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Step Action

1. Click the Records and Enrollment link.
[i- Recards and Enrallmen

2. Click the Research Students link.
[l Research Students]

3. Click the Other Training link.
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Favnvmtas Ma\n'Menu » Records and Enrolment > Research Students > Other Training
& Newwindow  ? Help B! hitp

Other Training

Enter any information you hawe and click Search. Leave fields blank for a listof all values.

Maximurm number of rows to return (up to 300); |200

EmplID: | begins with Q

Mame: | begins with '

[case Sensitive

Search Glear  |Basic Search Save Search Criteria

<] I I &
Done %J Local intranet Fa v Wiomk -

Action

Enter the desired information into the EmplID field. Enter a valid value e.g.
"0808433".

Click the Search button.

Home |

Favgrites  Man Menu > Records am:lEanment > Researchvstudents » Other Training
I NewWindow  ? Help [ Customize Page B hiip
“dditional Training
Student ID 0808433 Anja Moos
Additional Training T days (2 days Developmental Training plus 5 days Additional Structured Training.)
RTP Subject T Title / Short Deseription Date From Date Te  Days Approval Status
1 BB peynertal onerence on Green Velces 170112012 190112012 2.00 | Needs Agpraval [ [Eatt] =)
Research
T oo and Org | Siuctured | Course 022011 25022012 5.0 |Needs Approval [+] i) =]
...... T
& Save | L Returnto Search % Spell Check
I ] >
iavascript: submitAction_winD(dacument wind, TRAINING_D§0'); *J Local intranet fa v Rk ~
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Step Action

6. Click the Conference on Green Voices link.
[Conference on Green Voices)|

Favn'rltes Mam'Manu » Records and Enrolment > Research Students > Other Traning
Erewwindow P Help  [# Customize Page o2 bt
Student No. 0808433 Anja Moos
|
RTP Subject Area  Knowldge&intellectual Ahility
Type of Training - Add. Developrrental Training
Approval Status  Meeds Approval
il ng Location  Irverness
Date From  17/01/2012 Date To 1@/01/2012 No. Days 200
Title / Short Description  Conference on Green Yoices
Full Description of | Preserting at conference on green voices.
Return to Training Surmary
Return To Allocate
avascriptisubmitAction_wind{document. wind,' QUE_DERIVED_QUE_PB_RETLRN'; S Local intranst v H00% v

Step Action

7. Click the Return to Training Summary link.
[Feturn to Training Surnmard

Favnvntes Mavaenu > Records angEnrDHmeﬂt > Researthvstudents > Other Training
D ewwWindow 7 Help  [# Customize Page w2 hity
Student ID 0808433 Anja Moos
Additional Training T days (2 days Developmental Training plus 5 days Additional Structured Trainingy
RIP Subject %" Title / Short Desc Date From Date To  Days Approval Status
1 :E‘TIZ'““&'”‘E”E““E' Devmental Confarence on Grasn Voices 1700112012 1910112012 2.00 | Needs Approval Edit| =]
Research
7 Ganemance ang opy | STUstUred Couse 001 | 26022012 6.00 | Meeds Approval [s] [ Eat] (=]
B save | [ ReturntoSearch @ Spell Check
<] i | [»
Done % Lacal ntranet v ®ioow v
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Step Action

Click the Approval Status list.

INeeds Approval

D ewwWindow P Help  [# Customize Page = hity

Student ID 0808433

Anja Moos

Additional Training

" Training —
RIF Subject Title / Short Description
RTP Subject Tvpe Title / Short De:
1 o e Devmental Conference on Green Vaices
Ahility B
Research

Governance and Org Structured | Cavrse

Add Training

B Save | L ReturntoSearch

<l

Done

7 days (2 days Developmental Training plus 5 days Additional Structured Training)

Date From Date To

170142012 18/01i2012 2.00 | Meeds Approval

| Edt| [=]
210202011 25/0212012| 5.00 Al Approved edit| [=]
Denied
In Approval Process
Meeds Approval
@ Spell Check

First B 1.2 012 B st

Days Approval Status

] [>

% Lacal ntranet Fa v ®ioow v

Step

Action

Click the All Approved list item.

