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1 Learning Management Overview

1 Learning Management Overview

In this chapter, you will learn:
e The components of Learning Management
o How to create and delete a course and course group
o How to create a training facility profile
o How to create an instructor's profile
« How to create a course session

o How to register a participant
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Understanding Learning Management Administration

Overview

ConnectCarolina's learning management allows the departments who deliver training to
create an online course catalog and schedule for each class session. The learning
management system also allows faculty and staff to easily enroll themselves in course
sessions using the self service option on the portal page. In addition, the system tracks
participant registrations, sends out enrollment notifications, and provides a training
summary for all users.

Creating a Course Collection

The department delivering the training creates courses in the system. These courses
contain a description of the content as well as details about the instructor, training
delivery method, location, and class size. Multiple course sessions are generated for each
class to provide scheduling flexibility for participants. A session designates the date, time,
and location the course is available during the year.

Tracking Resources

The system also identifies the resources used when scheduling training events. Training
locations and rooms are tracked in the system along with instructors and the list of classes
they are qualified to facilitate. This tracking helps eliminate the possibility of double
booking resources.

Self Service

The Learning Management self service option provides three functions to faculty and staff,
and is the starting point to enroll in a course session, cancel a course enrollment, or view
their own training summary.

o Enrollment - Individuals can search for available training classes by course
name, course number, training location, or training date. A complete list of open
sessions is displayed. This includes information about the instructor, date, time,
and location for a particular course. Users can see the number of people registered
and immediately know if there is space available.

o Cancel Course Enrollment - This self service function allows users to easily
cancel their own registration in a class. By clicking this link, the system displays
a list of classes the user has enrolled in and their status in the class.

o Training Summary - Clicking on the Training Summary link displays a complete
list of past, present, and future courses the person is registered in. The summary
also includes the date and status of the class. Possible options for status include
enrolled, waitlisted, completed, no show, and cancelled..
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Notifications

The system provides email notifications of enrollment, course and course session updates,
waitlist placement, and more to the participant and the participant's manager throughout
the registration process.

This learning module helps UNC-Chapel Hill optimize the delivery of learning programs by
providing administrative efficiencies behind the scenes, and a streamlined, convenient
registration process for our faculty and staff.
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Creating a Course Group

Overview

Creating a course group is the first step in listing a training class in ConnectCarolina's
Learning Management System. The course group is the anchor by which you organize new
courses and course sessions in the system. Once you define a course group, you need to
submit a help request to gain access to this newly created holding spot for your courses. A
description, email address, and email message are designated for each course group.

Creating a Course Group

Follow these steps to create a new course group:

1. Choose this menu option:

Main Menu > HR/Payroll Menu> Administer Training > Define Course / Cost Details

> Course Group

2. Click the Add a New Value tab.

Find an Existing Value Add a Mew Value

Search Criteria

Course Group: |begins with |||
Email Template:

Oinclude History Ocorrect History

Search Clear Basic Search = Sawe Search Criteria

3. Complete the fields:

In this field: Do the following:

uppercase.

Course Group Enter a unique identifier that designates the course group.
Departments can create their own course group using any combination
of eight letters and numbers. The system automatically makes letters

Note: Try to use letters that mirror the course group's name. For
example, CHMGTHR2 mirrors Change Management HR.
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In this field:

Do the following:

Email Template

Enter a unique code that identifies the email template associated to the
course group. Departments can create their own email template code
using any combination of five letters and numbers.

For example, PERSN.

Find an Existing Value

Email Template: PERSM

Add

Course Group: |SHMGTHR2

Add a New Value

4. Click the Add button.

Find an Existing Value

Course Group: |SHMGTHR2

Email Template: PERSM

Add

Add a New Value

Results:

o The system displays the Course Group page.

« If you enter a course group that already exists, the system displays a link to that
course group. If this happens, you need create a different identifier for the new
course group you are adding to the system.

Course Group Tab

1. Complete the fields:

In this field:

Do the following:

Description

Enter a description of the Course Group using a maximum of 50
characters,

Note: This description is used to describe the course group.
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In this field:

Do the following:

Email Address

Email text (top half)

Email text (bottom
half)

Enter the email address the email message will be sent from. This is
the same email address that participants will reply to.

Note: We recommend using a shared mailbox or listserv instead of a
personal email.

Enter any message you want to include in the paticipant's confirmation
of registration email. For example, you can include a welcome message,
course material information, parking instructions, etc. This message is
also included in the class reminder email as well as the email to the
participant when there is registration movement from the waitlist to
enrollment.

