Henry Ford Health System University (HFHSU)
Self Enroll Instructions

Employees can self-enroll for classroom and online-based training programs from the
HFHS University. (Please make sure you have your supervisor’s permission before
registering for a course). Microsoft Office classes, such as, Word, Excel, PowerPoint,
and Access, are available as instructor led classes at HAP and are also available as online
training courses. In addition, to enhance and supplement employees’ learning of
Microsoft courses online, the Technical Education Services department at One Ford Place
offers two-hour structured classroom workshops to provide extra hands-on practice
sessions and an opportunity to address specific learning needs with an instructor. If you
have any questions/concerns regarding your registration, please contact Technical

Education Services at 313-874-7184.

Accessing Classroom and On-line Courses from HFHSU

1. Click on the Internet to access the Henry home page (www.henry.hfhs.org).
2. Scroll mid way down and on the left-hand side click on the
HFHS University hyperlink.
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Henry Ford Health System University (HFHSU)
Self Enroll Instructions

3. Tolog in to HFHSU type in your username, which is your Employee 1D number
(it's found on your pay stub) and the lagt four digits of your Social Security
number is used as your password.

HF1S UNIVERS

HenryFord zom Henry.hths.org

brsity Annpuncements
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1 Institute for Management
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The following page displays. You are able to view your assigned courses as well as
classes you have enrolled into.

My Transcript Catalog HospitalDirect® My Profile Ed Site Map &2 Help

ﬁ My Courses
Assigned Courses

Course Name Due Date# Status Last Accessed
Henry Ford Health System - Age Appropriate Care of the 01/20/2007 In Progress Q3/07/2007
Fediatric Fatient
Cevelopmentally Appropriate Care of the Pediatric Patient 01/25/2007 In Progress 02/18/2007
Developmentally Appropriate Care of the Pediatric Patient (PA) 01/25/2007 In Progress C2/16,/2007
- Mext Gen HLC Course Wersioning 017312007 Assigned
- Mext Gen HLC Courses Reports Owverview 017312007 Assigned
- Mext Gen HL C Instihution Management 01/31/2007 Assigned
- Mext Gen HLC People Reports Srwerview 01/31/2007 Assigned
- Mext Gen HLC Test and Question Management 01312007 Assigned
- Mext Gen HLC Tools Reports Owerview 01312007 Assigned
Henry Ford Health System - Medicare Advantage 2007 - Elecion  02/14/2007 Assigned
Feriods
WorkForce Conmect Overview Q27232007 In Progress Q27212007
Emergency Preparedness, Environmental and Personal Safety 02/28/2007 In Progress 02/21/2007

#*A1 azsigred courses are due at midnight, Eastern Time.

M\}' Courses
Elective or Enrolled Courses

Course Name Status Last Accessed
Your Pension Improvements In Progress 037232007




Henry Ford Health System University (HFHSU)
Self Enroll Instructions

4. Click on the Catalog tab to get a listing of Instructor-led courses. Click on the

HospitalDirect®

s to get a listing of courses offered or type in course
eéarch window. Then select the class you would like to enroll
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Course Name

APPOIMNTMENT SCHECULIMG 4 - APS100

See Class Details for Class Registration Fee, The purpose of the Appaointm
Scheduling System is to provide the scheduling community with the cap:
scheduling appointments using an automated system. Within the Appoin
Scheduling System, there...

APPOIMNTMENT SCHEDULIMG 4% REFRESHER. - APS400

See Class Details for Class Registration Fee. The purpose of the Refresher
Appointment Scheduling class is to review and provide hands-on practice
that have completed the standard AS4X class.

APPOINTMENT SCHECULIMG SCHERULE MAINTENANCE - MNT 100

See Class Details for Class Registration Fee. Schedule Maintenance enable:
operator to make temporary changes to a resource’s schedule. Example:
modifications include: - Close segment or days for meetings, holds, confe
other. - Q...



