Learnsoft”

Learning Management System (“LMS”)

User Manual: Manager

V NLFMG-03092017-1

Disclaimer and Warranty Information

Limits of Liability / Disclaimer of Warranty

The information contained within this manual has been carefully checked and is believed to be
accurate, however, Learnsoft Technology Group (“LTG”) makes no representations or warranties for
this manual, and assumes no responsibility for inaccuracies, errors, or omissions that may be contained
within this manual. In no event shall LTG be liable for any loss of profit including (but not limited to)
direct, indirect, special, incidental, consequential, or other damages resulting from any defect or
omission in this manual, even if previously advised of the possibility of such damages. In the interest of
continued product development, LTG reserves the right to make improvements to this manual and the
products it describes at any time, without notice or obligation.
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INTRODUCTION

This guide provides information on how to use the Learnsoft Learning Management System’s (LMS) new,
Task-Centric approach and updated design specifically focusing on functions for the Manager. The
system has been enhanced to make the Manager experience more intuitive and give you quicker access
to complete the training and educational tasks of your team.

This guide assumes you have already had experience with the system as a User. If not, please see the
Learning Management System (“LMS”) — User Manual: Standard User. Only Manager-related tasks,
functions and features will be highlighted in this guide.

OVERVIEW TAB — MANAGER VIEW

Upon logging in you will be presented with an “Overview” of your LMS course and assignment data as a
User. To see the Manager View, click on the Group dropdown box in the upper right hand corner and

select Manager.
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The top section, Overall Dashboard, provides key metrics pertaining to the course, certification and
evaluation completion status of your team members, an overall status icon and a calendar of available
courses. By default, the bottom Section, User List, provides an alphabetical listing of your team sorted
by last name. The title of the bottom section and information displayed will vary depending on Metric
or dropdown selected.



Learnsoft

Overview Tab — Overall Dashboard: Status Icon

The Status Icon allows the Manager, in a single glance, to see if their team members are up-to-date or
overdue in completing their learning related tasks (At this point, this focuses solely on Overdue Class Sessions).

If ths Status Icon displays a Green Thumbs Up, If ths Status Icon displays an orange-reddish open
then items are up-to-date. hand (aka “stop”), then items are overdue. Click
the text link below the hand to display the
overdue items in the bottom section.

You are up to date!

Some items need your attention!
Click here to display overdue items

Overview Profile Search Performance Analytics Team Regorts el

Progress Report Group

Overall Dashboard Pending Certifications Incomplete Evaluations -
6
64 b [ ] [ | |

0 Due Soon / 0 Expired

Upcoming Courses 1 2 3 4
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25 1,506 13 14 15 16 17 18
Courses Due
3 Some items need your attention! 22, 1234 24 4 25 .
oclorgn e St oy e text link below hand icon
4 Course(s) Needing Approval 1 Il

[LEVENOTE All Past Du

Session List

Employee ID Course

Actions

D

m] 225 NotGraded  NoShow ' Complete  Skip 5 Move s Replace Jones Joseph W Administrator Essential Functions - Banking 1/28/2017 12:00:00 AM

] 239 Not Graded  No Show  Complete ' Skip  Move ¢ Replace Jones Joseph W DHS Training 1/28/2017 12:00:00 AM
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Overview Tab — Overall Dashboard - Metrics

The top left section of the Overall Dashboard provides Manager Metrics, a numerical listing of your
Team’s course, certification, evaluation and team member statistics.

Click on any of the numeric hyperlinks to drill down to specific information, which will be shown in the

bottom section.

For example, if you click on the “91 Online” Upcoming Courses hyperlink, the bottom section will
update to a Session List and show you a listing of the two (91) class sessions which your Team members
are enrolled and upcoming.

Overall Dashboard

Upcoming Courses
91 Online

O

Courses Due

Pending Certifications

0 Due Soon / 0 Expired

Incomplete Evaluations
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D Actions
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580788 * Passed  Falled
580789 # Passed * Failed
580790 * Passed  Falled
580792 # Passed * Falled
580794 # Passed * Falled
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580797 # Dacead  Failad

No Show
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No Show
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Manager Metrics - Definitions

64

Upcoming Course — A count of both Online and Classroom courses for
which your team members been assigned or enrolled, but have not
yet completed and whose deadlines have not passed nor whose class

Upcoming Courses dates have passed
1 Online *  Online — A count of assigned / enrolled online courses only
24 Classroom * Classroom - A count of assigned / enrolled Classroom courses
only
Courses Due— A count of Online and Classroom courses which your
2 team members have not completed, but whose scheduled class time
or assigned deadlines have passed.
Courses Due «  Online — A count of your team’s online overdue courses only
2 Online Due

0 Classroom Due

* Classroom - A count of your team’s Classroom overdue
courses only

Pending Certifications
0

0 Due Soon / O Expired

Pending Certifications — A count of certifications for which your team
members have enrolled, but note yet completed.
* Due Soon — A count of Certifications with due dates after the
current date
* Expired — A count of Certifications with due dates that have
passed and are overdue

Incomplete Evaluations
6

Incomplete Evaluations — Evaluations which your team members still
need to complete. Note: For some classes, your team will not receive
course credit unless the associated evaluation has been completed.

Employee Listing
25

Employee Listing — A total count of your active team members in the
LMS system

Total Delinquent Users

1,506

Total Delinquent Users — A count of team members who have
overdue learning activities.
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Overview Tab — Overall Dashboard: Manager Calendar

The Calendar in the top right corner displays the current month. A blue triangle will appear on days
where there are classes available for you to enroll yourself and your Team members. You can quickly
view summary information by rolling your mouse over the specific day.

Overview — Manager View - Calendar Calendar — Rolling over date with blue shading
19
Sun Mon Tue Wed Thu Fri Sat =
26 work Ethics Lab
1 2 3 4
5 | 6 | 7 | 8 | 9 | 10 | 11

State Compliance training

12 13 14 15 16 17

co

09:00 AM
19 20 21 22 23 24 Bankin | cadershin Traininn 1V1 4

T EAED T

N
o

Clicking on the day will bring up additional course details for all such courses (Scroll to see additional
courses and click the Back button to return to the Overall Dashboard).

~

Probation Training LVL 10
) Monday, February 27, 2017 - 08:00 AM

General Orientation
Y Monday, February 27, 2017 - 08:45 AM

Leadership Training LVL 3
1 Monday, February 27, 2017 - 09:00 AM

CPR 2017
) Monday, February 27, 2017 - 01:00 PM

E

You can also directly enroll your team members into a selected course instance scheduled for that day
by....
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Overall Dashbpard Pending Certifications Incomplete Evaluations m

AA1. Selecting the., .0 J
weminscoeJsers from the

e yee Listing Total Delingpent Users

“bottom sectiextye|*3 %% 2and cl\i i !
Courseg Dut H g "
ZOnlin:Duljser |.ISt... the E;‘ali!ieblt Sxfffi!&iff.&‘,ﬁ'.‘.ﬂ""!