Notes:

« Course logistics such as time, date, and location are
automatically included in the email text so there is no need
to add it here.

o Message is limited to 4,000 characters.

Enter information such as point of contact phone numbers and email
addresses should your participants have questions related to the
course. This part of the email is included in every email sent to
participants from the course group.
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Course Group

Group: CHMGTHR2 Template PERSN

*Description: |(Change Management HR Classes |

*Email Address. |CmnectCHrnIina_tmining@un&edu |
* Email text (top half) —l— i Click here to edit text i
A - b = e
HR@ X E «» Qb EEE= = Q
|Formal -||Funt -||Eize -||B I U 5|
=2 == 22 - E A B 9
“ou are scheduled to attend the Person Update course session on the date indicated above. A training
laptop and manual will be provided for you.
ITS- Manning is centrally located next to UNC Hospitalz on Manning Drive. Bus stops for most Chapel Hill
Transit routes are located in front of UNC Hispitals, which is next to ITS Manning. Bus service is free. v
* Email text (bottom half) —s——
- = Ell
HR@A X E «» Qb EMPE= = Q
|Formal '||Funt '||EizE -||B I U 5-|
= === 22 F A B a
If you have any questions or concems, please contact ConnectCarolina_training@unc_edu.

Updated on: 030142017 5:18:11PM Update by: rebeccia Rebecca Jones

|Flsave [|EM Retumnto Search ||4] Previousin List ||45] MextinList || Refresh | |[Eh Add || UpdateDisplay || & Inclu

Note: Do not use the "Click here to edit text" button when first creating a course
group. After the course group has been created, this button allows you to edit your
email text.

2. Click the Save button.
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Group: CHMGTHRZ Template PERSM

*Description: |(Change Management HR Classes

*Email Address ‘ConnectCaroling_training@unc.edu
* Email text (top half) Click here to edit text
- — i
bld B Qb EEMe= Q
MNomal - || Font -/ Sz -|| B I U &
= == E = = & A- B [=]
“ou are scheduled to attend the Person Update course session on the date indicated above. A training 2
laptop and manual will be provided for you.
ITS- Manning is centrally located next to UNC Hospitals on Manning Drive. Bus stops for most Chapel Hill
Transit routes are located in front of UNC Hispitals, which is next to ITS Manning. Bus service is free. W
* Email text {bottom half)
= _ = = i
2R @ B Qb = FE MW= Q
Momal - Font - sze - B I U S
> = =2 B 52 -= ‘:li ﬁ' ' (-]

If you have any questions or concems, please contact ConnectCarolina_training@unc.edu.

Updated on: Update by:

Refrash o4 Add #| Update/Display J')_' Include History

Result: The system creates a profile for the new course group.

Remember: You need to submit a help request to gain access to this newly created

course group.
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Creating a New Course

Overview

UNC-Chapel Hill provides many learning opportunities for our faculty and staff. As needs
arise and new areas of development are identified, different courses are created. To ensure
faculty and staff have access to these new opportunities, you need to first create a course
profile in ConnectCarolina. The course profile contains a definition of the course's content,
instructor, training delivery method, duration, the minimum and maximum number of
participants allowed, and any course prerequisites. After the course profile is defined,

individual course sessions can then be set up on a as needed basis enabling participants to
register.

Related Reference

o Information about updating a course that already exists is available in Updating
a Course.

Creating a New Course

Follow these steps to create a new course:
1. Choose this menu option:

Main Menu > HR/Payroll Menu> Administer Training > Define Course / Cost Details
> Courses

2. Click the Add a New Value tab.

3. Complete the field:

In this field: Do the following:

Course Code Enter the unique identifier you have assigned to the course. Each
department can create their own course codes using a six character
identifier. The recommended format starts with two letters, followed by
four numbers. For example: AA1234.

Note: Try to use alpha initials that mirror the class name

Note: If you enter a course code that has already been claimed by another course, the
system will display a link to that class and you will have to use a different code for the
course you are creating.

11
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4. Click the Add button.

Courses

Eind an Existing WValue Add a New Value

Course Code: |[KHO012

Add

Result: The system displays the Course Profile tab.

Course Profile Tab

5. Complete the fields:

In this field: Do the following:
Title Using a maximum of 30 characters, enter the course's title.
Short Title Using a maximum of ten characters, enter the course's short title.

Note: The short name is used for reporting purposes.

Course Status Leave the default value of Active.
Creation Date Leave the default value of today's date.
Revision Date Leave this field Blank.

Internal/ External Leave the default value internal.

Caution! This field value must be Internal.

