State of Michigan
Human Resources Management Network
Division for Human Resource Training & Development
Instructions for Session Registration

Registering employees online for Civil Service training courses requires appropriate HRMN security.
Only your Agency Security Administrator (ASA) can grant access to the Training Administration
System. You can search for your ASA online:
http://csintranet.state.mi.us/HRMNAgencyTeamDirectory/DirectoryHASASelect.aspx

If you are a new system user, Congratulations! Please let the Civil Service Human Resource Training
and Development Division know that you are a registrar for your agency by contacting Maria Mahoney
at 517-241-9482 or mahoneyml@michigan.gov.

Your Training Administration tools are hosted in MI HR Self-Service and can be accessed three ways:

1.

At the HRTD Training and Development site (http://weblmdcs.state.mi.us./MCSCHRTD/HRTDHome2.aspx),
select the Login and Register Employees link under the ‘For Registrars’ icon.

At the Ml HR Gateway (www.mi.gov/selfserv), click the ‘Login from Work’ icon.

Go directly to https://sso.mdch.state.mi.us/dcs/lawson/portal (and then save the link as a favorite for
future quick access).

All three methods bring up the Lawson login. Your

% User Name is the lower case letter “s” followed by
o your 7-digit employee 1D number. If you have a
v 6-digit employee number, enter a “0” (zero)

LAWSO N‘ID between the “s” and your ID number. Some

registrars may have a user name that begins with

Eltpl’.
Lo | Your computer generated 8-character Password was
e | sent to you by HRMN Central Security and contains
numbers, lower case letters, and symbols.
Login

Copyright & 2000-2005 Lawsen Software Inc, Technology 9.0.0.2.415
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Following is a brief description of the Training Administration tools.

2} Lawson portal - Home - Microsoft Internet Explorer

File Edit View Favorites Tools  Help IndiViduaI Registration
@Back - e - Ia @ \{h | pSearch *Favorltes ®| @' & - D ﬁ .'3 Should be Selected to
Address IEhttp:.i.rhrmndwl‘main.state.mi.us;’lawson,l’portal,l’ j E register employees fOf a
MIHR Self Service  Home training session.
| Registration Inquiry
Traininn Adminicheation a”OWS you to V|eW
Individual Registration -
Registration Inquiry employees regl_stered for
Training History upcoming sessions as well
Instructional Aids H H
Humport as individuals who were
web Sites g absent or canceled from a
State Web Sites CompletEd session.

Training History provides
an employee’s training
records for Civil Service
courses they have been
registered for and attended
from 10/1/02.

Instructional Aids contains
various tools to assist you in
your role as a training
registrar.

HRMN Support takes you
@ oone 7 tothe HRMN Support home
wstartl m Movell-delivered Applica... | @9 Novell Grouptise - Mail.,. ”W Session Registration In... | Microsoft Access - [ page .
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Register an Employee for a Training Session

3 Lawson portal - Session Registration {XN20.1) - Microsoft Internet Explorer == x|
File Edit View Favorites Tools Help | -
Qs - © - =) (D G| Power Sroenn @] 3 im0 - JEL B
Aiddress [E] hetpsjhrmnndv main. state. mi. usflawson/portalf =1 co | Unks | & Snsor B 2
Welcome Ellen llogaut]

Registration Inguiry
Training History
Instructional Aids
HRMM Suppart

Web Sites

State Web Sites

Ml HR Self Service

Trainina Administration

Individual Registration

- Registrant Information

Session Registration (XN20.1)

course [T
Session [Z]
Start Date [

Company [m]=ln'n]

Search...

Employee

& & G
[T | I (e
& & G
[T | I (e
& & G
[T | I (e
& & G
[T | I (e
& & G
& M [
Employee Email Update | | Special Needs | Inden/PCA

@ Dane

wstartl Movell-delivered Applica. .. | % Novell GroupiwWise - Mail.... ”‘5 Internet Explorer ~ [ Session Registration In... | Microsoft Access - [Frm... | & @| P

When you click on
Individual Registration, the
session registration form will
appear. You should
maximize the screen.

The “Company” field will
default to 900.

Information is needed in the
“Course” field. You can
manually type in the course
identifier (i.e., RETIRCS001)
or use the dropdown arrow to
select a course.

«  1:32PM

‘3 Lawson portal - Session Registration (XN20.1) - Microsoft Internet Explorer

File  Edit  View

Favorites  Tools  Help

== x|

&

eBackva m@ \/h|_lOSearch ‘i}(Favontes ®|@v & v| Jﬁ .'3

& -- Web Page Dialog

8o | RSN e || | (IS T
MI HR Sel| au courses =

s B

Home
Training Administ

Individual Registrz
Registration lnguil

Training History

Instructional Aids
HEMM Support

Web Sites

State Web Sites

If you click on the dropdown

Course Description Effective o A
CAREECS001 CAREER EXPLORATION /TN GOVERN 0a/01/2002 arrow, a listi ng of the first 25
CAREECSD0Z GROW YOLR. CAREER HOW TO MENTOR 070172004 P . .
CAREECSDN3 GROW YOLR: CAREER: HOW TO MENTEE 10/04(2005 Civil Service courses sorted in
CHANGCS001 BE & FORCE FOR POSITIVE CHANGE 08/01/2002 ascendi ng course ID order
CHANGCS00Z MANAGING CHANGE AND TRANSITION 05012002 i
CHANGCS003 7 HABITS OF HIGHLY EFFECTIVE 08/01/2002 will appear.
CHANGCSD4 7 HABITS MAXIMIZER, (OVERVIEW) 04/30/2003
CHANGCS00S HELPING OTHERS ADAPT TO CHANGE 06{26/2003
CHANGCS006 7 HAEITS OF HIGHLY EFF PEF REN 11/20{2003
CHANGCS007 MANG CHNG TRHS CAR EXPL {1DAY) 01/25/2004
CHANGCS00S FREPARING TC LEAD: 7 HAB HIGH 06{0172004
CHANGCS009 MANAGING CHANGE AND METT 08/24/2004
CHANGCS010 7 HAEITS CERTIFICATION WORKSHP 11/12{2004
COMMESDO1 BUILDING RAPPORT 00172002
COMMCSDNZ BUILDING TRUST (FRANKLINCOVEY) 00172002
COMMCS003 CONFRONTING CONFLICT HEAD-ON 08/01/2002
COMMCS004 CREATE/DELIVER FRESENTATIONS 05012002
COMMCS00S EFFECTIVE COMMITEAM DECISION 00172002
COMMCS006 ENHANCING WORKPLACE RELATIONS 00172002
COMMCS007 MAINTAINING & POSTTIVE FOCLIS 08/01/2002
COMMCS00G FROFESSIONAL TELEPHONE SKILLS 05012002
COMMCSD0g DEALING WITH DIFFICLLT PECPLE 00172002
COMMCSD10 THINK ON YOUR FEET (0172002
COMMCS011 ADVANCED TEAM DEVELOPMENT 08/01/2002 04/30/2004
Previous 25 Mext 25 Records 1-25
|
|http:,|’,|’hrmndw1.main‘state.mi.us,l’lawson,l’porta\,l’drill,l’drill.htm |° Internet v
| Employee Email Update | | Special MNeeds | | Index/PCA | | Pre-Paid |

@ Daone

Y

Qstartl & Novel-delivered Applica...l &% Novell GroupWise - Mail... ”‘4 Internet Explorer - [®] Session Registration In. . | Micrasoft Access - [Frm. ., | & @| & 27 |« 1BEM
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] a Search -- Web Page Dialog

Perform: ™ Find ¢ Filter

Select Find to display the first occurrence of the search criteria or

Filter to display all occurrences of the search criteria,

And  Cr

I* Course

O]

Effective
Ending

* Course
Short Crs

Descrlptu:nn

Desc

[

You can also click on the search
button to search for a course.
Fields that can be used for a
Search are shown here. Using
part of the course ID or
description will be most useful
for finding a course.

