Booking an employee onto a Health & Safety or First Aid course as their line manager
· Log into ERP
· Go into Personnel; Course; Course Catalogue
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· Start typing the name of your employee or press space to get a list of all your employees; click on the correct name, press the tab button and click on the course field
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· Start typing the name of the course and a list will appear underneath; click on the correct course, press the tab button and click search
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· A list of course dates will appear underneath; click the Sign up button to book your employee onto the course
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· If the training costs are being covered by another budget, please make sure you comment here with the correct cost code to charge
[image: ]
· Once you have saved the request, the employee will be notified, and their place will have been booked onto the course
· The ERP system will send a reminder notification nearer to the course date.


image3.png
[o—.
s
[

~ Semchly

e

© Solectudcoures




image4.png
~

L.
o}
g
=
&





image5.png




image1.png
om——

[——

temacenpites

o=

e —

Course

ERT—
@ mardcouses
p—

* Comsopactanes
¢ Conmecmain
5 Commensong

resm—)

Competance

[ Tr——
R —
Recpromansenp
M
Compaanc ey R

X% 8 PEPLEPEPPEE

Salaryreview,

© Sy poposs ey
Q sy popossovven
Q sy e oveven

Q Werktom sy - sty evon st

Favoures ©

S EE ST E % %%

GonrctCrangesFom

U oS




image2.png
Course catalogue.

Coms s s
Name

[ )

St s

¥ Semchy




