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Manager/My Team

By assigning a Manager to a Group by way of the user import or an Admin manually granting the role,
the Manager will be able to add users to their group, manage user enrollments and process
performance reviews. Below is the main Manager/My Team page and an explanation of the icon
functionality can be found here. Click the icon to go to that topic in this document.

@ My Team &
v

EZ LCMS
Show| 25 - |enfries

Last Name First Name

™ Click this to add a new user to your group. This
@ icon will only be available to the Manager if the
Admin has given the Manager the option to enroll
users in their Group. If the Admin has set a limit on the
Group size and the user tries to enroll additional users
beyond this limit, they will receive a notification.

@ The calendar icon wil display both users and
Instructors that are members of the Group and
have been assigned to live training, so the Manager
knows who may be out on certain days.

op—z-_, The sessions icon will allow the Manager to filter

=

== the activity of Group members by date range.

& The group enrollment will allow a Manager to
wl" assign multiple members to one or more courses.
This process will ensure the users have taken the
course/s selected but will not create an additional
enroliment if they have already taken it. To re-enroll a
user, you would need to enroll by user.

The Group Report will show all group activity.

@
Cosme-1ln

CREATE DELIVER TRACK

~ e =
< 5 &
Search:
Email
4w L] v
o B [] "

Op, 1 The Manager has access to each users Transcript
(A but may not edit it like the Admin can.

& The Manager may choose to enroll users in

(4] courses one at a time. This will also give the

Manager the ability to make a user retake a
course by selecting the Re-enroll button.

& . Performance reviews can be completed for
"B members of a group. This function must be
7 activated by the Admin for it to be available. This
process will allow the Manager to complete an existing
Performance Review or create a new one for their
groups.

0_0 %, The user Profile Edit will give the Manager access
“*/ to the entire form and allow them to make
changes.

do . The information button will show the Group
W description.



Manager/My Team

Create New User

The new user process uses the same form as a self-registering user. It includes the custom criteria
created by the Admin as well as the ability of the Manager to load a users image. The documents loaded
to the users profile will also be available for the user to see. If the group limit has been reached and this
icon is clicked, the following message will be displayed, otherwise the Manager will see the new user
form.

This group has reached the maximum number of users allowed
Please contact the administrator to request that the limit be raised for
this group

~ Add / Edlt User Enter the information below about the user and click Submit
«*-

User Details

Last Name: | Linquist
Email / Username: | | JimL22324
Password: | [ 4¢
Confirm Password: | .
Secondary Email: | | imsboss@email.com

Picture (opfiona | Choose File | No file chosen

Phone Number

Documents

Name File Name
No Documents

Add o Document




Manager/My Team ...continued

View Team Calendar

This calendar view will show members of this group in sessions whether they are an Instructor or
Learner. The color coding blocks indicate different instructors. By clicking on the specific session, only
members of this group will be displayed as enrolled in the session details area to the right.

% View Class Session List

> View Class Session List
< > today November 2016 month week day ) )
Session Detudils
Sun Mon Tue Wed Thu Fri Sat
= “ - - Click on an ever
Module 2 Cpr - Nov “ he details
. e details
Review 2
6 e ¢ 0 Z
- 5 6 7 8 9
CPR
Training -
November
Session
2 2 22 23 24 25 26
Hands On ~

This report will allow the Manager to search for users taking live training over a specified time period.

Date Range:[11/9/2016  |to[ 12/9/2016

Session: CPR Training - November Session
Location: Co gle oom A

Enrolled:

Jim Linquist




Manager/My Team ...continued

Q! Enroll Group
The Enroll Group function will allow you to select multiple courses and or group members and process
the enroliments all at one time. This process will not re-enroll users if they have already taken a course
selected. It is intended to make sure everyone has taken the courses selected.

Group Report

The group report will give you an overview of enroliments status’ as well as the individual enrollment
details.

Group Report for group: EZ LCMS

Term Current Status Current Status

Enrolled |GG
Incomplete 1l
Completad

=
Faizzs
o o

Overdue

~ Enrolled
" Incomplete
Co

4

' Failed
Passed —
Overdue

mpleted

Overdue ) 25 5 7.5 ) 25
Enrollments

Results

Last First Course Name Status Score Enrolled Time

Name Name Date ent
Bolton Don Gowning Procedure (SOP-GOWN) Passed 8/6/2012 00:01:54 &
Bolton Don Royce Ejector Setup Passed 10/17/2012 00:12:03 &
Bolton Don Gowning Procedure (SC Passed 9/26/2013 00:01:47 “
Bolton Don Royce Ejector Setup Passed 9/18/2013 9/26/2013 00:27:12 (;"
Bolton Don How to Use a Microscope Passed 100 @ 2/11/2014 10/2/2016 00:05:19 &
Bolton Don AL Basic Gas Safety Training Completed 5/13/2014 é"
Bolton Don YouTube Test Completed 8/20/2014 8/20/2014 00:00:26 Mﬂ
Bolfon  Don Bulliray Demo SCORM12 Passed 100 | 8/28/2014 | 11/25/2014 | 00:05:16 [
Bolton  Don Survey Only Completed 9/19/2014 | 9/19/2014 000 i

