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Logding In

If your organization uses Single Sign On, you will not see this login screen.

Logging In
1. In the User Name text box, enter the User Name provided to you by your organization.

The User Name is case-sensitive. Be careful not to include any spaces before or after
your User Name; spaces are counted as characters.

2. In the Password text box, enter the password provided to you by your organization.

The password is not case-sensitive. After logging in, be sure to change the password
from the default so no one else can access your account!

3. Click on the M button.

T m= Tt Tt im0 T ™ e e s

Plateau Learning | ¢ Help

USER MAME

PASSYWORD

[Login |
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Forgetting Your Password

On the login screen, click on the click here link to have your password emailed to you.

You need to know your User Name.

E‘What if I fo
" If you forgot your password, click here to have it
}emailed to wou, You will need your User Mame
vand access to your email account to retrieve your

"Password,
1

e e T T e e e T e = e—

got my password?

Logging In
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the Community page listing all topics, we would click on the second link. To return to the main
Communities page, we would click on the Communities link.

Sorting Displayed Data

Data is often displayed in tables. In these tables, you can sort by some columns in the table,
and choose ascending or descending order.

Below is an example of the Learning History table. This is the history of all learning events that
you have completed or attempted to complete.

e The Learning History below is currently sorted by the Completion Date. This is evident by
the yellow highlight.

e The ~ indicates it is sorted in descending order.

e To change the sort order to ascending, click on the Completion Date column header. The
arrow will change to +, and immediately re-sort the page contents.

e You can change the sort column to any column over which the mouse pointer turns into a

hand {b . In this case, the Title is the only other sort column.

e T e e T e e e LA e T ol et T e T et L e e e A D T e e T e TR

Learning History

Completion
Date -

B T W o ] g e .« T
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Understanding the Learning Plan

The table below describes each column of the Learning Plan.

Title
* Click to access basic information
about the Item, including:
e Item Key (Item Type and ID)
e |tem Revision (version)
e Description

Company Policies

and Procedures

The Item title is a link. Click to open
a detailed view of the Item record,

including:
e Assignment Information
e Item Details
e Prerequisites
e Substitutes
¢ Related Documents

" Required By

O apr/11/z005

An orange date
with an
exclamation
point indicates
an overdue
assignment.

A black date
indicates the
future Required

Date (deadline).

Status

Indicates your
status or
requirements to
complete the Item.

(See the chart on
the next page)

Action

The available Actions will vary
depending on your status.
Possible Actions are:

e Remove From Plan
Available if ltem was self-
assigned.

e Request Schedule
Available if instructor-led, and
there are no Scheduled
Offerings avilable.

e Launch Content
Available if online content
exists and is available at that
time (some content can be
scheduled for specific times,
and require enrollment in a
Scheduled Offering).

¢ View Registration
Available if you are
registered for a Scheduled
Offering.

e Register
You are not enrolled and
there are Scheduled
Offerings you can register
for.

e Access Community
If a Community exists for the
Item, open the Community.

¢ Join Virtual Session
The Item is a Virtual Learning
Session (ie Centra, WebEXx,
LiveMeeting), and is currently
in session.

Once an assigned Item has been successfully completed, the Learning Event is saved in the
Learning History, and the Item will be removed from the Learning Plan. If an Item remains on
your Learning Plan after you complete it, check the Required Date. Some Items may require
that you complete them on a regular interval, therefore they will not be removed from your

Learning Plan.

My Assignments
Page 12




PLAT=AU

ltem Statuses and Actions

The table below lists the statuses and corresponding Actions that can be displayed in the
Each status and action has a brief explanation to help you

Learning Plan for an Item.

A

understand why that action/status is being displayed.

Status Available Actions

Prerequisites not met
You have not completed the prerequisite Items necessary
to take this Item.

Request Schedule
There are no Scheduled Offerings but you can be
placed on a request list for future offerings.

Remove from Plan
If self-assigned, you can remove an ltem from your
Learning Plan.

Access Community
If a Community exists for the Item, open the
Community.

=

/
{

Enrolled
You are currently registered for a Scheduled Offering.

View Registration
You can withdraw (if you self-registered) and view
registration details from the Registration page.

Access Community
If a Community exists for the Item, open the
Community.

On Waitlist

You are currently on a waitlist for a Schedule Offering.
You may be enrolled if someone drops the class or is
removed.

View Registration
You can withdraw (if you self-registered) and view
registration details from the Registration page.

Access Community
If a Community exists for the Item, open the
Community.

Pending Approval

You have attempted to self-register for a Scheduled
Offering of the Item that requires a supervisor's approval.
The supervisor has been sent an email, and must approve
your enroliment.

View Registration
You can withdraw (if you self-registered) and view
registration details from the Registration page.

Access Community
If a Community exists for the Item, open the
Community.

Enrolled, In Session
You are registered (enrolled) in a Scheduled Offering, and
the class is currently in session.

Join Virtual Session
The Item is a Virtual Learning Session (ie Centra,
WebEX, LiveMeeting), and is currently in session.

View Registration
You can withdraw (if you self-registered) and view
registration details from the Registration page.

