LMS for Managers

Overview

Viewing Your
Team

The Milwaukee County Training and Development Center is the new cloud-based Learning
Management System (LMS) for Milwaukee County. The LMS will allow you to track your or
your direct reports’ training, register for classes, complete online courses, add external
training, and run reports. This handout will cover the following topics:

Viewing Your Team

Viewing Employee Transcripts
Assigning Training

Approving and Denying Training
Viewing Dashboards

Viewing Reports

Setting Up Out of Office

To view your team, including your universal profile, please complete the following steps:

Step Action
1 From the main menu, select My Team.

Milwaukee Count
Training and Developmel

LEARNING REPORTS MY TEAM

Welcome | Scheduled Tasks

Result: Your universal bio page will display.
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Step Action
2 Scroll down to see the employees that are part of your team, or click the My
Team button in the upper right-hand corner of the page.

i My Team ¥ Options ¥
testorern.. | BIO .
Manager Training
Development Theodore Fancher
Manager Training De
| 2= i

-

' . Andrea Adkins
Assistant Training &
| Developme

Cassie Wozny
Employee Develop C
About oord
Direct Phone Address
. United States
Mobile Phone -
i 20001
Email
Theodore Fancher@milwaukeecountywi.gov 4
Location 9 Sy
mapaquest ®2015 MapQuest
Team
Kerry Mitchell
Chief Human Resources Of
ficer
Theodore Fancher
l Manager Training Development
Andrea Adkins Cassie Wozny
Assistant Training & Devel Employee Develop Coord
opme
g-pilot.csod.com/phn/d 2 Social/Univers BTargetUser=87 |

Note: You can take actions on your direct reports by clicking on their names, as
you will see in the next section.
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Viewing
Employee
Transcripts

To view the transcripts of your direct reports, complete the following steps:

Step Action
1 Click My Team on the Main Menu.
Milwaukee Count
Training and Developmei
LEARNING REPORTS MY TEAM
Welcome | Scheduled Tasks
Result: Your universal bio page will display.
2 Click the name of the direct report whose transcript you would like to view.
~ Theodore Fanche: Bio
Bio My Team ¥ Options *
1 Theodore Fancher
Manager Training De
velopment
Theodore Fancher
Mg T oope “ ]
Developme
L Cassie Wozny
Employee Develop C
About oord
Result: Your direct report’s bio page will display.
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Step Action
3 Click the Transcript link to the left of your direct report’s bio.

LEARNING REPORTS MY TEAM

Welcome | Scheduled Tasks

[ Andrea Adkins Bio

Andrea Adkins B 10

Assistant Training

& Developme

| 9 5o |
Andrea Adkins
1140 Human Resources
¥R Feedback

Assistant Training & Developme

E'mns:' pt

| Actions About

)3) snapshot
Direct Phone
Mobile Phone

Email
Andrea.Adkins@milwaukeecountywi.gov

Location

Result: Your direct report’s transcript will display.

[ Andrea Adkins Transcript: Andrea Adkins

Transcript: Andrea Adkins My Team ~ | | Options ¥

Use the transcript to manage all active training.

Active ¥ By Date Added to Transcript ¥

Search Results (5)
rmrs  Back Safety Training(Starts 6/20/2015) ViewTraining D... v
L] Due: No Due Date  Status: Pending Approval  Training Purpose: None J

s Bullying in the Workplace(Starts 6/23/2015)

View Training D...
L] Due: No Due Date  Status: Pending Approval  Training Purpose: None

View Training D... -

- Milwaukee County Training and Development Center Tutorial

Due: No Due Date  Status: Pending Prerequisite  Training Purpose: None

Note: You can view details by clicking the View Training Details button to the
right of each learning object.
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Assigning
Training

To assign training to your employee, please complete the following steps:

Step

Action

1

Type in the name of the training you are looking for in the upper right-hand corner

search field and then click the training you want to assign.

X

Training

ﬁ Drop by Drop
R

Click the Assign button.

Training Details

mmxs Drop by Drop

Event . HR - Training and Development . 1 hour, 30 minutes

Small slights, subtle discriminations and tiny injustices are little negative gestures called "micro-inequities” occur in organizations every day. These “micro-inequities” also
have the potential to become big problems in the workplace by undermining morale and reducing productivity. “Drop by Drop” is designed to raise awareness and
emphasize the importance of maintaining a thoughtful and respectful workplace while sharing the key concepts for creating an inclusive and productive work environment.
This course will prompt participants to think about diversity in perhaps a different way: how “micro-inequities” can cause us, often unconsciously, to create an environment
that is not as inclusive as what we strive for.
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Step Action

3 If this is for classroom training with multiple sessions, you will need to first select a
session by clicking the Select Session button.

