Employee Self Service

Request Training Enrollment by Course Name

Main Menu > Self Service > Learning and Development > Request Training Enrollment

Instruc

ns

ACORN Page

PURPOSE: Enroll into an OD-offered training course by using the Course Name search.

1. Navigate to Request Training Enroliment.

‘ Main Menu > Self Service > Leamingand Development > Raguest Training Enroliment s
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2. Select the blue link ‘Search by Course
Name’.

Favorites | Main Menu > Self Service > Learning and Development > Request Training Enrollment

Request Training Enroliment
Corral Jill M

Please choose one ofthe search methods below to find a course session.

Current Training Schedule

Self Service

Learning and Development

Training Summary

Professional Training

3. Enter any part of the title in the Course
Name box, and select the ‘Search’ button.

Note: The search box will attempt to match
the words or letters you enter here to an
existing training course with the same words
or letters. The search will include the entire
course name and return any matching
results. For example: If you enter ‘new’, the
results returned will include any course with
‘new’ anywhere in the course name.

Favorites = Main Menu > Self Service » Leaming and Development > Request Training Enrolment
- - - -

Request Training Enroliment
Course Search

Enter a full or partial course name and select the Search button to get a list of matching courses. Leave the course
name blank to get a list of all courses

Course Name: GXCE" 2019| Search

Return to Request Training Enroliment

Help & Support: Customer Service Center

(530) 889-4357 HLPCSC@placer.ca.gov

Mon-Fri: 7:00am — 5:00pm

FAQ: www.placer.ca.gov/employees/acorn-system
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For ACORN to run correctly, change the following

Internal Browser settings:

- Add “*.placerco.ad” to local intranet

- On the advanced tab, check “Enable Integrated
Windows Authentication”

- Allow pop-ups for “*.placerco.ad”



mailto:HLPCSC@placer.ca.gov
http://www.placer.ca.gov/employees/acorn-system

Employee Self Service

Request Training Enrollment by Course Name

Main Menu > Self Service > Learning and Development > Request Training Enrollment

Instructions ACORN Page

4. Select the Course Detail information icon.
If available, this will provide you with
detailed information about the course
content and any course prerequisites.
Select the ‘OK’ button to return to the
Course Search page. The course detail icon
is indicated by the small circle in the
middle.

Favorites ~ Main Menu > Self Service > Learning and Development > Request Training Enrolment
- - - -

Request Training Enroliment
Course Search

Enter a full or partial course name and select the Search button to get a list of matching courses. Leave the course
name blank to get a list of all courses

Course Name: Excel 2010 Search

Description CDU;;EEIE ﬁz:{zzr Session Availability
Excel 2010 PivotTables O 0590 View Available Sessions
Microsoft Excel 2010-Level 1 0 0509 No Sessions Available

—_—

Microsoft Excel 2010-Level 2 @ 0510 View Available Sessions }

Return to Reguest Training Enrollment

5. Select the blue link ‘View Available
Sessions’ for the specific course you want
to enroll in. This will take you to any
available course sessions, and include the
session number, start date, location,
duration, and available seats.

Note: the blue link will only appear if there
are open sessions for a particular course.

Favortes = Main Menu > Self Service > Learning and Development > Regquest Training Enrolment
- -

Request Training Enroliment
Course Search

Enter a full or partial course name and select the Search button to get a list of matching courses. Leave the course
name blank to get a list of all courses

Course Name: Excel 2010 Search

Description %OEL::“E ﬁz::;zr Session Availability
Excel 2010 PivotTables 0 0590 View Available Sessions
Microsoft Excel 2010-Level 1 0 0509 No Sessions Available

Microsoft Excel 2010-Level 2 0 0510 View Available Sessions )

Return to Request Training Enroliment

6. Select the blue link (under the ‘Session’
column for the specific course session you
want. This will provide you additional
detail on the course session. Additional
detail includes the day of the week, and
the start/end times of the course. If
multiple course sessions are offered, you
will see all available sessions here.

