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Before we begin...
The following guidelines will support a successful learning experience.

=7 0O~0O
- Check-In for Attendance F}Oﬁ’\ Refrain from side-conversations

Check E-mail during breaks ONLY

had

AI Silence cell phones

0 Complete post-training survey Chiovl
G i . . . . njoy!
prior to leaving this session



Training Icons
Throughout training, you will come across the following icons:

Instructor Demos: View a live
demonstration of the system functionality

n Important: Emphasizes information that can
impact how you handle a specific area

Remember: Reminds you about @
previous important information

0 Quick Tip: Provides extra
instructions intended to give immediate,
practical advice

360

Take Note: Recommends that you take note of
information needed for future activities

System Exercises: Indicates that you will be
participating in a group or paired activity

Repeat Steps : Indicates a time in which
previous steps you learned will be repeated
related to accomplish a new objective

Knowledge Checks: Test your knowledge of key
concepts
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cou rse ove rVIew CloudVergent 360

Welcome to the first training session within the Manager Self Service Course. This course is designed to
provide DeKalb County Managers with an overview of how to perform general functions within CV360.

» General DeKalb County Managers e eoe
« Line Managers
« HR Administrators and Supervisors

We recommend the following prerequisites before taking this course:
« (V360 Navigation Training

9]
3 Hours




Course Objectives:
Upon the completion of the Manager Self Service course, you will be able to:

Upon completion you will be able to:
« Complete Manager self-service functions within CV360
« View Employee Information, Manage Absences and Learning for Direct Reports




Course Agenda
Below is a list of the lessons within this course as well as an estimated duration of each

1 View Direct Reports (Core HR) 15 Minutes
2 | View Direct and Indirect Report Hierarchy (Core HR) 15 Minutes
3 Change Location (Core HR) 15 Minutes
4 | View Document Records (Core HR) 15 Minutes
5 | View Employment Information (Core HR) 15 Minutes
6 | View Direct Report Salary and Allowance Details (Core HR) 15 Minutes
/7 | Create a Delegation Rule for Approvals (Core HR) 15 Minutes
3 | View Team Representatives (Core HR) 15 Minutes
9 | Approve/Reject a Time Off Request (Absence) 15 Minutes
10 | View an Employee’s Existing Leave Balances (Absence) 15 Minutes
11 | Request Absence on Behalf of an Employee (Absence) 15 Minutes
12 | View an Employee’s Existing Absences (Absence) 15 Minutes
13 | Create a Delegation for Absence Approvals (Absence) 15 Minutes




Course Agenda
Below is a list of the lessons within this course as well as an estimated duration of each

v

CloudVergent 360

15 Minutes

14 | Recommend Learnings (Learning)

15 | Assign Learnings (Learning)

16 | Request Non-Catalog Learning Item (Learning) 15 Minutes
17 | View Learning Status (Learning) 15 Minutes




Managing Direct and Indirect Reports

Lesson 1: View Direct Reports (Core
HR)
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Lesson Objective:
Upon the completion of the View Direct Reports Lesson, you will be able to:

« View Direct Reports




View Direct Reports

= [E Del_(allb}(f_oq_nty N o

Good Afternoon, John Doe!

° g,'The My Team app enables a \
Select the My | Manager to view his/her team. |
Team tab from B sy o . . I Within the My Team App, a |
the CV360 B srosesimen : Manager can Change Location of :
Homepage FY—— I a Direct Report, View Document |

P I of Records uploaded for any |
o |. . : Employee and View Employment :
A v Info of a Direct Report v

Select the My Team
tile from the Apps
section

10



View Direct Reports

= [E DeKalb County

Overview

|Searclr Person 9 Show Filters

@‘ Compensation
| Actions v ‘ View By | Assignment v | Sort By ‘ Name ascen ding

Workers ~

View all Direct
Reports

With Offer “ —————————————— ~

: |

i All MSS Actions can be ,

e I accessed by selecting the |

P— | ellipsis drop-down menu ]

——————— _—— N e e e e e e e e e e e e o o P

nce you enter My Team

| .

, PP, all your Direct reports
i will be listed under Worker
'\Section

11
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View Direct Reports: Knowledge Check
Managers can view their own Direct Reports through the My Team tile

True or False?

A True

12



View Direct Reports Knowledge Check
Managers can view their own Direct Reports through the My Team tile

True or False?

v

CloudVergent 360

A True

'- The correct answer is A. Managers can view their own Direct Reports through the My Team

> tile

13
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Course Exercise:
|[dentify a Participant in the audience to share their screen and complete the following exercise:

« View all Direct Reports

14



Managing Direct and Indirect Reports

Lesson 2: View Direct and Indirect
Report Hierarchy (Core HR)
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Lesson Objective:
Upon the completion of the View Direct and Indirect Report Hierarchy Lesson, you will be able to:

« View the Hierarchy for Direct and Indirect Reports




View Direct and Indirect Report Hierarchy

- m DeKalb County

GEORGIA

Good Afternoon, John Doe!

Me My Team My Client Groups Benefits Administration My Enterprise Tools >

QUICK ACTIONS APPS

Se | e Ct th e My g Seniority Dates
Team tab from the .

/ Transfer My Team Journeys Perfarmance
CV360 homepage : / ) T

E Employee Summary

..(./' Employment Contracts

Select the My Team tile in
the Apps section




View Direct and Indirect Report Hierarchy

Assignment | 61250 - Grounds Maintenance Worker

v |

Overview

| Search Person "-:‘ Show Filters

‘ Actions v ‘

orkers|

Carl A Test

CT
99005 - Office Assistant
Jamison Test

99005 - Office Assistant

View By | Assignment ~ | Sort By | Name ascending ~

a2 3 Directs. 3ﬂota|

Select the Total link to
view Total Reports under
an individual

18



View Direct and Indirect Report Hierarchy

Assignment | 61250 - Grounds Maintenance Worker v |
Overview
| Bearchifenson Q| ShowFilters ||  Betty H Test
‘ Actions v | View By | Assignment ~ | Sort By | Name ascending v
Workers %
John Chiu

49120 - Fire Captain (28-day)

Janie VanGogh

49220 - Firefighter Inspector, Senior

Summer Saunders

“ 2840 - Enginaering Supervisor

 View any Direct and Indirect Select the Employee
. Reports for the original | Name link to return to
' Employee selected [ that Reports page

19
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View Direct and Indirect Report Hierarchy: Knowledge Check

Managers can view an Employee’s Direct and Indirect Reports by clicking on the “Total” link next to their name
True or False?

A True

20
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View Direct and Indirect Report Hierarchy: Knowledge Check
Managers can view an Employee’s Direct and Indirect Reports by clicking on the Total link next to their name

True or False?

