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Overview
Once you've gotten a grasp on the basics of Learn, you’re ready to explore some of the additional

features we’ve made available for you. Many of these functions are available for LE Administrators or
are features that can be enabled by LE Administrators.

Before You Use This Guide

Users must have an Administrator account created for them in the Learn system. Please contact
NEOGOV if an account has not yet been set up for you.

Who Should Use This Guide

This guide is intended to be used by LE Administrators and Managers to gain familiarity with some
additional functionality.

Contacts for Questions
The following additional resources are available should you have questions about Learn:
1. NEOGOV Community: Requires NEOGOV product login ID and password for access

2. NEOGOV Customer Support: customersupport@neogov.com
3. NEOGOV Customer Support: (877) 204-4442

©®NEOGOV 2000 — 2019. Proprietary and Confidential
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Security Profiles

Who Should Use This Section

This section is intended for Learn Administrators to review the different security permissions available
for HR Admins, HR Users, Managers, and Employees prior to collaborating with your NEOGOV
Implementation Consultant. Please note that NEOGOV configures these security settings for you.

When considering settings between HR Admins and HR Users it’s important to note that while both roles
are very similar, based on default permissions, HR Users do not have access to the Administrative Menu
(Users and Settings).

HR Users also cannot add, edit, or delete Course Categories and Classroom Locations in the Library.

However, both roles have full edit capabilities to all course types and can update rosters. These default
permissions can be adjusted as necessary if customers would like HR Users to have more or less access.

Enrollment Security Profiles

The main security settings available are for course enrollment. These settings are either enabled or
disabled for each user profile. Below is a table of each Security Permission with its default setting.

HR HR
ADMIN USER

MANAGER EMPLOYEE

SECURITY OBJECT

Ability to Self-Enroll: Users can enroll themselves in
courses

Ability to Edit Self-Enrollment: Users can modify the due
dates of courses in which they’ve enrolled themselves
Ability to Enroll Others: Users can enroll employees in
their hierarchy into courses and can add External Learning Yes Yes Yes No
to their profiles

Ability to Edit Others’ Enrollment: Users can modify

Yes Yes Yes Yes

Yes Yes No No

. Yes Yes No No
attributes of others’ enrollment, such as due date
Ability to Drop Enrollment: Users can un-enroll
v . P Yes Yes Yes Yes
themselves in courses
Ability to Drop Others’ Enrollment: Users can cancel
. Yes Yes Yes No
enrollment in courses for employees they have access to
Abilit : !
y to Update Roster: Users can update Iearr\er S Ves Yes No No
score and/or status on a roster for a class or online course
Ability to Unregister Self from Learning Plan: Users can
v & & Yes Yes Yes No

cancel enrollment in Learning Plans they are registered to
Ability to Unregister Others from Learning Plan: Users

can cancel enrollment in Learning Plans others are Yes Yes Yes No
registered to

Table 1: Enrollment Security Objects

©®NEOGOV 2000 — 2019. Proprietary and Confidential 5
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Additional Security Profiles

These settings are used to ensure all the users within your system have access to the correct sections.
Similar to other NEOGOV products, the types of permissions include Create, Read, Update, and Delete.

SECURITY OBJECT DESCRIPTION

Controls access to the Admin Course Catalog and the ability to add,

Classroom Courses . L
edit, and remove Classroom Courses within the system

Controls access to the Admin Course Catalog and the ability to add,

Pre-Built Online Courses . . . ey
edit, and remove Pre-Built Online Courses within the system

Controls access to the Admin Course Catalog and the ability to add,

Custom Online Courses
edit, and remove Custom Online Courses within the system

Controls the ability to view, add, edit, and remove class instances in

Class o
a course within the system

Controls the ability to view, add, edit, and remove instances of

E I L i .. L .
xternal Learning External Training within the Library

Controls the ability to view, add, edit, and remove External Learning

External Learning — Learner Profile . .
g that user added to their profile

Controls the ability to view, add, edit, and remove Learning Plans

L i L
earning Plan within the system

Controls the ability to view, add, edit, and remove

Certifications/Licenses e . . L
/ Certifications/Licenses within the system

Controls the ability to view, add, edit, and remove

Certification/License — Learner Profile
/ Certifications/Licenses to a Learner’s Profile

Table 2: Additional Security Objects

©®NEOGOV 2000 — 2019. Proprietary and Confidential
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External Learning

Who Should Use This Section

Any user who has permissions for adding External Learning Events. This can also be any user who can
enroll others in a course.

Navigating to the External Learning Library
External Learnings can be found under the Libraries drop down menu. External Learnings can be added

to the Library before they are used on Learner profiles. By default, HR Admins and HR Users can add
External Learnings to the Library.

Course Catalog Learners Training Activity Libraries ~ Learning Plans Course Management -
Questions
Classroom Locations
Dashboard

Categories

METRICS External Learnings

Figure 1: Libraries > External Learnings

Click on the Libraries drop down menu, then select External Learnings.

Adding External Learnings to the Library

The External Learning Library includes any external learning events that have already been added by
another user. To add an External Learning event, click the Add button at the top of the page.

External Learning —— [ s |

Location EventDate Actions

CPR Training El Segundo Police Station 06/28/2018 Off-Site Training Z
NEOGOV City Tour Phoenix, AZ 05/16/2018 Conference 7z
NEOGOV Conference The Mirage, Las Vegas 10/10/2018 Conference Z_
Supervisory Seminar NEOGOV Offices 06/30/2018 Seminar i

n 10 4| items per page Showing 1- 4 of 4 items

Figure 2: External Learnings > Add

©®NEOGOV 2000 — 2019. Proprietary and Confidential
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Complete the Add External Learning Flyout to add an External Learning event to the Library. Note that
all fields with an asterisk are required in order to save the event.

Add External Learning Cancel

* fields are required

Learning Type *

Select one ~

External Learning Name *

Enter text

Event Date Status
Select Date

Duration
00h 00m ~

Location Name *

Enter text

Address 1

Enter text

Address 2

Enter text

City o State

Enter text A\

0-

@ CEU Credits

Enter value

Figure 3: Add External Learning Flyout

1. Learning Type*: Click the dropdown menu to select the type of learning this event reflects
a. Options Include: Conference, Seminar, Webinar, Off-Site Training, and Other

External Learning Name*: Type in the External Learning

Event Date: Click the calendar icon and select the date of the External Learning

Duration: Length of the External Learning

Location Name™: Type in where the event took place

Address: Type the physical address of where the event took place
a. Note: The Address, City, State and Zip fields are optional

©®NEOGOV 2000 — 2019. Proprietary and Confidential
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7. City: Type the city in which the event took place

8. State: Click the drop-down menu to select the State in which the event took place
9. Zip: Type in the zip code in which the event took place

10. CEU Credits: Enter the number of CEU credits granted (if applicable)

11. Save: Click save at the top of the page to save your External Learning event

Now that the External Learning event has been created, it is available in the Library and can be used on
the Learner profile.

Editing External Learnings

To edit an External Learning event, click on the Pencil Icon in the Actions column.

~ | Location % | EventDate Actions

CPR Training El Segundo Police Station 06/28/2018 Off-Site Training

NEOGOV City Tour Phoenix, AZ 05/16/2018 Conference

NEOGOV Conference The Mirage, Las Vegas 10/10/2018 Conference £
Public Safety Department Traini LA Training Center 01/30/2012 Off-Site Training £

Figure 4: Edit External Learning Icon

Make the necessary changes to the External Learning event in the Edit External Learning flyout. Be sure
to click save to keep your changes.

Edit External Learning Cancel
4 are required

Off-Site Training v

Learning Type *

Figure 5: Save External Learning

1!

If the External Learning event is updated in the Library,
the changes also reflect on the Learner Profile

Deleting an External Learning

To ensure all records are accurately retained, the system does not allow an External Learning Event to
be deleted from the Library if it is added to a Learner Profile.

©®NEOGOV 2000 — 2019. Proprietary and Confidential
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1ip!

An External Learning Event can only be deleted if it is
not added to any Learner Profile

To delete an External Learning that has not been added to any Learner Profiles, click the Trash Can Icon
in the Actions column, then select Yes.

a Location EventDate Actions

CPR Training El Segundo Police Station 06/28/2018 Off-Site Training
NEOGOV City Tour Phoenix, AZ 05/16/2018 Conference

MNEQGOV Conference The Mirage, Las Vegas 1011072018 Conference

Z
Z
ya
Public Safety Department Traini... LA Training Center 01/30/2019 Off-Site Training Z
.
Webinar QOnline Webinar

Figure 6: Delete External Learning Icon

®

Are you sure you want to delete this External

Learning?

Cancel Yes

Figure 7: Deletion Confirmation

1ip!

To have the Trash Can Icon appear in the Actions column to delete an
External Learning, it first has to be deleted from each Learner Profile

Adding External Learnings to a Learner Profile

External Learnings can be added to a Learner through the Learner Profile. Having External Learnings
directly on the Learner Profile allows employees and managers to easily tack and view these trainings,
keeping everyone involved informed of the Learner’s progress.

©®NEOGOV 2000 — 2019. Proprietary and Confidential 10
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By default, all learners can add External Learnings to their own profiles. HR Admins, HR Users, and
Managers can add External Learnings to any learner whom they have permissions to access. However,
learners cannot delete External Learnings added by other employees.

Rosa Diaz

Profile Courses Learning Plans

Rosa Diaz

Detective
Public Safety

xvirtue+kdiaz@neogov.net

Start Date: October 4, 2010

|3 View Transcripts

YOUR TOP 5 CATEGORIES

B Law Enforcement

YOUR COURSES REQUIRED COURSE PROGRESS
EI] Lﬂ_" @ @ Not Started
W Completed
Total Courses In Progress Not Started Overdue

Enrolled Courses

o _

CPR | Required

- NOT STARTED

CPR Training 12/12/2018

[& cLassroom

LAW ENFORCEMENT
DUE DATE

Off-Duty Conduct NOT STARTED
01/28/2019

@ PRE-BUILT ONLINE

Showing 1- 2 of 2 items @ View All Enrolled

et _

Completed Courses

Showing 1- 5 of 21items @ View All Completed

External Learnings

2 0 2 0 0%

Complete

DUE DATE

Figure 8: Learner Profile > External Learnings

To add an External Learning to a Learner Profile, click the Add External Learning button.