Favortes  Man Menu Self S:.'v-:e Leaming andele-.reupment Request Tranng Enrolment

Request Training Enroliment
View Available Sessions

0510 Microsoft Excel 2010-Level 2

session number in the list below to view session details or to request enraliment

Session Stan Date Location Duration (Hours)  Open Seats  Waitlisted

| 07292014 Information Tech Training Cir 70 14 I

Help & Support: Customer Service Center

(530) 889-4357 HLPCSC@placer.ca.gov

Mon-Fri: 7:00am — 5:00pm

FAQ: www.placer.ca.gov/employees/acorn-system
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7' This iS the course sess'on detall page. It I'a\:ry':ﬂ Man "_"1PI'1.J Self S'PI'VL'P Learning .1an'I}Pwh[.\mpnl‘ Request Traning Enroliment .
provides you with detail about the Request Training Enroliment
Session Detail
selected course session, including: _
Bunny.Bugs A
e Start date and duration Select the Confinue buttor o submi your raining request
° Location Course: Micr xeed 201 0-Level 2 Session: 0008 E
L. Start Date: OT29/2 Duration (Hours): ro
o PrereqUISItes Locatlon: Information Tech Training Ctr
e Start day-of-the-week, and start Language: J
and end times. None
Daote Ir‘ hagsa !’JI':;'E'U"l"" Start Time  End Tima  Training Focility Nome
Tuesday O7T/2R2014 OF28/2014 £ 304M 3:30PM nformation Tech Traming Cir if
Ed If this ses=ian iz full place me on the waiting list
Continue
8. YOU Wl“ a|SO see a CheCk bOX WhICh readS Favortes  Man Menu Self Service Leaming al’d'Ue\:eloDrnent Request Traning Enrolment i
‘If this session is full, place me on the Request Training Enroliment
Session Detail
waiting list’. This check box defaults to ON
Bunny,Bugs A
(checked). What this means is you are Select the Gantinue button to submit your traning request
requesting to be placed oh a Waiting Iist if Course: xcel 2010-Level 2 Session: 0009
. . Start Date: Duration (Hours): 7o
the session is full. If you do not wanttobe | .~ Information Tech Training Gir
placed on the waiting list, then uncheck Language:
the box. Select the ‘Continue’ button. o
Date pussion Start - Session End gy Time  End Thme  Training Facility Name
0 M 3.30PM Indgermation Tech Tramng Clr
115 full, place me on the wading st _)

Help & Support: Customer Service Center

(530) 889-4357 HLPCSC@placer.ca.gov
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- On the advanced tab, check “Enable Integrated
Windows Authentication”

- Allow pop-ups for “*.placerco.ad”
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9. This is the Submit Request page. From
here, you can:
e Review the selected course session
e Add comments for your
manager/supervisor that might be
necessary to support your request.
Your manager/supervisor will be the
approver for your training request.
e Attach any supporting Documentation
e Submit your request or Return to
“View Available Session” page
- To submit your request, Select
the ‘Submit’ button. This will
send an email request to your
manager/supervisor to
approve/deny the training
request.

- Toreturn to “View Available
Sessions page, select the blue
link below the submit button.

Favortes ~ Main Menu > Self Service > Learning and Development > Request Training Enrolment
- - - -

Submit Request

Enter comments (optional) and select Submit button at the bottom of the page to complete your request.

Course: Microsoft Excel 2010-Level 2

Session: 0009

Course Start Date: 07/29/2014

Start Time: 8:30AM End Time: 3:30PM

Duration (Hours): 7.0

Location: Information Tech Training Ctr

Language:

Employee ID: 51234205

Comment: ‘You can enter comments here. Your manager/supervisor will see \}”

these comments when they are approving your training request

Attach Supporting Documentation

‘Return to vailable Sessions ’

10. If no approver is assigned to you, you will
receive this message. You will need to
contact your training coordinator to
ensure that you can be enrolled in the
class. Select “OK” to go to the “Submit
Request Confirmation” page.

