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Click the Knowldge&Intellectual Ability list item.
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Training Detail
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Step Action

8. Click the Add. Developmental Training list item.
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Training Description
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Step Action

9. Click in the Training Location field.
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10.

"Inverness".

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

11.

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

12.

Click the list.
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13.

Click the January list item.
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Training Detail

#Catagory of Training Knowldgesintellectual Ability ¥
“Type of Training Add. Developmental Trainin

Training Location Inverness
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[

Date To
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SAVE 3
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Step Action

14, Click the list.
2017 |»

Main Menu > Self Service > Student Center
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Update Additional Training

Training Detail
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Step Action

15. Click he 2012 list item.
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Update Additional Training

Training Detail

*Category of Training
*Type of Training
Training Location
Date From

Date To

Days
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Training Description a8 8 10 41 12 13 14

SAVE
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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.
I |
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.
217. Click the Return to Training Summary link.

[Feturn to Training Surnrmary|
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Update Additional Training

Student ID 0808433 Anja Maoas

Additional Training 2 days (2 days Developmental Training plus 0 days Additional Structured Training.)

B yora B iase

RTP Subject Days|Approval Status

1 :gﬁ‘“’tlfggg"”&”“t“al Devmental Conference on Green Voices 17/01/2012 19/01/2012 2,00 Needs Approval Edit | [=]

ADD TRAINING

T 2 )

<] m [>
Done & Local intranct R v 0% -

Step Action

28. Click the Add Training button.
A0D0 TRAIMING
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Update Additional Training

Training Detail
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“Type of Training L v
Training Location [

Date From

Date To [

Days 0.00

Title / Short Description

Training Description

SAVE Return to Training Summary
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Step Action

29. Click the Category of Training list.
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Training Detail

*Category of Training [

Engagemnent, influsnce & impal
Knowldgesintellectual Ability
Personal Effectivensss

*Type of Training

Training Location Research Governance and ord
Date From

Date To [

Days 0.00

Title / Short Description

Training Description

SAVE

Return to Training Summary

Done
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Step

Action

30.

Click the Research Governance and Org list item.

fResearch Sovernance and Org |

b Home:
Favorites | Main Menu > Self Service > Student Center

Anja Moos

Update Additional Training

Training Detail

#Catagory of Training {Hesearch Gosernance and & v |
*Type of Training I

Training Location
Date From

Date To

Days 0.00

Title / Short Description

Training Description

SAVE

Return to Training Summary

Done
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Step

Action

31.

Click the Type of Training list.
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Update Additional Training

Training Detail

#Catagory of Training Research Governance and < |

*Type of Training [v
#dd. Developrmental Training

Training Location sl Eisusiad) Thehrii

Date From

Date To [

Days 0.00

Title / Short Description

Training Description

SAVE

Return to Training Summary

Done
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Step Action

32. Click the Additional Structured Training list item.
badditional Structured Training |

Favorites | Main Menu > Self Service > Student Center
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Update Additional Training

Training Detail

*Categary of Training
“Type of Training
Training Location

Date From

Date To @

Days 0.00

Title / Short Description

Training Description

SAVE

Return to Training Summary

Done
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Step Action

33. Click in the Training Location field.

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

Page 11



Job Aid

University
of Glasgow

Step

Action

34.

"Glasgow".

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

35.

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

36.

Click the list.
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Update Additional Training

Training Detail

*Category of Training
*Type of Training

Training Location

Date From

Date To

Days 0.00

December |v ‘2011 [V]

January
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Title / Short Description

F

s
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4 April
May
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1 July 2
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SAVE September

Training Description

2

)
16
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3
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1
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Done

& Local intranet dh v 0% -

Step

Action

37.

Click the February list item.
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Update Additional Training

Training Detail

*Category of Training
*Type of Training

Training Location

Date From
Date To
Days 0.00

Title / Short Description

{February

S M T W T F S

Training Description

27 28

1 2 3 4 5§
6 7 & 4 10 11 12
13 14 15 16 17 18 19
20 021 22 23 24 2% 2%

SAVE
(4] currert Dete [¥)
Do & Local intranet Gy v H100% -
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.
[Feturn to Training Surnrary|
49.
End of Procedure.
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