A True

!
S 2

'- The correct answer is A. Managers can view an Employee’s Direct and Indirect Reports by

4
-

<  clicking on the Total link next to their name .
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Course Exercise:
|[dentify a Participant in the audience to share their screen and complete the following exercise:

« View a Direct Report’s other Reports

22



Managing Direct and Indirect Reports

Lesson 3: Change Location (Core HR)




v

Lesson Objective:
Upon the completion of the Change Location Lesson, you will be able to:

« (Change Location of an Employee

24



Change Location

= [m DeKalb County

My Team

QUICK ACTIONS

Bl serioriy Dates
Select the My Team

tab from the CV360
Home page

Good Afternoon, John Doe

APPS

aa

Select the My Team
tile in the Apps
section

25



Change Location

= m DeKalb County

le
@ Overview

@:} Compensation

Overview

‘Search Person 3\ Show Filters

| Actions v | View By | Assignment V| Sort By ‘ Name ascen ding

Warkers

Jane Doe

15100 - Records Technician

Casey Doe
15100 - Records Technician

Rose Doe
15100 - Records Tachnician

With Offer

Requisitions

Vacancies

Select the Ellipses
drop-down menu to
access the Change
Location Action

26



Change Location

= m DeKalb County

My Team

Show Filters

View By | Assignment

Sort By ! Name ascending

Absence Balance

Add Absence
Add Anytime Document
Add Development Goal

Allocate Checklists

| Change Location I

Direct Reports

Document Delivery Preferences
Document Records
Employment Info

Existing Absences

Feedback

Individual Compensation
Request Feedback

Seniority Dates

Vacancies

View Compensation Change Statements

le
@m _ Overview
| search Person o]
) Compensation 1 e ‘
Workers
Jine Doe , ‘
Ca:seyJone
Rose Busch
With Offer
Requisitions
Vacancies
( Change Location actionis
|
' auto-approved and there
' will be no notifications sent
|

when selected )

I
\
N o o o o o o o e o o o o - o - — — -

Select Change Location
from the drop-down list

27



Change Location

Select the

appropriate Date

Select the appropriate
Reason, if applicable

GI When and Why

“When does the location change start?

(12721721

6 |

“What's the way to change the location?

‘ Location Change

Why are you changing the location?

Select the
Continue button

28



Change Location

(1) When and Why /e

e Location

Selecting the Continue button
will open the Location Section
with the Current Location
already populated. You can
remove the Current Location

from the Location field and start
keying in the new Location and
selecting the correct Location
from the suggestions



Change Location

() When and Why

# Edit

Select the appropriate Location
from the drop-down list

@ Location
Location
Mal ]~]

Name Gode Town or City Nac:;”"""
ANNEX - Maloof Annex ANNEX Decatur United States
FACILITIES - Facilties Management FACILITIES  Decatur United States
FIR-MARSH - Fire Marshall FIRMARSH  Decatur United States
FLEETMAINT - PVV - Fleet Maintenance  FLEETMAINT  Decatur United States
FIM-CAMP - PW - Fleet Maintenance FM-CAMP Decatur United States




Change Location

(1) When and Why

~
-

© Location

Location
[FaciumiEs - Facilities Managemen{ J-]

Select the Continue button once © Comments and Attachments
the correct Location is selected

qglecting the Continue button will open
| .
: the Comments and Attachment Section,
I since there are no Approvals, select the
: Continue button to submit the
JIransaction Y,



Change Location

Change Location

(@ When and Why [ # e |

Select the Submit button to
save the updated Location

(2) Location [ # ean |

© Comments and Attachments

mmmmmmmmm

Upload any appropriate documents using
the drag and drop feature, or by selecting the
Drag files here or click to add attachment
hyperlink to upload a specific file from the
local desktop
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Change Location: Knowledge Check

Managers must select a Date when the Location Change will occur for an Employee
True or False?

A True

33
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Change Location: Knowledge Check

Managers must select a Date when the Location Change will occur for an Employee
True or False?

A True

'- The correct answer is A. Managers must select a Date when the Location Change will occur

< foran Employee
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Course Exercise:
|[dentify a Participant in the audience to share their screen and complete the following exercise:

« (Change a Location for a Direct Report

35



Managing Direct and Indirect Reports

Lesson 4: View Document Records
(Core HR)




v

Lesson Objective:
Upon the completion of the View Document Records, you will be able to:

e View Document Records

37



View Document Records

= [m DeKalb County

Good Afternoon, John Doe!

Select the My Team
tab from the CV360
Home page

My Team

QUICK ACTIONS APPS

Q Semiorty Dates

Journeys rerormance Laraer Uvervigy rerrormance

aa

i As a Line Manager you'll be

Select the My Team
tile in the Apps
section

I able to view Document of
: Records uploaded for any of
i your Direct Reports

o o o o o o O O e O e e . .



View Document Records

l€
@ Overview

E@o Compensation

m DeKalb County

Overview

‘ Search Person Q

‘ Actions v ]

Workers

Jane Doe

15100 - Records Technician

Sam Doe

15100 - Records Technician

Melissa Doe

15100 - Records Technician

With Offer

Requisitions

Vacancies

Show Filters

View By | Assignment

‘ Sort By | Name ascending

Absence Balance

Add Absence

Add Anytime Document
Add Development Goal
Allocate Checklists
Change Location

Direct Reports

Document Delivery Preferences

Select Ellipses button

Document Records
Employment Info
Existing Absences
Feedback

Individual Compensation
Request Feedback
Seniority Dates
Vacancies

View Compensation Change Statements

Select Document
Records from the
options Ellipses drop-
down list



View Document Records

= m DeKalb County Ao .

Document Records

Document Records + Add

‘599“" by type, name, or numbe  Q Show Filters Excluded Expired X

Sort By | Last Updated - Descending

-r‘©

Nothing matches your search. Try again.

Any Document Records
will display here, if
available

-l \

, If there are no Documents available for
I you to see as a Manager, a message will
: display saying “Nothing matches your

40



View Document Records

Se|eCt the baCk Document Records
arrow to go back
to the My Teams

View

C DeKalb County

Document Records

+ Add

|5€ﬂfff? by type. name, or numbe  C Show Filters Excluded Expired X

=
‘© Nothing matches your search. Try again.

41
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View Document Records: Knowledge Check

Managers can view Document Records for a specific Employee by selecting the ellipses then selecting
Document Records

True or False?

A True

42
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View Document Records: Knowledge Check

CloudVergent 360

Managers can view Document Records for a specific Employee by selecting the ellipses then selecting
Document Records

True or False?

A True

!
S 2

- The correct answer is A. Managers can view Document Records for a specific Employee by
<  selecting the ellipses then selecting Document Records

43
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Course Exercise:
|[dentify a Participant in the audience to share their screen and complete the following exercise:

« View Document Records for a specific Employee




Managing Direct and Indirect Reports

Lesson 5: View Employment
Information (Core HR)




Lesson Objective:
Upon the completion of the View Employment Information, you will be able to:

v

CloudVergent 360

« View Employment Information for Employees

46



View Employment Information

= [E DeKalb County

Good Afternoon, John Doe!

My Team

Select the My Team
tab from the top
section of the
Homepage

QUICK ACTIONS

Q Semiorty Dates

APPS

vy leam Journeys rerormance Laraer Uvervigy rerrormance

aa

.} !mployment Information

Select the My Team
tile

I provides the basic Assignment
: Details of a Direct Report to
i his/her Manager

-_—e—— - .- - - - - e O e e e . .

N\

1
!
|
|
|
]



View Employment Information

D

= m DeKalb County A

le
Overview
Overview i
| Search Person Q] ShowFilters
% Compensation R
‘ Actionsv ‘ View By | Assignment Sort By | Name ascending
Workers
Jane Doe
15100 - Records Technician Absence Balance I
Add Absence
Frank Ocean
15100 - Records Technician AddAmysine Cocumert
Add Development Goal
Rose Busch Allocate Checklists

15100 - Kecoras lecnnician
Change Location

Direct Reports

Document Delivery Preferences

With Offer Document Records

I Employment Info I

Existing Absences
Requisitions Feedback

Individual Compensation
Request Feedback
vaCaﬁdeS Seniority Dates
Vacancies

View Compensation Change Statements

Select Employment Info
from the Ellipses drop-
down list

48



View Employment Information

= [E DeKalb County ano .

