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1 TRAINING APPLICATION 
 

1.1 Training Application 

 
Training Application module manages training setup for Ptj process through UniHRIS. The details 

describe as below.  

 

 

Figure 1.1 – Training Setup for PTj Screen 
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1.2 Add / Edit Approve Training Setup for PTj 

 
This screen allow user to setup training which is organize from department. The function describe 

as below. 

 

 

Figure 2.1 – Add / Edit Approve Training Setup for PTj Screen 

 

1.2.1 Opening Add / Edit Approve Training Setup for PTj Screen 

 
1. Select CPD Coordinator For Dept from the Role dropdown list. 

2. Click on Training > Training Setup for PTj function. It will display the ATF044B: Add 

/ Edit Approve Training Setup for PTj screen. See Figure 2.1. 

3. Select tab to view: 

i. Training List Tab: View list of training. 

ii. Add/Edit Training Info Tab: View detail of training. 
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1.2.2 Training List Tab 

 

 

Figure 2.2-1 – Add/Edit Approve Training Setup for PTj Screen: List of Training Tab 

 
 

1. Viewing Training List 

i. Select Training List tab. See Figure 2.2-1. 

ii. Select Department, Month and year from dropdown list. 

iii. Use Scroll bar to navigate through the records. 

iv. Click on the Add New Training button.  It will bring to the Add/Edit Training Info tab 

screen. See Figure 2.3-1 

v. Click on the Details & Update button.  It will bring to the Add/Edit Training Info Tab 

screen. See Figure 2.4-1 

vi. Click on the File Attachment button.  It will bring to the Edit File Attachment window 

screen. See Figure 2.5-1 
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1.2.3 Add/Edit Training Info Tab (Add New Training) 

 

  

 

 

Figure 2.3-1 – Add/Edit Approve Training Setup for PTj Screen: Add/Edit Training Info Tab (Add 

New Training) 

 

1. Add New Training 

 
i. Fill in the information needed. 

a. Training Title : Key in the training title. 

b. Training Objective : Key in the training objective. 

c. Venue : Key in the venue. 
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d. Country : Select country from dropdown list. 

e. State : Select state from dropdown list. 

f. Date From : Select date from the calendar. 

g. Date To : Select date from the calendar. 

h. Time From : Select time from the time table. 

i Time To : Select time from the time table. 

j. Total Hours : Key in the total hours. 

k. Coordinator : Select coordinator from dropdown list. 

l. Phone Number : Key in the phone number. 

m. Justification for the application of CPD : Key in the justification for the application 

of CPD. 

n. Organizer Name : Select organizer name from dropdown list. 

ii. Click on Save button to save the record. 
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1.2.4 Add/Edit Training Info Tab (Edit Training) 

 

 

 

 

 

Figure 2.4-1 – Add/Edit Approve Training Setup for PTj Screen: Add/Edit Training Info Tab (Edit 

Training) 
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1. Edit Training 

 
i. Fill in the information needed. 

a. Training Title : Key in the training title. 

b. Training Objective : Key in the training objective. 

c. Venue : Key in the venue. 

d. Country : Select country from dropdown list. 

e. State : Select state from dropdown list. 

f. Date From : Select date from the calendar. 

g. Date To : Select date from the calendar. 

h. Time From : Select time from the time table. 

i Time To : Select time from the time table. 

j. Total Hours : Key in the total hours. 

k. Coordinator : Select coordinator from dropdown list. 

l. Phone Number : Key in the phone number. 

m. Justification for the application of CPD : Key in the justification for the application 

of CPD. 

n. Organizer Name : Select organizer name from dropdown list. 

ii. Click on Save Changes button to save the record. 

 

2. Adding Speaker Info 

 
i. Click on the Add Speaker button.  It will bring up to the Add New Training Speaker 

screen. See Figure 2.4-2.  
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Figure 2.4-2 – Add/Edit Training Info Tab (Edit Training) Screen : Add New Training Speaker 

Screen 

 

i. Fill in the information needed. 

a. Type : Select type from dropdown list. 

b. Speaker : Select speaker from dropdown list. 

c. Contact / Phone No : Key in the contact / phone number. 

ii. Click on Save button to save the record. 

 

3. Edit Speaker Info 

 
i. Click on the Edit button.  It will bring up to the Edit Training Speaker screen. See 

Figure 2.4-3.  
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Figure 2.4-3 – Add/Edit Training Info Tab (Edit Training) Screen : Edit Training Speaker Screen 

 

i. Fill in the information needed. 

a. Contact / Phone No : Key in the contact / phone number. 

ii. Click on Save button to save the record. 

 

4. Delete Speaker Info 

 
i. Click on the Delete button.  It will bring up to the Delete Training Speaker Record 

screen. See Figure 2.4-4.  