Assign Training

mms  Bullying in the Workplace
Event . HR - Training and Development . 6 hours

Due Date i

Add a Comment

Automatically register users

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

' Andrea Adkins 1

G Wi
' assie Wozny o Nene

Pending Approval

Select an Indirect Report 7' | Select a User from a Cost Center | Approve | [

4 From the drop-down menu to the right of the Request button to the rest of the
session you want to assign, click Assign.

mmrs  Bullying in the Workplace

Event . HR - Training and Development . 6 hours

Available Languages
English (US)
Subjects

Human Resources

Event Number
HR-BullyingintheWorkplace

Sessions = Available ¥ | View Full Calendar

10/0
pmra  Session Details

u Session - HR - Training and Development . 1 hour
) p——— Request
Courthouse
Starts Ends
6/23/2015 - 9:00 AM 6/23/2015 - 10:00 AM
English (US)

Notify me of new sessions
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Step

Action

You can either click the checkbox to the left of each direct report to whom you
want to assign this training, or you can click the checkbox to the left of Direct
Reports to assign it to all of your direct reports.

(@) Users who have the training already in their transcript

n ' Andrea Adkins
n ' Cassie Wozny

Note: Your direct report(s) will receive an email regarding the assignment of
training.

Click the Submit button to finish assigning the training.

7 ' Cassie Wozny 0 None
Select an Indirect Report ' || Select a User from a Cost Center | Approve | [
- Indirect Reports Language Equivalency Assignment History Current Status

!

Note: If the training is an online course or another type of learning object that
does not require a session, you can just skip Steps 5 and 6.
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Approving and  Your direct reports can request training. For most instructor-led training courses and some
Denying online courses, you will need to approve the request before your direct report can register for
Training or attend training.

When there is a training request, you will receive an email directing you to log into the LMS
and approve or deny the request. To approve or deny training requests, complete the
following steps:

Step Action
1 On the Welcome Page under Your Inbox, you will see how many training requests
you need to approve or deny. Click the Approve training link.

View transcript
(0 approved training selection(s))
(Reqistered for 2 training selection(s))

I AEEFO‘-I'E traininq I
our employees have 2 training request(s) pending approval)

View Feedback Requests
{1 new feedback reqguest(s))
{1 pending feedback request{s))

Another way to access the next page is on the Main Menu. Click My Team and
then Manage Employee Learning below it, and then click Manage Pending
Requests.

Result: The View Pending Requests page will display.
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Step Action
2 If there are any pending requests, you will see the requests, with your employee’s
name to the left, followed by the name of and information about the course, and
finally a green checkmark and a red x under Options.
Options
%
%
%
3 Determine if you are going to approve or deny training, usually based on
coverage, purpose, and necessity.
If... Then
You want to approve the training | Continue to the next step.
reguest
You want to deny the training Skip to Step 7.
reguest
4 To approve the request, click the green checkmark to the right of the course

request you want to approve.

{3 Results)

Options

Result: The Approve Request page will display.

©HR - Learning and Development, Milwaukee, Wisconsin — 2015 - All Rights Reserved

Version 2 Page 9 of 18



LMS for Managers

Step Action
5 You can enter a comment if you wish in the text field, but to complete the
approval, click the Submit button.
Approve Request
Please enter any additional comments:
I
By selecting "Employee Pays" you are requesting that the employee be allowed to take th
Cancel | Submit I
Result: The request will disappear from the page, and your direct report will
receive an email letting him/her know that the request has been approved.
6 To deny the request, click the red x to the right of the course request you want to

deny.

{3 Results)

Options
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Step Action

7 You can enter a comment in the field. For example, you can suggest another
guarter or month, another class, or another session. You can also leave this field
blank. Then click the Submit button.

Deny Request

Please enter any additional comments:

Please re-request this course in Q4.

Cancel I Submit I

Result: The request will disappear from the page, and your direct report will
receive an email letting him/her know that the request has been denied.
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Viewing
Dashboards

In addition to viewing individual transcripts, you can also view pre-configured dashboards.
To view a dashboard, complete the following steps:

Step Action

1 Scroll down on the Welcome Page and click the View button in the Dashboard

widget.

Dashboard
For Managers:
Track metrics and training Vl EW

Result: The Employee Training Progress Pie Chart will display.

2 Click the drop-down arrow to the right of the title.

Training Report Optices

TRAIMING B

Requested 220%

Compicied 5.7 % 7
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Step

Action

Click the View Details link.

Training Report

TRAIMING X

Recfresh

Reguested 200%

,-"f Weynlrad 220

Result: You will see additional details regarding the training progress for your

direct reports.