Probation Training LVL 10
1) Monday, February 27, 2017 - 08:00 AM

General Orientation
{4 Monday, February 27, 2017 - 08:45 AM

0 Classroorh Due

4 Course(s) Needing Appioval

Leadership Training LVL 3
{4 Monday, February 27, 2017 - 09:00 AM

User List

Employee ID Name

Chen Harrison pd \ CPR2017
Monday, February 27, 2017 - 01:00 PM

cscesc

Davis Elizabeth

oo o olg

‘delmaradmin delmaradmin delmaradmin

Demo NJ njdemo

9]

Doue James JDOUG

8]

After clicking Enroll, the screen will refresh and a confirmation message will appear in the top of the
screen either confirming that selected users were enrolled in the selected course or providing reasons
why they were unable to be enrolled.



Learnsoft

Overview Tab — User List / Session List

By default, the bottom of the Overview Tab shows a team listing (User List).

User List

‘

Jjo|o|o|o|0|D|O|o|3

Employee ID Name « User Name
testinsa testinsa testinsa testinsa
testinsb testinsb testinsb testinsb
testinsc testinsc testinsc testinsc
testinsd testinsd testinsd testinsd
testinse testinse testinse testinse
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testinsg testinsg testinsg testinsg
testinsh testinsh testinsh testinsh
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(e Trcio T R

If course enrollment related Metrics are selected, it will show a listing of specific course session
information (Session List).

Session List

D

580786
580787
580788
580789
580790
580792
580794
580795

580796

o(o|Oojo|o|jo|Oo|o|(o

bl

san7o7

Actions

® Passed

® Passed

© Passed

© Passed

® Passed

© Passed

© Passed

© Passed

© Passed

Failed
Failed
Failed
Failed
Failed
Failed
Failed
Failed

Failed

No Show
No Show
No Show
No Show
No Show
No Show
No Show
No Show

No Show

Complete
Complete
Complete
Complete

Complete

Complete
Complete
Complete

Skip & Move < Replace
Skip & Move ¢ Replace
Skip g Move « Replace
Skip & Move ¢ Replace
Skip 5 Move ¢ Replace
Skip & Move ¢ Replace
Skip g Move < Replace
Skip 5 Move ¢ Replace
Skip & Move ¢ Replace

Displaying [ v
Name
testinsf testinsf

testinse testinse
testinsd testinsd
testinsc testinsc
testinsb testinsh
testmerf testmgrf
testmgre testmgre
testmgrd testmgrd

testmere testmgrc

bactmark tactmerh

Below you will find details for completing tasks in either mode:

Employee ID
testinst
testinse
testinsd
testinsc
testinsb
testmgrf
testmgre
testmgrd

testmgre

tactmarh

Course +

J SEH TEST SCORM - EB
| SEH TEST SCORM - EB
@ SEH TEST SCORM - EB
m SEH TEST SCORM - EB
| SEH TEST SCORM - EB
[ SEH TEST SCORM - EB
J SEH TEST SCORM - EB
| SEH TEST SCORM - EB

W SEH TEST SCORM - EB

— cruTEeT crADM _£n

n «Previous | Next»

0o
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Overview Tab — User List View

The default when selecting the Manager view or when User data is selected, the bottom section will
show the User List. The default will show the Employee ID, Name and User ID information of your

Team members.

User List [ New [ Actions | o REESIEERS

e Employee ID
[m]

]

O

(m]

[m} wigibbons@sbesd.org
O

O

(]

(]

O

(m]

O

O

m]

26 Users (2 Selected) - Page 10f 2

Name

Chen Harrison
cscesc

Davis Elizabeth
delmaradmin delmaradmin
Demo NJ

Doug James
Gibbons William
Grande Doris
Hernandez Bob
Jones Joseph

Ims elizabeth
Martinez Selena
Michael Winn

Paige LaWanda
Probationll Manager

Rogers Kelly

User Name ~
testsuper001

csc

elizabethmgr

delmaradmin

nidemo

JDOUG

wgibbons@sbcsd.org

DGRANDE1

tmsmanager

JJONES

elizabethims.

testuser002

mwinn

testdirect001

MgrProbationll

testuser003 v

Select AR | Unselect Al |

cected | Reme

When hovering the mouse over the Name column, a rollover User Overview will display on the right
side. This will update when changing from user to user.

User List | New [ Actions | o RESS S

& Employee ID
O

o

]

O

]

u] weibbons@sbesd.org
o

i}

O

[m]

o

O

o

el

a

26 Users (2 Selected) - Page 1 0f 2

Name User Name Overview ~
Chen Harrison testsuper001
€sccsc csC *
Davis Elizabeth elizabethmgr
delmaradmin delmaradmin delmaradmin .
DemoN) G— | nidemo -
Do Hover ovgr.a name and
" . Demo NJ
by W summaryinformation — | il ee et 5 o
Grande Doris DGRANDE1 Hire Date 6/23/2016
rder o for that team member e :
Jones Jozeh will displays e g
Ims elizabeth I Completed °
Total Credits o
Martinez Selena testuser002 Total Units o
Michael Winn mwinn
Paige LaWanda testdirec}001 ot
Probotiontl Manager verostionClick the Name /
Rogers Kelly testuserdo3 fleld or the / v
Details link to
bring up detailed Click Print
profile info (See Transcripts to bring
Team tab section) up a printable

version of the User’s
Transcript




Learnsoft

The User List data view is configurable. To add desired column data, click on the gear icon. This will
bring up a checkbox of columns that can be displayed in this particular section. Check the desired data
columns and click Apply. The screen will refresh with the additional columns displayed.

x

User List oA

[ User ID

U O Active

1 Division
[ Last Name
[ First Name
g [ Job Code
[ Job Class
& Job Position

User List

CIEZIR e 1>
N

Q Employee ID Name User Name Division Job Position ~
o Chen Harrison testsuper001 Civil Service Ce ission (CSC)--~Civil Service Ce SC) Region---Civil Service Commission {CSC) Division Training M...

a cscesc csc Civil Service C ission (CSC)---Civil Service C¢ SC) Region---Civil Service Commission (CSC) Division

m] Davis Elizabeth elizabethmgr Civil Service C¢ ission (CSC)---Civil Service C SC) Region---Civil Service Commission (CSC) Division

[m} Civil Service C ission (CSC)---Civil Service C: i SC) Region---Civil Service Commission (CSC) Division

Demo NJ njdemo Civil Service C ission (CSC)---Civil Service C i SC) Region---Civil Service Commission (CSC) Division

Doug James JDOUG Civil Service C¢ ission (CSC)---Civil Service Co SC) Region---Civil Service Commission {CSC) Division

10
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Sort by Column, by clicking on Column name (or up / down triangle if available). A single click sorts in
ascending order. A second click sorts in descending order.

Sort by Name Column in ascending order Sort by Name Column in descending order
Name Name
Account Adminl ztestuser9003 testuser?003
Account Admin2 Zaza Frank L
Account Admin3 Zank Laura L
Ackerman Melville J Yates Ben
Adelman Patti Wright Micheal
Admin Aps woody Kathy

Filter results by clicking on the magnifying glass tool | L |on the right to bring up the filter list.

Use the letters for a quick Last Name filter.