Course Type Leave the default value of Course.
Primary Delivery Leave the default value of Instructor. Rarely used additional options
Method are:

o Audio for pre recorded content
o CBT for computer-based training programs
o LunchLearn for content delivered with lunch

e On-the-Job for activities completed on the job site that
accomplish training goals

o Video for pre-recorded content

« Webinar for interactive web-based delivery

12
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In this field:

Do the following:

Session
Administration

Multilingual Course

Instructor
Comps/Accomps Reqd

Minimum Nbr of
Students

Maximum Nbr of
Students

Duration Time

Cost Unit

Course Units

Course Offering

Always mark this checkbox. This enables multiple sessions for the class
to be set up in the system.

Leave this field blank.

Leave this field blank.

Enter the number of participants.

Enter the maximum number of participants.
Caution! The system will not save the course session if you don't enter a

value in the Maximum Nbr of Students field.

Enter the expected number of hours the class will last, in 0.00 format.

Leave the default value as Hour. This describes the units used in the
Duration Time field.

Enter the number of course credits in x.y format if applicable.

Choose one of the following units of time for scheduled courses:

o Quarterly for classes scheduled four times per calendar year
o Annually for classes scheduled one time per calendar year

o As Determd for classes scheduled as needed

o Half-Year for classes scheduled twice per calendar year

o Monthly for classes scheduled once per month

o Semester for classes scheduled twice per academic year

o Trimester for classes scheduled three times per academic year

13




1 Learning Management Overview

14

Short Title:
Creation Date:
*Internal/External:

*Course Type:
*Primary Delivery
Method:

Min/Max Student:

Dwration Time:
Course Units:

School Codel/School:

Course Profile Required Instr Comps/Accomps Preregs, Goals Equipment Catalog Description
Course: KHOO12
*Title: HR System Training 0012

HR. Sy= Tra *Course Status:
DEr18/2014 |3y Revision Date: ]

Imternal i Session Administration

Course h [ Multilingual Course

Imstructor % [Jinstructor Com psiAccomps Reqd

B 20
il Cost Unit:
20 Course Offering:

|

6. Click the Prereqs, Goals tab.

Prereqgs, GoalsTab

7. Complete the fields if there is a prerequisite class identified for the new course:

In this field:

Do the following:

Prerequisite Courses

If the course you are creating has a prerequisite, look up, or enter, the
prerequisite course's code.
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Course Profile Required Instr CompsiAccomps Prereqs,Goals Equipment Catalog Description
Course:  KHOO12 HR System Training 0012 Status:  Active
Prerequisite Courses Sind Fir
I Q
Target Competencies Sind Fir
Competency *Proficiency Grant to Empl after Cd
Q Q
Target Accomplishments Find Fir
*License/Certification Code Grant to Empl after Cd
Q
Target Languages Tind Fir
*Language Speak Read Write Grant to Empl after Cqd
Q [ vl v v|
& Save | LA Returnto Search ||[Z] Mofify Es Add U aildisplay & Include History

8. Click the Description tab.
Description Tab

9. Complete the fields:

In this field: Do the following:

Description Type Always choose General.

Effective Date Use the default: today's date.

Description: Enter a description of the content covered in this class.

10. Click the UNC Course Data tab.

UNC Course Data Tab

11. In the Course Group field, enter the eight character course group identifier.

Course: CKMO003 Status: Active

Course Group [CHMGTHRZ O \ Email Template{FERSN Q,

15
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Result: If only one email template is associated with the course group, it automatically
shows in the Email Template field.

12. In the Email Template field, enter the five charater email code.

Course: CMD003 Status:  Active

Course Group [CHMGTHRZ L, Email Template FERSM Q

13. Complete the following fields.

In this field: Do the following:
Should email notifications be This box is checked by default. If you do not want an email
sent to manager/ supervisor? notification sent to the participant's manager/supervisor,

uncheck this box.

Should email notifications be This box is checked by default. If you don't want email
sent to the enrollee? notifications sent to enrolled participants, uncheck this box.

Number of days BEFORE the This field displays two days by default. You can change this
session that the reminder should | field to any number.

be sent
Note: The system counts holidays as regular business days.
Should email notications be sent to manager/supervisor? ¥
Should email notifications be sent to the enrolles? ]
Number of days BEFORE the session that the reminder should be 2
sent

14. If you want to make the course private, check the box next to Should this course be
considered PRIVATE or CONFIDENTIAL? Checking this box means supervisors will
not be able to see that an employee registered for this class. This field is usually used
for, but not limited to, classes of a personal nature not relating to the actual job. For
example, Planning for Parental Leave.