Access Community
If a Community exists for the Item, open the
Community.

My Assignments
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Status Available Actions

Enrolled, Not in Session

You are registered (enrolled) in a Scheduled Offering, and
the class is not currently in session. However, the
Scheduled Offering Start Date has passed, but the End
Date is still in the future.

Example: If a Scheduled Offering is 3 days long, from 9-5
each day, and you check your Learning Plan at 7:00 on
the second day, your status is Enrolled, Not in Session.

View Registration
You can withdraw (if you self-registered) and view
registration details from the Registration page.

Access Community
If a Community exists for the Item, open the
Community.

Not Available
There is online content that cannot be launched; the
content has been taken offline by an administrator.

Remove from Plan
If self-assigned.

Access Community
If a Community exists for the Item, open the
Community.

Must be Registered

There is online content that cannot be launched until you
are registered (enrolled) in a Scheduled Offering of the
ltem.

Register
There are Scheduled Offerings available.

Request Alternative Schedule
There are no Scheduled Offerings but you can be
placed on a request list for future offerings.

Remove from Plan
If self-assigned, you can remove an Item from your
Learning Plan.

Access Community
If a Community exists for the Item, open the
Community.

Locked Out
An administrator or the system has locked you out of the
ltem.

Remove from Plan
If self-assigned, you can remove an ltem from your
Learning Plan.

Access Community
If a Community exists for the Item, open the
Community.

Available

There is online content that can be launched, and you
have not yet launched any of the online content for this
Item.

Launch Content
There is online content you can launch.

Remove from Plan
If self-assigned, you can remove an Item from your
Learning Plan.

Access Community
If a Community exists for the Item, open the
Community.

My Assignments
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Launch During Session View Registration
The online content is only available at specific times View registration or withdraw yourself if you self-
during the Scheduled Offering in which you are enrolled. registered.

Remove from Plan
If self-assigned, you can remove an ltem from your
Learning Plan.

Access Community
If a Community exists for the Item, open the

Community.
In Progress Launch Content
You have already launched the online content for this There is online content you can launch.

Item, and can resume using the Launch Content action.

Remove from Plan
If self-assigned, you can remove an Item from your
Learning Plan.

Access Community
If a Community exists for the Item, open the
Community.

My Assignments
Page 15
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Viewing the Item Details A4

The Title of an Item on the Learning Plan and the Catalog is a clickable link. Click on this link
to open the Item Details.

* Replace Light Bulb - Job Aid E

e e R R e e, S R R e, e N o e e I e W R R R L L L

The Item Details display:

e Assignment Information — who assigned the Item, when it was assigned, and when it is
due.

e [tem Details — Delivery method, length, contact person

e Prerequisites — What Items must be completed before you can take the Item. From this
section you can add the Prerequisite Items to your Learning Plan.

e Substitutes — Which Items can be taken in place of the Item you are viewing.

e Related Documents — Click on the Documents listed to open the file. Related Documents
can include pre-work, class readings, and additional information (see image below).

e A e, T i et —_— i PN R S — LT St e gt e et AT T et

Replace Light Bulb - Job Aid

‘
<
5
'
.
'
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¢ Item Summary
» Assignment Information

» Subject Areas (1 Found)

» Prerequisites {0 Found)
¢ Substitutes (0 Found)
¢ Competencies (0 Found)

+» Related Documents

Replace Light Bulb - Job Aid

My Assignments
Page 16



=
A i

PLAT=AU

Assigning Items to Your Learning Plan

¢

You can assign Items to your Learning Plan using the Catalog. You have the option to remove
any self-assigned Item from your Learning Plan.

1. Select Catalog - Search Method from the top menu bar.
(see the Using the Catalog section for explanation about searching)

2. Click on the Add to Learning Plan button in the Action column.

T L o e T T e e NP i e TR e g e e s o T i e P Y R P Y R Yo W

Catalog Search Results

Title .
¥ Basic Electronics = Already Cn
Plan
History of the Light Bulb + “f | 0.00

My Assignments
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Viewing Grouped Item Assignments (Curricula)

Some Items are meaningfully grouped so that they can be assigned and tracked as a single
unit. These groups of Items are called Curricula. Curricula can only be assigned by an
administrator; you cannot self-assign them. While the Items appear on the Learning Plan, you
can view which ones are part of curricula by looking at your Curriculum Status page. Your
status page displays your status for completion of the Curricula you have been assigned.

Select Learning - Curriculum Status from the top menu bar.

Sort
Click to sort by Title or Next Action Date, in ascending or descending
order (the arrow indicates which order is being displayed).

s . - E A. = . e .~ . EE I A

Curriculum Status

Next Action Date .

¥ General Employes Orientation /M Mar/1/2006

Building Access and Emmergency Preparedness & | B Mar/1/z006

MNew Emgloyes Orientation

View Items in the Curriculum Curriculum

Click on the Title to display a list of the Items Completion Status
that are members of the Curriculum, their Each folder
Required Dates, and their Completion represents a
Statuses. These are the same Items Curriculum.
displayed on your Learning Plan, only now Completed Curricula
you can see to what Curricula they are are indicated with a
assigned. green checkmark.

