Managing Direct and Indirect Reports

Lesson 14: Recommend Learnings
(Learning)
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Lesson Objective:
Upon the completion of the Recommend Learnings lesson, you will be able to:

« Recommend Learning Items to specific Direct and Indirect Reports




Recommend and Assign Learnings

Good Afternoon, John Doe!

Me My Client Groups fools Others

Select the My
Teamtab from the
CV360 homepage

QUICK ACTIONS APPS
g - . .
®,

/ Transfer -
W My Team Journeys

e, -
a/ Employment Contracts

g Employes Summary

o =lant Revies carm
" Promote Talent Review Learning

Show More

Performance
Cverview

New Person

Career Overview Performance

_I_

Select the Learningtile
from the Apps section



Recommend and Assign Learnings

Enrollment Date Type

Date Range

Search Learning Catalog

HE-E-lJﬂ‘} Leaming to My Team
Publish Video
Author Leaming Joumey

Create Leaming Community

Select Search Learning
Catalogfrom the Actions
drop-down list



Recommend and Assign Learnings

o)

V)

1t 360

< Learning Catalog

I |orade

Q | I-(ide Filters

Filters

Expand All | Collapse All

~ Leaming ltem Type

Learning Journey
Course

Learning Community
Specialization

Video

~ Rating

4 Stars and Up
3 Stars and Up
2 Stars and Up

o]

Oracle Database Intro to SQL-ORASQL

Course

Oracle - Projects and Grants-PAG001

-~ I \
S

Course

I
I . . .
ouce oo 1IN the Title of the Training |

Course ~

Browse ‘ Actions ‘

Sort | Best Match - ‘

‘ Recommend ‘

Copy Link

earch will look for words

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

Select Recommend from
the ellipses drop-down list
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Recommend and Assign Learnings b

Recommend Learning e - |

Oracle Database Intro to SQL-ORASQL

Recommendation Details

Comments

*Recommend for People

MName Business Title Work Email Person Mumber ~
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 o5 ciocion worker - 063229 v

Key in the appropriate Employee(s)
namein the Recommendfor People
field and select the Employee from the
search results list to assign the Course

Key in the appropriate
Commentsin 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

o Sam Claire
061425

Select multiple Learners
you want to Recommend
a Course Offering

Select the
Submit button




Managing Direct and Indirect Reports

Lesson 15: Assign Learnings (Learning)

CloudVergent 340
8
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Lesson Objective:
Upon the completion of the Assign Learnings lesson, you will be able to:

» Assign Learning to Direct and Indirect Reports




Recommend and Assign Learnings

Good Afternoon, John Doe!

Me My Client Groups fools Others

QUICK ACTIONS APPS

S@|eCt the My Q Seniority Dates .
Teamtab from the & e . . .

My Team Journeys Fe(r\m' mance Career Overview Performance
CV360 homepage

NVEMVIEW

'* Promote Talent Review Learning New Person

e, ~
g/ Employment Contracts

g Employes Summary

Show More

Select the Learningtile
from the Apps section




Assign Learnings

= m DeKalb County

< My Team

I«

@Seal’ch by Learner

=
=] Search by Manager

Search For Enrollments

Search By

Enrollment Date Type

ki

‘Due Date
*Person Name Date Range
Search ‘Next 7 Days J
All Learning

| Learning item title

Filters el

Expand All = Collapse All

Enrollment Status

Not Started
Request Rejected

Withdrawn
Withdraw Panding Anoroval

‘\‘

Hide Filters

-f‘@

Try searching to get results

N @

Actions

Search Learning Catalog

Assign Learning to My Team

v

Publish Video

Author Learning Journey

Select Assign
Learningto My
Teamfrom the
Actions drop-down
list

|
|
|
\

This begins the process :
of assigning Learning to
Direct Reports l

- e e e e e e o Ee = = = o
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Recommend and Assign Learnings

Key in the appropriate AssignmentType
and other relevant information

PV

* Assignment Type

Assi t A
‘ T:,;Enmen Justification

Required Assignment “
Voluntary Assignment I %
Due By
m/d/yy fe ‘ Comments
A

Select the Continue button
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Recommend and Assign Learnings

Assign Learning to My Team

(1) Assignment Details

] # Edit |

© Sclect Learning ltem

management

Hide Filters

Filters o

Expand All  Collapse A

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 Writir

Course

3-LDRO0O7

Certificate - Finance Risk Management
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

Cancel

© Sclect Learning Item

management

Filters o

Expand All  Collapse All

Learning Item Type

Course
Video
Learning Journey

Specialization

Rating

Hide Filters

Sort | Best Match

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

Specialization

Select the radio button next to the course to
select it, then select the Continue button.
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Recommend and Assign Learnings

Cancel

Assign Learning to My Team

I # Edit ‘

(1) Assignment Details

l /7 Edit ‘

(2) Select Learning Item

© Sclect Learners

Search... \ Show Filters Display Direct reports

I v I Add Learners‘ Sort | Name AtoZ

hcmproject@dekalbcountyga.gov

~ DE  DeiEmp ElsberryDC

= DE DSTest ElsberryDC hcmproject@dekalbcountyga.gov

Continue

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

was used.

