LSO Learner Portal
(My Training tab in LEO)
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Common Myths that Affect Good Supv Trad Classroom Start 06/14/2011 AtDE15 Baton Rouge
Find {Waitlist Booking Requested) End 061452011 At15:30 .
| search Term HR Basic Navigation WET Released until Unlimited
I:l supervisory Group 1 - 71/2008 Course Program Released until 05/25/2012
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Refresh Print
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Presenter
Presentation Notes
Employees navigate to the Learner Portal by simply clicking the My Training tab while in LEO.

Messages and Notes:  
This area is designed to inform Learners of mandatory Courses or Course Programs that have been assigned to their job.  Once they book or subscribe, as appropriate, the message will disappear.  
Learners will also see Course dates that have been added for courses types for which they have been prebooked.  
Email reminders are also sent.    

My Training Activities:  
This area displays the current training activities of a Learner, both web-based and ILT courses, as well as any Course Programs to which they are subscribed.

Let’s click the Supervisory Group 1 Program link.


LSO Learner Portal
Course Program

LaGov ERP - Louisiana Employees Online (LEO)

Welcome PORTAL LEARNER

STATE OF LOUISIANA Help  Personalize  Logoff

Training [
Navigation =] Course Program : Supervisory Group 1 - 7/1/2008 7l

Course Catalog = Statewide Courses > Comprehensive Public Training Program = Supervisory Group 1 - 71/2008

Training Home

Training Quick Reference
Card

Target Groups

This course is mandatory for the following target groups:
" ADMIN PROGRAN MANAGER 1
" ADMINMISTRATIVE ASSISTANT 6

Problems Receiving Course
Credit and Other Issues

Tipe for Viewing Courses

Attainable U

Find This course imparts the following qualifications:

I Search Term Documenting for Perform & Discipline (Imparted Proficiency: Completed)

I:l " PPR for Supervizgors (Imparted Proficiency: Completed)
| Find| | Extended Search | " Supervisory Group 1 (Imparted Proficiency: Completed)
Blocks
Course Catalog
. Department/aagen Execute the blocks and the courses contained in them in the prescribed sequence.
Training
» Statewide Courzes Supervisory Group 1 Block 2
Sequence Course Delivery Method Action/Status
My Learner Account Without Seguence Common Myths that Affect Good Supy Classroom Booked (06/14/2011-06/14/2011}
Training Activities Without Sequence Controling Absenteeizm & Tardiness Classroom Select Dates
* Course Prebookings Without Sequence CS Essentials for Supervisor Classroom Select Dates
= Fawvorites
= Qualifications Profile Supervisory Group 1 Block 3
" Seftings Sequence Course Delivery Method Action/Status
Without Sequence Developing a Motivated Workgroup Classroom No Dates Sched.
22007 by SAP AG Without Sequence Strategies for Supervisory Success Classroom No Dates Sched.

Without Seaquence Elements of Supervisorv Practices Part 1 Classroom No Dates Sched.
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Presentation Notes
Target Groups:
Noted here are just the 2 job titles we have made this program mandatory for during our testing.  This list will grow.

Booked – This learner is already booked into the Common Myths class.

Select Dates – Looks like there are dates available for the next 2 classes.  

No Dates Sched(uled) means the Learner will likely want to prebook these classes, so CPTP will know he is interested in taking them.  No longer will Karen and Rosanna have to call agencies to see what classes are in high demand.  They will simply run a Prebooking Report.

Let’s Click Controlling Absenteeism & Tarndiness and select a date to take this class.


LSO Learner Portal
Avalilable Course Dates

LaGov ERP - Louisiana Employees Online (LEO)

Welcome PORTAL LEARNER

STATE OF LOUISIANA Help Perzonalize Logoff |

Training =l
Navigation =] Classroom Training : Controlling Absenteeism & Tardiness : =

Courze Catalog = Statewide Courges > Comprehensive Public Training Program = HR/Civil Service Perzonnel = Controling Absenteeism & Tardiness

Training Home

Training Quick Reference
Card

Course Duration

Number of Hours: 7.25 on Number of Days: 1
Problems Receiving Course

Credit and Other lzsues

Attainable Qualifications
Tips for Viewing Courzes

This course imparts the following gqualifications:
* Confroling Abzsentesism & Tardiness (Imparted Proficiency: Completed)

Find

| search Term

[ ]

Coursze Dates

[ Find| | Extended Search | I Course dates for the next days: Refrezh Course Dates
Schedule Course Location Time Free Places Action/Status
061672011 - 061652011 Controling Absent & Tardiness Tradition Baton Rouge 08:15 -15:30 21 To Regigtration
Course Catalog
062042011 - 062052011 Controling Absent & Tardiness Non-Trad Baton Rouge 08:15 -15:30 25 To Registration
= Department/Agency
Training
«  Statewide Courzes If there are no courses scheduled or if the scheduled dates do not suit vou, you cn prebook.
My Learner Account Favorites
* Training Activities Add Course to Favorites
* Course Prebookings
* Favorites

Refresh

mel
=
=

=3

' Qualifications Profie
* Setlings


Presenter
Presentation Notes
So the Learner can select either the June 16th or the June 20th class.  Notice you can see how many Free Places remain for each date.

Click To Registration for the date you want to book.


LSO Learner Portal
Book a Course (Request Participation)

Welcome PORTAL LEARNER

My Training

Training
Navigation

Training Home

Traming Quick Reference
Card

Problems Receiving Course
Credit and Other lssues

Tips for Viewing Courses

Find

| Search Term

| Find]| | Extended Search |

« Department/Agency
Traming
« Statewide Courses
My Learner Account

* Traning Activities

* Course Prebookings
* Favortes

* Quakfications Profile

Seltings

82007 by SAP AG

LaGov ERP - Louisiana Employees Online (LEO)

Personalize Log off

STATE OF LOUISIANA Heio

Course Instructor

LSO WNSTRUCTOR

Room

1-153 Claiborne Building
1201 M. Third Street
70802 Baton Rouge
Louisana

Tel225-342-0900

Location

Baton Rouge

Favorites

Add Course Date to Favorfies

4 )

Book

Approver. PORTAL SUPERVISOR

The result of the prerequistes check mdigates that you may submit 8 course registrabon request The deadiine for submiting reques!s for this course is 1 day(s) before the start of the course

| Reguest Participation |

\—— J
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Presentation Notes
The Learner will scroll down to the Book section of the next screen.  First they should always verify their APPROVER.  Portal Supervisor is this approver (test name, of course).