View SubCurricula
Some Curricula can contain other Curricula called SubCurricula. Click on
the * to expand and view the SubCurricula.

My Assignments
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Using the Catalog

The Catalog contains all of the Items and Scheduled Offerings that your organization has
made available to you for self-assignment. You can use the Catalog to locate Items and
Scheduled Offerings, assign Items to your Learning Plan, launch Online Items, and Register
for Scheduled Offerings.

Select Catalog > Search Method (see list below) from the top menu bar.

You can search the catalog four ways:
Browse Catalog

Calendar of Offerings

Simple Catalog Search
Advanced Catalog Search

Browse Catalog

You can browse the Items in the Catalog by Subject Area. Each Item is assigned to one or
more Subject Areas. Clicking on a Subject Area will display all Iltems in the Catalog assigned
to that Subject Area.

— - _ L i _ = = - .

Subject Area Menu

[Expand &ll] [Collapse All] Energy (3)
- - Aug3LAZ2005 0900 Regional Training 0,25 0.00 ;I
Company Policies  (2) &M AmericadMew Center -
Computer and MNetworl Tork

Hardware (1)

Concern for Quality (1) = Intermediate Electronics

Description : This course will cover circuits and transistors in W
Energy  (3) depth - using hands-on labs and lecture.,

Cost: -- Lenagth: 40.00 User Rating: M0 Status: Already On
Environrmental Health and
Safety (1) Replace Light Bulb - Job Aid
Hiring and Staffing  (2) DECERIRR | M
Hurman Resources (2] W

PALit'rarY Itermns (23 Cost: 0.00 Length: User Rating: M/4 Status: --

Technology (2] -
=] 4l | _>|_I

Subject Areas can be hierarchical. Click onthe * to
expand the Subject Area to display the child Subject Areas.

Using the Catalog
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Calendar of Offerings

Search the Catalog by month, week, or day for Scheduled Offerings, and view them in an
interactive Calendar.

e et e s et P i n e
P Month 0 <<« =« Month uf:lJuIy

| |20|35;| +~ - Calendar Searl:h Calendar Options

Calendar of Offerings

‘ Technology (1
Cffering)

et e e .

PR PP R | B WP ST PP R A T S P R N e

For each day in the month, the Calendar
displays the number of Scheduled
Offerings in each Subject Area that are
scheduled for that day.

Each Subject Area may display in a
specific color.

1. Click on the Subject Area to view the Scheduled Offerings.

The Scheduled Offering(s) for that day are listed by Subject Area. Scheduled Offerings may
belong to more than one Subject Area.

Tt T T T T Tt e PR Y P R PP P PP i S LY LIPS T - et Tk P ™ T T L e st T am tm T = g P Y e T2
< l]f'ferln s on Thursda June 30, 2I]l]5
= Day 9 "'r'

[Zalendar Search [Zalendar l]ntlons

Calendar of Offerings

Subject
Area .

. Technology | Basic Electronics | Instructor Led | Regional Training Center| Jun/30/2005 09:00 AM Armerica/Mew York | & hours

Click on the Start Date
and time to display the
Segment details for the
Scheduled Offering.

Using the Catalog
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4. Identify the desired Scheduled Offering.

N

5. Click on the & & button for the Item for which you want to register.

To see more details about the Scheduled Offering, such as the complete class
schedule, contact person, number of people enrolled, and cutoff date for registration
click on the Start Date/Time text.

6. Enter any comments you have about your registration in the Comments text box
(special needs, requirements, etc).

e N T e e TP N R e P P g

PPETp = : - L g FIp e ] L e g g :
Registration Comments

Learner Mame: Bulb, Flash
Registration PENDING (Pending)
Status:

Comments: ;I
[ |
[ Previous | Confirm |

7. Verify the shipping information is correct. Shipping information is only displayed if there
are Materials such as pre-work or post-work associated with the Scheduled Offering.

8. Click on the W button.

9. An on-screen Registration confirmation will be displayed, and an enroliment
confirmation email will be sent to you and your supervisor.

My Registrations
Page 24
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Registering from the Learning Plan

You can register for ltems on your Learning Plan that have Scheduled Offerings available. If
the Item has available Scheduled Offerings, the Register option will display in the Action drop-
down.

1. Locate the Item you wish to register for in the Learning Plan.

2. Click on the

button.

3. Locate the Scheduled Offerings in the Available Scheduled Offerings section.

4. Click on the
Offering.
ettt ot o e et Lt i et ey o et e o g P A it e £ s raae ar

+— Back

Mew Emplovee Orientation

COURSE HRE-001

Revision: Mar/31/2005 04:17 PM America/MNew York

Item Description: This course is required for all new employees, Participants will learn about the organization's history,
corporate structure, mission, and culture.

