WELCOME TO THE STATE OF VERMONT'S SOV LINC: LEAD, INNOVATE, NAVIGATE CONNECT FOR MANAGERS AND SUPERVISORS

We are excited to roll out a new training and registration system for the State of Vermont, SOV LINC. As a manager or
supervisor, you have many capabilities that will help you manage your employee’s trainings and learning plans. This
document will provide information on your access as a user, as well as functions available to you as a manager or

supervisor.
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User Mame or Email Address:

Passward:

In the blue box (on the bottom right side of the login
page):

Enter your User Name or Email Address: (for most
users, your email address)

Enter your Password: (this will be sent via email on
your “Go Live” date)

Once you have signed in, the screen will change to
your personal training home page, otherwise known
as the Welcome Page.

If you forgot your password or need a password
reset, please use the contact information to the left
of the blue box.


https://vermont.csod.com/

Welcome Page
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DEPARTMENT OF HUMAN RESOURCES
Center for Achievement in Public Service

Home  Leaming  ContactUs

Welcome Franklin!

The State of Vermont is pleased to roll out
SOV LINC: Lead. Innovate. Navigate.
Connect! A centralized, on-line learning
portal to register for trainings, plan
professional development, access on-line
classes and browse learning resources.

ANNOUNCEMENTS

* AHS is currently in the implamentation phase for their own
LMS

« DPS will start their implementation in the coming months

» Other agencies whao wish to implement their own LMS Browse Supervisory Wermont Certified Public  Consulting and Custorn
D e TS All Classes Training Manager® Program Trainings

New Trainings Just Added! My Upcoming Trainings

) Due Date
View transeript
0 spproved training ssiection(s

Introduction to Myers-Briggs

Supervising in State

Government: Level 1 Nene

(Repistered for 1 raining aglzc\i)gﬂ(s))

© Navigation Tab — All users have at least 3 tabs (that include drop down menus) “Home”, “Learning" and
“Contact Us”. Hover (don't click) over each tab for drop-down menus to appear.
e Home. There are two menus under Home: “Welcome” and “Universal Profile”.

e  “Welcome” brings users back to the “Welcome” page.

e “Universal Profile” brings users to their “Universal Profile”. This page provides professional
information about users to other users. To edit “Universal Profile” see additional information
here.

e Learning. There are three menus under Learning: “View Your Transcript”, “Events Calendar”, and
“Browse for Training”.

e “View Your Transcript” allows users to view classes on their transcript, including classes they
have completed and those that are “in progress.”

o “Events Calendar” allows users to see classes that are coming up by month.

e “Browse for Training” allows users to search for training based on title, subjects or type of
training.

e Contact Us. This tab has one drop-down, “CAPS-Contact Us.” This page provides information about
CAPS including location and driving directions, and phone numbers, as well as links to DHR social media
connections.

© Search Bar — The search bar allows users to search by class, curriculum, subject area, learning object, or other
SOV employees. After typing in the search bar, a list of possible items will drop down where users can choose
what they are looking for.

© Universal Profile/Sign Out — There are two icons: “Universal Profile” (the picture icon), and the other (the gear
icon) is “My Account”, “Help” and “Log Out.” For more information about Universal Profile click here.
e My Account holds user’s settings for Out of Office and signature in the system.
e Help allows users to access the online help functions for any aspect of the system. The Help function in
Cornerstone is connected to whichever page users are on when accessing Help. While in “Help”, users

can also search for other questions.
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e Log Out allows users to logout of the system.
© Announcements — This shaded box shares messages about the system and upcoming trainings across the state.

© Buttons — Each of these four buttons are a direct link to different programs and trainings within CAPS.

o Browse All Classes provides a search function for classes, as does the “Search Bar”.

e Supervisory Training contains information about the classes CAPS provides connected to being a
supervisor, starting with Stepping Up to Supervision through the different levels of Supervising in State
Government (SSG) classes.

e Vermont Certified Public Manager® Program contains details about the VCPM program.

e Consulting and Custom Training provides users across the state information related to custom trainings
and consulting support that CAPS provides.

O New Trainings Just Added! -This widget provides a list of upcoming trainings that users may be interested in
attending.

