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Online Training and Development Tracking

• The purpose of this system is to manage information on training and 
development activities taken by university employees - both staff and 
faculty.  Effective Jan 1, 2011 all training/conference activities should 
be logged to the system.

• Training – Definition

Refers to activities that prepare employees to competently 
perform administrative or technical tasks assigned to them, and 
which develop employees’ competence and capability to perform. 
This includes both internal and external training. For the purpose 
and context of the training tracking system, On the job training is 
not included and shall not be tracked here.

Training may also include attending conferences, professional 
forums, and seminars for employees, including faculty.



The Process 

• After attending a training session or conference, 
employees need to login to the e-service page on 
my.uaeu portal and enter training/conference data using 
the steps mentioned in this guide.

• Managers/directors then need to login to the service page 
to approve the training forms filled by their employees



Employee Profile

Login to My.uaeu portal and 
Select“Employee” tab 

Click “Employee” link

Click “Employee Profile” link



Employee Profile Page

Click “Professional Development 
and Training” to enter training 
information, 

Click “Conference”  form to enter 
conference information

Click “Degree information” form to 
enter your degree details



Degree Information Form

Fill in required fields relating 
to your degrees:

• Select the country (from the 
list)
• Select university (from the list)
• Select degree level (from the 
list)
• Enter degree title 
• Continue filling the remaining 
fields

Employees are encouraged to login 
and enter their degrees 
information.  No action is required 
by the management.



Professional Development & Training form

Fill in required fields:

•Title of training activity
•Training provider
•Unit facilitating your attendance
•Dates (from - to)
•Venue of training
•Total training hours

Specify post training project only if the 
training has one

Select “Yes” if the training provides 
certification

Enter name of certification

Click “Submit For Approval” button



Conferences Form

Fill in mandatory fields:

• Title of conference
• Conference venue
• Dates (from - to)
• Your role in the conference
• Conference hours

If presenter, enter title of paper

Click “Submit For Approval” button



Thank you

For any enquiries please contact the HR Department at:

Email: performance@uaeu.ac.ae

9Human Resources - February 2011

mailto:performance@uaeu.ac.ae