Select the Add Learners Button
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Recommend and Assign Learnings

Assign Learning to My Team

(1) Assignment Details

(2) Select Learning ltem

‘ / Edit ’

‘ / Edit \

© Sclect Learners

Search... | Show Filters

v

DE  DeiEmp ElsberryDC ' Added

DE  DSTestElsberryDC Added

Display Direct reports

Sort [ Name AtoZ ]

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 Rl o |

(1) Assignment Details 7/ Edit

(2) Select Learning Item / Edit

ERENE

(3) Select Learners 7 Edit

@ Seclected Learners

[Ls‘earch... ( \I

Sort | Name Ato £

DE DSTest ElsberryDC hemproject@dekalbcountyga.gov

D E DeiEmp ElsberryDC hcmproject@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

(V] DE DSTest ElsberryDC hecmproject@dekalbcountyga.gov

@ DE DeiEmp ElsberryDC hcmproject@dekalbcountyga.gov

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

Select the Done button.
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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

B. False
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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

B. False

" The correct answer is A. Managers can assign learnings to Direct Reports and Indirect
=  Reports

20
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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

21



Managing Direct and Indirect Reports

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



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

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

23



Request Non-Catalog Learning item

Good Afternoon, John Doe!

Me My Client Groups fools Others

QUICK ACTIONS APPS

S@|eCt the My Q Seniority Dates .
Teamtab from the & e . . .

My Team Journeys Fe(r\m' mance Career Overview Performance
CV360 homepage

NVEMVIEW

'* Promote Talent Review Learning New Person

e, ~
g/ Employment Contracts

g Employes Summary

Show More

Select the Learningtile
from the Apps section




Request Non-Catalog Learningitem b

Search Learming Catalog 43
Assign Leaming to My Team
Publish Video Select Search Learning
Author Leaming Joumney Catalogfrom the Actions
[:m“fnint il | Create Leaming Community d O p—d OWn | |St
Jue Date i

Date Range

Mext © Lays |




Request Non-Catalog Learning item

~” @ _
‘ Enter a keyword to search for learning.

. Browse Actions

Request Noncatalog Learning

Select Request
NoncatalogLearning from
the Actions drop-down list
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Request Non-Catalog Learning item

Learning Item Details

URL

Excecutive Communications |

Description

A

Key in the appropriate information
in the Title field and any other
relevant information
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Request Non-Catalog Learning item

Learning Record Details

Start On or Before

10/15/21 fa |

Target Completion By

10431421 ) |

Justification

Related Materials

Attachments

f Drag hiles here or click to add attachment

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

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

Request Learning [ cancel

Learning Item Details

™ Efort in Hours Select the Submit
button to submit

*Title Cost
the Learning
Description Currency R
equest
Continuing Professional Education Type
//‘ Seminars/Workshops
Continuing Professional Education Units I\Jis:;lnu ng Professional Education

Learning Record Details
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Request Non-Catalog Learning ltem: Knowledge Check

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

A True

B. False

30
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Request Non-Catalog Learning ltem: Knowledge Check

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

A True

B. False

" The correct answer is B. Managers do have to assign a Title when requesting a new
=  Learning Iltem
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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

Select the My
Teamtab from the

CV360 homepage

QUICK ACTIONS APPS

g Seniority Dates .

®r .y
ransfer
w/ My Team

.
a/ Employment Contracts

g Employes Summary .

'i Promote Talent Review

Show More

Others

Journeys Performance Career Overview
o

8 -

Learning New Person

wverview

Performance

Select the Learningtile
from the Apps section
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View Learning Status

Search For Enrollments

Search By

Enroliment Date Type

Due Date

F Person Name

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

g

[Search

DatelRange

RECENT ITEMS

Name Business Title

Al __Kim Possible - Deputy Director, Facilities Op
= -~
Learning itern title “v| Hide Filters
Filters e

Expand All  Collapse All

Enroliment Status

f‘@

Try searching to get results

36



View Learning Status

~ 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

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

~ Learning ltem Number

Jami Anderson

Completed on 11/16/21 4:23 PM UTC

Jami-Course 1
Course

Self-registered

View Enrollment I

View Enrollment

View Enrollment

| Select the View
Scroll down to view the Enrollment link to view

courses associated with additional Enrollment
the selected Employee details 7




View Learning Status

< JamI-COUFSG 1 Actions

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

Enrolled By
Human Resources

How to Complete

< 498

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

B. False
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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

B. False

" 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




