UNIVERSITYof HOUSTON | CAREER SERVICES

T.A.P. Online Training Instructions
College Work-Study

How to sign up for the T.A.P Online Training:

1. Login to AccessUH /

2. Click on [P.A.S.S.] icon ﬁ‘i B—
3. Click on [Training] icon NANIBATE STAFF
. . . EAB Navigate Effort Reporting HR Retirement@Work
4. Click on [Request Training Enrollment] system
5. Click on [search by Course Number] < Employee Self Service
6. Type UC2201 and click search e Request Training Enroliment
7. Select “View Available Sessions” ' Request Training Enrollment e
8, SEIQCt the SESSion /Tra\nmg Request Status Please choose one of the search methods below to find a course session.

Search by Course Name

Search by Course Number
/Search by Location

Search by Date

4 Consulting/Related Party

Go To

NOTE: The training will not show-up on your account until the next day! Once you sign up,
you will have to wait until the next day to access the training.
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1. Login to AccessUH Evacoamioy :

- ! e Get Involved Hea t'-,;[ﬁ
2. Click on the T.A.P. Employee Online Training \
3. Click on the course and begin the training! = - m
E NETWORK TEST
L. . TRAINING
Addltlonal NOtES and TlDS: Download E)P:‘;:TE 3-,-55 T Metwork Test

1. Download the PowerPoint presentation and review the entire training
2. Download and review the Frequently Asked Questions (FAQ’s)

3. Complete the quiz — you have unlimited attempts but need to score 100% to receive
credit for the training

REMEMBER: You will receive a confirmation email stating that you have completed the
training within 2-3 business days.