AlABCDEFGHIJKLMNOPQRSTUV W XY Z Other

Displaying lActive v] |Last Name v” Search l ’ Search

Use the variable dropdown box to filter by the selected data type (e.g. Last Name, Cost Center, etc.),
enter the keyword search in the Search free text box and click the Search button.

x
AIABCDEFGHIJKLMNOPQRSTUVY WXY Z Other

Displaying |Active v| [ET | Search | l Search
First Name
rvice Ission eglon-4 User Fu“ Name VlSlOﬂ
rvice Commission {CSC) Region-| User. Name vision
Email
irvice Commission {CSC) Region- Employee ID vision
Department Name
rvice Commission {CSC) Region-{Facility Name vision
Cost Center
irvice Commission (CSC) Region-{Facility Code vision
Region
irvice Commission (CSC) Region-{job code jvision
Job Code Description
1eriff's Office---Law Enforcement joh Class Dffice-Law Enforcement
A . |Job Class Description A
rvice Commission {CSC) Region- Job Position vision

1eriff's Office---Law Enforcemen Job Position Description Dffice-Law Enforcement
Employment Type

irvice Commission (CSC) Region- Speqalty Type vision
Credential Type

irvice Commission (CSC) Region-{Sub Status vision
User ID

11
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Enroll team members from the User List by first checking the box to the left of the team member
Actions

names of those you wish to enroll then clicking on the Action button
the User List.

in the top right corner of

This will bring up the Enroll Users button. Click to launch the Select Learning Object /
Learning Object Instance List.

Select Learning Object

Leamning Object Instance List [ Add Learning Object | Exit | = | > [ESSEER—
o 0 Name - Type Status Start Datetime End Datetime Facility Instructor A

7810 Gener sl Orientation 2 Schoduded 12/16/2016 90000 AM 12/16/2016 1:30:00 PM Innevation - C. Sharon Penn lnts.

241 General Orientaticn Q Schedubed 12/22/2016 90000 AM 12/23/2016 12000 PM Innovation - C.. Sharon Pena lastr...

28926 General Orientation Q Scheduled 12/18/2016 9:00:00 AM 12/18/2014 11:30:00 AM Genesis € - Ce. Administrator Med.

28927 General Orlentation u Schedubed 12/22/2016 90000 AM 12/22/2016 11:30:00 AM Genesh £ - Ge. Administrator Med.

20920 General Orientation n Schedubed 12/26/2016 9:00:00 AM 12/26/2016 11:2000 AM Genesis € - Ge... Administrator Med._.

20929 General Orlentation o Scheduled 12/29/2016 9:00.00 AM 12/29/2016 11:30:00 AM Geness €- Ge. Administrator Med...

%072 UMA 007 Course u Schedued 5/7/2015 1:00:00 PM 5/7/2015 30000 PM Genesis A - Ge. Dheeraj Petla

29073 LMA-00Z Learming Paths a Schedued 7/26/2016 80000 AM 7/26/2016 90000 AM Meeting Rooen... Sand Adminl

29074 LMA-003 Course q Schedubed 5/8/2015 11:00:00 AM 5/8/2015 12:00:00 PM Health & Huma... Ekzabeth Bloxham

29075 LMA 010 Process Status. n Schedued S5/20/2015 2:00:00 PM 5/20/2015 6:0000 PM Meeting Room. Elizabeth Bloxham

Similarly, within this list use the sort and search features to find the desired learing objects.

AlABCDEFGHIJKLMNOPQRSTUVWXY Z Other

Displaying | Classroom V| |Learning Object Name V|| Search Search

Select by clicking on the checkbox to the left of the row of those classes you wish to enroll the selected
users in and click the Add Learning Object button to complete the enroliment.
I Add Learning Object I |

The screen will refresh, the Select Learning Object / Learning Object Instance List will close and a
confirmation message will appear in the top of the screen either confirming that selected users were
enrolled in the selected courses or providing reasons why they were unable to be enrolled.

12
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Overview — Session List View

When selecting course related information from the Overall Dashboard — Manager View Metrics or the
Displaying dropdown selector, the bottom section will show the Session List. This will show data
related to user enrollment in specific course instances.

Session List Displaying B <prevs | nex»
D Actions Name Employee ID Course Due Date "

=] 72 Not Graded ' No Show ' Complete ' Skip 5 Move «s Replace RTC Delmar m Captivate Project No Test 4

[m] 111 *® Passed  Failed * No Show ' Complete * Skip 7 Move s Replace TestUserXXX TestUserXXX m TestGoToMeeting

(m] 112 * Passed  Failed  No Show ' Complete ' Skip 5 Move <5 Replace TestUserZZZ TestUserZZZ m TestGoToMeeting

a 113 ® Passed ' Failed ' No Show ' Complete " Skip & Move o Replace TestUserYYY TestUserYYY m TestGoToMeeting

O 114 ® passed  Failed " NoShow  Complete * Skip @ Checklist 5 Move ¢ Replace Gibbons William il org g State Compliance training

O 115 @ passed  Failed ' No Show ' Complete  Skip @ Checklist 5 Move & Replace Rogers Kelly m State Compliance training

o 116 @ Passed  Falled ' No Show  Complete ~ Skip @ Checklist  Move ¢ Replace Martinez Selena | State Compliance training

O 117 @ Passed  Falled " NoShow  Complete ~ Skip g Checklist  Move o Replace Williams Bob m State Compliance training

To view detailed session information, simplyclick on the Name or Course fields of the desired record.

Learning Object Session W m

=Student Info
Name: Williams Bob User ID: 164
Phone: D¢ Civil Service C (CSC)-—Civil Service Commission (CSC) Region---Civil Service Ct
Current Status:  ENROLL Emall:  jgittleman@leamnsoft.com
= Authorizer Info
Authorizer Name: Email:
Phone: Fax:
= Session Info
Course Name: ~ State Compliance training Start Date Time:  2/28/2017 9:00 AMPST

End Date Time:  2/28/2017 11:00 AM PST

Description:
Lsglm Administrator
Instructor(s):*
Duration:
Vendor:
Direction:*
Data Center - Command Center
Location:* ADDRESS : 2213 Executive Drive
2/18/2017 11:13 AM (Enrolled, Administrator Lsgim d) Notes:*

When in Session List Mode, you can also use the Displaying dropdown box to select the desired session
information to be shown.

Er

Class Session Complete
Enrolled Classroom

e Past Due Courses - 60 days
Past Due Courses - 90 days

eelD

- Past Due Online
Past Due Classroom
Past Due Assignment

Past Due Certification

13
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The Session List data view is configurable. To add desired column data, click on the gear icon. This will
bring up a checkbox of columns that can be displayed in this particular section. Check the desired data
columns and click Apply. The screen will refresh with the additional columns displayed.

ST S VS AP S—
x

Session List

| im| Department

i [ Type

[ Start Datetime
I 1 End Datetime
d [ Facility

M Enroll Date

Session List Dislayig

m.wmmm.

a- D Actions Name Employee ID Course Enroll Date Status Due Date

] 72 NotGraded  No Show  Complete ' Skip 5 Move ¢ Replace RTC Delmar m Captivate Project No Test 4 Enrolled

o 111 Passed - Failed  No Show * Complete * Skip & Move  Replace TestUserXXX TestUserXXX | TestGoToMeeting Enrolled

Sort by Column, by clicking on Column name (or up / down triangle if available). A single click sorts in
ascending order. A second click sorts in descending order.

