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Education & Training Services Section

How to Register Supervisors

3 The On-Line Registration & Transcript Center for SS and OFI Supervisors is on the Internet.

. To register SS and OFl workers for courses, each worker must have an account in the system.

. Obtain the worker's Peoplesoft Employee ID from your personnel office, because you will need it to create
an account for the worker. It is an eight digit number that begins with two zeros.

¢ Supervisors or Training Coordinators must establish all worker accounts. However, individuals previously
registered through SSRegistrar and OFIRegistrar may have been added to the system already. View the
LISt of Accounts to determine if your employee has an account. If so, begin by editing the account.

Steps to Access the On-Line System
1. Click here: https //www gadfcs.org/transcript to access the website.
2. Enter your Employee ID Number and Password. Once access has
been granted, a menu will appear.
3. For questions about the online registration click on the Questions?
button in the lower far right hand corner of the screen and send an
e-mail with your questions.

Supervisor Menu

Manage Employee Accounts
Register an Employes for Training

ployes’s
------- w1 | View Employes's Transcript
----- Search for Employes
....... Generate Reports
(] Exit to Registration Login Screen

Account: Create a New Employee Account

1. From the Supervisor Menu, click on the Accounts button.

2. You are now in the Accounts Menu. From here you can click the Create
button. B e e S 3 va

3. Fillin the fields under the Personal Information: First Name, Middle ey

Initial, Last Name, SSN (Option), Employee ID (Employee ID at your i
personnel office an 8 digit number), Education, Program of Study, If b ersurl formaton
Other and click Next. thams T Wit [ Lot [T
4. Fillin the blank fields for the Contact Information and click Next. e T .

o

Fill in the blank fields for the DFCS Information and click Next.

6. Choose a Training Coordinator from the drop-down menu and click
Next. ot st T |

7. Click the Create button to create another Account.
Click the Accounts button to return to the Account Menu.
9. Click the Main Menu button to return to the Supervisor Menu.

&
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Edit an Employee Account

1. From the Supervisor Menu, click on the Accounts button.
2. From the Account Menu, click on the Edit button. .9“-“« e
3. Enter the Employee ID in the Employee ID field and click Next. [en%: %08 5| B Gron e & 901 D
4. Edit the Personal Information section and click Next. s e et L1 L
5. Edit the Contact Information section and click Next. R R et :
6. Editthe DFCS Information Section and click Next. I.“_JRegistration and Transcript Center
7. Choose a Training Coordinator from the drop down ' Edit Employss Account
menu and click Next.
8. Click the Create button to create another Account. Personalnformation
9. Click the Accounts button to return to the Account Menu. FirstName [lgfey — Middle hibe. T LestName [iooss
10. Click the Main Menu button to return to the s . Enployee 1000602080
Supervisor Menu. Educetion [Frcwiors Do
S ﬁ?&”""h
¥ Cthar [CompaEngnesr
[[cancer | [[Next |

Register an Employee for Training
1. From the Supervisor Menu, click on the Register button.

2. Enter the Emp|oyee ID in the Emp|oyee ID field and click 5 Register Worker for Training - Microsoft Intemnet Explorer
Reglster. JH\e Edt View Favortes Tooks Help i ‘
3. Choose a Course from the drop down menu and click Next. ij,iff@:;ﬁf‘w e aml.‘ls;@‘é'g g
4. Select a Section from the drop-down menu. _
5. SSN is needed_ before completing the registration. EDUCATION and TRAINING SERVICES
6. Clickthe submit button _ Registration and Transcript Center
7. Click on the Register button to return to the Register Worker
Menu. Register Worker for Training
8. Click on the Main Menu button to return to the —
Supervisor Menu. '
Selecta Course
[10101-TESTI23 |
[Nt |
© 2005 Juestions?