To book, they simply click the Request Participation button.


LSO Learner Portal
Booking Correspondence to Learner (sample)

State of Louisiana
Learning Solution

Enrollment Booking Motice

Student: PORTAL LEARMNER
Course: Controlling Absent & Tardiness Tradition
Start Date/Time: June 16, 2011 08:15
End Date/Time: June 16, 2011 15:30
Location: Claiborne Building Room: 1-153
1201 M. Third Street
Baton Rouge, LA 703802

You have been enrolled in the above course. All self-enrollments
require approval by supervisors within two work days.

If you are unable to attend this course, please cancel as soon as
possible by contacting your supervisor or agency training coordinator.

Self-enrollments can cancel the booking in LEO.

If you are unsure of the location of your training, please use the link belowvs for more detailed information
about that location.

http://fwnwww.doa.louisiana.gov/ois/Service/Training/training%:20maps/maps. htm

Flease do not reply to this email. This mailbox is not monitored.



Presenter
Presentation Notes
Here is a sample of the Correspondence that will be sent to the Learner via email.  It’s very likely we will modify this verbiage slightly for CPTP classes.  Some classes I’ve heard require the student to print a parking permit, etc.  

But this gives you an idea of what the Learner will receive. 

What about those of you who have employees that do not have email accounts?  We experienced this with DOTD during our recent LaGov ERP implementation.  DOTD’s solution was to store the employee’s training liaison’s email address in the employee’s communication record.  
For those departments that utilize LEO’s Online Time application, LSO uses a different email value than does Time.


LSO Learner Portal
Booking Workflow to Supervisor

Training Request: 06/16 PORTAL LEARNER

Created =1 Workf ow-System

PORTAL LEARNER. has submitted a course attendance for Controlling Absent & Tardiness Tradition from 06/16/2011 08:15 to 06/16/2011 15
Clickonth (n \\ ; Training Request: 05/18 LIS ROBINSON - Message (Plain Ted|

: )
https://do _f Message | Developer

. v‘u - . ﬁ in
—% —’ﬁl] —‘4 x _.\_\;’r jJ % ﬁ;Saersts' %E V -Ié;eljted'

Reply Reply Forward @ Delete Moveto Create Other | Block (ategorize Follow Mark as
to All Folder~ Rule Adions+ | Sender v Up™ Unread | 4 deled~
Respond Adtions Junk E-mail s Options fa Find

Fram: Workfow-System [WF-BATCHEPRD300.LA.GOV]
To: Mary Clexy

(c

Subject: Training Request: 05/18 LI5A ROBINSON

Sent: Tue3/22/2011 733 PM

LISA ROBINSON has submitted a course attendance for AGPS / CFMS System Navigation from 85/18/2811 88:38 to 85/18/2811 12:6@

Click on the link to view and approve or reject the request.

hitps://prdits.doa.louisiana.gov/sap/bc/gui/sap/its/ 790088862 miwi 1d=128723333

L4
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Next is a sample of the email the Supervisor will get.  The top area shows the course our Learner enrolled in.  

The bottom is just a sample of an email I actually received when one of my staff booked themselves in a course.  Notice the subject of the email contains the date of the course and the employee who booked the course.  The body of the email contains additional details.


LSO Learner Portal
Search for a Course

LaGov ERP - Louisiana Employees Online (LEO)

Welcome PORTAL LEARNER

STATE DF LDU|S|ANA Help  Perzonalize Log off

| Home  liynfo MyWork My Hep

k
Training E
Navigation =] Messages and Notes =l

- There are no messages or notes for you.
Training Home

Training Quick Reference
Card

My Training Activities =l

Problems Receiving Course
Credit and Other |ssues

All (4) | Clazsroom Training (2 ) | Web-Based Training (1) | Courze Programs (1)

Your current training activities in summarized format.
Tips for Viewing Courses

Course Delivery Method Schedule Location Start
Common Hyths that Affect Good Supy Trad Classroom Start D8/ 142011 ALDE 12 Baton Rouge
Find {Partic. Requested) End 061412011 At15:30 .
Search Term Controling Absent & Tardiness Tradition Start 06/16/2011 At08:15
I (Partic: Requested) assroor End 06/16/2011 At 1530 Balon Rouge
nded Search HR Basic Navigation WBT Released until Unlimited
Supervizory Group 1 - T1/20028 Course Program Released until 05/25/2012
Course Catalog
» Department/Agency Refresh Frint

Training
v Statewide Courses
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Next, let’s assume our Learner wants to book a course that is not a part of the Supervisory Program.  They can navigate to the Course Booking screen use the Course Catalog area or they can use the Search Term field.  I find this second way often the easiest.

Today I am going to use the word ‘Introduction’.  I’m looking for the Introduction to LaGov ERP web course.


LSO Learner Portal
Search Results

Welcome PORTAL LEARNER

STATE OF LOUISIANA

Inn-e My Info

k
Training

Navigation =] Find

LaGov ERP - Louisiana Employees Online (LEO)

Training Home | search Term [Introduction

|| Find |

Training Quick Reference
Card

Problems Recelving Course 12 Hits Found (dependent on the search options stored in 'Settings’)

Credit and Other Issues

“ou can personalize the search results. To do so, click Seftings

Tips for Viewing Courses
Classroom Training (6 )

Course
Find
AFS CBT Introduction and Navigation

I Search Term

Introduction

[l Find] [ Extended Search |

AFS Intro / Chart of Accounts

Build Better Perform thru Emp Skill Devl

Conducting an Effective Job Interview
Planning & Accountabiliby

Course Catalog Time Administration for DOTD

= Department/Agency
Training Web-Based Training (6 }
= Statewide Courses

Course

Intreduction to Financials

My Learner Account

Intreduction to Funds Mgmt & Budget Proc

*  Training Activities Introduction to LaGow ERP

® Course Prebookings Introduction to Plant Maintenance
" Favorites Introdu ction to StLA Help

= Qualifications Profile

Intreduction to eProcurement (SERM Y

* Seftings

Refresh

Help

Personalize

Log off

m=l
=
=]

=
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Here are the courses the system found that include the word ‘Introduction’.  