¥  Assignment Information
¢  Current Registration

+ Available Scheduled Offerings

Start .
1 Jun/27/2005 09:00 AM Junf27/2005 05:00 PM MNew Tork Office
America/Mew York Armmerica/Mew York - Mew vork

Classroom 14

¥ Request Schedule

5. Click on the
register.

button for the Scheduled Offering for which you want to

6. Enter any comments you have about your registration in the Comments text box
(special needs, requirements, etc).

T T

Registration Comments

Learner Bulb, Flash
Mame:

Registration EMROLL {Enrolled)
Status:

Comments: ;I

My Registrations
Page 25



PLAT=AU

£A

{
[
=

7. Verify the shipping information is correct. Shipping information is only displayed if there
are Materials such as pre-work or post-work associated with the Scheduled Offering.

8. Click on the M button.

9. An on-screen Registration confirmation will be displayed, and an enrollment
confirmation email will be sent to you and your supervisor.

Viewing My Registrations

Once you are registered for a Scheduled Offering of an Item, you will be assigned one of the
following Registration statuses:

Enrolled

A “seat” in the Scheduled Offering has been reserved for you.

Pending

You will be enrolled once your supervisor approves the registration.
Waitlisted

You are on a walitlist. If a seat in the class opens up, you will be enrolled.

You can view your registrations from three places:

The Learning Plan

Items for which you have registered display a Registration Status in the Status column
Current Registrations

A list of all Scheduled Offerings for which you have a registration status.

Learning Calendar

A Calendar view of all of the Scheduled Offerings in which you are enrolled.

My Registrations
Page 26
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From the Learning Plan

The Learning Plan displays your Registration Status in the Status column for Items for which
you have registered.

View reqgistrat

1. Click on the button in the Action column to view details about the
Scheduled Offering for which you are registered.

S et et e T T et T e e L T e T e e e e

[Expand &ll] [Coliapse al] ™
Learning Plan Required: [NTENR LI

Required By .

» New Employee A8 | @ aprri1/zos | Enrolled/
Orientation Iaau_nch
uring
SESSian

&l button in the Action column.

e e e e e e e e e e -

* Assignment Information

2. Click on the :

Required Date: Apr/ll/2005 Completion Date: Days Remaining: -11
Assignment Assignment Assigned By: Admin (TRAINING)
Type: REQ (Required) Date: Mar/31/2005

+ Current Registration

Start .
1 Jun/27/2005 09:00 AM Jun/2742005 05:00 PM Mew vork Enralled
ArnericadMew York Arnerica/Mew York Office - Mew
York
Classroom
14

B O T e o T T = e Y Sy Ay Iy R o W e e A W Tou WY Sy Juagr - st g g B

The Scheduled Offering is divided into units of time called Segments, and the class
resources (instructor, facility, location) may change per Segment. The Segments are
listed with their start and end times. If they have been assigned, the facility, locations,
and instructors are also displayed for each segment.

- D T e S T e e A St il T O R T W

=t e — =t ppmnertt

~ Segment Details

1 un/272005 09:00 ) Jun/27/2005 05:00 | MNew vork Office - |,
AM ArnericaMew PM AmericaMew Mew York
Tork Tork Classroom 14

A T L AR e R R e e R B

My Registrations
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From Current Registrations

1. Select Learning - Current Registrations from the top menu bar.

The Current Registrations page displays the Item Title, and the Scheduled Offering’s
Start Date and Start Time, Facility and Location, and your Registration Status.

I T W S T R P DT T e Y Ui A e ey

Current Registrations

Basic Electronics Apriz29 2005 Regional Training Enralled
09:00 AM Center -
ArnericalMew vTork
Mew Employee Orientation Jun/27/2005 Mew York Office - Enrolled
09:00 AM Mew York Classroom W
Arnerica/MNew vork | 14
Intermmediate Electronics Cct/31/2005 Mew Yark Office - Enralled
09:00 AM

ArnericalMNew York

For those Scheduled Offerings in which you self-registered, you can withdraw.
2. Click on the Title to view the Segment Details for the Scheduled Offering.

The information includes the start and end date, start and end time, facility, location,
and Instructor for each segment.

To return to the previous screen, click on the €Back link.

BT et s T T T st T e T LT e e T L T T L e T e T T e T T e e

Offering of Intermediate Electronics

+ Summary Information

Interrmediate Electronics
Scheduled Offering ID: 3270

Item Description: This course will cover circuits and transistors in depth - using hands-on labs and
lecture,

* Segment Details

1 Qct/31/2005 09:00 0 Oct/31/2005 01:00 | Mew vork Office - ,
aM Armerica/Mew PM AmericasMew
Yark Yok

Z Qct/31/2005 02:00 ) Oct/31/2005 06:00 | Mew vork Office - ,
FM Arerica/MNew FM America/MNew
Tork Tork

3 Mov/1 2005 0900 | Mow/1/2005 01:00 | Mew vork Office - s
AM America‘Mew PM .ﬁ.mericaJ{'New

o et e i o e B e e i e e e, o, i, e B e ol i, ot e e e e e e Bl e

My Registrations
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From the Learning Calendar

Select Learning - Learning Calendar from the top menu bar.

The Learning Calendar gives you the option to display your enrollments in a monthly, weekly,
or daily view.