Employment Info

Assignment
Legal Employer Department
DeKalb County GA 02124 - FINANCE - RECORDS AND MICROFILMING
Business Unit Grade
DC Business Unit DK2_09
Job Location
15100 - Records Technician RM-RECQORDS - Records Division-Risk Mgmt
Business Title Person Number
15100 - Records Technician 051918

Selecting

Managers Emp|0yment Info
g will show the

Assignment

Information,

Seniority Dates,

Seniority Dates v and Emp|oymen’[

History

Penelope Doe Line manager
21230 - Records Manager

Employment History v




View Employment Information

C DeKalb County N
Employment Info

Assignment

Legal Employer Department
DeKalb County GA 02124 - FINANCE - RECORDS AND MICROFILMING
Business Unit Grade
DC Business Unit DK2_09
Job Location
15100 - Records Technician RM-RECORDS - Records Division-Risk Mgmt
Business Title Person Number
15100 - Records Technician 051918
Managers
I_arry King Talent Manager

21230 - Records Manager

Penelope Pea Line manager
21230 - Records Manager

Seniority Dates

Employment History

Select the arrow to
expand the individual
sections




View Employment Information

Employment Info

21230 - Records Manager

Seniority Dates ~

DeKalb County GA
Legal Employer

Seniority Date Length of Service - e o e e o e S e e e e e e )

o gelecting the Actions drop-down "y

: list will allow the Manager to :
o e s 20 I initiate a Change Location :
: request for a Direct Report. The 1
- | other options in the Actions |
o . drop-down list are not available
i right now based on DeKalb I
o s s 220y * Business requirements )
_______________ -~
Employment History -

Synchronization From Position Start Date 10/29/21




View Employment Information

Select the back
arrow to go back
to the My Teams
View

C DeKalb County

Employment Info

Assignment
Legal Employer
DeKalb County GA

Business Unit
DC Business Unit

Department
02124 - FINANCE - RECORDS AND MICROFILMING

Grade
DK2_09

le
@ Overview

@:} Compensation

C DeKalb County

Overview

‘ Search Person

| Actions v |

Workers

Jane Doe

15100 - Records Technician

Frank Doe

15100 - Records Technician

Casey Doe

15100 - Records Technician

With Offer

Reguisitions

Show Filters

View By | Assignment v ‘ Sort By ‘ Name ascending v

52
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View Employment Information: Knowledge Check

Managers can view Employment Information including Seniority Dates for a specific Direct Report
True or False?

A True

53
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View Employment Information: Knowledge Check

Managers can view Employment Information including Seniority Dates for a specific Direct Report
True or False?

A True

'- The correct answer is A. Managers can view Employment Information including Seniority

<  Dates for a specific Direct Report

54
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Course Exercise:
|[dentify a Participant in the audience to share their screen and complete the following exercise:

« View Seniority Date information for a specific Employee

55



Managing Direct and Indirect Reports

Lesson 6: View Direct Report Salary
and Allowances Details (Core HR)




Lesson Objective:
Upon the completion of the Add Goals Lesson, you will be able to:

v

CloudVergent 360

« View Salary and Allowances information for Direct Reports

57



View Direct Report Salary and Allowances Details

= m DeKalb County

Good Afternoon, John Doe!

My Client Groups Benefits Administration My Enterprise Tools

Me My Team

Select the My
Team tab from the
CV360 homepage

QUICK ACTIONS APPS

g Seniority Dates

Performance
Overview

0.
Transfer
W/ Tran My Team Journeys

..(./' Employment Contracts

>

B M Mm

E Employee Summary

Select the My Team tile

58



View Direct Report Salary and Allowances Details

Overview

Search Person : \ Show Filters

Actions w View By | Assignment Sort By | Name ascending

Workers

Jane Doe
15070 - Human Resources Specialist

Melissa Doe
15050 - Employee Development Trai...

Select the name of

the Direct Reportl Saggiy E:Fi:-yee Development Sp...
(ex: Melissa Doe)
whose details you
wish to view




View Direct Report Salary and Allowances Details

Select the
Compensation button

Public Info

Goals

Skills and
Qualifications

Career
Development

Performance

Identification Info

Family and
1 Emergency
Contacts

Document Records

@Emnh)'mml Info

Compensation
2 Existing Absences

Person Identifiers
for External
Applications

Learning

Employment Info

Assignment

Legal Employer

Dekalb County GA

Business Unit

Job

Business Title

Department

11525 - HUMAMN RESOURCES &
Grade

18

Location

MALOOF - Administration :-'I.'I"i
Sasanea

Assignment Status Type

Active - Payrall Eligible

Worker Category

Assignment Category

Reporting Establishment

Fuill Tirmve or Part Time

Full time

Regular or Temporary
tegular

Probation Period

Probation End Date

Propased Person Type

Actions v

Standard Waorking Hours

40 Weeldy

Primary Assignment

Yes

Primary Assignment in Primary Work Relationship
Yies

Primary Work Relationship

Yes

Worker Type

Employes

Enmterprise Start Date

Work Relationship Status

Person Mumber

Person Type

Employee

Synchronize from Position

Merit Status

¥

Company
Division Code

AD Aceount Requined?

Additional Employment

60



View Direct Report Salary and Allowances Details

v

udVergent 360

e O TG Ty T

UsSD Annually
¥

+1,605.9400 (+2.3-481%)

Select the name of
the Allowance to
open a new page with
further details about
the Allowance offered
to the Direct Report

Component Name Adjustment Amount Adjustment Percentage Percentage
Base salary

Longevity 0.0000 0.0000
(Base salary)

Hazardous Duty 0.0000 0.0000
l.??.-am-:dlc 0.0000 0.0000
BASC Salary

Supplemental 0.0000 0.0000

Crerall salary

Show Future and Prior Salary

Additional Compensation

Car Allowance
Car Allowance
10/2/21 - Ongoing

— Amount

0.0000

0.0000

0.0000

0.0000

Annual Amount

0.0000

0.0000

0.0000

0.0000

Payment Details

Legal Employer

Award Frequency

DeKalb County GA Recurring

Name Amount

Car Allowance Reimbursement 500.00 USD

Start Date Periodicit
eriodicity

10/2/21

/2 Calendar Month
End Date
Ongoing

61
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View Direct Report Salary and Allowances Details: Knowledge Check
Managers can view an Employee’s Allowances through the Compensation button

True or False?

A True

62
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View Direct Report Salary and Allowances Details: Knowledge Check
Managers can view an Employee’s Allowances through the Compensation button

True or False?

A True

!
S 2

'- The correct answer is A. To view both Compensation and Allowances for an Employee,

4
-

< Managers should select the Compensation button -
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Course Exercise:
|[dentify a Participant in the audience to share their screen and complete the following exercise:

« View a Direct Reports Allowances Information

64



Managing Direct and Indirect Reports

Lesson 7: Create a Delegation Rule for
Approvals (Core HR)




v

Lesson Objective:
Upon the completion of the Create a Delegation Rule for Approvals Lesson, you will be able to:

« Submit a Delegation Rule for new Approvals




Create a Delegation Rule for Approvals

Good Afternoon, John Doe!

