Manager Toolkit

For Providers

- v

When staff select you as their manager, additional features in iLearnOregon
become available to you. You will receive notices when staff register for
training. You can also review their transcript and required training status.
This toolkit guides you through these features.
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Manager Area — Team

iLearn provides managers with tools in the Team menu.

Access is automatic when a user assigns you as their manager. If you
don’t see this menu, advise your team to update their manager in the
Account section. (It’s under the dropdown menu by their initials.) Mestogs

Reports

CustomTools @ 1 -

~ations Calendar
Requests

1511

Team - Team :

@,
) D H Oregon Department Learning = Team Responsibilities
of Human Services

Click on Team > Team to see a list of users who have selected you as their manager.

User Name Status
[+] @ Douglas Adams @ User’s certification requirements are all current
[ +] @ Hope Adams @ User's certification requirements are all current

If you manage managers, their work Team will appear under their name. If you click this
link, you’ll see indirect employees who work for that manager. Their transcripts will not
appear on your reports.

@ Amy Company @ User's certification requirements are all current

@ Tia Gore ® Certification and Required Training Met

Team
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Click the plus sign “+” by each person’s name to see additional information.

= @ Douglas Adams & User’s certification requirements are all current
About Status Quick Links
GEmalAddress: dadams@gmail.com Pending Requests: 0 Email User
Work Phone: Assigned Training: 0 e View Transcript e
Location: Last Login Date and Time: 7/27/2017 9:07 AM
Roles: NJA

a Login ID: dadams
User ID: CT0102063
Organizations: Oregon Care

Managers: loe Manager

Job Titles: No job title (Primary)

1. Staff email address — Should be kept updated.
2. Staff Login ID — In the event your staff forgets their login credentials, they can
call the servicedesk. If the servicedesk is unavailable, quickly look here for the

Login ID.

Advise staff to complete security questions so they can receive a
temporary password in the event they forget theirs.

3. Assigned Training — When the agency or program area assigns a required
training, it will appear here. Not all program areas use this feature, but may in
the future.

4. Last login date and time

5. View Transcript — Allows you to see the person’s transcript.

Staff who no longer report to you

o |If staff listed in Team > Team no longer report to you, please advise them to
update the manager field in the Account section.
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Transcripts for individuals
Go to Team, then click on Team in the submenu.

v,
) DHS Oregon Department Learning Team
of Human Services

Team Reports

Responsibilities

Scroll down the names and find the user name you want. Click +

(plus sign) by the name.

Under Quick Links, click View Transcript.

a @ @ User's certification requirements are all current

About Status
Email Address: Meganadamsé6@gmail.com Pending Requests: 0
Work Phone: Assigned Training: 0
Lacation: Last Login Date and Time: 11/22/2017 7:14 AM

Quick Links
Email User

View Transcript

User Name
@ Cory A
‘ @ Megan
@ Savan
@ Marc Al

Select the information you want to see in the transcript: All Training, Curriculums, etc.

‘ All Training Curriculums External Learning Required Training

Learning History (31)
Type Status From
All Training ' All w
Filter
31items
Start
Title Type Status Score  Date
DHS - DD - DSP 101: Introduction to Core Competencies - C05222 Online  Completed 100,00 8§/24/2017
DHS - DD - DSP 103: Basic Civil and Human Rights - C05342 Online  Completed 10000 8/25/2017
DHS - DD - DSP 104: Confidentiality Standards - 005229 Online Completed 94.73  §/25/2017

Certifications More Information =

& Print

[Asave as POF

Te

& ¢ Page 1

Completion Expiration
Date Date
9/1j2017

8/30/2017

8/30/2017

of4 > B

Credits  Action

Select Print or Save as PDF.
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Team — Reports

@,
) D H Oregon Department Learning Team Responsibilities
of Human Services

Team Reports

1. Click on Team > Reports to see a variety of training reports for people you directly
manage. Read the description of each report for information about it. Reports
include:

e Manager’s Report — Detailed Reports
Select the tithe of a report to access its details page and view available options, or select the Run Report button
Content Access -
[ ] Manage r’s Repo rt —_ Manager's Report - Content Access Standard Run Report

View information about content items that users accessed, including completion information for users...

External Learning

) Run Report
View external leaming information for users whom you directly manage.
v
e Manag Report —
anager’'s Report Manager's Report-Puchases Standord S
R . d T . . Wiew a fist of users whom you directly manage, and the purchases that each user made. Purchase histo. ..
q g Manager's Report - Required Training Standard Run Report
¥} R View information about Required Training assignments (past and current training periods) for users w. ..
e Manager’s Report —
Manager's Report - Required Training Exemptions Standard Run Report
T ra i n i n g P rog ress This repert is available to User Managers and only displays users in which a user has selected theM...
. Manager's Report - Training Progress Standard Run Report
a. Uset h is repo rt to View training progross information for users whoryou diraetly manage, including score (if available...
H t H H Manager's Report - Transaction History Standard Run Report
view trainin g View information about orders placed by users whom you directly manage. Click an order number within...

regiStration Of '::o:wj::pl:nr:\upjm ulf(\-( .\Cf:;:al‘.‘-.:!nzj{u):rgledusc-;whomyaudnoctlymanagc.a."-dme‘.omico:'.[o.. Sandard B faport
users who have
selected you as their manager. Indirect staff will not appear in reports.