External Learnings

Add External Learning

Figure 9: Add External Learning Button

Complete the flyout to add an External Learning to the Learner Profile. Note that fields with an asterisk

are required.

©®NEOGOV 2000 — 2019. Proprietary and Confidential 11
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First, select from the list of External Learning options that have been added to the Library from the
External Learning Name dropdown. Use the search bar to find a specific External Learning. Users with
the necessary permissions can use the plus (+) icon to add a new External Learning directly from the
profile. Any new External Learning added is automatically added to the Library once saved.

Add External Learning Cancel

* fields are required

Q, |search...

CPR Training

External Learning Name *

NEOGOQV City Tour
MEOGOV Conference

Public Safety Department Training

Puhlir Snaalinn Traininn

Figure 10: External Learning Dropdown

Once you have selected the External Learning to add, you're given the option to update details for three
fields: Event Date, Score, and Duration. You're also able to add an attachment for the Learner at this
point. All other fields, such as the event name and location, are uneditable since those specifics are
pulled from the Library entry.

©®NEOGOV 2000 — 2019. Proprietary and Confidential 12
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Add External Learning Cancel

* flelds are required

External Learning Name *

NEOGOV City Tour ~

Learning Type *

Conference o
Event Date Status

05/16/2018
Score Duration

Enter value % 00h 00m ~

Course Attachments

Drag and drop files to attach Upload from computer

Figure 11: External Learning Score

The newly added External Learning event shows in the External Learnings section of the Learner Profile.

External Learnings

NEOGOV City Tour COMPLETED
05/16/18

@ conrFerence (O o04HOOM (3 PHOENIX, AZ

Figure 12: External Learning Shown on Profile

To delete or edit an External Training, click the Delete or Edit button.

External Learnings

NEOGOV City Tour COMPLETED
05/16/18

Delete [ Edit ]
@ conrFerence (D) 04H OOM © PHOENIX, AZ

Figure 13: Delete/Edit External Learning Button

External Learnings added to a Learner Profile appear in the Learner’s transcript with the information of
the external event, ensuring that each type of learning your Learner completes is retained in one place.

©®NEOGOV 2000 — 2019. Proprietary and Confidential 13
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Associations

Who Should Use This Section

This section is intended for LE Administrators to learn how to set up automatic course enroliment.

Add Associations

In Learn, Associations can be used to associate an individual or a group of individuals to a specific
course. This is useful to ensure that your employees are paired with and enrolled in certain courses they
need to take, helping you stay compliant.

Navigate to 'Course Management' and select 'Admin Catalog'. The Admin Catalog is a central place for
Administrators to manage all courses and enrollments in their system.

Libraries ~ Learning Plans Course Management Administrative -

Admin Catalog

Figure 14: Course Management > Admin Catalog

From the Admin Catalog, you can locate a course by entering the name in the search bar on the left,
by selecting the corresponding category, or by simply selecting the course title.

1ip!

Associations can only be made for Pre-Built Online and Custom Online Courses

. Add a Course Vv
Admin Course Catalog -

Q_ Search Courses

Y

All Courses

Ewsesene e WeeE Arernecee e e

B o & cp

CATEGORIES

EMPLOYMENT LIABILITY EMPLOYMENT LIABILITY EMPLOYMENT LIABILITY
Campus Safety (11) T . s
EEO Laws and Email in the Ethics in the
Child Safety (2) g:zt\:/gmlir;?‘tlon Workplace Workplace
(® o0H oom (© oo oom
CPR @© ooH 10m
@ PRE-BUILT ONLINE @ PRE-BUILT ONLINE
CyberSecurity (6) @ PRE-BUILT ONLINE
Driver Safety (3)

Employment Liability (18)

e -—m—m———p————yy e—CCE— |
Figure 15: Select a Course

©®NEOGOV 2000 — 2019. Proprietary and Confidential 14
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Upon selecting the course, you are taken into the course details page.

< Back to All Courses

EMPLOYMENT LIABILITY

track.

@ Preview

EEO Laws and Discrimination Prevention

This course introduces and explains the equal employment opportunity (EEQ,
covers categories protected by federal, state and local laws, and delv.

prohibited employment practices to help keep your organizati

Publish orr (i) oN

El Enrolled

REQUIRED SCORE: N/A

B ©

Pendmg COURSE CODE: EMO8

0

=

SELF ENROLL: ON

Y

NO APPROVAL REQUIRED
ne right legal

Associations

View Audit

Figure 16: Course Details Page > Associations

You have the option to associate users by 'Associations' or 'Employees.

Associations

All Managers

Employees

Danny Mishler

0 :

@) ASSOCIATION SETTINGS

Auto Enroliment

orr () oN

@ z

I

= Number of People = =

Actions

All Managers 9 X Delete

¥ items per page Showing 1-10f 1items

I -

= Position =

Actions

Administrative XDelete

$  items per page Showing 1- 10of 1items

Save

©®NEOGOV 2000 — 2019. Proprietary and Confidential
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By selecting the "Add an Association" dropdown menu, you have the option to select All for all

employees, All Managers, From Position, From Department, From Division, or From Class Spec. You may

select one or a combination of these options.

<+ Add an Association

All

All Managers

From Position

From Department

From Division

From Class Spec

Figure 18: Add an Association Dropdown

For this example, choose 'All Managers' so any user at your organization with the Manager role is
associated to the EEO Laws and Discrimination Prevention course to help prevent litigation.

=+ Add an Association

All

All Managers

From Position

From Department

From Division

From Class Spec

Figure 19: Select All Managers

1ip!

Use the All Managers option to easily associate appropriate hiring courses
to your managers to help stay compliant and avoid litigation

For example, a Lawful Hiring course your managers are required to take

©®NEOGOV 2000 — 2019. Proprietary and Confidential
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Course associations allow you to pair employees to department or job-specific training based on various
organizational attributes. Rather than finding new employees who may fit the criteria for specific
training, assigning associations to a course allows the system to remember these pairings for both
existing and new employees going forward, saving HR administrators valuable time.

If you have a course where you need to only enroll certain individuals, you can do so by selecting "Add
an employee" from the 'Employees’ section, then you can search for the employee by clicking the

“Search Employee” text field.

Select Employees

Figure 20: Add an Employee > Select Employees

Upon selecting the “Search Employee” text field, you can search for the employee by their first name,
last name, or position. You can also select the checkbox in the blue header to select all employees.

Employee X

First Name Last Name Position

Krystyna Faillace Implementation Manager
Jennifer Dixon Applicant Support Tech
Lars Svensson Customer Service

Figure 21: Employee Search

You can also set an auto-enrollment at the bottom of this page. By default, auto-enrollment is turned
off. To enable auto-enrollment, turn the toggle 'on' and select 'save' to save your changes. If enabled,
once a day, the system auto-enrolls employees based on their associations to a course.

I._; ASSOCIATION SETTINGS

Auto Enrollment

orF (P on

Figure 22: Auto Enrollment Association Settings

©®NEOGOV 2000 — 2019. Proprietary and Confidential 17
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Enroll Associated Users to a Course

Once the managers have been associated to this course, it is important to note that they are not yet
enrolled in the course. In order to enroll them, access the Learners List.

NEOGOV . Learn Y

Dashboard My Courses Course Catalog Training Activity Libraries ~

Figure 23: Learners Header

From here, select the appropriate learners and choose “Bulk Actions”.

Learners List

" 6

2 record(s) are selected Select All 14 records Clear Selection

. Photo | First Name Last Name Direct Manager Department Position Start Date Online Access Active

(
"') Krystyna Faillace Customer Serv Implementatio 03/07/2014 Activated Ye: kfaillace+2@ne
Jennifer Dixon Nick Manos Customer Servi Applicant Supp. 08/19/2014 Activated Yes kfaillace+7@ne

Lars Svensson Tyler Sala Parks & Recrea Customer Serv 08/11/2015 Activated Ye: Isvensné@neog

Danny Mishler Krystyna Faillace Finance Administrative 08/14/2015 Activated Yes kfalllace+1@ne

Tyler Sala Finance Administrative 02/17/2016 Activated Yes test+i&neogov

e Nick Manos Krystyna Faillace  Parks & Recrea..  Customer Servi.. 08/11/2015 Activated Yes nmanos+i@ne
(]
&~

’; Amber Campbell Mykesha Mack Parks & Recrea Customer Serv 03/28/2016 Activated Yes test+2@neogov.

Figure 24: Learners List > Bulk Actions

Then select Enroll by Association.

Actions Done

Enroll in a course

Enroll by Association

Figure 25: Enroll by Association

You’re then shown a preview of all associated courses. Hit Submit when you are ready.

©®NEOGOV 2000 — 2019. Proprietary and Confidential
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Enroll by Association Preview E— m

Employee Name % | Position %+ | Department % | Course Name

Nick Manos Customer Service Parks & Recreation EEQ Laws and Discrimination Prevention
Amber Campbell Customer Service Parks & Recreation EEO Laws and Discrimination Prevention
n 100 ¥ items per page Showing 1- 2 of 2 items

Figure 26: Enroll by Associations Preview

On the next screen, a success message appears once the enrollment by association is complete.

Bulk action Status

©

Your Bulk Action Is Done!