Sort by Course Column in ascending order Sort by Course Column in descending order
Course Course
o W Weapons of Mass Destruction - Chemical
o W Weapons of Mass Destruction - Chemical
o W Weapons of Mass Destruction - Chemical
o W Weapons of Mass Destruction - Chemical
B 2009 inservice Sept W UPDATED 2016 FSRMC RN gN Transitional Care Unit Annual Competency
B 2009 inservice Sept W UPDATED 2016 FSRMC RN gN Transitional Care Unit Annual Competency
B Access 2010 Introduction B Tuberculin Skin Test
B ACLS - Provider - 12 contact hours BRN B Tuberculin Skin Test
B Adult Patient B Tuberculin Skin Test
B Adult Patient W Tuberculin Skin Test
B Adult Patient W Tuberculin Skin Test
B Adult Patient W Tuberculin Skin Test
— AT N EFen TR ieae i e

Filter results by clicking on the magnifying glass tool | L |on the right to bring up the filter list.

Use the letters for a quick Course filter. Use the in search drop down to select the variable to filter by,
enter the keyword search in the Search free text box and click search.

14
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x
AIABCDEFGHIJKLMNOPQRSTUVWXY Z Other
Course Name v|| Search Search
Weapons of Mass Destruction - Chemical Trae NJ-—-Relemen

Attendee Last Name
Employee ID

Jones Joseph iiones m Adult Patient

Approve / Deny Permission to Enroll In a Course

Certain courses may require Manager Approval for their Team members to complete enrollment. These
users are placed in a special “Pending” status until the Manager approves or denies their enroliment.

To see a list of your team members who are awaiting approval, first, click on the “Course(s) Needing
Approval” button in the top section or selecting the “Pending” option from the bottom section
Displaying dropdown selector.

Progress Report

Overall Dashboard Pending Certifications Incomplete Evaluations
0 6

0 Due Soon / 0 Expired

Upcoming Courses
1Online

2 Employee Listing Total Delinquent Users
25

24

»

Courses Due

2 Online Due
0 Classroom Due

4 Course(s) Needing Approval

Session List Displaying
ﬁ ID Actions Name Employee ID Course Active
[m] 161 v Enroll )¢ Deny Smith Mario msmith CPR 2017 True
O 162 v Enroliy¢ Deny Smith Mary Anne masmith CPR 2017 True
O 163 v Enroli 3¢ Deny Smith Sarah ssmith CPR 2017 True
O 164 v Enroll )¢ Deny Smith Jane jsmith CPR 2017 True

. VEol click the Enroll text link to approve the enrollment.

Den
. X ./ Click the Deny text link to Deny the enrollment

15
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Team Tab

The Team tab provides the manager with access to User List information in full screen format. It also
allows the manager to drill down into Users, Enrollment and Competencies / Skills (if enabled).

The default view is a listing of Users that make up your team as shown in the User List.

) Overview Prosie [y

User List

o User ID
1368660
1368661
1368662
1367058
1300940
1368157
1368164
1347397
1342788
1368263
1348640

admin} test

Archtics | 385 Team Boporn

Adaministrator Prohealth

Administrator Sandbox

=1 L.

When hovering the mouse over the Name column, a rollover User Overview will display on the right
side. This will update when changing from user to user.

User List [ New | = | o [PSNYpI—.

Hover over a name and
summary information ~ |
for that team member

ill display.

& User ID Name
1388660
1368661
1348662
1367050
1300940
1368157
1368164
1367397
1362780
1368261 Ademin Gutherie
1368640 Admin Sand
1368154 adeind test
998892
1348230 Administrator Prohealth
1337638 Adminlstrator Sandbox

Overview

Account Admin2

Click Details or
click on the
Team member
Name to bring
up detailed
profile info

> Earty Intervention Program
adenin2

dchoprazteamsoft.com
Wes Gotn PrRTeN
Courses s
o o
Cortifications 1
Past Dve o
Comleted 3
Total Crecits -
Teast Uit 2

Clkk Print

Transcripts to
bring up a
printable version
of the User’s
Transcript

16
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Team — Navigation

The User List data view is configurable. To add desired column data, click on the gear icon. This will

bring up a checkbox of columns that can be displayed in this particular section. Check the desired data

columns and click Apply. The screen will refresh with the additional columns displayed.

Sort by Column, by clicking on Column name (or up / down triangle if available). A single click sorts in

Account Admint
Account Admin2
Account Admind
Ackerman Melvile |
Adclenan Patti
Admin Aps
adminky

Admin Cubie
Admin BS

Adurin Guthesie
Admint Sand

admind tess

[T y ogram A-IC

N3 MeduRx Plaza- - Earty Intervention Program A-JCOOPER 00100784

Ni-—-Daternal--Community Physicns EXT-CP

NJ--Kelemen Bidg-+-Post Anesthesia Care Unit A-KELEMEN 00100665

NJeesd MR PLaza-—-Med - Recearch 3 MeduRx Plaza A-IMeduRte-07586601

N3 MeduRx Plaza--Behaviorl Health Dept BHD-201
N---3 MeduRx Plaza-—Behavioral Health Det BHO-201

N3 MedulRx Plaza-Behavioral Health Dept BHD-201

MEN-00100906

CIAl

[JUser Name
[JEmployee ID
[ Active
[IDivision
[JLast Name

x

ascending order. A second click sorts in descending order.

CP Medicine

Sort by Name Column in ascending order

Sort by Name Column in descending

order

Name

Account Adminl
Account Admin2
Account Admin3
Ackerman Melville J
Adelman Patti

Admin Aps

Name

ztestuser9003 testuser?003

Zaza Frank L
Zank Laura L
Yates Ben
Wright Micheal

woody Kathy
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Filter results by clicking on the magnifying glass tool L |on the right to bring up the filter list.

Use the letters for a quick Last Name filter. Use the in search drop down to select the variable to filter
by, enter the keyword search in the Search free text box and click search.

x
AlABCDEFGHIJKLMNOPQRSTUVWXY Z Other

Displaying |Active v| |Last Name v|| Search Search

x
AIABCDEFGHIJKLMNOPQRSTUVWXY Z Other

’ Search H Search |

Displaying |Active v

First Name

User Full Name
User Name

Email

Employee ID
Department Name
J Facility Name
Cost Center
Facility Code
Region

job code

Job Class

Job Position
Employment Type
Specialty Type
Credential Type
Sub Status

User ID

Enroll team members from the User List by first checking the box to the left of the team member

names of those you wish to enroll then clicking on the Actions button on the top right corner of

the User List to bring up the Enroll Users button Click to launch the Select Learning

Object / Learning Object Instance List.
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Select Learning Object

Leamning Object Instance List | Add Learning Object | Exi | = | » FESRITA.
o (3] Name - Type Status Start Datetime End Datetime Facifity Instructor A

7410 General Orientation a Schodubed 12/16/2016 9.00:00 AM 12/16/2016 1:30.00 PM Innovation - C Sharon Penn knstr.

2411 General Orientaticn a Schedubed 12/23/2016 90000 AM 12/23/2016 12000 PM Innovation - €. Sharon Penn lastr...

28926 General Ovientation o Scheduied 12/18/2016 90000 AM 12/18/2016 11:30:00 AM Genesis - Ca... Administrator Med_.

28927 General Orlentation u Schedubed 12/22/2016 90000 AM 12/22/2016 11:30:00 AM Geness £ - Ge. Administrator Med.

20920 General Orientation a Schedubed 12/26/2016 90000 AM 12/26/2016 11:3000 AM Genesis € - Go.. Administrator Med._.

20929 General Orlentation [} Schedted 12/29/2016 9:00.00 AM 12/29/2016 11:30:00 AM Genesis €+ Ge.. Administrator Med..

29072 UMA 007 Course: u Schedufed 5/7/2015 1:00:00 PM 5/7/2015 30000 PM Genesis A - Ge.. Dheeraj Petla

%073 LMA-002 Learming Paths a Schedused 7/26/2016 80000 AM 7/26/2016 90000 AM Meeting Rooen... Sand Adminl

29074 LUMA-000 Course [/} Schedubed 5/8/2015 11:00:00 AM 5/8/2015 120000 PM Health & Huma... Ekzabeth Bloxham

29075 LMA 010 Process Status. n Schedufed S/20/2015 2:00:00 PM 5/20/2015 6:00:00 PM Meecting Room. Elizabeth Bloxham

Similarly, within this list use the sort and search features to find the desired learing objects.

