Training Request form - now available online!
The Training Request form can be found on Webstar at:  How Do I >> Get a form >> Internal Forms. Look under “Payroll/OD - Training Application Form”.
[bookmark: _GoBack]The attendee or supervisor must complete the form below and press the Start button to kick off the workflow.
All mandatory fields must be completed.
[image: ]
The workflow will be started and the approver will receive an email requesting approval for the training request.

All details of the training request have been completed by the attendee and sent for approval.
[image: ]
To approve the request, the approver needs to click the Approve button and Send the new email that will be launched by the system allowing for additional comments to be entered by the approver. 
[image: ]
NOTE: Additional comments can be entered but DO NOT delete the text highlighted above. 
Both the attendee and the approver will receive an email copy of the training request and a copy will also be automatically filed on the personnel file.
[image: ]
The approver receives an email confirming the approval status of the request.
[image: ]

Organisation Development receive the final email with full details of the request and will record the details in Chris21 system.
[image: ]
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From: ObjectivePROD@cgd. vic.gov.au Sent: Mon 26/06/2017 12:19 PM.
To: 17 Hickmott, James
e
Subject _Training Request Approved: Melbourne Pop Up Innovation Lab

I Message | & Attached fil Trining Request Approved.obr 452 8)

&
o

Training Request Approved

Attendes » Hickmot, James

ooz e e e By e
, DANDENONG

City of Opportunity

Hello Hickmott, James

‘The Training Request you submitted has been approved

Request Details
Attendee: Hickmatt Jares
Course Name: Melbourne Pop Up Innovation Lab

Course Fee: $0.00

Course Duration (hr): 1

Course Provider: CBA

Course Website: https:/www commbank com au/about-us/innovation-lab htmi
Reason for Attending:
Learning Obijectives: New innovative ideas

AUG 2017

Checklist

» Book course directly with the training provider
» Obtain a tax invoice and forward itto Accounts Payable
» Direct any payment enquiries direcly to Accounts Payable

Action History

Evans, Adele select

4 Approve at 12:18 P 26 Jun 2017

Comment "4pproved
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Sent: Mon 26/06/2017 12:19 PM

Subject:  Re: Approve action selected for Training Requested task [uA$/WA444753/13]

The Approve action for the Training Requested task is complete.
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© Ifthere are problems with how this message i displayed, click here to view itin a web browser.

From: ObjectvePROD@cgd.vic.gov.au
Tor @ Evans, Adele

[

Subject: Training Approval Notification: Melbourne Pop Up Innovation Lab for Hickmatt, James

I Message | & Training Approval Notification.obr (446 )

Sent: Mon 26/06/2017 12:21 PM

Training Approval Notificati
Atendee » Hickmot, James
Approval Sequence » You
H EATER
G‘})ANDENONG
City of Opportunity
Hello Evans, Adele

“This is a nofice that a training request has been approved. A summary of the details is provided below. A

fullrecord can be accessed from the emailatachment. COURSEIDRIE
Request Details

Attendee: Hickmott, James
Course Name: Melbourne Pop Up Innovation Lab
Course Fee: 50.00

Course Duration (hr): 1

Course Provider: CBA AUG 2017
Course Website: https:/www commbank com au/about-us/innovation-lab htmi

Reason for Attending:

Learning Obijectives: New innovative ideas

Checklist

» Add raining record to UConnect
» ‘Complete' the task as described below

Available Actions.

Please select one of the following actions and click ‘Send on the retum email. You may optionally
include a comment above the dotted line i the return email

History and Comments.

ID(EYs{]





image1.png
Fle Edt View Favorites Tools Help
% I Objectve Executive - Ho... 13 PeoplePulse Oniine Surve... — High Tes onthe High Seas &) Pages - rocessWire  mo... | Objectve v & Ctrx-Extemsl &) CitriInteral &) Free Hotmsil G Google &) THELP &) Objective Connect

D G

B start Training Request

Please complete all mandatory fields below to start this workflow or close this window to cancel it

* Mandatory fields
Trainee (surname, first name) #| Choose one or type to find _.. (starts with) -
Tel No
Department B
Approver(s) | choose one or type to find . starts with) -
Course Name .
Provider B
Course Date B &
Duration (hrs) * 0
Cost +[s00
Learning Objectives (what will you be taught?)
Reason forAtending (Slctone o eneryour
Requested by [ Evans, Adele. x| -

wen -
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© Ifthere are problems with how this message i displayed, click here to view itin a web browser.

From: ObjectvePROD@cgd.vic.gov.au
Tor @ Evans, Adele

[

Subject fraining Requested: Melbourne Pop Up Innovation Lab for Hickmatt, James

(I Message | & Training Requested.obr 5% 6)

Sent: Mon 26/06/2017 11:44 AM

Training Requested
Atendee » Hickmot, James
Approval Sequence » You
H EATER
G‘})ANDENONG
City of Opportunity
Hello Evans, Adele

Atraining request has been submitied for your review. Please review the record and select an

‘appropriate action from the buttons below. COURSE DATE

Request Details

Attendee: Hickmott, James
Course Name: Melbourne Pop Up Innovation Lab

Course Fee: 50.00

Course Duration (hr): 1

Course Provider: CBA AUG 2017
Course Website: https:/www commbank com au/about-us/innovation-lab htmi

Reason for Attending:

Learning Obijectives: New innovative ideas

Checklist

» Editthis task o add a comment on how you will support the application of learning in the workplace
» Select Approve'to send the request o the next Approver (or to alert the requester of the approval)
» Select Reject 1o deny the request and alert the requester of your decision

Available Actions.

Please select one of the following actions and click ‘Send on the retum email. You may optionally
include a comment above the dotted line i the return email

ID(EYs{]