© My Inbox — This widget contains information that users, including the number of trainings they have been
approved and registered for, classes that managers need to approve and other pending requests.

© My Upcoming Trainings — This widget displays classes that users are registered for, in addition to classes that

have been assigned to them. From here, users can also withdraw from classes, select sessions for classes that
have been assigned and view upcoming due dates.
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Browsing and Registering for Trainings

1. To browse for trainings, users can do one of the following:

a. Hover over Learning, then click on Browse for Training from the drop down menu.
b. Click on the Browse All Classes button on the Welcome Page.
c. Type the name of the training or learning object in the Search Bar.

2. After searching through Browse for Training, a screen similar to the one below will appear. On the left hand
side of the screen, users can search for trainings by Subject, by Type (hover over the icons to see what type
each icon represents), by Date (enter date range), by Full Calendar and/or by Location. The center of the
screen will show users trainings that are available. When you click on the drop down arrow in the right hand
box, you can search by Most Recent, Title, Duration and/or Popularity.

Browse fox Training

Tralning cies
Supsrvisar Jazz Skills
Subject L i
]
4 *, Performance Mlﬂnglm!m
Type e A .
- )
S
. W JarrHands
o B
Date Range clear
o L‘ How Good Become Great
5 :

Haw to Make Friends and Influsnce Pecpls

mmws  Jazz Hands

3. When users find a training they are interested in, they can click on the title of the training. Users will see the
box below. The top box provides a description of the training. Below this, you will see available sessions,
including the location, date, duration and number of spots available.

To request a training, users choose the training date and location that works for their schedule then click the
request button.

Training Details

s How to Make Friends and Influence People

o 1560 - 00024
. Session . Center for Achievement in Public Service (CAPS) . 2 hours . $0.00
Location
fi vement in Public Service (CAPS), State of  8/31/201 0:00 AM EST - 8/31/2016, 12:00 PM EST
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4. Once the user has requested training, the user’s screen will change to the one below. The system will then
generate an email to the user’s supervisor for approval.

Transcript: Frankiin Armstrong

Transcript: Franklin Armstrong Options ¥

Use the transcript to manage all active training.

Active ¥ By Date Added * All Types ¥

Search Results (9)

oy How to Make Friends and Influence People(Starts 8/31/2016) m
[ ] Due: No Due Date  Status: Pending Approva

5. Ifauserisinterested in a training but no sessions are available or the dates don’t work for their schedule,
they can, either:
a. Click on Notify me of new sessions. This is located in the bottom left hand corner of the screen.

This will allow the user to express an interest in the training and be notified when new sessions are
scheduled. As seen below, users can select a location, add comments and also click the box at the
bottom, “Notify me of when sessions are scheduled at any location.”

Interest Tracking
B The Basics of Motivational Interviewing

Location

Comments

Enter your comments here

I matify me when duled at any location

OR
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b. Users can request to be put on a waitlist. If the session shows “No Seats Available,” click on
“Request.”

s 1249 - 045187:0002-87 No Seats Available

u Session - Center for Achievement in Public Service (CAPS) . 3 hours . $0.00
Location Duration ]

Center for Achievement in Public Service (CAPS), State of  10v5/2016, 9:00 AM EST - 10/5/2016, 12:00 PM EST

Vermont Request
English (US)
Natify me of new sessions 1 Result

The following window will pop up. Click “Yes.” You will then be added to the waitlist for the session
and be informed when an opening is available.

This class is currently full, If you proceed with your request, you will be put into a waitlist
for this class.

Do you want to continue?

Mo Yes

LMS Manager How To v2 10/3/2016 6



Withdraw Registration

1. If a useris unable to attend a training, the user should login to the system and cancel/withdraw their
registration for a class as soon as possible. Users will find a Withdraw link located in a few places. First users
will see the Withdraw link or button on the Welcome Page in the “My Upcoming Training” box located in the
lower right hand corner of the screen. Users should find the class they are registered for and click on

" H 2
Withdraw”.
My Upcoming Trainings
Due Date Action
Intro To Comic Relief None
Intro To Comic Relief None
Intro To Comic Relief None K
How to Draw Comic Strips Like None Withdraw
a Pro
What to Wear on Vacation None Select Session
CAPS Training KAP None

2. Users will also find a Withdraw button on their “transcript” page, as shown below. The user should click on the
drop down arrow, the box to the right will pop up.