-|htto: fthrmndw 1 . main. state. mi.uslawsondoortalidrillidr search. htm

View

Favorites  Tools

Help

a Lawson portal - Session Registration {XN20.1) - Microsoft Internet Explorer

File  Edit

| Internet

_1&1d

| &

Address |@ hikp e
MI HR Sel

Home
Training Adminisks

Individual Registrz
Registration Inguil
Training History
Instructional Aids
HEMM Support

Web Sites

State Web Sites

ALL Courses [7]

Search

Qoo - © - [x) [B] (3| Dsemen Scrmenes €| 2 1L W - JEL B

3 Drill Around® -- Web Page Dialog

m [l Printable ¥iew | Explorer Yiew

Snaglt E |§"

len logout)

Course Description Effective Ending
CAREECSOOL CAREER EXFLORATION 'W/IN GOYERM 08012002

CAREECSODZ EROM YOUR CAREER HOW TO MEMTOR, 07012004

CAREECSO0S GROW YOUR, CAREER HOWY TO MENTEE 10/04(2005 L

[t etacld 2] Search — Web Page Dialog

Perform: @ Find ¢ Fiter

CHAMGCSE
CHAMGICSE
CHAMGICSE
CHAMGCSC
CHAMGCSC
CHAMGCSC
CHANGCSC
CHANGCSC
CHAMGICSE
COMMCSO0
COMMCSO0
COMMCS0C
COMMCS0C
COMMCS00
COMMCSO0

Select Find to display the first occurrence of the search criteria or
Filter to display all occurrences of the search criteria.

And  Or

I"‘ Course v” v”MGMT"‘

§ Find

I Cancel

This example uses the find
operation for * Course, with
criteria “like” and “MGMT*
to find all courses with
MGMT in the course ID.
Click the find button after you
have entered your criteria.

COMMCSON |http:,l’,l’hrmndw1.rnain.state.mi‘us,I’Iawsunfpurtalp’drillfdrsearch.htm |§ Internet .
COMMCSO005 PROFESSIONAL TELEPHOME SKILLS 08f01f2002
COMMCS009 DEALIMG WITH DIFFICLLT PECPLE 08f01f2002
COMMCS010 THIME N ¥OUR FEET 08/01f2002
COMMCS011 ADYAMCED TEAM DEVELOPMEMT 08012002 04/30/2004
FPrevious 25 Mext 25 Records 1-25

|http:,|’,|’hrmndw1.main‘state.mi.us,l’lawsnn,l’pnrta\,l’drill,l’drill.htm |° Internet v
| Employee Email Update | | Special Needs | Index/PCA | | Pre-Paid |
[&] pone [T T [ kernet

i start| §F Movell-delivered Applica... | §§) Novell Groupwise - Mail... |[ & 4 Internet Explorer - ] Session Registration In... | [2] Microsoft Access - [fm... | @| = | T e 1d41PM
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aLawson portal - Session Registration {XM20.1) - Microsoft Internet Explorer _|ﬁ||5|
File Edit View Favortes Tools  Help | &

Qoo - © - [x) 1) (] 0 s S rovtes @] 3 1o W -| L B

Address @http:n’hr DL 2 [ Snaglt @ =
len llogout]

MI HR Sel au courses [zl

Course Description . .
aTeso0 N CEA MG WITIEE PECRIE The display goes to the first
MGEMTCS002 IMS: EXCEED CUSTOMER EXPT.

course beginning with MGMT.

Individual Registrz MGMTCI003 IMs:

Registration Inguil MGMTCS004 IMS: ESSEMCE OF LEADERSHIP

Training Histary MEMTCS005 IMS: USE OF POWER

Instructional Aids MGMTCS00G MAKING CHAMGE WORK 11/19/2002
MGEMTCS007 IMS; POWER OF POSITIVE ATTITUD 11/19/2002

HEMM Support
MGEMTCS00S IMS: LIMK PERFORMANCEfSUCCESS 11/20/2002

Web Sites MGEMTCS009 MAXIMIZING FLEXIBILITY AMND EFF 11/20/2002
State Web Sites MEMTCS0L0 IMS: DEV BREAKTHROUGH IDEAS 11/20/2002
MGEMTCS0LL IMFLUEMCE AMD ACTION 11/20/2002
MEMTCS01Z STRATEGIES OF MAMAGING STRESS 11/20/2002
MGEMTCS013 EMOTIONALLY INTELLIGENT LEADER 11/20/2002
MGEMTCS014 IMS: BARGAINING AT WORK 11/20/2002
MGEMTCS01S IMS: GETTING THIMGS DOME 11/20/2002
MGEMTCS016 IMS: CHARTING BOUMNDARIES 11/20/2002
MEMTCS017 IM3: DEV BOTTOM LIME MINDSET 11/20/2002
MEMTCS01S LEADERSHIP TACTICS FOR BOOSTIN 11/20/2002
MEMTCS019 IM3: FIM TOOLS FOR DECISIONS 0121 /2004
MEMTCS020 DIT-Managerial Owverview 02/10/2003
MEMTCS021 MEASURING PERFORMAMNCE 03[15/2002
MEMTCS022 MANAGING DIVERSITY IN THE WORK 03/28/2003
MEMTCS023 MOTIYATING THE MEW GEMERATION 03/28/2003
MGMTCS024 MANAGEMENT SKILLS FOR TECHMICA 03[28/2003
Previous MNext
|
|http:,l’,l’hrmndw1.main‘state.mi.us,I’Iawson,l’porta\,l’drill,l’drill.htm |° Internet A

| Employee Email Update | | Special Needs | | Index/PCA | | Pre-Paid |

|&] pone [ [ [ [ [ |4 mnterret
i start| §F Movell-delivered Applica... | @) Novell Groupwise - Mail... | |8 4 Internet Explorer - 8] Session Registration In... | [2] Microsoft Access - [fm... | @| & B |« 143Pm

Z} Lawson portal - Session Registration (XN20.1) - Microsoft Internet Explorer =] =]
Fil= Edit Wiew Favorites Tools Help | ,ﬂ

Qe - © - [¥) B (] O sewn Sermenes @3- 1 W - | JEL B

Addrass [ hitp: by K A sneqr B 1=
\ len llogout]

MI HR Sel ALL COURSES E

Course Description Effective Ending
[l MGMTCS02E TRUST STREMGTHNENGE FOUND DD 06/26/2003
Training Administ: MGMTCSD27 SITUATIOMAL LEADERS 06/26/2003
Individual Registrz MGMTCS028 THE 4 ROLES OF LEADERSH 06j26/2003
Registration Inquil MGMTCS029 IMPROVING STAFF PERFORMAI 06/26/2003

MGMTCS03Z CONDUCTING PERFORMAMCE REVII
" N MGMTCS033 DOI FACILITATION SKILLS WORKSH H
:\::;:Cstll‘lﬂnag::lds MGMTCS054 HOLD EMPLOYEES ACCOUMTABLE 1 Use the FI nd NeXt button to
s MGMTCS03S COACHIMNG (PROGRESS ASSOC)
Web Sites MGMTCS0SE CONDUCTING PERFORMAMCE REV TTT See th e neXt g ro u p Of CO u rses