Monthly View

The Calendar below is the monthly view. You can switch to a weekly view by clicking on the
Week link

i N T LT N T T L L T e ]

R Y e U LRI . : .
B vonth [ << < Monthof:[apl  [l[e05] » »» Calendar

Your Learning Calendar

B 03:45 pr: New ] 06:40 AM: New

Employee Employee
Orientation Orientation
(Toronto Office) (Toronto Office)

e Tt i, il ol e R e o e AT i e e B b, e, e B ...,.i--l P N N N gy C S

Click on a day to display the Day view of the Calendar.

My Registrations
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Weekly View

The Calendar below is the weekly view. You can switch to a daily view by clicking on a day of
the week.

Return to monthly view by clicking on the Month link.

e — R

< Week of April 25, 2005 = Calendar
Elweek Options

Your Learning Calendar

P e e TR T

e T T e it e et e T i At e Ay e e At e

B 09:00 AM: Basic
Electronics
(Morning
Sessian)
(Reqgional
Training Center)
Online: Mo
Subject
Area: Technology

B 01:00 PM: Basic
Electronics
(afternoon
Session)
(Regional
Training Center)
online: Mo
Subject
Area: Technology

o el ettt M e e RS el e e e el T e e, b e ol e it e, U et ek R, et e b e a e, R et e i e e

My Registrations
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Daily View

Click on the Monthly View or Weekly View links to return to a previous view mode.

B e e Y T TR T b e T T T e Yt R i el S WA T LR B e R Y Sl e BT sl b S el
< Learning Items on Tuesday, April 12, 2005 = Calendar
Day Options

Your Learning Calendar

Tuesday, Apr 12

. 06:40 AM: Mew Employee Orientation (Default segment) (Toranta Office)
Cnline: Tes
Subject Area: Hiring and Staffing

st e, ) s, P, . Bt o, b et ol o B o, e o e et il s B oy e o e i e i, e et e e, e e e i e B B el

Editing the Calendar Display Mode

Click on the Calendar Options link on any Calendar page to edit and save your Calendar
display mode preference. Check the Remember Calendar Mode checkbox if you want the
Calendar to “remember” the mode in which you viewed the Calendar (Month, Week, Day).

R L L T e R T i e L T I

'« Back

Davs Displayed: ™ sunday First Day of the Week: Sunday
¥ Monday C Monday
pTuesday f" Tuesday
I Wednesday C Wednesday
pThursday f" Thursday
¥ Friday f" Friday
(I Saturday C Saturday

Weekly fDaily Start Time: IIZI?:EIEI AM ,I
WeeklyfDaily End Time: IIZI?:EIEI FM ,I

[ Remember Calendar Made

S A R At et s e Bt et etk et e e e e e e B b e e e, i e R o g e e, e et e et o et e e et

My Registrations
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Approving Enrollments / Online Items

There are two kinds of actions that you can be asked to approve:

e Scheduled Offerings
Sometimes Scheduled Offerings require one or more people to approve learner self-
registrations.

e On-line ltem
Sometimes Online Items require one or more people to approve before a Learner can
launch the online content.

When the learner submits the request, an email notification gets sent to the approver(s)
notifying them of the requested approval.

<~.
% Alerts
‘
ﬁ O vou have learner training approvalss

-' ke A AR e AR ok ot b L R ah aale . e e b i

ST T e T T T T e e

When a request is submitted to you, your Home page
y will display an alert that you have requests pending
¢ your approval. Click on the You have learner
| training approvals link to open the approval tool, or
+*follow the instruction below.

Select Personal - Approvals from the top menu.

Verify the Enter Reasons for Approvals or Denials checkbox is checked.

Uncheck this box if you do not want to enter a reason and have that reason emailed to

the Learner.

Select Approve Deny or Sklp for each submitted enrollment request

) i
3 ;
oo, ]
}E = Internal Training {1} j
}
*

|1
g M Enter Reasons for Approvals or Denials & al  Direct Reports Only W '4_
4| Learner Name . Approve All/Deny All {
g : : f
i ¥ Bulb, Flash Basic Electronics 0.00| EMROLLMENT | oo T r Deny s skip ,
L L
i

: ,J

e, - i e i e e e it e ok A e o e ot ol e, . e, e e Bt e, . o i e, e it i e

Observe that you can filter your list to view only requests from Direct Reports (if you are
a supervisor). You can also click on the * to view the details about the request,
including any comments the Learner may have entered.

My Registrations
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4. Click on the &

' button.

5. Enter a reason for your decision.

Bulb, Flash
Basic Electranics

6. Click on the W button.

7. Click on the

button.

R e I e T e i Ll e L it Tt Ol

Approval Reasons

Learner Mame and Schedule | Approval Reason {optional)

I e e e R

LT T W T L

An approved registration means the learner will be enrolled in the Offering if there is an

available seat.

My Registrations
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6. Complete the required information.