Transcript: Frankiin Armstrong

Transcript: Franklin Armstrong Options +

Use the transcript to manage all active training. N
Withdraw

Active ¥ | By Date Added ¥ | All Types ~ View Training Details

Search Results (9)

mms  How to Make Friends and Influence People(Starts 8/31/2016)
[ Due: No Due Date  Status: Pending Approva

3. When users click on Withdraw, the box below will pop up. Select one of the reasons provided in the drop down
box and write in a comment. After the user clicks on Submit, their status for the class will be “Withdrawn.”
If users don’t Withdraw from the class and don’t show up, they will be in “No Show” status which will stay on
their transcript.

Withdraw Registration

1f you withdraw your registration for this sessien, you will immediately be withdravm from the roster.

Event Name: How to Make Friends and Influence People
Date / Time: (1) 8/31/2016 10:00 AM - 8/31/2016 12:00 PM
Location: Center for Achievement in Public Service (CAPS)
Price: $0.00

SESSION WITHDRAWAL OPTIONS

[Plesse select 5 reason v

Comments
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Universal Profile and My Account

1. The “Universal Profile” can be found in the upper right hand corner of the “Welcome Page” (the image of the
person).

[
i‘.':uﬂ

2. When users click on this image, it will bring up the “Bio” page, as seen below.

o ) b E}c

r i My Team *
| G Franklin Armst... Bio L

¥, Workforce Deve...

e
| 2
Franklin Armstrong
[#=] rranscript = Workforce Development - Ops
(=] T ey Workforce Development Asst Dir
P\ A
o scions ok

About o

Email

Location

Summary e

Subjects

©
Team o
4

Lucy van Pelt
Administrative Srves Mn..

Franklin Armstrong
Workforce Development Asst Dir
-
Lo

i\

About — This section includes the users email and location. This information is generated by a feed from
the VTHR system.
Summary — Users may create a professional bio about their work history, skills and current projects in
this section by clicking on the box on the right hand side of this section.
Subjects — Users may choose from a provided list, areas in which they have an interest or skill.
Team — This section allows all users to see the hierarchy with their Supervisor.
Bio/Transcript/Actions — This sidebar connects users to other parts of the system connected to them.
e “Bio” is the screen that is currently open.
e  “Transcripts.” For more information, click here.

0600 O o

e “Actions Tab” allows users to select sessions, withdraw from a training or view training details.
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3. Click on the circle next to the image in the upper right hand corner on the “Welcome Page”; users will find the
following Menu (My Account, Help, Log Out).

Cearch 'r‘}
- ®

My Account
_ Help I

Log Out

4. Click on “My Account”. The screen below will appear. On this screen, users can change their password, edit
security questions, check “on vacation” if out on extended leave, select a signature style and add/change the
profile picture.

Foefererces

Preferences ptiots ¥

A Froturences

mstrong

O Vacation

Select Slgrature

Franklin Armstrong *

5. To change the user’s profile picture, hover over the image or picture and a drop down arrow will appear in the
upper right hand corner. Click on this arrow to open the box below. The recommended best practice for User
profile pictures are professional, appropriate head shots.

Upload Photo

Browse and upload a profile photo below. Recommended size is 150 x 174 pixels. Use the
cropping and focus tool to adjust the view of the photo once the upload is complete.

Browse...

ID Card View:

Cancel m

6. Click on “Browse” and choose a picture to upload. Use the photo box to move the image and click Save. The
image should show up in “Universal Profile”.
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Transcript

Transcript allows users to see trainings that are active, completed and archived. From the trainings that are active,
users can withdraw from trainings, view details of the training (for location, objectives, etc.) and select sessions for
trainings that have been assigned.

1. To view Transcript, hover over Learning and choose “View Your Transcript.” Users will see the screen below.

2.

3.

Transcript: Franklin Armstrong

€) rewinams.  Transcript: Franklin Armstrong Options ~
& | Workforce Deve...
XY

Use the transcript to manage all active training.

