CoNSiSteNCY ...ccuiiiiiimirimiis i i i i s s s s s s s s nm s snnsnsnnnnnnns 5
5. Enrolling in TrainNing .uecuecssasssissss s s s s ssassassassassassassansansanssnsanssnssnssnssnssnnnnnnnns 6
5.1, SigN ON 0 ES S/ LS 0. 1ttt e 6
5.2. Select Class t0 @Nroll. ..o e 7
I O = o o] I T o] = PP 12

Enrolling is SAP training course 06/30/2011 | 3 of 12



4 County of Erie

1. Overview

1.1. Purpose

The purpose of this document is to provide instructions to Erie County Employees on how to
enroll in SAP training events using the Learning portal (LSO) of Employee Self Service

(ESS).

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 5/17/2011 Revision 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.

3. Role Definitions

Role Description

ESS Users Employees in Erie County who have ESS permissions.
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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.
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5. Enrolling in Training

5.1. Sign on to ESS/LSO.

Enter your User ID and password, then hit Enter, or Click on Log On.

Welcome
| UserID * [ | "‘": i  daberst.
o . et Y B

| Password * [ | - -
Butfalo ".aa:ﬁ_ ﬁg

[ Logon | oed | -;
L} e Medang

2 :"' Geacard Sardinia

Erie County Employee Self-Service

® 2002-2006 SAP AG All Rights Reserved.

SADd

Then Click on Learning Portal tab at top left of the screen.

Enrolling is SAP training course 06/30/2011 | 6 of 12



County of Erie

Employee Self-Service

Working Time

Working Time

I Working Time

T Working Time
'"'e Record Working Time

You can record your wwarking time here.
You have recorded adequate working times for all workdays wp to 008000000,
Your recorded times have been approved up to 00000000,

Release Woarking Time Data
You have released all your recorded times .

Leave Request

Leave Reguest
Etnployee Leave Requests

MOTE: &l requests are to be submitted in accordance with applicable collective
bargaining sgreements andfor personnel rules for Erie Courty Emplovees, |f
wou are taking sick leave for personal liness, you must fill in the type or

nature of iiness. If you are taking sick leave for & family member vou must
provide the name of the family member, relationship and nature of ilness.

Guats Overviewy
Owverviewy of your time accounts,

Time Statement
Titme Statetnent

User Swipes
Uzer Swipes

5.2. Select Class to enroll.

This screen will be displayed.
Minimize the Detailed Navigation window by clicking on the minimize button.

| setascamusipation “ . This allows more room on the screen.
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The resulting screen is shown below.

If you know the name of the course you want to select, enter in the name in the Find box
and click on “Find”.

Otherwise, select the catalogue you want to look in, from those listed (DISS Training and
Personnel Training).

In this example we select "DISS Training” from “Course Catalogue” from list on left side of
screen.

Enrolling is SAP training course 06/30/2011 | 8 of 12



| Hstory, Back "o (8,

| Learming Portal il
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Select desired application training area from list, for example "SAP FICO Application
Training”, by clicking on the subject area.
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I

Lists the Courses most - ) .
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Select desired subject area from list, for example "SAP FICO Accounts Payable”, by clicking

on the subject area.

ISP Mt pans o oUinC 1 99800y g ot

Subject Area SAP FICO Application Training =]
Couese Catalog. > QUSS Traming > QIS5 SAP Tranng > SAP FICO Apphcaton Traning

| Seaech Term S22 EC0 CostActountng

([ e e mm—"

All areas of courses are listed for this subject.
Select desired course, for example “Direct Payment- Depts”, by clicking on the course.
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| Subject Area SAP FICO Accounts Payabie =
Coucss Catog > D55 Tramieg > 55 SAP Traning > SAP FICO Apgicaten Traring > SAP FICO Accounts Payatie

Sccounts Paabls agssmmfm
;‘y.;uv.rux".nmw: Caokey _C!awm‘rm
Accounts Pagbie Procesing Cassoom Tranng
Deett Paenets ﬁ‘ _C!asvwnYru'n
R P - Dt T s Guads Dwect Faymants - Dogte. | Classmom Tranng
pe=———=r'] Estagve Bepotng - FICO Componert Crassroom Tranng
WBogl Eended Search]  Fraecivs Ovenew Classroom Tranng

A Suteect fees 1 Farpoten

All occurrences of this course will be listed.
Select desired course time and date, for example “5/31/2011" on tate.

3

Trapnn Videos

" Fecon ey | | ||Cowse dtes for e et |20 aoys (Fiesh Coursa e

DSA12011 - 051201 Foah Buskding- 1262 Ergiih 10 Ta Frzatain
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Enrolling is SAP training course 06/30/2011 | 11 of 12



County of Erie

5.3. Enroll in class

Click on “Request Participation in the course” at top of page, or scroll down on screen and

select Eﬂﬁ

Classroom Training : Direct Pay « Depts. 05312011 - 0512011 : o~
Coucze Catafog > QESS Traming > (855 SAP Traning > SAP BXCO Aoghcaton Tranwg > SAP FICO Accounts Paatie > Orect Paments - Depts,
> 832011 . 08320

mmnmmommummvw-upmmn s courie, There are stil 10 places avallable. For more
onthe p q@isites check and on beoking. see the section entitied 'Beok' on this page.

05312041 1200

Nurriser of Hours 300 on Nusrer of Days |

| Learming Portat =
T o
+ Lsamng Poral Enghs?
Trainng Yidets

¥l Exsended Search) Thr resul of 2 Srereqaasdns CHACK INGSCI0eS TR YOU Mdry SUBAE 3 COURTE FOGIITABON 10Ut The deadhng for SUBIMIING MQURSES fof thes COUrse is
1 day(s) before the stat of the Course

i
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Verify that this is the class you want to enroll in with OK or Cancel.

o

hessage from webpage

-

: Do g,fuu[/\{)uant to request participation in this course?
. 4

| ok || cance

Once, you click "OK”, you will see this screen displayed with message “The participation
request was submitted”.

B Luarving - S8 NetWenver Fontsl | Window: Itarrat Biploser Tl ad

@ 5 Srrm————— <To 1% 2 Grore P -

i Pwomtes 27 Lesssng « SAD Netwose Pord

-
| Navigation -'.2-| Classroom Training : Direct Payments - Dapts. 0523172011 - 05312011 - e
Traing Heme sz Catalog. > QIS5 Teamieg > QIS5 SAP Tranng > SAP FICO Aggicaton Traneg > k 8 Pavatis > 0 Pame Qg
> Q3208 . a2
The particip q was d
‘Schedule
Tuesday 0531200 0300 1200
Find Course Duration
| Sedech Term Numder of Hours: 3 00 on Numier of Days |
il Exiended Sesrch
TFod] -
Froe of Charge (Y
'.,” Frow
Usts the courses most
frequently booked Language
Chck o 3 cOurse o =
dsplay detads on @ Enghsh
-
Tren 101 a0

Once you are have submitted your request for enrollment, you are tentatively enrolled in
the class. Your supervisor will receive and email notification of the request. The supervisor
has the authorization to approve, deny, or take no action on the enrollment.
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