7. Click on the &

* = Required Fields

Instructor:

Grade:
* Completion Status:

* Completion Date:
{MMMAd Sy yyy )

* Completion Time:
(hh:mm aaa)l

* Time Zone:

Total Hours:
(o.oy

Credit Hours:
(o.oy

Contact Hours:
(0.0}

CPE:

8. Enter any comments as needed, and click on the :

Finish

9. Click on the

Enter Learning Event Information

PP S T PR T — M—h—_—p e, e B et e bl B i s P b it B

button.

e e B P L JUr o ! ey

Select

|OL-F‘F'.SS {Online Course Passed) - For Credit = |

Aprizz/2005

&

03:05 FPM

armerica/Mew_vork
Select

T I Y U Y e PR T T W PR FEREER IR e W

: button.

button.

Completing Item Assignments
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Viewing My Learning History

Any time you attempt completion or successfully complete an assigned Component, a learning
event must get recorded. The learning event is a record of the date and time of your attempt
to complete the learning, the completion status, the Item ID and Title, the instructor and grade,
if applicable.

Select Learning - Learning History from the top men bar.

Click on the Item Title to Completion Status
view a complete description The status assigned to
of the Item. your learning event.
I Completion Date
and Time

Learning History

Completion Date -

Workplace Safety Apr/11/2005 09:16 PM | Online
aArnerical/Mew Tork Course

Passed
Building Access Policies and Apr/SF2005 02:38 PM Read or
Proceedures Arnerical/Mew York Viewed

.wﬁmﬁmiﬂﬁé’_ﬁfﬂ'ﬁ&'.ﬂgl ﬂéﬂlﬂéﬂﬂaﬂaﬁi FM | Comn E@:E':L_ et R

P N S W

Print Completion Certificate
You can print your own certificate of completion
for any Item you successfully completed.

Completing Item Assignments
Page 38



PLAT=AU

My Competencies

A Competency is a measurable capability that is required or recommended for effective
performance. Organizations often come up with a list of Competencies for which they want
employees to be able to demonstrate a specified level of mastery.

Viewing My Assigned Competencies
Click on Career - Competency Assignments in the top menu bar.

Free-floating Competencies are Competencies assigned directly to you, and are not part of a
defined group of Competencies.

Free-Floating Competencies

Type Competency Gap Assessed| Required Action

Ahbility Organize and express ideas [ | -1.00 1
clearly orally and in writing

B S T m T e T T P TR W B T e p— e T e T ST S W e g S g I o ey ey T g

Viewing Grouped Competencies (Competency Profiles)

Some Competencies are meaningfully grouped so that they can be assigned and tracked as a
single unit. These groups of Competencies are called Competency Profiles.

Competency Profiles with Associated Competencies

Competency Profile Assigned Date

Electrical Engineers F7 | APR/22/200%

Type Competency Gap Assessed Required Action
Knowledge Computers and Electranics fFy -3.00 3

Knowledae Engineering and Technology Fq -3.00 3

Knaowledge physics £ -3.00 3

Skill Programrming fg -3.00 3

skill Systems Analysis £ -3.00 3

skill Technology Design £ -3.00 3

skill Troubleshooting £ -3.00 3

T s i e b U T B o e e g e ot e B e N e e B B e e B e B o ke mtie St e e e ot et B e e e
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Recording a Self Assessment

1. Click on Career - Assessment History in the top menu bar.

2. Click on the & button at the bottom of the Assessment History.

T e T e ATe e e e e g e et e e AT et et e S0 e e

Page 1 of 2

Electrical Engineers Competencies

Programming (Skill)

Learner MF A 1 z 3 4 5
Unsatisfactory | Needs | Satisfactory Exceeds Excellent
Wrork Expectations
Bulb, Flash e O e e e O

Troubleshooting (skill)

Learner MNEA 1 2 3 4 5
Unsatisfactory | Meeds | Satisfactory Exceeds Excellent
ok Expectations

Bulb, Flash e s s e e s w

iyl e g e il e e e |

3. Rate each Competency as needed (you can skip Competencies).

Subrmit

4. Click on the button.

My Competencies
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Running Reports
You can generate reports about your learning record.
1. Click on Reports in the top menu bar.
2. Click on a Report Name to open the report.
If you are not sure what the reports do, open Help for the reports  section. The Help
will display details about each report.
Curriculum Status 3. Set up your report (see the image on

Individual Developrment Plan the next page).

Itern Requests

Item Status 4. Click on the Ml putron.
Learner Information

Learning Histary

Learning Hours

Learning Meeds

Learning Plan

Tuition

Running Reports
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If you are a supervisor, you have the
option of running reports that include
your subordinates. Supervisors are
hierarchical; you can run reports on

Report Destination

Choose Browser to generate the
report in the same browser
window.

your direct reports, or all of your
subordinates. Choose Local File to generate the

report to a new window or to save

it to as a local file.

e T T L e el T N i) — o - St = s — = L e

Run Learner Learning Plan

Report Title:

Learner Learnihg

&

Report Header:
Report Footer:

Report Destination: Browser © Local File

Report Format: ®ML O csy & HTML © POF

q 00

MaskT&arner IDs

-

Page Preak Between Records

Sort By: @ Iterd O Required Date ¢ Assignment Type © Curriculum

List By: = al B needs O Reqguirerments

CSV files can be
opened in Microsoft
Excel.

Running Reports
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12. Verify your selections and click on the W button.

