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[bookmark: _Toc363046982][bookmark: _Toc354987600]User Administration
[bookmark: _Toc363046983]Managing Users in SCILS
[bookmark: _Toc363046984]User Management Permissions
· HR can fully manage any user in the system including pulling job-related training to a user and batch-updating user attributes.
· A SME can edit the Status Note and Platform of any user in the system.
· A Manager can edit the Status Note and Platform of any user on the Manager’s staff.
[bookmark: _Toc363046985]Creating a User
· User Setup Process:
· From the HR Dashboard – Overview tab, select Create Employee.
· Fill in the desired information and select SAVE to create the User.
· The Email and Phone Number fields must have the valid format.
· The Phone Number field format is 10-digits (with dashes), optionally followed by a single space and additional digits for an extension. Example: 407-555-5555 1245
· Multiple selections may be made for Work Location, Platform, and EE Types by holding CTRL while making selections.  Holding CTRL and selecting a highlighted selection will de-select it.
· After the user has been created, assign User Roles as desired.  See section 1.2 for more information on User Roles and role assignment.
· A new user has the Student role by default.
[bookmark: _Toc363046986]Editing User Information
· User data can be edited by selecting “Edit” from the Info tab of the “View Employee” page.
[bookmark: _Toc363046987]Searching for a User
· Employees can be searched via the Search Employees button.
· Selecting the Employee ID of a user from the search will access the “View Employee” page for that user.
· Users can view their own data by selecting the My Profile button at the top of the screen (next to Logout).
· When viewing the employee data page for a Manager or Manager Dashboard, the Staff tab will show a list of all users under that Manager.
· Users can be searched by Employee ID, Last Name or First Name.
[bookmark: _Toc363046988]Activating/Deactivating a User
· Employees can be activated or deactivated from the View Employee – Info tab.
· Users are defaulted to the Active state when created.
· Deactivating a User:
· Prohibits the user from accessing any information in SCILS
· Removes the user from the Manager’s Staff view
· Removes the user from employee searches except by IT or HR
· Removes all Assigned Certifications and Courses
· Unregisters (removes) the user from any class sections in the Open state
· Prohibits new Course or Certification Assignments to the user
· Removes all Roles from the user
· Prohibits changes to the user’s Roles
· Activating a User:
· Allows the user to login to SCILS
· Adds the user to the Manager’s Staff view
· Assigns the Student Role automatically
· Automatically pulls job-related training to the user based on the user’s attributes
[bookmark: _Toc363046989]Pull Employee Courses and Certifications
· Employee Courses and Certifications can be pulled to a user from the View Employee – Info tab.
· Pulling Courses and Certifications:
· Assigns Courses to the user based on the Course drivers matching the user’s attributes
· Assigns Certifications to the user based on the Certification drivers matching the user’s attributes
· Only pulls active Courses and Certifications
[bookmark: _Toc363046990]User Attribute Selection Customization
· Multi-select and drop-down attribute selections can be customized from the HR Dashboard.
· Existing attributes can be edited or deleted by selecting one of the Search options on the HR Dashboard and selecting the attribute to edit or delete.
· Customizable selections for User Data include:
· List of Companies
· List of Functions
· List of Platforms
· List of Job Codes (w/ Title)
· List of Work Locations
· List of EE Types
[bookmark: _Toc363046991]Batch Updates to User Attributes
· Batch Updates to User Attributes can be performed from the HR Dashboard – Overview tab by selecting the Batch Update Employees button.
· Batch Update Process:
· From the HR Dashboard – Overview tab, select the Batch Update Employees option.
· In Step 1, select the attributes for which you desire to find matching employees, then select NEXT.
· All attributes left blank (no selection) are ignored when matching employees.
· For each attribute, only matching employees to that attribute will be found.
· For attributes with multiple selections, only employees matching ALL selections chosen will be found.
· In Step 2, uncheck/check employees as desired.  Only checked employees will be updated.  Select NEXT to continue.
· In Step 3, select the attributes you desire to edit for the selected employees.  The employees will be updated based on the selections made.
· Select SAVE to make the updates.
· In Step 4, the list of employees that were updated is shown.
[bookmark: _Toc363046992]User Roles
[bookmark: _Toc363046993]Available User Roles
· User Roles in SCILS include:
· IT – The IT role has full capabilities to manage information in the SCILS system.
· HR – The HR role manages user data in SCILS and can fully manage course and certification information in the system.
· SME – The SME role manages courses and certifications in SCILS and determines the approved Instructors for OJT and Classroom-based courses.  The SME also sets up a Course delivery method.  SMEs are limited to courses and certifications for which they are SMEs.
· Instructor – The Instructor role manages Classroom-based training and student credit for OJT Courses. Instructors are limited to courses and certifications for which they are Instructors.
· Manager – The Manager role allows management of Student assignments for courses and certifications for the Manager’s staff.  The Manager role can also approve student-entered Manual Logs.
· Student – The Student role is the default user of SCILS.  Courses and certifications are managed for users with the Student role.
[bookmark: _Toc363046994]Assigning User Roles
· Role Assignment Process:
· From the View Employee page, select the Roles tab.
· Select the Roles desired for the employee.
· Select SAVE.
[bookmark: _Toc363046995]HR Mode
· A User with the HR role can select whether or not to operate in HR Mode.  HR Mode grants the user full HR capabilities when active, and removes the capabilities when inactive, in the event the user wants to operate the system without the administrative privileges of the HR role.
· HR Mode can be activated by selecting the +HR button near the top of the screen while logged in as a user with the HR role.
· HR Mode can be deactivated by selecting the -HR button near the top of the screen while logged in as a user with the HR role.
[bookmark: _Toc363046996]IT Mode
· A User with the IT role can select whether or not to operate in IT Mode.  IT Mode grants the user full IT admin capabilities when active, and removes the capabilities when inactive, in the event the user wants to operate the system without the administrative privileges of the IT role.
· IT Mode can be activated by selecting the +IT button near the top of the screen while logged in as a user with the HR role.
· IT Mode can be deactivated by selecting the -IT button near the top of the screen while logged in as a user with the HR role.
[bookmark: _Toc363046997]IT (Admin) Dashboard
· When IT Mode is active for a user with the IT role, the IT Dashboard (Admin Dashboard) is available.
· The IT Dashboard allows editing, creation, or deletion of attribute selections, logs, assignments, events, and other database entities.
· CAUTION: The IT (Admin) role can bypass most of the normal requirements and operations of the system, such as how information can be edited and what data is modified or created.  IT users should be certain of the information they input or edit while in IT mode.
· In general, attributes (e.g. Company) are created such that the “Name” is a reference field and the “Description” is the displayed Company name where it appears in the system.  For Work Locations and Job Codes, both “Name” and “Description” are displayed.