Need to go? You can always find this screen by visiting this link:

https://learn.qa.neogov.net/#/admin/bulk-operation/ee5d5803-f2d2-40f3-9c4d-9a9b37ad 1188

Total Success Fail

2 2 o)

Employee Name - Course Name

Nick Manos EEO Laws and Discrimination Prevention 1212018 Success
Amber Campbell EEOQ Laws and Discrimination Prevention 12/11/2018 Success
n 10 ¥ items per page Showing 1- 2 of 2 items

Figure 27: Bulk Action Status Success

In addition to manual enrollments, Learn also has an auto-enrollment option, saving administrators even
more time. This is a great feature to use because any time a new employee is added to the system based
on their associations, they are automatically enrolled into the course. This saves you the extra step of
having to manually enroll the users. See Figure 22 for details.
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Learning Plans

Overview
Learning Plans, also known as curriculums or learning paths, are a collection of courses that can be
grouped together and assigned to an employee. They are most commonly used to provide a series of

trainings to aid continued employee development or career pathing or support the assignment and
tracking of certification programs.

Who Should Use This Section

This section is intended for HR Admins and HR Users, as they are able to create and manage Learning
Plans by default. However, Managers can be given permission to create Learning Plans to assign to their
direct reports or anyone within their full hierarchy and should also utilize this section for guidance. To

enable this permission for Managers, please contact NEOGOV.

Learners should use the Learner Profile section to learn how to access the Learning Plans they have been
assigned to.

Navigating Learning Plans

Learning Plan Menu

The Administrative view of the Learning Plans can be accessed via the same-named menu bar item. This
menu item is also available for users with the Learning Plans security permission.

NEOGOV - Learn

Dashboard My Courses Course Catalog Learners Training Activity Libraries ~ Learning Plans Course Management -

Figure 28: Menu > Learning Plans

Clicking the Learning Plans menu loads the Leaning Plans library. Here you can see all created Learning
Plans with details such as how many courses are involved, how many learners are enrolled, and whether
the plan is published or not. This is also where an Administrator (or other qualified user) can add a new
Learning Plan.
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Learning Plans

Search Learning Plans
Learning Plans S -
Employee Safety Required o Publish

EMS [E] a courses 3 LEARNERS

New Hire Orientation  Required
Not Published Delete Edit
NHO 6 COURSES 0O LEARNERS

Figure 29: Learning Plans Library

1. Search: Type here to look for a specific Learning Plan

2. Learning Plan Information: Shows key components of a Learning Plan, including the title,
Learning Plan Code, how many courses involved, and how many learners are currently enrolled

3. Published: Whether or not the Learning Plan is Published

a. Ifthe Learning Plan is not published, you are given options to edit or delete the Learning
Plan

4. Filter: Use this to sort through Learning Plans by type
Creating Learning Plans

HR Admins, HR Users, and other users with security permissions can create new Learning Plans from the
Learning Plan Menu.

Create a Learning Plan

From the Leaning Plan library, click Add a Learning Plan.

Learning Plans ety

Search Learning Plans

Learning Plans [ = Nome. |

Figure 30: +Add a Learning Plan Button

This opens the Learning Plan Creation Wizard. To make this simple, we’ve narrowed the process down
to two tabs: Learning Plan Details and Add Courses.
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Within the Learning Plan Details, you can add some of the basic details about the Learning Plan. Fields
marked with a red Asterix (*) are required.

Add a Learning Plan Cancel

1. LEARNING PLAN DETAILS 2. ADD COURSES
fields are required
Name * Learning Plan Code *

Description o Check for Learning Plan Course Associations in the Past: * (D)

Is Required e Relative Due Date * o

Employee Safety EMS

= 2 365
Ensure you know some basic tips and tricks to stay safe on the job. 365 Days v o

@ on 7 Days v

N

Figure 31: Learning Plan Wizard - Tab 1

Name*: The title of the Learning Plan

Learning Plan Code*: An assortment of letters/numbers to associate with the Plan

Description: Brief details on the overview or purpose of the Learning Plan to let Learners quickly
know what'’s going to be included

Check for Learning Plan Course Associations in the Past*: Manage the enrollment of a course
associated to a Learning Plan if the learner is already active/in progress in a course OR
completed course at the time of the Learning Plan assignment

Is Required: Determine whether the Learning Plan is required for learners to take or not
Relative Due Date*: Determine when the Learning Plan is required to be completed relative to
the time a Learner is enrolled

Once you've added all the required details, select the Add Courses menu bar to move on to Step 2.

Add a Learning Plan Cancel m

1. LEARNING PLAN DETAILS 2. ADD COURSES
Courses

144

Add Courses to the Learning Plan

Figure 32: Learning Plan Wizard - Tab 2 > + Add Courses Button

©®NEOGOV 2000 — 2019. Proprietary and Confidential 22



NEOGOV

A flyout displays, listing all published courses you can add to your Learning Plan. Select any and all
courses to include within the Learning Plan. Use the header fields to search for courses by Course Name,
Course Code, Delivery Method, Type, Number of Classes, or Duration. You can add any combination of
courses (Classroom, Custom Online, Pre-Built Online) to your Learning Plan.

Add Courses to Learning Plan

4 record(s) are selected

B | couseName 2 - | Course code

Sexual Harassment, EM52
Sexual Harassment. EM26
Sexual Harassment, EM58
Sexual Harassment, EM20
Situational Awaren PT16

Slips, Trips, and Falls ~ CAS51
Slower is Faster: Su..  PT02
Stress Managemen. PT58
Substance Abuse &.. EM38

Team Building Acro.. EM46

& ¢ 1 2 3

b
w

=
.

b

»

Cancel Add Courses

Select All 69 records Clear Selection

# of Classes (Classroom _
only) -

Delivery Method s Duration

Pre-built Online Elective 00h 30m
Pre-built Online Elective 02h 00m
Pre-built Online Elective 02h 00m
Pre-built Online Elective 00h 30m
Pre-built Online Elective 00h 30m
Pre-built Online Elective 00h 20m
Pre-built Online Elective Q0h 30m
Pre-built Online Elective 00h 45m
Pre-built Online Elective 00h 30m
Pre-built Online Elective 00h 30m
10 ¥| items per page Showing 51 - 60 of 69 items

Figure 33: Add Courses to Learning Plan Flyout

Once you’ve picked all the courses to add, select the Add Courses button.

Add Courses to Learning Plan

4 record(s) are selected.

. Course Name 35 ~ Course code

Sexual Harassment EM52

Cancel

=

Select All 69 records Clear Selection

# of Classes (Classroom )
. Duration

Delivery Method
only)

Pre-built Online Elective 00h 30m

Figure 34: Add Courses Button

From here you’re taken back to Step 2. Here you can review the courses you’ve added, delete any with
the trash canicon, or add more courses. You can also return back to the Learning Plan Details tab to
review or edit any of those details. Once you’re satisfied with your changes, select Save in the upper

right corner.
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Add a Learning Plan

Courses

LAW ENFORCEMENT
Firearms Safety

Ei] cope: PTO6 @) PRE-BUILT ONLINE

HEALTH & SAFETY
Practicing Hand Hygiene

%] CODE: HWO3 @ PRE-BUILT ONLINE

HEALTH & SAFETY
Slips, Trips, and Falls

3] CcODE: CAS1 @) PRE-BUILT ONLINE

EMPLOYMENT LIABILITY
Substance Abuse & the Drug-Free Workplace Act

3] cooEe: EM38 @) PRE-BUILT ONLINE

1. LEARNING PLAN DETAILS v 2. ADD COURSES v

00H 30M

5 00H 15M

5 00H 20M

00H 30M

sl m

- Add Courses

=

=

=]

=]

Figure 35: Learning Plan Wizard - Tab 2

Clicking Save takes you to the Detail page of the Learning Plan you just created. As you can see, all the
details you configured within the Learning Plan Details are on display at the top of the page. Beneath are

the courses included, and under that is your Learner List.
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< Back to All Learning Plans

LEARNING PLAN

Employee Safety @ ND!SOIaned

Lﬂn In Progress

Ensure you know some basic tips and tricks to stay safe on the job. 0

@ Completed

0

LAW ENFORCEMENT
Firearms Safety
] coDpEe: PTOB 4P PRE-BUILT ONLINE @ 30m
HEALTH & SAFETY

Practicing Hand Hygiene

[E] coDE: HWo3 @ PRE-BULT ONLINE (D) 15M

HEALTH & SAFETY
Slips, Trips, and Falls
] coDpE: cast @) pre-BuUILT ONLINE (D) zoMm
EMPLOYMENT LIABILITY

Substance Abuse & the Drug-Free Workplace Act

[ copE: EMas @ PRE-BUILT ONLINE (D) 30M
Roster
All Not Started In Progress Completed

No records available.

10 %| items per page

Courses

Publish orF (CJ on

CODE: EMS
Bl 4 courses
(® REQUIRED
] RELATIVE DUE DATE: 7 DAYS

& LEARNING PLAN COURSE ASSOCIATIONS IN
THE PAST: 365 DAYS

Showing 0 -0 of 0 items

Figure 36: Learning Plan Details Page

To get started using your Learning Plan, click the Publish toggle in the upper right corner from OFF to

ON.

Publish orr (JJ) on

Publish o+ @D on

Figure 37: Publish Button
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Now that your Learning Plan has been created, you can add Learners. This process is very similar to
enrolling a leaner in a course via the Course Catalog. To do so, move to the bottom of your Learning Plan
Details page. When your Learning Plan has been published, a Register Learners button is available. Click

Register Learners.

Roster

All Not Started In Progress

First Name —

Last Name =

Completed

Paosition =

items pe

Department = Complete Enr,,, =

T page

Progress —

Lo Register Learners

Q

Status Actions

Showing O - 0 of O item:

Figure 38: Register Learners Button

This causes a popup to appear. From here, select any and all learners you wish to assign this learning
plan. When you’re done, hit Register Learners.

Employee

4 record(s) are selected

. First Name
Krystyna
Jennifer
Lars
Nick
Danny
Tyler
Amber
Ben
Chri
Ron

Last Name

Faillace

Dixon

Svensson

Manos

Mishler

Sala

Campbell

Wyatt

Traeger

Swanson

NS per page

— Close

Select All 14 records Clear Selection

Position

Implementation Manager
Applicant Support Tech
Customer Service
Customer Service
Administrative
Administrative

Customer Service
Auditor

Auditor

Parks Director

Showing 1- 10 of 14 items

Register Learners

Figure 39: Employee List Popup
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You're then given a Bulk Actions screen that shows the learners being added to the Learning Plan. When
this process is complete the screen reads “Your Bulk Action is Done!” Your learners have now
successfully been added to the Learning Plan! Click the X in the top right corner, or Close in the bottom
right corner, to close the screen.