Select the Me tab
from the CV360
homepage

e

My leam viy Client Groups 100IS

QUICK ACTIONS APPS

\
{8 Document Records

&

|den

Cantact
Lontact

Fami

My Oraanizarian Chars
My Crganization Chart

My P

arsonal Detalls

tification info

nio

ly and Emergency Contacts

ublic Info

Change Photo

Roles and

)

Select the Roles and
Delegations tile from
the Apps section

67



Create a Delegation Rule for Approvals

Select the drop-down
chevron in the Approval
Delegations section

Role Delegations + Add |
’ There's nothing here so far.

Approval Delegations e

Approval Delegations

’ There's nothing here so far.

Select the +Add button

68



Create a Delegation Rule for Approvals

Approval Delegations

“Rule Name

‘ September 2021 Vacation |

*Start Date

\ 9/28/2110:06 AM e |
End Date

\ 10/8/2110:06 AM e |

L[

ancel

4

g

*Category

‘ Manager (e.g. Promotion, Transfer) v ‘

“Delegate To

[ carl A Tesq ]:

Allow this user to approve their own transaction

Key in the appropriate Rule
Name, Start Date, and End
Date for the Approval
Delegation you wish to
Create

Key in the appropriate
information for the
Category of the Approval
Delegation and who you
wish to Delegate To

Select the
Save button

69



Create a Delegation Rule for Approvals

Approval Delegations

September 2021 Vacation

9/28/21 10:06 AM To 10/8/21

Delegated To Carl A Test

10:06

AM

! + Add

b

The delegated Employee Name
should now appear under the
Approval Delegations section

70
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Create a Delegation Rule for Approvals: Knowledge Check

CloudVergent 360

Managers do not have to select a specific Employee to Delegate Approvals to when creating a new Delegation
Rule

True or False?

A True

B. False
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Create a Delegation Rule for Approvals: Knowledge Check

Managers do not have to select a specific Employee to Delegate Approvals to when creating a new Delegation
Rule

True or False?

A True

!
S 2

'- The correct answer is B. Managers must select a specific Employee to Delegate Approvals

< towhen creating a new Delegation Rule -
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Course Exercise:
|[dentify a Participant in the audience to share their screen and complete the following exercise:

« Submit a Delegation Rule for Approvals

73



Managing Direct and Indirect Reports

Lesson 8: View Team Representatives
(Core HR)
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Lesson Objective:
Upon the completion of the View Team Representatives Lesson, you will be able to:

« Learn how to View Team Representatives




v

CloudVergent 360

View Team Representatives

- m DeKalb County n® .

GEORGIA

Good Afternoon, John Doe!

My Client Groups Benefits Administration My Enterprise Tools >

Me My Team

QUICK ACTIONS APPS

Select the My B serionty Dotes
Team tab from the
CV360 homepage

Performance
Overview

B M Mm

0.
Transfer
W/ Tran My Team Journeys

..(./' Employment Contracts

E Employee Summary

Select the My Team tile
from the Apps section




View Team Representatives i

QOverview

‘ Search Person o)

Actions v ’ View By | Assignment v ‘ Sort By ‘ Name ascending

Workers A

Carl A Test s 3 Directs. 7
CT
99005 - Office Assistant

JamisofmTest
| st

99005 - Office Assistant

Select the

Employee Name
Iinkp y With Offer v




View Team Representatives

LTI yrinetiie i

Jamison Test

l€
@ Employment Info Business Title

99005 - Office Assistant; E1l
Show More -

Assignment

Legal Employer
DeKalb County GA

Business Unit
DC Business Unit

Job
99005 - Office Assistant

Business Title
99005 - Office Assistant

Managers

Betty H Test

61250 - Grounds Maintenance Worker

Department
01525 - HUMAN RESOURCES & MERIT SYSTEM - TRAINING & DE...

Grade
06

Location
PIC - DeKalb WorkSource

Person Number
100085

Line manager

4 Select the Show
More button

78



View Team Representatives

Public@'ﬂfa

Goals

» Skills and
Qualifications

Caree-
Develpment

Performance

Feedtack

Succession
Planning

Docunent Records

)

1t 360

As

Business Title

| 99005 - Office Assistant; EI00085; DeKalb County GA: Employ

signment

Legal Employer
DeKalb County GA

Business Unit
DC Business Unit

Job
99005 - Office Assistant

Business Title
99005 - Office Assistant

Department

01525 - HUMAN RESOURCES & MERIT SYSTEM - TRAINING & DE--

Grade
06

Location
PIC - DeKalb WorkSource

Person Mumber
100085

Select the Public
Info button

79



View Team Representatives

E| Existing Absences

(") Learning

Favorite Links

-

, There's nothing here so far.

Managers and Directs v

Representatives N

Jim Smith

Department Admin

Joan Appleseed

Departmental Head

Johnny Doe

Departmental Head

James Apple

Departmental Head

Select the drop-down menu o
button to view the S
Representatives for that Report
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View Team Representatives: Knowledge Check
Managers can view an Employee’s Representatives by clicking on the Employee Name link

True or False?

A True

81
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View Team Representatives: Knowledge Check
Managers can view an Employee’s Representatives by clicking on the Employee Name link

True or False?

A True

'- The correct answer is A. Managers can view an Employee’s Representatives by clicking on
<  the Employee Name link

82
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Course Exercise:
|[dentify a Participant in the audience to share their screen and complete the following exercise:

« View an Employee’s full list of Representatives

83



Managing Direct and Indirect Reports

Lesson 9: Approve/Reject Time Off
Requests (Absence)




Lesson Objective:
Upon the completion of the Approve/Reject Time Off Requests Lesson, you will be able to:

v

CloudVergent 360

« Approve or Reject Time Off Requests
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Approve/Reject Time Off Requests

v

CloudVergent 360

E[E De

Kalb County

GEORGIA

Good Afternoon, Frank Smith!

Me

My Team My Client Groups

Tools

Others

QUICK ACTIONS

&

Personal Details

Document Records

|dentification Info

Contact Info

Family and Emergency Contacts

My Organization Chart

My Public Info

Change Photo

APPS

Directory

Personal
Information

Roles and
Delegations

Journeys

Learning

Pay

Benefits

_|_

Time and
Absences

Current Jobs

Career and
Performance

Wellness

Select the bell
notifications
button on the top
right corner of the
screen




Approve/Reject Time Off Requests

M

Notifications Show All

® ACTION REQUIRED 26 seconds ago

Approval of Sick Leave Absence Request for Jane Doe  from 2021-12-27 to 2021-12-2

021 27

® ACTION REQUIRED 1 minute ago

Approval of Annual Leave Absence Request for Jane Doe  from 2021-12-28 to 2021-12-28

Jane Doe * - Reject ’

FY1 7 hours ago
Oracle Fusion Applications-Automatically Generated Password
FYI Yesterday
Oracle Fusion Applications-Automatically Generated Password

Dismiss
ACTION REQUIRED 1 week ago

-~

Approval of Annual Leave Absence Request for Jane Doe  from 2021-12-09 to 2021-12

-09

Load More ltems 1-5 of 6 items

v

CloudVergent 360

Select the link for the
request to view more
information about that
specific Time Off Request



