
Patricia Mitchen’s accounting of how she prepared LSU’s staff for LSO and the EDGE 
 
The first thing I did was include monthly announcements in our HR Newsletter starting last October. 
During October and November, I emailed each supervisor a FAQ sheet (modified from your website). In 
December, employees started registering for the sessions. I offered three sessions in January. I had 67 
people attend the training.  I used a simple PowerPoint (see attached) to communicate the main 
highlights, and then asked for a volunteer from the audience to come to the front to demonstrate each 
step. Each person was given a unique instruction sheet with their H Number so they could follow along.  
 
At the sessions, each person logged into LEO, assigned a password, learned how to prebook and request 
an instructor led course, looking up a course, book an e‐course, and look up and print their transcript. I 
also showed them what the e‐course and the exam looked like. Once they saw what the courses looked 
like, they became excited!  
 
For other supervisors who couldn’t make the class, (I had about 20 people who didn’t come), I either 
met with them individually in my office or if they indicated that they were comfortable with computers, 
I emailed them the instruction sheet, link to LEO, their H Number, and your training e‐course tutorial.  
 
Since then, I’ve gotten calls (5‐6) from the supervisors with questions but it’s been manageable. All of 
the feedback I’ve received has been positive. They like that the classes are shorter and that they can do 
them at home. I have one supervisor who is already registered for the Capstone Course and he said that 
he learned more from the e‐courses than his day long classes. He loved the new changes!  

 



The Edge Program 
CPTP’s  new training program for all state employees  

Meet Pascale the 
Pelican, The Edge’s new 
mascot!  



Civil Service Rule 7.4(f) 

The Commission shall establish mandatory training 
for employees who occupy or are appointed to 

designated supervisory, managerial or 
administrative jobs. Employees who fail to meet the 
required training within the specified period of time 
may be disciplined or removed in accordance with 

Chapter 12 of Civil Service Rules. 



Course Requirements 

Online Courses  
Civil Service Essentials 

Hiring and Retaining Top Talent 

Common Myths that Affect Good Supervision 

Leave Management 

Validating Employee Performance  

Classroom Workshops  
Supervisor Capstone Workshop  

Performance Management (LSU) 

Positive Discipline (LSU) 



How much Time Do I Have ?  

3 years from January 1, 2012 – until 
December 31, 2014 



How long will it take?  

Each online class will take approximately 
one hour to complete 



What do I need?  



What if I have already taken the 
classroom version ? 

• You still have to pass 
the online course 
assessments and take 
the Supervisor 
Capstone 
 

• You can repeat the 
online material as many 
times as needed to pass  



https://leo.doa.louisiana.gov/irj/portal 
 

https://leo.doa.louisiana.gov/irj/portal


 Your H Number 

• You will be assigned a unique 8 digit number 
that begins with the letter H 

 
• You will need to set up your unique password  

 
• Click on First Time User 



 

Enter your H Number 
here, starting with H 

followed by the 8 
numbers. Press NEXT. 



myTraining Tab 
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