Al Approved
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Favorites  Main Menu > Records angEnrDHment > Resear:h'Students > Other Training
ENewwindow P Help  [# Customize Page = hitp
Student ID 0808433 Anja Moos
Additional Il 7 days (2 days Developmental Training plus 5 days Additional Structured Training.)
Dat: a ay: al Sta
RTP Subject e Date From Date To  Days Approval Status
1 :Eﬁig'”geg"me”e““a' Devmental Conference on Green Voices 1710142012 19/01/2012 2.00 |l Approved i[v] Edit] [=)
Research
Gomemance ang org | STUCtUred Caurse 211022011 25i0212012 5.00 | Needs Approval [v] [Edit| =]
Add Training
[& Save | & ReturntoSearch % Spell Check
<] I | [>
Done & Local intranet v Wk -

Step Action
10. Click the Course link.

He
Favorites  Main Menu > Records angEnrDHment > Resear:h'Students > Other Training
ENewwindow 7 Help  [# Customize Page = hitp
Student No. 0802433 Anja Moos
e
RTP Subject Area  Research Governance and Org
Type of T ng Additional Structured Training
Approval Status  Meeds Approval
T ng Location  Glasgow
Date From  21/02/2011 Date To 25/02i2012 No. Days a.00
Title / Short Description  Course
Full Description of |5 day course on Green Yoices
Training
Beturn o Training Summary.
Cone & Local intranet 3 - ®ioow -

Step Action

11. Click the Return to Training Summary link.
[Feturn to Training Surnmard
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Favorites  Main Menu > Records angEnrDHment > Resear:h'Students > Other Training
ENewwindow P Help  [# Customize Page = hitp
Student ID 0808433 Anja Moos
Additional Il 7 days (2 days Developmental Training plus 5 days Additional Structured Training.)
Dat: a ay: al Sta
RTP Subject e Date From Date To  Days Approval Status
1 :Eﬁig'”geg"me”e““a' Devmeantal Canferance on Green Yaices 1710112012 1900112012 2.00 | Hesds Approval [+] (it =)
Research
Gmermance and org | STUEtUrE Course 211022011 25i0212012 5.00 | Needs Approval [v] [Edit| =]
Add Training
[& Save | & ReturntoSearch % Spell Check
<] I | [>
Done & Local intranet v Wk -

Step Action

12. Click the Approval Status list.
I MHeeds Approval

Favn_ntes Mam_Menu » Records and Errolment > Research Students > Other Traning
D ewwWindow P Help  [# Customize Page = hity
Student ID 0808433 Anja Moos
Additional Training 7 days (2 days Developmental Training plus 5 days Additional Structured Training)
a a ay al Sta
RTP Subject Tvpe Ti hort Desc Date m Date To Days Approval Status
1 :E‘Tlg'““&'me”e“‘“a' Dewmental Confarence on Green Voices 1710112012 18i01§2012 2.00 [ Meads Approval [] [Eat] =1
Research
Govemance and Org Structured Caourse 210202011 25/02i2012 500 | Meeds Approval lv Edit| [=]
All Approved
Add Training Denied
In Approval Process
Meeds Approval
B save | [ ReturntoSearch @ Spell Check
<] m ] [»
Dons % Lacal ntranet Fa v ®ioow v

Step Action

13. Click the All Approved list item.
Al Approved |
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Favorites  Main Menu > Records ang Enroliment Resear:h'Students > Other Training
ENewwindow P Help  [# Customize Page = hitp
Student ID 0808433 Anja Moos
Additional Training 7 days (2 days Developmental Training plus 5 days Additional Structured Training.)
First BB 12 012 B Lot
RTP Subject Title | Short Description Days Approval Status
1 :Eﬁig'”geg"me”e““a' Devmental Conferenice on Green voices 1710142012 1910112012 | 2.00 | Needs Approval Edit| [=]
Research
Govermance and Org Structured Course 21022011 25/02i2012 5.00 Al Approved v | Edit| [=]
Add Training
[& Save | & ReturntoSearch % Spell Check
<] I | [>
Done & Local intranet v Wk -

Step Action

14, Click the Approval Status list.
I MHeeds Approval

Favorites  Main Menu > Records angEnrDHment > Resear:h'Students > Other Training
ENewwindow P Help  [# Customize Page = hitp
Student ID 0808433 Anja Moos
Additional T 7 days (2 days Developmental Training plus 5 days Additional Structured Training.)
RTP Subject Title / Short Descripts Date From Date To  Days Approval Status
1 :Eﬁig'”geg"me”e““a' Devmental Confererice on Green voices 17101/2012 19/01i2012 2.00 | Meeds Appraval | [Edit| [=]
Research
All Approved
Gavernance and Org Structured  Course 210242011 25/02i2012 500 ng’?ﬂ Edit| [=]
In Approval Process
Add Training Meeds Approval
[& Save | & ReturntoSearch % Spell Check
<] I | [>
Done & Local intranet v Wk -

