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Learning Aide:  Ad Hoc Course Registration Process

1. What task can you expect to accomplish with this Learning Aide

· Request Planned Training via Employee Self Service (ESS)

2. Who is the target audience

· Employee’s requesting training

3. Assumptions to help you successfully use this aide

· There are 2 types of training that can be requested through ESS:  Planned or Ad Hoc

· Ad Hoc (courses not in the ESS Business Events training catalog (i.e. college courses, conferences & symposiums).

· Planned training (scheduled courses available in the ESS Business Events training catalog, usually onsite and sponsored by HRO).

· Training requested is an Ad Hoc Training Course (course not in the ESS Business Events training catalog).

Helpful Hints:

· Your training request (1556 form) must be work-flowed to your Supervisor for approval.
· Your supervisor must workflow the 1556 request to the Financial Manager for approval.  The Financial Manager will workflow the 1556 request to the appropriate 7.3.3 Training Manager for final approval.
· When your 1556 is approved by your Supervisor, Financial Manager and the 7.3.3 Training Manager, you will be booked into the course for the class date selected.  The funding on the 1556 is not authorized for payment until you receive a hard copy 1556 from the 7.3.3 Training Office noting the TG number in Block B.
· Once the employee receives the final approved copy of the 1556, it is the employees responsibility for registering for the class with the vendor.
· It is the employee’s responsibility to contact the 7.3.3 Training Manager in the event of a cancellation prior to the start date of the course.
· Other related Learning Aides; Planned course registration process, and Tracking a 1556 approval process.
Step by step instructions: 

1. From MySAP.com Launch Pad [image: image12.jpg]


, access training using the following menu path:

HR Functions  (  ESS  (  Training.  Select Ad Hoc Training Request.


2. Enter Course Name, Start Date and End Date.

3. Click Proceed to Request button.

4. Click Request Attendance button.

5. You will see a message - Go to your SAP IN BOX and fill out the 1556 form.  
Click Continue.

Do not enter another Ad Hoc training request until you have completed the 1556 form.

6. From MySAP.com Launch Pad [image: image2.png]


 use the following menu path to access your Business Workplace. Other Functions  (  Business Workplace
7. Click on the Workflow folder under the Inbox folder.

8. Click on the first line item in your folder.  It should contain the name of the course you just requested. 


9. Click Execute to open your 1556 so that you can fill in all the necessary information.

10. To expand the 1556 screen – press the yellow triangle [image: image3.bmp] in the upper left of the MySAP.com launch pad.


11. Select the Attendee Data tab, click on Position Level Code field, then click the possible entries [image: image4.bmp] icon and select one of the choices from the drop down list.  Click the Enter [image: image5.bmp] icon to confirm your selection.  Additional fields that may be included:  handicap accommodations, home address or phone number printed on the 1556. These fields default to “No” and appear blank unless you chose to change to “Yes”. 


12. Select the Course Data tab. (If you did not expand the 1556 screen, you may need to scroll down or to the right to view the entire screen).

13. Click on the Course Name field, then press the TAB key and enter your Training Objective.

14. Additional fields to be completed include: (Press the TAB key to navigate between fields) Training Source, School, or Facility Name and Address, Source location, Purpose, Priority, Method of Training, and Reason for Training.  (A drop down menu is available by clicking the possible entries [image: image6.bmp] icon). 

15. Select the Course Cost tab and enter the Tuition Cost and Duty Hours.


16. Additional fields that may need to be completed include:  Tuition, Books, Materials, and Other Costs, etc. (As applicable).


17. Click the Save [image: image7.bmp] icon when all required fields are completed.


18. Click Continue.

19. Click the Back [image: image8.bmp] icon to start workflow and send the 1556 to your supervisor.  (Critical step.) 

(This is a Critical step if you press any other icon workflow will not start.)

20. Enter your supervisor last name and press the enter key.  Asterisks can be used as wildcards (i.e. *Hall*).

21. Double click on your supervisor from the list that pops up.  (If there is only one supervisor with the last name you entered the supervisor field will automatically populate with that name.)

22. Click the Apply and Return button.  Click the Complete Work Item button.
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