[bookmark: _Toc363046998]Class Section Registration
[bookmark: _Toc363046999]Student Registration
[bookmark: _Toc363047000]Register for a Class Section
· A student can register for an open Class Section for a Course if the Course is listed in the student’s Assigned Courses.  Registration only applies to Classroom-based Courses.
· A student’s registration status can be viewed at the top of the “View Class Section” page for a class section.
· Registration Process:
· From the Student Dashboard – Assigned Courses tab, the desired Course can be selected.
· If the Course has the Classroom-based delivery method, the student can view Class Sections and select an open section.
· Registration Availability – The Student can select to register or unregister for the class section only if the section is in the Open state (status).
· When Register is selected and seats are available, the student is added to the Roster and is fully registered in the class.  The registration status of the student changes to Registered.
· When Register is selected and no seats are available, the student is added to the Wait List and is not fully registered in the class.  The registration status of the student changes to Wait-Listed.
· When Unregister is selected, the student is removed from the Roster or Wait List
[bookmark: _Toc363047001]View Class Details
· Info tab – Class Section details can be viewed on the Info tab of a Class Section.
· Class Sessions tab – The start and end time/date and location information can be viewed on the Class Sessions tab.
· All of the Class Sessions combined make up the Section.
· Each Class Session can be selected to view details.
· Roster tab – The Roster tab shows the Roster and Wait List.  The scores, instructor notes, and Pass/Fail grading of each student on the Roster can also be viewed on the Roster tab.
[bookmark: _Toc363047002]View Staff’s Upcoming Classes (Manager)
· Manager Dashboard – Staff Training tab – The Manager can view employee upcoming class sections for the next 2 weeks.