Employes Training Progress Summary

Regrareed | Mo Gearned
B Compleed
BB Rogeated Mot Regiabeed

e

IXEL panity

Warny, Cxerte Srlra Claer Storgkre Trisl SC2RM LT
W, Surce Twar Laaragpnn oy
\warny, Currte Orlra CNEr Azsize Irvargation i th Steplee Coumty of Mlsaie W1

TRAIKING PRCWID CE
Czumy ot Viakes, W1
Hbnaubase sy Lieadurdep B

Fumar Basssros Sppro:
B Sy Liderh f B isines A pives

AIERAS W, S et Emphiprs Ralrty P
12301%  VWaots, Cam Ol re Clamy Emvarpascy &ction Flan - Asgin
12301%  Waoty, Camd Ol ra Clam Zioepine 5000 Taweng 2

AZEI Aekien, Andren Qiekre Clves Stordinr SO0AH Taw o 3

142371 Ackira, Sndres Jrdre Clam Emarpascy Setion Plar - Asga
143374 St [V

71 Azkira, Ardres Surniculum R e 2

Azkirn, Andres Sawmisn R Srrploves Qrismtabiar

Azkirn, Andreas Srelrs Claes Steegine Trial 4

Ervires daterd Trtan 45 Btaff Trarg tode

Azkdrn, Andres Jelirs Claee CHES Huzard Commanization - Sagle
savdva ek Claie drudn Ieactsgetien woih Sterdng
Andres et Cournpeacs Dalzgus

T LETEIE R B

Anires Tami aewmemark soareisan

Anarss Orl s Cluer Pezbast Toar Deze  Asgh

"

45371
1350
M4z
19
143371
1
M7 A
M7 A
MR

Smean Conlal b

Ciowirky Lasadwrehi p Foocwd ko dgprorssd

STATUS
Fanding Acknziaipamert
dlrress P
Fagiitarss
Camplend
Fagedined
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Carpletad
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Viewing
Reports

To view additional training reports, complete the following steps:

Step

Action

1

On the Main Menu, click Reports and then Standard Reports below it.

Milwaukee County
Tralnlng and Development Center

HOME LEARNING

REPORTS

| Dashboards

Standard Reports

Result: The Reports page will display. In this example we are going to use the
Training Progress Pie Chart report.

Click the title of the report you want to run.

Session Withdrawal
Displays a list of employees who registered for sessions and later
withdrawal.

I: raining Progress Pie Chart l
ordinates’ training progress.

Training Status Summanry
Dizplays a summary of how many training items each employee b
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Step Action
3 Depending on the report, you may have to configure several fields.

View training progress information for your subordinates. The date filters below refer to the date the training was requestediassigned.
overview of all statuses, click on the "View All Statuses” link that appears in the detailed breakdown view

DATE CRITERIA

Date Criteria: | Select | From: ‘5!’1!’2[]15 [ To: \B!22I2015| =

ADVANCED CRITERIA

Training Type : M online Class Event ¥l Quick Course ™l curriculum ] Test Session [ External Ti
Training Title : | o
Options : ¥ Hide Archived Training L Include Indirect Subordinates

Display : (®) all Training ) Assigned Training
Equivalent Training : []Include users who have completed equivalent courses in the report
Include Removed Training : [ nclude training that was removed from user transcript

User Status : []|nclude inactive users

4 If you see a button that looks like a small square pointing toward a larger square,
click it to have a search window open.

Training Type : Izt}nlineclass Event IEQuickCuurse E‘Curr’lculum ETest

Training Title : | | 43

Options : ¥ Hide Archived Training [ Include Indirect Subordinates

Note: You cannot type directly into this field before clicking the button. You must
click the button to open the search window.
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Step Action
5 Type the name of the training in the Search by Title or Keyword field and then
click the Search button, or click the Search button to see all training options.

@ Empowering People: Milwaukeelearning - Windows Internet Explorer

| & hitps://milwaukeelearing-pilot.csod.com/common/popups/SelectTraining.aspxlc

Select Training

Search for training

Include the following training types:

Dnline IZ IZQuick E‘ IZ External
Class Ewvant Course Curriculum Test Session Training
Search by Title or Keyword:

Iv.rnrl(fur\:e hezlth |Eng|ish (US)

Search Results

ADD TITLE TYPE PROVIDER DESCRIPTION
& Break With Workforce Health Event Workforce  Health educators from
Health blood pressure checks

demonstrate a stretch
from 11:30am to 1:0(
break and drop in for
afternoon.

6 Click the blue plus sign to the left of the title.

Search Results

ADD TITLE TYPE PROVIDER
I & I Break With Workforce Health Ewvent Workforce
Health

7 Click the Search button.

Equivalent Training : [|include users who have completed equivalent courses in the report.
Include Removed Training : []|nclude training that was removed from user transcript

User Status : [] |nclude inactive users

8 Finish filling in any fields, and then click the Search button.

Result: The report will display.
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Setting Up Out  If you are going to be away for a length of time and want your employees’ training requests
of Office to go to your manager for approval, complete the following steps:

Step Action
1 Click the Options icon in the upper right-hand corner.

2 Click the My Account link.

My Account

KNOWLEDGE
BANK
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Step Action
3 Check the Out of office checkbox.

Traci Gondek

Client Adrmin Division

Settings Payment Methods
uOut of office

Select Signature

Traci Gondek »

Note: When you next log in to the LMS, you will be prompted to uncheck the
checkbox and will start receiving training requests again.
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