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Education & Training Services Section

How to Register Training Coordinators
. The On-Line Registration & Transcript Center for SS and OFI Training Coordinators is on the
Internet.
. To register SS and OFI 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 SSReqistrar and OFIRegistrar may have been added to the system already. You will need to
conduct a search by name to determine if your worker has been added.

Training Coordinator Menu: Steps to Access the On-Line System
1. Click: https://lwww.gadfcs.org/transcript to access the S —— -
website. He v e Tk - _ﬁ
2. Enter your Employee ID Number and Password. Once D 0 3 B e Y B dm D g e
access has been granted, a menu will appear. D= [
. . . . ; Transcript Center
3. For questions about the online registration click on the il \::f'a:nlng c”:itmnir ——
Questions? button in the lower far right hand corner of the . Ty ————
screen and send an e-mail with your questions. o0 v a0y pCDIRS B2y can 340
ol ehades 3 cnserpoon of it o e e
| Accoumts | Manage Employee Accounts
| Register | Register an Employee for Training
View Employee's Certi
| View Ei ployees's T
Soarch ] Search for Employee
Reports | Generate Reports
Logout | Exitto Registration Login Screen
| & 2005
Account: Create a New Employee Account
1. From the Training Coordinator Menu, click on the
Accounts button.
2. You are now in the Accounts Menu from here you can click R e P e e SRR 5 ow
the Create button. Create New Account =
3. Fillin the fields under the Personal Information: First Name, ——
Middle Initial, Last Name, SSN (Option), Employee ID I
(Employee ID at your personnel office an 8 digit number), (——
Education, Program of Study, If Other and click Next.
L . X Fisthame em Middiedniial [ LastName [rest
4. Elliltl;an Ntgitblank fields for the Contact Information and I e .
5. Fillin the blank fields for the DFCS Information and §
click Next.
6. Choose a Supervisor from the drop-down menu and click — T
Next. ' =
7. Click the Create button to create another Account.
8. Click the Accounts button to return to the Accounts
Menu.
9. Click the Main Menu button to return to the Training Coordinator Menu.


mailto:ssregistrar@dhr.state.ga.us
mailto:ofiregistrar@dhr.state.ga.us

Edit an Employee Account

1. From the Training Coordinator Menu, CIiCk on the / Edit Employee Account - Microsoft Internet Explorer

Accounts button. e . [@LSH‘: Ry e e |
2. From the Accounts Menu, click on the Edit button. tes [€] s o, g rfcnsct et t_sccount_L Hle
3. Enter the Employee ID in the Employee ID field and oRG NRES
click Next. EDUCATION and TRAINING SERVICES
4. Edit the Personal Information section and click Next. ReQiStration and Transcript Center
5. Edit the Contact Information section and click Next. Edit Employee Account
6. Editthe DFCS Information Section and click Next.
7. Choose a Training Coordinator from the drop Persona!Information
dOWn menu and CIiCk NeXt. First Name [Jafiey M\dd\e\nilia\,L_LasIName |wmds
8. Click the Create button to create another Account. s [ e —"
9. Click the Accounts button to return to the Accounts
Menu. E%gcz‘n:lrl—_llw—_,
10. Click the Main Menu button to return to the Training sudy |§mptgg a
Coordinators Menu.
[[Wext |

ister: Register an Employee for Training

1. From the Training Coordinator Menu, click on ——————
the Register button. | Fe Et vew Fates Tods el
2. Enter the Employee ID in the Employee ID field and | «sa -+ - @ 3 @] @seocn Giroontes By | B 5wl
click Register. | e [81 bt Tt fsupersorhegisteensrLisn Hie
3. Choose a Course from the drop down menu and click AN RESOURG
Next. EDUCATION and TRAINING SERVICES
4. Select a Section from the drop-down menu. Registration and Transcript Center
5. SSNis needed before completing the registration. Roglstor Warkar for Trakilig
6. Click the submit button
7. Click on the Register button to return to the Register Registering:

Worker Menu.

