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Student Adding Additional Training 

 

 
 

Step Action 

1. Click the Group Box list. 
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Step Action 

2. Click the View Update Training list item. 

 

 
 

Step Action 

3. Click the Go button. 
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Step Action 

4. Click the Add Training button. 

 

 
 

Step Action 

5. Click the Category of Training list. 
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Step Action 

6. Click the Knowldge&Intellectual Ability list item. 

 

 
 

Step Action 

7. Click the Type of Training list. 
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Step Action 

8. Click the Add. Developmental Training list item. 

 

 
 

Step Action 

9. Click in the Training Location field. 
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Step Action 

10. Enter the desired information into the Training Location field. Enter a valid value e.g. 

"Inverness". 

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

 

12. Click the list. 

 

 
 

Step Action 

13. Click the January list item. 
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Step Action 

14. Click the list. 

 

 
 

Step Action 

15. Click the 2012 list item. 
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Step Action 

16. Click the 17 link. 

 

17. Click in the Date To field. 

 

18. Enter the desired information into the Date To field. Enter a valid value e.g. 

"19/01/2012". 

19. Click in the Days field. 

 

20. Enter the desired information into the Days field. Enter a valid value e.g. "2". 

21. Click in the Title / Short Description field. 

 

22. Enter the desired information into the Title / Short Description field. Enter a valid 

value e.g. "Conference on Green Voices". 

23. Click in the Training Description field. 

24. Enter the desired information into the Training Description field. Enter a valid value 

e.g. "Presenting at conference on green voices.". 

25. Click the Save button. 

 

26. Click the Save button. 

 

27. Click the Return to Training Summary link. 
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Step Action 

28. Click the Add Training button. 

 

 
 

Step Action 

29. Click the Category of Training list. 

 



Job Aid 

 
 

Page 10 Date Created: 12/21/2011 3:51:00 PM 

 

 
 

Step Action 

30. Click the Research Governance and Org list item. 

 

 
 

Step Action 

31. Click the Type of Training list. 
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Step Action 

32. Click the Additional Structured Training list item. 

 

 
 

Step Action 

33. Click in the Training Location field. 
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Step Action 

34. Enter the desired information into the Training Location field. Enter a valid value e.g. 

"Glasgow". 

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

 

36. Click the list. 

 

 
 

Step Action 

37. Click the February list item. 
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Step Action 

38. Click the 21 link. 

 

39. Click in the Date To field. 

 

40. Enter the desired information into the Date To field. Enter a valid value e.g. 

"25/02/2012". 

41. Click in the Days field. 

 

42. Enter the desired information into the Days field. Enter a valid value e.g. "5". 

43. Click in the Title / Short Description field. 

 

44. Enter the desired information into the Title / Short Description field. Enter a valid 

value e.g. "Course". 

45. Click in the Training Description field. 

46. Enter the desired information into the Training Description field. Enter a valid value 

e.g. "5 day course on Green Voices". 

47. Click the Save button. 

 

48. Click the Return to Training Summary link. 

 

49.  

End of Procedure. 

 

 