Approve/Reject Time Off Requests

from 2021-12-28 to 2021-12-28

Absence Request Approval

Jane Doe
From 12/28/21 to 12/28/21

Total Duraticn 8.5 Hours

Absence Request Details

Absence Type Annual Leave
Absence Reason
Start Date  12/28/21 8.5 Hours
End Date  12/28/21
Duration 8.5 Hours

Comments

Approval History

© assigned o Frank Smith

@ submitted by 1Jane Doe

12/15/21 10:42 PM

12/15/21 10:42 PM

Actions w

Select the Approve button
to approve the Time Off
Request
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7N
Approve/Reject Time Off Requests CV)

CloudVergent 360

Approve Key in the appropriate
comments in the field and

select the Submit button

Comment | approved

Urag hles here or
click to add
allachment




Approve/Reject Time Off Requests

1>

Notifications

® ACTION REQUIRED

Approval of Sick Leav

m

Absence Request for  Jane Doe

Jane Doe

® ACTION REQUIRED

Tonya Jones

FYl

FYI

ACTION REQUIRED
Approval of

Jane Doe

Oracle Fusion Applications-Automatically Generated Passw

Oracle Fusion Applications-Automatically Generated Passw

from 20
rom 202

jord

vord

Annual Leave Absence Request for  Jane Doe  from 2021-12-09 to 20

-12-27 10 2021-12

~A

Load More Items 1-5 of 6 items

Approval of Annual Leave Absence Request for Jane Doe  from 2021-12-28 tc 2021-12-28

21-12-09
12-09

v

CloudVergent 360

Show All

51 seconds ago

l Reject

1 minute ago

Reject ’

7 hours ago

‘ Dismiss ’

Yesterday

Dismiss '

1 week ago

Reject ’

From the home page, select the bell
notification button again, and select the
Show All button from this drop-down
list



Approve/Reject Time Off Requests

Assigned to Me (6) Created by Me (0) All

Q Search Dismiss All

® ACTION REQUIRED 1 minute ago
Approval of Sick Leave Absence Request for Jane Doe from 2021-12-27 to 2021-12-27

Jane Doe -

FYI 7 hours ago

Dismiss ‘

FYI Yesterday

Dismiss ‘

Oracle Fusion Applications-Automatically Generated Password

Oracle Fusion Applications-Automatically Generated Password

From here, you have the option to
Approve or Reject a request directly
from the notifications area. Select the
Reject button to reject a Time Off
Request




v

Approve/Reject Time Off Requests: Knowledge Check
Managers can Approve or Reject a Time Off Request directly from their notifications menu
True or False?

A True




v

Approve/Reject Time Off Requests: Knowledge Check

Managers can Approve or Reject a Time Off Request directly from their notifications menu
True or False?

A True

!
S 2

'- The correct answer is A. Managers can Approve or Reject a Time Off Request directly from

> their notifications menu S



v

Course Exercise:
|[dentify a Participant in the audience to share their screen and complete the following exercise:

« Approve a Time Off Request for an employee after viewing the Time Off Request details

%



Managing Direct and Indirect Reports

Lesson 10: View an Employee’s Existing
Leave Balances (Absence)




Lesson Objective:
Upon the completion of the View an Employee’s Existing Leave Balances Lesson, you will be able to:

v

CloudVergent 360

« View an Employee’s Existing Leave Balances
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v

CloudVergent 360

View an Employee’s Existing Leave Balances

- m DeKalb County n® .

GEORGIA

Good Afternoon, John Doe!

My Client Groups Benefits Administration My Enterprise Tools >

Me My Team

QUICK ACTIONS APPS

Select the My B serionty Dotes
Team tab from the
CV360 homepage

Performance
Overview

B M Mm

0.
Transfer
W/ Tran My Team Journeys

..(./' Employment Contracts

E Employee Summary

Select the My Team tile
from the Apps section




7N
View an Employee’s Existing Leave Balances m

View By Sort By |Name ascending

Select the Ellipses on the
O right side of the page,

A s S then select Absence
e Balance from the drop-
down list

Direct Reports

Absence Balance

Document Delivery Preferences
Document Records

Empleyment Info

Existing Absences

Feedback

Individual Compenzation

Request Feedback

Seninritv Nates
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View an Employee’s Existing Leave Balances

= m DeKalb County

Absence Balance

Plan Balances

Annual Leave

Annual Leave Resenve
Elood Time Accrual |
COVID 19 Incentives

Comp Time Accrua

nce As-of Date | Current dlate

124.73 Hours

0 Hours

0 Hours

154.75 Hours

-90 Hours

Load More ltems  1-5 of § items

View the Employee’s current
Leave Balance on the Absence
Balance page

| ' Actions button to Add an
I Absence on the Plan
\ Balances Page
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View an Employee’s Existing Leave Balances: Knowledge Check
Managers can add an Absence for an Employee directly from their Absence Balance page

True or False?

A True
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v

View an Employee’s Existing Leave Balances: Knowledge Check

Managers can add an Absence for an Employee directly from their Absence Balance page
True or False?

A True

!
S 2

'- The correct answer is A. Managers can add an Absence for an Employee directly from their

~  Absence Balance page



v

Course Exercise:
|[dentify a Participant in the audience to share their screen and complete the following exercise:

« View an Employee’s Absence Balance page
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Managing Direct and Indirect Reports

Lesson 11: Request Absence on Behalf
of an Employee (Absence)




Lesson Objective:
Upon the completion of the Request Absence on Behalf of an Employee Lesson, you will be able to:

v

CloudVergent 360

« Request Absence on Behalf of an Employee
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v

CloudVergent 360

Request Absence on Behalf of an Employee

- m DeKalb County n® .

GEORGIA

Good Afternoon, John Doe!

My Client Groups Benefits Administration My Enterprise Tools >

Me My Team

QUICK ACTIONS APPS

Select the My B serionty Dotes
Team tab from the
CV360 homepage

Performance
Overview

B M Mm

0.
Transfer
W/ Tran My Team Journeys

..(./' Employment Contracts

E Employee Summary

Select the My Team tile
from the Apps section




Request Absence on Behalf of an Employee By ostcbe

View By Sort By ‘ MName ascending v

Select the Ellipses on the

right side of the page,
then select Add Absence

s from the drop-down list

Change Location

Abszence Balance

Add Absence
7ad Knyhme Document

Direct Reports

Document Delivery Preferences
Document Records
Employment Info

Existing Absences

Feedback

Individual Compensation
Request Feedback

Seniority Dates

Vacancies

View Compensation Change Statements

View Compensation History




Request Absence on Behalf of an Employee

Add Absence

llllllllllll

Legisla
J Bereaws

oy COWVID-19 INCENTIVE TAKEN
Additiq

Select the appropriate
Leave Type from the
drop-down list that you
wish to request for the
Employee

- I S I I IS I D B DS B B e e ey,

I Employee must have an available

' balance unless it is automatically
prowded to the Employee by

I DeKalb County. The type of Leave

" available to the Employee will be

vdisplayed in the drop-down list
N



Request Absence on Behalf of an Employee

Add Absence

etails

omments and Attachments

mmmmmmmm

e 2 Select the Submit

button to submit the
request

Select the appropriate Start Date
and Duration and End Date and
Duration. The Hours may be
overridden if necessary.

| enter the absence duration for
I each day being requested.
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Request Absence on Behalf of an Employee

= m DeKalb County A o

Add Absence

*Type |Annual Leave v

Absence Type Balance 114.2 3 Hours

When |+ aqa |

Duration in Hours

/11722 105 #

81125 - Refuse Collector

1/18/22 1 O»S ’

81125 - Refuse Collector

1/4/22 1 O»S Ve

81125 - Refuse Collector

Total Absence Duration 31.5

% ________________ ~.
I Select the Edit Pencil Icon to edit
I the Absence Request. Completed
: Absences cannot be edited by the

i Employee or the Manager based

I\on DeKalb Business Requirements

Projected Balance Calculate

1
I
|
!
|
|
]



Request Absence on Behalf of an Employee: Knowledge Check
Managers can add a specific type of Absence on behalf of an Employee

True or False?

