WELCOME TO THE STATE OF VERMONT’S LMS/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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Login

Login by clicking on the link: https://vermont.csod.com/samldefault.aspx?ouid=2

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

7~ VERMONT

DEPARTMENT OF HUMAN RESOURCES &
Center for Achievementin Public Service

Home Learning Inbox

I What would you like to learn today?

® 43 Completions e
{8 Q  Search for learning

- 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 Playlists CAPS And All Other Agencies
0 0 0
Created Followers Followed AN N o U N C E M E N TS

If you have any issues with logging in, please contact DHR.CAPS@vermont.gov
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https://vermont.csod.com/

Learner Home Page

- -
> VERMONT o @

DEPARTMENT OF HUMAN RESOURCES o
Center for Achievement in Public Service

Home Learning Inbox 1

. o@ 43 Completions
- X 27 Hours

Your Subjects e Add L& e

You don't have any subjects yet. Add a few to get

better recommendations. 1 STATE OF VERMONT
Your Paylsts CAPS And All Other Agencies
0 0 0
Created Followers Followed AN N 0 U N C E M E N TS

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”.

o "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.”

e “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/Learner Home — There are two icons: “Universal Profile” (the picture icon), and the other
o (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.
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e Log Out allows users to logout of the system.

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.

e o Learner Home Learning Search
Learning Search

Q  ethics

Filters Reset 215 Results [ Event Calendar
DURATION v
TYPE v

SUBJECT v

RATING v

Online Class Online Class Online Class Online Class
Ethics Toolkit: Why Ethics Essentials: Ethics Crash Course: Ethics Crash Course:
PROVIDER e Worry About Ethi Organizational Etl Personal Ethics Organizational Etl
6 minutes 7 minutes 7 minutes 7 minutes
SHOW ONLY MOBILE ENABLED
w00 000 oo o0

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  (J
Employee Services () AHS Awareness () CAPS Employee Development (] DPS O
VTrans Safety and Health (] AHS O Orientation () Emergency [

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

Management and Leadership (]

Cancel w

° 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.
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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 for Training

Browse for Training s resus

Training clear

By Title

3 By Most Recent
Subject clear

vement in Publ
und of  ByDuration

caps
o By Popularity
General

Type clear
=k WS
% D

Date Range clear :

To

Become Great

View Full Calendar -

ple
Ps)
Location clear

o 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

omxs  How to Make Friends and Influence People
Event . Center for Achievement in Public Service (CAPS) . 2 hours - $0.00

<p>This training will provide employess with the skills to make new friends and have an influence over people. </p>

Sessions  Details

Show | Available v | View Full Calendar

e 1569 - 00024
0 Session . Center for Achievement in Public Service (CAPS) . 2 hours . 50.00
. .
Location Duration
ievement in Public Service (CAPS), State of  B/31/2016, 1 ST - 8/31/2 EST

LMS Supervisor and Manager Guide Version 3 06/27/2023 4



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.

Motify me of new sessions

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

1 matify me when sessions are scheduled 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 Supervisor and Manager Guide Version 3 06/27/2023 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

“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).

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

o i
Franklin Armst... Blo
&5 Workforce Deve...
-’

| 9 6o
Franklin Armstrong
Fa 2> Workforce Development - Ops

et Workforce Development Asst Dir
- a,r_,._,

P <N
About o

Email

My Team ¥

Location

Summary e
Subjects e

Lucy van Pelt
Administrative Srves Mn...
Franklin Armstrong
Workforce Development Asst Dir
>

P\

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.
e  “Actions Tab” allows users to select sessions, withdraw from a training or view training details.

©o60 o0 o
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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).

Search i:

S

My Account
_ Help I

Log Qut

o

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.

A Acc Preferences

Preferences Options ¥
| xp,e,m,,(g; Change Password
. £dit Security Questions.
Franklin Armstrong —
el Warkforce Development - Ops
W Workforce Development Asst Dir
NS

Settings
©On Vacation

Select Signature

Franklin Armstrong v

Cancel Save

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:

oA

Cancel

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.

3.

Transcript: Franklin Armstrong

0 rowinams.  Transcript: Franklin Armstrong Options ~
& | Workforce Deve..
" i3

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... v
[} Due: No Due Date  Status: Registered

CAPS - Emotional Intelligence Book

Due: 8/31/2016 Status: Registered

Launch

g How to Make Friends and Influence People(Starts 8/31/2016)

u Due: No Due Date  Status: Denied

Select Session ad

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.

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
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On the 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

%  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

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

Direct Subordinates Language Equivalency Include Subordinates

Charlie Brown

v
v “79 Franklin Armstrong
k
s
= Peppermint Patty
Select an Indirect Subordinate i Select a User from a Cost Center [ Approve | [1

Indirect Subordinates Language Equivalency
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Approve Training

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. Onthe "Learner Home Page", Hoover over the "Learning" tab and click on "Manage Employee Learning".

