Steps to Enroll in HR 101 Courses

1. Go to the MySJSU website and click on MySJSU SIGN IN

Ef D B3 shareThis

SJSU Home = MySISU

Quick Links
¢ Class Search
¢ Browse Catalog

e My Password/Sign In Help

¢ Systern Downtime

MijSU SIGN IN

Contact Us

My8JEU is supported

by the Common
Management Systems
(CM&) Project Office and its
Project Team.

2. Under MySIJSU please login using your user SJSU ID and Password

ORACLE

PEOPLESOFT ENTERPRISE

SJSUID: |

Passwordd: |



http://my.sjsu.edu/

3. Go to the left side menu and select Self Service

Search:

©)

[ TSI 24 Baseline
[ C51 Termp Faculty
[ Alern-SJ3L0L

nE
[ BJSU Campus Salutions
[ 515 Human Resources
[ Recruiting
[=Warkforce Administration

4. Select Learning and Development, SJ-Enroll in Training Class

Mavigate to your =elf service information and activities,

. 4. Istudent Center Ii_'l
‘u LIze the student center to manage school related activities . Repott and review your time, schedules, regquest absences and [

Time Reporting

Mare.

=] Employee Bakance Inguiry
[ Report Time

rll Learning and Development
.ﬂ.dd or rewew |nf0rmat|0n about profiles of skillz and competencies,
skunent.
b= S-Training Summ.Drop Class
=] Professional Training

Benefits
‘?. Revievy health, insurance, =avings, pension or ather benefits

information. Review and update dependent and beneficiaty personal
infarmation.

3 Benefits Information
[ Dependents and Beneficiaries

[E Benefits Summary
& hore...

ﬁ Class Search { Browse Cataloq

Find clas=es that match your selection criteria, ar brovese the course
catalog by subject.

=l Claz=s Search
=l Browwse Course Catalog

g Academic Planning
rE Buildd your academic planner

= Enrolimert Shopping Cart
= Wy Course Histary




5. Here you can search for the training course by name, course number,
category or date (We recommend searching by Date or Course Number)

ORACLE &

Favorites Main Menu > Self Service » Learning and Development > 51- Enroll in Training Classes

Enroll in Training Classes

Sheena Kumar

Search for and enroll in S135U training classes.

Search by Course Mame

Search by Course Mumber

Search by Cateqgory

Search by Date

View Training SummaryDrop Classes

ORACLE _— =

Favorites Main Mernu > Self Service > Learning and Developrment > S1- Enroll in Training Classes

Request Training Enrollment
Course Search

Search by Course Mumber.

Enter a course number and click the Search button to get a list of matching courses. Leave the course number hlank to get a list of all courses.

.
Course Number: GI’RCRDE ) Search |

Eeturn to Enrall in Training Classes




6. Click View Available Sessions

ORACLE  C—

Favorites Main Menu > Self Service > Learning and Development > SJ- Enrall in Training Classes

Request Training Enrollment
Course Search

Search by Course NMumber.
Enter a course number and click the Search button to get a list of matching codrses. Leave the course number blank to get a list of all courses.

Course Number: |[TRCRDE i Search i

Description
TRCROA [ Intra ta Staff Fee Waiver Prog HR CAMPLIS

Wiew Availahle Sessions

Eeturn to Enrall in Training Slasses

7. Select Section Number

ORACLE ST

Favorites Main Menu > Self Service @ Learning and Developrment = 51 Enrall in Training Classes

Request Training Enrellment

TRCREOE  Intro to Staff Fee Waiver Prog

Session Instructions

Sort By: Start Date = Wi |

Start Time |(Duration

@ Clark Hall 547 Q00AM 1.0 hours 20 0

Feturn to Course Search

Feturn to Reduest Training Enralliment




8. Click Enroll

OrRACLE

Favorites  Main Menu > Selfsvemce > Leaming and_Devebpment > SJ)- Enroll in Training Classes

Request Training Enroliment
Session Detail

Sheena Kumar

Course: TRCROS Intro to Staff Fee Waiver Prog
Session: 0010

Start Date: 03/22/2012

End Date: 03/22/2012

Duration: 1.0 hours

Prerequisites: None

Session Schedule

[Stact Time _|End Time

Thursday 03/22/2012 9:00AM 10:00AM Clark Hall 547
Enroll | Click 'Enroll' to be automatically enrolled in this session

Return to Request Training Enroliment

9. Click Okay to confirm

orACLE G iiiiiiiiiiiiinnn—,.,,

Favogrites | Main Menu > Self Service > Leaming and Development > 5)- Enroll in Traning Clisses

Request Training Enroliment
Enroliment Confirmation

This is the only enrollment confirmation you will recaie. If the Adtion balow says Sessn Wail you are on the waitlist for this session and will ba
v‘ notified if space becomes available.

Flease make a nole of the dale and ime of your raining session(s).
Chick O to rebunn to the Training Enroliment page. Chick the SJ8U Training Transcripl hypaink on thal page to view a list of all your courses.

Empl 1D 005400220 Sheana Kumar

Course: TRCROE Inbro to Stal Fae Wakver Prog

Session: 010

Seart Date: Qa2 2 End Dane: DArza2g2
Sear Time: Q000D A End Timve: 10:00:00 AM

Clark Hall 847

Enrallgd Enrodled Data: 0320520492




