
Managers/Supervisors: 
 
How to Register Employees in a Training Course: 
 
1. Verify that you are currently in the Dashboard view. 
2. Go to “People” tab at bottom- select View Team 
3. Select on the employee you’d like to register select the “Actions” tab, select “enroll in a course”, select online or classroom 
option 
4. Classes will pop up on the right side of the screen 
5. Type in class name- once found select class- select enroll in top right corner- this enrollment request will be sent to a Civil 
Service Administrator to approve 
 

 



 
 
 
 



 
 
 
 
How to Approve Employee’s Training Course Application: 
 
1. Verify that you are currently in the Dashboard view. 
2. Approve or Deny in Tasks To-Do column- if denied it’s required to note a reason for denial 
3. Approval or Denial will be sent to a Civil Service Administrator to approve 
 



 
 
 