I |=E Transcript Active ¥ By Date Added ¥ || All Types ¥
| "  Active
Completed "
. n Apple Pie View Training D... | ~
Archived ie Date  Status: Pending Approva

gmrs  Introduction to Basket Weaving(Starts 9/13/2016) View Training D... | ~

[} Due: No Due Date  Status: Registered
P CAPS - Emotional Intelligence Book ey
in Due: 8/31/2016  Status: Registered
g How to Make Friends and Influence People(Starts 8/31/2016) Select Session -

u Due: No Due Date  Status: Denied

When users click on the “Options” menu in the upper right hand corner of the window, additional selections are
available. From here users can view and print transcripts, as well as add external training.
o Add External Training — the system allows users to add external training
to their transcript, with approval.

Options ¥ e Export to PDF — copies the transcript to a .pdf document for saving or
Add External Training printing.
Export to PDF e Print Transcript — transfers the transcript information to a table format
Print Transcript for printing.

Run Transcript Report e Run Transcript Report — allows users to filter the report by training

title, training type or various date filters as an excel-based transcript
report.
If users need a more formal transcript, please contact CAPS.
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Supervisory Functions

Assign Training

A feature of SOV LINC allows managers and supervisors to assign trainings to their entire team, as well as individual
members of their team. The Department of Human Resources highly encourages managers and supervisors to follow the
best practice of talking with their team about the training and the reason behind the training assignment before using
the system to push this training to an employee’s upcoming list.

To assign trainings to individuals or teams, follow these directions:

1. Hover over Learning, and click on “Browse for Training”. When you find a training, material or other learning
object that you would like to assign to your team, click on the title. When the training opens, you will see two
buttons, one that says Request (this is for you to request the training for yourself) and one button that says
Assign. Click on the Assign button to assign training, material or other learning objects to your team.

Training Details

Training Details

o CAPS - Emotional Intelligence Book

Material . Center for Achievement in Public Service (CAPS) . 3 hours . $0.00

I 0

A book that provides an overview of emotional intelligence.

Price
$0.00

Supervisor Competencies Addressed

Self-Aware, Effective Communicator, Team Builder, Promoter of Diversity, Problem-Solver/Decision-Maker

Available Languages
English (US)

Version
1.0

Subjects

LMS Manager How To v2 10/3/2016 11



2. Onthe screen below, you can choose who you assign the training to (including their subordinates). Where
applicable, choose a due date (this field doesn’t show up for all learning objects), a comment or reason, and who
the training should be assigned to. You can also choose to Automatically register users, which allows you to not
have to approve users again after they register for the training. Click Submit. This training or object will now
show up on your team member’s transcript as something they need to complete.

N Training Details Assign Training

Assign Training

4., CAPs- Emotional Intelligence Book
1' Material . Center for Achievement in Public Service (CAPS) . 2 hours . $0.00

8/31/2016 i

Please read this article in preparation for a discussion we'll have at cur next quarterly mesting.

Automatically register users

Users who have the training already in their transcript are not included in this assignment

Language Equivalency Include Subordinates

Charlie Brown

= LF? Franklin Armstrong
i

Peppermint Patty

Select an Indirect Subordinate i Select a User from a Cost Center [ Approve | [1

Indirect Subordinates Language Equivalency

3. You can also click on the “Browse All Classes” button on the Welcome Page to look for classes and assign them
from there.

Browse
All Classes

LMS Manager How To v2 10/3/2016 12



Approve Training

A new managerial task with SOV LINC will be the opportunity to approve all trainings your team members register for in
the system. All trainings will require your approval before employees can be registered for the class. It is very
important that you respond to these requests timely.

Every training an employee requests in SOV LINC will generate an email to you as the manager to approve. There are
multiple locations in the system where you can approve training requests, including a link included in the email to SOV
LINC.

1. On the “Welcome Page”, in “My Inbox”, you will see Approve training. This link lists the number of trainings
requests that are pending your approval. Click on the link, “Approve Training”.

Welcome Lucy!

You have entered a realm...a realm of
possibllity and knowledge, A realm
where possibllities are endless and
opportunities abound. May the force be
with you...