MGMTCS037 IMS: UNDERSTAND TO LEAD OTHERS

MGMTCS0ES IMS: GEMERATE PEAK PERFORMANCE meetlng the Crlterla

Training History

State Web Sites

MGMTCS040 HE POWER OF INMOWATION
MGMTCS041 1 LEADERSHIP FOR MID MGRS.
MGMTCS044 1 SYSTEM THIMKIMG FOR MGMT.
MGMTCS0GE + DEALING WITH TURMOIL 01/21/2004
MGMTCS047 2 ACCOUNTABILITY REMVOLUTION 01/21/2004
MGMTCS045 MAMAGER A5 COACH 01j21j2004
MEMTCS050 : DEVELOF{RETAIN PEQOFLE 01f21j2004
MGMTCS0S1 + DECISION MAKIMNG BY MUMEBER 01/21/2004
MGMTCS052 ¢ THE COMMUMICATION EDGE 017212004
MGMTCS0S53 1 TAKING CHARGE OF YOLUR DEY 03f02j2004
MGMTCS0S MANAGIMNG REMOTE TEAMS 08/10/2004
MGMTCS0SS THE 4 DISCIPLIMNES of EXECUTION 07012004
MGMTCS056 DOI REV PERFORMANCE PROGRESS o7j01jz004
Previous Mext
[
|http: £ hrmndi 1 . main, state.mi. usflawsoniportalfdrillidrill. htm |4 Internet i
[ Employee Email update | | special Neads | Index/PCA | | Pre-Paid |

[&] pane
i start| [FF novel-deiivered Applica... | 8§ Novell Groupwise - Mail... ||§ 4 Internet Explorer -

[ [ [ [ [ |4 neerret
Session Registration In... | [ Microsoft Access - [frm... | ® @| |« By 1:47FM
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a Lawson portal - Session Registration {XN20.1) - Microsoft Internet Explorer

PRI
G

Fil= Edit WView Faworites Tools Help

eBack - o - @ @ \{;j|psaarch *Favorites @| B' % - |_J ﬁ -‘3

Address @ http:fhrmndwl . main. skate. mi.usflawsonportalf

| Edso |Links > @ snagt B 2

MI HR Self Service

Training Administration
Individual Registration
Registration lnguiry
Training History
Instructional Aids
HEMM Support

Web Sites

Session Registration (XN20.1)

Welcome Ellen llogaut]

Search...

B+ sou [ choroe | previons ]2 aoqure [ b v QN nov ]
&

Course |[JlE¥ 3

Session 7
Start Date

Company 0900

COMDUCTING PERFORMAMNCE REVIEWS

Click on a course and the
course identifier will populate
the Course field and the
course title will appear next to

- Registrant Information
State Web Sites

the course ID.

FC  Email Co

Employee

[
[
[l
[
[l
[
[El
[
[El
[k
[k
I

[k
[
[k
[
[k
[
[
[
[
[
S
IC

| Employee Email Update | | special Needs | | Index/PCA | |

@ Dane l_ l_ l_ l_ l_ & Internet
wstartl [ novel-delivered Applica... | &% Novell GroupiMise - Mail... ”6 4 Internet Explorer ~ B Session Registration In... I Microsoft Access - [Frm... | é& @| s y <« 1:49PM

Pre-Paid |

73 Lawson portal - Session Registration {(XN20.1) - Microsoft Internet Explorer

Fil=  Edit View  Fawvorites  Tools  Help

Q@ oack -~ D - [=] (2] 0| S0 search v ravartes &2 | - Sl -

Address [&)] hep: b 3 prill Around® -- Web Page Dialog
e | D e || meoer | | ST
MI HR Sel ALL Sesstong =]

You must select the session to register the

employee. Click on the dropdown arrow
open Session: ' L coizaizmos next to All Sessions and a screen will appear

v regrne e e |3 2= | to allow you to select the session from Al

Traimina tistery | e e ] isinead Sessions. Use the dropdown arrow next to

- i | All Sessions to narrow the list by selecting:
So7o1 | aovorznos Open Sessions (an open session has seats
Ef available and you can register someone)
earesna: sevas | oasontacon
= v | Filled Sessions (you can add someone to the
275 v | wait list for a filled session)

Previous 25

Rt fhrmndi T main, state mi.usflawsanpartalidrilfdrill. htm

Filled Sessions With a Wait List (you can
add someone to the wait list for a session that
is filled and already has a wait list)

| Employee Email update | | specid

[&] pene
@) start| [ Movel-deivered Applica.... | @8 Novell Groupitise - Mail... |[@ 4 internet explorer -

You can not register anyone for a
Completed, Proposed or Cancelled Session.
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2} Lawson portal - Session Registration (XN20.1) - Microsoft Internet Explorer

File Edit ‘View Favorites Tools  Help Select the Session that you

Qe - ) - [x] [&] (D] Psert ermenes @) (2- - W - &KL B want to register someone in.
AddressI@http:,i,l’hrmndwl‘main.state.mi.us;’lawson,l’portal,l’ The SeSSion number and Start
MIHR Self Service  session Registration (XN20.1) date fields will automatically

T = B populate if you select the

:
session from the dropdown

Training Administration

Individual Registration Course [JEN FRE RETIREMEMT CRIENTATIOM Iisting. |f vou manua”y enter
Reqgistration lnguir N % - .
Feaing History | - IM%FE W HRSHEEETEN  the session number you will
I::;:cstimaliids Company 900 STATE OF MICHIGAN also need to manually enter
Uppor
the start date.

Web Sites

- - Registrant Information
State Web Sites

FC Email Co

Employee

[~ i7eses( LEDESMS, ROBYM L [c|[+] Corfirm] Regular sessions that are
00 [ iosotaE  POPP, WAYNER. ke Open to all state employees
FE l—lg I':S will have a one, two or three
(& — 2 digit number and display on
=  — & our website.
S — el
M — = ] )
= — [l Special sessions set up for a
[ | & [ specific agency’s employees
[d ! e T | will have a five digit number
S I E . .
\ beginning with the number 9.
| Employee Email Update | | Special Needs | | \ndeu;’PEA The 2nd and 3rd digits are the

€] bore \ | process level of the agency.
ﬂ;fstartl E Movell-delivered Applica... | @9 Novell Grouptise - Mail.,. ”‘ 4 Internet Explorer ~ Session Registration In... |E Microsoft & You ShOU I d not reg ister an

employee in a special session
unless the agency contact
requesting the session
provides you with the session
number to register employees.

Click the inquire button. You
must always click the
inquire button before
registering employees for a
training session.