13. Edit the Assignment Type as needed. You can choose from a list of types by clicking
on the Select link.

14. Edit the Assign Date as needed. This date cannot be in the future, and will default to
the current date.

15. Click on the W button.

Waorkplace Safety REQ Select| |Apr/22/2005 EI

16. Edit the Required Date (due date) for each Item as needed. Some have settings on
the Item record that will affect the default, so you may see different default Required
Dates for each Item.

17.Click on the W button.

) e ) D 0 O D e D ) [ A P A CAE o o T e —3 S O e e o TR T

Edit Required Dates for Students

Bulb, Flash
workplace Safety Apri22/200% ApriZ 22006 Bl

18. If you desire to add or remove more Items to the Learners shown in the previous

s siai button to keep the same list of learners, and start over.

screen, click on the &=

2T e T e = S

Success

Status:

» Successfully added the
iterns to the specified
learners,

Managing Subordinates as a Supervisor
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11. Click on the W button.

12. If there is a price associated with the Scheduled Offering, edit the Account Code field
as needed in order to indicate payment.

13.Click on the W button.

14. Check the Email confirmation checkboxes for each recipient whom you want to
receive an email notification about the enrollment.

15. Click on the W button.

- e e et - P L - S B T e L VL B PILL L

S - ) A RLAPE N R R
Email confirmations to: I" Learners || Instructors I“ Supervisors I* Others

Record Registration

Bulb, Flash ENROLL{Enrolled) Apr/22/2005 06:00 PM
America/New York

Managing Subordinates as a Supervisor
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Opening a Subordinate’s Record

As a supervisor you can open and view the records of your subordinates. This includes
viewing the Learning Plan, Curriculum Status, Registrations, and Learning History.

1. Select My Employees - Subordinates from the top menu.

2. Select one learner whose record you want to view.

3. Click on the

LTI T T T S e

Subordinates

Learner Mame Select
Bulb, Flash O
¥ Swan, Joe O

Now that you have the record open, observe the top menu bar. It shows the name of the
learner whose record you are viewing. |

PLAT=AU

Welcome Tom Edison | Currently Wiewing: Joe Swan | Return to vour records | Home | 2 Help | B Logout

Personal Learning Career Reports My Employees
- — — - - 1 = " =)

LT

To return to your own record, click on the Return to your records link.

Managing Subordinates as a Supervisor
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Viewing Your Communities

1. Select Personal > My Communities from the top menu bar.

The list of Communities displays the Community Title and Type, and the subject of the
Topic most recently posted to for each Community.

e i et e et = e e T e e e e T em L T em e e ST e e e e

|'-.-'iew all Cormmunities |« |
Fecords per Page |10 =] Page: 12 | Mexts
Title ~ Comrunity Type | Last Post Action
P SARETY Geners! [ Subscribe
b New Employee Orientation -- Schedule w
Marf8F2005 09:00 AM AmericafNew
York &
¥ New Employee Orientation -- Schedule w
JunfZ27 2005 09:00 AM AmericafNew
York
¥ Lighting Concepts for the Workplace -- Schedule Dark Cubes w
Augf22 /2005 09:00 AM AmericafMNew
York
b Intermediate Electronics -- Schedule m
o e et e, e i e A o e e gt i e o ke e g o e t e d n Lk et g e e el e 1

The Title column may display symbols:

&  The Community is locked, and cannot have new posts
or replies. The Community is view-only.

@ You have been banned from participating in the
Community; you have view-only access. Moderators
can ban any Learner from posting to a Community.

2. Click on the Community Title to open the Community.

My Communities
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Subscribing to a Community

When you open the My Communities page, you are viewing your list of subscribed
Communities. Subscribing to a Community puts the Community on this list so that you do not
have to search for it in the list of all Communities, which could be very time consuming.

T R P
|'-.-'iew &l Communities 'Im

Fecords per Page |10 =] Page:

Title ~ Comrunity Type | Last Post
P SAFETY General
b New Employee Orientation -- Schedule
Marf8F2005 09:00 AM AmericafNew
York &
¥ New Employee Orientation -- Schedule
JunfZ27 2005 09:00 AM AmericafNew
York
¥ Lighting Concepts for the Workplace -- Schedule Dark Cubes
Augf22 /2005 09:00 AM AmericafMNew
York
b Intermediate Electronics -- Schedule

1. Locate the Community to which you want to subscribe.

2. Click on the Mssssiaand button in the Action column.

My Communities
Page 52

et e T T =T e e am T et e L e e e

Bt iR

1 2 «Previous | Mexts

Action

Subscribe

Subscribe

Subscribe

Unsubscribe

Lock Community

- e et s ot i, 4 e e e e e i o, e o o e e, e A e e e g ﬁf&n“m_
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Participating in a Community

You may participate in any Community listed unless you have been banned from a
Community, or a Community has been locked. You do not have to be subscribed to a
Community to post a message or reply to a topic.

Viewing a Topic

Once you have opened a Community, the Topics are listed. Click on a Topic to open the topic
and read the posts.