A True




Request Absence on Behalf of an Employee: Knowledge Check

Managers can add a specific type of Absence on behalf of an Employee
True or False?

A True

!
S 2

'- The correct answer is A. Managers can add a specific type of Absence on behalf of an

< Employee



v

Course Exercise:
|[dentify a Participant in the audience to share their screen and complete the following exercise:

« Add a Bereavement Absence on behalf of an Employee
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Managing Direct and Indirect Reports

Lesson 12: View an Employee’s Existing
Absences (Absence)




v

Lesson Objective:
Upon the completion of the View an Employee’s Existing Absences Lesson, you will be able to:

« View an Employee’s Existing Absences




v

CloudVergent 360

View an Employee’s Existing Absences

- m DeKalb County n® .

GEORGIA

Good Afternoon, John Doe!

My Client Groups Benefits Administration My Enterprise Tools >

Me My Team

QUICK ACTIONS APPS

Select the My B serionty Dotes
Team tab from the
CV360 homepage

Performance
Overview

B M Mm

0.
Transfer
W/ Tran My Team Journeys

..(./' Employment Contracts

E Employee Summary

Select the My Team tile
from the Apps section




View an Employee’s Existing Absences

View By | Assignment b | Sort By ‘ MName ascending hd

Absence Balance

Add Absence

Add Anytime Document

Add Development Goal

Select the Ellipses on the
right side of the page,
Diocument Delivery Preferences then Select EXiSti ng
Absences from the drop-

Employment Info

Existing Absences d OWH | iSt

Feedback

Individual Compensation

Request Feedback

Seniority Dates

Vacancies

View Compensation Change Statements

View Compensation History




View an Employee’s Existing Absences

Absences

Last 6 months

Last 6 months
Last 12 months
Last 2 years
Last 3 years
Last 5 years
Future

All

Specific Date Range

J

n progress

| + Add |

p

Completed

Completed

Select the appropriate
Time Frame from the
drop-down list
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View an Employee’s Existing Absences

Absences

Last & months

Dy type or status

Annual Leave: 10.5 Hours

Sick Leave: 10 Hours

+ Add

Sort By Date

In progress ry

1 Business Requirements. Select the Edit Pencil

| Icon to edit an existing Absence Request.

I\/Ianagers can use the +Add button to submit an
| Absence Request on behalf of an Employee
'\from the View Existing Absences Page

360

b

-_eee - e e e o . -
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View an Employee’s Existing Absences : Knowledge Check
Managers can add a new Absence for an Employee from the Existing Absences page

True or False?

A True
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View an Employee’s Existing Absences : Knowledge Check

Managers can add a new Absence for an Employee from the Existing Absences page
True or False?

A True

!
S 2

'- The correct answer is A. Managers can add a new Absence for an Employee from the

4
-

<  Existing Absences page



v

Course Exercise:
|[dentify a Participant in the audience to share their screen and complete the following exercise:

« View an Employee’s Existing Absences
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Managing Direct and Indirect Reports

Lesson 13: Create a Delegation for
Absence Approvals (Absence)




v

Lesson Objective:
Upon the completion of the Create a Delegation for Absence Approvals Lesson, you will be able to:

« (reate a Delegation for Absence Approvals




Create a Delegation for Absence Approvals

- m DeKalb County

EORGIA

Good Afternoon, John Doe!

Me Tools Others
QUICK ACTIONS APPS

e .
M Personal Details

Select the Me tal
from the top of

Directory Joi

(\) Document Records -
= ourneys Fay Time and Career ang

Abgzences Farformanca
th e C\/3 6 O E-‘ dentification Info
HOI l lepage B2 Contact Info
l’]’l Family and Emergency Contacs Personal Leamning Benafits Current Jobs Wellnass
“ Emargent el

nformation

a
~ My Organization Chart
ans

g e . .

Roles and ADF

alenztians
|1| Change Photo Delegations

Select the Roles and
Delegations tile




Create a Delegation for Absence Approvals

Person Number User Name
025710 025710
Account Status
Active

Roles
DC 55 Employees IR From 9/12/05
DC 55 Manager JR From 10/29/21
DC TM Talent Manager JR From 11/17/21

Role Delegations

-

Approval Delegations

, There's nothing here so far.

+ Add

Select the +Add button

from the Approval
Delegations section
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Create a Delegation for Absence Approvals

Approval Delegations

*Rule Name

‘ Absence Approval Delegated from 1/10 ‘

“Start Date

‘ 1/10/22 6:33 PM e ‘
End Date

‘ m/d/yy hmma i) ‘

*Category

‘ GlobalAbsenceApproval v

“Delegate To

‘ Johnny Appleseed b

Allow this user to approve their own transaction

Key in a Rule Name, and
select a Start Date and an
End Date for the Approval
Delegation

Select a Category for the
rule, and an Employee to
Delegate To from the
drop down menus

Select the Save
button
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Create a Delegation for Absence Approvals

Person Number
025710

Account Status
Active

Roles

DC SS Employess JR
DC S5 Manager IR

DC TM Talent Manager JR

Role Delegations

User Name
025710

From 9/12/05
From 10/29/21

From 11/17/21

~

, There's nothing here so far.

‘ + Add ‘

Approval Delegations

Absence Approval Delegated from 1/10

1/10/22 6:33 PM To

Johnny Appleseed

‘ + Add ‘ A

To Delete an existing
Approval Delegation,
select the Edit Pencil
lcon
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Managing Direct and Indirect Reports

Lesson 14: Recommend Learnings
(Learning)




v

Lesson Objective:
Upon the completion of the Recommend Learnings lesson, you will be able to:

« Recommend Learning Items to specific Direct and Indirect Reports




v

Recommend and Assign Learnings

Good Afternoon, John Doe!

Me My Client Groups lools Others

AFPS

QUICK ACTIONS

Select the My Q Seniority Dates

Team tab from the| & wee e - - o)
CV360 homepage

8 -

New Person

e
g/ Employment Contracts

g Employes Summary . .