[bookmark: _Toc363047003]Class Section Management
[bookmark: _Toc363047004]Managing Class Section Information
[bookmark: _Toc363047005]Class Section Management Permissions
· HR can fully manage any Class Section in the system.
· A SME can manage any Class Section for a Course owned by that SME.
· An Instructor can manage a Class Section if he/she is the Instructor for that Class Section.
[bookmark: _Toc363047006]Creating a Class Section
· To create a section, the Instructor must be on the list of approved instructors for the Course.
· To create a section, the Course must be in the active state and have the Classroom-based delivery method.
· Class Section Setup Process:
· Find and select the Course in the Course Catalog.
· Select Create Class Section from the Information or Sections tab.
· Fill in the desired information and select SAVE to create the Class Section.
· Only a SME or HR can edit the Instructor.
· Some fields contain information copied from the delivery method setup for the Course.  Editing these fields only edits them for this section.
· The Passing Score cannot be edited for the Class Section.  It can be edited at the delivery method setup for the Course.
· The Number of Seats determines the roster limit before students are placed on a Wait List.  This limit can be overflowed by managing the roster directly.
· Select the Class Sessions tab.
· Select Add Class Session.
· Fill in the desired information and select SAVE to create the Class Session.
· Class sessions are the times and locations for which the same students are expected to attend the Class.
[bookmark: _Toc363047007]Editing a Class Section
· Class Section information can be edited by selecting “Edit” from the Info tab of the “View Class Section” page.
· Class Section information cannot be edited if the section is in the Closed state.
· Class Session information can be edited by selecting a specific session from the Class Sessions tab and selecting “Edit” from the “View Class Session” page.
· Class Session information cannot be edited if the section is in the Closed state.
[bookmark: _Toc363047008]Cancelling a Class Section
· A Class Section can be cancelled (deleted) by selecting “Delete” from the Info tab of the “View Class Section” page.
· A Class Section cannot be cancelled if the section is in the Closed state.
[bookmark: _Toc363047009]Finding a Class Section
· An open Class Section can be found with the Course Catalog or the Student Dashboard – Assigned Courses tab, by selecting the Course, then the Sections tab.
· A Student can view a Class Section by selecting it from the Student Dashboard – Overview tab if registered or wait-listed for the section.
· Instructors can find their own Class Sections from the Instructor Dashboard – Classes tab.
· The Classes tab only shows Open and In-Progress sections.
· Class sections in any state can be searched with the Search Class Sections option.
· Class sections can be searched/filtered by:
· Course ID
· Course Title
· Instructor Name
· Class Section Name
· Status
[bookmark: _Toc363047010]Class Section Status
[bookmark: _Toc363047011]Stages of a Class Section
Advancing the Class Section Status can be done from the “View Class Section” page.
The Stages of a Class Section are:
· Open – A Class Section is defaulted to the Open state when it is created.
· In the Open State:
· Students can register and unregister.
· The Roster and Wait-List can be edited.
· Class details and session details can be modified.
· The section can be cancelled (deleted).
· In-Progress – A Class Section should be advanced to the In-Progress state to close registration and begin the Class.
· In the In-Progress State:
· Attendance can be recorded.
· Scoring/grading information can be recorded.
· Class details and session details can be modified.
· The Roster, Wait-List, and number of seats cannot be modified.
· The section can be cancelled (deleted).
· Closed – A Class Section should be advanced to the Closed state when the attendance and grading information is complete and the Instructor wants to give completion credit to students.
· In the Closed State:
· Students marked as Passed will receive course completion credit.
· Class details and session details cannot be modified.
· Attendance, scoring/grading cannot be modified.
· The section cannot be deleted.
[bookmark: _Toc363047012]Reverting the Class Section Status
· Reverting the Class Section Status can be done from the “View Class Section” page.
· Reverting the Class Section Status can only be done by users with the HR role.
· Reversion from Closed to In-Progress removes any credit given when the section was Closed.  Re-advancing to a Closed state will assign credit again.
· Reversion from In-Progress to Open will re-open the section for registration and Roster/Wait List editing.
[bookmark: _Toc363047013]Class Section Attendance
· Attendance Statuses Include:
· Present
· No-Show
· Excused Absence
· Recording Attendance can be done for each session of a class section.
· Attendance records are accessible from the Attendance tab of the “View Class Session” page.
· The section must be In-Progress to record attendance.
· The default attendance status is Present.
· An attendance note can be entered for each student.
· Attendance does not automatically affect student completion credit.
[bookmark: _Toc363047014]Class Section Roster and Wait List
[bookmark: _Toc363047015]Roster and Wait List Management
· The Roster and Wait List can be viewed on the Roster tab of the “View Class Section” page.
· In the Open State:
· Students can be removed (unregistered).
·  Students can be transferred from the Wait List to the Roster.
· The section can be overflowed by Wait-List to Roster transfers.
· Students will be automatically queued from the Wait List if an open seat becomes available.  Queuing is in the order that students were placed on the Wait List.
· In the In-Progress State:
· Scoring and grading information can be entered, along with an optional Instructor comment.
· Only the “Passed” indication will determine student completion credit.