7~ VERMONT

DEPARTMENT OF HUMAN RESOURCES
Center for Achievement in Public Service

Home Leaming Inbox Reports

Playlists

View Your Transcript ® 25c¢ .
ompletions

Events Calendar . Z 41 Hours . _
Browse for Training / £ 0 Badges

Manage Employee Learning b2 —
n" Your Subjects Add

You don't have any subjects yet. Add a few to get 1
better recommendations.

i

T

STATE OF VERMONT
Department of Pul
Your Playlists

0 0 1 ANNOUNCEMENT1

Created Followers Followed

Transcript View

2. When on the "Manage Employee Learning" page, click on the "Manage Pending Requests.
****Note that you can also check the employees transcript from this page too to see what training
they have completed.

7~ VERMONT

DEPARTMENT OF HUMAN RESOURCES
Center for Achievement in Public Service

Home  leaming  Inbox Reports

Manage Employee Learning
View the Learning information ;M
» Manage Pending Requesis vs a list of pending requests for which you are the approver)

Manage Subordinates
TE

nAME VIEW TRANSCRIPT
[ Tyler LaBounty ﬁ fonE]
[ Matthew Roy B1F
@ Melanie Varlese Neceda E

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

2 Printable Versian 3£ Export 1o Excel {1 Resut)
] 5 [(@ search
oquestd ty Traming Type Dae Purpose Gptions
win (1 pm How to Moke Friends ondInfivence  Intial 8222016 326 P Y
siopment - Ops (Dnisee) = peopiegstarts 8/31/2010)
Woriorcs Development At O (<0aiton)
Lucy van Fell iManager
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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 Request

Please enter any additional

By selecting "Employee Pays” you are requesting that the employee be allovied to take this course only if they pay the percentage of the total cost you specify below. The employee's cost center pays the remaining amount, if any.

Employee pays by creditcard [0 i

b. 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 your “Inbox". Click on “Inbox”, and if there are pending approval requests
from your employee, their will be a highlighted number for you to click on. (example shows a zero with no approvals
needed at this time.)

7~ VERMONT

DEPARTMENT OF HUMAN RESOURCES
Center for Achievement in Public Service

Home Leamning Inbox

_

View transcript
(0 approved training selection(s))
(Reqgistered for 0 training selection(s))

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 v
Bio My Team ¥
Lucy van Pelt
Administrative...
_l Bio { return to Lucy van Pelt
Lucy van Pelt Lucy van Pelt Charlie Brown
5 Workforce Development - Ops Administrative Sr. Workforce Dev &...
Administrative Srves Mngr [
l !.; 5 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 [
n Franklin Armstrong Charlie Brown Peppermint Patty
W8 Workforce Development... Workforce Dev & Trainin. Workforce Dev & Trainin.
\
A%
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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.

¢ 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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e Past Due — displays trainings that employees have in progress or past due.

Employee Past Due Report

uSER. . usemlodYPE . TME VIRSION DIVISION/POSITION TRAINING PROVIDER  STATUS

Admun, <t Curmaulum Nev Mres Cumoslum - r.0 Cyberu: C1O ABC Corporatian in Progrens | Pa
Cervargance Traineglt

Uribe, Chemtine Curmddum Nav M T0 Comerstene Orlumand ABC Comporahan 1n Pragrens / Pant Due VW 2007
Com Instrucmon Trainingio

3. Adein Cumiguium Nev Hee Cumgulum - 1.0 ARG Comparstian 31 ABC Corparastan In Prageess / Part Due W/ 2007
Comwergance Adrninirtraboe Trainogio

2, Admin Cumailum Wew Mee Cumiaslum 7.0 ABC Corporatien 21 ABC Corparation In Pragrees / Part Dus 5/2/7007
Convergence Admintstrabae Traineglo

3, Admin Curmaslum Nav Hre Cumoslum ro ABC Corparation 3t ABC Comporabon In Prograns [ Part Oue V22007
Corvergents AQANI Ty Bt Trairngio

4, ademin Curmtulumt Nav Hre Curmiulum - T.0 ABC Corpacation 41 ABC Corporation 1n Brageuss / Pant Dus 5272007

Adrninisty ates Trainngto
3, Aderon 7.0 ARC Corparatan 3 ADC Corporation In Pragress / Past Dus W /2007
Adminirtrates

6. Admmon 1.0 ARC Comporation & ABC Corparation In Progress { Part Due %/2/2007
Corr nee Administy stoe Trainngio

Y. Adms Currtulum Naw Hre Cummtulum - 1.0 ABC Corperaten ¥ ABC Comporabon In Brogrens [ Part Due V2007
Corvargenie Adminity atee Trawvingio

2, Ao Cumiulum Nev Hee Cumovlum - 1.0 ABC Corparaman ABC Corporatan In Bragress / Pant Due W2/ 3007
¢ nee Adrinirtr atos Trainings 0

7, Admin Cummastum New Mes Cumadum 7.0 ABC Corporatian %1 ADC Cormporation In Sragrans / Part Dus 5/2/2007
Comverganca Administ stcr Trainnglo

