RapidPlayer Exercise – How to Save
1. Go to the Core-CT webpage (  http://www.core-ct.state.ct.us/  )
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2. Click HRMS User link (right-hand side, Your Role-2nd option).

3. Scroll down until you see the all of the Links options (right-hand, bottom):
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4. Click the Online Training for the HRMS 8.9 Upgrade link.
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5. The Core-CT HRMS 8.9 Upgrade Training screen displays:
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6. Click [image: image5.png]e SelfService



 (left-hand side, Exercises section):

7. The Core-CT HR 8.9 Self Service Training screen displays:
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8. Scroll down until you see:

3. Accessing Self Service Exercises 
These exercises should be downloaded and played from your computer's desktop. To begin an exercise, ensure you right click on the links below for the exercise you would like to review. 

Positive TR Entering Time
Exception TR Entering Time
Supervisor Enter EE Time
Timesheet Challenge
Approving Time
Approving Time Challenger
Viewing Payable Time Summary
Viewing Payable Time Details
Running Reports
Managing Exceptions
Entering Comments
Adjusting Paid Time
9. Right click the RB exercise you want to save (i.e. Exception TR Entering Time).

10. The prompt window displays:
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11. Click [image: image8.png]Open
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12. Click [image: image10.png]Save



.
Special Note:
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: Click if you want to play, but not save, the exercise on your computer. 
13. The Save As window displays:
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Special Note:

· File name: The name of your Rapid Builder exercise.

· This is an optional field: You can leave the name as is or update it. 
14. File name: Rename an exercise by typing over its existing name (i.e. TimeEntryEXC)
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15. Click[image: image14.png]Save



.
16. The Download Complete message appears:
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16. Click [image: image16.png]


.
Special Note:
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: You can click to immediately open the saved exercise.

17. The Core-CT HR 8.9 Self Service Training screen displays again:
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Special Note:

· You can click Self Service to select another exercise to save.

· You can play a saved exercise by going to your Desktop and clicking the green arrow associated with your exercise’s name:
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