How to Approve or Reject Professional Development records:
There are 2 ways to approve or deny professional development.

Option 1: Clickon the linkin the email to view your employee’s professional development.
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Brady Randall

Approval for Brady Randall for their modified submission Is needed.

Brady Randall has filled out their modified submission for professional
development on 10/30/2014!

To complete this task
Click on this link to view the professional development that was submutted
Once this has been approved or rejected, you should receive a second email confunmung this

Thank you!

Ok & photo to see recent emadls and sooal updates [ ‘\ v

Connedt 10 100G networks 10 show profile photos and actvity updates of your colleaguet i Office, Click here 10 Add networks x

Brady Randall

te Develog




Once you click on the linkyou should be takento the screen to approve or reject the professional developmentas shown below :

Professional Development Form

Wednesday, May 29, 2019
Current User: Cathie Barber
Current Username: charber
Current Supervisor: Cathie Barber
Current State: supervisor approval

Submission Date: 1/12/2015

Information about yourself:

User Name: Full Name: Program:
brandall Brady Randall

Role: Division
Staff v (i3 ~

Information about your recent training activity

Training Title Training Type Hours Earned
Convocation Prof Development v 20 v
Documentation: Training Date From Training Date To
2015-01-08 2015-01-08
Comments:

Supervisor Comments:

At the bottom of the screenis a approve button and a reject button. If you approve it then your employee will be notified viaemail.
If you rejectthe professional developmentthenyou must give a reason why inthe “Supervisor Comments” section.



Option 2: If for some reason you did not get an email you can approve or reject professional developmentinthe reportingtool on

the portal.

1r Employee

Employee Links

Banner 9

Banner Application Havigator

- Single Sign-on io Banner 9.

Employee Profile

Finance Seif Service

Student Self Service

Student Advisor Profile

Student Attendance Tracking for Faculty
Student Attendance Tracking for Students

Banner & {INE)

Internet Mative Banner [TEST)

- Bingle Sign-on direc ink to Infermet Native Banner

Internet Mative Banner (PPRD)

- Login required for direct Bnk to Internet Mative Banner PPRD
Internet Mative Banner [TRNG)

- Login required for direct Bnk to Infernet Matiwe Banner TRNG

Self-Service Banner

Self-Service Banner (TEST)

- Single Sign-on direct ink to Self-Service Banner Test
Self-Service Banner (PPRD)

- Login required for direct Enk to Self-Service Banner PPRD
Self-Service Banner [TRNG)

- Login required for direct Enk to Self-Service Banner TRNG

Recruit

Recruit 5.2

Recruiter External Web Site 5.2
Process Improvement

Process improvement Form

View all Process Improvement Forms
Reference

Interactive Schedule - Employee Version
Intranet Home

New Intranet Home

Remote Deskiop Connect Guide - Employees
W5U Tech Employee IT Help Guide

Banner Booksheltf

Forms

You must be on 5 computer on campus or Remafe Deskiop Connection off campus to sccess these appiications.

Efrieve Forms

- {maust use Chroms) K
Professional Development

- 20 PO hrs per Academic year are reguired by the collegs.

IT One Stop

IT One Stop - TEST
- Rumn Banner Stored Procedures, Link to Web Applicatio

Link to E-Forms

I_-."u MEQICSI LOMPSNSOn 1304 - TOF FUE- | IMEe SMmpIoyees

HR Benefits - Employee Navigator
How to creaie an Employee Mavigator account:

= Open the Employes Nawigator LURL in your web browser
f'ou hawe now accessed Employee Navigator's homepag
Click the link for "Login™ at the top right comer of the pags
¥ou will be redirected to the Employes Mavigator Login p
Click the link “Register as a new user”

Registrafion page will pop up

Enter your fst and last name

Enter your Company ldentifier numbsr: WSU Tech {pless
ter the last four digits of your Social Security Number
Enter your hirth date (mmdddiyyyy)

Click "Maxt”

Enter all the marked fields to complete the regisiration prc

Haw to Access the Employee Navipator Login Portal:

Open the Employee Navigator URL i your web browser
You hawe now accessed Employes Navigator's homepag
Click the link for “Login® st the fop right comer of the pags
¥ou will be redirected ta the Employee Mavigator Login p
= Enter your usemame and password and cfick ‘Log In'
Onece you have signed in, you can choose to log out at an

Wisit one of the finks below for assistance with the following:

- Greating an empiloyes account
= Ennofling in benefits

Other Forms and Policies
Fnance Forms - This fink provides information related io Final
Academic Forms - Academic Affairs forms and related informe

Benefits - Informational documents and change forms are ava
please contact HR.