2. By the title of the report you want, click s
Run Report. This Opens a popup Window Use the form below 1o indicate the parameters for the report you want to run. Then click Run Report.

Records (per page) Layout

that allows you to filter report data 0] [
according to start date, end date, e e
content type (like online or classroom commt 100

[ Announcement
[ Blog

courses), and more. D) Bte

[ Certification

[0 Classroom

[ Collaboration Space
[ Curriculum

If you want to see all report content, O oot

[ Online

leave the fields as-is. g Dot Ty

[ Test

User Activity

3. Click the blue Run Report button. scive
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Transcripts with upcoming registrations
You can view upcoming registrations of staff who selected you as their manager.

of Human Services

@,
1. Goto Team > REPOrtS. I)(D H Oregon Department Learning = Team Responsibilities

Team Reports

2. By Manager’s Report — Training Progress, click Run Report.

Cl:zlwc'gr::l:gcI;T;;J;:::Igsnpg?ir:?;r users whom you directly manage, including score (if available... suﬂdard‘ Run Report
Report Criteria
Use the form below to indicate the parametars for the report you want to run. Then click Run Report.
3. Inthe popup window, under Progress | """ —
Status, select Enrolled to view Startoste p—
. . . 2] =
upcoming registrations. —
4. If needed, check the training type 0 e
you wish to search. You can also D o’
narrow your search with a start and oo
end date. %?:s[mcbbﬁmmng
User Activity
5. Click Run Report.
6. A new window will open with your report. In the column Complete ., Progs ¢
headings, click Progress Status then Sort A-Z. B
Sort 7Z-A
Na Filter
Complete , . Progress | Score - Group
Date Status No  pggregate  »
Enrolled Format L
This will arrange the courses in alphabetical ":ji“ r
No Show H Ng i
order, with Enrolled at the top. Hide Column
No Show
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Manage Enrollment

Enroll Staff in Courses
You can enroll your staff members in classroom courses, webinars and online courses.
1. Click Responsibilities. On the right side of the page, under Manage Content,

select Manage Enrollment for Classroom Courses (including webinars) or
Manage Enrollment for Online Courses.

L)
| )(D H S Oregon Department Leaming  Team  Responsibilities ) CustomTools @
of Human Services

Training Peaple

Content Created by Me Manage Content

Content Items Type Date Created Date Modified Manage Enrollment for Classroom Courses
You do not have any recently created or modified content items. Manage Enrollment for Online Courses

2. Search for the course. By the course title, click Enroll Users.

Manage Enrollment for Online Course

Search for online courses for which to manage enrollment.
Search for Search Type

247 Any words ~

» See more search criteria

Search
1 Results
Title Enrellment Actions. Info
DHSOHA - HR - 24/7 Mandatory Reporter Training - C05401 6355 Manage Enrollment Enroll Users i ]
Course
Title Type Enrollmant Info
3 . S e a rc h fo r' t h e DHSOHA - HR - 24/7 Mandatory Reporter Training - 05401 Online 6355 (i ]

Staff memberls Course Attributes

Select attributes for the course. These options apply to all users enrelled in the course,

name an d cl |Ck *Course Credit Options @ Credit

) Mo Credit

Batch Enroll Prosgist s G

Users. ‘
Users

NOTE: If you Last Name First Name Usm'Senrd'.l
johnson bruno All Domains

want staff to N—
take the course i

for credit,
change it on this
screen.

Back
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Cancel Staff Enrollment
You can cancel staff enrollment in classroom courses, webinars and online courses.

1. Click Responsibilities. On the right side of the page, under Manage Content,
select Manage Enrollment for Classroom Courses (including webinars) or
Manage Enrollment for Online Courses.

2. Search for the course. By the course title, click Manage Enroliment.

Manage Enrollment for Online Course

Search for online courses for which to manage enrollment.
Search for Search Type

247 Any words v

» See more search criteria

Search

1 Results
Title Enrollment Actions. Info
DHSOHA - HR - 24/7 Mandatory Reporter Training - C05401 6355 Manage Enrollment Enroll Users i ]

3. Search for the staff member’s name and click Cancel Enroliment.

Enrolled

The users below are enrolled in the course. To cancel enrollment for users, select the checkbox next to the users and then select Cancel Enrollment. Select the Must Attend
checkbox to prohibit users canceling enrollment (Must Attend selections are automatically saved).

Last Name First Name User Search
johnson bruno All Domains v
Enrollment Status Users

Clear Filter

Users (0)

2/22/18 Page 8 of 8



	Manager Area – Team
	Team - Team
	Transcripts for individuals

	Team – Reports
	Transcripts with upcoming registrations

	Manage Enrollment
	Enroll Staff in Courses
	Cancel Staff Enrollment


