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01. HOW TO APPLY for a Course

The following user manual is a step-by-step guide that shows you how to apply for customised
training.

1. Openthe email that you have received with the link to register for the training and click on the link.
This will take you directly to Section 06 of the IPS Prospectus Website, as shown in 'Figure 1' below.

. INSTITUTE
FOR THE
PUBLIC SERVICES

# >CAT-06

Professional and Personal
Development

MODULES »

Figure 1 Section 06

2. Select the applicable Course (‘Figure 2’ below shows an example of a Course) that you need to
apply for by clicking on the 'Interested to Apply' radio button (as shown with a blue arrow). Once

you click on ‘Interested to Apply’, the course will go into the Cart @ (as shown with a red circle &
arrow). Refer to the ‘Cart icon’ which is found at the top of the page.

. INSTITUTE
FORTHE
PUBLIC SERVICES

# >CAT-06>Modules>OH9122

Emotional Intelligence at Work

Date and Times Available

Interested to Apply @ _

Figure 2 Interested to Apply radio button and cart icon - Section 06
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3. Click on the ‘Cart icon’. This will display the Course that you have selected (when you pressed the
'Interested to Apply' button). Press the ‘Proceed to Checkout’ (orange arrow) to continue as shown
in ‘Figure 3’ below.

AAA

R

TUS

You showed interest in the following

OH9122 Emotional Intelligence at Work Remove

Disclaimer

- Dates, time and venue can change . Proceed To Checkout

Figure 3 Cart

4. Once the 'Proceed to Checkout' button is pressed, the ‘Sign in’ page will show up, as shown in the
screenshot (Figure 4) below. The appropriate authentication account must be chosen (eid.gov.mt,
iLearn AZ AD or CORP ADFS) and then you can proceed to sign in. Keep in mind that if you are
connected directly to a network cable at work (if you have a CORP connection), the system may
automatically prompt you to the next screen (Figure 5).

Collab ADFS

Sign in with one of these accounts

H eid.gov.mt
H iLearn AZ AD
H CORP ADFS

© 2016 Microsoft

Figure 4 Authentication screen
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The next step is to enter your ‘Personal Details’. All details must be filled in and must reflect the

current details of the person applying. Once completed, click the 'Next' button to continue

5

-
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ONA
DETAILS

All fields marked with an * are mandatory.
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In order for the Institute for the Public Services to ensure that intais I and delivery of courses and programmes offered, IPS has issued Binding
Standards governing Participation in IPS Courses and Programmes.

As an applicant you are taking respensibility that the email provided for authorisation is your direct authority to approve this application. If application is not approved within 3 working
days, application will be considered as APPROVED.

Personal Data provided on this form is ing to the ions of GDPR and will be used by the Institute for the Public Services (IPS) for administration purposes.

Figure 5 Application - personal details
LP
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Employees who do not fall within the Senior Management Category and require the approval of
their Direct Manager, as seen in ‘Figure 5’ above, need to include the Direct Manager's email twice.
It is critical to type the details of the email address correctly in both fields. Once completed, click
the '"Next' button to continue.

Employees who fall within the Senior Management Category do not need to include the Direct
Manager's email address for approval/rejection. When filling out all their personal information,
such fields will not even be visible, as per screenshot in ‘Figure 6'.

All fields marked with an * are mandatory.

ID Card Number *
ENTER ID NUMBER

Gender *

Applicant Name* Applicant Surname*

ENTER NAME ENTER SURNAME

Date Of Birth *

Telephone *

DD/MM/YYYY TELEPHONE NUMBER

Mobile Email *

MOBILE NUMBER

Grade/Position * Scale *

ENTER GRADE/POSITION SELECT SCALE L4
Job Category * Ministry *

SENIOR MANAGEMENT s SELECT MINISTRY *
Department * Office Address Line 01 *

ENTER DEPARTMENT ENTER ADDRESS
Office Address Line 02 * Office Address Line 03 *

ENTER ADDRESS ENTER ADDRESS

Impairment *

SELECT IMPAIRMENT

Disclaimer

In order for the Institute for the Public Services to ensure that standards are maintained in the administration and delivery of courses and programmes offered, IPS has issued Binding
Standards governing Participation in IPS Courses and Programmes.

By submitting this application you are confirming that you have read and as a course participant you will adhere to these Binding Standerds governing Participation in IPS Courses and
before itting your appli :

As an applicant you are taking responsibility that the email provided for authorisation is your direct autherity to approve this application. If application is not approved within 3 working
days, application will be considered as APPROVED.

Personal Data provided on this form is protected according to the provisions of GDPR and will be used by the Institute for the Public Services (IPS) for administration purposes.

Figure 6 Application - Senior Management (job category)
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7. Select the available date or the preferred date (in case of more than one option) for the Course
chosen (see example in Figure 7 below). Select the dates by pressing on the checkbox (grey box).
The ‘Submit’ button will remain greyed out if no dates are selected for the chosen course/s.