You will see all employees
that are within your process
level access who have already
been registered (confirmed) or
canceled for the session.
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a Lawson portal - Session Registration {XN20.1) - Microsoft Internet Explorer - | = |1|

Fil= Edit WView Faworites Tools Help | ,#
eBack - e - @ @ \{h|psaarch *Favorites @| Bv & - D ﬁ ..ﬂ
Address [ hetp:fFrmndw main.state. o usflawsonjportal] B> = |Links ”‘ S sneat B 1
Welcome Ellen |lagout]
MI HR Self Service Session Registration (XN20.1) Search... :
B+ oo [~ craroe [ Previows |2 oaure [ > vt QN nov ]
Training Administration
'”d“"da' Registration Course [RETRso01 [  FPRE RETIREMENT ORIEMTATION
Registration Inquiry Session [ 1144 LAMSIMGO1 LANSIMG-CAPTTOL TO add an emplovee tO the
Training Histar: - .
Insructionai Aids Start Date [t session, go to the first open
HRMN Support Company 900 STATE OF MICHIGAN row in the Registrant
e - Registrant Information Information section and
State Web Sites
= Bl o Bl - = manually type “A” or select
S so0 | 175066 LEDESMS, ROBYM L. Cle] Confirm| .
[ v 900 [ tessisfd  POPR, WAYNER, [cl=] Confirmy Add . from the qudeWﬂ
[ @ N menu in the FC field.
| & =
changs —a e To cancel an employee from
BE| — BE| the session, manually type
s, ' t [ “C” or select “Change” from
= I 2| (e} :
& —u & the dr_opdown menu in the FC
FEI l g FEII field in the row for that
&l [
F& — & & employee.
| Employee Email Update | | special Needs | | Index/PCA T T
[&] pane [T T [emnenee
wstartl [ novell-delivered Applica...l &% Novell GroupiMise - Mail... ”ﬁat Internet Explorer ~ [ Session Registration In... I Microsoft Access - [Frm... | é& @| a y « 221 PM
3 Lawson portal - Session Registration {XN20.1) - Microsoft Internet Explorer ;Iilil
Fil=  Edit WView Favorites Tools Help | ,&
eBack - e -~ Ia @ é | pSearch *Favorites @| Bv & - D ﬁ .‘3
Address I@http:,i,l’hrmndwl‘maln.state.m|.us)’lawsnn,l’pnrtal,l’lndex.htm B> |Links ”\ & snagt B 1
MI HR Self Service Session Registration (XN20.1) If you type in the emp|0yee’S
Bl + add [~ change | { Previous [2 mnqure [P newc W add -] ID number, their name will
Training Administration .
Individal Registration Course [RETIRCSO0L [  PRE RETIREMEMT CRIENTATION aUtomatlca”y appear When
ieﬁ‘s";ﬁ:" '”UVWV Session [ 11a/d LANSINGOL LansivacaproL od - YOU tab over to select the
raining Histor Start Date [tomweon ) : :
::::E;T:;:ds Company 900 STATE OF MICHIGAN reQIStratlon status.
Training Reports When using the add FC, select
web Sites - - Registrant Information

confirmed status to register

State Web Sites FC Email Co Employee A
INE 900 [ i7esesf] LEDESMS, ROBYH L. [cl=] Confirmed the employee or select wait
[l v o000 [ issossfid  POPP, WAYNER. ek confred! - jsted status to put them on the
Ja =] [ tae7a4 ] COOPER, ELLEN J, T . .
o= —a wait list for a fllled_sessmn. If
=  — waclis=d N g seat becomes available for
rel ' & the session before the
o —  ® (NS . ) .
e —a M= registration end date, the first
Fg l g I[EII person waitlisted will be
= ',—@ = confirmed for the session.
re ' cl ra Use the change FC and select
| employecemaiupdate | | specmineeds | | maewwea || CaNceled status to cancel a
&loone | previously registered
wstartl Movel-delivered Applica... | % Novell Groupiwise - Mail... ”ﬁ 4 Internet Explorer -~ Session Registration In... I Microsoft Acced employee from the Session .
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‘3 Lawson portal - Session Registration (XN20.1) - Microsoft Internet Explorer o =

File Edit View Favoribes Tools  Help | ?
Q- © - [ 2] T] Vvt Screrois @] (3~ 1 B - ) B
Address [&] heep: i VeehlBaneliial A snaqr B 1

Hriz llogout]

| I e s | |
M1 HR Sel g g 7 1

Employee MName

HU'“E 103746 PARVIATNEN, CHRISTINE &, If you click on the dropdown
Training Admini 103747 COONEY, MARGARET M,

Individual Registrz 103748 CADORETTE, SYLVIA A, arrOW in the “Employee”
Registration Inguil 103749 TETREAULT IR, AMDREW J. f|9|d, yOU W|” be able tO VieW
Training Histary 103750 JOMNES, ASHLEY ‘W, _ )

Instructional Aids 109751 HERBERT, EETTY . all employees within your

HRMN Support 1oores | e, oot n process level security access

Traihing Reports =

il e in ascending employee 1D
[ra— 103768  HARRISON, GREGORY 1. num be r Ord er.

103769 CLEMENTS, SHELLEY H.
103770 PRICE, ALLEN D,
103771 DABROWSKI, JOSEPHF,
103773 BUFORD, BARBARA
103775 SULLIYAN, PALL 1.
103777 MILES, RICHARD .
103779 WELLS, DOUGLAS T,
103780 GILE, HARVEY C.
103784 DICKIMSOM, PHILIP L.
103765 MURPHY, DANIEL 1.
103757 GRANT, DARIN

103790 JUDKIMNS, GARFIELD 1.
103791 KNUST, FRED P,

Previous 25 Mesxt 25 Rewords 1- 25
|http:,|’,|’hrmndw1.main‘state.mi.us,l’lawson,l’porta\,l’drill,l’drill.htm |° Inkernet v
| Employee Email Update | | Special MNeeds | | Index/PCA | | Pre-Paid |

@ Done ’_ ’_ ’_ ’_ ’_ & Internet
ﬂ;fstartl & Novel-delivered Applica...l &% Novell GroupWise - Mail... ”‘4 Internet Explorer - [®] Session Registration In. . | Micrasoft Access - [Frm. ., | & @| & o |« 3:18RM

‘3 Lawson portal - Session Registration (XN20.1) - Microsoft Internet Explorer o =
File Edit ‘iew Favorites Tools  Help | ?

Qe © - ¥ 2] oDt Scremiee @3- 1 B -] I B

Addresslm i Web Page Dialog XII S — ]
(I T | BN st e |

MI HR Sellmone o vormer = If you click on the arrow next
I to Employee — By Number,
e ] Employee - By Narme you can choose how to search
Employee - By Process Level [Dept
Incividus Registr i for an employee from the
Reqgistration lngui - -
Tragining Histnrqy Employee - By Employee Group dropdown Ilstlng_
Instructional Aids Ermployee - By Location ..
HRMN Suppart Ernployee - By User Level You may have restrlctlor}S to
Training Reports Employee - By Job Code Some of these Search optlons
web Sites Emplovee - By Supernvisor depending on your HRMN
TaTeTwenToe 103768  HARRISON, GREGORY 1. .
103769 CLEMENTS, SHELLEY H, SeCU”ty access.
103770 PRICE, ALLEND. ) .
103771 DABROWSKI, JOSEPHF, For these Instructions, we
103773 BLFORD, BARBARA .
03775 SLLLIVAN, PALL Y, used the search option
103777 MILES, RICHARD C. “ _ »
103779 WELLS, DOUGLAS T Employee By Name™.

103780 GILE, HARVEY C.
103784 DICKIMSOM, PHILIP L.
103765 MURPHY, DANIEL 1.
103757 GRANT, DARIN
103790 JUDKIMNS, GARFIELD 1.
103791 KNUST, FRED P,

Previous 25 Mesxt 25 Records 1-25
|http:,|’,|’hrmndw1.main‘state.mi.us,l’lawson,l’porta\,l’drill,l’drill.htm |° Inkernet v
| Employee Email Update | | Special MNeeds | | Index/PCA | | Pre-Paid |

@ Done ’_ ’_ ’_ ’_ ’_ & Internet
ﬂ;fstartl & Novel-delivered Applica...l &% Novell GroupWise - Mail... ”‘4 Internet Explorer - [®] Session Registration In. . | Micrasoft Access - [Frm. ., | & @| & 27 |« 320PM
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3 Lawson portal - Session Registration (¥N20.1) - Microsoft Internet Explorer = | = Ill
File Edit Vew Favorites Tools Help | ?