View Employee's Certification Information
1. Fromthe Superwsor Menu, click on the Certification

; Yiew Certification Information - Microsoft Internet Explorer

bUtton i . i . JF\\& Edt View Faworites Took  Help
2. Enter the Employee ID in the Employee ID field and click View || &m -+ @5 4 Qeesn mrame Gwoy |3 51 5

Cert |nf0. Jﬂddress |ahttps://www‘gadFts.ovgﬂtvansmpt/superv\savftert\hcatmnﬂwewcevt\f\(atmn‘]sp j f>
3. At This point, you will see the Employee ID, Name, County, EORGIA DEPARTHENT _

and Position. EDUCAT.ION and TFiAI'NINGSERVICES X
4. Alist of certifications will appear. Registration and Transcript Center
5. If there are no completed certifications a message will appear View Certification Information

“There is no certification data in the database for this

account’. e i
6. Click on the Certification button to return to the View i

. . . County: DFCS Education & Training Senvices Section

Certlf'cat|0n Informatlon Menu. Position: DFCS Field Program Specialist

7. Click on the Main Menu button to return to the

There is no certification data in the database for this account.

Supervisor Menu.

Certification | iy another Employee’s Certiication
Return to the Main Menu




Transcript: View Employee Transcript

1. Fromthe Supervisor Menu, click on the Transcript button. st TR ; oL
2. Enter the Employee ID in the Employee ID field and click View B
Transcnpt | Btk - - @ . 2| Quseach CifFaotes gsttmy ‘% =) iE|
3. At This point, you will see the Employee ID, Name, County, [ B o ik
POSitiOﬂ, To remove this employee from a course section, simply click the Remave button next to the section you

wish to crop them from_ You can only remave employees from training sections that have not yet started
00000000
Jeffrey L. Woods

4. The Transcript will show Upcoming Courses, Current
Courses, and the Historical Training Records.

5. Click on the Return button to return to the
County. DFCS Education & Training Services Section

S u pe rv | sSOor M enu. Positian: OFCS Field Program Specialist
Course Location Dates

COP 103NEWCORE  Athens Technical College  October 1, 2005- October 9, 2005 Renove

This employee is not currently attending any classes.

Course Registration Date Status Grade

Remove Worker from Course

1. You can only remove yourself from a training section that has not

R Transtript - Microsoft Intenet Explorer ] i

yet started. | Fle Et Ve Fauntes Tols e
2. From the Supervisor Menu, click on the Transcript button REESES @I 4| D s msww \% T E]
3. Enter the Employee ID in the Employee ID field and click S i
View Transcript button. To remove this employee from & course section, simply click the Remave button next to the section you
4. Click on the Remove button wish to crop therm from. You can only rermove ernployses fiom training sections that have not et started
5. Microsoft box will appear to inform you that this is a permanent 00000000
action, click the OK button. dJeffrey L. Woods
6. Click on the Return button to return to the Supervisor Menu. Courty DFCS Educlion & Traii Servies Sedion

Pasttion: DFCS Field Program Specialist

Course Location Dates
COP103NEWCORE  Athens Technical College  October 1,2005- October9, 2005 [Remows]

This employee is not currently attending any classes.

Course Registration Date Status Grade

Search: Search for Employee

1. From the Supervisor Menu, click on the Search button. o o e v
2. Add the worker's First or Last name in the First or Last name e e e S M B Sk
fields or SSN and click on the Search button. ]
EDW)\“ON and TRAINING SERVICES
3. If the worker has been registered his/her information will appear. | . wRegistration and Transcript Center
4. If the worker is not registered the error message will display: | Search for Worloee
“There are no employees in the database that match s —
that search criteria.” o —
SearchbySSN [
——
! Camesl | Retumn to the Administrator Menu




Reports:

: Generate a Section R
From the Supervisor Menu, click on the Reports button.
Click on the Roster button.

Select a Course from the drop-down menu.

Place a check in the box to view sections that have already
occurred and click Next

Select a Section from the drop-down menu and click Next.
Click on the +/- next to the schools name to hide or retrieve
further information about the School.