Employee x

©

Your Bulk Action Is Done!

Need to go? You can always find this screen by visiting this link:

https://learn.qa.neogov.net/#/admin/bulk-operation/820ce97f-1870-4ea6-9f7c-2c7fff0a85c5

Total Complete Enroliment Incomplete Enroliment

ZL L 0

Employee Name Learning Plan Name Result

Lars Svensson Employee Safety Success

Nick Manos Employee Safety Success

Employee Safety Success

Amber Campbel Employee Safety Success

n 10 $ | items per page Showing 1- 4 of 4 items

Close

Figure 40: Add Employee Bulk Action

Unregistering Learners

Similar to dropping a learner from a course, Admins may need to unregister a learner from a Learning
Plan. Unregistering a user drops them from all courses associated with the Learning Plan.

1ip!

If a learner was already enrolled in a class included in the Learning Plan,
that enrollment stays intact upon un-registration from the Learning
Plan, so the learner is not dropped from those courses

Unregistering a learner can be easily accomplished through the Actions column found on the far right of
the Learner List on the Learning Plan.
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Roster

All Not Started In Progress Completed

First Name = Last Name - Position -

Department = Complete Enr... =

10 % items per page

Progress = Status

2o Register Learners

m <

- | Actions

Showing O - 0 of 0 items

Figure 41: Learner List Action Column

To unregister a user, simply select the Unregister action item. This causes a popup message for the
Admin to confirm the total number of courses in the Learning Plan to be unregistered from the learner.

Select Unregister Learner to confirm your action.

®

4 out of 4 course(s) of the Employee Safety will be
dropped for Lars Svensson. Do you want to
unregister Lars Svensson from Employee Safety?

Cancel Unregister Learner

Figure 42: Unregister Learner Confirmation

You’re then given a Bulk Actions screen that shows the Learner being added dropped from the Learning
Plan. When this process is complete the screen reads “Your Bulk Action is Done!” Your learner has now
successfully been dropped from the Learning Plan! Click the X in the top right corner, or Close in the

bottom right corner, to close the screen.
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Unregister Lars Svensson

Total

4

Course Name

Practicing Hand Hygiene
Firearms Safety
Substance Abuse & the Drug-Free Workplace Act

Slips, Trips, and Falls

i

©

Your Bulk Action Is Done!

Need to go? You can always find this screen by visiting this link:

https://learn.qa.neogov.net/#/admin/bulk-operation/8559e44d-153b-4dc7-b0a9-637dca93e0be

Success

4

Success (Course dropped)
Success (Course dropped)

Success (Course dropped)

Success (Course dropped)

items per page

Fail

0

4 of 4 items

Showing 1

Close

Figure 43: Unregister Learner Bulk Actions

If the learner you want to unregister from the Learning Plan has already registered for one of the
courses from the list, they are not removed from that course. For peace of mind, you can see this
confirmed in the Bulk Actions Confirmation under the Result text for the course.

Slips, Trips, and Falls

Success (Learner will not be dropped from any courses prior to learmni...

Figure 44: Course Not Dropped Confirmation

When returned to the Learner List, you can now see the learner you unregistered has a Cancelled

Status.

First Name Last Name Position

Lars Svenss Customer Service

Nick Manos Customer Service
Danny Mishler Administrative
Amber Campbell Customer Service

Complete
Enroliment

Department

Progress

Parks & Recreation

Parks & Recreation Yes 0%
Finance Yes 0%
Parks & Recreation Yes 0%

5 Status % | Actions

Not Started X Unregister (O
Not Started X Unregister (O
Not Started X Unregister (0)

Figure 45: Learner List Status
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Course Enrollments

With any Learner attached to a Learning Plan, Admins can track and manage their progress by drilling
down in the Learner List. This allows Admins to determine if further action is needed, such as giving
learner access to a course restricted by department.

This drilled down Employee Information can be accessed by clicking either Yes or No under the
Completed Enrollment column for a specific Employee from the Learner List.

Roster

Al ° Not Started o In Progress Completed | 2% Register Learners

m Q

First Name Last Name Position = Department = Complete Enr.., 2 Progress = Status s Actions

Svensson Customer Service Parks & Recreation Not Started x unregig(er@
Nick Manos Customer Service Parks & Recreation Not Started X Unregister ()
Danny Mishle: Administrative Finance Not Started X Umeg.g(er@
Amber Campbe Customer Service Parks & Recreatior Not Started X Unregister ()

' 10 ¥ items per page St g 1-4of 4 items

Figure 46: Learner List Complete Enrollment Column

Once you've selected a learner, the system displays their Learning Plan courses. From here, you can
view if a learner has enrolled into a class session for a classroom course, if a learner is pending
enrollment to a class due to a waitlist, or if a learner is pending approval for a course. This quick view
easily allows the Admin to view the learner’s status without having to navigate to their Profile.

Danny Mishler's Learning Plan Courses

Course Name Course Code Delivery Method Duration = Status “ Sub-Status

Firearms Safety PTO6 Pre-built Online 00h 30m Not Started Not Started

ng Hand Hygiene HWO3 Pre-built Online 00h 15m Not Started Not Started

Slips, Trips, and Falls CAS1 Pre-built Online 00h 20m Not Started Not Started
Substance Abuse & the EM38 Pre-built Online 00h 30m Not Started Not Started
n 10 $| items per page Showing 1- 4 of 4 items

Figure 47: Learner's Learning Plan Courses
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Learner Profile

Once a Learner has been registered into a Learning Plan, they can view their assigned Learning from
both their Profile and My Courses pages. Learners can begin their training directly from either location.

To find the Learning Plan from your profile, select your name in the top right corner, and then click My

Profile.
@ Krystyna Faillace

My Profile

Help

Sign out

Figure 48: Your Name > My Profile

The system automatically loads your Profile tab. Select the Learning Plans tab to switch over. Then you
can examine all of your Registered and Completed Learning Plans.

Krystyna Faillace

Profile Courses Learning Plans

Search Learning Plans

Registered Learning Plans

Employee Safety Required

DUE DATE Not ¢
EMS 4 COURSES 5 Not Started
_ 11/08/2018

) ENROLLMENT IS NOT COMPLETE FOR 4 COURSES

z

Completed Learning Plans

There are no learning plans found

Figure 49: My Profile > Learning Plans

To find the Learning Plan from your courses, select the My Courses menu item along the top of the
screen.
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NEOGOV - Learn Y

Dashboard Course Catalog Learners Training Activity

Figure 50: Menu > My Courses

Just like before, the system automatically loads the Courses tab. Simply select the Learning Plans tab to
switch over. You'll notice that this view is exactly the same as from My Profile. This keeps our system
consistent, so you can access up-to-date and correct Learning Plans in whichever location is most
convenient for you.

My Courses
View Your Profile ‘
Courses Learning Plans
Search Learning Plans
Registered Learning Plans
Employee Safety Required
3 Ems 4 COURSES
3 o

Figure 51: My Courses > Learning Plans

For Classroom Courses that are part of a Learning Plan, learners are not automatically enrolled into a
class. This allows each individual learner to select a class session that best fits their schedule (or be
enrolled by an administrator).

Detail Page
Click the title of any Learning Plan to learn more about it. This action takes you to the Learning Plan
Details page. This section gives a learner or administrator a view of what is involved in a Learning Plan

so they can either take actions to complete the Learning Plan or know if it’s appropriate to enroll
another Learner in.
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LEARNING PLAN

Learning Plan Details

Employee Safety
m o ee a e E3) CODE: EMS
o El 4 courses
Ensure you know some basic tips and tricks to stay safe on the job. © REQUIRED
DUE DATE: 11/08/2018

Courses (4)

o All ° Incomplete Enroliment Enrolled o

LAW ENFORCEMENT

Firearms Safety ‘

Resume
. 45 PRE-BUILT
5] CODE: PT06 . ) 00H 30M
< ONLINE

HEALTH & SAFETY

o Practicing Hand Hygiene
) ‘ Start ‘

pon ¥ PRE-BUILT
:] CODE: HWO03 = OO0H 15M
ONLINE

HEALTH & SAFETY

Slips, Trips, and Falls
‘ Start ‘

3 @ Pre-BULT
CODE: CAS1 = ) 0OH 20M
ONLINE

EMPLOYMENT LIABILITY

Substance Abuse & the Drug-Free Workplace Act ‘ ‘
Start

e @ PRE-BUILT
CODE: EM38 = 00H 30M
ONLINE

Figure 52: Learning Plan Detail Page

1. Learning Plan Details: The basic details of the Learning Plan, including Title, Description, Code,
Number of Courses, Required Check, and Due Date
2. Courses Tabs: A way to filter the view of the Learning Plan between all courses, incomplete

enrollment, and enrolled
3. Course Details: Details specific to each course, including the title, code, type of course, course
length, and ability to start or resume the course

Learning Plan Activity Report
In addition to the Training Activity Report for courses, learners are also able to run progress reports on

Learning Plans via the Learning Plans Activity Report. To access the Activity Report, select Training
Activity from the main menu bar.

NEOGOV ' Learn Y

Dashboard My Courses Course Catalog Learners Training Activity Libraries -~ Learning Plans

Figure 53: Menu > Training Activity
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The system automatically loads the Training Activity for Courses first, so simply click the tab for Learning
Plans to switch over.