Breadcrumbs Community Last Post

Click the Communities link to Title The date of the most recent
return to the list of Communities. posted message and the
subject of the message.

N T e e T T e Rt e e e e T Ty e AR e — e =

topic name to view the messages. The Mgy Topic button allows you to create a
new topic in the community, The Subsgfibe (Unsubscribe) button will allow you
to Subscribe (Unsubscribe) to {from) i

Course Recommendations

A 4
Apr/Z4/2005 12:58 PM
Suggestions for learning about software... 2 aArnerica/Mew York Online
learning tips

Messages
The number of posted
messages for the Topic.

My Communities
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Post a Message or Reply

There are two options for posting a message to a Topic:

1. Post a Message to the Topic 2. Reply to a Post

Scroll to the bottom of the page and This option displays the body of the message
enter your message in the Reply section. to which you are replying in a yellow box at

the bottom of your message.

1. Locate the specific message to which you
want to reply.

2. Click on the W button.

T Tt TR =T e e T e e L rm = ST ST e st S e T T e T e e o L e b TR

' Suh]ect Online Iearnlng tips

By: Swan, Joe ( Learner )
Sent: Apr/24/2005 12:58 PM AmericasMew York

Cnline learning can be very effective; however vou must be self-disciplined. It is great for people whao
will be diligent and complete the learning needed, and are comfortable with tecnology and learning via
the web,

I believe our Catalog has some courses that are cormpletely online and self-paced... try checking the
"online" checkbox when vou search.

Did you ever consider a blended learning course? There are some courses that combine classroom
instruction with web-based content,

v
3

= Required Fields

* gubject:
By: Bulb, Flash {Learner)

Formatting: Italic Ll 4 M 2 Quote  Code  Horizontal Rule

POOCOBO0O00DODED

* Message: ;|

. e oo e ol A, e . P e bk A i e B T e, et e e e s e, 4 o e . i b e ol e B et
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Writing Your Reply

You can format the look of your reply to reflect your attitude and opinions.
1. Enter a Subject for your message.

2. Enter the Body of your message.
See the Formatting Your Message section to read about the Formatting options.

3. Click on the W button to see a Preview of your message.

4. Click on the W button to submit your final message.

NOTE: You cannot edit or remove the message once you've posted it. Only a moderator can
edit posted messages.

T e e e e e e I e R e L W LN R RN P

Reply

* = Required Fields

* Subject:
By: Bulb, Flash {Learner)

Gl Ll [talic Bold Link "Image "Quote  Code Horizontal Rule

DOODCOG0O00CDODED

* Message: ;|

Submit  Preview

My Communities
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Moderating a Community

Some Learners can be designated as Moderators for a Community. As a Moderator you can
edit the Community settings in addition to posting replies and new topics.

IR A Ll et I i

Edit Moderatars = Edit Banned Learners  View Subscribed Users

| view Subscribed Only ;Im B Mew Topic i @ Unsubscribe

Lighting Concepts for the Workplace

Topic Messages |Last Post
Apr/13/2005 03:30 FM

Dark Cubes 1 arnerica/Mew vork =
Dark Cubes Move Topic

Locking a Community

Click on the EsssSSlBEUEN button to allow Learners to read the Topics, but not to reply or
post new Topics.

Adding and Removing Community Moderators

1. Open the Community.
2. Click on the BRI hutton to:

Add Moderators
e Edit the Comments field for the Moderators
¢ Remove Moderators

B R e e

Add Moderators for the Community

Note: You
* = Required Fields can 0n|y add
Enter Learner ID or add one or more Learners from list other
* Learner ID Comments Learners as
moderators

. for the
Community.

Update Moderators for the Community

apply Changes

Zelect All / Deselect All

Marne 1] Commments Rermowve

Bulb, Flash FE-01 |

zelect All / Deselect All

apply Changes

My Communities
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Banning Learners from the Community

Lo |

AN/

You can block specific Learners from posting to the Community. Banned Learners can still

access the Community, but only to view it.

1. Open the Community.
2. Click on the Edit Banned Learners button.

* = Required Fields

Enter Learner ID ar add one ar more Learners from list

* Learner ID Reason for Ban

Update Banned Learners for the Community

Apply Changes

Select all / Deselect All

Mare 10 FReasan for Ban Fernove
Abel, Lyndsey E LTEABEL Inappropriate commmen |

Select all / Deselect All

&pply Changes

My Communities
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Changing My Password

You should change your password on a regular basis to prevent other people from logging in
to your account. Your organization may enforce specific password procedures and schedules.

1. Select Personal - Profile in the top menu bar.
2. Scroll down the page until you see the Password link.

3. Click on the Password link

B AR s

Passwaord; Gkkkddksde

PIM: wokkde ok ok ko

PR S e b WP A R T

4. Enter the old password in the Enter your old password text box.
5. Enter the new password in the Enter your new password text box.

6. Enter the new password again in the Verify your new password text box.

7. Click on the Apply Changes button.

e B R i

Change Your Password
Enter your old password:
Enter your new password:

Yerify your new password:

- e e o e e U, o . e, e 0 e B e it s B e e e s, e Bt i,
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