UHN eLearnmg Centre

Learner - How to Register for an Instructor Led Class

Log into the UHN eLearning Centre at: http://intranet/education/elearning/ .

Use the Search field Search by name Click the sub - category under the Main
or course code for the class you would OR title in the Catalogue to see all available
like to attend and click Go. Use the * offerings.

as a wildcard.

Organization and Employee Development
Search: Communication
Customer Service
@ I I Ethics
KEVS rﬂ Focus Groups
Innovation/Creativity
Search this categur‘g and |I|:eadershif End Management |
X earning Labs
csub-categories only New Manager's Orientation
. Patient Centred Care
1 Adwvanced Search | Search tips Policies and Practices

You will now see a list of all available Instructor Led Courses for that category. Click on the
name of the Instructor Led Course so that it highlights in Blue.

Click the arrow directly to the left of the course name to see if that course has a current class
offering. If this course has an class offering, you will it listed and a date under Start date.

If you click on the Instructor Led Class name you can see the class details below.

=T
18 search results found
View: | [=]List
Activity Name Activity Type Code Start Date
I [ Keys to Inspiring Confidence Instructor Led Course UHUHHC0211
[» [ Keys to Personal Productivity Instructor Led Course UHUHHWO161I
I» [E Keys to Productive Team Meetings Instructor Led Course UHUHHMO401
Em Keys to Receiving Feedback Constructively Instructor Led Course UHUHHMO421
Bl Keys to Receiving Feedback Constructively Instructor Led Class UHUHHMOD421 12/07/2011
&l Keys to Receiving Feedback Constructively Instructor Led Class UHUHHMO421 08/08/2011
I [ Keys to Setting SMART Goals Instructor Led Course UHUHHWO131
[ (B Keys to Speaking Persuasively Instructor Led Course UHUHHC0201
I- [ Keys to Taking Control of Your Life & Energy Instructor Led Course UHUHHWO171
[ [E] Keys to Time Management Instructor Led Course UHUHHWO151
Previous 12 (111
I88 Keys to Receiving Feedback Constructively View Details || othe
Description: Learn and Enhance Your Skills in: » Overcoming your fear of receiving feedback » Controlling your natural instinct to defend your]
vith an open mind * Responding constructively usi...
Locations: RFE 35-439 (TGH)
Start Date Puly 12, 2011 10:15:00 AM EDT ed o= Facilitated
End Date puly 12, 2011 11:45:00 AM EDT Date pu =d: June 21, 2011 5:24:12 PM EDT
Ehow schedule in my time zone
Training organisation: UHN - Global =: Mot registered
Content Type: Organizational & Employee Development Zost infor 1 View Details

You will notice that once you click on the Instructor Led Class name, the Register buttons disap-
pears. This is because you must register through the Instructor Led Course.
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Click back on the Instructor Led Course name highlighting it in blue, and click the Register
button.

Note: You are not registered yet!



http://intranet/education/elearning

A CLASSROOM
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- UHN eLearnmg Centre

LICK AWAY

Learner - How to Register for an Instructor Led Class

You are now on the Registration Process page where you will see all of the available offerings
with dates and locations.

Keys to Receiving Feedback Constructively

Learn and Enhance Your Skills in:

« Overcoming your fear of receiving feedback

« Controlling your natural instinct to defend yourself

« Listening with an open mind

* Responding constructively using The 3 Step Process for Receiving Negative Feedback.

[ Cancel |

To register, select your options. When you have finished, click Submit or if payment is required, click Purchase.

[ Instructor Led Course : Kevs to Receiving Feedback Constructively Available Capacity: Unlimited

Status: Registration allowed

Required: At least 1

Instructor Led Class : Kevs to Receiving Feedback Constructivel Available Capacity: 25 Status: Registration allowed

Locations, Facilities
RFE 35-439, TGH

July 12, 2011
10:15:00 AM EDT - 11:45:00 AM EDT

Click the radial button next to the class that you want to enroll in taking note of any Status
messages to the right. Click the Submit button.

Note: Some classes have multiple sessions, depending on how the class is set up, you may be
able to select one or more sessions at a time, unless selecting all sessions is mandatory.

Activity Details

Keys to Receiving Feedback Constructively

To register for an offering of the activity below, click Register.

.EE S foE—

= B Instructor Led Course: Kevs to Recsiving Feedback Constructivel Registered Summary
July 12, 2011 Summary
O @ 1nstructor Led Class: Kevs to Receiving Feedback Constructivel 10:15:00 AM EDT - 11:45:00 i
AM EDT Activity details

Click Done to confirm. You will now see the class in your To Do list.

You will receive an confirmation notification by email if your email address is on file in the
elearning centre. A copy of the notification will also be listed under your Messages. You can
cancel your registration from your To Do List.

_a
Your registration is confirmed for Keys to Receiving Feedback Constructively. See below for details.

Activity name: Keys to Receiving Feedback Constructively
Start date: 12/07/2011 10:15:00 AM EDT

End date: 12/07/2011 11:45:00 AM EDT

Location: RFE 35-43%

Facility: TGH

Activity description: Learn and Enhance Your Skills in:

= Overcoming your fear of receiving feedback

= Controlling your natural instinct to defend yourself

= Listening with an open mind

= Responding constructively using The 3 Step Process for Receiving Negative Feedback.
Student notes:

Use the following link to update your OQutlook calendar:

bttre S rod sumtotaleysteames com/uho /e /SVe Tondn sepx?lano=en_ g iBll=ht i




