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Login

Login by clicking on the link: https://csod.apps.vermont.gov/

Once you have signed in, the screen will change to your Learner Home Page.

7~ VERMONT :

DEPARTMENT OF HUMAN RESOURCES Fe
Center for Achievement in Public Service

Home  Learning  Inbox

[ What would you like to learn today?

. ® 43 Completions
- X 27 Hours

Your Subjects

Add
You don't have any subjects yet. Add a few to get
better recommendations. 1
STATE OF VERMONT
Your Playliss ﬁ CAPS And All Other Agencies
0 0 0
Created Followers Followed ANNOU NCEMENTS

If you have any issues with logging in, please contact DHR.CAPS@vermont.gov.
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© Navigation Tab — All users have at least 3 tabs (that include drop down menus) “Home”, “Learning" and “Inbox”.
Hover (don’t click) over each tab for drop-down menus to appear.

e Home. There are two menus under Home: “Universal Profile” and "Learner Home".

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 “Learner Home” brings users back to the “Learner Home” page.
e Learning. There are four menus under Learning: "Playlists", “View Your Transcript”, “Events Calendar”,
and “Browse for Training”.
e "Playlists" allows users to search in the LMS for a playlist they may be interested in and also gives
the option to "Follow" the person that created it for more playlists from that person.
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 Inbox. There is only one menu under Inbox: "SOV Inbox".
e "SOV Inbox"contains information for users including the number of trainings they have been
approved and registered for, classes that managers need to approve and other pending requests.

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.

© ¢ 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.

e Log Out allows users to logout of the system.
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Completions and Hours — Completion tells you how many trainings you have completed to date and Hours tells
© you the amount of time you have spent in those trainings.

Search for learning - Search for Learning is a quick way to find a class that you want to take. By enteringina
keyword in the blank field, it will return a list of that key word and open the "Learning Search" page.

o Learner Home Learning Search
Learning Search
Q ethics
Filters Reset 215 Results B Event Calendar
DURATION v
TYPE v
SUBJECT v
RATING h Online Class Online Class Online Class Online Class
Ethics Toolkit: Why Ethics Essentials: Ethics Crash Course: Ethics Crash Course:
PROVIDER M Worry About Ethi Organizational Etl Personal Ethics Organizational Etl

6 minutes 7 minutes 7 minutes 7 minutes

SHOW ONLY MOBILE ENABLED

© Subjects — By clicking the "Add" button in the Subject area, you can choose which subjects interest you or that
you have prior knowledge in. This will ensure that the newest trainings will show up for you in the "Top Picks"
banner on the Learner Home Page.

Your Subjects

Search Browse

Select subjects to help personalize your recommendations.

Q search for Subjects

Suggestions

E-Learning [ AHS Direct Service (] AHS Required Training (] Business Skills (]
Employee Services () AHS Awareness (] CAPS Employee Development [ DPS (m]
VTrans Safety and Health () AHS @] Orientation () Emergency [

Time Management and Productivity (] Personal and Career Development [ VTrans Technical (]
Communication [ Safety O Leadership Essentials () BGS O

Management and Leadership ()

Cancel E

o Agency Scrolling Banner -This banner is created for users to be able to click on their Agency to find out
the newest Announcements or other information about the LMS/LINC.

LMS User How To v4 1/21/2022



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. Type the name of the training or learning object in the Search for Learning Bar.
c. Type the name of the training or learning object in the Search Bar.

2. Ascreen 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

mms  How to Make Friends and Influence People

Sessions Details

Show | Available w | View Full Calendar

o 1569 - 00024
= Sessi

ssion . Center for Achievement in Public Service (CAPS) . 2 hours . $0.00 -
Request -
Du =
chigvement in Public S 5). Swteof  &/3 T - 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)
[ ] Due: No Due Date  Status: Pending Approval

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. This is located on the right hand side of the screen.

EVENT

By the Numbers: Better Presentation
of Stats and Facts

Notify Me v

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
m The Basics of Motivational Interviewing

Location

Select a Location

Comments

Entar your comments here

[ Motify me when sessions are schaduled 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)
Notify me of new sessions 1 Result

i. The following window will pop up. Click “Yes.” You will then be added to the waitlist for the
class.

Would you like to be added to the Waitlist for this class?

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?

No Yes
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Withdraw Registration

1. If auseris 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 the Withdraw link or 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: Franklin Armstrong

Transcript: Franklin Armstrong Options =

Use the transcript to manage all active training. .
Withdraw >

Active ¥ By Date Added ~ All Types ~

Search Results (9) Withdraw

View Training Details
omws How to Make Friends and Influence People(Starts 8/31/2016) g

[ Due: No Due Date  Status: Pending Approval

2. When users click on Withdraw, the box below will pop up. Select one of the reasons provided in the drop
downbox 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

If you withdraw your registration for this session, you will immedistaly be withdrawn from the rostar.

Session Details

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

| Please select a reasen ~]

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 “Learner Home Page” (the
image of the person).

[
ﬂ':uﬂ

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

A F nstrong | Bio

Bic My Team ~

Fra
&, Wor Ve...
-k’

I _l Bio
Franklin Armstrong
H i . EY Workforce Development - Ops
Eh _ Ry Workforce Development Asst Dir
R 7\ 4%

About n

Location

Summary

Subjects E
Team
4 é Lucy van Pelt
bg, Acministrative Srves M.

Franklin Armstrong
Warkforce Development Asst Dir
-

T

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.

000 O ©

e “Bio” is the screen that is currently open.
e “Transcripts.” For more information, click here.
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 “Learner Home Page”; users
will find the following Menu (My Account, Help, Log Out).

o
e

My Account
_ Help I

Log Out

&

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

A Froturences

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

0 ronimams.  17anscript: Franklin Armstrong Options ~
&' | Workforce Deve..
i

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
35| 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.
e Add External Training — the system allows users to add external training
to their transcript, with approval.

Options ¥ o 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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DHR.CAPS@vermont.gov

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. In Excel, click on the file tab, and then on Options
In the Excel Options menu, click on the Trust Center option item.

3. Click on the Trust Center Settings button.
4. Inthe Trust Center, go to the Protected View option.
5. 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.

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

[] Enable Protected View for Qutlook attachments C
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