Training Activity

Courses

Learning Plans

—

First Name -

w
N
5]

Learning Plan Activity Based on Status

Last Name

Overdue Metrics

B Not Started |l In Progress [l Completed W Overdue - Not Started
B Cancelled
Cancelled
9 (12%)
#2%) Not Started
19 (25%)
Completed
21(28%)
In Progress
26 (35%)
©
Overdue Not St

= Position 3 Department 3

usto S F % Recre Emplo!
ustc S Parks & Recr Emplo
Administra Financ Emplo
Customer S Parks & Recreat Emplc
t s P &R 0
plementat Customer Ser E
ta C " !
t F & Recr Diver
nistra Finance [
te S F & Recr Diversit
7 8 > » 10 % i )

Learning Plan 3

B Overdue - In Progress

21

Total Overdue

irted

Progress

Overdue In Progress

8

miy|Q

$ | Status

Cancelled

In Progress

In Progress

In Progress

Cancelled

In Progress

Completed

Completed

Completed

Completed

Showing 1- 10 of 75 items

Filters

Due Date Range

All Time

Department

<+ Add Department(s)

Position

4+ Add Position(s)

Learning Plan

-+ Add Learning Plan(s)

Learner

+ Add Learner(s)

© Reset filters

Figure 54: Training Activity > Learning Plans Tab

The Learning Plan Training Activity is organized into three simple sections to make information easily

consumable.

The first section at the top of the page contains all the graphic information. On the left is a pie chart for

Learning Plan Activity Based on Status, and on the right is a circle graph for overdue Learning Plans. You
can click in to any of these items to alter the information presented below. This allows you to drill down
into the specifics for any activity status associated with a Learning Plan.
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Additional filters are available on the right hand of the screen. This is particularly helpful when you want
to examine the activity for Learning Plans based on a particular Department, Position, Learning Plan, or
Learner.

Below the graphics is the itemized list of all Learners involved in a Learning Plan. In addition to the
sorting ability the graph allows, you can see even more detail about a particular learner’s Learning Plan
Activity by clicking the plus icon (+) next to the Learner’s name.

Lars Svensson Customer S Parks & Recreat Employee Safety 0 Cancelled
Krystyn Faillace Implementat Customer Serv Employee Safety 0 In Progress
Delivery .
Course Name e Course Code 3 2 Duration & Status & Sub-Status 2
Method
Firearms Safety PTO6 Pre-built Online 00h 30m In Progress In Progress
cticing Hand Hy HWO3 Pre-built Online 0O0h 15m Not Started Not Started
Siips, Trips, and Falls CAS51 Pre-built Online 00h 20m Not Started Not Started
Substance Abuse & EM38 Pre-built Online 00h 30m Not Started Not Started
n 10 : item € St
Krystyne Faillace Implementat Customer Servi Diversity Within 100 Completed

Figure 55: Learner Training Report Details

Any of these records can also be exported as a PDF, CSV, or Excel file. Simply select any combination of
learner records using the checkmark boxes, and then click Bulk Actions.
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2 record(s) are selected. Select All 10 records Clear Selection
. First Name = Last Name — Position 2 Department 3 Learning Plan 2 Progress 3 Status
+ Lars Svensson Customer S. Parks & Recreat.. Employee Safety 0% Cancelled
i Nick Manos Customer S... Parks & Recreat.. Employee Safety 0% Not Started
+ Danny Mishler Administrati... Finance Employee Safety 0% Not Started
=) Amber Campbell Customer S... Parks & Recreat.. Employee Safety 0% Not Started
+ Lars Svensson Customer S.. Parks & Recreat.. Employee Safety 0% Cancelled
1= Krystyna Faillace Implementat Customer Servi Employee Safety 0% In Progress
+ Krystyna Faillace Implementat.. Customer Servi Diversity Within...  100% Completed
th Nick Manos Customer S... Parks & Recreat.. Diversity Within... 0% Not Started
7 Danny Mishler Administrati...  Finance Diversity Within.. 0% Not Started
a5 Amber Campbell Customer S.. Parks & Recreat.. Diversity Within... 0% Not Started
—_—
n 10 $| items per page Showing 1-10 of 10 items

Figure 56: Select Learning Plan Learners > Bulk Actions

A flyout appears with the various export options available.

Actions Done
Export to PDF @
Export to CSV @
Export to Excel @

Figure 57: Bulk Actions > Export

Learner Transcript

Learners can also view their Learning Plan progress via their Learner Transcript. This is accessed the
same way regular transcripts are. Head to the learner’s profile and select View Transcripts.
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Krystyna Faillace
Implementation Manager
Customer Service

kfaillace+2@neogov.net

Start Date: March 7, 2014

View Transcripts

Figure 58: Learner Profile > View Transcripts

When the learner’s transcripts load, you'll notice the Learning Plans are displayed at the bottom of the
page. Here you can easily see all the Learning Plans a single learner is involved in and use filters to drill

down into their progress.

= Completed Learning Plans v m vy a

Registration Date % | Completion Date v | Status

Learning Plan

Diversity Within the Workf SOCI Elective 11/01/2018 11/01/2018 Completed

Employee Safety EMS Required 11/01/2018 In Progress

n 10 +| items per page Showing 1- 2 of 2 items

Figure 59: Learner Transcripts - Learning Plans
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Certifications and Licenses

Overview

Learn allows users to track professional certifications and licenses, which ensures the competence of
employees by measuring the skills and knowledge needed for their positions. With this feature, the
process of tracking certifications and licenses is automated for your organization by centralizing
documentation using one system of record.

Certifications and Licenses Tracking all provides greater transparency by allowing HR, Managers, and
Employees to receive system notifications when recertification is nearing or if a certification or license
has expiration. To learn how to set up these notifications, please see Learn Series A: Administrative
Setup.

Additionally, Admins have the ability to run reports to ensure employees records are up to date and
Employees are able to easily showcase their professional achievements directly from their Learner
Profile.

Who Should Use This Section

HR Administrators and Managers should use this section to learn how to create and manage
Certifications and Licenses. Employees should use this section to learn how to track their own
Certifications and Licenses.

Tracking Certifications/Licenses
Before learners can add Certifications/Licenses to their profiles, HR Admins have to add them to the

Library. To access Certifications/Licenses, select Libraries and then Certifications/Licenses from the
main menu bar.

Learners Training Activity Libraries Learning Plans Course Management ~
Questions
Classroom Locations
Categories

External Learnings

Centifications/Licenses

Figure 60: Libraries > Certifications/Licenses

Here Admins can manage certifications and licenses for your organization. All current Certifications and
Licenses are listed below.
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Certifications/Licenses

Go to Global Certification/License Library * ”” Y m

Certification/License Name H Issuing Agency Description

Figure 61: Certifications/Licenses View

From here, there are two methods to adding a new Certification and/or Licenses to your library: through
the Global Library or by Creating a Certification/License from scratch.

Global Library

NEOGOV has provided a Global Certification/License Library feature for you to access a global library of
Certifications and Licenses obtained for professionals in the public sector. This makes it easier for you to
select from a pre-populated list of common certificates and licenses without having to manually create
them for your agency.

Select Go to Global Certification/License Library to view the Global Library.

Certifications/Licenses

Go to Global Certification/License Library *

Certification/License Name = Issuing Agency

Figure 62: Go to Global Certification/License Library Link

Here you are presented with an import list of all available Certificates not currently enabled in your
system.
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Import from Global Certification/License Library

Z Bulk Actions e e m Q

6 record(s) are selected. Select All 254 records Clear Selection

. Certification/License Name Issuing Agency Usage Count :
] t E s0Ci Sir t ) ]
2 R T Technician (A R.T) merican Health Ir i lanagement Associatior | ) g
d Ap) C ite Board of Equalizat
Al Red Cross AED Centificat 1 1
1 Red CPR | 18

n 2 3 4 5 & 7 B 9 W . > » 10 ¥ | Items per page Showing 1- 10 of 254 items

Figure 63: Import Global Certification/License

1. Certification/License Table: A list of all available Certifications/Licenses
a. You can organize the list by selecting the header of the column you wish to sort by
2. Options: Use these to sort the list
a. Columns: Modify the Columns available in the view
i. Options include: Certification/License Name, Type, issuing Agency, Usage Count,
and Description
ii. The Usage column allows you to see how many other Learn users are also
tracking that Certification/License in their agency
b. Search: Click to enable to search bar within each column
c. Select/Clear Records: When you’ve selected a record, use these to either select all
available records, or remove all current selections
3. Bulk Actions: Click this after you have selected the Certifications/Licenses you want to import
into your system

Actions Done

Impaort to Agency's Certification/License Library

Figure 64: Bulk Actions > Import

Add Certification/License

If you cannot find a Certification or License in the Global Library, you have the ability to create one
yourself from scratch. From the Certification/License Library, select Add Certification/License.
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Certifications/Licenses ﬁ | I

Go to Global Certification/License Library * |”| ? m

Certification/License Mame = Issuing Agency = Description

Figure 65: Add Certification/License Button

This causes a flyout to appear where you can add all the information required to add a Certification to
the library.

Add new Certification/License to
Library

Cancel

* fields are required

Certificate/License Name *

Enter text

Type *
Certification

License

Issuing Agency *

Enter text

Description

Enter text

Figure 66: Add New Certification/License Flyout

Certificate/License Name*: The title of the Certificate/License

Type*: Select whether the new item is a Certificate or a License

Issuing Agency*: Enter the name of the Agency the Certificate/License is from
Description: Details about the Certificate/License (Optional)

Bl

Managing Certification/Licenses
Once you’ve added all the Certificates and Licenses needed to your Library, it’s time to start managing
them. By default, all users, including Learners, can add Certificates/Licenses to a Learner Profile they

have access too.

Managing via the Learner Profile
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On a Learner’s Profile, there is a Certifications/Licenses section that displays a snapshot of these
achievements. At a glance, HR Admins, Managers, and Learners can view the expiration status for a
Certification or License to identify if it is current, expired, or if there is no expiration available.

You can access a Learner’s profile by selecting their name from the Learner’s List. You can access your
own by selecting My Profile under your name in the right-hand corner of the screen. Once on a
Learner’s profile, you can see the Certifications/Licenses on the left-hand side, just under their personal
information, on the Profile tab.

