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Registration Instructions for Online Training

These instructions will assist you in registering for training courses offered by the Mississippi Department
of Information Technology Services (ITS). Registration is through the Employee Self-Service portal in
the MAGIC system operated by the Mississippi Department of Finance and Administration (DFA).

Web browser: To view all the information on the Employee Self-Service Portal through MAGIC, it is
recommended that you use Firefox or a version of Microsoft Edge before release 90.0.774.57. Other
browsers may not display the information accurately.

Access to MAGIC: You may access the MAGIC Portal through the link on the ITS Educating page or
enter https://portal.magic.ms.gov.

Username and Password: You will need your ACE ID (Username) and ACE Password to gain access to
the MAGIC Portal. If you need assistance with your Username or Password, visit
https://www.dfa.ms.gov/dfa-offices/mmrs.

Step 1 - Login
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MAGIC is the Mississippi Accountability System Log On
for Government Information and Collaboration.

If you need access oradditional information
please gotothe below website.
http://www.dfa.ms.gov/dfa-offices/mmrs

Step 2 - Employee Self-Service
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Step 3 — My Training
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Step 4 — Course Catalog - select on Information Technology Services Catalog
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- There are no messages or notes for you.
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Step 5 — Select Online Training License
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Search Term
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The following subject areas are assigned to the subject area currently displayed:
My Learner Account Subject Area &
At
« My Training Activities CLOUD COMPUTING
« My Approval Requests Cisca
« My Transcript Citrix
. Cnureje Prebookings Client/Server
- Favorites Data Analysis
« Qualifications Profile - -
- Database Programming
« Settings
- IRS
L
Frr Ereie ITS Only Professional Development
Internet & Desktop Publishing
« Finance and LINUX
Administration Catalog Microsoft
« Dept of Human Senvices —
Catalog Network
« Information Technology Office 365
Senvices Catalog _
« MS Development Office Productivity
. %&‘rﬁi_;ﬁ Online.Training License c
Retirement Sys. Catalog Operating Systems
« State Personnel Board Oracle
Catalog — .
Planning & Implementing Technology
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B2007 by SAP AG Project Management
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Step 6 — Select the desired online training library under Assigned Courses (Pricing may be
viewed on the Educating page on the ITS website or on the next screen after selection)
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S Course Catalog_ > Information Technology Senices Catalog > Online Training License
Search Term

i Assigned Courses

Find] [Extended Search |

The following courses are assigned to the subject area currently displayed:
My Learner Account Course == Delivery Method sF
ON-LINE TRAINING - BUSINESS LIBRARY Instructor-led Training

« My Training Activities ON-LINE TRAINING - DESKTOP LIBRARY Instructor-led Training
« My Approval Requests ON-LINE TRAINING - FULL LIBRARY Instructor-led Training
« My Transcript ON-LINE TRAINING - IT LIBRARY Instructor-led Training
- Course Prebookings ON-LINE TRAINING - MAINFRAME LIB Instructor-led Training
- FEL_FHBS_ ON-LINE TRAINING - SKILLCHOICE COMPLETE Instructor-led Training
. Qualifications Profile - — i -

- Online-Training MDOT Full Library Instructor-led Training
« Settings =

Step 7 — Select the beginning date for your subscription. Subscriptions are for a 12-month
period. An email will be sent to your agency training coordinator for approval.
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~Instructor-led Training : ON-LINE TRAINING - BUSINESS LIBRARY : B
Lind Course Catalog_ > |nformation Technology Services Catalog > Online Training License > ON-LINE TRAINING - BUSINESS LIBRARY
Search Term
_ Description
Find Extended Search
Includes Business courses, e-books, and mentoring.
My Learner Account
Course Duration
+ My Training Activities Mumber of Hours: 7.50 on Number of Days: 1
« My Approval Requests
« My Transeript Fee
. Course Prebookings 125.00 USD
« Favorites
« Qualifications Profile
» Settings Erie i
| Course dates for the next days: Refresh Course Dates
Schedule == Location == Language == FreePlaces :* Action/Status
Course Catalog
03/31/2021 - 03/31/2021 INFORMATION TECHNOLOGY SERVICESEnglish 999 To Registration
« Finance and 04/30/2021 - 04/30/2021 INFORMATION TECHNOLOGY SERVICESEnglish 999 To Registration
Administration Catalog
. Dept of Human Senices 05/31/2021 - 05/31/2021 INFORMATION TECHNOLOGY SERVICESEnglish 999 To Registration
Catalog
» Information Technology If there are no courses scheduled or if the scheduled dates do not suit you, you can prebook.
Senices Catalog
=

If you need assistance or have questions concerning the courses or pricing, please contact:
Lori Adams, ITS Education Coordinator, at lori.adams@its.ms.gov or 601-432-8045
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