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Section 3: How to request ILT training for students and 
instructors 
 
To request ILT training for students/instructors, PSIs in Alberta are required to submit 
completed S/A (Security Access) Listing Reports to ConnectCare.Learning@ahs.ca. 
Reports are to be submitted 45-30 days prior to the placement start date. This report 
can also serve as a ‘check’ to ensure details are entered correctly in HSPnet.  

 
• For several students and instructors: 

 
Generate an S/A Listing Report per the instructions here and submit the report to 
ConnectCare.Learning@ahs.ca  
 

• For a single student: 
 
Copy and paste the information for the individual (similar to the S/A Listing Report) 
into an email and submit to ConnectCare.Learning@ahs.ca  
 
 

How to Create Security/Access (S/A) Listing Report in 
HSPnet 
 

1. How To Find and Create This Report 
 

Login to HSPnet Login - Alberta (hspnetapp.ca)  

• In the left navigation, select Reporting>Report Wizards 
• Select S/A List – Student IT Provisioning report  
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To create a report for the first time, select the to generate the report properties. This 
will save the report parameters. For subsequent uses, only the dates will need to be edited. 

 

The Wizard will open the report in a new pop-up window, proceed through the steps to 
generate your report: 

• Name the report S/A Listing month/year (editable each time you produce the report) 
• At the warning screen choose Next 
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• Select the desired Date Range (remember that ILT scheduling requires completion 
of role provision and network access requests within 45 days of placement start 
date). 

• Checking both check boxes this will include all placements in the range 
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• Select the Report Type specifics  
o Placements only (confirmed placements) 
o Information Systems – Network or computer access (AHS format) 
o Authorized user – your name 

• Click Next 

 

• Placement Status: Select Accepted & Confirmed 
• Click Next 
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• Receiving Agency: Select All 
• Click Next 

 

• Filters – Disciplines 
o Include ALL 

• Filters – Sub-Disciplines 
o Include ALL 

• Internal Filters  
o Include ALL 

• QES Filters  
o Include ALL 

• Click Next 
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• Placement Types – Select the Disciplines you are responsible for. 
o Non-group Placements – Include all 
o Split requests – include Split Destinations 

• Click Next 

 

• Sorting & Output 
o Sorting: Sort by Destination  
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o Report Output: Data Extract (Excel) 
• Click Next 

 

The report output will appear in your browser. Click download to produce the report in 
editable format. 

 

 

It is recommended that data columns are left in the report. Do not filter or remove any 
columns. The report will look something like this: 
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When requesting student/instructor ILTs using this report, please check that: 

• All students can attend at the same location as their placement city OR you have 
specified a location in the “Dates Unavailable” notes. 

• The unavailable dates were checked with all students and captured in the report. 
Rescheduling can only be accommodated for emergency cases. 

• All students listed on the report require the requested training and have not previously 
completed this training. 

Some additional uses for this report: 

• Late acceptance of placements where students will require scheduling of Connect 
Care training  

• Changes in placements of previously enrolled students results in changes to 
Connect Care training 

• Tracking of the 180 days since student/instructor last log-in 
 
 
 

 

2. Submitting the S/A Listing Report to Connect Care 
 

Once the report is completed, submit the report along with a detailed email to:  
Connect.CareLearning@albertahealthservices.ca.   

mailto:Connect.CareLearning@albertahealthservices.ca
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Email Templates: Emails to Accompany S/A Listing Submissions 
 
Full Group Submissions: 

For XXX Program Course, please enroll the students on the attached HSPnet S/A Listing 
spreadsheets for their required ILT sessions or SEUPA retakes as identified.    

These students are not available for training before XXX date and their first day on site is 
XXX date. Let us know as soon as possible if there will be any rollover into the first week of 
their practicum. If possible, try not to book them on XXX date, but there is room for 
flexibility if needed. 

 

Single Student Submission:  

For XXX Program Course, please enroll this student (full name) for ILT/SEUPA retake 
(please specify). Include the following information: 

▫ Student’s full name 

▫ Email address 

▫ IGUID 

▫ Requested Connect Care role 

▫ Training availability (dates not available) and requested training location.  

▫ Whether the student has completed previous training 

▫ Blackout dates 

Once the S/A Listing has been submitted, you will receive the Learner List as a receipt of 
the details regarding the student ILTs and their Course Registration. 
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