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SSTA0001(5(SSTA0004(5(Staff(Development(screens( %

 
%

%
The%Staff%Development%system%enables%staff%to%be%added%onto%training%courses.%%These%can%be%courses%run%

by%central%departments%(e.g.%Staff%Development,%ITS%etc)%or%courses%orgainised%by%departments,%but%run%

externally,%for%the%development%of%their%own%staff.%%The%data%can%be%seen%by%staff%in%Sussex%Direct%as%a%record%

of%their%staff%development%activity%and%can%be%useful%for%the%annual%review%process.%

%

%

%

%
%

Navigating(the(Form(
 

1.% Open%the%Staff(Development(Activies%form%
%

2.% You%will%only%be%able%to%see%courses%owned%by%your%department.%
%

3.% You%can%enter%search%criteria%into%any%field%(except%for%the%attendee%names)%and%search%for%relevant%
courses%by%clicking%the%Search(button.%

 
Setting(Up(Courses(
 
You%can%either%create%a%template%for%your%courses,%or%set%up%a%‘one%off’%course.%%Templates%are%useful%if%you%

will%be%running%a%course%a%number%of%times%or%sending%your%staff%on%the%same%type%of%course.%

%
%
%

%

Click to 
Search 
for 
courses%%

Click to 
Save 
changes%

Click to 
Insert a 
new 
course%%



Page%2%of%5 

Creating(a(Template(
 

 
%

1.% Open%the%‘Staff(Development(Standard(Activity(Templates’%screen.%
%

2.% Click%on%Insert%before%you%start%to%enter%any%data%
%

3.% Enter%the%‘Class’%of%activity%and%the%‘Type’%using%the%drop%down%lists.%%Enter%your%own%‘Category’%and%
enter%your%‘Owned%by’%area%(usually%your%school%or%department).%Enter%a%‘Course%Title’%and,%if%
required,%a%‘Description’.%Enter%Comments%which%will%appear%on%Sussex%Direct.%This%can%include%a%full%
description%and%any%course%preMrequisites.%

%
4.% Enter%‘Member%Type’%%

%
5.% Tick%‘Book%Direct’%if%you%would%like%people%to%‘book’%onto%the%course%rather%than%‘request’%a%place%

%
6.% Click%Save%
%

Creating(a(Course(Using(a(Template(
(

(
(

1.% Open%the%Staff(Development(Activies%form%and%click%on%Insert%before%you%start%to%enter%any%data%
%

2.% Use%the%‘Select(Template(Activity’%button%to%show%your%available%templates.%%Select%one%of%these.%
%

3.% Enter%the%Start%and%End%dates%and%times%for%the%course%
%

4.% Click%the%Save%button%
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Setting(up(a(waiting(list(((contact(CIS(if(you(would(like(to(use(this(facility)(
 

 
 

1.% Create%a%new%occurrence%of%the%course%using(the(same(template(and%set%status%to%‘Waiting%List’%
%

2.% If%you%email%people%on%the%Waiting%list,%to%inform%then%of%a%scheduled%course,%through%screen%
SSTA0001,%the%default%setting%is%to%remove%them%from%the%waiting%once%the%email%is%sent.%You%can%
untick%the%delete%check%box%if%you%do%not%want%them%to%be%removed. 

%

 
  
Setting(up(a(‘One5Off’(course(
%

1.% Open%the%Staff(Development(Activies%form%and%click%on%the%Insert%button%to%begin%setting%up%a%
course%
%

2.% Select%‘Class’,%‘Type’%and%‘Category’%from%the%list.%
%

3.% Enter%the%‘Course%Title’’%‘Description’%(if%needed),%‘Status’%of%the%course,%‘Start%Date’,%‘End%Date’,%
‘Start%Time’%and%‘End%Time’%

%
4.% Enter%‘Member%Type’%and%tick%‘Book%Direct’%(ITS/SLI(courses(only(–(otherwise(leave(blank)%

%

5.% Click%Save%button 
(
(
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Adding(People(to(a(Course(
 

 
 

 
 
When%you%have%created%and%saved%your%course%you%are%ready%to%start%adding%people%to%it.%%%
%

1.% Click%the%Select%button%
%

2.% Enter%the%name%of%the%staff%member%you%wish%to%add%and%click%on%the%Search%button.%%To%add%the%
person%click%on%the%correct%name%
%

3.% You%will%also%need%to%set%the%‘Status’%of%the%person%on%the%course.%%This%is%to%show%whether%someone%
has%requested%a%place,%has%attended%a%course,%has%not%shown%up%for%a%course%etc.%%This%information%
will%be%seen%by%the%staff%member%in%Sussex%Direct.%%Use%the%dropMdown%arrows%to%set%the%correct%
status.%
%

4.% Click%the%Save%button.%
%
It%is%possible%to%change%the%status%of%participants%on%a%course%and%the%status%of%the%course%as%well.%  
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Viewing(Staff(Development(Activities(in(Sussex(Direct(and(the(University(Central(Database(
 
This%is%what%staff%will%be%able%to%see%in%Sussex%Direct%for%their%existing%Staff%Development%Activity%

 

 
 
 
This%is%what%you%can%view%through%the%University%Cnetral%database%for%your%staff%

  

 
%

 