Next I will locate the course I am interested in and click on it.


LSO Learner Portal
Book a Web Course

LaGov ERP - Louisiana Employees Online (LEO)

Welcome PORTAL LEARNER

STATE OF LOUISIAMNA Help  Personalize  Log off

Training

LY

MNavigation E| Web-Based Training : Introduction to LaGov ERP : E|

Coursze Catalog > Statewide Courges = LaGov ERP Courses > LaGov ERP Web-based Training > Introduction to LaGov ERP

Training Home

Training Quick Reference The results of the prerequisites check indicate that you can book this course. For more information on the prerequisites check and on booking, see the section entitled 'Book’ on

Card this page.
Problems Receiving Course
Credit and Other lssues Course Content

Students will learn:

Tips for Viewing Courses -to recognize the components of LaGov ERP to include Finance, Logistics,
Linear Aszets, Data Warehouse and Human Capital Management
-to recognize key terms

. -to log into the Single Sign-on portal

Find ; }
-to locate available help options

I Search Term -to perform password maintenance
-about position based security, where roles are assigned to a position

[ 1 and not a person

[ Find] [Extended Search |

Course Duration

R The average completion time for this course iz 80 Minutes (minimum 1 Minute, maximum 120 Minutes).

= Department/Agency

Training

» Statewide Courses Attainable Qualifications
This course imparts the following gualifications:
My Learner Account * LaGov-Introduction to LaGev ERP (Imparted Proficiency: Completed)

= Training Activities
" Course Prebookings Book
" Favorites L
= Qualifications Profile The results of the prerequisites check indicate that you can book this course.
= Seflings

Book this course

22007 by SAP AG
Favorites
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I can review the Course Content verbiage to be sure this is a course I need.  It also shows me approximately how long it will take to complete the course.   Many of you are familiar with this part if you have been instructing Unclassified Supervisors how to take C.S.’s newest web-based training courses.

Next I just have to click the Book this Course button.  Notice that there is no Approver name listed.  That’s because no approval is required for the Learner to enroll in a web course.


Welcome PORTAL LEARNER

LSO Learner Portal
Start a Web Course

IIIDE Ky Info

Training

Navigation

Training Home

Training Quick Reference
Card

Problems Receiving Courge
Credit and Other lssues

Tips for Viewing Courses

Find

I Search Term

[ 1

[ Find] [Extended Search |

Course Catalog

= Department/Agency
Training
= Statewide Courses

My Learner Account

* Training Activities

* Course Prebockings
" Favorites

* Qualifications Profile

= Settings

22007 by SAP AG

LaGov ERP - Louisiana Employees Online (LEO)

STATE OF LOUISIANA

Participation was successfully booked.

| Start Course Now |

Course Content

Students will learn:

-to recognize the components of LaGov ERP to include Finance, Logistics,
Linear Assets, Data Warehouse and Human Capital Management

-to recognize key terms

-to log into the Single Sign-on portal

-to locate available help options

-to perform password maintenance

-about position based security, where roles are assigned to a position
and not a person

Course Duration

The average completion time for this course is 60 Minutes (minimum 1 Minute, maximum 120 Minutes). The course is licensed from 05/31/2011 to 12/31/9555.

Attainable Qualifications

This courge imparts the following gqualifications:
® LaGov-Introduction to LaGov ERP (Imparted Proficiency: Completed)

Learning Progress

Booking Date 0503152011
053172011
Mot et Started

Mot Yet Started

Course is licensed as of
First Accessed on

Last Accessed on

Total Completion Time to Date 0 Minutes

Completion Status The courge has not yet been passed.

Help

Perzonalize

Log off
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I’ve successfully booked the course.  I click the Start Course Now button to open the web course.  The web course does open in a new window, so users always need to make sure they allow pop ups from the LEO website.


LSO Learner Portal
Course Type Prebookings

LaGov ERP - Louisiana Employees Online (LEO)

Welcome PORTAL LEARNER

Help ' Perzonalize Log off
STATE OF LOUISIANA 3
I Home Ky Info
b
Training 7]
Mavigation 7] My Course Prebookings =]
Training Home You can make prebookings for courses that interest you but whose scheduled dates, locations, or course language de net suit you. When you make a prebooking, you can propose dates that suit you.
q ) ; ) ) - i i . — )
When a course is scheduled that meetz your requirements regarding language, lecation, and date, you will be notified in the ‘Messages and Notes' area on the home page Training Heme. The list below
Training Quick Reference shows your current prebookings. You can delete prebookings here if reguired. You can create new prebookings on the details page of the relevant course.
Card
E. Course Delivery Method Period Language
Problems Receiving Course
Credit and Other lssues B Excelence in Customer Service Part 1 Classroom Training 05/31/2011 - 1142712011 English
Tips for Viewing Courses | Cancel Prebookings |
Refresh Print
Find

| Search Term

[ ]

[ Find] [Extended Search |

Course Catalog

«  Department’Agency
Training
«  Statewide Courses

KMy Learner Account

* Training Activities

* Course Prebookings
* Favorites

* Qualifications Profile

" Seftings
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Next let’s look in the My Learner Account area on the lower left side of the screen.

This Learner (or his Training Coordinator) has prebooked him for the Excellence in Customer Service Part 1 course type.  If that’s not the right course or he no longer needs to take that course, he can always click the Cancel Prebookings button.  

Remember, any Course Type showing up here triggers an email when new Class dates are added for that Course Type and the new dates will display in the Message and Notes area on the initial screen.


