
S:\HRD\Hrd\Instructions\HRMN Session Registration Instructions for Portal.doc Page 1 of 18 

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 mahoneym1@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://web1mdcs.state.mi.us./MCSCHRTD/HRTDHome2.aspx), 

select the Login and Register Employees link under the ‘For Registrars’ icon. 
 
2. At the MI HR Gateway (www.mi.gov/selfserv), click the ‘Login from Work’ icon. 
 
3. 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 
your 7-digit employee ID number.  If you have a  
6-digit employee number, enter a “0” (zero) 
between the “s” and your ID number.  Some 
registrars may have a user name that begins with 
“tp”. 
 
Your computer generated 8-character Password was 
sent to you by HRMN Central Security and contains 
numbers, lower case letters, and symbols.  
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Following is a brief description of the Training Administration tools. 
 
 
 

 

Individual Registration 
should be selected to 
register employees for a 
training session. 
Registration Inquiry 
allows you to view 
employees registered for 
upcoming sessions as well 
as individuals who were 
absent or canceled from a 
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 
to the HRMN Support home 
page. 



S:\HRD\Hrd\Instructions\HRMN Session Registration Instructions for Portal.doc Page 3 of 18 

 
 
 

 
 

 
 

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. 

Register an Employee for a Training Session 

If you click on the dropdown 
arrow, a listing of the first 25 
Civil Service courses sorted in 
ascending course ID order 
will appear. 
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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. 

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.  
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The display goes to the first 
course beginning with MGMT. 

Use the Find Next button to 
see the next group of courses 
meeting the criteria. 
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Click on a course and the 
course identifier will populate 
the Course field and the 
course title will appear next to 
the course ID. 

You must select the session to register the 
employee.  Click on the dropdown arrow 
next to All Sessions and a screen will appear 
to allow you to select the session from All 
Sessions.  Use the dropdown arrow next to 
All Sessions to narrow the list by selecting:  
 
Open Sessions (an open session has seats 
available and you can register someone) 
 
Filled Sessions (you can add someone to the 
wait list for a filled session)  
 
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) 
 
You can not register anyone for a 
Completed, Proposed or Cancelled Session. 
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Select the session that you 
want to register someone in.  
The session number and start 
date fields will automatically 
populate if you select the 
session from the dropdown 
listing.  If you manually enter 
the session number you will 
also need to manually enter 
the start date. 
 
Regular sessions that are 
open to all state employees 
will have a one, two or three 
digit number and display on 
our website. 
 
Special sessions set up for a 
specific agency’s employees 
will have a five digit number 
beginning with the number 9.  
The 2nd and 3rd digits are the 
process level of the agency.   
You should not register 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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To add an employee to the 
session, go to the first open 
row in the Registrant 
Information section and 
manually type “A” or select 
“Add” from the dropdown 
menu in the FC field. 
To cancel an employee from 
the session, manually type 
“C” or select “Change” from 
the dropdown menu in the FC 
field in the row for that 
employee. 

If you type in the employee’s 
ID number, their name will 
automatically appear when 
you tab over to select the 
registration status. 
When using the add FC, select 
confirmed status to register 
the employee or select wait 
listed status to put them on the 
wait list for a filled session.  If 
a seat becomes available for 
the session before the 
registration end date, the first 
person waitlisted will be 
confirmed for the session. 
Use the change FC and select 
canceled status to cancel a 
previously registered 
employee from the session. 
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If you click on the dropdown 
arrow in the “Employee” 
field, you will be able to view 
all employees within your 
process level security access 
in ascending employee ID 
number order. 

If you click on the arrow next 
to Employee – By Number, 
you can choose how to search 
for an employee from the 
dropdown listing. 
You may have restrictions to 
some of these search options 
depending on your HRMN 
security access. 
For these instructions, we 
used the search option 
“Employee – By Name”. 
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A listing of all employees 
within your process level 
access will appear in 
alphabetical order by last 
name. 
You can use the Search 
button to look for the 
employee you wish to register 
or you can page through the 
listing by pressing the Next 
25 button to view the next 
group of names.  You must 
enter the name in all caps for 
the search function to work 
properly. 

This example uses *Last 
Name = KOVACS.  Click 
the find button to search for 
all employees with the last 
name Kovacs. 
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The listing displays 
employee names meeting 
your search criteria 
within your process level 
access. 
 
You can select the 
employee you want to 
register by clicking on 
their name – and the 
employee’s number will 
populate the employee 
field. 

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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To request accommodations for 
an employee attending a 
session, click on the Special 
Needs button at the bottom of 
the registration form. 

Entering a Special Needs Request 

Select “Add” using the dropdown 
arrow or type “A” in the FC field 
next to the employee’s name. 
Enter the special accommodations 
required in the Special Needs field. 
Click the Change button to submit 
the request. 
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The “Add” in the FC field next to the 
employee’s name disappears. 
The message “Change Complete – Continue” 
appears in the lower left corner of the form. 
The request for special needs will be sent to 
the employee, registrar and the Department of 
Civil Service Human Resource Training & 
Development Division (see below).   

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. 
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We haven’t charged for classes 
since April 2007 so there is 
currently no need to provide 
Index/PCA information. 
 
Click on the Index/PCA button 
to enter billing information for 
the employee that you want to 
appear on the invoice. 
The Index/PCA Number form 
appears with the course and 
session information as shown 
below. 

Entering Index/PCA Billing Information 

Choose “Add” from the 
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 
Complete – Continue” will 
appear in the lower left 
corner. 
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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. 

Registering an Employee as Pre-Paid 

Choose “Add” from the 
dropdown menu or type 
“A” in the FC field. 
Choose “Yes” from the 
dropdown list in the 
PrePaid field. 
Click the Change 
button. 
The message “Change 
Complete – Continue” 
will appear in the lower 
left corner of the form. 
The employee is now 
flagged as paying for the 
session and will not 
appear on your agency’s 
invoice. 
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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!

Note that there is a “Y” or “N” 
in the Email field for each 
person registered. 
“Y” means the employee has a 
valid email address in HRMN. 
“N” means the employee does 
not have a valid email address 
in HRMN. 
You can add or change the 
email address for an employee 
by clicking on the “Employee 
Email Update” button in the 
lower left corner of the form.
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The employee email address 
update form appears. 
Enter the employee’s ID 
number in the Employee field 
and select “Inquire.” 

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.   
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The PA56.1 Personnel Action Comments screen will 
open.  Click on the back button.  The employee's email 
address is now updated. 
 