[bookmark: _Toc363047016]Course Management in SCILS
[bookmark: _Toc363047017]Managing Course Information
[bookmark: _Toc363047018]Course Management Permissions
· HR can fully manage any Course in the system, including customizing Course Category selections and batch updating course information.
· A SME can manage any Course for which he/she is the SME.
[bookmark: _Toc363047019]Creating a Course
· Course Setup Process:
· From the HR or SME Dashboard, select Create Course.
· On the SME Dashboard, this option is on the My Courses tab.
· Fill in the desired information and select SAVE to create the Course.
· The Expiration frequency determines how often a Course must be taken after it is assigned to a student.
· The Grace Period determines the expiration for the course if it has not been previously taken by a student.  Grace Period is defaulted to 30 days but is modifiable between 0 and 30 days.
· A course can be set as One Time Only, which overrides having an expiration date.  Once the One Time Only course is taken, it does not expire.
· The Subject Matter Expert (SME) is only selectable by HR.  If a SME creates a Course, this field is automatically set to that SME.
· The “Drivers” section determines how the Course will be assigned to Students in the system based on their User Attributes. See section 4.3 for information on Course Assignment Drivers.
· From the View Course page – Training Methods tab, select and setup a delivery method for the Course. See section 4.2 for information on Course Delivery Methods.
· From the View Course page – Information tab, select Activate Course.
· Courses are inactive by default when created.
[bookmark: _Toc363047020]Editing Course Information
· Course information can be edited from the View Course page – Information tab by selecting “Edit”.
[bookmark: _Toc363047021]Searching for a Course
· Courses can be searched from the Course Catalog.
· Selecting the Course ID from a search will access the “View Course” page for that course.
· Courses can be searched by Course ID, Course Title or Course Category.
[bookmark: _Toc363047022]Activating/Deactivating a Course
· Courses can be activated or deactivated from the View Course – Information tab.
· Courses are defaulted to the Inactive state when created.
· Deactivating a Course:
· Removes the course from all students’ Assigned Courses
· Removes the course from all certifications with which it is associated
· Prevents new class sections from being created for the course
· Prevents the course from being assigned to a student
· Prevents the course from being added to a certification
· Removes the course from searches except for IT, HR, and SME users
· Activating a Course:
· Allows the course to be added to a certification
· Allows the course to be assigned to a student
· Allows new class sections to be created for the course
[bookmark: _Toc363047023]Customizing Course Category Selections
· The list of available Course Category selections can be customized by selecting Create Course Category from the HR Dashboard.
· Existing categories can be edited or deleted by selecting the Search Course Category option on the HR Dashboard and selecting the category to edit or delete.
[bookmark: _Toc363047024]Batch Updates to Courses
· Batch Updates to Course Attributes can be performed from the HR Dashboard – Overview tab by selecting the Batch Update Courses button.
· Batch Update Process:
· From the HR Dashboard – Overview tab, select the Batch Update Courses option.
· In Step 1, select the attributes for which you desire to find matching courses, then select NEXT.
· All attributes left blank (no selection) are ignored when matching courses.
· For each attribute, only matching courses to that attribute will be found.
· For attributes with multiple selections, only courses matching ALL selections chosen will be found.
· In Step 2, uncheck/check courses as desired.  Only checked courses will be updated.  Select NEXT to continue.
· In Step 3, select the attributes you desire to edit for the selected courses.  The courses will be updated based on the selections made.
· Select SAVE to make the updates.
· In Step 4, the list of courses that were updated is shown.
[bookmark: _Toc363047025]View Assigned Users for a Course
· A list of students with an assigned course can be viewed from View Course page – Employees tab.
[bookmark: _Toc363047026]Course Delivery Methods
[bookmark: _Toc363047027]Managing Course Delivery Method
· Managing the Course delivery method can be done from the View Course page – Training Methods tab.
· Changing the Course delivery method requires deleting the existing method first.
[bookmark: _Toc363047028]Classroom Based Training
· The Classroom Based delivery method:
· For Instructor-led Courses
· Involves student registration for a course offering via Class Sections with roster, time/date, and location for each offering
· Allows for multiple sessions for the same roster of students
· Involves Instructor-given Pass/Fail credit given to entire class section at Class Close-out
· Setting up a Classroom Based Method:
· From the View Course page – Training Methods tab, select the Classroom Based Method.
· Fill in the desired information and select SAVE to create the method.
· The Instructors field determines the Approved Instructors for the Course.  Approved Instructors can create Class Sections and manage the sections they create.  Multiple selections and de-selections may be made by holding CTRL while selecting.
· The Passing Score field is informational and does not directly determine completion credit for students.
· Once the method is setup, Class Sections must be created in order for students to take the Course.  See section 3.1.2 for more information about setting up Class Sections.
· Instructors can view all Classroom Based courses for which they are an Approved Instructor from the Instructor Dashboard – My Courses tab.
[bookmark: _Toc363047029]On-the-Job Training (OJT)
· The OJT delivery method:
· For Instructor-led training setup outside SCILS
· Does not require student registration
· Involves Instructor-entered Pass/Fail credit given via OJT Log to an individual
· Setting up an OJT Method:
· From the View Course page – Training Methods tab, select the OJT Method.
· Fill in the desired information and select SAVE to create the method.
· The Approved Instructors field determines the Approved Instructors for the Course.  Approved Instructors can log OJT events for any student to whom the OJT Course has been assigned.  Multiple selections and de-selections may be made by holding CTRL while selecting.
· Once the method is setup, an OJT Log can be entered from the Instructor Dashboard – OJT tab for any student with the assigned course.  See section 6.6.3 for information on logging OJT events.
[bookmark: _Toc363047030]Self-Paced Training
· The Self-Paced delivery method:
· For online course content accessed by hyperlink
· Involves Student taking credit directly to indicate course completion
· Setting up a Self-Paced Method:
· From the View Course page – Training Methods tab, select the Self-Paced Method.
· Fill in the desired information and select SAVE to create the method.
· The Hyperlink field should contain a valid hyperlink with the complete URL.
· Once the method is setup, a student can take credit for an assigned Self-Paced Course by accessing the “View Course” page for the course and selecting Launch Self Paced Course.  See section 6.6.2 for information on completing a self-paced course.
[bookmark: _Toc363047031]Manual Log Training
· The Manual Log delivery method:
· For external training or student-entered training logs
· Involves Student log submission and Manager approval of submitted log
· Allows student to upload document with log submission
· Setting up a Manual Log Method:
· From the View Course page – Training Methods tab, select the Manual Log Method.
· Fill in the desired information and select SAVE to create the method.
· Once the method is setup, a student can enter a manual log for an assigned Manual Log Course by accessing the “View Course” page for the course and selecting Submit Manual Log.  See section 6.6.1 for information on completing a manual log course.
[bookmark: _Toc363047032]Course Assignment Drivers
· A Course can be assigned to a group of students in the system based on their User Attributes.
· The Course being assigned must be active.
· Only active student users will receive the course assignment.
· The Course can be assigned based on the drivers from the View Course – Information tab, which will push the Course to all matching students who do not currently have it assigned.
· The User Attributes for which a Course can be assigned are:
· Company
· EE Type
· Job Code/Job Title
· Work Location
· Function
· Platform
· Assign to All (Assigns the Course to all students in the system)
· The Course Assignment Drivers operate as follows:
· Course Assignment drivers should be used only when it is desired that the course be pushed out to specific users.
· If driver selections are made for multiple attributes, a student must have at least one match to the selected drivers for each attribute where drivers have been selected. (For a given attribute, there is an OR comparison.  Across all attributes, there is an AND comparison).
· Example:  A Course has drivers selected for Function A, Function B, Function C, and Platform 1 and Platform 2.
· A student with Function B and Platform 1 (but not Platform 2) will receive the course if it is driven out.
· A student with Function C and Platform 1 and 2 will receive the course if it is driven out.
· A Student with Function B, but neither Platform 1 nor 2 will NOT receive the course if it is driven out.
· For a given attribute with multiple selections, a student is considered a match for that attribute if they match at least one of the selections for that attribute.
· Example: Driver selections have been made for a Course for EE Types X, Y, and Z.
· A Student only needs to have one (or any combination) of X, Y, and Z to be a match to the Course drivers.
· It is not possible to push the course only to the group that has all three of X, Y, and Z, since the selections are for the same attribute.  The Course will be pushed to any student with X or Y or Z, or some combination.
· Course Assignment Drivers do not consider excluding a student because of having a certain attribute, but this can be accomplished indirectly.
· Example:  It is desired to push the course to all students with Company P, except for those that are at Work Location Q.  This CAN be done with assignment drivers.
· Setup the drivers for the Course by selecting Company P, and selecting all Work Locations except Q.
· Note: Any user with Work Location Q and another Work Location also will still receive the Course in this example.
· Leaving an Assignment Driver selection blank will cause that attribute to NOT be considered when a course is pushed out.  If all driver selections are blank, the course will not be pushed out to any students.