AIABCDEFGHIJKLMNOPQRSTUVWXY Z Other

Displaying | Classroom V| |Learning Object Name /|| Search Search

Select by clicking on the checkbox to the left of the row of those classes you wish to enroll the selected
users in and click the Add Learning Object button to complete the enroliment.
I Add Learning Object I |

The screen will refresh, the Select Learning Object / Learning Object Instance List will close and the a
confirmation message will appear in the top of the screen either confirming that selected users were
enrolled in the selected courses or providing reasons why they were unable to be enrolled.

.testuserlol testuser101 has been successfully enrolled. (2017 1B/LDRP SKILLS BLITZ)
mtestuser102 testuser102 has been successfully enrolled. (2017 1B/LDRP SKILLS BLITZ)
mtestuser101 testuser101, Enrollment Error : There is the date conflict between the sessio
mtestuser102 testuser102 has been successfully enrolled. (ACLS Course 1)

) Overview Profile () Search Il Analytic
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Team Tab — Team Member Profile (User Details)

Clicking on the Name of a team member in the User List or clicking on the Details link from the team
member’s Overview, will bring up the team member’s Profile info (aka USER DETAILS). Different
section tabs at top allow you to quickly access the team member information relevant to your search.
Simply click to access that information.

Overview (roups Enveliments Rssignments Certifcations Evaluations Competency Suceession Development Detalls

Team Tab — Team Member Profile — Overview Tab
By default the Overview tab displaying basic HR and User Information will display.

USER DETAILS : ADMIN3 ACCOUNT - LEARNSOFT ID - 1368662

Py Tasscrer |l Eorr [l Avon Tean § Bur

Persenal Informatien

Usor Name:*  admin3 Emait  dehopra@learnsoft.com

First Name:"  Admind Work Phore:
Middle Name: City:
Last Name:*  Account State:
Birth Date: Zip
Gender: Country:  United States Of Anserica
Language:”  English (US) Change Password
Employee Information
Employee ID:  admin3 Hire Date”  3/31/2016
Badge 10: Promotion Date:
Employment Type:®  Employee Termination Date:
Position: Rehirod Date:
Division*  Early Intervention Program Salary Grade:
Supervisor Lavel Leadership Assessment Levek
Speciaity Type: Schoot:
Credential Type: COL Classification:
Sub Status: COL Expiration Date:
Safety Sensitive:

Team Tab — Team Member Profile — Buttons

Buttons in the upper right hand corner, will allow you to perform the following functions:

Provides a transcript report in a
separate window. This can be
printed.

Allows you to edit/ | Provides a listing of
fill-in changes made to the
information (where | profile and lists those

allowed) making the changes.

Exits the profile
and returns to the
Team tab.
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Team Tab — Team Member Profile — Groups Tab

The Profile - Groups tab provides a listing of the LMS-specific groups which a team member is or has
been a member. It also indicates which Division to which the role is associated. The Active column
indicates if the association is still active and the Primary Position column will indicate which is their

primary role
USER DETAILS : ADMIN3 ACCOUNT - LEARNSOFT ID - 1368662 m m
Available Groups
Crop Namse. Primary Dwision Owimion Prienary JobPorition Posticn Recursh Active
Standard User Yes NJ---J MeduRx Plaza-—Early Intervention Program A-JCOOPER-00100784 Yes Yes
Administrator No Learning Center No Yes Yes
Clhent Supmr Aderinintrator No. Lnarning Conter No Yeu You
Maruger No Learning Center No Yes Yes
Instructor No Learning Center No Yes Yes

Team Tab — Team Member Profile — Enrollments Tab

The Profile - Enrollments tab provides a listing of all the courses which the team member has been
enrolled in. It allows the Manager to search user learning records to ensure they have completed
required courses. The columns list the Learning Object (course name), Enroliment Status, Completion
Date (if completed), course Type, shows how the user was enrolled (Assignment) and provides any
course Attachments. For classes that the Manager enrolled the user, which have not been completed,
there is an Action column, which allows the Manager to Cancel the enroliment.

USER DETAILS : ADMIN3 ACCOUNT ~ LEARNSOFT ID - 1368662 Puint Transcnwt B Eor |l Avor Tean 8 Exir
[
Available Learning Object Sessions New Learming Object Sessioe:
L Gt Suom | CoowletaDvem e SunDus  Sare Mgont At Acton
OnLine
cubtural competency newbuild module2 Ereoled z;:::' Manager] x
Classroom ,
General Orlentation Comgieted 3/31/2016 g:nn:m:l’;x“ resmt
Coritmfs Wikt Do & B Adein ﬁm::‘“"‘vwmu
Sand)
On-Line
Harvard MM - Mimaging Usward Ervoted T ml Seboet X Cave
Envolled
Classroom ;52014 (Required By
Ebola Advanced Training Ervoled g\:‘l\":m’mm m?“éjmlo
J
USER DETAILS : ACCOUNT ADMING - LEARNSOFT ID - 1368662 | et Toasscarr | € Jf Aceer Yasn | o |
Available Learning Object Sessiors
A subset of I T e — i
: et comprisicy ol modied Corotog T bt o
course is shown Coume o
Gromt rtrton Comstens 217036 a1 [
. Coine O
by default. Click N gk o e
arts o300 AM
RSP — Corotod Trarig i
the Show More o s
S Mamger)
. . Clmwonm 20 oony Prgoed By
Ebols Advanced Tesining Envolled Iestraction,
Learning Object e eooma e
D'-”-!VIX’N“ Eavolied
. . Coneesi Ooertotion P Pt F
Sessions link to & iy
T MG Earotes T Frnna s o
OnLine
expand the page T widia s e
and show all the PR ———— Evotet T et i e
Qurliee Eavoled
. . 2l conse Evvoted T : i ioned
Learning Object P— s sl =
Sessions. e
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Sort by clicking on the blue, sortable column headings. A single click sorts in ascending order; a second

click sorts in descending order.