Step Action

15. Click the All Approved list item.
Al Approved |
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Favorites  Main Menu > Records angEnrDHment Resear:h'Students > Other Training
ENewwindow P Help  [# Customize Page = hitp
Student ID 0808433 Anja Moos
Additional Training 7 days (2 days Developmental Training plus 5 days Additional Structured Training.)
First BB 12 012 B Lot
RTP Subject Title | Short Description Days Approval Status
1 :Eﬁig'”geg"me”e““a' Devmental Conference on Green Voices 1710142012 19/01/2012 2.00 |l Approved i[v] Edit] [=)
Research
Gmemance ang org | STUStUred Caurse 21022011 250212012 5.00 | All Approved [v] [Edit| =]
Add Training
& Save | & ReturntoSearch % Spell Check
e e
<] I | [>
Done & Local intranet v Wk -

Step

Action

Click the Save button.

Click the Edit button.

Favorites  Main Menu > Records angEnrDHment > Resear:h'Students > Other Training
ENewwindow P Help  [# Customize Page = hitp
Student No. 0802433 Anja Moos
'RTP Subject Area
“Type of Training | AUt Developmental Training [
Approval Status ‘A”AFW”VE“ l”']
Training Location “"VE’”ESS
Date From 17012012 [F pate 10 (190172012 B o, pays 2.00
Title / Short Description ‘C”"TE’E"EE on Green Yoices
Full Description of Presenting at conference on green voices. @
Training
— Beturn o Training Summary.
Cone & Local intranet 5 v ®ioow -
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Step Action

18. Press the left mouse button and drag the mouse to select the desired text.
19. Release the mouse button.
20. Enter the desired information into the Date To field. Enter a valid value e.g. "8".

21. Click the Save button.

Save

22. Click the Return to Training Summary link.
[Return to Training Summary

@‘ University

o of ('135!1"1’“" Home | workist |  Muliche sole | Performance Trace | Ad
Favorites  Main Menu > Records angEnrDHment > Resear:h'Students > Other Training
ENewwindow P Help  [# Customize Page = hitp
ditianal Training
Student ID 0808433 Anja Moos
Additional Training 7 days (2 days Developmental Training plus 5 days Additional Structured Training.)
RIP Subject %ﬂ Title / Short Deseription Date From DateTo  Days Approval Status
1 mﬁi"m"'”ge&'me”e““a' Devmeantal Canferance on Green Yaices 1710112012 1860112012 2.00 | All Approved [+] [t =)
Research
2 pavemance sng org | STUEred Couise 21022011 250212012 5.00 | All Approved [v] [Edit| =]
Add Training
[5) save [\ Returnto Search @ Spell Check
<] I | [>
Cone & Local intranet fh v Hi00% -

Step Action

23. Click the Add Training button.
Add Training :
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Home |

Favorites > Resear:h'Students > Other Training

Main Menu > Records and Enrolment

Student No.

0802433

Anja Moos

‘RTP Subject Area ‘ |"|

*Type of Training ‘ l“]

Approval Status ‘ Needs Approval lv]

Training Location ‘

Date From ‘ & Date To

0.00

El No. Days

Title / Short Description ‘

Full Description of @

— Beturn o Training Summary

ENewwindow P Help  [# Customize Page = hitp

Done

& Local intranct ; 100% -

L

Step

Action

24,

Click the RTP Subject Area list.

Favarites

|
Mam_Menu » Records and Errolment > Research Students > Other Traning

nal Trainir
Student No. 0808433 Anja Moos
|
'RTP Subject Area ‘ [v
Engagement, influence & impact
‘Type of Tr g

Knowldoe&intellectual Ability
Persanal Effectiveness

Rpproval Status |pesearch Governance and Org

T

ng Location

Date From Date To No. Days 0.00
Title / Short Description ‘
Full Description of @

Save

Return to Training Surmmary

Done

FNewwindow 7 Help 5 Customize Page B it

=)

% Local intranst 7

Fn v R0 v

Step

Action

25.

tEngagement influence & impact |

Click the Engagement, influence & impact list item.