Qe - (- [¥] (2] (D] Isowen Sorawnes @] (22 W -] JEL B

v Ii@http,i,fhr ) Drill Around® -- Web Pane Dialog

Lsee I

MI HR Sel| guprovee - B Name ]

5' Snaglk @ |§'
et | s | | .
Briz llogout]

Name Employee
Home ENE, BANTHOMNY 205810 Tott
AABERG, TRICIA K. 795302 A_Ils_tlng of all employees
Individual Registrz AALBERS, JOEL E. 1085612 Wlthln yOLIr prOCGSS IeVEl
Reglstration Inquil ABLDERTHE, JACK 126718 . .
v e o | ACCESS Will appear in
instructional aids | AALTO WILLIAME. este | glphabetical order by last
HRMN S R AAPALA, JBSON R, 460768
o Hppar AAPALA, RICHARD T, rrrae | Name.
Training Reparts < AARDSMA, CAROLE 1, 137790
Web Sites ABRON, CHARLENE w953 | YOU can use the Search
R O e =0 | button to look for the
ABROMN, GERALD 1. 122630 H H
o = | employee you wish to register
ABROM, PATRICK 5. swee7t [ O YOU can page through the
ABROM, THOMAS E. 159133 . .
AASTAD, MARY E. wzees | 11StING by pressing the Next
ABASSPOLIR, LORRI 124893 H
e Ataen o= | 25 button to view the next
ABATE, ELATIA ueewr | group of names. You must
AEBAS, HASSAN 1089449 T
ABBAS, RANA A, wesen | €Nter the name in all caps for
ABBAS, SANT M, 197211 .
e aabar e | the search function to work
Previous 25 Mext 25 ro erl .
|

|http:,|’,|’hrmndw1 .main. state.mi. usflawsonyportalfdrilldrill. htm |° Internet 4 I—‘

| Employee Email Update | | Special Needs | | Index/PCA | | Pre-Paid |

@ Done l_ l_ l_ l_ l_ ) Internet
&‘fstartl E Movell-delivered Applica... | &% Novell GroupWise - Mail... ”ﬁ 4 Internet Explorer ~ @ Session Registration In... | Microsoft Access - [frm... | f @| 2 y <« HZZPM

a Lawson portal - Session Registration {XN20.1) - Microsoft Internet Explorer — | = |1|
File  Edit View Favorites Tools  Help | ”
Qs - © - %] [B) (] SO wewn Scrovnes @ (3 1 W - ) L B
Address [&] et 3 prill Around® —- Web Page Dialog ] e
paon e i e | BTN e |||
MI HR Sel gmpravee - By Name 1] ———
Mame Employee . *
H‘:"'"E AYE, ANTHOMY wsew | THIS examp|e uses *Last
Training Adminis| AMBERG, TRICIA K. 795302 -
Individual Registrz AMLEERS, JOELE. 1065612 Name - KOVACS. CI ICk
Registration Inqun AALDER I P R | i
SRS PWEAI Y ey the find button to search for
Instructional Aids AALTO W N e clact Find to display the fist occumence of the search criteria o a” employees Wlth the Iast
HEMM Support ARPALA, 1 NCiter to display all occurrences of the search criteria.
ABPALA, R
Training Reports < AARDSIVJIA, s o name KOVaCS.
Web Sit ARROM, CI
- AARON, D [*Last mame =] [= ] [covacEl
State Web Sit " it
ate ¥eb Sites ABRON, EF ¥ Case sensitive
ABROR, Gl
ABROR, 0
ABROM, P
ALROM, T
ABASIPOL m
ABATE, AL
ABATE, EL, |ttpif hrmnce .main state. mi. usflavson/portalidrillfdrse.arch. hem |4 Internet
ABBAS, HASSAM 1089443
ABBAS, RANA A, 1039580
ABBAS, SANT M. 197211
ABBAST, SAADAT 205370
FPrevious 25 Mext 25 Records 1-25
|
|http:,l’,l’hrmr|dw1.main‘state.mi.us,I’Iawsun,l’purta\,l’drill,l’drill.htm |° Inkernet A
| Employee Email Update | | Special Needs | | Index/PCA | | Pre-Paid |
@ Done ,7 ,7 ,7 ,7 ,7 & Internet

&Startl E Movel-delivered Applica. . . | % Nowell Groupiise - Mail.... ”0 4 Internet Explorer - Session Registration In... I Microsoft Access - [Frm... | é’ @| y y <« 3:24PM
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‘3 Lawson portal - Session Registration (XN20.1) - Microsoft Internet Explorer

== x|

File Edit ‘iew Favorites Tools  Help

&

Qo - © - ¥ 12) (| Dsewn Scrmens @] (3~ L W - ) B

address I@ Feep it /3 Drill Around® -- Web Page Dialog

I I
MI HR Sel gwpiovee - By name [

x| Snaglt E m‘l

Hriz llogout]

Name Employee L. R
KO¥ACS, CORYE, wsas | The listing displays
Training Adminish KOMACS, DEBRA 117387 H
Individual Registrz KOMACS, ISTYAN 191052 employee names meetlng
Registration lnquii  KOYACS, JAMESL. =2z | your search criteria
Training History KOWACS, JOHN 1038565 L.
Instructional Aids KOVACS, PHILLIF J, wae | WIthIN your process level
KOMACS, ROEERT F. 137009
HRMHM 5 '
eaini ugpm ] KOMACS, SAMDOR 5, 1064825 access.
raining Reports < KQVACS, SHARGN K, 162845
Web Sites KOWACS, SOMIA &, 845443
- KOMAL, EVELYM M, 158528
State Web Sites !
(OVAL, AVESF. =5 | YOU can select the
KOWAL, KAREN 5. 146533
KOMALAIMEN, JEAN C. 1871595 employee yOU \N_ant to
KOMALCHICK, KIMBERLY A, 1064024 reg Ister by Cl |Ck| ng on
KOWALCHICK, MIKE F. 106495 -
= | their name —and the
KOMALCHIK, KATHLEEM A. BE7421 ’ H
s v =2 | employee’s number will
KOWAR, DONNA M, 811548 populate the employee
KOMAR, MICOLE 1067727 .
KOMATCH, LAURA &, E7I06E fl e I d .
KOMECK, TAMES M, 517415
KOWERA, KIMBERLY . 176057 =
Previous Hext
|
|http:,|’,|’hrmndw1.main‘state.mi.us,l’lawson,l’porta\,l’drill,l’drill.htm |° Inkernet v
| Employee Email Update | | Special MNeeds | | Index/PCA | | Pre-Paid |
@ Done ’_ ’_ ’_ ’_ ’_ & Internet

) start| [{ novel-deivered Applica... | $§) Novell Groupitise - Mail.. | [ 4 Tnternet Ewplorer - 1] Session Regitration In... | [] Microsoft iccess -

fFm.. | 2 @| A 57 |« 326PM

2} Lawson portal - Session Registration (XN20.1) - Microsoft Internet Explorer

File Edit Vew Favorites Tools Help

Qs - © - 1) &) (] Do Joromn @] - 12 W - @ B

Address I@ hiepe ffbrmndw 1 main. state. mi.usflawsonporkalfindes:. hitm j

MI HR Self Service Session Registration (XN20.1)

B+ oo rrevous [2 e | p—vere QLo —]

Training Administration

Individual Registration Course 50 @ PRE RETIREMEMT CRIEMTATION
Registration Inquiry Session 114 LANSINGOL LAMSING-CAPITOL Cf
Training History
Start Date |10/z0/2007
Instructional Aids m
HRMHN Support Company Q00 STATE OF MICHIGAN
Training Reports 2
web Sites - Registrant Information

FC Email Co Employee

State Web Sites

[ ¥ 200 [ 17aseed LEDESMA, ROBYM L. Jc[=] Confirmed
ST 000 [ 1eesinfy POPP, WAYNER. Je =] confirmad
[ 00 [T 1ee7eefd COCPER, ELLEN J. Jc =] Confirmed
[ 900 [T isvetefy  KOWACS, PHILLIP 1. Jc =] Confirmed
[l d [l
[l @ [l
[El I [l
[l  d [l
[l @ [l
[El I [
[l d [l
[l d [l

| Employee Email Update | | Special MNeeds | | Index/PCA |

[&] pone [T

i start| {5 novel-deivered Applica... | (%) Novell Groupiiise - Mall. | [ 4 Tnternet Ewplorer - ] Session Registration In... | [] Micrasoft Acces

Tab over to select the status for
the employee and click the change
button. If you did not see other
employees when you inquired on
the session, you can click the add
button (to the left of the change
button) or the change button. We
recommend just using the change
button and not the add button
since change can always be used.