Selecta Course

o

Click on the Main Menu button to return to the [oo-TesTiz: H
Training Coordinator Menu.

© 2005 Questions?

1. From the Training Coordinator Menu, click on

the Certification button. e i [
2. Enter the Employee ID in the Employee ID field and | e - & - QB | Qe faraotes G |- S H
CI| Ck VleW Cel’t InfO. Jnddress |@ https: v, gadfcs. orgftranscriptjsupervisor fcertification fviewcertification. jsp j I

3. At This point, you will see the Employee ID, Name, R Tof HUMAN RESOURGES - DIVISION of
County, and Position. Enucmou and TRAINING SERVICES :

4. Alist of certifications will appear. Registration and Transcript Center

5. If there are no completed certifications a message will View Certification Information
appear

00000000

“There is no certification data in the database for
Jeffrey L. Woods

this account.”

6. Click on the Certification button to return to the View S A s
Certification Information Menu.

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

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

View Another Employee's Certification Information
Return te the Main Menu




1. From the Training Coordinator Menu, click on the
Transcript button.

2. Enter the Employee ID in the Employee ID field and click
View Transcript.

3 Transcript - Microsoft Internet Explorer

]H\e Edt View Favortes Took Help

] wsak - o - A ‘ Qearch (et Brstory ‘%. 553

3 A Th X ” h E I ID N ]Addvess |a hitpszijuwm.gadfes, orgltranseriptfadminitranscriptiviewtranscrit jsp j f>
. t This point, you will see the Employee ID, Name,
County, and Position. TQ remoye this employes from & colrse section, simply click the R_emove _bunon next to the section you
4 The Transcript will show Upcoming Courses wish to drop them from. You can only remove employees from training sections that have not yet started
Current Courses, and the Historical Training 0090008
Records. Jeffrey L. Woods
5. Click on the Return button to return to the Supervisor Menu. Ouunty: DFCS Education & Training Services Section

Position: DFCS Field Progratn Specialist

Course Location Dates
COP 103NEWCORE  Athens Technical College  October 1, 2005- October 8, 2009 Remove

This employee is not currently attending any classes.

Course Registration Date Status Grade

Remove Worker from Course
1. You can only remove vourself for training sections that
have not yet started.

2. From the Training Coordinator Menu, click on the

; Transcript - Microsoft Internet Explorer

]F\\e Edt View Favortes Tooks Help

) ] wsak - o - A ‘ Qearch (et Brstory ‘%. 553
TranSCrlpt bUtton- . . . ]Addvess |@ httpsffuww. gadfcs. argltranscript adnintranscriptiviewtranscript jsp j F
3. Enter the Employee ID in the Employee ID field and click
the View Transcript button. To remave this employes from & course section, simply click the Remove bution next to the section you
4 Click on the Remove button wishto drop them fram. You can only remove employees from training sections that have not yet started
5. Microsoft box will appear to inform you that this is a 00000000
permanent action, click the OK button. Jeffrey L. Woods
6. C“C!( Fm the ReFum button to return to the County. DFC5 Education & Training Services Section
Tralnlng Coordinator Menu. Position: DFCS Field Program Specialist
Course Location Dates
COP 103NEWCORE  Athens Technical College  October 1, 2005- October 8, 2009 Remove
This employee is hot currently attending any classes.
Course Registration Date Status Grade
Search: Search for Employee
1' From the Trai n i ng Coord i nato r Men u ! CIICk /ZJ search for Worker - Microsoft Internet Explorer 3 5
on the Search button Fle Edt View Favorites Took Help ‘
i . . EBack - = - @ &4 | @search [eiFavortes (Bristory | By- S5 w5
2. Add the worker’s First or Last name in the First or 55 [ s o gactcsrglaanscrpsupervisr seorch e, =1 &
Last name fields or SSN and click on the Search £PARD) uRces : _
button ! EDUGATION and TRAINING SERVICES )
: Registration and Transcript Center

3. If the worker has been registered his/her

information will appear.