Page 10
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& Home |
Favorites  Main Menu > RecmdsangEnrDHment > Resear:h'Students > Other Training

ENewwindow P Help  [# Customize Page = hitp

StudentNo. 0808433

Anja Moos

'RTP Subject Area

*Type of Training ‘

Approval Status ‘ Needs Approval lv]

Training Location

Date From ‘ [ Date To El No. Days 0.00
Title / Short Description ‘
Full Description of @

— Beturn o Training Summary

Done

&J Local intranet a v R100% -

Step Action
26. Click the Type of Training list.

Home |
Main Menu > RecmdsangEnrDHment > Resear:h'Students > Other Training

Favarites

ENewwindow P Help [F Customize Page B hitp

=)

Student No. 0802433 Anja Moos

IRTP Subject Area | ENOagement, influence & impact [

*Type of Training l“
Add. Developmental Training
Approval Status | Additional Structured Training

i ng Location |
Date From ‘ [ Date To El No. Days 0.00
Title / Short Description ‘
Full Description of @

— Beturn o Training Summary

Done

& Local intranet h v R100% -

Step Action

27. Click the Add. Developmental Training list item.
tadd. Developmental Training 1
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& Home |
Favorites  Main Menu > RecmdsangEnrDHment > Resear:h'Students > Other Training

Student No. 0802433 Anja Moos

IRTP Subject Area | ENOagement, influence & impact [

*Type of Training

Approval Status ‘ Needs Approval

Training Location ‘

Date From ‘ [ Date To El No. Days 0.00
Title / Short Description ‘
Full Description of @

— Beturn o Training Summary

ENewwindow P Help  [# Customize Page = hitp

Done

&J Local intranet a v R100% -

Step

Action

28.

Click the Approval Status list.
I MHeeds Approval

|
Favn_ntes Mam_Menu » Records and Errolment > Research Students > Other Traning

nal Trainin

Student No. 0808433 Anja Moos

‘RTP Subject Area ‘ Engagement, influence & impact [v]

“Type of Tt g ‘Add.Deve\upmema\‘rralnmg [v]

Approval Status | Meeds Approval [V

T

ng Location (Al Approved
Denied
In Approval Process
Meeds Approval

Date From

RET 0.00

Title / Short Description

Full Description of @

Save Return to Training Surmma

FNewwindow 7 Help 5 Customize Page B it

=)

Done

% Local intranst Fy v BI00% v

Step

Action

29.

Click the All Approved list item.
Al Approved |

Page 12
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me | Workist |  MultiChs
aining

ENewwindow P Help  [# Customize Page = hitp

Student No. 0802433 Anja Moos

IRTP Subject Area | ENOagement, influence & impact [

“Type of Training [ #dd. Developrental Training ]

Approval Status [SlLARRroved
Training Location
Date From [ Date To El No. Days 0.00

Title / Short Description

Full Description of @
Training

— Beturn o Training Summary

Done & Local intranct Gy v H100% -

Step Action

30. Click in the Training Location field.

31. Enter the desired information into the Training Location field. Enter a valid value e.g.
"Glasgow".

32. Click the Choose a date (Alt+5) button.

33. Click the 19 link.

34, Click the Choose a date (Alt+5) button.

35. Click the 20 link.

36. |Click in the Title / Short Description| field.

37. Enter the desired information into the Title / Short Description field. Enter a valid
value e.g. "Lecture”.

38. Click in the Full Description of Training field.

39. Enter the desired information into the Full Description of Training field. Enter a valid
value e.g. "gave lecture ".

40. Click the Save button.

41. Click the Return to Training Summary link.

[Feturn to Training Surmmaryd

Date Created: 12/21/2011 3:52:00 PM Page 13



Job Aid i University
&7 of Glasgow

Favorites  Main Menu > Records angEnrDHment > Resear:h'Students > Other Training
ENewwindow P Help  [# Customize Page = hitp
Student ID 0808433 Anja Moos
Additional T ny 7 days (2 days Developmental Training plus 5 days Additional Structured Training.)
RTP Subject I Title | Short Description Date From Date To  Days Approval Status
1 :Eﬁig'”geg"me”e““a' Devmeantal Canferance on Green Yaices 1710112012 180112012 2.00 [All Approved [+] (it =)
Research
Gmemance ang org | STUStUred Caurse 21022011 250212012 5.00 | All Approved [v] [Edit| =]
Engagement,
fuenee & mpact | Devmental Lesiure 19/12/2011 2011212011 0.00 Al Approved [v] [Edit| =]
&) save [\ RsturntoSearch @ Spell Check
<] I | [>
Done & Local intranet v Wk -

Step Action

42. Click the Save button.

43.
End of Procedure.
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