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1. On the PeopleSoft website, select Training
2. On the dropdown menu, select Training Calendar
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3. You will see the “NEW ONLINE SELF-PACED TRAINING”
4. And the regular Calendar Training.

NEW ONLINE SELF-PACED TRAINING

The zelf-paced learning gives the user a 48-hour timeframe to complete the training. This allows you to tailor your training around your

schedule. The average time to complete each class is

T
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Travel | Click here
Travel Il Click here
Time Reporting Click here
Flzaze uz= this calendar to identify the training clas=es availa r a particular month. To en a =3 k on the “Register” link

for the desired class
For instructions on how to enroll for a trainin

in, click here.
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NOTE: Before registering, please have your Access Request Form approved
by your supervisor.

5. Select the training you want to take from the Online Self-Paced or Calendar
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6. On the new screen of the training you selected, select | will be attending.
7. And click RSVP YES.
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£+ MANAGE EVENT |

Travel 109/12

] Date and Time
Thursday, September 12 2024 at 10:00 AM MDT to
Thursday, September 12 2024 at 11:00 AM MDT

Add To Google Calendar | iCal/Outlook

o Location

PEOPLE SOFT Microsoft Teams

THE UNIVERSITY OF TEXAS AT EL PASO

Description
For all faculty and staff who process travel authorizations and employee reimbursement RSVP to E"u’ent
Reimbursements include travel and non-travel employee expenses. @ | will be attending O | won't be attending

Note: A 1-month conditional Role Access will be provided after attending Travel 1a

trainings. To maintain the Role Access, Advance Travel Training MUST BE COMPLETED ri

Calendar invites to access the online training will be sent the day before the scheduled session

to those who register for the class.




8. After you successfully register, you will receive an email notification from MineTracker.
9. And another one from PeopleSoft if you registered for an Online Self-Paced Training.
with instructions on how to access your training.

° MineTracker

RSVP Confirmation: Trawvel | 0912 9:52 AM
PARTMER EMAIL: This e-mail is from a Trusted Partner/5ervice that col...

@ PeopleSoft
PS Training - Travel 2 Wed 8:26 AM

Thank you for your interest in enrolling in the Travel 2 Online Self-Paced ...
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