Tuition VWaiver - reference employment policy 2-45 for proces:

Payroll - Information about logging inte timecards and pay stal
forms.

Emgployment - This section contains information related to poli

Policizs and Procedures - This section contains policies and p
promote responsible. successful, and ethical students, amploy

Human Resources

Welcome Employees:

Whether you hawve just joined our staff or have been at W5U T
a dynamic and rewarding place in which to work, and we look



You should then be able to see a screenthat looks similarto this one:

Go Back Training Type: Status:

Select all ~ Sele

[ See your employees’ Professional Development

Customized Trainin 2
ference Confersnce
Confersnce

Customized Trairin a

e ——— e —

14 Praf Davelopment

14 In-semvice

ct all ~

2012-08-27

2012-12-
2013-07-
2013-07-
2013-00-

| 201200

11

15

15

13

13

2014-02-24

2014-02-24

Fiscal Year:

Select all ~

2012-00-25

2012-11-27

20713-07-08

20713-08-12

2073-08-09

207320810

2012-01-00

2012-01-31

If you click the check box “See your employees’ Professional Development” then you will be able to see your employees’
professional development afteryou click on the “Filter Data” button. You will then want to click on the “Status” drop down and

selectthe “Pending” option to see which ones need your approval as seen below.

Go Back Training Type: Status:

Select all ~

VE

Pending
[ See your employees' Professional Development

Full Name Training Title Training Type

Rejected

Submitted Date

Fiscal Year:
Select all

End Date

Cathie Barber Higher Learning Commission Accreditation Training Prof Development

Cathie Barber Workfiow Training by SIGCorp Customized Training
Cathie Barber Multiple Sessions al the Conference Conference
Cathie Barber KBOR Data Conference Conference

Cathie Barber ation Training Customized Training

Cathie Barber Training Customized Training

2012-09-27

2012-12-11

2013-07-15

2013-07-15

2013-09-13

2012-09-13

2012-09-25

2012-11-27

2013-07-09

2013-06-12

2013-09-09

2013-09-10

2012-09-25

2012-11-29

2013-07-11

2013-06-13

2013-09-09

2013-09-10

Afteryou are done selecting “Pending” you will need to click on the “Filter Data” button. This will filter the data that is being

displayed so you get only what you want.



Professional Development Report
Wednesday, May 29, 2018

Current User: Cathie Barber

Current Supervisor. Randy Roebuck

Go Back Training Type: Sistus: Fiscal Year:
Select all v Pending v 2015 v
M See your employees' Professional Development Dowiload to SV
Total Hours: 2.0
Full Name Training Title Training Type Submitted Date Start Date End Date Hours Status
| Brady Randsll Prof Development ‘ 2015112 2015-01-08 ‘ 2015-01-08 ‘ 20 Pending

Afterthat your screen should look similarto the above.



Afterthat you will need to find the one that you want to approve or reject. Then click on the link under the “Training Title” that lines
up with the one you want to approve or reject as seen below (inour case thereis only one that needs approved or rejected).

Professional Development Report
Wednesday, Mey 20, 2018

Curent User: Cathie Barber

Current Supervisor: Randy Rosbuck

Training Type: Ststus: Fiscel ear

Selectall v Pending ¥ 2015 ¥

M See your employees' Professional Development

Total Hours: 2.0

Go Back

Full Name Training Title Training Type Submitted Date Start Date End Date Hours Status

Pending

20150108 ‘ 2015-01-08 ‘ 20

Canvocation Prof Development ‘ 2015-M12

| Brady Randsll

This will then bring you to the screen where you can approve or rejectthe professional development.

If you have any furtherquestions please feel free to eitheremail HR, the IT helpdesk, or brandall@watc.edu.

Thank you.


mailto:brandall@watc.edu