4. If the worker is not registered the error message L oitime |
will display:
“There are no employees in the database that
match that search criteria”

Search for Worker

Search by SSN

Return to the Administrator Menu

Reports: Generate a Section Roster



From the Training Coordinator Menu,
click on the Report 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.

; Generate a Section Roster - Microsoft Internet Explorer

Fie Edt Wiew Favorites Tools  Help

Ghack - % - D [0 A Qoewch GhFavortes CHHsory | By S oml 5

Address [#] hitps:fumn gaskics arq/transaript/supervisarreportsidoraster_bath,jsp

Generate a Section Roste

TEST123 10101 Section

Location Abraham Baldwin College
Instructars. Daniel, Zundra V.
Class Dates.  April 1, 2008 - May 1, 2008

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

2 [+] Daniel, ZundraV.
ATC

3 [+] Daniel, Zundra
Athens Technical College

List Accounts by Type

1.

From the Training Coordinator Menu, click
on the Report button.

Click on the Account List button from the

Report Menu.

The List of Administrators will appear.

You have the option to choose from the
Administrators, Coordinators, Supervisors,
Instructors, and Workers button.

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

A List of Instructors - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

dagack - = - (D 3] A Boeach GaFavoies CHsoy | By S 1H

| addvess [@] hetps:juman. gadcs. orgftranscriptisupervisar reports/lists_worker.isp

! EDUCATION and TRAINING SERVICES '
Registration and Transcript Center
List of Workers

-| |l" s | | p s | | Instructors | | Workers |

Name Office

Abbott, Catharine O Habersham County
Abdur-Rahman, Rasheeda S Fulton County
Abengawe, Ohi C. Clayton County
Aberham, Abeba T Chatham County
Abernathy-Reese, Wanda D Fulton County
Abram, Shantrice R Richmand County
Ackles, Cheryl Gwinnett County

Employee Information

1.

From the Training Coordinator Menu, click
on the Report button.

Click on the User Information button from the
Reports Menu.

Enter the Employee ID in the Employee ID field
and click 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.

J view Employee Information - Microsoft Internet Explorer

JFiIe Edt  View Favorites Tools  Help

| wBack - = - @D [0 A Bssach EFavorkes sty |5y S w5

| Address [] https:jjwmw. gaces orgitranscript/supervisar reports/douserinfo. sp

Hig

View Employee Information

00000000
Jeffrey L. Woods

Position DFCS Field Program Specialist

Program Area(s) Administrative

Supervisor Mot Available

Office Contact DFCS Education & Training Services Section
2 Peachtree St Nwy
Suite 20 200

Atlanta, GA 30303
Phone: [770) 555-5555
Fax (770} 555-5555

Home Phone (770) 555-5559
Email Address lwoods@dhr state ga.us




Office Employees List

1. Click on the Office List button from the Reports

2R Office Employee List - Microsoft Internet Explorer

Menu' File Edt Yiew Faverites Tools Help ; | .
. Back - - D &} | @search [EiFavorites (Bristory | Bh- Sp o ]
2. Choose a County/State DFCS Office from the T |
drop-down menu and click Next. RGIA DEPARTMENT of HUMAN RESOUR N of FAMILY an sevice
3 Th C N h E | N d h EDUCATION and TRAINING SERVICES
: Suzer\(/)iigtryNaarlnn;e\;vgllie :ir;?e%yee ame and the JRegistration and Transcript Center
. Office Employee List
4. Click on the Return button to return to the
Re ort Menu DFCS Education & Training Services Section
p ’ Employee Name Supervisor
Brasher, Lynda MNfA
Broadhea;’, Lisa (RIS
Brown, Jeffrey INFA
Bryant, Demetrice INFA
Burnham, Barbara C (RIS
Byrd, Dollie INEA
Cheese, Jean AAA Default, Supervisor
Douglas, Pat (RIS
Edwirds‘ L Denise INA

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