[bookmark: _Toc363047033]Certification Management in SCILS
[bookmark: _Toc363047034]Managing Certification Information
[bookmark: _Toc363047035]Certification Management Permissions
· HR can fully manage any Certification in the system including customizing Certification Category selections and batch updating Certification attributes.
· A SME can manage any Certification for which he/she is the SME.
[bookmark: _Toc363047036]Creating a Certification
· Certification Setup Process:
· From the HR or SME Dashboard, select Create Certification.
· On the SME Dashboard, this option is on the My Certifications tab.
· Fill in the desired information and select SAVE to create the Course.
· The Subject Matter Expert (SME) is only selectable by HR.  If a SME creates a Certification, this field is automatically set to that SME.
· The “Drivers” section determines how the Certification will be assigned to Students in the system based on their User Attributes.  See section 5.2 for information on Certification Assignment Drivers.
· Courses can be assigned to the Certification from the View Certification page – Courses tab.  See section 5.1.4 for information on selecting courses for a certification.
· From the View Certification page – Information tab, select Activate Certification.
· Certifications are inactive by default when created.
[bookmark: _Toc363047037]Editing Certification Information
· Certification information can be edited from the View Certification page – Information tab by selecting “Edit”.
[bookmark: _Toc363047038]Selecting Courses for a Certification
· Courses belonging to a Certification can be managed from the View Certification page – Courses tab.
· Certification’s Course Selection Process:
· From the View Certification page – Courses tab, select Add a Course.
· Select the + button for the course you wish to add to the Certification.
· To remove a course from a certification, select the X button for the course you wish to remove.
[bookmark: _Toc363047039]Searching for a Certification
· Courses can be searched from the Certification Catalog.
· Selecting the Certification ID from a search will access the “View Certification” page for that certification.
· Courses can be searched by Certification ID, Certification Title or Certification Category.
[bookmark: _Toc363047040]Activating/Deactivating a Certification
· Certifications can be activated or deactivated from the View Certification – Information tab.
· Certifications are defaulted to the Inactive state when created.
· Deactivating a Certification:
· Removes the certification from all students’ Assigned Certifications
· Prevents the certification from being assigned to a student
· Removes the certification from searches except for IT, HR, and SME users
· Activating a Certification:
· Allows the certification to be assigned to a student
[bookmark: _Toc363047041]Customizing Certification Category Selections
· The list of available Certification Category selections can be customized by selecting Create Cert Category from the HR Dashboard.
· Existing categories can be edited or deleted by selecting the Search Cert Category option on the HR Dashboard and selecting the category to edit or delete.
[bookmark: _Toc363047042]Batch Updates to Certifications
· Batch Updates to Certification Attributes can be performed from the HR Dashboard – Overview tab by selecting the Batch Update Certifications button.
· Batch Update Process:
· From the HR Dashboard – Overview tab, select the Batch Update Certifications option.
· In Step 1, select the attributes for which you desire to find matching certifications, then select NEXT.
· All attributes left blank (no selection) are ignored when matching certifications.
· For each attribute, only matching certifications to that attribute will be found.
· For attributes with multiple selections, only certifications matching ALL selections chosen will be found.
· In Step 2, uncheck/check certifications as desired.  Only checked certifications will be updated.  Select NEXT to continue.
· In Step 3, select the attributes you desire to edit for the selected certifications.  The certifications will be updated based on the selections made.
· Select SAVE to make the updates.
· In Step 4, the list of certifications that were updated is shown.
[bookmark: _Toc363047043]View Assigned Users for a Certification
· A list of students with an assigned certification can be viewed from View Certification page – Employees tab.
[bookmark: _Toc363047044]Certification Assignment Drivers
· The Certification Assignment Drivers operate as follows:
· Certification Assignment drivers should be used only when it is desired that the certification be pushed out to specific users.
· If driver selections are made for multiple attributes, a student must have at least one match to the selected drivers for each attribute where drivers have been selected. (For a given attribute, there is an OR comparison.  Across all attributes, there is an AND comparison).
· Example:  A Certification has drivers selected for Function A, Function B, Function C, and Platform 1 and Platform 2.
· A student with Function B and Platform 1 (but not Platform 2) will receive the certification if it is driven out.
· A student with Function C and Platform 1 and 2 will receive the certification if it is driven out.
· A Student with Function B, but neither Platform 1 nor 2 will NOT receive the certification if it is driven out.
· For a given attribute with multiple selections, a student is considered a match for that attribute if they match at least one of the selections for that attribute.
· Example: Driver selections have been made for a Certification for EE Types X, Y, and Z.
· A Student only needs to have one (or any combination) of X, Y, and Z to be a match to the Certification drivers.
· It is not possible to push the course only to the group that has all three of X, Y, and Z, since the selections are for the same attribute.  The Certification will be pushed to any student with X or Y or Z, or some combination.
· Certification Assignment Drivers do not consider excluding a student because of having a certain attribute, but this can be accomplished indirectly.
· Example:  It is desired to push the certification to all students with Company P, except for those that are at Work Location Q.  This CAN be done with assignment drivers.
· Setup the drivers for the Certification by selecting Company P, and selecting all Work Locations except Q.
· Note: Any user with Work Location Q and another Work Location also will still receive the Certification in this example.
· Leaving an Assignment Driver selection blank will cause that attribute to NOT be considered when a certification is pushed out.  If all driver selections are blank, the certification will not be pushed out to any students.