LSO Learner Portal
Qualifications Profile
(one way to see courses you have completed)

LaGov ERP - Louisiana Employees Online (LEO)

Welcome PORTAL LEARNER

STATE OF LOUISIANA Help Personalize Log off

Training (=]
Navigation (=] My Qualifications (=]

Training Home

The following qualifications are assigned to you:
Training Quick Reference

Card Qualification Group Qualification Proficiency Valid To
N Human Resources HR Time Administration BN - pisted Uniimited
Problems Receiving Course
Credit and Other Issues Human Resources LaGov HCM Basic Navigation BN ... icteq Unlimited
Human Resources HE Time Manager's Workplace - pleted Unlimited
Tips for Viewing Courses
LEO LEQ Creating & Canceling a Leave Reguest _C{}mplete.d Unlimited
LED LEQ Approving a L eave Reguest _ Completed Unlimited
Find : -
in Office of Risk Management Training ORM Defensive Driving _ Completed Expires on: 11182011
| search Term Human Resources LaGov Reporting - Basic ] Completed Unlimited
|:| Human Resources LaGov Reporting - Advanced I Completed Unlimited

[ Find] [Extended Search |

Explanation of Icons Used.

Course Catalog
Refresh

n=l
=
=

=3

= Department'Agency
Training
= Statewide Courses

My Learner Account

* Training Activities

" Course Prebookings
" Favorites

= Qualifications Profile

" Settings

S2007 by SAP AG
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Next we’ve clicked on the Qualifications profile link.  

Keep in mind that a Qualification can represent a completed course as well as represent a Professional License or Certificate he holds.  

In the case of ORM’s Defensive Driving course, it has an expiration date.  

Before Go Live we will also be adding a link to a Training Transcript that can be run and printed by the employee.        




LEO
My Help

I Home My Info Ky Training Ky Work My Help

LEOQ Help
[4]¢] 1

Detailed Navigation [<]  Contact For Help With LEQ El=E
- Contact For Help With LEO I Agency Contacits
* LED Help Website I | Menu/ |} | Back || Exit || Cancel | | System, | | Details || Sortin Ascending Order || Sortin Descending Order || Set Filter || Print preview || Local File... || Change Layout... || Maore...]
= Links to Other Sources for Help

“Type Text |Fir5t name |Last name |Lnng IDiMumber |Lnng D

HR EMPLOYEE ADMIMISTRATOR - PRIMARY LISA BOURGEOIS |LISA_B@LDAF STATE.LAUS 225-852-809

HR SECURITY ADMIN - PRIMARY LISA BOURGEOIS |[LISA_B@LDAF STATE.LAUS 225-852-809

HR SECURITY ADMIM - ALTERMATE LILY LIELX lily_li@ldaf.state la.us 225-922-135

15153 SECURITY ADMIMISTRATOR - PRIMARY DEBRA LAMGLOIS DEBBIE.LANGLOIS@LDAF STATE.LALS 225-852-814

I1S15 SECURITY ADMIMISTRATOR - ALTERMATE CORIMME BROUSSEAL |CBROUSSEAL@LDAF STATE.LAUS 225-852-818

LEQ - PRIMARY LISA BOURGEOIS |LISA_B@LDAF STATE.LAUS 225-952-809

LEOQ - ALTERMATE JULIE WHITE JWHITE@LDAF STATE.LAUS 225-822-134

PAMELA RAY PANM_R@LDAF STATE.LAUS 225-952-809
1 3
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Presentation Notes
Now let’s move from the My Training tab to the My Help tab in LEO.

Here is where an employee can find out who in his agency can provide assistance if has questions.  You will want to establish a Learning Management system contact so that he will know who to contact for Training-related questions.  



Training Coordinator Portal

Let’s now look at what Training Coordinators will do.



Presenter
Presentation Notes
Read the screen.


LSO

raining Coordinator Portal
Show Participant History > Booked Courses

Show Participant History History, =]
Select Participants: LAURA NORMAND (&l
Company/Crganizational Unit: |ERP ENTERPRISE READINESS
Booked Courzes (34) Canceled Courzes (13) Pretooked Courses (1) Waiting Lizt Courze= (1)
Courze Part of Curriculum Delivery Method Start Date Courze Duration Fee Currency Settliement Method -
HR Basic Navigation Web-Based Training 060572008 Days 0/ Hours: 0.00 0.00 Free of Charge
ORM Bleod Borne Pathog. .. Web-Bazed Training 12/08/2008 Dayz 0/ Hourz: 0.00 0.00 Free of Charge
LEQ Creating & Cancelin._. Web-Bazed Training 06052009 Day=s 0/ Hours: 0.00 0.00 Free of Charge
LEQ Approving a Time R._. Web-Based Training 06082009 Days 0/ Hours: 0.00 0.00 Free of Charge
HR Intre to Organizational. .. Web-Bazed Training 082672009 Day=s 0/ Hourg: 0.00 0.00 Free of Charge -
Show Participant History History E‘
Select Participants: LAURA NORMAND (&l
Company/Organizational Unit: |ERP ENTERPRISE READINESS
Booked Courzes (34) Canceled Courzes (13) Prebooked Courses (1) Waiting Lizt Courses (1)
Courze Part of Curriculum Delivery Method Start Date Courze Duration Fee Currency Settlement Method -~
AGPS Commodity / State ... Clas=sroom Training 0sMa2011 Days 1/ Hours: 3.50 0.00 Free of Charge
IM-Material Mazster/ Invent._. Claz=room Training 05£232011 Days 2/ Hours: 17.00 0.00 Free of Charge
HCH Emplovee Administr_.. Claz=room Training 080172011 Days 3/ Hours: 25.50 0.00 Free of Charge
Common Myths that Affe___ Clazzroom Training 061402011 Days 1 /Hours: 7.25 0.00 Free of Charge
PPR for Supervizors Clag=room Training 0aM Y201 Days 1/ Hourg: 7.25 0.00 Free of Charge -
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Presentation Notes
Training Coordinators can easily review Participant History information, similar to what a Learner can see on themselves when viewing their Training Activities.  

Here are all of the courses, both web based and ILT that the employee has ever booked. 