I< ‘ ’ »I Displaying Page 1 Of 2 | 31 Total Records | Display| 25

v |records per page

™ o &8




Manager/My Team
[@ Users Transcript

The users transcript can be viewed but not altered as a Manager. This view does however allow the
Manger to Grant Badges if available, view Certificates and completed Performance Reviews.

Current Status
Don Bolton

Overdue ~

»~ Enrolled

Incomplete

Er Street.cor
S 048 Passed —
— Completed
3, q b
Badges Badges Available
to Grant

View Certificate

Enroliments
Show| 100 - |entries search: |
Name Status Score Completed Date Time Spent
< : - v , - ¢ K
r ‘ vemo Course passed O 2/2/2015 05:59 AM 00:03:36 @ “"
Environmental Education completed 20 3/8/2016 12:18:44 PM 0:0:0 N
(2] ‘

(|
rh
m
m
TJ
@
q

Performance
Review Details

Performance Reviews
Name Score Completed Date/Time Reviewed By

Review 67 10/3 016 2:49:49 PM yon Bolton

Achievement Timeline

AL Baslic Gas Safety Training
Completed:

“ AL Basic Gas Safety Training

Ladder Safety
Completed: 11/2/2016 How to Use a Microscope
. Passed: 10/2/2016

A

(!




Manager/My Team
Q Enroll User

Using this icon will allow the Manager to enroll or re-enroll the user into a course or courses. The
Manager also has access to all Learning Paths created in the system. This may not work for clients
placing multiple customers in groups within the system and utilizing the Learning Path functionality.

()’) My Team Below you will find the list of available courses and classes. Click Enrollor Re-Enrolito create an enroliment for
the user.

¥ Live Training Calendar

Enrolling User: New Learner

Search
(=& All Cleanroom Workers
e Term:
How to Use a Microscope
Qt This course will explain in detail all working parts on a microscope and % Submit
s enable you to identify common metal defects.
== Moreinfo Price:Free Enroll
S Shopping Cart
CPR Training N
O This is your required yearly CPR certification course Cart is empty
More Info Price: $29.00 Add To Cart
ESD Introduction Course Current Enroliments
Electrostatic Discharge does not always create the spark that we are used <
to seeing, but can damage electronics. Facilities Startup Quiz (SOP-STRT) -
o Failed
More info Price: Free Enroll

Internal Inspection Standards (SOP-
INSP) - Not Attempted

Learning Paths

E Ethics Yearly Certification @ Enrol




Manager/My Team

Enroll User ...continued

When the Manager enrolls a user in a course that has a live class they will be given an opportunity to
also enroll the user in one of the sessions or select Choose Later to allow the user to pick one from

their My Training page.

Please choose the class session(s) that you would like to attend, for the selected course.

CPR Training
Name Date/Time Seats Available  Location

November Session  11/18/2016 9:00 AM - 12:00 PM 10 Conference Room A

Choose Later ]I Submit }

If you have many courses with live classes in them, there is also a calendar page that will allow the
Manager to enroll the user directly into a session. At the same time, the user will be enrolled in the
corresponding course housing that class. This potentially will give the user more lessons to complete on
their My Training page if the course was composed of multiple lessons. Just click on the session located
on the calendar and click Enroll.

Enrolling in Class Session: Jim Linquist

< > today November 2016 month week day : .
Sesslion Detuails
Sun Mon Tue Wed Thu Fri Sat
2 3 4 5 Sesslon: Hands On Training - Ladder
Webinar - |Reminder3 |Session Location: f
Review 2 Instructol
6 8 9 10 1 12 Start: 12
Live Class 1 - End: 12/ 0
Reminder 3 Seats Avallable: 10




Manager/My Team

@l Performance Review

By clicking the Performance Review for the user you will see the reviews available. You can either select

one to start the review or select Manage Performance Reviews to edit or create a new one for the

Group.

