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WHAT IS
CAREERPATH?

CareerPath is a new
personalised web portal

GETTING TO THE LOGIN SCREEN

1. Go to the University of Sydney website home page.

2. Click on the STAFF & CAREERS heading towards the bottom right of the screen.

3. Select CareerPath from the list of ‘Logins’ on the far right of the page. Alternatively, CareerPath

which provides staff with
career development,
management and
planning tools.

Initially, CareerPath

will be used for online
registration for a range
of staff training and
development activities.

Other features of
CareerPath that will be
rolled out progressively
include: the ability to add
all types of development
activities and create an
integrated performance
and development plan;
objective setting; online
compliance training and
induction.

The system is fully
integrated with Talent 2
Alesco (the HR payroll
and administration
system).

can be accessed via myHRonline (select the My Development tab) or from the departmental
websites that are providing the training.

[£55] 1 vversiryor
SYDNEY

UMIVERSITY HOME  LIERARY

4+ INTERNATIONAL

+ LATEST NEWS
+ RESEARCH
+ EVENTS

+ STUDY

Read more »

VISITORS & COMMUNITY ALUMNI & DONORS

FUTURE STUDENTS

CURRENT STUDENTS

> Why choose Sydney? > MyUni s Events, talks & activities s Alumni & friends

» Find a course » Student administration » Continuing education » Sydney Alumni Magazine
+ Costs & scholarships + Student services + Yenue hire + AlumniOnline

> How to apply » Student life » Getling here > Mak® n

> Senices & accomrmodation > Study overseas > Local community > ate?

ABOUT THE UNIVERSITY INTERNATIONAL RESEARCH & INNOVATION STAFF & CAREERS

» University profile » International Handbaok » Research Centres er

» Faculties & schools + International students » Find a superisor » Find a job

> Leadership & organisation > Study Abroad & Exchange > Research scholarships > Working at Sydney

» Campuses > Networks & partners > Sydnovate » Equal opportunity
» Sydney today » Events & ofiicial visits » Research support » Staff home
Sitemapy ©2002-2011 The University of Sydney. Last updated: 17 June 2011

* Future students * Current students >
* Research & innavation  * Alumni & donars > Aboutthe University

ABH: 15 211 513 484. CRICOS number: 000264, Phone: +61 2 9351 2222
Authorised by: Director, Merkeling and Commuricetions.

NEED MORE HELP?

FOR GENERAL QUESTIONS ABOUT USING THE SYSTEM:
Contact the CareerPath Administrator on +61 2 8627 1323 or by email to
careerpathadmin@sydney.edu.au

FOR TECHNICAL ASSISTANCE:
Contact the ICT Helpdesk on +61 2 9351 6000 or by email to

support@sydney.edu.au (e.g. for issues with your Unikey, pop-up blockers
or browser difficulties).

FOR COURSE INFORMATION:

Contact the individual department which provides the training if you have a
question about a specific course (e.g. pre-requisites, cancellations, course
dates and content). Click on the Training & Development link under Careers
& Training on the STAFF & CAREERS page for a list of departments that
provide training and their contact details.




THE WELCOME PAGE

TIP — 3 WAYS TO SEARCH FOR TRAINING
m  Home - information to help you get started and messages about your

training. From the Welcome page:
m Learn tab — find and register for training, manage your training record - Type key words in the Search field, top right
(Transcript). - In the Browse for Training box, view courses for each
m  Knowledge Bank tab — locate course reference materials, handbooks, category
etc.

- Select the Learn tab and click on the Events Calendar option
in the drop down menu.

m  Contacts tab - links to the departments that provide staff training and
other useful contacts.
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Ifthis is your firstvisit, please take a moment to familiarise yourselfwith Leadership and Management * View Training Record

the information an the home page of CareerPath. At present, you can (0 approved training selection(s))

use CareerPath to browse and enral for a selection oftraining courses New Staff (Registered for 0 training selection(s))
that are run by the University specifically for staf. These include

professional development courses run by Learning Solutions, ICT, Organisational Change

Finance and OHS training. As part of a phased approach, we will also

be introducing new features, such as an onling Developrment Plan and Performance Management and Development -
There are a number of ways to find training in CareerPath. You can use A

the search field in the top right hand cormer of this screen or selecta edid Mo sessions scheduled

category in the Browse for Training on the right ofthis calumn. All
courses available via CareerPath are also listed on the training Events
calendar under the Leamn fab on the menu ahove.
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To find out about other training and development opportunities, visitthe
Staff & Careers page and select Training & Development
hitp:iisydney.edu.au/stafifcareersitraining_development.shtml] under
Careers & Training.
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USING THE EVENTS CALENDAR

1. Select the Learn tab.
2. Click on Events Calendar.
3. Once you have found a course you are interested in, hover over the text with your mouse to view a summary of the course session.

4. For more information, click on the course name to open a description window. In that window, click View Event to see all the sessions listed for that
course.