LSO Training Coordinator Portal
Canceled/Prebooked/Waitlist Courses

Show Participant History History
Select Participants: LAURA NORMAND
Company/Organizational Unit: |ERP ENTERPRISE READINESS
Booked Courzes (34) Canceled Courzes (13) Prebooked Courses (1) Waiting Lizt Courses (1)
Courze Delivery Method Cancellation Reazon Cancellation Fee Cancelation Date
HCH L30 Training Coordinator Classroom Training 0.00 05M1172011
HCH Practice Using PTIMW Workzhop | Clagzroom Training 0.00 042672011
ORM Blood Borne Pathogens Web-Bazed Training Mo longer needed 0.00 03152011
TRV Single Trip Web-Bazed Training Mo lenger nesded 0.00 030142011
AGPS [/ CFMS Syatem Navigation Claz=room Training Supervizor rejectz 0.00 02/0272011
Booked Courses (34) Canceled Courses (13} Prebooked Courses (1) Waiting List Courses (1}
Courze Preferred Location Preferred Language Period
Documenting for Perform & Dizcipline Englizh 05232011 - 121312011
Booked Courzes (34) Canceled Courzes (13) Prebooked Courses (1) Waiting Lizt Courzes (1)
Course Part of Curriculum Delivery Method Start Date Cour=ze Duration Fee Currency Settlement Method
Conducting an Effective ... Clag=room Training 05M192011 Days 1/ Hourg: 7.25 0.00 Free of Charge
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Presentation Notes
There are other tabs you can select to see 
All Cancelled courses for this employee
All Prebooked courses and 
Wait list courses.



LSO Training Coordinator Portal
Search for a Course

,.I"f' https:/ /leogas.doa.louvisiana.goy/?MavigationTarget =ROLES™e3A%2F%2Fportal «

Dizsplay Course Catalog
b

Valid FromiTo 03/25/2011 - 03/28/2012
Search for Course by

(" Search in Course Catalog
(» Keyword Search

Find

Search Term: | e=z=entials Show Advanced Search

=0
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Presentation Notes
Now it’s time for us to begin booking employees into CPTP courses.  We must first find the Course we need to add Participants to.

In the Course Catalog , similar to the Learner, you can search by Keyword, using a word from the title of the course.


LSO Training Coordinator Portal
Search Results /7 Select a Course

ff," https://leogas.doa.louisiana.goy/ ?MavigationTarget =ROLES%o3A%2F%2Fportal_content®e2Fstate.la.port - Windows Internet Explorer - |5’ |£|

Display Course Catalog History, }

Valid FromiTo 032502011 - 030282012
Search for Course by

(" Search in Course Catalog

(' Keyword Search

Find

Search Term: |eszentialz Show Advanced Search

Search Results

Perzonalize
. Internal Price . . -
Delivery . . Internal External External Price Object . o Course
Re=sult Type Method Start Date End Date Location Places Available Price E:;renc'_.r Price | Currency Key | Type CObject ID Status igibility Duration
CS Eszentialz for Courze Clazsroom 040172011 | 12/31/9959 D 50414680 | Days: 1/
Supervisor Type Training Hours:
7.25
CS Eszentialz for Courze Classroom 05/04/2011  05/04/2011 Baton Rouge 13 Places Available E 50414681 Active | Day= 1/
SUpErvisors Training Hours:
7.25
CS E==sentialz for Courze Claz=zroom 06M52011 08152011 Baton Rouge 9 Places Available E 50414583 Planned [] Dayz 1/
Supv Traditicnal Training Hours:
T7.25
CS Ez=entialz for Courze Claz=zroom 0&Mer2011  08M6/2011 Baton Rouge 24 Places Available E 50414781 | Planned 1 Day=z 1/
Supv Traditional Training Hours:
7.25
CS Essentials for Course Clas=sroom 0572572011 05252011 Baton Rouge 23 Places Available E 0414582 Planned 1 Day= 1/
Supvs — =t exira Training Hours:
tex 725 -

| Display in Catalog Hierarchy |
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Presentation Notes
The search will return courses that match that keyword.  Click the Course you wish to book someone into.  


LSO Training Coordinator Portal
Add, Cancel, Replace, Rebook

fj https:/ /leogas.doa.lovisiana.goy, *NavigationTarget=ROLES®%03A%2F%2Fportal_content®2Fstate.la.port - Windows Internet Explorer

4

Manage Course Participation

Manage Course Participations

NEE:
| History, E
Help

E 50414692  Status Planned Start Date/End Date 06/14/2011 - 051 4/2011 Location BatonRouge  Course Owner KARENPUCKETT  Delivery Method Classroom Training
Course Duration 7.23 Hours on 1 Days Language Englizh Places Available 3
Participants BazicData | Roomsand Materiale | Instructors ©  Qualifications and Target Groups | Pricezsand Costz [ Links [ Control Parameters | Contacts | Status Overview
Capacity
Minimum; 1 Optimum: 20 Maximum; 25
Booked Participants (20) Cancelled participants (0} Prebookings (1) Waitlizt (0}
| Book Additional Participants || Change Participation || Cancel Participation || Replace Participant || Rebook Participant Mthange Fees For Al |
Type  Participant Company Booking Priority Placee  Fee Currency Settlement Method Settlement Detailz -
P BLANCHARD-HENDERSON, KATHY DIV OF HUMAN RESOURCE, TRAIN & STAFF DEV Normal Booking 1 000 Free of Charge
P COVINGTON, MARIANNE DN QF HUMAN RESOURCE, TRAIN & STAFF DEV Normal Booking 1 000 Free of Charge
P GRAY, SANARETHA DIV OF HUMAN RESOURCE, TRAIN & STAFF DEV Normal Booking 1 000 Free of Charge
P HENDERSON, CAROL DN QF HUMAN RESOURCE, TRAIN & STAFF DEV Normal Booking 1 000 Free of Charge



Presenter
Presentation Notes
From here, note your options … you can Book, Cancel, Replace and Rebook.  Only CPTP Administrative staff can Change and currently we are not using the Change Fees option. 

When attempting to book a new participant, if they do not have credit for the required prerequisite courses or if they are enrolled in another course on that same date, you will receive an error message.   








LSO Training Coordinator Portal
Employee Communication Record

Maintain Communication Record

k
| Create Communication (0105)
I b | Save || Back || Exit || Cancel | | Systern, | | Previous record || Next record || Overview |

Fersonnel Mo 201 Name LAURA NOF Status Active

EE group A Full Tirne Salary Personnel ar  |B1E87 Gav-Div of Administration
EE subgroup  B1 Class Ex

Start O5/23/2011| to 12/31/0000

Communication
Type aE1E E-mail
[Dfnumber lTaura.normand@la.gov
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Presentation Notes
Training Coordinators will also have the ability to display or maintain their agency employee’s 
work email address and
work phone number.  