The function code you added will
disappear and the description next
to the employee status will say
confirmed, canceled or waitlisted
depending on the status selected.

You and the employee will receive
an email confirmation of the
registration or cancellation if the
employee has a valid email
address in HRMN. If they don’t
have a valid email address in the
system, you will receive the email
as their registrar. Click the inquire
button again to see if they have an
email in the system by looking in
the Email column (Y=yes and

N=no).
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Entering a Special Needs Request

3 Lawson portal - Session Registration {(X¥N20.1) - Microsoft Internet Explorer - | = |1|

Fil=  Edit View Favorites Tools Help | @
¢ e i - Lo

Qe - © - 13 (&) (] Dsewen Jerwens @] L W - B

F\ddr’essIEhttp:j,l’hrrnn\:lwl‘main.statE.mi.us)’lawsnn,l’purtal,l’ =l Go |Links »| & snaar B 1

Welcome Ellen llogout]

MI HR Self Service Session Registration (XN20.1) e @ |
B + aca [ change | {_Previous [2 tnaure [ b text I ada ]
Training Administration

Individual Registration Course [RETIRCso01 Y PRE RETIREMEMT ORIENTATION

Registration Inquiry Session 11474 LANSINGO1 LAMSING-CAPITOL COMMONS CENTER
Training Histary
Start Date  |10/z0/2007

Instructional Aids m

HRMMN Support Company Q00 STATE OF MICHIGAN
Web Sites

- Registrant Information H

state Web sites To request accommodations for

FC  Email Co Employee Name 5t Des

an employee attending a

[ o00 [ teeve4f COOPER, ELLEN ). Jo ] Conf . A i
[El ¥ 900 [ ireses@ LEDESMS, ROBYNL. ez session, click on the Special
[E v 50 [ serais@ KOVACS, PHILLIP ) ke Needs button at the bottom of
::g M '—,ﬂg iR F9 the registration form.
[NEd I &
Ik I &
[ I 2
) [ &
[l I &
[Ed I &
Ik I ]
| Employee Email Update | special Needs |I | Index/PCA | | Pre-Paid |
] pone L] [T T Jemenst

wstartl m Movell-delivered AI &% Novell Groupiise ... I Session Registrati. .. ”§3 Internet Expl... - Microsoft Access I 13 NTYDM.EXE 'l f @| & y <« 46 AM

2} Lawson portal - Special Needs {XN20.4) - Microsoft Internet Explorer =1=x]
File Edit View Favorites Tools Help | ﬂ'
eBack - e - @ @ \{;j | pSearch “L‘F\\\“)Favorites v@| B- & © D ﬁ ..3
Address @ http: jfhrmndw 1 main, state. mi.usflawsonportal) j Go | Links | & Snaglt E Lt
. welcome Ellen |logaout]
MI HR Self Service Special Needs (XN20.4) —

Training Administration

Individual Registration Course RETIRCSOO1 PRE RETIREMEMT ORIEMTATIOMN

Registration Inguiry Session 114
Training History Start Date 10/2002007
Instructional Aids

HRMN Suppart Company 00 STATE OF MICHIGAMN
Web Sites
State Web Sites - -
I:B Q00 145784  COOPER, ELLEM 1. |NEED BRAILLE MATERIALS '
T - B m e o v e f
& o900 187916 KOWACS, PHILLIP 3, I
& om 196913 PORR, WAYNER.

[ Select “Add” using the dropdown
e arrow or type “A” in the FC field

NG| next to the employee’s name.

FE Enter the special accommodations
BE| required in the Special Needs field.
ro

Click the Change button to submit |-
the request.

@ Dane |
wstartl m Movell-delivered AI &% Movell Groupiise ... I Session Registrati. .. ||§3 Internet Expl... - I’E Microsoft Access I __13 HTVDM.ERE 'l f @| = g | <« 243 AM_
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} Lawson portal - Special Needs {XN20.4) - Microsoft Internet Explorer =12

File Edit Wiew Favorites Tools  Help | #
e Back - O - @ @ \{h | /O Search *Favﬂrites @| Bv % - |_J ﬁ ‘ﬂ
Address IE htpe S fhrmndwl main, skate, mi.usflawsonfportal ) ﬂ Go | Lirks > | & Snaglt E E’I
. Welcome Ellen llogout]
MI HR Self Service Special Needs (XN20.4) —

€ oacic [ oetocn B~ Chonoe] 2_toaure Il traure
Training Administration

Individual Registration Course RETIRCSOOL FPRE RETIREMEMT ORIEMTATIOMN

Registration Inguiry Session 114
Training Histar

2 kg Start Date 10202007
Instructional Aids

HEMM Support

Company Q00 STATE OF MICHIGAN

Web Sites

State Web Sites Employee Name Special Needs
||_E| =i 146784  COOPER, ELLEN 1. |NEED BRAILLE MATERIALS
I_El 200 178866  LEDESMA, ROBEYM L. [
[ om 187016  KOWACS, PHILLIP 1, “ v - .
Mg s G FoE, RN The “Add” in the FC field next to the
N employee’s name disappears.
I—E (13 M 7
& The message “Change Complete — Continue
I appears in the lower left corner of the form.
N ) .
& The request for special needs will be sent to
' the employee, registrar and the Department of
e Civil Service Human Resource Training &

Development Division (see below).

@ Done T T T T T T Internet
Qstartl Movel-delivered AI 9 Novell Groupwise .. | @ Session Registrati.., I|§3 Internet Expl... ~ Microsoft Access | 13 HTYDM.EXE v| f @| & y <« 9:50 AM

B Mail From: <HRMN-Notification@michigan.goy > =
File Edt View Acktions Tools ‘window Help

|J 3 Close Elreply - EllForward - 9 v| & & S | B g, | |

Mail |Pr0perties | Personaiize |

tion@michigan. gov =

IMMODATION REQUEST

20 MOT RESPOND DIRECTLY TO THIS MESSAGE

Course; PRE RETIREMENT CRIENTATION - RETIRCS001
Session: 114

Start Date: 10/30/2007

Skart Time: 8:30 am

End Time: <:30 pm

Facility: LAMSINGO1

Site: Peare Conference Room

Address: 900 Hickory Lane  Lansing MI 48913
Disability Meeds: NEED BRAILLE MATERIALS

This disability accommodation request has been submitted ko the Division For Human Resource Training and Development (HRTD). You will receive an email canfirming the arrangements that have been made as
aresult of this request. Please contack HRTD ak 517-335-0310 or training-rades@michigan.gav F you have not received confirmation of these arrangements two weeks prior bo the session start date.