» Manage Performance Reviews

Performance Reviews
Name

sl Engineers Review
i |

Here, we are selecting to start the Inspectors Review.

Ormance re v: Inspectors Review

Student: Jim Linquist

First Performance Review

Knowledge of a Microscope

Peer Relationship

Follows Directions

Understands Inspection
Procedures

ar

res properly

Productivity

Comments: | no comment

Wafer Sawing Wafers not sawn well. Not Grea

per

Alway

» Caiculate Score

Score: 72

> Submit

10



Manager/My Team

Performance Review...continued

The performance level of a task can be linked to a course enrollment. If the user performs to that level,
good or bad, the Manger will be notified of possible enroliments. The Manager will then decide whether

to enroll the user in those courses or not.

= =

To add a new review, select the performance review icon from the Manager/My Team page and then
select the Manage Performance Reviews and finally select the Add Performance Review. When
completing the form be sure to choose which Groups you would like the Performance Review to be
available for. Remember, you may by a Manager of many groups as will other Managers. In some
cases, you may not want them to have your additional Reviews.

Performance Reviews Enter

Z- I Perfor
Name: | Managers Performance Review
Description
Instructions
= source @ W %Y o« He & B I U/ X x* i=i= E»

)| sze @) A A~ -

Complete this performance review with your employees progress for the last year of employment as your focus.

body p

¥ EZLCMS

¥ Step 2(Content)

11



Manager/My Team

Performance Review...continued

Begin adding Tasks to your Performance Review by clicking Add Task.

¥ Add Task ¥ Add Section Header

Click Add Task

Task Name

One of the best functions of the Performance Review is that you can automatically suggest course
enroliments based on how a user does on a particular task. Simply select the Remediation Content and
if the user is rated at that performance level, the course will be suggested to the Manager at the end of
the process. If the user scores in the Poor Performance then they will be recommended to take the ESD

Introduction Course below.

Poor Performance

Behavior: @

Remediation Content: @

Average Performance

Behavior: @

Remediation Content: @

High Performance

Behavior: @

Remediation Content: @

Task Name: @ | The operator is proficient in ESD knowledge.

The operator could not explain the difference between a
conductor and insulator.

ESD Introduction Course v

The operator understood the topic well but forgot to log their wrist
stat testing data.

None v ‘

None v ‘

Submit Task

12



Manager/My Team ...continued

Performance Review...continued

Continue adding Tasks and Headers to create your final Performance Review. This is what the review

would look like for the Manager. Simply rate the user and out comes the suggestions based on the

review setup. The Manager would then be able to accept the recommendations of unselect them not to

enroll the user.

Training
Has the user completed training Has more than 1 Overdue Has 1 Overdue course Has 0 Overdue courses
in a timely manner? course.

L)

The operator is proficient in ESD | The operator could not explain The operator understood the There were no deficiencies
knowledge. the difference b en a topic well but forgot to log their found while discussing ESD.
conductor and insulator wrist stat testing data

L)

Comments:

Score: 67

¥ Calculate Score ¥ Submit

The score is generated by giving the user 33 points for the lowest performance, 66 points for the

middle performance and finally 100 for the highest. The final score is then the average across
all tasks.

¥} ESD Introduction Course

13



Manager/My Team ...continued

= Edit User Profile

This function brings up the users Profile page and allows the Manager to make changes even if the
Admin has locked the user profile on the Admin/System/General Settings page. The locking of the User
Profile only applies to the Users ability to change their own profile.

"~ Add / Edlt Usel’ Enter the information below about the user and click Submit
*®-

User Details

ame: | Jim
Last Name: | Linquist

Email / Username: [ JimL22324

jimsboss@email.com

| Choose File | No file chosen

Documents

Name File Name

No Documents

Add o Document

14



Enroll r contin

Manager/My Team ...continued

@ Information

This icon displays a quick overview of the user.

Details

User: Don Bolton

Groups: EZ LCMS, Texas

Total Logins: 1048

Last Login: 11/9/2016 1:19:06 PM

Manager/Dashboard

Enroliments:

Gowning Procedure (SOP-GOWN) - 4

passed

Royce Ejector Setup - passed
Gowning Procedure (SOP-GOWN)
passed

Royce Ejector Setup - passed
How to Use a Microscope - passed
AL Basic Gas Safety Training -
completed

Current Status

Overdue =

¢ Enrolled
/

Incomplete

“~ Completed

This page displays a quick overview of the group for each of the Groups the user Manages.