5. Once you have chosen a session, click on Request to register.

THE UNIVERSITY OF Search Q
SYDNEY My #ccount | Log ut | Help
Hom Learn Knowledge Bank Comtacts
LLA 1

Events Calendar

4 July, 2011 » y
Mo Tu We Th Fr Sa Su <] Julyze11 [= Day eek Agen;
27 28 29 30 1 2z 3

4 5 6 7 8 910 B, @ anevents O My Events
11 12 13 14 15 16 17

=
25 26 27[28] 23 30 31 2% a7 28 29 30 1 2
1z 3 4 5 8 7

Today: June 28, 2011
Filters PN

O completed Sessions

3 4 5 [3 7 i3 9
Display Options s
} CMS for Authors CMS for Webmasters | Sharepoint for
[ sl gessions 08:30 - Darlingtan Centre, | 08:30 - Darlington Centre,  Members
[ 8ession Instructar School Building, Meeting | School Building, Meeting | 10:00 - Darlington Centre,
- ) Room 4 Room 4 School Building, hieeting
[ 5ession Location Room &
CMS for Approvers
Llpartuame 12:30 - Darlingtan Centre, Research Supervisor
School Building, Meeting Connect (RSC)

TIP - CHOOSE A CALENDAR VIEW
View courses by day, week or month by selecting the appropriate option on the menu on the top right of the Calendar. Select the

Agenda menu option to view courses listed in date order. You can choose to view all courses available or only the courses for which
you are registered by selecting either the All Events or My Events radio button on the top right of the Calendar.




USING THE SEARCH FUNCTION

1. Type relevant course key words in the Search field.
2. All courses that match your key words will be listed, together with a brief description of each course.

3. Click on the course name to see full details of the course and available sessions (scroll down to see all the sessions).
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Biosafety (Occupational Health and Safety

This caurse is for staff, hanours and postgraduat e iith isms and other biological materials. Tapics that will be covered include: -

Chief Warden Occupational Health and Safety

The course will cover the Universitys Policy and Gul or Fire and Dther Emergencies, and includes practical exercises on the dewelopment of building based ) effective ions and the operation of

TIP — DIFFERENT TYPES OF TRAINING

Refine your search by selecting the type of training you'd like to undertake. Click on the blue information icon on the top left for an
explanation of the different training icons.

REGISTER FOR A COURSE

1. Find a course by using any of the search methods described in this guide.

2. On the pop-up window that provides course details look for Session Details for information about the session dates (scroll down to see all the sessions).
3. If you have arrived at the course details via the Calendar, you may need to click on the View Event button to see all available information and sessions.
4. When you find a session that you would like to register for, click Request under Options to the right of the Session Details.

5. When you click Request a brief questionnaire will display. Respond to the questions and click Submit.

6. Your registration will show on your Transcript (training record) — see the next page of this guide for more information on your Transcript.

Note: If you have Microsoft Outlook, you will be able to save the details to your calendar.
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This course is designed for staff and students who haus been nominated to act as Emergency Wardens, Emergsncy Warden Trsining is often held on-site for
building based Emergency Warden Teams. This course is for Emergency Wardens who were not able to attend their mast recent building based Emergency Warden
training session or have recantly besn nominated to act in this rale, Pleass consult with your Chisf Warden prior to =nralling

Details
Objectives:
By the end of this course, participants will be ahle to:
oHS » Actas emergency wardens for their area;
# Facilitate a fast and efficient response to emergency situations within a defined area of a building
Topic
<lassroom Session 10 N

Training Contact: Occupational Health and Safety
Topic({s): Occupational Health and Safety

For a complete course des Available Al
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evacuations and th
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Emergency War:
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This course is desi [Teams. This course is for
Etnergency Ward Chief¥arden prior to

TIP — WHAT IS AN EVENT?

CareerPath uses the word ‘event’ to describe a training course and ‘session’ for an instance of the course.




BEING WAITLISTED AND COURSE PREREQUISITES

If you are unable to register for a course, you will be presented with other options:

m No sessions are scheduled. Notify me of new session dates when available.
m There are prerequisites for this course. You may submit an “exception request”.
m This course is full. Add your name to the waitlist.

Your requests will be followed up by email notifications.

TIP — GETTING TO KNOW CAREERPATH

Look up the CareerPath FAQs under the Knowledge Bank tab.

YOUR TRANSCRIPT (TRAINING RECORD)

Available by selecting View your training record from the Learn tab drop-down menu, your Transcript lists all the courses you have created an
action for and will include type, course details, due date, status and options. The courses shown can be filtered by status using the drop-down
menu above the course list.

Status: Status types are ‘In Progress’ (usually an online course), ‘Registered’, ‘Pending Evaluation’ (you have not yet completed an online
evaluation of a completed course), ‘Exception Requested’, ‘Waitlisted’, ‘Waitlist Expired’, ‘Pending Approval’ (if you have requested to attend a
course for which there is a prerequisite), ‘Approved’ (e.g. when the course has been assigned to you, or you have sought an exception to attend),
‘Completed’ or ‘Withdrawn’.

Options: Use these to change the status of your training. Options include ‘Select Session’ (if registration has been at the course level (event level)
as opposed to a specific session), ‘Withdraw’, ‘Launch’ (for opening or resuming online courses) and ‘Mark Complete’ (for an online course that is
finished). The ‘Print Certificate’ option will only appear if it is possible for you to print a course certificate when you have completed the course.

Print your Transcript by clicking on the Print icon on the right of the screen.

Organise your Transcript into recent courses or training history by selecting either the Active or Archived tabs. To move a course record to
Archive, click on the title of the course and then select Move to Archived Transcript on the right of the screen.
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G Research Supervisor Connect (RSC) (Starts 07/0712011) Session

E eventsPro - Configuring Paid Events (Starls 24/08i2011) Session Mone Registerad Withdraw
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TIP - WITHDRAWING FROM A COURSE
When you withdraw from a course via your Transcript you will be asked to give a reason and, if applicable, make a comment about

awal. After withdrawing, Select Session will appear as an option for you to select another session.

HR SERVICE CENTRE
T +612 8627 1323 E careerpathadmin@sydney.edu.au
sydney.edu.au/sydneypeople
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