[bookmark: _Toc363047045]Student Training Management
[bookmark: _Toc363047046]Assigned Certifications
[bookmark: _Toc363047047]Certification Assignment Permissions
· HR can fully manage Certification assignments for any student.
· A SME can manage Certification assignments for the Certifications for which he/she is the SME.
· A Manager can manage Certification assignments for students on the Manager’s staff, unless the Certification is assignment locked.  See section 6.3 for information on assignment locks.
[bookmark: _Toc363047048]Assigning/Unassigning a Certification for a Student
· Certification Assignment Process:
· Access the “View Employee” page for the desired employee.
· Accessing the employee’s data can be done with the Search Employees button.
· A Manager can access a list of employees from the My Profile button (next to Logout at the top of the screen) or the Manager Dashboard, then selecting the Staff tab from either location.
· From the “View Employee” page, select the Assigned Certifications tab.
· The list is searchable and contains all Certifications currently assigned to the student.
· Select Assign a Certification to Student to find a Certification to assign.
· Select the Certification to assign to the student with the + button next to the desired Certification.
· The list is searchable and will only contain Certifications not currently assigned to the student.
· From the Certifications tab, Certifications can be unassigned by selecting the X button next to the desired Certification.
· Removing a Certification from a student will unassign the associated Courses, unless a Course is part of another assigned certification
[bookmark: _Toc363047049]Assigning a Certification to a Group of Students
· A Certification can be pushed out based on Assignment Drivers from the View Certification page.
· See section 5.2 regarding Certification Assignment Drivers
[bookmark: _Toc363047050]Viewing a Student’s Assigned Certifications
· From the “View Employee” page for a user, select the Assigned Certifications tab.
[bookmark: _Toc363047051]Assigned Courses
[bookmark: _Toc363047052]Course Assignment Permissions
· HR can fully manage Course assignments for any student.
· A SME can manage Course assignments for the Courses for which he/she is the SME.
· A Manager can manage Course assignments for students on the Manager’s staff, unless the Course is assignment locked.  See section 6.3 for information on assignment locks.
[bookmark: _Toc363047053]Assigning/Unassigning a Course for a Student
· Course Assignment Process:
· Access the “View Employee” page for the desired employee.
· Accessing the employee’s data can be done with the Search Employees button.
· A Manager can access a list of employees from the My Profile button (next to Logout at the top of the screen) or Manager Dashboard, then selecting the Staff tab from either location.
· From the “View Employee” page, select the Assigned Courses tab.
· Select Assign a Course to Student to find a Course to assign.
· Select the Course to assign to the student with the + button next to the desired Course.
· The list is searchable and will only contain Courses not currently assigned to the student.
· From the Assigned Courses tab, Courses can be unassigned by selecting the X button next to the desired Course.
· Removing a Course is not permitted if it is part of an Assigned Certification for the student
[bookmark: _Toc363047054]Assigning a Course to a Group of Students
· A Course can be pushed out based on Assignment Drivers from the View Course page.
· See section 4.3 regarding Course Assignment Drivers
[bookmark: _Toc363047055]Viewing a Student’s Assigned Courses
· From the “View Employee” page for a user, select the Assigned Courses tab.
[bookmark: _Toc363047056]Assignment Locks
· If a Course is “Assignment Locked”, Managers will be prevented from removing (unassigning) the Course from an employee’s Assigned Courses.
· If a Certification is “Assignment Locked”, Managers will be prevented from removing (unassigning) the Certification from an employee’s Assigned Courses.
· A Certification is considered “Assignment Locked” if one or more of its courses is “Assignment Locked”.
[bookmark: _Toc363047057]Course History / Training History
[bookmark: _Toc363047058]Course History
· The Course History list contains each instance of all training activities completed by a Student.  Failed course events and pending Manual Log approvals are also recorded in Course History.
· Course History can be accessed from the Student Dashboard – Course History tab for the current user or View Employee page – Course History tab for any other user.
[bookmark: _Toc363047059]Training History
· The Training History list contains each instance of all training activities completed for a specific Course.  Failed course events and pending Manual Log approvals are also recorded in Training History.
· Training History for the current user is displayed on the View Course page of each Course.
· Training History is always displayed for the current user only.  To view events for another user, see section 6.4.1 for information on Course History.
[bookmark: _Toc363047060]Upcoming Training
· A Student can view Upcoming Training from the Student Dashboard – Overview tab.  Upcoming Training is based on upcoming course expiration dates for a student.
· Training that is Coming Due within 60 days is displayed with a status color of green.
· Training that is Soon Due within 30 days is displayed with a status color of yellow.
· Training that is Overdue (past expiration date) is displayed with a status color of red.
· A Manager can view Upcoming Training for employees from the Manager Dashboard – Staff Expirations tab.  The Manager view of Upcoming Training is based on expired or upcoming course expiration dates for a student within the next 30 days.
[bookmark: _Toc363047061]Course Completion Credit
[bookmark: _Toc363047062]Completion of a Manual Log Course
· Manual Log Course Completion Process:
· Student Submission:
· A student can access the assigned Manual Log Course from the Student Dashboard – Assigned Courses tab, the Student Dashboard – Upcoming Training list (if due within 60 days) or the Course Catalog.  From these locations, the Course can be selected to access the “View Course” page.
· Select Submit Manual Log.
· Course information and details are copied from the delivery method, but are modifiable.
· Documents can be uploaded with the submission.
· Manager Approval:
· A Manager can access a list of pending Manual Log approvals from the Manager Dashboard – Pending Approvals tab.
· Select the Log to approve.
· From the “View Training Log” page, select the Training Event field to access the student’s log submission details, including uploaded documents can also be viewed.
· From the “View Training Log” page, select Approve Training Log to give credit to the student.
[bookmark: _Toc363047063]Completion of a Self-Paced Course
· Self-Paced Course Completion Process:
· A student can access the assigned Self-Paced Course from the Student Dashboard – Assigned Courses tab, the Student Dashboard – Upcoming Training list (if due within 60 days) or the Course Catalog.  From these locations, the Course can be selected to access the “View Course” page.
· Select Launch Self Paced Course.
· Course information and a hyperlink are available on the “Create Self-Paced Event” page.
· Select Take Credit to complete the Course and receive credit.
[bookmark: _Toc363047064]Completion of an OJT Course
· OJT Course Completion Process:
· Student Views OJT details:
· A student can access the assigned OJT Course from the Student Dashboard – Assigned Courses tab, the Student Dashboard – Upcoming Training list (if due within 60 days) or the Course Catalog.  From these locations, the Course can be selected to access the “View Course” page.
· Select View OJT Details to see information about the delivery method.
· Instructor Logs OJT:
· An Instructor can access the OJT list from the Instructor Dashboard – OJT tab.
· Select Log OJT for the desired Student and Course.
· A Student with multiple OJT Courses for this Instructor will appear in the list multiple times (once for each Course).
· Enter the log data as desired.
· The Passed checkbox indicator determines if the event will be logged as Passed (checked) or Failed (unchecked).
· Select SAVE to complete the OJT Log and give credit to the student.  Only a “Passed” log will give completion credit.
[bookmark: _Toc363047065]Completion of a Classroom Based Course
· Classroom Based Course Completion Process:
· Student Registers for a section:
· The Student must register for a section of a Course with the Classroom Based method.  See section 2.1.1 for information about registration.
· Instructor Closes-out Class Section:
· Students on the section roster will receive credit when the class section is advanced to the Closed state if they have been marked as Passed.  See section 3.2.1 for information about class status and section 3.4.1 for information about roster management and grading.
[bookmark: _Toc363047066]Override Course Completion
· An override log can be entered for a student from the student’s Assigned Courses tab (by selecting the ribbon icon) as HR or a SME for a course.
· The override log gives completion credit for the course directly.

