HOW TO RECORD EXTERNAL TRAINING IN THEMIS
FOR ELECTED HEALTH AND SAFETY REPRESENTATIVES

1. Select UOM Staff Self Service > Record External Training
& THEMIS E-Business Suite
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2. Select the Add button to record your training. All previously recorded External Training will be listed in this
screen.
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External Training
To enter a new exernal class, click Add,

Select Title Provider Training Type Duration Duration Unit Status
No results found.
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3. Create External Training
& THEMIS Learning Management
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Create External Training

Please enter the details of any completed or future fraining underiaken exiernal fo the University. The Duration Unit showld be recorded as Cance| | | Sawe for Later | | Apphy |
Hour{sh of fraining

® |ndicates required field

= Tille | PR oy = ————— * Provider |WHC OHS Training Centre

= Completion Date |_ @ Location |Trades Hall, Carlton
fexamnple: 19 Feb-2007T) " Training Type
. Instructor-Led 'I
Equivalent Course [ &
% Status [Afended ]

Duration | 35 [Houris) =l Seore |
Awvard |

Cance| )] (Sawe for Later | (Apply )
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NOTE: For reporting purposes, it is essential that this external training is recorded in a consistent way. Please
enter the exact details from the information below > then select Apply.

Course Details
1. Title Initial 5-Day OHS Representatives Course
Duration 35 hours

2. Title 2-Day OHS Managers/Supervisors Course
Duration 12 hours

3. Title 1-Day OHS Representatives Refresher Course

Duration 6.5 hours
Provider Completion Date
VTHC OHS Training Centre (This is a required field.)
Training Type Status
Instructor-Led Attended

External Training has now been successfully recorded.
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Confirmation

Your attendance in the external class has heen successfully recorded.

External Training
To enter a new external class, click Add.

| Add )
Select External Training: ( Update | [ Delete )
Select Title Provider Training Type Duration Duration Unit Status Completion Date
0 Initial a-Day OHS Representatives Course WTHC OHS Training Centre Instructar-Led 34 Hours) Aftended  13-Mar-2007
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