ANNOUNCEMENTS

* Implementation for AHS Is coming!

* New S5G classes for 2017 to be announced.

® Like what you see? Want your own Division LMST Contact
Browse Elactive Suparvisary Vermont Certified Public  Consulting and Custom

CAPS for more information Classes Training Manager® Program Trainings

Hew Trainings Just Added! My Upcoming Trainings
Due Date Action
American Apple P View transcipl i kit
{2 appenved training seinction(s})
FRab Ross.Mighty Moustain Lake {RagAiBrma o 7 raiing saiac an)) Intro To Comie Reliel Horw
CARS . How to Make Irish Soda Aread Approve waining intro To Coméc Rutiat Norw
Vo emciyees Nue 1 BARng 1EqUESLTS) CENONG BEDIYa Intre To Comés Relial Noe
Intro To Comic Reliel Hore
Intro To Coméc Heliet Nore
intro To Coméc Retint Nore

2. On the following screen, you will see the employee requesting approval, the name of the training or learning
object, and the date. To approve the request, click on the green check mark; to deny the request, click on the
red “x.” Please note, suggested best practice would be to communicate your denial to your employee in person
before denying their request for training in the system.

View Pending Requests

Vi meteramsig s et s st Shpern s, sy Tiafarnng 8 st 8 s s ekt o et s o Spgre e fo bt mphyan, DA o s gy e b e i b, g s e s e ek e i bt e g b (e R parismians b caar s b e e e e
Approver

. Printatie Vwiven 35 Txpon 1o Excet 1 Fusu
J O |_ searen
Heguestont thy Tramig Tyom o Furssar Cpmens
Aimtioeg, Fuaritin B L Ly — ren ea2a04 330 P v E
Wordrce Dirwocress - Sow (Dviwen) (24 Propetsiara a/an0s)
Wororc DevwegE At O Poasn]
Lixy ean Pt (Marager)
L= Back
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a. When you approve the request, the system will generate a box for comments. The employee is now
approved to attend the training. They may still need to pick a session to get started. Do not fill in the
information connected to payment; our system doesn’t generate payments and employees won’t be

paying for the cost of trainings. If there is a cost associated with the training, it will be billed to your
department.

Approve Reguest

Hlease anter any addiional commeenta:

ting “Employee Fays” vou are rrueites that the emgires S allored 1 take thi

cancel | | Submit

When you deny the request, the system will generate a box for comments. Click Submit. You will then
be brought back to the “View Pending Requests” screen.
Deny Request

Please enter any additional

3. You can also approve training through “Manage Employee Learning”. Click on “Learning”, Manage Employee
Learning. You will see this screen. Click on “Manage Pending Requests". The View Pending Requests screen
will pop up as stated above.

Manage Employee Learning
p———
4,

Please see the section on “Reports” for another place to approve trainings requests.
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My Team View

Under “Universal Profile” (click on the picture in the upper right hand corner of the screen), at the bottom of the screen,
the supervisor will see themselves and their team. If the supervisor clicks on the drop down box in the upper right
corner, they will also see their entire team . Any members of the team with the circle icon (next to the arrow below),
have subordinates. If the supervisor clicks on the icon, the employee and their subordinates will be displayed.

Bio
. My Team
Bio My Team ¥
Lucy van Pelt
Administrative...
_l Bio { return to Lucy van Pelt
Lucy van Pelt Lucy van Pelt Charlie Brown
= Workforce Development - Ops Administrative Sr. Workforce Dev 8.
= Administrative Srves Mngr [
l m Franklin Armstr... Sally Brown
‘\?‘ Workforce Devel.. Admin Support C.
About
Charlie Brown
Workforce Dev ...
Email
Location Peppermint Patty
Workforce Dev ..
Summary
Subjects
Team
Lucy van Peft
Administrative Srves Mngr [
Franklin Armstrong Charlie Brown Peppermint Patty
|85 Workforce Development... Workforce Dev & Trainin. Workforce Dev & Trainin.
i
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Reports

SOV-LINC has a range of reports that are useful to managers and supervisors. These reports can help supervisors track

employee training progress, look at employee training transcripts and track employee attendance.