HRMMN IMFORMATION OMLY: host:hrmndw].main. skate.mi.us:80;prodline: TESTjworkunit: 31762

A workflow with the special need request will be sent to the
Department of Civil Service Human Resource Training &
Development Division, the employee with the special need and
you as the employee’s registrar. You will receive a separate
email confirming the arrangements made as a result of the
request.

[
| 4

ufstartl [ novel-deliver. . | % novell Group.., | = Mail From: <... ] Sessian Reglst...l & 3 Intermet E... v| [#] Microsaft Accessl 13 NTYDM.EXE v| v @| @)% |« 10:278M
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Entering Index/PCA Billing Information

3 Lawson portal - Session Registration (XN20.1) - Microsoft Internet Explorer ;Iilil
File Edit View Favorites Tools Help | ?#
. ’ - IR —
@Back - e - Ia @ \{h|pSearch ‘L\T’Favorltes @| B- 5 D ﬁ ..3
Address I@ htkp: jfhrmndwl main. state. mi.usflawson/portal) j Go |Llirks | & Snaglt E Iﬁ'
Welcome Ellen llagout]

MI HR Self Service Session Registration (XN20.1)

Training Administration
Individual Registration

Reqgistrarion Inguiry LAMSINGOL

Session 114 /4
Start Date [10/z02007 [f]

Company Q00

Training History
Instructional Aids
HEMM Suppaort

Web Sites

T A K FE D |

Course |RETIRCSO01 @ PRE RETIREMEMT CRIEMTATION

STATE OF MICHIGAN

We haven’t charged for classes
since April 2007 so there is
currently no need to provide
Index/PCA information.

LAMSIMNG-CAPTTOL

- Registrant Information

State Web Sites

Click on the Index/PCA button

FC  Email Co Employee Name 5t Desc I A )
I_E ¥ L=Tan] Im@ COOPER, ELLEM 1. EE Confirm tO enter bl“lng |nf0rmat|0n fOl'
M 900 [ i7eeeefy LEDESMA, ROBYN L. [k conir - the employee that you want to
e v 900 [ terors[d KOWACS, PHILLIP 1. el confrry - @ppear on the invoice.
s . fi
I':E oo I—Iﬂg FORR IATHER IES =™ The Index/PCA Number form
g — & appears with the course and
o  — 2 session information as shown
(e  — e below.
[k I & [k
g [ & (S
[k I o &
[ I o [kl
| 4
| Employee Email Update | | Special Needs |I I Index;/PCA I I Pre-Paid
[ pone T T [ewene
mstartl E MNovell-delivered Al 9 Novell Grouphwise .. | @ Session Registrati,., ”@ Lawson portal - ... @ MDCS - Training &... | @ Human Resource ... | éa @| 2y |« ‘;”3 9:01 AM
2} Lawson portal - Index PCA Number (XN20.5) - Microsoft Internet Explorer e |
Fil= Edit Wiew Faworites Tools Help |

eBack < e = Ia @ \/_/;:]|IOSearch *Favontes -@| Bv & < D ﬁ 23

Address IE htkp: /fbrmndw . main. state, mi, usflawsonportalf

Choose “Add” from the

MI HR Self Service Index PCA Number (XN20.5)

[ pacic | petocn [B 17" change 1% _toaure I traure

Course RETIRCS001

Training Administration
Individual Registration

Feqgistration Inguiry

HEMM Support

Web Sites

Employee

State Web Sites
900

00
00
Q00

146784
178866
187916
196518

COOPER, ELLEM 1.
LEDESMA, ROBYM L.
KOWACS, PHILLIP 1.
FPOPR, WAYTE R

PRE RETIREMEMT ORIEMTATION

Session 114
Training History Start Date 10/z0jz007
Instructional Aids
Company 200 STATE OF MICHIGAN

dropdown menu or type “A”
in the FC field for the
employee and enter the
Index and PCA numbers.
You are not required to
enter Index and PCA
information to register an
employee for a training
session. This option is
available for those agencies
who wish to have billing
information included on
invoices.

Select the “Change” button.
The message “Change

Index/PCA

Complete — Continue” will
appear in the lower left
corner.

@ Done
wstartl m Movel-delivered A, I % rovell Groupiwise .. I @ Session Registrati. .. ”@ Lawson portal - ... a MDICS - Training ...

]

—
I@HumanResnurce..‘ | £ @| £y AF |« 2:03aM
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Registering an Employee as Pre-Paid

3 Lawson portal - Session Registration {(XN20.1) - Microsoft Internet Explorer - | = |5|

Fil=  Edit View Favorites Tools  Help | #
S r U m

eBack - O - @ @ \{h | pSearch NFavorltes ®| Bv =} - ﬁ ..3

Hddr’essI@http:,i,l’hrmndwl‘main.state.mi.us;’lawsnn,l’pnrtal,l’ =] Go |L|nks »| S snaar B 1

. Welcome Ellen llogout)
MI HR Self Service Session Registration (XN20.1) W
B + add | Change | { Previous |2 fnquire | D Next I} Add -]

Training Administration

Indhidual Registradan Course [RETIRCS00L f PRE RETIREMEMT ORIEMTATION
Registration Inguiry Session 114 i LANSINGOL LAMSIMG-CAPITOL COMMONS CENTER
Training History
Start Date |[10/z0/2007
Instructional Aids
Company Q00 STATE OF MICHIGAN

HEMM Support

Web Sites
- Registrant Information

State Web Sites

FC Email ¥ Employee

[ 900 [ r4ersefy (COOPER, ELLEN . [c [=] Confirmed
[ v 900 [T i7meesfd  LEDESMA, ROBYM L. [ =] Confirmed
[ v 200 [ 1svelsfd  KOWACS, PHILLIP 1. [c =] Confirmed
[ v 900 [ temsimfy POPR, WAYNER, [c =] Confirmed

We haven’t charged for classes since April 2007 so there is currently no need to register an
employee as prepaid.

Select the Prepaid button if an employee you are registering will be paying for the
session and should not appear on your agency’s invoice.

[T | &4 [l 1 \
A 4
| Employee Email Update | | Special Needs | | Index/PCA | Pre-Paid |I

@ Dane l_ l_ l_ l_ l_ & Internct

ufstartl Movel-delivered AI &% Novell Groupiwise ... I B Session Registrati.., ”§3 Internet Expl... - Microsoft Access I 13 WTVDM.EXE v| & @| £ 57 |« sz am
2} Lawson portal - Pre-Paid Employees (¥N20.6) - Microsoft Internet Explorer &=

File Edit ‘iew Favorites Tools Help | #
eBackva @ @ (:j|/oSearch .f Favorites ®|Bv = 'L{Jﬁ ..3

Address I@ htkp: jrhrmndw ] main, stake, mi,usflawsonportal) j Go | Links > | & Snaglt @ EI

Welcome Ellen llagout]

MI HR Self Service Pre-Paid Employees (XN20.6) W

[ o | oetocn 4] chonge | ?-tngure  soore ]

Training Administration

Choose “Add” from the

Indiividual Registration Course RETIRCSOOL FRE RETIREMENT ORIENTATION
Registration Inquiry Session 114 drOdeWﬂ menU Or type
evusora: start Date e “A” in the FC field.
HRMMN Support Company 900 STATE OF MICHIGAN Choose “Yes” from the
Web Sites H H
[T — Employee Name Pre-Paid drOdeWI’l IISt in the
[alz] 900 146784  COOPER, ELLEN 1. [ PrePaid field.
[ =oo 178366  LEDESMA, ROBYN L. Click the Chan ge
[] oo 187916 KOWACS, PHILLIP 1, no
INEEED 196518 POPP, WATNE R, ] button.
[k ['H | The message “Change
I':E I':S Complete — Continue”
FE r= | will appear in the lower
[l rz | left corner of the form.
I':S I':S The employee is now
e rz | flagged as paying for the

session and will not
appear on your agency’s
invoice.

