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My Training 

The Training module allows you to book on to courses, add yourself to waiting lists and manage your 

upcoming courses.  

You do not have to be at work to book on a course, you can access the training module from any 

device.  

To access MyHR on a work device, use the Sigle Sign On icon on your desktop: 

 

 

Alternatively, enter the site address into your browser: 

https://xentrall.hcm.zellis.com/myview/dashboard-ui/index.html#/landing?alt=true 

 

 

 

  

https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fxentrall.hcm.zellis.com%2Fmyview%2Fdashboard-ui%2Findex.html%23%2Flanding%3Falt%3Dtrue&data=05%7C01%7CTanya.Dixon%40xentrall.org.uk%7Ca38ce23fd41e4b59abc908db47f24fce%7Cc947251d81c44c9b995df3d3b7a048c7%7C0%7C0%7C638182878260634588%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=Yh3kp%2FL6CzuK6M2jjjS6J4QAr3yJKb5DcBUSgUEyJHk%3D&reserved=0
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Booking a Course 

Log into MyHR  

- Click My Training 

- Click New Training Request 

If you know the title of the course, type a word in Keywords and click Search   

- If you would like to search for all courses in a specific category, use the Type dropdown and 

click Search  

Use the date fields, to narrow down your search to upcoming events  

 

- Search results will appear at the bottom of the screen. Use the scroll bar to view the list of 

courses 
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- Click on the Description (as shown below) 

 

- Available courses will display at the bottom of the page 

- Courses with an event date, can be booked (courses with no event dates can be requested 

and placed on a waiting list)  

- Click on the date you wish to attend 

o If none of the dates are suitable, click Non-Scheduled Request 

 

 

- Double check the course details  

- Use the Reason for Request field to add a message to your manager (if required) 

- Click Submit 
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- Depending on the browser you use, you may see a message asking if you’re sure you want to 

submit the request. Click OK 

 

- You will see a confirmation message when your request has been submitted 

This does not mean that you are booked on the course; a request has been sent to your manager for approval 

 

You will receive an email to confirm if your request has been approved or rejected.  

- You can also check the status of a request using My Training Record  

- Scroll down to Form History  

o In the Event Filter, select Training Requests 

o In the Status Filter, click on Select All 

o Click on Search to see the list of forms  

- If the status is showing as Authorised, you are booked on the course 

- If the status is showing as Submitted, it is still with your manager and awaiting approval 

- Click on the form number, to view any Authorisation / Rejection comments   
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My Training Record 

 

You can manage your Training Record using the My Training Record section  

 

 

Use the Update Courses Attended to add to your Training History. If the course you wish to add 

does not exist, please contact HR@darlingon.gov.uk.  

mailto:HR@darlingon.gov.uk