USER DETAILS : ACCOUNT ADMING - LEARNSOFT ID - 1368662 | £ ) Auort Toan | e |

Avallable Learning Object Sessions

e Ootect on Goryseis st Ter swtom ke Jovgnt Aacmert. Actom
Canceled
Qussroom.,, 1
LI Gy Adein M7 3112014
o (Adint a0 AM
Sand) Sorm
Classrcom o .
Goveral Ovieration Comgiesed HIV2016 Wstrvcsons oy sty
Course Plassee
i
cultunal competency newbnild modale2 Envoled Trairing b
Course Oange
OnLine
Marvard MM - Managing Upeard Coroted Tralelrg o
Course Ponigw
tnroles
Fcka Advascnd Trsring Fovoed straction, 0 20 Petvired
el Due9/12/2016)
Clautrcom
11/1372016 Enroled
Ganeral Otertation Emvoted mstrcson g I 4
Coure Plmage
Oninn
Envoted
Test- MG Envoled Tosining Py
P Manager) ®
Onrlise
Enmobes
CREEGmE Eneotes Tralning St 3 e
e Masager)
Online
. Envoted
Captivace Project No Test & tnrokes Traiirg
& Mamager)
Onlioe
Enrotes
2 Test Cowse trotes Traeing
: (Mamager)
Classroom
] . 2rrs ot
Conrsn Pmager

Cancel any not completed courses which you, as the Manager, enrolled the user by clicking the

XCancel text link and pressing OK in the confirmation popup.

e I i

USER DETAILS : ACCOUNT ADMIN3 = LEARNSOFT 1D - 1368662

Available Learning Object Sessions

[Pm——

By Aderin o 2431/2016
Cootetine Waitist Demo Conrse . o s
Sand)
General Orfentation Comgieted 3/31/2016
utural competency sewbuld modute2 Envolied rerons Byl
Harvard MM - Mansging Upward Emvoled : Seboct 3¢ Canial
Evela Advanced Training Ervored
Message frem webpage
Garoeal Oclentation Ereoled
0

Tost - MG Freoted Sobact 3 Co
CRE Exam B Envoliod Caexel Sebvet 3¢ Carmel
Capehate Preject No Test & Ervolea Tranieg Manager) s .

ourse

On-Lise

Errolled 2

2 Test Course Ervoled Traieg - 1 Seect

Classreom

97772016 Favcted

Course tor bnstructor Evaaation Ereotnd ot 2 .

Team Tab — Team Member Profile — Assignments Tab

Click the Profile - Assignments tab to see a listing of all the team member’s assignments, the associated

courses (Learning Object), their due dates and completion Status and Date Completed (if completed).

Expand and sort as outlined in the Enrollments section.

Asgreerts Comoesacey Devricomers
Available Assignment Sessions
bire Learsieg Object saatn e O Dt
Annusal Mandatory Assignment 1 Annual Mandatory Education Course 1 Completed 13172018 1/31/2016
Annasl Mandatory Assignment 2 Al Mandatory Education Courve 2 Envolied /3172016

Complete

Yes
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Team Tab — Team Member Profile — Certifications Tab

Click the Profile - Certifications tab to see a listing of all the team member’s Certifications. Note, these
are LMS-based certifications, which may differ from external certifications or licenses (If the latter info is
passed from the HRIS system, it can be seen in the Current Licenses subsection of the Details tab, below). The
Certification Name, associated courses (Learning Object), completion Status and Expiration (on) Date
are shown in column format. Expand and sort as outlined in the Enrollments section.

Available Certifications
Certfination Name Rewurs Credits Credit Hours Credt Unis Lorning Obect Explres Expires On Curredete

Highway Drivieg. No Highway Oriviag Yes 7/21/2017 Yes

Team Tab — Team Member Profile — Evaluations, Competency, Successions & Development Tabs

The Profile - Evaluations, Competency, Succession and Development Tabs refer to information that is
part of the Talent Management Suite (TMS), a separate set of modules that integrate with the LMS. If
your organization has purchased TMS modules, please see associated documentation for these section

Team Tab — Team Member Profile — Details Tab

The Profile - Details tab provides a single page, scrollable version of all the other tabs. Simply scroll up
or down to access the desired section.

bunsas miwmesas

S e

arret Segeens

\wadibie Learmng Cttoct Souiant o Lo e S

S.
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Search Tab

Clicking the Search tab will yield an easy to use yet powerful search feature that in a single page
combines multiple search methodologies including keyword, predictive, advanced, calendar and catalog

When first accessing, the right side Result List will auto populate with a listing of all classes which you
have permission to enroll yourself and your team members

ESTMGR TESTMGRI | LOG C ADVANCED VIEW VIEW CART HOME
Overview Profie Search Aniytic Team Report
Criteria Result <Previous | Nexth
Learning Object Name A

? ACLS Course 1

Catalog I ,i‘ :l Type: Classroom Instruction Course Start: 2/9/2017 5:00 AM End: 2/9/2017 7:00 AM
Description:

Course Type Room : TBD - TBD.

® Al
© Classroom

Leadership Level Skills

Type: Classroom Instruction Course Start: 3/1/2017 10:00 PM End: 3/1/2017 10:30 PM
Description:

Room : SEHC Dolwick - 2107

Envoll Details
Online

Event
0 Certification

=E|

SEH - TEST - Instructor B

Type: Classroom Instruction Course Start: 3/2/2017 9:00 AM End: 3/2/2017 11:00 AM
Description:

Room : SEHC Dolwick - Executive CR 2301

Advanced Search

=E|

SEH - TEST - Instructor C

Type: Classroom Instruction Course Start: 3/1/2017 1:00 PM End: 3/1/2017 1:45 PM
Description:

Room : SEHC Data Center - Conference Room F

Enroll Details

ﬂ

SEH - TEST - Instructor D

Type: Classroom Instruction Course Start: 3/2/2017 3:00 PM End: 3/2/2017 4:00 PM
Description:

Room : SEHC Edgewood - G

ﬂ

SEH - TEST - Instructor E

Enroll Detais
A Type: Classroom Instruction Course Start: 3/3/2017 9:00 AM End: 3/3/2017 10:00 AM

Description:

Room : SEHC Dolwick - 2103

T

SEH - TEST - Instructor F
=1 Tuuna: Claceranm Incbnietinn Couiren Shark: 2/2 /017 100 DM End: 21219017 200 DA
1748 Results (0 Selected) - Page 10f 110 Select A | Unselect Al | Re
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Search — Predictive and Keyword search

Criteria

Search for
Catalog

Course Type
® Al

© Classroom
© Online

O Event

O Certification

Advanced Search

Start entering
keywords

Free Text Field allows
you to enter keywords

Select Course Type to
narrow results.

Click the Search button
when ready to search

Google like “Predictive Search”
offers suggestions based on
actual course names. Click on
any of the suggestions to
search (no need to click the
Search button).

esult List

ria

‘Geq % search T# Learning Object Name

Getting Results without Direct Authority: Building Relationships and Credibility
Getting Results without Direct Authority: Persuasive Communication

Getting Results without Direct Authority: Reciprocity

Getting Results without Direct Authority: Influencing Your Boss

Getting Ready to Present

Getting Time under Control

Getting Started with Access 2010

Getting Started with Excel 2010

Getting Started with Outlook 2010

Getting Started with PowerPoint 2010

Getting Started with Visio 2010

Getting Started with Word 2010

Getting Started with SharePoint 2010

Getting Online, Sharing, and Using SkyDrive in Windows 8.1

Getting Started with Windows 7

Getting Started with WCF 4 Using C# 2010

Getting Started with ADO.NET 4 DataSets Using C# 2010

Getting Started with WCF 4 using VB 2010

Getting Started with ADO.NET 4 Connections and Commands Using Visual Basic 2010
Gettina Started with ADO.NET 4 DataSets usina Visual Basic 2010

Search results are displayed in the Result List on the right side.

