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DEVELOPMENT Registering for Online Hiring System (OHS 7) Training

Effective FY 2012 EMU Staffing will launch an upgraded Online Hiring System (OHS 7).

Please follow the step-by-step instructions below to register for Online Hiring System (OHS 7) Training class through
EMU’s eSuccess Learning Management System. This 90 minutes interactive training session will
provide hands-on computer training on how to Xxoxoxoxoxoxox.

We are here to assist you! If you have any questions, please contact Training & Organizational Development at:
hr_tod@emich.edu or call x71490.

Self Service O8@x | |student Organizations [CCER]

Personl Information _Student Servic

1z 90

e —— | AccesstEITY sMEMA WELS
Main Menu

Employee eResources EEER]

| Ty
=) | DEVELOPMENT

1. Logging into eSuccess

e Loginto my.emich and click on the Employee tab.

e Scroll down to the Training & Organizational Develop-
ment portal at the bottom right side of the page

e  Click Here link to enter eSuccess
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Select a letter range to view from the drop-down menu then click Show . Click Details orthe name
My Required

Learning Select Letter ‘(Nme) jH Show |
Range:
My Elective Displaying records 1-1 of a total of 1
Learning
= Online Hiring System (OHS 7) Training Course
2 Training Type: Instructor Led Vendor: EMU-Compensation & Employment Duration: 1 hour 30 n
Caiol Description:
e |
The OHS 7 IraW{ems navigation, creating requisitions, process workflows and appro
v Details ﬂ Scheduled Classes r}
Ny Waiver
Requests Pages: 1

2. Search the Catalog

e Click on the Catalog
e  Search for : “OHS” then Click Go

e Click on “Scheduled Classes” to see a list of available
classes

Detais || Scheduled Classes

Toview class details, emoll, or put yowrseff on a waitlist, select the class below and click View Details . To see how a class below fits into your schedule, select
click View My Class Schedule .
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" Online Hiring System (OHS 7) Training Class  1/9/2012 - 1/9/2012, 2:00 PM - 3:30 PM (America/Detroit) Halle Library  Samuel Buttigieg 25
[7i  Online Hiring System (OHS 7) Training Class 11212012 - 111212012, 3:00 AM - 10:30 AM (AmericalDetroit) ~ Hlle Library - Samuel Buttigieg 25
" Online Hiring System (OHS 7) Training Class  1/11/2012 - 1/11/2012, 1:00 PM - 2:30 PM (America/Detrot)  Halle Library  Samuel Buttigieg 25
[~ Online Hiring System (OHS 7) Training Class 111012012 - 111012012, 3:00 AM - 10:30 AM (AmericalDetrott)  Hlle Library - Samuel Buttigieg 25
" Online Hiring System (OHS 7) Training Class  1/16/2012- 1/16/2012, 200 PM - 3:30 PM (America/Detroit)  Hlle Library - Samuel Buttigieg 25
r
r

Online Hiring System (OHS 7) Training Class  117/2012- 147/2012, 5:00 AM - 10:30 AM (AmericaDetroit)  Halle Library - Samuel Buttigieg 25
Online Hiring System (OHS 7) Training Class  1/19/2012 - 1119/2012, 10:30 AM - 12:00 PM (America/Detroit)  Halle Library - Samuel Buttigieg 25

‘ ‘9’3 View My Class Schedu\el g Enrall in this Class I

3. Enroll in Desired Class

e Select the Desired scheduled Class (you only need to
attend one.)

e  Click “Enroll in this Class”

e The class will appear in your Elective Learning (Yellow
Race Car) on your home page. Note that you will have
the ability to drop or add a class as needed.

e Participants will receive an email reminder 24 hours
prior to your scheduled time.

e All Classes are held in Halle Computer Lab 111.