[bookmark: _Toc363047067]Email Notifications
[bookmark: _Toc363047068] Student Notifications
· Registered or Wait-Listed Students are notified by email:
· At the time of registration as a confirmation
· Two weeks prior to the start of the first session for a class section
· When Pre-work, session location, or session time/date is edited for a Class Section
· When a Class Section is cancelled (deleted)
· When a Class Section is advanced to the In-Progress state, indicating that registration is closed (Wait List only)
· When removed (unregistered) from a Class Section by another user
· Students are notified about changes to Assigned Courses:
· When a Course is added to the student’s Assigned Courses
· When a Course is removed from the student’s Assigned Courses
[bookmark: _Toc363047069]Manager Notifications
· Managers are notified by email regarding their employees (staff):
· Weekly with all staff Classroom Based Training for the upcoming week and current registration statuses (registered or wait-listed)
· When a student is unregistered from a class section
· When any employee is Soon Due for an expiring course (30 days in advance)
· When any employee is Overdue for an expiring course (at the time of expiration)
· When a student is marked No-Show for class session attendance
· When a student fails an OJT Course
· When a student fails a Classroom Based Course
[bookmark: _Toc363047070]HR Notifications
· HR is notified by email:
· When a student fails an OJT Course
· When a student fails a Classroom Based Course
· When a student is unregistered from a class section
· When any user cancels (deletes) a class section
· When a user has been in an inactive state (deactivated) for 3+ years
[bookmark: _Toc363047071]SME Notifications
· SMEs are notified by email regarding the Courses for which they are SME:
· When any user cancels (deletes) a class section
· When a student fails an OJT Course
[bookmark: _Toc363047072]Instructor Notifications
· Instructors are notified by email regarding class sections for which they are Instructor:
· When a student is unregistered from a class section