1. Hover over “Reports” and click on “Standard Reports”. The screen below shows the list of reports available.

Reports

Click on a report category to view these reporis. You may search for any reports by title or description

&

Track Employees

No Show Details
Displays sessions where one or more students cid not atiend the required number of parts. Detail view lists no-show employees.

Past Due
Displays employees past due training

Past Requests
Displays iraining requests you have already approved, deferred, or denied. You may change your decision for training that an employee has not yet registered for

Pending Requests
Displays outstanding training requests you must approve, defer, or deny.

Session Withdrawal
Displays a st of emplayees who registered for sessians and later withdrew their registration, including reasons for withdrawal,

Training Progress Pie Chart
Dispiays a pie chart summary of subordinates’ training progress.

Training Status Summary
Displays a summary of how many iraining items each employee has that are not started, in progress, or completed

Transcripts
Displays transcripts of emplayees for whom you are the approver, manager, o cost center approver.

Records
Displays user data, transcripts for individual employees.

Each report has fields that need to be chosen or filled in for the report to run. Please click on the report to
view the field to choose. For additional help, click on Help on the drop down menu under the circle in the
upper right hand corner of the screen.

e No Show Details — displays attendance and no-shows per sessions of a class/event.

Nao Show Report

i Lieaddmrsliigs Prosgraim

Beguired Farts Attendess N fhows Attendence Rate Erice Per Parson Toial o Show Coxt
Tha Wakesr Geaden 1 1 1 om 10.00 1000
Zablarmiy 4 i i i TR Fou0D
Tha Wiaker diedeh 1 14 1 -1 §o.00 e

REPORT CRITURIA
Fhard Dhabmd

Lriedl Dl

Ewarid

[FIL e
P i

Report Conarated MyrMagan, im
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Past Due — displays trainings that employees have in progress or past due.

Employee Past Due Report
Admin, IS Curmaslum Haw Hes Curmodum 0 Cybaih CIO ABC Corporatian 1n Progenn | Part Dus 3303007
Sefamrganie Trairingl i
Unibe, CRertine Curmrplum Haw Hre € tum - o Comneriteee Grdramand wBC <omporaan In Bregenss § Fan Due W I0G7
CErepRigance Ingteugor Trasringld
5. Aderin Cureiqulum Haw Hes Curspglum - T.0 ARG Corparaiien B ARG Corparatan In Frogencs { Basi Dus 50203007
Conwmrgance Adminirtratae Trainngl0
2. Admies Curmaslum Was Hew Cursioudum 7.0 ABC Corporsiien 1 ABC Corporatian In Brogeuen | Part Dus %2 3007
Conwargence Adminirtrates Trainngld
3. Admis Lurmaslum Haw Hes Curmoulum ro ARE Corparaten 31 ABL Corparslan in Brogenis § Bart OGus &3 0007
Cafpigunie Aafriniii ity atae Trairengd 0
A, A, Curesiului Hay Hee Cursiulum - ro ARG Corpdeatean 4 ARL Coiporalon 1n Brageuis § Pan Due & PHGT
reER IR RE Adrminirirsiss Trairingld
% Admin Curmaulum Hay His Curslum - 1.0 ARG Corparakan i ABC Corgaration In Brageaes | Past Dus 50301007
Cesemigance Adminiriratzs Trairingld
. Adman Curmcslum Nas Hes Cursadum T.0  ABC Compeorsbion di ABC Comparsbian In Fragreens  Part Dus 522007
Cesramgancs adminirty ghse Trainngld
7. i Currculum Haw H L0 ABC Corparatian Ti ABC Corporatian 1n Brogeunn £ #art Dus 350007
] L [T e Tralrsgi
&, g, Curmspilum Haw Hee Curmpilum - O ARG Corgarenan &) ABLC Corparatan In Bregruns 7 Fart Due 330007
Admminirtrabos Trainingl 0
¥, Admin Curmalum Hew Hies Cursabum - 1.0 ABC Corparstian B ABC Corparaian In Eregeuns | Part Dus 50303007
Corwmgance Adminirtratos Trainnglo
Jonasll. Messds Curmaslum Haw Hoes Currisdum - 7.0 ABC Corporsbion 101 Diwdior  ABC Corparabon in Brogemes { Part Dus 50412007
Cotwargance of Fefay Trairangit
Hagan, Kim Curraslum Wew e Curmaulum - r.o0 Tadt: Educsticmsl Tareican abl Comparsan in Bregrans § Pant Dus 8071007
[ Hanager Trairangl G
10, idenin Currrulum Hay Hea Curmaulinm - F.O ARG Compaestn 581 ARC Comareban In Bragenii 7 Part Dus S 235H07
Cerwmrgance Adrminich ko Trairingld
MEBORT CRETERIA
Eradrdivg Ty al
Trarekivg Frthes Waw Hig Comvindum - {onpaigence
L1 3007
Tkl Dkt A0S 00T
Provedar: Al
Rmpisrt Covenratiod Bye  Hapan, Eim
Rasgrart Date A0S DD