Shown here is the email address that LSO will use to send out any necessary correspondence and/or workflow emails.

Again, if you have employees who will attend CPTP training that do not have email accounts, you need a plan for where/to whom you want want to route these emails.


LSO Training Coordinator Portal
Reports folder

LaGov ERP - Louisiana Employees Online (LEO)

Welcome TRAINING COORDINATOR STATE OF LOUISIANA Help  Perzonalize Log off

Home: Ky Info Ky Training My Work Ky Help Training Coordinator
Overview

[4]¥] 1

I Detailed Navigation (=] Reports EIF
= Courzes . : :
- Participation Select a link from the Services section on your left.

= Reports

|I Services |E|

Reports

= Emplovee Qualification Report
« Training Activities Report
Communication M0105 Report
=  Courze Information
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Presentation Notes
Training Coordinators have several reports they can run as well.   


LSO Training Coordinator Portal
Employee Qualification Report

Employee Qualification Report | History, =

¥
| Employee Qualification Report
I | Menu/ |b | Back || Exit || Cancel | | Systern, | | Details || Sortin Ascending Order || Sortin Descending Order || Set Filter || Total || Subtotals... || Excel View || Word Processing... || Local File... || Page Break Set || More...,

STATE OF LOUISIANA SIS HR
Report ID: ZP174 Employee Qualification Report
Run Date & Time: 05/26/2011 at 10:42:54
From: 0326/2011 To: 0526/22011
“P& [“PersMo[“Lastname [“Firstname [“Organization Unit Text “Job Title ObjectlD |Qualification Text Start date Expires on
0107 201 NORMAMND  LAURA ERP EMTERFRISE READINESS IT STATEWIDE 5YS PGM ANL 50379402 |LaGov Reporting - Basic 10i24/2008  [12/31/9999 &
50389564 |ORM Bloodborne Pathogens 12/08/2008 120072011
50403836 |DOA Ethics Administration 111812000 11172013
S0406028 Customer Service - The Senvice Mentality 0443042010 12/31/9999
50407639 |LaGov-Introduction to LaGov ERFP 07/26/2010  |12/31/9999
50407640 LaGov-Caore Comp ECC Mavi and Reparting 082002010 12/31/9999
50407650 |LaGov-Fl-lmprest Acct Mgmt 10/29/2010  |12/31/98949
50407668 |LaGov-LOG-Inventory Request 110212010 |12/31/9999
50407705 |Customer Service - Listening Skills 0703042010  |12/31/9899 ||
50407865 |CPTP Civil Servce Essentials for Supy 05/01/2011  |12/31/9899
50408930 Customer Senvice-Cluestioning Techniques 112302010 12/31/9999
50411486 Customer Service - Handle an Irate Cust 010712011 12/31/898849
50413836 |Introduction to StLA Help 05/09/2011  |12/31/9999
50370423 |LaGov HCM MonPaid Agoy Employee Admin 120012006  |12/31/98949
50370451 |HR Basic Reporting 12/01/2006  12/31/9998
: | on

Pl
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Presentation Notes
Employee Qualification Report  - A qualification will be stored for every course an employee completes.

This report will show you the qualifications an employee has.  Notice that you also see whether the qualification has an expiration date or not.  

This example shows one employee only, but the report can be run for multiple employees or your entire Personnel area.


LSO Training Coordinator Portal

Training Activities Report - Prebookings

| History,

¥ |

¥

Training Activities Report

| Training Activities Report

I | Menu, | | Back || Exit || Cancel | | System/ | | Details || Sortin Ascending Order || Sortin Descending Order || Set Filter || Total || Subtotals... || Excel View || Word Processing... || Local File... || Page Break Set || More...

PREBOOKINGS

Report 1D ZP175 Training Activities Report
Run Date & Time: 05/26/2011 at 10:44:05

From: 05/26/2011 To: 12/31/9993

“PA [“Org Unit Text “PersMo|“Lastname [“Firstname [“Job Title “Course Type Text Start date End date

| Del. |F'rean|::

Prebk date

Frereqs

CuallD

0107 ERP ENTERFRISE READI 201 NORMAND  |LAURA IT STATEWIDE 2Y35 PGM £Documenting for Perform & Discipline  |05/23/2011  |12/21/2011

1

0542312011

A

FAY
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Presentation Notes
Training Activities Report 

This report will output different data depending on the Option you’ve chosen.   

If you choose the Prebooking option, you will see a listing of all courses that an employee is prebooked for as well as the date by which they hope to take the course (prebooking end date).  


LSO Training Coordinator Portal
Training Activities Report - Bookings

Training Activities Report | History,
k

| Training Activities Report
I | Menu/ |b | Back || Exit || Cancel | | Systern, | | Details || Sortin Ascending Order || Sortin Descending Order || Set Filter || Total || Subtotals... || Excel View || Word Processing... || Local File... || Page Break Set || More...,

BOOKINGS

Report 1D ZP175 Training Activities Report
Run Date & Time: 05/26/2011 at 10:45:45

From: 0326/2011 To: 12/34/9989

“PA |["Organization Unit Text | No.|“PersNo [“Lastname [“Firstname |[“Jab Title “Course Text Start date End date Status

0107 ERF ENTERPRISE READIMESS 0 201 NORMAND  LALRA IT STATEWIDE SYS PGM AML AP - Accounts Payable - Basic P

Common Myths that Affect Good Supy Trad 0eM4/2011 06M4/2011

Grants Management Overview

HR Basics of Time Administration

HCM Employee Administration Paid 06012011 |0G/03/2011

HR: Basic Mavigation

HR Intro to Organizational Management

HR Reporting - Basic

IM - Inventory Request

Introduction to eProcurement (SRM)

LEQ Creating & Canceling a Time Request

LaGov Reporting Basic

ORM Blood Borne Pathogens

ORM Defensive Driving

FPR for Supervisors 0aM7i2011 0aM7i2011 f
3

B =2 == I e s T e e e e e P s e P
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Presentation Notes
When the Bookings option is selected, the report outputs all bookings for that employee for the date period for which the report was run.  