Henry Ford Health System University (HFHSU)
Self Enroll Instructions

5. To view a list of classes, click on View Classes under the Course Activities
section.

My Transcript | Catalog My Profile Ed Site Map @ Help

HospitalDi pct®

Course Overview

APPOINTMENT SCHEDULING 4X - APS100 @ Retum

¥ Stan |
pose of the Appointment % At e

munity with the capabil
stem.tJ\.fimin i pabilty Course Fee:  $0.00

faatures available to make  MNo-Show Fee:  $0.00
Cancellation Fee, $0.00

Description
See Class Detalls for Class Registration Fee, The p
Scheduling System is to provide the scheduling o
of scheduling appointments using an automate
Appointment Scheduling System, there are sev
the process more accurate and efficient,

Learning Objectives ree Qutline About the Author

To learn how to efficienty schedule an
appointment and effectively read the
screen,

Course Activities Technical Requirements

To begin the activities, click the "Start Mo '
button in the upper right corner of this s
Required activites are marked with a #.°

l;cﬁAPPOIN'I'MEN'I' SCHEDULIMG 2 & Yiew
Classes

Legend:
@ Test Evaluation l;\g Classroom

Course Categories

Technical Education > Mainframe




Henry Ford Health System University (HFHSU)
Self Enroll Instructions

6. Toenrollinaclass, click on the Retur@_ bglkjtton (top right).
k- :@%@
=

o iﬁ%ﬁ?
e
My Transcript | Catalog | HospitalDirect® | My Profile %%%g%@%@
S,
g
"
E Class Schedule -

Attend or Register for a Class Q@ Retn

For classes with multiple sessions, click Class Details to view individual session times and locations.,

Ed Site Map e Help

(¥ Classes for: APPOINTMENT SCHEDULING 4X

Class Name Session Date Range Location Status Options
APPOINTMENT 3f27/2007 8,30 AM - 3/28/2007 HFHS ONE FORD Class
SCHEDULIMG 4 12:30 PM 1 session PLACE(4CO0B) Details
APPOINTMENT 441072007 5:30 AM - 4/11,/2007 HFH= OMNE FORD Class
SCHEDULING 4 12:30PM 1 session PLACE(4CO0B) Details
APPOINTMENT 42472007 8,30 AM - 4/25/2007 HFHS OrNE FORD Class
SCHEDULIMNG 4 12:30 PM 1 session PLACE(4CO0B) Details
APPOINTMENT 5/8/2007 5:30 AM - 5/9/2007 HFH= OMNE FORD Class
SCHEDULING 4 12:30PM 1 session PLACE(4CO0B) Details
APPOINTMENT S/22/2007 8,30 AM - 5/23/2007 HFHS OrNE FORD Class
SCHEDULIMNG 4 12:30 PM 1 session PLACE(4CO0B) Details
APPOINTMENT 6/5/2007 8:30 AM - 6/6/2007 HFHS OMNE FORD Class
SCHEDULING 4 12:30PM 1 session PLACE(4C00B) Detalls
APPOINTMENT 6/19/2007 8:30 AM - 6/20/2007 HFH= OME FORD Class
SCHEDULIMNG 4 12:30 PM 1 session PLACE(4CO0B) Details
APPOINTMENT 7A17/2007 830 AM - 7/18/2007 HFHS OMNE FORD

SCHEDULIMNG 4X

12:30 PM 1 session

PLACE(4C00B)

Class
Details




Henry Ford Health System University (HFHSU)
Self Enroll Instructions

7. Click on the Start l\%\(v button to begin enrollment.
Ui,

My Transcript | Catalog alDirect® | My Profile Edsite Map @ Help

%@%
Course Overview %@%gﬁ )
E APPOINTMENT SCHEDULING 4X - APSI%%%% & Bewn
)

Description ¥ oiod ow |
See Class Detalls for Class Registration Fee, The purpose of the Appointment

Scheduling System is to provide the scheduling community with the capability .

of scheduling appointments using an automated system. Within the Course Fee: $0.00
Appointment Scheduling System, there are several features avallable to make  MNo-Show Fee: $0.00
the process more accurate and efficient. Cancellation Fee: $0.00

8. Click on the class name to display a list of dates and times.

My Transcript

HospitalDirect® m Ed Site Map @ Help

i%?é?ﬁ'?‘ilﬁdE T SCHEDULING 4X%- Course Crverview %’ n-enrcl GD Exit
APS100 | Colrse

There is a clas
underlined (y

this course. Register for the class by clicking on the class name once it is
may need to complete other learning events in this course before doing so).

Course Activities CE Credit Information

Click the "Course Ggerview" link above to review the The list below shows the CE credit for which you

arning objectives, and all avallable qualify, based Lpon your professional license

inning the learning activities information in the system, If there is another credit
listed on the Course Srverview screen for which yaou
quialify, update your professional license information by
clicking the "Maintain Disciplines and Licenses" link

bl

Last

Activity Status Score 1% below (f avaiable) or by contacting your administrator,
o szeommeT ot ver Credit Name  Units License &
SCHEDULING 4 ##  Viewed
; 0 Mot For
Mot For Credit e

Maintain Discipliine and License Information




Henry Ford Health System University (HFHSU)
Self Enroll Instructions

9. Clickonthe Reglster Ilnk to enroll for the class of your choice.

%%
E Class Schedule ’“% c; S
Attend or Register for a Class %@% E—

For classes with multiple sessions, click Class Details to W

dlwdual session times and locations.