Result List

; Learning Object Name .

Getting Ready to Present
Type: On-Line Training Course

W @ @ @@

Description: Are great presenters born or made? If they're made, how? What do you do to become skilled at presenting? The
ancwer mav dmolv be 3€* nrenare. Find out a< much < vou can about voar audience. and clearlv define vour ourmase. Then
Getting Results without Direct Authority: Building Relationships and Credibility

Type: On-Line Training Course

Description: How can you get results If you don't have authority? C and di

y are
necessary. becausa they allow vou to influence athers. If vou have effective influancing sidis. voull be able to eet what vou nad

Getting Results without Direct Authority: Influencing Your Boss

Type: On-Line Training Course

Description: The idea that you can influence your boss may seem at odds with a traditional view of the boss-employee
relationshin. But vou know hest how vou want to be managed to reach vour soals. and i vou focis on huildine a oartnesshia
Getting Results without Direct Authority: Persuasive Communication

Type: On-Line Training Course

Description: Communicating persuasively is key when you want to get results in situations where you don't have direct

aurhority. To commimicate nercacivaly. it's imoortant 1o think from the ather nerwn's nercoective. How and what vou ade and

Getting Results without Direct Authority: Reciprocity
Type: On-Line Training Course

Description: One way to get results without authority is to leverage the law of reciprocity. For example, you help someone with
a difficult analvis and that nersn in furm helns vou it taesther a presentation. Or vl sunoart A calleague in 3 mesting. and

Loroll
Enroll

Enroll
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Search — Advanced search

Click Advanced Search Arrow to

Catalog open Advanced Search Menu

Course Type allowing refined course lookup.

@ Al

o Classrcom
O Online

O Event

O Certification

Advarced Sewch <

Instructor
Blank Ua K.
Dawis Michele Sue
Ddancy Sandva

Dust Steve F
Date Range Narrow to a date Range by

f :::d‘;‘:;m selecting Specific Date, then

Start Date entering a Start Date and End

o Date.

Facility
» Select One -

Training Vendar
Select One +

Room
poacOne: Use dropdown Selectors to

Togic choose from a list of
— prepopulated options.

CE Hewrs »

Select One -

Accreditation
+ Select One -

Job Pasition
Select One -
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Search — Detailed Info & (Manager) Enroll Team

To see detailed information, click the Details button to the right of the row of the desired course.

Room : Innovation - Central - Magnet Central

2016 FSRMC RN 9N Transitional Care Unit Annual Competency
Type: Classroom Instruction Course Start: 9/1/2016 9:00 AM End: 9/1/2016 5:00 PM

Description: 9N Unit specific competencies

Room : School of Nursing Classroom - School of Nursing Classroom

Enroll Details

This will bring up the Course Info Page which provides detailed information which may include Course
Name, Description, Start and End Dates, Authorizer, Payment and Instructor Information, Location,
Directions and even a Course Outline.

Click the Enroll button to
enroll yourself into this class.

LEARNING OBJECT INSTANCE

Please click Enroll button for enrolling in this learning activity.

=4

Course Name: 2016 FSRMC RN 9N Transitional Care Unit Annual Competency

9N Unit specific competencies
Description:

Vendor:

Account Adminl Start Date:  9/1/2016 9:00 AM PST
Account Admin2

- Account Admin3
Authorizer: - |, /0. ran patt

Admin Aps End Date:  9/1/2016 5:00 PM PST
Admigg Cubic

Duration (in hours):

Payment Mode: ]
Paid Time : ¥ Notes:
Duedate: [/
g of Nursing Ci - School of Nursi
List Price: = e R ‘! ursing Classroom ool of Nursing .

If additional Authorization is
required, select an
Authorizer from this list.
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To Enroll your Team Members, click the Enroll button to the right of the row of the desired course.

This will bring up the User Lookup / User List which will allow you to search your team and select the
team members to enroll (see prior sections regarding searching, filtering and sorting).
members have been identified, simply click on the checkbox to the left of the row wi
click the Add Attendees button

nce team

Search Attendees

their name and

)

USER LOOKUP. )

Plosse saloct users by thecking the checkbox and dicking “Add™ button
Last Nasme: First Masme [rep— Employes ID; o0 |

User List | add attendoes | = | o PTSSITSN

Managers can also add a Deadline for the selected enrollments clicking the list icon ——_ and adding a
Due Date (Note: The additional comments field may be enabled in a future release). This action must be taken
before clicking the Add Attendees button.

Due Date Comments

272822301 2 3

Today Close
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Search — Calendar Lookup & (Manager) Enroll Team

Calendar View |
Click the i button to view upcoming classroom-based classes in a calendar format.
Calendar e
(G [#][December 2016 [
Meodasy Tuesday Wednesday Thursday Friday Sal/Sun
s
4
b
R Geecal Crmetaton (3:00 AM - 1:30 i /\I-i Gararal Grwrtancn (%30 K - 4030 P8 ~
PET): P - Uvewabion - Carienl - Mgt v PST), Rowen - SOM Muetinng Fuswm € - SOM v
:
I.; CGarard Craceanin (9530 A0 - 110 AN ~
ek mn B 1 3
: o i : - .
) Garwesl Cruetanon (3630 AN - 1130 A4 AR Ganand Onastanon (0 40 - 139 50 Al-q Gurrdl Oowrtaton (8030 A8 - 430 P8 ~
DST}s Rinomn - Maskth & Muman Sandcas v DET)) i « Inmevution - Cantral « Magrar v PST): Rooen - SOM Mestin Fioom C - SOM v
Q) General Orantaton (3750 AM - 11130 AN A 2l
e o 4
N 4 u J =
I.q Gaaral Criaetation (3:00 AM - 110 W o] o Garursl Oraetaton (800 A - 1130 AM A
PSTh Room - Genesss E < Genesss B Vi PSTx Room « Health & Muman Servoes - 4
] Gererad Orieritaton (320 M4 - 11,30 AN A 2
e s . L 2
2006  Bmcome » Superamor - Cacly Sat ~
Tiewwieng (R00 AM - 1500 AM PST); Reowen - v

I+'& (
Click the Enroll Users icon .
on the left side of the desired scheduled class to launch the Add Users Screen. Follow steps from prior

sections to look up and Add Attendees to the specific scheduled course instance.
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Analytics Tab

The Analytics tab provides a graphical way to view learning metrics. They simplify often complex or
large data analysis. The graphics for each organization will differ. Upon accessing the tab you will be
presented with Analytics graphics that pertain to you as a User. To access the Manager Analytics, click
on the Group dropdown box and select Manager.

TESTMGRJ TESTMGRJ | LOG OUT

& Overview

MY MANAGER DASHBOARD

% profle () Search | Analytics | Se%

ADVANCED VIEW VIEW CART HOME

e

| Completed: 33 %

Use the arrows to
navigate to
previous / next
Analytics graphic.

Click the Emails
button to
directly email
team members
(and others)
while viewing
analytic data.