Note the last column (STATUS) - P is participation requested (the workflow has gone to the supervisor but has not been approved yet) – B for a confirmed booking.



LSO

raining Coordinator Portal
Training Activities Report — Booking Cancellations

Training Activities Report

]
| Training Activities Report

History,

I | Menu, | | Back || Exit || Cancel | | System/ | | Details || Sortin Ascending Order || Sortin Descending Order || Set Filter || Total || Subtotals... || Excel View || Word Processing... || Local File... || Page Break Set || More...

CANCELLATIONS

Report 1D ZP175 Training Activities Report
Run Date & Time: 05/26/2011 at 10:46:33

From: 04/04/2011 To: 05/26/2011

“PA |“OrgUnitText  |"PersNo| Lastname |“Firstname |"Job Title “Course Text Start date End date | Del |Start Endtime |CancelDt  |Reason canceled
0107 ERP ENTERFPRISE 201 NOEMAND  LAURA IT STATEWIDE SYS PGM £AAGPS / CFMS Systern MNavigation |05/18/2011 05182011 1|08:30:00  M12:00:00 02022011 |Supenvisor rejects
HCM L20O Training Coordinator  |05/02/2011  05/02/2011 1|08:00:00  M2:00:00 05112011 Mo-show
HCM Practice Using PTMW Works|06/06/2011  06/06/2011 1(08:00:00  11:00:00 042602011 Mo-show
ORM Blood Borne Pathogens 3 (00:00:00 00:00:00 03152011 Mo longer needed
TRY Single Trip 3 |00:00:00 00:00:00 03012011 Mo longer needed

Pk

4
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Presentation Notes
When the Cancellations options is chosen, you will see an employee’s history of cancellations as well as the reasons for cancellation.


LSO Training Coordinator Portal
Training Activities Report —
Completed ILT and Web courses

Training Activities Report History

k
| Training Activities Report
I| Menu, |} | Back || Exit || Cancel | | System, | | Details || Sortin Ascending Order || Sortin Descending Order || Set Filter || Total || Subtotals... || Excel View || Word Processing... || Local File... || Page Break Set || More...

COMPLETED COURSES

Report 1D Z£P175 Training Activities Report
Run Date & Time: 05/26/2011 at 10:47:26

From: 04/04/2041 To: 03/26/2011

“PA |"Org Unit Text “PersNo| Lastname ["Firstname |“Job Title “Course Text iStart date End date | Del|Location [Follow-up |Pass |
0107 ERP ENTERPRISE READI 201 NORMAND  |LAURA IT STATEWIDE SYS FDHH Driver Safety 05/09/2011  |05/09/2011 3 X P
How to Handle an Irate Customer (DOA)  |01/07/2011 01/0712011 3 X P

ik
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Presentation Notes
And finally when the Completed Courses options is selected, you will see all courses the employee has completed.  



LSO Training Coordinator Portal
Communication Report

Communication IT0105 Report

4
| Communication IT0105 Report

Hiztory,

I| Menu, b | Back || Exit || Cancel | | System, | | Details || Sortin Ascending Order || Sortin Descending Order || Set Filter || Total || Subtotals... || Excel View || Word Processing... || Local File... || Print Preview || More...;

STATE OF LOUISIANA ISIS HR

Report 1D ZP152 Communication ITO105 Report
Run Date & Time: 05/26/2011 at 10:48:21

From: 05/26/2011 To: 03/26/2011

*PersMo. [*Last name First name IType |IDs'number
201 MORMAND LALRA 0001 |POOOOOZ201
0010 LMORMAMD@LA GOV
0020 |225-342-0900
MAIL [HRO0000201@LA. GOV

a4

Pkt
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Communication Report 

This reports outputs work email and phone numbers for agency staff.  You can run for one employee or for your entire agency.  LSO will send emails to the Type 0010 value.


LSO

raining Coordinator Portal
Course Information

¥

Course Information

| Course Information

Hiztory,

I| Menu, |b | Back || Exit || Cancel | | System, | | Details || Sortin Ascending Order || Sortin Descending Order || Set Filter || Total || Subtotals... || Print Preview || Spreadsheet... || Local File... || Mail Recipient || More...,

Course Information
Selection Period 05/26/2011 - 12/31/99949
“Start date |Em:| date |Narne Course Location Room: Mame EMoO. places E‘.“.faitlist|ENnrmal| MaxCap |Name Trainer |EDays| Del. |
05/26/2011 EUEJ'ZE!ZUﬁ PS - Federal Aid Baton Rouge LTRC Room 179 15 ] 3 18 RHOMDA BARBER 1 1
053172011 0513142011 Clarifying Performance Expectations Baton Rouge  |1-1368 Claiborne Building 24 0 0 24 1 1
08/01/2011  |06/03/2011  |HCM Employee Administration Paid Baton Rouge 0 1 17 18 |JADE MAKHLEH 3 1
060142011 Clarifying Ferformance Expectations Baton Rouge  |1-136B8 Claibarne Building 24 0 0 24 1 1
08/02/2011  |06/02/2011  |HCM Practice Using PTMW Workshop Baton Rouge | 1-146 Claiborne Building 10 ] ] 10 |JO BLADES 1 1
06022011 HCM Crganizational Management Baton Rouge  [1-150 Claiborne Building 18 0 ] 18 |DAVID COARSEY 1 1
06/03/2011 060352011 Comman Myths that Affect Good Supv Trad  |Baton Rouge 25 0 0 25 1 1
06/06/2011  |06/06/2011  |HCM Practice Using PTMW Workshop Baton Rouge 0 2 10 | JADE MAKHLEH 1 1
06142011 06M4/2011 Common Myths that Affect Good Supv Trad  |Baton Rouge  (1-153 Claiborne Building 0 20 25 (TODD PRICE 1 1
06M15/2011 06M5/2011 CS Essentials for Supv Traditional Baton Rouge  [1-153 Claiborne Building 0 15 24 | GWEMDOLYMN PARKER 1 1
06M5/2011 AGPS Orders Baton Rouge  [1-150 Claiborne Building 0 10 18 [ALZATTA COX 1 1
061652011 06MG6/2011 Controlling Absent & Tardiness Tradition Baton Rouge  |(1-153 Claiborne Building 25 0 0 25 KAREM PUCKETT 1 1
0612002011 062042011 Controlling Absent & Tardiness Mon-Trad Baton Rouge  [1-186 Claiborne Building 25 0 0 25 KAREM PUCKETT 1 1
062042011 Building Blocks of Correctional Supervis Baton Rouge  [1-153 Claiborne Building 25 0 ] 25 [TAMMY LEBLAMC 1 1
062152011 062142011 Effective Comm Skills for Corr Supy Baton Rouge  |(1-153 Claiborne Building 25 0 0 25 | TAMMY LEBLANC 1 1
06/22/2011 062212011 Eff Perform Feedback Skills for Caorr Sup Baton Rouge  |1-153 Claiborne Building 25 0 0 25 | TAMMY LEBLAMNC 1 1
06232011 0a232011 Coaching Skill for Correctional Supy Baton Rouge  [1-153 Claiborne Building 25 0 0 25 [TAMMY LEBLAMC 1 1
062452011 062452011 Corr Supv Role in Empl Skill Development  \Baton Rouge  (1-153 Claiborne Building 25 0 0 25 | TAMMY LEBLAMNC 1 1
062712011 062712011 Handling Conflict for Corr Supy Baton Rouge  [1-153 Claiborne Building 25 0 0 25 1 1