[bookmark: _Toc363047073]Reporting, Integration and User Help
[bookmark: _Toc363047074]Reporting
· Users with the HR role can generate reports as an export to Excel.
· A report of all course assignments in the system can be exported from the HR Dashboard by selecting the Export Assigned Courses button.
· The report lists Employees, their Managers, Assigned Courses, Expiration and most recent completion dates, days remaining until the upcoming expiration date, and a count of upcoming expirations in 0, 30 and 60 days.
· A report of all course history for users in the system can be exported from the HR Dashboard by selecting the Export Training History button.
· The report lists Employees, their Managers, Courses, Expiration dates at the time of each event, completion dates of each event, training time (when applicable), pass/fail information, and information about how early or late the training was taken (in days) relative to its expiration date.
[bookmark: _Toc363047075]Help Menu
· The Help documentation for the system can be accessed by selecting the “?” icon at the top of the screen.
[bookmark: _Toc363047076]Data Load
· Users with the HR role can import excel data into the system.
· Data Load can be performed from the HR Dashboard – Import Excel Data button.
· The following information can be data-loaded:
· Company
· EE Type
· Function
· Job Code
· Platform
· Work Location
· User Role
· Employee Attribute Data
· Certification Category
· Course Category
· Certification Attribute Data
· Course Attribute Data
· Classroom Based Method
· Manual Log Method
· OJT Method
· Self-Paced Method
· Certification's Courses
· Assigned Courses
[bookmark: _Toc361381846]

[bookmark: _Toc363047077]Role Matrix

	 
	IT
	HR
	SME
	INSTRUCTOR
	MANAGER
	STUDENT

	Personnel Management
	 
	 
	 
	 
	 
	 

	Assign User Roles
	X
	X
	 
	 
	 
	 

	Create User
	X
	X
	 
	 
	 
	 

	Edit User Attributes
	X
	X
	 
	 
	 
	 

	Search User
	X
	X
	X
	X
	X
	X

	(De)activate User
	X
	X
	 
	 
	 
	 

	Pull Employee Courses & Certs
	X
	X
	 
	 
	X
	 

	View User
	X
	X
	X
	X
	X
	X

	Batch Update User Data
	 
	X
	 
	 
	 
	 

	View Course History
	X
	X
	X
	X
	X
	X

	View Upcoming Training/Expirations (Self)
	 
	 
	 
	 
	 
	X

	View Upcoming Training/Expirations (Staff)
	 
	 
	 
	 
	X
	 

	Class Section Managemement
	 
	 
	 
	 
	 
	 

	Register Student for Class Section
	X
	 
	 
	 
	 
	X

	Cancel Registration (Unregister)
	X
	X
	X
	X
	 
	X

	Create Class Section
	X
	X
	X
	X
	 
	 

	Edit Class Section
	X
	X
	X
	X
	 
	 

	Cancel Class Section
	X
	X
	X
	X
	 
	 

	View Class Section
	X
	X
	X
	X
	X
	X

	Search Class Section
	X
	X
	X
	X
	X
	X

	Advance Class Section Status
	X
	X
	X
	X
	 
	 

	Revert Class Section Status
	X
	X
	 
	 
	 
	 

	View Roster/Wait List
	X
	X
	X
	X
	X
	X

	Take Attendance
	X
	X
	X
	X
	 
	 

	Assign Scores/Credit for Section
	X
	X
	X
	X
	 
	 

	Transfer Student from Wait List to Roster
	X
	X
	X
	X
	 
	 

	Course Management
	 
	 
	 
	 
	 
	 

	Create Course/Method
	X
	X
	X
	 
	 
	 

	Edit Course Attributes/Method
	X
	X
	X
	 
	 
	 

	Search Course
	X
	X
	X
	X
	X
	X

	Assign Course (individual)
	X
	X
	X
	 
	X
	 

	Assign Course (Push w/ Drivers)
	X
	X
	X
	 
	 
	 

	(De)activate Course
	X
	X
	X
	 
	 
	 

	View Course
	X
	X
	X
	X
	X
	X

	Batch Update Course
	 
	X
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	Certification Management
	
	
	
	
	
	

	Create Cert
	X
	X
	X
	 
	 
	 

	Edit Cert Attributes
	X
	X
	X
	 
	 
	 

	Search Cert
	X
	X
	X
	X
	X
	X

	Assign Cert (individual)
	X
	X
	X
	 
	X
	 

	Assign Cert (Push w/ Drivers)
	X
	X
	X
	 
	 
	 

	(De)activate Cert
	X
	X
	X
	 
	 
	 

	Batch Update Cert
	 
	X
	 
	 
	 
	 

	Unassign Course/Cert (if locked)
	X
	X
	X
	 
	 
	 

	Unassign Course/Cert (if not locked)
	X
	X
	X
	 
	X
	 

	View Cert
	X
	X
	X
	X
	X
	X

	Training Completion
	 
	 
	 
	 
	 
	 

	Enter Course Override Log
	X
	X
	 
	 
	 
	 

	Submit Manual Log
	X
	 
	 
	 
	 
	X

	Approve Manual Log
	X
	 
	 
	 
	X
	 

	Complete Self-Paced Course
	X
	 
	 
	 
	 
	X

	Submit OJT Log
	X
	 
	 
	X
	 
	 

	Application Management
	 
	 
	 
	 
	 
	 

	Generate Excel Reports
	 
	X
	 
	 
	 
	 

	Import Data (Dataload)
	 
	X
	 
	 
	 
	 

	Customize Attribute Selections
	X
	X
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