Some analytic graphs contain associated report information. Click the Report icon (if available)

to bring up associated reports and drill down to specific department or Team member data.
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Reports Tab

Click the Reports tab to access the Report List which displays a listing of reports enabled for use by the
Manager and allowing the Manager to query learning information required to successfully manage,

ensure compliance and provide report data about their team. Note: Though Managers may share the
same reporting capability, the LMS only allows them to see the data associated with their departments

and teams.
TESTMGRJ TESTMGRI | LOG OUT ADVANCED VIEW VIEW CART HOME
L. Overview Profile ) Search Analytics o5 Team % Reports ‘
Type Name Description View Delete o~
O Standard Certificate of Completion - SEH
O Standard Certificate of Completion - SEH - 1
= Standard Certificate of Completion - SEP
O Standard Class Roster Class Roster
O dard Crucial C
{3 dard C ion Report Employee Completion Report
O Standard Group Employee Transcript Group Employee Transcript
& Standard Instructor Schedule Instructor Schedule Report
O Standard No Show Listing No Show Listing
O Standard NURSING LEADERSHIP PROGRAM
O Standard Student Listing This report give all the student and is also group by selectors v
13 Reports (0 Selected) - Page 1 Of 1 Select All | Unselect All | Remove Selected | Remove Unselected

Report columns are sortable and the report IookupE allows for quick finding of reports (especially if
multiple pages of reports are made available to managers.

x
AIABCDEFGHIJKLMNOPQRSTUYV W XY Z Other

T V] Search sere
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Reports — Selecting Data (Details, Filters / Selectors)

Click on the Report Name (or anywhere in the report row) to bring up the Report Page for the selected
Report.

Report List

o Type Name Description
O Standard Completion Report Excel Exportable Completion Report Excel Exportable with Enrolled,Cancelled By User,Completed Status
O Standard Course\& Instructor Evaluation Shows a graphical representation of the user responses per course instance.

REPORT : COMPLETION REPORT EXCEL EXPORTABLE

< User Info Details

AnyDate: @ pateRange O
Start Date:
End Date:
> Selector
Add
Course:
Remove
Add
Job Class:
Remove
Add
Job Code:
Remove
Add
Job Position:
Remove

Enter the details and use the filters / Selectors to refine the report and lookup the details you seek.

Any Date: ® pateRange O

Certain filters will require selection of options — e.g.

Date filters will generally allow free text date entry (mm/dd/yyyy) or allow selection from a popup
calendar —e.g.
Start Date:

End Date: SMTWTF S

Z “ “ . S -
4 5 6 7 8 910
11 12 13 14 15 16 17
18 19 20 21 22 23
25 26 27 28 29 30 31
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Lookup Filters / Selectors will link to a lookup list where you can sort, filter and search for the desired
choices.

1. Click the Add button to bring up the related Lookup List.
Add

Course:
Remove

Select Learning Object

LEARNING OBJECT LOOKUP

//2. Sort, filter and search
E..u to find the desired

Learning Object List

£+ "] Name Type % (0} bjeCtS.
O 14634 2016 - Become 3 Supervisor - Early Start Training Q
. | 14590 2016 FSRMCRN YN T Care Unit Anhual Competency q 3 N CheCk the bOX to the
14542 CBOSBO Customer Sarvice Go Live Trsining o of these objects.
14594 COMPETENCY TEST COURSES Q
14592 Course for Instructor Evaluation Lo 4 . CI i C k th ”Ad d”

button

The lookup list will close and the selected options will now be listed within lookup filter / selector text

box.

Defensive Driving

Ebola Advanced Training Add

Course:
Remove

If wishing to remove selectors, highlight, then click Remove. Note: Usually these items can be added in bulk,
but must be removed one at a time.
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Reports — View, Print & Export

After entering any user data and using filters / selectors to narrow down report to the desired data, the
Manager can click to Export Report (in either PDF or Excel versions), View Report (which also allows for
printing and to export in additional formats) or Cancel and return to the Report List.

EXPORT REPORT M VIEW REPORT @ CANCEL

If selecting to View Report, a new window will pop-up with the Report Information.

Enter te>\t;o search and

click the s

arch icon

5
=

=

| Main Report |

& ‘ Find...

\

b

Dropdown to go to first / last page or

type in page # and click enter

@ D% [ 10f1

/

1= [100% |+ &———

Resize view

- / Prev page (page

Drill down | 1and2only) -

to deeper Last Name First Name IEDmponee acility

data levels

(if ccount Admin3 admin3 3 MeduRx Plaza

available)
Hood Robin 11111testus Fam Med - 639

er9001 MeduRx St
Inst7 Sand Udotinst7 3 MeduRx Plaza
Inst8 Sand Udotinst8 3 MeduRx Plaza
Inst9 Sand Udotinst9 3 MeduRx Plaza
ones Joseph jjones Kelemen Bldg

Kaufman Dan dKaufman Kelemen Bldg
Khanna Rishab 11112 Fam Med - 639

hMAaduDw Q#

Facility
Number

A-3MeduRx

A-639Med
A-3MeduRx

3 MeduRx
3 MeduRx

A-KELEMEN

A-KELEMEN

A-639Med

Department
Name

Early
Intervention
Program
Fam Med -
Urban Health
Early
Intervention
Program
Behavioral
Health Dept
Behavioral
Health Dept
Emergency
Room
Registration
Emergency
Room
Registration
Fam Med -

llirhan HAanlh

Department
Number

00100784

07630959
00100784

201
201
00100906

00100906

07630959

Course Name

Ebola Advanced
Training

Ebola Advanced
Training
Ebola Advanced
Training

Ebola Advanced
Training

Ebola Advanced
Training
Defensive Driving

Ebola Advanced
Training

Ebola Advanced

Trainina
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Click the Print icon to Print the Report to a PDF where it can be sent to your printer. Select pages and

click the Export button.

-

Page Range: _
®) All Pages
() Select Pages
From: i |

To: |

Print to PDF:

To export, click the Export icon...

=R

V.

..to open the Export dialog. Select a file format and page range, then click Export.

Export

File Format:

Crystal Reports (RPT)
Page Range: _

@ All Pages
() Select Pages
From: "

To: | 1

File Format:

[ Crystal Reports (RPT)

v 3
Page Crystal Reports (RET}

PDF
C
¥ Microsoft Excel (97-2003)

Microsoft Excel (97-2003) Data-Only
Microsoft Excel Workbook Data-only
Microsoft Word (97-2003)

Microsoft Word (97-2003) - Editable
Rich Text Format (RTF)

Character Separated Values (CSV)

XML
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Help Tab

Help

If your LMS is configured with a Help Tab, Click the Help Tab Icon to access User Guides, Help
Documents and Videos in a separate window. Your organization may provide additional information.

File Edt View Fovortes Tools Help

Video Overview - Standard User
New Task-Centric LMS Design i

Video Overview

New Task-Centric LMS Design

Standard User

Log Out

When finished with your LMS session, click the Log Out text link in the upper left hand corner to Log
Out.

e @ https://Isglm703 learnsoft.com/LSGLM/Mastg

File Edit View Favorites Tools Help
TESTUSERA TESTUSERA |

age/Mair

inl.aspx PO~ @& C| @ReacH Q) Task-Centric LMS Help Q) Task-Centric LMS Help

Overview Search Help
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