Ii Promote Talent Review Learning

Show Maore

Select the Learning tile
from the Apps section




Recommend and Assign Learnings

Search Learning Catalog

Assu![ﬂ Leamning to My Team
Publish Video
Author Leaming Joumey

Enrollment Date Type
Create Leaming Community

Date Range

Select Search Learning
Catalog from the Actions
drop-down list




7N
Recommend and Assign Learnings m

< Leamlﬂg Cata|Og ‘ Actions ‘

I |orac|e % O, ‘ I—(ide Filters

Filters o)

Sort | Best Match - ‘

Expand All  Collapse All

Oracle Database Intro to SQL-ORASQL
Course ‘

Learning ltem Type Recommend ‘

Copy Link

Learning Journey

Course

Learning Community

R Oracle - Projects and Grants-PAG001
Specialization
Course

Video “
_____________ \
~ Rating S

| earch will look for words 1
4 Stors and Uy e 1IN the Title of the Training |

3 Stars and Up - -
>Sstassandp | o pbocy - TEEmEEEssEsssssss

Key in the appropriate
keyword (“Oracle” is used in
this example) in the search
box

Select Recommend from
the ellipses drop-down list



2)

v

Recommend and Assign Learnings

Recommend Learning [ conce

Oracle Database Intro to SQL-ORASQL

Recommendation Details

Comments

*Recommend for People

MName Business Title Work Email Person Number ~
Frank Smith 9004 - Polling Place Clerk * 061425

Cara Lou 9004 - Polling Place Clerk * 055882

Sam Claire 49145 - Firefighter (28-day) 057643

Ben Butler 46050 - Police Officer, Master 050293

Tom Hendrick 9012 - Election Worker * 063229 -

Key in the appropriate Employee(s)
name in the Recommend for People
field and select the Employee from the
search results list to assign the Course

Key in the appropriate
Comments in the
Comments field




Recommend and Assign Learnings

- [E DeKalb County

Recommend Learning
Oracle Database Intro to SQL-ORASQL

Recommendation Details

Comments

*Recommend for People

|\Search | - ‘

Cara Lou
055906

CH

Sam Claire
061425

BB

Select multiple Learners
you want to Recommend

a Course Offering Select the

Submit button
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Managing Direct and Indirect Reports

Lesson 15: Assign Learnings (Learning)




v

Lesson Objective:
Upon the completion of the Assign Learnings lesson, you will be able to:

« Assign Learning to Direct and Indirect Reports

136



v

Recommend and Assign Learnings

Good Afternoon, John Doe!

Me My Client Groups lools Others

AFPS

QUICK ACTIONS

Select the My Q Seniority Dates

Team tab from the| & wee e - - o)
CV360 homepage

8 -

New Person

e
g/ Employment Contracts

g Employes Summary . .

Ii Promote Talent Review Learning

Show Maore

Select the Learning tile
from the Apps section




Assign Learnings

— [E DeKalb County N ® .

I«

@Search by Learner

=i
=] Search by Manager

Actions ‘

Search Learning Catalog

I Assign Learning to My Team

Publish Video

Search For Enrollments

Author Learning Journey

Search By Enroliment Date Type
|Due Date J .
*Person Name Date Range Se | eCt ASSIgn
Search |Next7 Days J Lea rning tO My

Team from the
All Learning Actions drOp-dOwn

‘ Learning item title < | Hide Filters | iSt

Filters el

Expand All | Collapse All

-
‘© Try searching to get results

~ Enrollment Status

Not Started
Request Rejected
Withdrawn

Withdraw Panding Aporoval

: This begins the process :
: of assigning Learningto |
« Direct Reports I
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Recommend and Assign Learnings

Key in the appropriate Assignment Type
and other relevant information

d_écciﬂnmr:\rﬁ' Netailc

* Assignment Type i
9 yp ‘ %S,;Enmem Justification

Required Assignment -‘

Voluntary Assignment i ﬂ
Due By

m/d/yy Y ‘ Comments
EE——

Select the Continue button
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Recommend and Assign Learnings

Assign Learning to My Team

(1) Assignment Details

© Sclect Learning ltem

management

Hide Filters

Filters F o

Expand All  Collapse Al

Learning Item Type

Course
Video
Learning Journey

Specialization

Rating

4 Stars and Up
3 Stars and Up
2 Stars and Up
1 Star and Up

Sort | Best Match
Performance Management Writing-LDR0OO7
Course

Course

Specialization

Key in the appropriate keyword

("Management” is used in this example) in the
search field.
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Recommend and Assign Learnings

Assign Learning to My Team

See

© Sclect Learning Item

management

Filters o

Expand All  Collapse All

Learning Item Type

Course
Video
Learning Journey

Specialization

Rating

4 Stars and Up
3 Stars and Up
2 Stars and Up
1 Star and Up

Hide Filters
Sort | Best Match
Cours
Cour
Specialization
°

Select the radio button next to the course to
select it, then select the Continue button.
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Recommend an

Assign Learning to My Team

d Assign Learnings

(1) Assignment Details

(2) Select Learning Item

e

I 4 Edit ‘

‘ /7 Edit ‘

© Sclect Learners

Search... \ Show Filters

Display Direct reports

I v I Add Leamers‘

v G

DeiEmp ElsberryDC

DSTest ElsberryDC

, |DE

Continue

hcmproject@dekalbcountyga.gov

hcmproject@dekalbcountyga.gov

Sort | Name Ato Z

Was us

ed.

Listed will be your team of direct reports. You can
select them individually or use the Select All
checkbox. In this example, the Select All checkbox

Select the Add Learners Button
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Recommend and Assign Learnings

Assign Learning to My Team

(1) Assignment Details

(2) Select Learning Item

Sancel

(7o ]

‘ /7 Edit ‘

© Seclect Learners

VSearCh... % | showFilters

v

DE DeiEmp ElsberryDC ' Added

DE  DsTest ElsberryDC ' Added

Display Direct reports i—

Sort | Name Ato Z ]

hcmproject@dekalbcountyga.gov

hcmproject@dekalbcountyga.gov

The names will have an Added label and the
Continue button should now be Active.

Select the Continue button.
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Recommend and Assign Learnings

Assign Learning to My Team T |

(1) Assignment Details / Edit

|
FZH
ELS

(2) Select Learning Item # Edit

(3) Select Learners 7 Edt

@ Sclected Learners

[LSearch... ( \I

Sort | Name Ato Z

DE DSTest ElsberryDC hemproject@dekalbcountyga.gov

DE DeiEmp ElsberryDC hemproject@dekalbcountyga.gov

Confirm that the selected

list of learners is correct. Select the Submit button.




Recommend and Assign Learnings

Assign Learning to My Team

ﬁ The assignment creation process has completed.

Number of users assigned: 2.

Selected Learners

Sort | Status: Process Comple’

(] DE DSTest ElsberryDC hcmproject@dekalbcountyga.gov

V] DE DeiEmp ElsberryDC hcmproject@dekalbcountyga.gov

A confirmation page will
appear indicating the
assignment creation process
has been completed.,

Select the Done button.



v

Recommend and Assign Learnings: Knowledge Check
Managers can assign learnings to both Direct and Indirect Reports

True or False?

A True
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Recommend and Assign Learnings: Knowledge Check
Managers can assign learnings to both Direct and Indirect Reports

True or False?

A True

!
S 2

'- The correct answer is A. Managers can assign learnings to Direct Reports and Indirect

-  Reports



v

Course Exercise:
|[dentify a Participant in the audience to share their screen and complete the following exercises:

« Recommend a Lesson to an Indirect Report
» Assign a Lesson to a Direct Report
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Managing Direct and Indirect Reports

Lesson 16: Request Non-Catalog Learning
Item (Learning)




v

Lesson Objective:
Upon the completion of the Request Non-Catalog Learning Iltem Lesson, you will be able to:

« Request Learning items that are not already logged in the Learning Catalog




v

Request Non-Catalog Learning Item

Good Afternoon, John Doe!

Me My Client Groups lools Others

AFPS

QUICK ACTIONS

Select the My Q Seniority Dates

Team tab from the| & wee e - - o)
CV360 homepage

8 -

New Person

e
g/ Employment Contracts

g Employes Summary . .