The Change All button at the bottom of the page will show
all the information on all the schools.

oster

/} Generate a Section Roster - Microsoft Internet Explorer

| Fle Edt Vew Fmoes Took Hep

| orak - = - @ D) A Qe GFmoies sy | By S 5

| e €] Pts: g, rgfeanscritsupervsoreportsforoser_bothjsp

Generate a Section Roste

TEST123
Location

10101 Section

Abraham Baldwin College
Instructors:  Daniel, Zundra V
Clags Dates:  April 1,2008 - May 1, 2008

1 [+] Daniel, Zundra M.
Athens Technical College

2 [+] Daniel, Zundra V.
ATC

3 [+] Daniel, Zundra
Athens Technical College

List Accounts by Type

1.

From the Supervisor Menu, click on the Reports
button.

/) List of Instructors - Microsoft Internet Explorer

File Edt View Favorites Tooks

Help

Click on the Accounts List button from the Report Menu.

ik e = - (@[ | Qeach GFovores (BHsoy | By Sl 5

The List of Administrators will appear.

Redress [&] gackes.orgftransorit - worker jsp

You have the option to choose from the Administrators,
Coordinators, Supervisors, Instructors, and Workers.
Click on the Return button to return to the Report Menu.

EDUCATION and TRAINING SERVICES

Registration and Transcript Center

List of Workers

Workers |

| | T | | | |

Name Office

Abbott, Catharine O Habersham County

Abdur-Rahman, Rasheeda S Fulton County
Abengowe, Obi C Clayton County
Aberham, Abeba T Chatham County
Abemathy-Reese, Wanda D Fulton County
Abram, Shantrice R Richmand County
Ackles, Cheryl Gwinnett County

Employee Information

1.
2.

From the Supervisor Menu, click on the Reports button.
Click on the User Information button from the Reports
Menu.

Enter the Employee ID in the Employee ID field and click

B view Lmgloyee Information - Microsoft Internet Baplorer

on the View button.

The employee’s information will appear: Emp ID, Name,
Position Area, Supervisor, Office Contact, Home Phone,
Training Coordinator, and E-mail Address.

Click on the Return button to return to the Report Menu.

| Fie EdR Yew Favoles Took Hep
| bak - = - @[3 A | Do (Gifaortes (Pritory | - S 5
_Mim_|p] gudc 1sp =l @
View Employee Information
00000000

Jeffrey L. Woods

Position DFCS Field Program Specialist
Program Areals) Administrative
Supervisor Mot Available
Office Contact DFCS Education & Training Services Section
2 Peachiree STNW
Suite 20 200
Atianta, GA 30303
Phone: (770) 555-5555
Fax (T70) 5555555
Heome Phone [770) 555-5555

Email Address b slale ga s




Office Employees List

1. From the Supervisor Menu, click on the Reports button.

2. Click on the Office List button from the Report Menu. T ————— : -

3. Choose a County/State DFCS Office from the drop-down m
menu and click Next. | ebsk - = - @ [ A Quewh reres ity | B 5wl 2]

4. The County Name, and the Employee Name and 1€ oo ol ity s Fle
Supervisor that is located at the county. ébuénf|oh B =
5. Click on the Return button to return to the Report Menu. .Registration and Transcript Center
Office Employee List
DFCS Education & Training Services Section
Employee Name Supervisor
Brasher, Lynda A
Broadhead, Lisa INFA
Brown, Jeffrey NFA
Bryant, Demetrice INFA
Bumham, Barbara C A
Byrd, Dollie INFA
Cheese, Jean AAA Defallt, Supenisor
Douglas, Pat INFA
Edwards, L. Denise NFA

If you have any questions about creating a new worker account and/or registering a worker for a course,
please send an email to: ssregistrar@dhr.state.ga.us or ofiregistrar@dhr.state.ga.us
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