GTDS E-Learning Guide

Saskatchewan!,

Commerecial Services Division Next review: June 2023
The guide below provides step-by-step instructions for using the GTDS E-Learning tool.

Government Telephone Directory System (GTDS) E-Learning Guide

The following four modules provide an interactive user guide on how to manage and navigate your organization’s
information on the Government Telephone Directory System (GTDS).

e Getting Started

e Organizational Updates

e Personnel Updates

e Reports

To navigate through the modules, click each of the tabs on the home screen to go through all the information. If you
would like to jump to certain sections, the tabs are also a good way to do so.

Government Telephone

Directory System
Getting Started

To move through these sections, click the “Next” button in the bottom right corner or follow the instructions on the
page. It is also helpful to read the menu panel to the left. This will tell you where are you are in the module and where
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you are going. Another important tool is the pause button on the bottom left. This can be helpful if you need to look at
something more slowly or need to step away from your desk.

Intro
step182
step3&4

= Change Password
intra

Passwords
step1
step2
step3,4,586
step 7

* Forgot your password
intra
step1
step2
step3
stepas s

* Locked out
intro

Pause

Most sections of the modules are designed to relay the steps of each task, provide a demonstration on the administrator
website and then the user will be able to try the task. The green “Home” buttons will take you back to the home page
and will appear before the demonstrations or Try Me’s if the user would like to skip that portion as well as the very end
of the section.

Step3 &4

Step3 & 4:

epIaa
A — L - . " 3.In the Log In screen, type your User Name into

Pt P 3 : the first field.

e d5as Telephone Directory Username format: Last name + first intial
eyl 4 4 Type your password (If you are a first time user

oop 1 Logh this is the automated password).

i — -

ndis i - Lastly, select the "Log In” button.

o =

Ecrgot your Password?
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If you are unsure about a certain term used, there is a glossary located under the Government of Saskatchewan logo on
the left side. It is also helpful for learning more about a certain section. As well, on the top right there is a resources tab.
If clicked, you will have access to the PDF version of the Government Telephone Directory System Data Entry Manual.

Resources
Tab

Organizational Updates
Government Resources

Hare are jome useful links and documents:
Index

TE Government Telephane Directory Manual

of
Saskatchewan

Menu  Glossary
Tarms

Chidd Organization Livt
ity

Contact Number
Country

Create Date
Desaription

Email Address

Fax

GTDS Dats Export
Definition

Enter the name of the city, fown
or village.

For government wide consistency,
refrain from using all capitals.
When you ADD 4 new Org Unit,
this field is pre-filled for you with
information from the parent
crganization if the freld was
filled.

Change as required.

L B (s} < PREV | MEXT >

If you are still unsure as to how to use the Government Telephone Directory E-Learning modules, please don’t hesitate
to contact Telecommunications by email at GTDSAdministratorContact@gov.sk.ca or call 306-787-6879.
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