¥

i
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Presentation Notes
Course Information Report 

This report will show all courses scheduled for the date range you specified.  In our test data, this example shows you what courses are scheduled for the future.

Training – We are planning to conduct a 1-day class to teach you how to use the LSO Training Coordinator portal.  You will also review the Learner self-service registration process so you are prepared to answer employee questions as well.

We anticipate training to occur the last 2 weeks of October and into early November if necessary.


Instructor Portal

Let’s now look at what an Instructor can do.



Presenter
Presentation Notes
This is another new portal we have recently begun piloting.   

The LSO Instructor portal  allows an instructor quick access to a course booking list, the ability to print a class roster, etc.  

Instructors can also enroll people who show up in class but weren’t booked, if they choose to allow them to stay.  They can cancel people who are ‘no shows’, etc.



Instructor Portal
Work Overview

LaGov ERP - Lousiana Employees Online (LEO)

STATE OF LOUISIANA Help  Personalize  Log off

Welcome L30 INSTRUCTOR

Home  Myinfo  MyEmployees  MyTraining  MyWork  MyHelp BE20LGEIGTAG]

[4]¥] L]
Detailed Navigation =] Instructor's Work Center =1
» Work Overview
Active Queries
I Services ] Current and Planned Courses  Nextd Weeks (3)  Mext 3 Months (2)
Add/Replace/Cancel Students Past Courses Courzes for Follow-up (3]
Print Course Roster

. . Current and Planned Courzes - Next 4 Weeks
Review Course Appraizals

Change Query Define New Query Perzonalize

View|[Standard View]  |¥| | Display | | Folow-Up | | Print Version || Exporta | Fifter Settings
B. Course DelMethod Long Start Date Start Time End Date D
Commen Myths that Affect Good Supy Trad Clazzroom Training 061472011 08:15:00 061472011
L5 Ezzentialz for Supy Traditional Clazzroom Training 06152011 08:15:00 06152011
Controling Abzent & Tardinezs Tradition Clazzroom Training 06162011 08:15:00 06162011
[
[4] 0

Last Refresh 06/26/2011 10:56:44 C5TREfresh
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Presentation Notes
This is the Instructor’s Work Center.

He can quickly see what courses he is scheduled to teach for the next 4 weeks, 3 months or specify another time period by using the Change Query functionality.

They can also see what courses they have already taught that have not been followed up … in other words, the students have not been given credit for attending. 



Instructor Portal
Course Follow-Up

Follow Up Completed Course

“our course follow-up was saved

Course Follow-Up

I» 6 -
Completed
Selected Course CS Ez=entialz for Supervizors
What do you want to do next?
Select another course to follow-up
Participants
B. Type Participant Aftendance Participant Azssessment Reason for Not Passing  Qualification Proficiency Start Date End Date -
P DOUGLAS KOPP Prezent Courze Pazzed CPTP Civil Servee Ezzentiglz for Supvy  Completed 050042011 12/31/95995
P ELIZABETH DAVIS  Present Courze Passed CPTP Civil Servoe Ez=entials for Supy = Completed = 0570402011 12/31/9999
P PEGGY MATHERME Present Course Passed CPTP Civil Servce Essentialz for Supy  Completed 057042011 12/31/9999
P KIM HATFIELD Prezent Courze Passed CPTP Civil Servee Ezsentials for Supy | Completed | 05/04/2011  12/31/9999
P RAFAEL JARPA Pre=ent Courze Pazsed CPTP Civil Servoe Ezzentialz for Supy  Completed 057042011 12/31/9599 [«

History,
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Presentation Notes
Here is the Instructor’s Course Follow-Up screen.

When a student is marked as absent, the reason defaults to ‘No Show’ and their supervisor will receive an email informing them that the student did not come to class. 

At the point the Instructor clicks save, the qualifications with proficiency is imparted to the employee.  Using this portal will allow Learners to get credit for the class faster on occasion, than waiting for the paper roster to be turned in and then recorded.    



The End

LaGov ERP - Louisiana Employees Online (LEO)

Welcome LAURA NORMAND Hel Perzonalize = Log off
STATE OF LOUISIANA ¢ s
SNyt yTranng lyVork  WESGUL liyHep Trainng Admnstiaton
Welcome
E
Welcome to LEO El
Louisiana Employees Online
Announcements (1)
Last Update 12/06/2010
Direct Deposit Transactions Labeled "LA GOV"
Effective Movember 15, 2010, all direct deposit transactions will be labeled "LA GOW". These were previously labled
"ISIS HR PAID". You may see this change on your bank statements and/or online banking.

Any Questions?


Presenter
Presentation Notes
That’s a quick tour of our LSO portals.  
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