CPTP Job Aid

Subscribe a Learner to a Course Program (Training Coordinator)

1. Click on your Training Coordinator tab. - Iaining Eoardinatar

2. Under the Participation section, select the Subscribe Learner to Course Program link.

=  Subgcribe Learner to Course
Program

3. Click in the Course Program field. Select the white search box to search for the course

Course Program || ||

program.

4. Search for the course program by name. Use the asterisk (*) before a word to indicate that
the program name ends with the word. Use the asterisk after a word to indicate the program
name begins with the word. Use two asterisks surrounding a word to indicate the program

name contains the word. Click the binocular button to perform the search.

Coursze Program (1)

1 =
1 = Search Term | Structure Search | Abbreviation and Mame | Search Term with Restrictions |
SearchTerm [es{ |
]
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5. Select the course program from the list and then click the green checkmark button to

continue.
Coursze Program (1)
i 1 1 1
] Search Term Structure Search Abbreviation and Mame Search Term with Restrictions |
t_ Obije... Object abbr. Object name Start d... End Date
10 | EK @ 50455533 | CPTPPES CPTP PES Supervisory Training 06/21/2012 12/31/99099
[l [v]

6. Under the Selection Criteria section, change the end period to the due date for the program.
(Example: PES Supervisory Training is due 12/31/2012 or 90 days after a supervisor’s start
date). Also, set the Language to English.

Selection Criteria
Language |Eng'|'|'5h "’|
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7. If learner works in a LaGov agency, enter the learner’s P number and click the subscribe
button. If learner works in a Non-LaGov agency, select the External person tab, enter the

learner’s H number, and click the Subscribe button.

< Person Contact person External person Applicant User

In|P2es

Subscribe | | Subscribe and Book
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