University of South Florida
How to Request Training Enroliments

Goal: To demonstrate how to request training enrollments on line through GEMS Self Service.
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After a few seconds the Request Training Enroliment page appears. The page provides a variety
of methods to search for a course session. Course Numbers are displayed on the GEMS Training
Schedule (http://www.usf.edu/hris/training/gems_training_schedule). Choose Search by Course
Number.
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Flease choose one of the search methods below to find a course session.
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Enter the Course Number and click the Search button.
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Click the information button to view the course detail or click to View Available Sessions.
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When you click the information button
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Enter a course number and click the Search button to get a list of matching courses. Leawve the course
number blankto geta list of all courses.
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Maodule 1, Crient & Navigation

Course Code: gam104

Description: Pravides a basic understanding of how USF uses GEMS (Global EMplayment
System) in business processes and the ability to access human resources,
payroll and budget details.
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When you click View Available Sessions the sessions are listed by date

number.
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The Session Detail page appears, click the Continue button.
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Click on a session number in the list below to view session details or to request enroliment in the
session.
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Click Continue to submit your training request.

Course: 88mM105  Module 1, Orient & Mavination
Session: 1025
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The Submit Request page appears, click the Submit button.
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Submit Request
Enter comments (optionaly and click the Submit button at the bottom ofthe page to complete yaur
request.

Course: B8M105  Module 1, Crient & Navigation

Session: 1025

Location: Main Campus - Tampa
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Duration (Hours): 3.0

Language:
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Note: The Comment box in not functional at this time.

The Save Confirmation appears. Click the OK button to review.
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The Submit Request - Confirmation is displayed.
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