% Classes for: APPOINTMENT SCHEDULING 4X %&%

Class Name Session Date Range Status

APPOINTMENT 3/27/2007 8:30 AM - 3/28/2007 12:30 Not Class ..
SCHEDIULING 4X PM 1 session Registered  Detalls ~olSter
APPQINTMENT 4/10/2007 8:30 AM - 4/11/2007 12:30 Not Class .
SCHEDIULING 4X PM 1 session Registered  Detglly  D2slster
APPOINTMENT 4/24/2007 8:30 AM - 4/25/2007 12:30 Not Class .
SCHEDIULING 4X PM 1 session Registered  Detally DSdiSter
APPQINTMENT 5/8/2007 8:30 AM - 5/9/2007 12:30 PM Not Class .
SCHEDIULING 4X 1 session Registered  Detglly  D2slster
APPOINTMENT 5/22/2007 8:30 AM - 5/23/2007 12:30 Not Class .
SCHEDIULING 4X PM 1 session Registered  Detally DSdiSter
APPQINTMENT 6/5/2007 8:30 AM - 6/6/2007 12:30 PM Not Class .
SCHEDIULING 4X 1 session Registered  Detglly  D2slster

If a class is full, you have the option of having your name placed on the wait list. Simply
click on the Waitlist link under Options.



Henry Ford Health System University (HFHSU)
Self Enroll Instructions

10. Your Staé%%s will now be Registered. To unenroll from the class, click on Dgop.

My Tra Catalog | HospitalDirect® | My Profile Ed Site M, ) Help

E Class Schedule
Attend or Registe

Class Name Session Date Range

Status
b

%X S,’M27,-’2105087558i;i0 AM - 3/28/2007 12:30 Registered ﬁ Dro




Henry Ford Health System University (HFHSU)
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Click on the My Transcript tab and select your Date Range to view and print your
Transcript.

Catalog | HospitalDirect® | My Profile

EdSite Map & Help

My Tl t Lo—l
ﬁ y Transcrip Print Transcript
Completed Courses %%

Click a course's name to view vour certificates or to review the Date

course. Range: |Last 12 Months =

Course Name Estimated Date Awarded*
Length

Introduction to HLC 0 :fMOSf 2007 105y

ErTEREHTES 0 é;’MIZfZOO? 12:07

Credit Type Units Discipline License # / State

Mot For Credit 0 Mot For Credit Other (T}

- Mext Gen HLC Annotations 0 é,fmozfzow DzEDs

- Next Ger HLC Student Group Management 0 é’fmozf IS




Henry Ford Health System University (HFHSU)
Self Enroll Instructions

To print a Certificate for a completed course, click on the Course Name.

ﬁ? My Transcript

Completed Courses

Click a course's name fo view your cerf]

course, r
o

Course Name éggg

Infroduction to HLC

Ergonomics

Credit Type Units

Mot For Credit 0 Mot For Credit

- Mext Gen HLC Annotatons

- Mext Gen HLC Student Group Management

Click on the View Certificate link.
N
Y

) Course Details

Introduction to HLC

Course Activities

Click the "Course Cverview" link abowve to review the
course description, learning objectives, and all available
CE credit prior to beginning the learming activites
belon,

L Last

Activity Status Bcore 4 ccessed#

on Line e SE 20
ompleted 0%

T P 10017 AM

#All times listed in Eastern time zone.

Catalog | HospitalDirect®

'
My Profile “‘

43

Ed Site Map @ Help

" 4
y —
§§ ' %Print Transcript
es or o review the Date
Range: |Last 12 Maonths j
Estimated Date Awarded+
Length
0 3/03/2007 10017
Al
0 1/12/2007 12:07
P
Discipline License # | State
Cither (T
0 1/02/2007 02:03
PP
0 1/02/2007 01.56
P

*
Course Overyview GD Exit Course

under the "CE

CE Cr%%%jformation

The list below
qualify, based up

is the CE credit for which you

ur professional icense
information in the s . If there is another credit
listed on the Course O screen for which you
qualify, update your prof 3l license information by
clicking the "Maintain Disciplirﬁ%d Licensas" link
belowr {f avalable) or by contac S administrator.

Certificate of Completion Wigw Certificate

I¥aintain Discipline and License Informaton

Refresh Credits

10