EZLCMS

Compliance Index: 87%

Current Status

Current Status

Enrolled |

~ Enrolled Incomplete I

Completed | EG———
Passed |

Incomplete

'Ccmpleted

Failed

0

Overdue |G
25

15



Manager/Custom Report

The custom report is extremely helpful because it can auto deliver reports to email address so users do
not have to login to the LMS to see what is going on. There are several filters that can be setup and

saved so that the report can be delivered any time.

Delete Report

Auto-deliver Report

My Saved Reports

Report Name

Edit Report

Group Criteria

Run Report

v

N

A course, all courses or any combination of
courses can be added to a report. This is the

When preparing an auto delivery
report, be sure to use either a
large date range or a relative

<+— time frame so that the report

delivered is not the same each

N New? & !J
Options
e v
ac ete same for groups and users.
User Criteria tlme

Custom user and group criteria can be
user to help filter reports.

For auto delivery reports make sure
you choose a format, address and
frequency for the delivery. This
frequency should consider the date
range or relative time frame.

16



Manager/Custom Report...continued

Running the report yields the data applying all filters selected. The Export to Excel will also include the

users custom criteria data.

Selected Criteria
Course: ALL Group: ALL User: ALL Show Inactive Users: No
Status: Not A te, Complet
Overdue,
Results Select All | Select None
Last Name First Name Course Name Status Score Enrolled Date Completed Date Time Spent =y
Bolton Don Demo Course passed 100 2/2/2015 2/2/2015 00:03:36 @
Bolton Don Ethics Refresher passed 100  10/30/2014 10/30/2014 00:01:31 @
Bolton Don How to Use a Microscope passed 100 2/11/2014 10/2/2016 00:05:19 4
Bolton Don New Bulli Demo with Exit Button  passed 100 11/25/2014 11/25/2014 00:00:58 S
elect User to
Bolton Don New Bulli Demo with Exit Button  passed 100 12/9/2014 12/9/2014 00:01:02 @ be Ema"ed
Bolton Don Testing Bulli passed 100 12/8/2015 12/8/2015 00:01:17 @
Export to Excel
PDF
K 4 > ’I Displaying Page 2 Of 2 | 31 Total Records | L‘.'r;’p\u‘,‘{‘ 25 v %fer;r_‘.'d;: per page [\H’) a2 @
Emall
From Address: | pon Bolton@SawStreet.com
Subject
/ Emai
/
Compose Email Y

17



Manager/Group Report

The Group Report gives overall numeric total values for course status’ and a drill down to view the
complete makeup of the data.

v‘ Group Report Below is the list of groups that you are responsible for. Click the Reporticon next to a selected group to
Results
Name # of Members Not Attempted Incomplete Completed Passed Failed Overdue
EZLCMS 3 10 1 9 1 0 4
Texas 2 8 1 9 1 0 4
Manager/Requests

The requests page is where the Manager can go to approve or deny course enrollment requests. These
requests are initiated by the Content Admin setting the course property of “Restricted” to Yes. This will
place the course on the catalog pages with a Request vs. an Enroll button.

QJ Enrollment Requests Below s the st of open Enroliment Requests for your feamis). To approve a request, click the

L2

Course Date/Time

Manager/Resources

Resources loaded by a manager for a group will only be available for those group members on their
Learner/Resources page.

n') Resoul’ces Below is the list of groups you are responsible for, and the number of group-specific resources assigned to
.” eqac 0 manage the resources for a group, click the Resourceicon next to the selected group

Resources

18



Manager/Resources...continued

Resources can be uploaded documents or internet links.

group: EZ LCMS

yww.ezlecms.com

k: | hittp://w

Name: | EZLCMS

The final link look like this with functional icons on the right.

» Upload Resource Files » Add Resource Link

. Edit Deactivate
Preview

Manager/Exceptions Report

Delete

Description

The Exceptions Report is just a special case of the Custom Report that displays users who have failed a

course or their course is overdue. In theory if this report

is clear then everyone is doing what they are

supposed to be doing. This report will only yield data for members of the Managers Groups.

v‘» Exceptions Report Belowisthe

ome email to notify them of the enroliment.

le er 1t are Overdue or e

enrollr

|

If a user appears on this report and the Manager determines
that the user is no longer responsible for the course
completion they may terminate the requirement via this icon.

Results

Last First < 2 Enrolled Completed Time Re- . :
Name = Name e Shahus Seore Date Date Spent Enroll Termmo%gu
Bolton | O PR erdue 10/20/20 Q

earner New & Failec 10/17/2( @

Learner New | MMe Sheclion S o / o

L . . & o @&
This icon will reenroll the user in the course and
emal  they will receive the custom course enrollment

19