Favgrites Mam‘Menu » Self Service » Leamning and Development > Regquest Training Enrolment
> -

Request Training Enroliment
Further Processing Required

Your training request was submitted, but you have no approver assigned. Please
contact your Department Training Coordinator so that you can be enrolled into the

training course.

Help & Support: Customer Service Center

(530) 889-4357 HLPCSC@placer.ca.gov

Mon-Fri: 7:00am — 5:00pm

FAQ: www.placer.ca.gov/employees/acorn-system
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- On the advanced tab, check “Enable Integrated
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- Allow pop-ups for “*.placerco.ad”
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11 |f your requeSt |S submltted Se|ect the Favorites | Man Menu > Self Svar\'\.:e » Learning andvDa\'a\upment » Reguest Training Enroliment
. ’

Request Training Enreliment
Submit Confirmation

‘OK’ button to confirm your submission.
Your request has been submitted to your

. & The Submitwas successful
manager/supervisor. Your
manager/supervisor will receive an email.

Select “OK” to go to the “Submit Request
Confirmation” page.

12. After you select the ‘OK’ button, you will Favorkes | Man Menu » Sef Sgrvice > Leaming and Development » Request Tranng Enolment

be taken to the Submit Request SubnilE Request s Cofifisation

Confirmation page. In addition to Course T T—
Session Details, you can see information
about your request, when it was Course: Excel 2010 PrvotTables
submitted, and the approving Sasslol e
. . [ of S D o 7/22/2014
manager/supervisor. You will also see the ourse Stambates - OrezEor
. . , Start Time: 8:30AM End Time: 3:30PM
request status under ‘Process Action’. )
Duration (Hours): 7.0
Location: Information Tech Training Ctr
Language:
Employee ID: 51234205
Name Role Name Process Action Process Action Date

Bunny,Bugs #

Originator Submit 06/29/2014

‘ Blanc Mel Manager Approve 06/29/2014 ’

13. After you have completed your review of
the training request confirmation, scroll to Go To: Reguest Training Enrollment

the bottom of the page and select one of Training Summary
the following:
e ‘Request Training Enrollment’ —to
complete another training request
¢ ‘Training Summary’ — to view a
summary of your training

Or select ‘Sign-Out’ to exit ACORN.

Help & Support: Customer Service Center Page 5 of 6 For ACORN to run correctly, change the following
(530) 889-4357 HLPCSC@placer.ca.gov Rev: 1.1 Internal Browser settings:

Mon-Fri: 7:00am — 5:00pm - Add “*.placerco.ad” to local intranet

FAQ: www.placer.ca.gov/employees/acorn-system - On the advanced tab, check “Enable Integrated

Windows Authentication”
- Allow pop-ups for “*.placerco.ad”


mailto:HLPCSC@placer.ca.gov
http://www.placer.ca.gov/employees/acorn-system

Employee Self Service

Request Training Enrollment by Course Name

Main Menu > Self Service > Learning and Development > Request Training Enrollment

| uctions ACORN Page

. . . .o . HHELF
14. You will receive an email notification

indicating that your request was
submitted for approval.

15. When approved (or denied) you will

receive another email notification. If you

Regarding Training Course: Micr
enrallment and approved. The e

click the hyperlink in the body of the (Gon g et st e serobess cepees e st aporzed by Sncatet. )

oft Excel 2010 Pivot Tables on 2014-08-05, The following Self Service training request for the employes below was submitted for
ayee is now enrolled in the session. If you have any questions, please contact your Training Coardinator.

email, you will be taken to your course
session request in ACORN.

)

16. Your department’s Training Coordinator
will also receive an email confirming your
enrollment into the training course.

17. If you need to drop or cancel your
enrollment in a class, please contact your
Department Training Coordinator.
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