This section allows you to see up to five certifications/licenses. Once five have been added, a “View All

Certifications/Licenses” button appears, which takes you to the Certifications/Licenses tab of the
Learner Profile.

Shalonda Morthel

Profile Courses Learning Plans

YOUR COURSES REQUIRED COURSE PROGRESS

Total Courses n Progress Not Started Overdue

Shalonda Morthel

Business Analyst
sear C ;

|5 ViewTTrancripts” Enrolled Courses

SECURITY
- 3 . DUE DATE o iG

Certifications/Licenses Waitlist Class GRS STATUS PENDING
B ciassroom

A 1R ss Wa 8

ty WSI)

Certificate SECURITY  Required
Information Security Compliance ,”“i DATS STATUS PENDING

DATE ISSUED gm0

12019 B ciassroom

EXPIRATION DATE LIFESTYLE

172021 JE DAT
Classroom 072618 Lv“;» "‘; STATUS PENDING
B ciassroom

First Aid CPR Z W0
EMPLOYMENT LIABILITY

DATE ISSUED s 'H P for Empl DUE DATE

12019 exual Harassment Prevention for Employees Beads ‘ Resume
@ PRE-BUILT ONLINE

EXPIRATION DATE

12022
HUMAN CAPITAL
Providing Service with Heart ,DL‘E”““VE ‘ Resume

American Red Cross AED @ PRE-BUILT ONLINE

Figure 67: Learner Profile > Certifications/Licenses

Additionally, there is a Certifications/Licenses tab where you can view all this information in more detail.
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Esther Schultz

Profile Courses Learning Plans Certifications/Licenses

Certifications/Licenses 3

= Accredited Airport Executive (A.A.E.) Expired

- P ISSUED: 1/2018 .
[E] LICENSE #: 1234 EXPIRES: 1/2019 Delete Edit

o E ISSUED BY: AMERICAN ASSOCIATION OF AIRPORT EXECUTIVES (AAAE)
= American Red Cross CPR o

] CERTIFICATE #: 1234

[Eh 1SSUED BY: AMERICAN RED CROSS |55UED 1z01E Edit
NO EXPIRATION

Associated with External Learning(s): EMT Certification, American Red Cross Water

Safety Instructor, Training for Corrections (STC)

i€ Dude-You-.a-Telescopedoc 1 [ Glossry-Telescope.pdf

Accredited Airport Executive (A.A.E.)

= ISSUED: 1/2018
E] CERTIFICATE #: 1234 i
5 EXPIRES: 2/2020 Delete Ean

[#h 1ssUED BY: AMERICAN ASSOCIATION OF AIRPORT EXECUTIVES [AAAE)

Figure 68: Certifications/Licenses Profile Tab

1. Certification/License Details: Lists details about the Certificate, including the name, license
number, who it was issued by, available attachments, the issue date, and the expiration date (if
applicable)

2. Edit/Delete: Use to edit or delete the Certification/License

a. Note: Certifications/Licenses associated with External Learnings must first be
disassociated from the External Learning before they can be deleted

3. Add Certification/License: Click to add another Certification/License to this learner’s profile

a. This causes a flyout to appear where you can add a Certification/License
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Add Certification/License Cancel

0 Certification/License *
Select from Library or create a new Certification/License w
oDalc Issued
Select month * Year *
Select one v Select year ~
o Expiration Date

Select month * Year *

Select one v Select year ~

Mo expiration date

Certification/License Number

Enter text

Course Attachments

Associate Certification/License to External Learning

REMINDER SETTINGS »

Figure 69: Learner Profile > Add Certification/License Flyout

1. Certification/License*: Select a Certification or License that has been added to your agency’s

Certifications/Licenses Library or add a new one on the fly

Type: Whether the item is a Certification or a License; auto-populated by the above selection

Issuing Agency: Who issued the Certificate/License; auto-populated by the above section

Date Issued: Enter the day the Certificate/License was earned (if applicable)

Expiration Date: Enter the day the Certificate/License expires (if applicable)

Certification/License Number: Enter the Certificate/License Number (if applicable)

Course Attachments: Upload a supplemental file, such as a Certificate of Completion

Associate Certification/License to External Learning: Select if an attended External Learning

events, such as a seminar or conference, is associated with obtaining this Certification/License

or part of re-certification

9. Reminder Settings: Set Reminder and Overdue settings for the learner to receive system
notification alerts when the Certificate/License is close to expiring or has expired

©® N A WN
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1p!

If you would like to limit who has access to add Certifications/Licenses to a
Learner Profile, please contact your Implementation Consultant or NEOGOV
Customer Support to update the appropriate security permissions

Managing via the Learner Transcript

Learners can also view and print their Certificates/Licenses directly from their transcript. You can locate
a learner’s transcripts from their Learner Profile by selecting the View Transcript button.

YOUR COURSES REQUIRED COURSE PROGRESS
E] 'ﬂ_ﬂ @ @ Not Started
B Completed
Total Courses In Progress Not Started Owverdue

In Progress

31 18 4 22 0%

(*]

Rosa Diaz Complete
Detective
Public Safety

xvirtue+dia;

ogovnet

Start Date: October 4, 2010
Manager: Terry Jeffords

Enrolled Courses

HUMAN CAPITAL

Figure 70: Learner Profile > View Transcripts Button

At the bottom of this page is a list of all the learner’s Certifications/Licenses.

Certifications/Licenses

(R4 - |

Certification/License N... = | Type Issuing Agency + | Certification/License N... = | Date Issued Expiration Date

Adult Corrections Officer C Certification Commission on Police Offic 04/2013

10/2023
Taser Certification Basic Law Enforcement Ac 09/2010 09/2020
Handcuff Centification Basic Law Enforcement Ac 0229 0272024
American Red Cross First A Certification American Red Cross 012019 0v2022

u 10 % | items per page Showing 1- 4 of 4 items

Figure 71: Learner Transcript > Certifications/Licenses

Additionally, you can print the record of these Certifications/Licenses by selecting only the Print
Certifications/Licenses from the Print Transcript button dropdown at the top of the page.
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& Print Transcript

Print All

Print Courses

Print Learning Plans

Print Certifications/Licenses

Print

Figure 72: Print Transcript > Print Certifications/Licenses
Certification/License Report

In addition to being able to print transcripts, Admins are also able to run reports on
Certifications/Licenses. This is helpful to quickly identify employees whose certification/licenses are

current or have already expired.

To access the Report, select Certification/License from the Reports dropdown.

Q, Search

ement v Administrative Reports

Transcript

Certification/License

Figure 73: Reports > Certification/License

The resulting page shows a list of all Certifications/Licenses earned for all Learners you have access to.

©®NEOGOV 2000 — 2019. Proprietary and Confidential 46



NEOGOV

o p—— o e R4 - |

5 record(s) are selected Select All 18 records Clear Selection

a FirstName * lastName =~ | Employee # S | Certification/License Name + | Certification/License Type  ~+ | Issuing A

[ < O < I < I <

(<]

Figure 74: Certification/License Tracking Report

1. List View: A list of all available Certifications/Licenses (according to the filters set)
a. You can organize the list by selecting the header of the column you wish to sort by
2. Options: Use these to sort the list
a. Columns: Modify the Columns available in the view
= Default Selected Options Include: First Name, Last Name, Employee Number,
Certification/License Name, Certification/License Type, Issuing Agency, Issued
Date, Expired Date, Status, Position, and Department
=  Additional Options Include: Supervisor Name, Email Address, Active, Position
Code, Department Code, Division, Division Code, Class Spec, Class Spec Code,
Hire Date, and Expired
b. Search: Click to enable to search bar within each column
c. Select/Clear Records: When you’ve selected a record, use these to either select all
available records, or remove all current selections
3. Scroll Bar: When there are too many columns enabled for a single view, use the scroll to view
more columns on the page
a. Use the available pagination to the right to display more results
4. Bulk Actions: Click this after you have selected the Certifications/Licenses you want to export
into a Report
a. Exported File Options include PDF, CSV, and Excel

There are also various filters available on the right-hand side of the screen you can use to modify the
report to exactly what you need.
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Filters ZReset filters

Expiration Date Range

All Expiration Dates

<+ Add Department(s)

Position

+ Add Position(s)
Certification/License

o L
Department o

+ Add a Centification/License

Learner o

<+ Add Learner(s)

Figure 75: Tracking Report Filters

1. Expiration Date Range: Select a time range for which the Certification/License expires
a. Optionsinclude: All Time, Already Expired, Expires in 30 Days, Expires in 60 Days, Expires
in 90 Days, Expires in 1 Year, No Expiration, and Custom
b. Selecting a Custom Date Range allows you to enter a start and end date
Department: Select the Department(s) to show
Position: Select the Position(s) to show
Certification/License: Select the Certification(s)/License(s) to show
Learner: Select the Learner(s) to show

e wN

1!

You can select up to five (5) options for each filter

Filters work in a top > down method, meaning that whatever items put into filters at the top affect the
availability of what shows up in the filters below.
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Connection with Onboard

Overview

The Learn (LE) application connects directly with the Onboard (ON) application. Using this connection
not only saves you in time assigning new hire trainings but also creates a more seamless user
experience.

In this section, we walk you through how Learn connects directly with Onboard, making it even easier to
assign necessary trainings to your new hires. Stay compliant by making sure employees take appropriate
organization-wide courses, while also helping them succeed in their new role with job-specific trainings.

Who Should Use This Section

This section is intended for HR Admins and any ON Checklist Administrators. HR Admins have access to
enable the connection for their ON account. HR Admins and ON Checklist Administrators have access to
assign trainings to Onboarding checklists, which is covered in detail in this guide.

Note, NEOGOV must enable the Learn (LE) environment before you can use the ON connection detailed
in this section. NEOGOV must also enable the connection. Contact your Implementation Consultant if
your environment and/or connection has not yet been activated.

Enabling Onboard Connection

Once the connection has been turned on by NEOGOV, HR Admins can enable the connection with Learn
via the Administrative dropdown in Onboard.

