
LSO Learner Portal 
(My Training tab in LEO) 
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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 
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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  
Available Course Dates 
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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) 
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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) 
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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 
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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 
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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 
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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 
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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.



LSO Learner Portal  
Start a Web Course 
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Presentation Notes
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 
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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) 
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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 
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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. 
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Read the screen.



LSO Training Coordinator Portal 
Show Participant History > Booked Courses 
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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 
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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 
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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 / Select a Course 
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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 
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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 
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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 
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Training Coordinators have several reports they can run as well.   



LSO Training Coordinator Portal  
Employee Qualification Report 
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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 
23 

Presenter
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 
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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 Training Coordinator Portal  
Training Activities Report – Booking Cancellations 
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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 
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And finally when the Completed Courses options is selected, you will see all courses the employee has completed.  




LSO Training Coordinator Portal  
Communication Report 
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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 Training Coordinator Portal  
Course Information 
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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. 
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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 
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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 
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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 

Any Questions? 
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Presentation Notes
That’s a quick tour of our LSO portals.  
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