[é] pone [0 [ o [

T T T
H,‘Startl m MNovell-delivered Al @ Novell Grouphiise .. | Session Registrati... ”63 Internet Expl... - Microsoft Access | 13 WTVDM.EXE v| f @| 2 y <« @054 AM
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Employee E-mail & Workflows
A feature in HRMN called Workflow will automatically send e-mail messages to employees when an
employee is registered for a session, canceled from a session, or when a session an employee is
registered for is canceled or has a time or location changed. Only employees with a valid State of
Michigan e-mail address recorded in the HRMN system will receive these workflow messages.
Registrars will not receive a workflow when an employee is registered for a session and has a valid
email address in the system, but will receive workflows if the employee does not have a valid email
address.

Employees can enter their e-mail address through SSA if they do not have a valid michigan.gov
address. It is to your advantage to have employee e-mail addresses entered into the HRMN system!

2} Lawson portal - Session Registration (XN20.1) - Microsoft Internet Explorer =

File Edit ‘View Favorites Tools  Help | 'R.
@Back - o e @ @ \’_b | psaarch ‘Z:L(Favontes @ D}Ev :\ﬁ - I_J ﬁ .‘ﬁ
AddressI@http:,r.rhrmndwl‘main.state.mi.us;’lawson,l’portal,l’ j jet] ||-i"'k5 ? | & Snaglt E |§l

. Welcome Ellen llogout]
MI HR Self Service Session Registration (XN20.1) p—— -
[ | e e s T |

Training Administration

Individual Registration Course [RETIRCaO01 i erereTrevent crienTaTion | NOte that there is a “Y” or “N”

Registration Inguiry N . - - .

Training History Session 11474 LAMSINGOL LAMNSIMNG-C in the Emall fI9|d for eaCh

| wonal Aid Start Date [0z0/2007 [ erson re istered

hstructional Aids

HRMM Support Company Q00 STATE OF MICHIGAN p g .

[1AV4ll
Web Sites : Y” means the employee has a

valid email address in HRMN.
“N” means the employee does

State Web Sites
Co Employee

| 146784 (]  COOPER, ELLEN J. > -
900 [ 17eeeefd LEDESMA, ROBYHL. k={ not have a valid email address
oon | 187916 [ KOWACS, PHILLIP 1, el in HRMN.
oon | 196918 ] POPR, WAYNE R, ]
— = | You can add or change the
M I— rz| email address for an employee
[El | d [H| by clicking on the “Employee
g ' s S\ Email Update” button in the
s  d W=
g — ru| lower left corner of the form.
e  d e
= d 5
| Employee Email Update | | Special MNeeds | | Index/PCA | I Pre-Paid I
&1 bone C T [@mems

H;fstartl & Novel-delivered Al 9 Novell Groupiwise .. | 1] Session Registrati. . ”63 Internet Expl... + Micrasoft Access | 13 NTYDM.EXE v| & @| & 2 |« 35840
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2} Lawson portal - Individual Action (PA52.1) - Microsoft Internet Explorer =

Fle Edt YView Favortes Toos Help | &=

Q0 ) @ B0 Yo @0 S B LE B 1

cldress [] bty fhrrm main,state, . Usflawsonportalf The employee email address ||
MI HR Self Service Individual Action (PA52. 1) update form appears. .

number in the Employee field
and select “Inquire.”

Training Administration

mmgmm g | Enter the employee’s ID
[u]

Individual Registration [0 STATE OF MICHIGAN

Registration Inguiry

146754|

Training History

Instructional Aids
HEMM Support

DMLY ENTER STATE OF MICHIGAN

Web Sites EMAIL ADDRESSES.

State Web Sites Current Yalue Change To

g
|‘J
W

To add or change an email
address, enter the Employee ID
and select the *? Inquire’ button.
Enter the employee's valid State
of Michigan email address.

To delete an email address, enter
*BLANK (this entry must be
exactly as shown). Select the

| ADD button. The message
"Warning, action will be

1| immediate, Press OK to continue’
appears. Select the ADD button
again to continue. The message

|| "Action processed; continue’
appears. The PA56.1 Personnel

J| Action Comments screen will
open. Click on the back button.

l| The employee's email address is

.| now updated.

Kl [»]

@ome T T T O
%‘Startl & Novel-delivered Al 9 Novell Groupiwise | 1] Session Registrati. . ”m [2] Microsoft Access | 13 NTYDM.EXE v| & @| & 2 |« 1002 AM
2} Lawson portal - Individual Action (PA52.1) - Microsoft Internet Explorer == =]
File Edit ‘View Favorites Tools  Help | @'
@Back - O e @ @ :’h|pSearch *Favontes ®| 8' % - |_J ﬁ .'3

Address IE http:jfhrmndwl main. state.mi, usflawsonportal j jet] | Links | & Snaglt E |§l

Welcome Ellen |logout]

MI HR Self Service Individual Action (PA52. 1) e ©-
€ Back | Detach | ? inquire Il Inquire -]

Company Qoo STATE OF MICHIGAMN

Employee | 146754 COOPER, ELLEM 1.

Training Administration
Individual Registration
Registration Inguiry
Training History

Instructional Aids

HEMM Support

( DMLY ENTER. STATE
Selected Items 1 EMAIL ADDRESSES

Web Sites

Data Item Current ¥alue Change To

State Web Sites
To add or change a

address, enter the
and colort tho *? Tn

EMail Address  COOPERE2@MICHIGAMN. GO |

The employee’s current email address appears under the “Current Value” heading (it may
not display entirely). To add or change the e-mail address, enter the correct address in the
“Change To” field.

Select add and the employee’s address in the system has been changed.

To delete an email address, enter *BLANK (this entry must be exactly as shown). Select
the Add button. The message 'Warning, action will be immediate, Press OK to continue'
appears. Select the Add button again to continue. The message 'Action processed; continue'
appears.

e | 5T
@ Done ’_ ’_ ’_ ’_ ’_ & Internet
%‘Startl & Novel-delivered Al 9 Novell Groupiwise .. | 1] Session Registrati. . ”63 Internet Expl... + Micrasoft Access | 13 NTYDM.EXE v| & @| & 2 |« 1002 AM
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a Lawson portal - Personnel Action Comments (PA56.1) - Microsoft Internet Explorer - | = |1|

File  Edit ‘iew Favorites Tools  Help | #
e Back - e - B @ @ | ,/D Search *Favurites @ | @v & - D ﬁ 4ﬂ
Address IE htpe S fhrmndiwl main, skate, mi.usflawsonfportal) j Go | Links ¥ | & Snaglt @ E‘

Welcome Ellen llogaout]

MI HR Self Service Personnel Action Comments (PAS6. 1) @
] e DL Lo oo T2 e I o

Training Administration

Individual Registration

Registration lnguiry

Comments Print
Training History

Instructional Aids I I_B
HEMPM Support I—B I I_E
wWeb Sites I_EI I I_EI
State Web Sites I_B I I_B
e e
Me e
e e
= [NE|
e e
M= e
The PA56.1 Personnel Action Comments screen will
open. Click on the back button. The employee's email
address is now updated.
[@lome T s

mstartl ! Movell-defivered AI @9 Novell Grouphise ... I @ Session Registrati. .. ||§3 Internet Expl... ~ Microsoft Access I 13 NTYDM.EXE 'l é& @| & af <« 10:15AM
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