From the Administrative dropdown, access your Onboard settings.

NEOGOV [BN onboard ~

Employees Reports ~ Completed Forms Portals Checklists Positions Administrative

Departments

Divisions

-
%)
&>

Krystyna Faillace

Employee Groups
Users
Mentors

Form Builder
IMPLEMENTATION MANAGER

Settings

Onbosrding Portsl

My Dashboard

Employee Meet the Team!

Figure 76: ON Administrative > Settings

Once the LE connection has been enabled by NEOGOV, an LMS Integration option appears on the left-
hand side, click on the title and enable the LMS Integration.
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NEOGOV @ Onboard v

Employees  Reports ~ Completed Forms Portals  Checkllsts  Positions + Administrative «

LMS Integration
Settings

Event Enabled
Reminder & Overdue Notices

LMS Integration
Notification Emalls

LMS Integration

Figure 77: Enable LMS Integration

Assign Checklists

Now that the LE connection has been fully enabled, you can start assigning trainings to your Onboarding
checklists. Access your checklists via the Checklists dropdown.

NEOGOV [N onboard ~

Employees Reports Completed Forms Portals Checklists Positions Administrative +

LMS Integration

Settings

Event Enabled
Reminder & Overdue Notices

LMS Integration
Notification Emalls

LMS Integration

Figure 78: Checklists Header

1ip!

Please note you are only able to assign trainings to
Onboarding Checklists, not Offboarding Checklists

You can add a new checklist or edit an existing checklist. In the following example, we edit the Standard
Form Tasks checklist to add training that all new hires must take.

First, select the pencil icon in the Actions column to edit the checklist.
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Checklists

Onboarding Offboarding

<+ Add New Checklist

- Actions

Standard Form Tasks

Figure 79: Checklist Action Icon

Once in edit mode for the checklist, select the Checklist Items tab.

concal | [ Prevics

REVIEW

Onboard Checklist
CHECKUIST DETAILS ASSIGNMENTS
4 Add New Checklist tem

@ Preview Checkiist Timeline

Edit Checklist items

Hold Al 80 Press the Up Of GOWN 8rTow 10 Move &

NEOGOV

Figure 80: Checklist Items Tab

From the Checklist Items tab, select “+ Add New Checklist tem” and then ‘Assign Training”.

REVIEW

@ Preview Checklist Timeline -+ Add New Checklist ltem

Add New Checklist Item

Assign Training

Figure 81: Add New Checklist Item > Assign Training

Tip!

On the Assign Training page, under the Add Training tab, assign any necessary
online trainings. Please note that only online trainings can be assigned to ON
checklists via this integration; classroom trainings cannot be assigned here
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Here, you see all online courses available to you. You can search courses by category and see the
number of courses in each category as well. You can also select multiple online courses if necessary.

Assign Training

s m

ASSIGN DUE DATE

All Courses Active Shooter Response for Higher Education

{ Add Training
Campus Safety (3)
Aggressive Driving and Road Rage
+ Add Training
CyberSecurity (1)
le: DM24
Driver Safety (1)
Employment Liabliity (9]
ploy A Alcohol Abuse Prevention for Higher Education Students
4 Add Training
Growth & Development (3)
Health & Safety (9)
Hiring and Recrulting (1) with DI Act & ADA Act
+ Add Training
Human Caphal (2)
EM
Law Enforcement (1)
Leam (V) Asbestos Awareness
+ Add Training

Product Tralning (6) de: ASIE Uanodi fn

Figure 82: Assign Training View

One the course(s) are located, select the “+ Add Training” icon to add the course(s) to the checklist.

Assign Training

ASSIGN DUE DATE

All Courses Sexual Har

|- Add Training

Employment Liabllity (1)

Figure 83: Assign Training > +Add Training Button

In this example, the Sexual Harassment Prevention course that all new hires are required to take is

selected. A Training Added message appears once the training has been successfully added. Adding this

required course to the standard Onboarding checklist not only saves time, but it helps you stay
compliant.
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Assign Training

sexu Q

All Courses Sexual Harassment Prevention for Employees
Training Added

Course Code: EM52 Length: Om

Employment Liabllity (1) 1-10f1items

Figure 84: Training Added Confirmation

Next, click on the Assign Due Date tab to assign a due date for the training added. You can select a due
date similar to the due date selection of other checklist item types, which is based on start date. If
multiple courses are assigned, you can select a specific due date for each course. Put in a numerical
value in the first field, followed by the selection of Days, Weeks, or Months After Start Date.

Assign Training Cancel E

ADD TRAINING ASSIGN DUE DATE
———————

Sexual for

Days v After Start Date v

Figure 85: Assign Due Date

Select Save once you are finished.

1ip!

If there are enrollment approvals required on the course, the task remains
pending until those approvals take place. Once any necessary approvals are
complete, the task becomes current and is ready for the employee

Now that the training has been successfully added to the checklist, let’s look at a new employee who
has this checklist assigned.

From Onboard, view an employee who has the checklist assigned. Navigate to Employees and click on
the employee name to access their Employee Details page. View their Onboarding portal and reference
their Checklist.
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Checklist © Preview Checklist Timeline

[J Complete I-9 0 Due today

[J Complete W-4 ® Due in 5 days
Sexual Harassment Prevention for Employees ® Due in 1 month

J Complete |- for employee ® Pending

VIEWALL (4) )

Figure 86: Training Added to Checklist

Here, you can see the Sexual Harassment Prevention training has been added to the new hire’s
checklist. The employee is able to launch the course directly from their Onboarding portal by simply
clicking on the course name.

Once the employee completes the course, the task status reflects appropriately in Onboard. Manual
editing of training tasks is not permitted; therefore, the employee needs to complete the training for the
task to reflect as complete in Onboard.

In addition to required new hire training, department or job-specific training can also be added to other
checklists in Onboard. For example, maybe all of your Police positions need to take a Defensive Driving
course; that can be added to a checklist specific to their position. This allows your new hires to get up to
speed quickly, fully immersing them in their new role.

Administrators utilizing the custom online course builder in Learn may also create specialized content,

such as how to use functionality in Insight or OHC and assign these trainings directly to any checklists for
new recruiters or hiring managers in your organization.
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Connection with Perform

Overview

The Learn (LE) application connects directly with the Perform (PE) application. Using this connection
allows your Managers to seamlessly review training history and assign new trainings directly from an
evaluation within Perform.

In this guide, we walk through how Learn connects directly with Perform, making it even easier to assign
necessary trainings to your employees. Ensure growth and development is a part of your evaluation

process by allowing your managers to seamlessly review training history or assign trainings directly from
evaluations.

Who Should Use This Section

This section is intended for HR Admins in LE and PE. Certain parts can be referenced by Managers for
more information on how to use the connection within evaluations.

Note, NEOGOV must enable the Learn (LE) environment before you can use the PE connection detailed

in this section. NEOGOV must also enable the connection. Contact your Implementation Consultant if
your environment and/or connection has not yet been activated.

Enabling the Perform Connection

Once the connection has been turned on by NEOGOV, HR Admins can enable the connection with Learn
via the Administrative dropdown in Perform.

From the Administrative dropdown, select Settings.

NEOGOV 13 Perform E” By = @ Angela Halpert ~

Employees Performance Evaluations -~ Library - Pesitions Reports - Help ~ E — f_L/
Competency Cafigorles
Evaluation Dashboard Goal Dashboard
Goals Catogorios
Depantments
My Tasks viewall »
Divisions
T
2,] 11 4 Employee Groups O 5 9
. . Evaluation Programs
Total Rating Approve And Sign @ Approve Other Overdue
Rating Scalos
e
Settings
Ucere Q
e b % | Related To + | DueDate -
Development Program
3T Final Rating jeto Development plan for Jere A wospog

Figure 87: PE Administrative > Settings

Within the Administrative Settings page, scroll down to the Evaluation Settings section. The connection
between Learn and Perform can be enabled by setting the Enable Training Section setting to Yes.
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o Evaluation Settings

Start Review upon creation: ® VYes No
Use sectlon score: Yes ® No
Enable automatic creatlon of rating step ® Yes No
when manager changes:
Display Job description In evaluation | pogiion v

Position Description

Asslgn Future Goals as Employee Goals Yes ® No
when Evaluation ls completed (i ): N

9 Enakle Tralning Sectlon: ® ves No

Active Evaluations & Overdue Tasks Dashboard Reports

Enable Dashboard Reports for HR User: Yes ® No

Enable Dashboard Reports for Manager: ® ves No

Peer Rater Visibility

Show peer raters to target employee: ® Yes No

e Save Changes

Figure 88: Evaluation Settings

1. Evaluation Settings: Access the Evaluation Settings section
2. Enable Training Section: Select Yes to enable the connection between Learn and Perform
3. Save Changes: Be sure to save changes to ensure the connection is enabled

1ip!

Once this setting has been enabled, any Raters of Record within Perform begin
seeing the connection points with Learn immediately in the rating form.

Rating Form

As previously mentioned, as soon as the Training Section setting is enabled by your HR Admin, your
weighted raters can see changes within the Rating Form.

From the Perform Dashboard, access a current Rating task.
Anytime a Manager accesses a rating task, a Training Section appears within the Rating form. This is a

huge help to raters who want to incorporate trainings as a part of the evaluation process to help aid in
the development of the employee.
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< back to evaluation detall page Total Score 0.00 out of 5.00 (0.00%) Overall Rating Needs Improvement / 1
Miya Jin « .
ﬁ FINANGE ASSISTANT 2020 MCT Annual Evaluation
SECTIONS P .
Training Section + Add Training

Notes & Attachments

Agency Wide
Competencies
Job Specific Competencies A

No training in this section
Current Year's Goals

Next Year's Goals

Employee Development

Merit Increase

Training Section

Overall Rating

=] Summary

Figure 89: Rating Form Training Section

The Training Section appears on all Rating Forms for weighted raters, even on any existing evaluations.

NOTE: The Training Section cannot be configured in Evaluation Programs and is not visible on printed
evaluations or within the Approval form.