  

Figure 2.4-4 – Add/Edit Training Info Tab (Edit Training) Screen : Delete Training Speaker 

Record Screen 

 

ii. Click Yes button to delete the record. 
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1.2.5 Training List Tab (Edit File Attachment) 

 

  

Figure 2.5-1 – Add/Edit Approve Training Setup for PTj Screen: Training List Tab (Edit File 

Attachment) 

 

1. Upload File Attachment 

 
i. Click on Browse button to search the file in your computer. See Figure 2.5-2 
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Figure 2.5-2 – Training List Tab (Edit File Attachment) Screen: File Upload Window 

 

ii. Click on Open button then click Upload button to save the attachment file. 

 

2. View File Attachment 

 
i. Click on View button to view the attachment file.  File attachment can be displayed on 

the new tab. 

 

3. Delete File Attachment 

 
i. Click on Delete button to delete the attachment file.   

 

4. Close Window Edit File Attachment 

i. Click on Close button to close the Edit File Attachment Window. 
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1.3 Assign Training for PTj 

 
This screen allow user to assign staff for training which is organize from department. The function 

describe as below. 

 

 

Figure 3.1 – Assign Training for PTj Screen 

 

1.3.1 Opening Assign Training for PTj Screen 

 
1. Select CPD Coordinator For Dept from the Role dropdown list. 

2. Click on Training > Assign Training for PTj function. It will display the ATF004B: 

Assign Training for PTj screen. See Figure 3.1. 

3. Select tab to view: 

i. Training List Tab: View list of training. 

ii. Assign Training To Staff Tab: View and assign training to staff. 

iii. Training Info Tab: View details of training. 

iv. Training CPD Detail Tab: View details training CPD of training. 
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1.3.2 Training List Tab 

 

 

Figure 3.2-1 – Assign Training for PTj Screen: Training List Tab 

 
 

1. Viewing Training List 

i. Select Training List tab. See Figure 3.2-1. 

ii. Select Department, Month and year from dropdown list. 

iii. Use Scroll bar to navigate through the records. 

iv. Click on the Send Email button.  It will bring to the Sending Email to Training Unit, 

BSM window screen. See Figure 3.3-1 

v. Click on the Assign Staff button.  It will bring to the Assign Training To Staff tab, 

Training Info tab and Training CPD Detail tab screen. See Figure 3.4-1 
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1.3.3 Training List Tab (send Email to Training Unit, BSM) 

 

 

Figure 3.3-1 – Assign Training for PTj Screen: Training List Tab (Confirmation Send Email to 

Training Unit, BSM) 

 

i. Click Yes button to send the email. It will bring to the Sending Email to Training Unit, 

BSM window screen. See Figure 3.3-2 
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Figure 3.3-2 – Assign Training for PTj Screen: Training List Tab (Sending Email to Training Unit, 

BSM) 

 

1. Sending Email to Training Unit, BSM 

 
i. Update Email CC field if you can. 

ii. Click on Send Email button.  It will bring to the Training List tab screen. See Figure 

3.2-1 
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1.3.4 Assign Training To Staff Tab 

 

   

Figure 3.4-1 – Assign Training for PTj Screen: Assign Training To Staff Tab 

 

1. Assign new staff (Batch) 

 
i. Click on Assign new staff (Batch) button.  It will bring to the Assign New Staff 

(Batch) window screen. See Figure 3.4-2 

 

 

Figure 3.4-2 – Assign Training for PTj Screen: Assign Training To Staff Tab (Assign new staff 

(Batch)) 

 

ii. Select Department from dropdown list. 
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iii. Select checkbox button then click Assign Staff button or click Select All button to 

selected or click Unselect All button to unselected checked.  It will bring to the Assign 

Training To Staff tab screen. See Figure 3.3-1 

 

2. Assign new staff (Individual) 

i.  Click on Assign new staff (Individual) button.  It will bring to the Assign New Staff 

(Individual) window screen. See Figure 3.4-3 

 

 

Figure 3.4-3 – Assign Training for PTj Screen: Assign Training To Staff Tab (Assign new staff 

(Individual)) 

 

ii. Select Staff ID from dropdown list. 

iii. Select Role from dropdown list. 

iv. Click on Save button to save the record.  It will bring to the Assign Training To Staff 

tab screen. See Figure 3.4-1 

 

3. Edit Assigned Staff Info 

 
i. Click on the Edit button.  It will bring up to the Edit Assigned Staff screen. See Figure 

3.4-4.  

  

Figure 3.4-4 – Assign Training for PTj Screen: Assign Training To Staff Tab (Edit Assigned Staff) 
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iii. Fill in the information needed. 

a. Role : Select role in dropdown lis. 

iv. Click on Save button to save the record. 

 

4. Delete Assigned Staff Info 

 
i. Click on the Delete button.  It will bring up to the Delete Assigned Staff Record 

screen. See Figure 3.4-5.  

   

Figure 3.4-5 – Assign Training for PTj Screen : Assign Training To Staff Tab (Delete Assigned 

Staff) 

 

ii. Click Yes button to delete the record. 

 

 
 

 

 