@®

Proceed to select dates
OH9122 Emotional Intelligence at Work

17/07/2023

2
Maltese

Remove

Figure 7 Select the Date/s
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8. As a final step ensure that the date for the chosen course is selected as shown in the screenshot
below (Figure 8). Once the date has been chosen, click the ‘Submit’ button (as shown with a red

circle) to submit the application.

PRQS
o

®©®"

Proceed to select dates

OH9122 Emotional Intelligence at Work

L ]
17/07/2023
2

Maltese

Disclaimer

Vi1

Figure 8 Submit the Application
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9. After pressing the ‘Submit’ button, a Processing Booking message page will appear, as seen in the

screenshot below (Figure 9).

PROCESSING BOOKING

Figure 9 Processing Booking page

10. Once your application has been submitted, a Thank You message page will appear, confirming that

your application is being processed.

Thank You

Your application is being processed.

| Back to website

Figure 10 Acknowledgement page
11. Each applicant will then receive an email entitled Receipt for IPS Prospectus Bookings, as shown in
Figure 11 below. This email is sent to the email address entered by the applicant during the

application stage and provides details on the course applied for.

Receipt for IPS Prospectus Bookings
3 Reply | % Reply All > Forward

@ IPS.PROSPECTUS at OPM
To @

Dear Applicant,

W 09/03/2021 11:35

for the post of Senior Principal / Manager Il was submitted to your line manager. You will be contacted when this is approved/rejected.

This is to confirm that your ion for Prep: v

0D2318 Entrepreneurship; Exemption Request
0D2418 Overview of People Management and Industrial Relations; 14/01/2022 - 14/01/2022
0D2518 Performance Management; 10/12/2021 - 15/12/2021

0D2618 An Intreduction to Strategic Management; 01/12/2021 - 02/12/2021

stilute Tor the Public Services
OFFICE OF THE PRIME MINISTER

4356 22001604 e Ips prospectus@gov mi

www.opm.gow.mi | vavw publicservice gov.mt

Figure 11 Receipt for IPS Prospectus Bookings
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12. As explained earlier on, in step 6, those employees who do not fall within the Senior Management
Category require the approval of their Direct Manager and need to include the Direct Manager's
email when filling in the application. The Direct Manager receives an email to APPROVE/REJECT the
application (by clicking on the link in the email) as shown in the screenshot below (Figure 12).

Approval Request for IPS Prospectus Bookings
€ Reply | ) ReplyAll | —> Forward

IPS.PROSPECTUS at OPM
To Tue 28/02/2023 09:37

Dear Manager,
The request will be automatically approved if it is not approved/rejected within three working days.
Ms/Mr ABC XYZ, ID 1234M has applied for the IPS training listed below:

0C4418 Report Writing (Core Development Skills for Assistant Principals/Assistant Managers); 13/04/2023 - 17/04/2023

You are kindly requested to APPROVE or REJECT this request from this link

Notes:

*  Where no dates are available IPS will contact applicant with dates once these are confirmed.
* Justification for approval/rejection is required.

Prospectus
Institute for the Public Services
+356 22001884 e ips prospectus@gov.mt
OFFICE OF THE PRIME MINISTER
Www.opm.gov.mt | www publicservice gov.mt
‘SAN SALVATORE BASTION, TRI SAMAISON

FLORIANA, MALTA

Figure 12 Email received by direct manager

The Direct Manager is asked to approve/reject the application within three working days by clicking
on the link in the email. A reason for approval/rejection is required by the Manager before the
application can be submitted to IPS as per screenshot (Figure 13) below.

13.

00001234M ABC XYZ has applied for the following module:

Kindly review the application below

OC4418 Report Writing (Core Development Skills for Assistant Principals/Assistant Managers)
All fields marked with an * are mandatory.

Reason for Approval/Rejection*

REPORT WRITING IS ONE OF THE MAIN TASKS OF THE
OFFICER. IT IS THEREFORE IMPORTANT TO FURTHER
IMPROVE THE SKILLS IN THIS REGARD.

Approve Reject

Figure 13 Screenshot of page where application can be apprO\}ed/rejected with a reason
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14. When the Direct Manager approves the application, the applicant receives an email as per

screenshot Figure 14 below.

IPS Booking OC3819 Principles of Financial Management Approved
) Reply | O Reply All | —> Forward

IPS.PROSPECTUS at OPM
To ©

Dear Applicant,

Tue 28/02/2023 09:55

This is to confirm that your application for 0C3819 Principles of Financial Management has been approved and submitted to IPS.

Prospectus
Institute for the Public Services

£+356 22001884 e ips.prospectus@gov.mt
OFFICE OF THE PRIME MINISTER

gov.mt
‘SAN SALVATORE BASTION. TRIQ SA MAISON

Www.opm.gov.mt | w
FLORIANA MALTA

Figure 14 Email sent to applicant when application is approved by Direct Manager

15. Applications which are not approved by the Direct Manager within three working days are
automatically approved.

16. Once the application is received by IPS, it is vetted, and applicants then receive more information

closer to the date of the training.
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