Ii Promote Talent Review Learning

Show Maore

Select the Learning tile
from the Apps section




Request Non-Catalog Learning Item

Enroliment Date Type

Due Date

Date Range

iy

Search Learning Catalog

Mext [ Lays

Assign Learning to My Team

FPublish Video
AUthor LEArming Jourmey

Create Leaming Community

Select Search Learning
Catalog from the Actions
drop-down list

152



Request Non-Catalog Learning Item

- @ _
‘ Enter a keyword to search for learning.

. Browse Actions

Request Noncatalog Learning

Select Request
Noncatalog Learning from
the Actions drop-down list
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Request Non Catalog Learning Item

Learning Item Details

URL

Excecutive Communications |

Description

4

Key in the appropriate information
in the Title field and any other
relevant information




Request Non Catalog Learning Item

Learning Record Details

Start On or Before

10/15/21

Target Completion By

10431721

fo |

Justification

Related Materials

Attachments

t

Drag files here or click to add atltachment

By fields

Key in the appropriate
information in the Start On or
Before and Target Completion

Include any relevant
attachments in the Related
Materials field
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Request Non-Catalog Learning Item

Learning Item Details

Effortin Hours | Select the Submit

- | button to submit
- the Learning
Description Currency R e q U e St

EFUR

Continuing Professional Education Type

/ Seminars/Workshops
7.

Continuing Professional Education Units jc'?”"“ ng Professional Education
nits

Learning Record Details




v

Request Non Catalog Learning Item: Knowledge Check

The Title field is not required when requesting a new Learning Item?
True or False ?

A True
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Request Non Catalog Learning Item: Knowledge Check

The Title field is not required when requesting a new Learning Item.
True or False ?

A True

!
S 2

'- The correct answer is B. Managers do have to assign a Title when requesting a new

< Learning Item



v

Course Exercise:
|[dentify a Participant in the audience to share their screen and complete the following exercise:

« Request a Learning item that is not currently logged in the Learning Catalog
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Managing Direct and Indirect Reports

Lesson 17: View Learning Status
(Learning)




v

Lesson Objective:
Upon the completion of the View Learning Status Lesson, you will be able to:

« View the Learning Status for specific Direct and Indirect Reports




View Learning Status

Good Afternoon, John Doe!

Me My Client Groups fools Others

Select the My
Team tab from the
CV360 homepage

QUICK ACTIONS APPS

g Seniority Dates
@,

y/ Transfer - 2 o
: My Team Journeys Performance Career Overview Performance
~
verview

® ..
g/ Employment Contracts
g Employes Summary
& T
I* Promote Talent Review Learning New Person

Show Maore

Select the Learning tile
from the Apps section

v

CloudVergent 360
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View Learning Status

Search For Enrollments

Search By

Enroliment Date Type

Due Date

rPerson Name

Key in the Name of the
appropriate Direct
Report in the Person
Name field to find
their training history
information

|
[Search

Datd

Range

Name Business Title

RECENT ITEMS

Al Kim Possible - Deputy Director, Facilities Op
= -
Learning item title Hide Filters
Filters o

Expand All  Collapse All

Enroliment Status

7 Days

Try searching to get results
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View Learning Status C‘/>

~ Offering Status

Not Started

Withdrawn

Withdraw Pending Approval
Pending Required Evaluation
Pending Fulfillment

Pending Prerequisite
Request Rejected

Pending Payment

Jami Anderson

Completed on 11/16/21 7:07 PM UTC

Jami-Course 1
Course

Enrolled by Human Resources

Jami Anderson

View Enrollment I

View Enrollment

Completed
In Progress Bypass Completed on 11/16/21 12:00 AM UTC
Waitlisted Project Management
Noncatalog Item
Not Passed )
Self-registered
Requested

Pending Active

~ Enrolled By Jami Anderson View Enrollment

‘ ‘ Completed on 11/16/21 4:23 PM UTC

Jami-Course 1
Course

~ Learning ltem Number

Self-registered

Select the View

Scroll down to view the Enrollment link to view
courses associated with additional Enrollment

the selected Employee details




View Learning Status

< JamI-COUI’SG 1 Actions

Information
Completed on 12/2/21 7:24 PM UTC

Enrolled By
Human Resources

How to Complete

{ S

Enroll in an offering to complete this
course.

View offerings to see what's available.

View relevant Learning
history for the selected
Employee
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View Learning Status: Knowledge Check
Managers can view an Employee’s Learning History through the Performance tile

True or False?

A True
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View Learning Status: Knowledge Check
Managers can view an Employee’s Learning History through the Performance tile

True or False?

A True

!
S 2

'- The correct answer is B. To view an Employee’s Learning History, Manager’'s must select the
<  Learningtile
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Course Exercise:
|[dentify a Participant in the audience to share their screen and complete the following exercise:

« View Learning Status for a specific Employee
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Below is an appendix of commonly used terms in this training and their corresponding definitions.

Request Information is used to send the notification back to initiator or previous approver when the current
Request Information approver needs more information on the transaction. The request details tab displays the target users or
beneficiary information, and related requests, if any.

Role delegation is the assignment of a role from one user, known as the delegator, to another user, known as the
proxy. The delegation can be either for a specified period, such as a planned absence, or indefinite. We can
delegate roles in the Roles and Approvals Delegated to Others section on the Manage User Account page. We can
select Navigator - About Me - My Account. To delegate the task to a user that you can search and select. The
delegated user will take actions on the task on your behalf. The privileges of the delegate are based on the
delegator's privileges

Task assignees can reassign their tasks to other users. For example, if an assignee is going to be out of the office
for vacation, the assignee can reassign tasks to another user. When tasks are reassigned, email notifications are
Reassign sent immediately to reassigned users. To reassign the task to another user, group, or application role. On
selecting this option, you can search and select users, groups, or application roles for reassigning.

Delegate

Route Task can be used to look up one or more users for routing. When we specify multiple assignees, we can
select whether the list of assignees is for simple (group assignment to all users), sequential, or parallel
assignment. If a human task was designed to permit ad hoc routing, the task can be routed in an ad-hoc fashion
in the worklist.

Route Task
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Below is an appendix of commonly used terms in this training and their corresponding definitions.

Escalations are used when an approver has not responded within a specified time period to a transaction that is
Escalate pending approval. We can specify the time period (timeout) and you can specify alternate approvers to whom to
notify and escalate the approval for further action.

We can suspend a request using the suspend task. In the Approval Details page we can search for the request that
Suspend we want to withdraw. By clicking on the task we can view its details in a new tab. Then, from the Task Actions menu
we can witdraw. This will successfully suspend the required request.

We can add comments prior to performing any operation on the task such as approving, rejecting, or reassigning
Add Comments the request. We can add notes for the transaction, for example to track what you're doing to address the issue, or
to jot down any service request I1Ds. Others can see these comments only in the Transaction Console.
Attachments contain files attached to the overall reconciliation, comments or transactions on the reconciliation.
We can add attachments prior to performing any operation on the task such as approving, rejecting, or reassigning
the request. An attachment can either be a hyperlink or an actual file.

It is recommended that the size of the file attachment that you upload be less than 2 MB. If you want to upload file
attachments of size greater than 2 MB, then you must change the ADF configuration and increase the size limit.

Add Attachments




