Search for a Class

The following instructions cover:
Searching the Learning Management catalogue for a
course
Enrolling in a course or class

WG Employee Self-Service
N > My Learning > Learner Home
Current Learning page displays

There are two methods in which to access the catalogue to
search for Courses and Classes:

Method One

In the Browse Catolog region (right side of page) click
the Shared Service Centre link

The Shared Service Centre page displays

In the *Subcategories region click the 6. Agency
Training link (for Agency specific training or look in
other sub-categories for generic courses)

The 6. Agency Training page displays

In the Subcategories region click the DTF Shared
Services link

The DTF Shared Services page displays
The Courses region displays all courses on offer
NB: Only courses with scheduled classes will display
To view course information click the required course
(course name) link
The Courses page displays
To view details of when courses are to be held:
In the Offerings region click the required Offerings
Name link
The Offerings page displays
This page displays:
All classes on offer
When classes are to be held
Links to enrol in a class
Course Prerequisites
Competency Prerequisites
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WG Employee Self-Service
N > My Learning > Learner Home
Current Learning page displays

Method Two
Click the Catalog tab (located in the top right corner)

The Browse Categories page displays
Click the Shared Service Centre link

The Shared Service Centre page displays
In the *Subcategories region click the 6. Agency
Training link (for Agency specific training or look in
other sub-categories for generic courses)
The 6. Agency Training page displays.
In the Subcategories region click the DTF Shared
Services link (or DTF POD Courses for courses from
the DTF calendar)
The DTF Shared Services page displays
The Courses region displays all courses on offer
NB: Only courses with scheduled classes will display
To view course information click the required course
(course name) link
The Courses page displays
To view details of when courses are to be held:
- In the Offerings region click the required Offerings
Name link
The Offerings page displays
This page displays:
All classes on offer
When classes are to be held
Links to enrol in a class
Course Prerequisites
Competency Prerequisites

* FOR INFORMATION ON CATEGORIES AND
SUB-CATEGORIES, PLEASE SEE OVER PAGE
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Enrol in a Class
Method One

Search for an Offering as per previous instructions
For the required class, in the Class Name column, click
the ‘class name’ link

The Class page displays

The Class page gives an overview of the course
Click the Enrol button

The Enrol Page displays

Review the Class Summary

If you have any special requirements enter these in the
Special Requirements field

Click the Review button

Review the Enrolment details

In the Comments to Approver field enter comments
justifying your enrolment in the class

For example; “As discussed in my performance review”
Click the Submit button

A confirmation message displays confirming your
request to enrol in the class

Method Two

Search for an Offering as per previous instructions
For the required class, in the Enrol column click the
Enrol icon

The Enrol Page displays

Review the Class Summary

If you have any special requirements enter these in the
Special Requirements field

Click the Review button

Review the Enrolment details

In the Comments to Approver field enter comments
justifying your enrolment in the class

For example; “As discussed in my performance review”
Click the Submit button

A confirmation message displays confirming your
request to enrol in the class
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View Enrolments

WG Employee Self-Service
N > My Learning > Learner Home
Current Learning

Click the Requested Learning sub tab (located in the
top left corner in the blue bar)

The Requested Learning page displays

The Requested Learning page displays all your Learning
Certifications and Enrolments

To view additional details about an enrolment, click the
icon in the Details column

Cancel a Class

To attend some courses/classes the payment of a fee is
required. For these courses/classes there is no penalty for
withdrawing from a class prior to the Enrolment End Date.
However if a course/class has an attached charge, the
agency is invoiced for all cancellations after the Enrolment
End Date.

WG Employee Self-Service
N > My Learning > Learner Home
Current Learning

Enrolments display in the Enrollments region

- For the required class, in the Unenroll column, click the
Unenroll icon
From the New Status drop down list select a New Status
From the Reason drop down list select a Reason
Click the Finish button

A confirmation message displays confirming your
cancellation
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Categories and Sub-Categories

Information Technology
Occupational Health & Safety
Working in Organisations
Management
Working in WA Government
Agency Training

DTF POD Courses

DTF Shared Services

o] eBusiness Training

OO WNE

For further information on courses within Categories
1 - 4 please refer to the Learning Needs Survey tool
(available from the Training Pages on the intranet)

Information on courses available within Agency Training
(Category 6) are listed in the relevant Training Calendars

Reference Guide Help
Link
Tabs
Sub Tabs
Sub Tabs
Window Help
Find

Required Field

Button
N Navigate, or Go To
T Tab

Updated 21/04/2008

What is the Navigation box?

WG iSupport Employee User
N > iSupport Home

T > Support

Knowledge Base

The above box is known as a Navigation box. The following
is an explanation of how they are used:

First Line:

This is the responsibility selected on the Applications tab of
the eBusiness Centre. So in the above example: select WG
iSupport Employee User.

Second Line:

N = Navigate or Go To. The word after the > is where you
navigate to

So in the above example: navigate to the iSupport Home
page
Third Line

T =tab. The word after the > is the tab name. So in the
above example: click the Support tab

Last Line
The page displayed after carrying out the previous line

Navigation Boxes have a minimum of three lines, but can
have more.
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