Past Requests — displays your training requests that have been approved, deferred, and denied, in the
past 3 months. By clicking on the details button, you can change your approval or denial.

Past Requests

Vi Lo Fesewth i hae abadedy auprared, dubeired, o desieid Tiu may dhamgs v deises for Uring Ll an smatres has mal xol gt bar,

% Printable Versien 36 Export 1o Excel

AR

..... i PR Details
AP - Ermotunal Ineigence Besk NS Dessils
e by M Fromnds mad Lalloance Pactie Appreved Deasils
CAPS « Emstensl Intaganss Dask Detsils
o e 2ellgrce Panpin Deasils

Pending Requests — displays the training requests that are pending. The same screen as View Pending
Requests.

View Pending Requests
View outstanding training requests you must approve, defer, or deny. Deferning & request will send the request to the next parson in the approval chain for that employes. Click on the smployes's name to view thes transcript. If you
would like cthers to make approvals on your behalf, you may thare your approving permissions for users for whom you are the following:

Cost Center Approver

= Printable Version 3 Export to Excel (2 Results)
Requested By Training Type Date Purpose Options.
Bhasker , Shalini &k Project Orientation Completion 22012 10:58 AM SR
East (Division)

Administrative AssistantExecutive Secretary (Familiar Job Title)

Bhasker , Shalini (] e General Company Information Initial TrRAZMZ 111980 Job Specific SR
East (Division)

Administrative AssistantExecutive Secretary (Familiar Job Title)

Bhasker , Shalini (] 2 Site Training Certification Approval BNERZ12Z3IPM w

East (Cavision)

Administrative AssistanbExecutive Secretary (Familiar Job Title)

Bhasker , Shalini (] s Project Training Completion BNE2MZ1Z2IPN 'L &1

East (Division)
Admanisirative AssistantExecutive Secretary (Familiar Job Title)
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e Records — displays employee data and transcript information for members of your team

Records

Displays user data, transcripts for individual employees.

Employee Records

e

Display : [ yser Data ;::ETIB nscript

Remowved Training : D Include tral

Summary - Timothy Bates

=, Printable Version % Export to Excel

Email : thates@corp.com
Phone : 310-510-1112
Fax :
Division/Position: 477/442
Cost Center: 508
Location: 511

ing that was removed from the transcript by an administrator

Manager : Moorza, Tasha
Approver : Richman, Alicia
Required Approvals: 0

Active : Trus
Transcript
TITLE TYPE PROVIDER ;:SEUEST DUE DATE STATUS ASSIGNOR
Welcome to the Leadership Note Internal 3/3/2013 Not Started
Development Curriculum
Leadership Development Curriculum Curriculum Internal 9/5/2013 In Prograss Lolley, Jon
Basics of Effective Selling (Second  Cnline Class Elemant K 6/14/2013 Registered Maoare, Tasha
Edition) {Includes Simulation)
10 Secrets of Time Management for Material External Training 3/4/2013 Registered Laolley, Jon
Salespeople: Gain the Competitive
Edge and Maka Every Second Count
4 Roles of Leadership Session EMEA Provider 12/3/2012 Registared Lolley, Jon
4 Roles of Leadership Event EMEA Provider 12/3/2012 MNot Started
Meaet with an HR Reprasentative Note Internal a/7/2012 In Progress
Customer Sarvice - How to make Curriculum Internal a/7/2012 In Progress Maoare, Tasha

evary guest feel spacial

e Session Withdrawal — displays employees who withdrew from a training, including reasons