View Training Activity

Before we review how to add trainings to the Evaluation, let’s see how easy it is for the Rater(s) of
Record to view the Training History for the employee being evaluated.

For example, let’s access the Team Work competency. For customers who have multiple NEOGOV
products, an aspect of Team Work could be ensuring everyone has a basic understanding of how to use
NEOGOV products, which allows everyone to do their jobs more effectively and efficiently, creating a
happier team environment.

With this in mind, while rating Team Work, | might be curious as to whether or not the employee has
completed their NEOGOV product trainings that were previously assigned to them in Learn.
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@ COMPETENCY SECTION

Agency Wide Competencies

Total Score 0.00 out of 5.00 (0.00%) Overall Rating Needs Improvement / 1 & Job Description

=L View Training Activity

») [F] | s

ITEM WEIGHT: 25%
Team Work Journal Entries 15 znies v

‘Check-In Entries - Angela Halpert 17 =niries ~
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How 15 tThe empioyes doing 5o far this ovaluation period?
~ he employee Is oing great 56 fa
5 ) Outstanding

4 ) Excoods Expoctations

3 Meets Expectations
./ [E Add to Comment Bax

2 ) Does Not Mest Expactations What are helr srengths or weaknesses thus far?

1 ) Needs Improvement

Figure 90: View Training Activity Button

Whether your Rater(s) of Record are evaluating competencies and goals, or just commenting on
narrative items, they can see and access the View Training Activity button on each item. This button
allows them to view the training history for the employee in Learn.

In the instances where the Rater is trying to complete their rating in Perform but are curious as to
whether or not the employee completed trainings they were previously enrolled in, the rater can easily
access the View Training Activity tab to find that information. Let’s access this information to see
whether or not they have completed their trainings related to NEOGOV products.

To view the training history, select the View Training Activity icon and review the following message.

Training Activity

"Training Actvity" Is from the Learn Application. Would you
like to open the given Employee’s Tralning Activity In a new
tab?

Access Tralning Activity

Figure 91: Access Training Activity Button

Accessing the Training Activity opens a new tab within your browser, which directs into Learn. To
proceed, select Access Training Activity. This saves users lots of time by not having to toggle into Learn,
locate the employee, and then view their training activity. Instead, two clicks from the Rating form in
Perform takes managers to that information on their direct reports instantly!

In the screenshot below, we can see right away that the employee has completed several trainings

related to other NEOGOV products, which provides me with the context that | need in order to complete
my ratings in Perform.
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Figure 92: Employee Courses Profile

1. Completed Courses: Accessing the training activity tab takes the rater into the Courses tab of
the learner’s profile, and it defaults to show their Completed courses. This allows the rater to
quickly see whether courses they are wondering about have been completed or not.

2. Profile: Easily access the learner’s profile to view something like the learner’s Transcript from
that page.

3. Search Courses: If there is a long list of courses, simply search by course title to find what you
are looking for more quickly.

4. Advanced Filters: Apply advanced filters to find courses by attributes like course type, enrolled
date, due date, etc.

1ip!

Once the rater is done reviewing the training history
in Learn, NEOGOV recommends closing that tab

Now that we have the information from Learn that we need, we can more easily complete our ratings
within Perform.
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ITEM WEIGHT: 25%

Team Work

Works collaboratively with others, gets help when needed, shares knowledge, and contributes to a positive work environment.

RATING SCALE * Rating is required [=] COMMENTS
Show descriptions > B I u i= = = HEL
Do _ o _ _
I\S/I utstanding Miya has done a great job with her team work this year. But I really appreciate her
- completing all of her NEQGQV product trainings which allows our team to work better
I
Exceeds Expectatlions together!
|/3\| Meets Expectations
N
P

| 2 ) Does Not Meet Expectations

I/:\I I/
AN

| Needs Improvement

Figure 93: Perform Rating Item

Add Training Activity

Now that we have reviewed how to seamlessly view an employee’s training activity from within Learn,
let’s see how easy it is to assign training courses within the Rating form. From the Rating form, access
the Training Section.

FINANCE ASSISTANT

ﬁ Wy o " 2020 MCT Annual Evaluation

SECTIONS

Training Section + Add Training
Notes & Attachments

Agency Wide
Competencies

Job Specific Competencies -

No training in this section
Current Year's Goals v h g
Next Year's Goals o

Employee Development

Merit Increase

Training Section ./

Overall Rating v 400

[E summary

Figure 94: Employee Training Section

Now that the rating is almost complete, it is beneficial to enroll the employee in any necessary training
courses, considering their performance over the past evaluation period. Whether they are struggling
and need some additional trainings to fill in the gaps, or they are a top performer and just want to
enhance their growth and development further, NEOGOV makes it easy for your managers to enroll
employees in courses right from the Rating form.
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To add a training to the employee’s evaluation, select the +Add Training icon.

Training Section

+ Add Training

No training in this section

Figure 95: +Add Training Button

This opens a fly-out with a list of Online Training Courses from Learn that the manager can assign to the
employee. This makes it very easy for your Rater(s) of Record to quickly browse through the available
courses and assign necessary trainings to the employee, all from the Rating form within Perform.

1ip!

Only Online Courses are available via this connection

NEOGOV PE Perfor Assign Training

ploy o

< back to evaluation detall page

4 Miya Jin
FINANCE ASSISTANT

SECTIONS

Notes & Attachments

Agency Wide
Competencies

Job Specific Competencies
Current Year's Goals

Next Year's Goals
Employee Development
Merit Increase

Training Section

[El summary

Overall Rating v

| All Courses

a CATEGORIES
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Campus Safety (1)
Employment Liabllity (3)
Human Capltal (3)
Perform (1)

Learn (1)

Insight (2)

E-Forms (1)

Position Management (1)

NEOGOV (1)

Cancel

Using Journal Entries In Perform

This eano

f how to use Journal Entries within Perform

Read More

<+ Add Tralning

Length: 2h Om

Bullding Custom Online Courses In Learn
e an Ir

-+ Add Tralning

ow 1o bulld Custom Online
Read More
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Read More
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-+ Add Tralning
eral Read More

Save

Figure 96: Assign Training Flyout

1. Categories: Sort by categories to find the training courses you are looking for more easily

N

Search: Use the search bar to locate training courses by their titles

3. Course Details: Read up on the course description and see how long the course may take to

complete within the course details
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4. +Add Training: Once you locate the training course(s) you want to assign, select +Add Training.
Also, multiple courses can be assigned to the employee at once. Simply select the +Add Training
icon for all the courses you would like to assign, then be sure to select Save

5. Cancel and Save: Add the selected training courses to the Training Section by selecting Save. Or

select Cancel to stop this process

NOTE: At least one training course must be selected in order for the Save button to become enabled.

Also, multiple courses can be assigned to the employee at once. Simply select the +Add Training icon for

all the courses you would like to assign, then be sure to select Save.

For our example, | know the employee wants to develop their managerial skills for the future, so | have

assigned them two courses on hiring techniques.

Training Section

Hiring High Quality Diverse Candidates

Course Code: EMOG ength’ 1h Om
Lawful Hiring
ourse e EM engtl

-+ Add Training

(]

Figure 97: Trash Icon

Once the courses have been assigned, they appear in the Training Section within the evaluation. To

remove a course you may have mistakenly added, select the Trash Icon. Please note, however, that the

employee is not enrolled in either of the courses at this point.

Once you have completed the entire rating process, be sure to select the Submit Evaluation button in

the top right of the Rating form.

< back to evaluation detall page

Miya Jin
ﬂ FINANCE ASSISTANT 2020 MCT Annual Evaluation

secTions P :
Training Section
Notes & Attachments

Agency Wide
Competencies

o Hiring High Quality Diverse Candidates
Job Specific Competencies

Current Year's Goals Lawtul Hiring

Next Year's Goals

Employee Development

Merit Increase

Training Section

COverall Rating ~ 400

. Summary

Total Score 4.00 out of 5.00 (80.00%) Owverall Rating Exceeds Expectations / 4

+ Add Training

Figure 98: Submit Evaluation Button
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NOTE: The Training section is optional for Raters of Record. Managers do not have to populate this
section to submit the evaluation. It can be left empty if managers so choose.

Any approvals would then take place as they normally would for the evaluation process. Please note, the
Training Section does not appear on the Approval form or the evaluation print-out. If necessary, the
Training Section can be viewed from the Evaluation Details Page.

Once any approval tasks have taken place and the evaluation is released to the employee, the employee
would then be enrolled into the training course(s). Once the evaluation is released to the employee, the
enrollment process for the courses is triggered. Any course approvals take place and if the employee is
already taking the course, then the status on the Training Section within the evaluation details page
updates accordingly.

Training Section

__

Hiring High Quality Diverse Candl... EMO6 0810/2018 MNot Started

Lawful Hiring EMO2 077212018 Not Started

Figure 99: Training Section

The employee can click on the name of the course within the Training Section on the Evaluation Detail
Page to be directed into the Course Details Page within Learn where they can start the course.

NEOGOV . Learn Q, Search i 5?. Michael Scott "

Dashboard My Courses Course Catalog Training Activity Calendar

£ Back to My Courses

COURSE INFO
EMPLOYMENT LIABILITY

Lawful Hiring

Course Details

(©® o02H15M

L X i ) . - ) . () REQUIRED SCORE: N/A
Lawful Hiring is designed for supervisors. It is so easy for a supervisor to unwittingly make a mistake in
%] COURSE CODE: EM02
the hiring process and cause major liability for the organization. The course is designed to help &
supervisors make knowledgeable choices and find the best employees. It also teaches them to NO APPROVAL REQUIRED

navigate the hiring process, avoiding legal and personnel problems

COURSE INFO

Attachments

Figure 100: Course Details Page > Start Button

Once they are taken to the course details page within Learn, the employee can Start the course to
ensure they complete the Training that was assigned to them on their Evaluation within Perform. They
can also complete the course from the Your Activity section of the Dashboard if they log into Learn
directly.
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