Jonual0. Meands Curmaulumn New Hee Curmaslum 7.0 ABC Corporaton 101 Dbector  ABC Corporabion in Progress / Part Dus 514/ 2007
Cotwargance of Salas Tralrngl

Hagan, Km Curmaulum New Mee Curmoslum - r0 Tast: tducational Sarvicas ARC Corparaton In Prograns / Pant Ous MU/ 2007
Corvargance Manager Trainngi0

20, Adewn Curiiulum Ney Hre Surmonlum - 7.0 ABC Compacanan 301 ARG Corparanon In Pragress / Past Due W2/7007
Corwergence Adrminict shae Trainngl0

REPORT CRETERIA

Training Type A

Training Fithe s Nav How Comiadum - Cofmergence

Start Dates Y2007

Fod Date: /102007

Provider: Al

Rueport Coneratad Byr  Hagan, kim

Rargriart Date) S0/ 2007

e 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

Wiew training raquests you have already 2pproved, deferred, or denied. You may change your decision for training that an employes has not yet registered for.

= Printable Version € Exportto Excel

NAME TYPE TRAINING DATE DETAILS
Armstrang Material CAPS - Emational ntalligense Baok s /232016 Details
Armstrong Session How to Make Friends and Influence People Denied 8/23/2016 Details
Brown Material CAPS - Emotional Intalligance Book Registered 8/23/2016 Details.
Brown Event How to Make Friends and Influence People Approved /2302018 Details
patty. Material CAPS - Emotional Intalligance Book Registered /2302018 Details
patty. Sassion How to Make Friends and Influence People stere /2302018 Details

e 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 AssistanlExecutive Secretary (Familiar Job Title)

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

East (Cavision)

Adrministrative AssistantExecutive Secretary (Familtar Job Tithe)

Bhasker , Shalini (] 2% Project Training Completion BNERMZ1Z2IPM s
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
Choosa e et Tty J68)
Display : [ yser Data ;::ETIB nscript
Removed Training : D Include training that was removed from the transcript by an administrator
9, search
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
Manager : Moorza, Tasha
Approver : Richman, Alicia
Required Approvals: 0
Active : Trus
TITLE TYPE PROVIDER ;:.:?EUEST DUE DATE STATUS ASSIGNOR
Walcome to the Leadership Mote Internal 9/5/2013 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 Registared Lolley, 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

CosT

CENTER
EMPLOYEE IDENTIFIER 10 EVENT NAME
Cavansugh. Peter Marketing (Oivision CC-1  New Mire Orientation
Asscolate (Poaition)
White, Eric }SC-1  Buiding the Foundations for Change 1001
REPORT CRITERIA
Start Date: 2
End Date: 2
Provider: Al

Report Generated By: Geande Mansls
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SESSION
N SESSION STARY COST OF WITHDRAWAL TOTAL
TOR NUMBER DATE TRAINING DATE COsY REASO
3 3 2003 s0.00 2/26/2008 8:26 M $0.00 Removed From Transcnot
0017 7/14/2003 $:48 PM  $3.00 $200,00 No Sho
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e Training Progress Pie Chart — displays a visual pie chart of training progress for your team.

Employee Prograss Summary

W Completed

B RegisteredNot Started
In Progress

W Ho Shownithdeawn

197%

81%

Viaw Dataits - 0

“ printable Version 35 Exgort to Excel cevieus | 1-20 of 66 [¥] Next m

Search Results

USERID USER Yes LK IRAINING PROYIDER SIATUS DETAILS
" Daik Grahame  Session Excel XP Advanced CySert ' Azproved B
Daik. Graharmae Session Eric White's ILT Training Cyderd Regiutered 2
Vise. Heidl Session Eric White's ILT Training Cyneru Registersd T
Paik. Graname  Quick Course “Cut-To-The-Chase” with Top Dacision Makers You Achieve.com In Progress 2l
Wise. Heldi Quick Course "Cut-To-The-Chase” with Top Decision Makers You Achieve.com Regatered B
Mhias  &ele Palion Plase . Tammsbirant Shastostas pAnd Moot § Ao £@hieamet= ) @mmndons Yonimina Yor mpiad om
Wize. Haidi Sersion Eric White's ILT Training Cyerd 23
Daik, Grahame Quick Course "Cut-To-The-Chase™ with Top Decision Makers You Achisve.com -6 |
Wise, Helg| Quick Course "Cut-To-The-Chase” with Top Decision Makers You Achieve.com Regatered =23
Whits, Enz COMERH™ HERENRECHIESA " = Sm=mrist At e K ey e oz Gt $03

Wise. Heici Curriculum  Marketing Curricula

InPrograss B

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

Bl Registersd/Not Started
I 'n Frogress
B Completed

Incomplete
I I Fast Due
Manchester, B R=moved

Roy B Exempt

Wiliams,
Ermiily

|:| 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/Content/Reporting/Standard Reports/Track Employees/
Track_Employee Reports Overview.htm?tocpath=Analytics%7CStandard%20Reports%7CTrack%
20Employees%7C 0
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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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