Session W
CosT SESEION
CEMTER SION  SESSION START COSTOF  WITHDRAWAL WITHDRAWAL TOTAL
EMPLOYEE EVEMT RAME TOR NUMSER DATE TRAINING DATE cosT
Cavanaugh. Feter 6,04 a1 Fram Transtnot
Whits, Eric Budding the Faundations for Changs 19017 FI00.00  T/I4/I002 5:48 PM $0.00 590,00 No Show

RT CRITERTA

End Date: LeT
Provider: Al

Report Canorated By: Dal Gra MEnsla
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e Training Progress Pie Chart — displays a visual pie chart of training progress for your team.

Employes Prograss Summary

N2%
BT

W Complesed

[ Registeredfot Searted

In Prograss

. o Showhitherman
Regueaied’
B ot Regintered

B Post D

= printable Version 55 Exmert o Excel

USERID USER Ty PE TLTLE [RAIMING PROVIDER  STATUS DETAILS
Daik, Grahama  Sarsien Excal XP Advanced Cysery soproved B
Daik, Grahama  Seasien Eric White's ILT Training Craenl Ragiterad W
WWize, Haidl Sassion Erbc Wihite's ILT Trasnkng Cynar Regarersd B
Faik, Granama Guick Courss “Cut-To-Tha-Chase”™ with Top Dacision Hakers You Achiava.com in Progreas T
Wirm, Heidi Quisk Covrss “Cut-To-The-Chase” with Top Decision Hakers ¥ou Schisvetam Regatersd  BIH
AR A s, Rl S abmatliir, e ekt e e L cecn sl A e w8 pfR L e -
Wiz, Haigl Sansisn Erie White's ILT Training Cymand Regisersd I
Taik, Grahama Quick Tourse “Cut-To-The-Chase™ with Top Decision Makers You dchinve.com In Prograan B0
Wise. Halg Quick Course "Cut-To-Tha-Chase™ with Top Decisicn Makers ¥ou Achieva.com Asgarered 0
Colnntln—  hana\matdicinr' - Srorrbl Rlermier (Bl s ol fomdene Feslmine foe V. oitatu mmatbus T
Viite. Haidi Curriulum  Markstiog Corricels Crbeny Insrogrems B |

View Dataity - 2o

1-20 &4 65 ™| Nawt »

e Training Status Summary — displays training progress in a linear chart format.

Manchester,
Rayy

Wiliams,
Ermiily

25

Bl Registersd/Not Started
Il n Frogress
B Completed
Incomplete
I Fast Due
B R=moved
I Ex=mpt

|:| Show Stacked

e Transcripts — displays an employee’s transcript by directing you to the employee’s transcript page.

e Additional Help -
https://help.csod.com/help/csod 2/OnlineHelp.htm#Reporting/Standard Reports/Track Employees/Tr

ack Employee Reports Overview.htm
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Troubleshooting

e Pop-up Blocker — Not all, but some computers may have difficulty with pop-ups. To enable pop-ups (this could
be different depending upon the search engine). While in your search engine, go to Internet Options, Privacy,

unclick Pop-up Blocker.
e Excel — some computers may have difficulty printing documents that are uploaded to Excel from the system. To
fix this problem:

1.

vk wnN

In Excel, click on the File tab, and then on Options

In the Excel Options menu, click on the Trust Center option item.
Click on the Trust Center Settings button.

In the Trust Center, go to the Protected View option.

Unselect the 3 Enable Protected Views in the options screen.

Protected View

Protected View opens potentially dangerous files, without any security prompts, in a restricted mode to help minimize
harrm to your computer, By disabling Protected View you could be exposing your computer to possible security
threats.

Enable Protected View for files originating from the Internet
Enable Protected View for files located in potentially unsafe locations

Enable Protected View for Qutlook attachments '

e Contact Us — Check the Contact Us page on your Welcome Page as to who to contact for help.
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