Mumber of days BEFORE the session that the reminder should be sent 2

Should this course be considered PRIVATE or CONFIDENTIAL? ¥

16
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15. If you want this course to be hidden so participants can't self enroll, check the box next
to Should this course be hidden from self-service selection?

Should this course be considered PRIVATE or CONFIDENTIAL? EE

Should this course be hidden from self-service selection? 0

16. If you want to send a follow-up email to participants that have completed a course,

enter the follow-up email code in the field. To search for and select a follow up email,
click the magnifying glass icon.

o Information about creating Follow-up Emails Adding and Deleting a Follow-Up

Email
Should this course be considered PRIVATE or CONFIDENTIAL? EE
Should this course be hidden from self-service selection? ]
Follow-up Email Code =

2. Click on the follow-up email you want associated with the course.

Look Up Follow-up Email Code

Help

Follow-up Code:
Description: begins with

Look Up Clear Cancel Basic Lookup

Search Resulis

Wiew 100 Fist ‘4 1242 '} Last

Follow-up Code
2DAYFUE

Description
Completed 2 Day HR. Rep Training
PEREMFLUE Completed Person Update

3. If you want to send a certificate of completion to participants that have completed a
course, click click here to select a certificate.

17
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Should this course be considered PRIVATE or CONFIDENTIAL? ¥
Should this course be hidden from self-service selection? O
Follow-up Email Code PERSNFUE |3

| click here to select 8 cerificate |

4. Click the box of the certificate you want associated with the course. To view the
certificate before selecting, click the View box that's on the same row at the certificate
to preview the certificate in a new window.

Certificate of Completion

Select One) Report Name Template ID Description
| NGC_XML_CERT1 NC_XML_CERT1_1 Certificate #1
| NG_XML_CERTZ NC_XML_CERTZ2 Certificate #2 View

Note: All certificates available across campus are located here, so be sure to select the
correct one.

5. Click OK
Certificate of Completion
Select One Report Name Template ID Description View
EE NC_XML_CERT1 NC_XML_CERT1_1 Certificate #1 Wiew
Il MNC_XML_CERT2 NC_XML_CERT2 Certificate #2 Wisw
DK Cancel

6. If you want to remove a certificate from being associated with a course, click Reset

18
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Should this course be considered PRIVATE or CONFIDENTIAL? M
Should this course be hidden from self-service selection? (I
Follow-up Email Code FERSNFUE | T
click here to select a cerificate MC_XML_CERT1 |E

7. Click Save.

Course Profle || Bequired Instr Comps/Accomps " Ereregs, Goals ” Equipment || Catalog || Description ” UNC Course Data

Course: INFIPO1 HR /Payroll Rpt. in InfoPorte Status:  Active

Course Group CHMGTHRZ £ Email Template FERSH Q

Should email notications be sent to manager/supervisor? ¥

Should email notifications be sent to the enrollee? &

Number of days BEFORE the session that the reminder should be sent 3
Should this course be considered PRIVATE or CONFIDENTIAL? M
Should this course be hidden from self-service selection? (|
Follow-up Email Code FERSNFUE | T

click here to select a cerificate MNC_¥ML_CERTZ | Resat

Updated on: 02817 8:-53:14AM Updated By: rebeccia Rebecca Jones
5| save ||;_-:|3‘ Return to Search || =] Motify | |E% Add || ] Updsteisplay | | 20 Include History  ||[7# Comect History |
1 R

Course Profile | Reguired Instr CompsiAccomps | Preregs, Goals | Equipment | Gatalog | Description | UNG Course Data

Result: The system saves the new course information.

19
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Creating a New Training Facility Profile

Overview

When creating a course session, you need to define the date, time, and location where it will
take place. When a new location becomes available, its details need to be defined in the
system. A facility profile contains information about a facility, including the address,
telephone numbers, on-site contacts, and directions. You need to create the facility profile
in the system before you can choose it as the location for a course session.

Creating a profile for each training facility allows you to designate that space in
ConnectCarolina for a given course session. You still need to follow school, division, and
department protocols for booking a room at the campus locations that group manages.

Related Reference

More information about course sessions is available under Create a New Course Session.

Steps - Creating a New Training Facility 's Profile

Follow these steps to create a new training facility profile:
1. Choose this menu option:

Main Menu > HR/Payroll Menu > Administer Training > Define Training Resources >
Training Facilities

2. Click the Add a New Value tab.

3. Complete the field:

In this field: Do the following:

Training Facility Enter a six-character, unique identifier for the new location. This field
is not case sensitive.

Note: If the system has already assigned the identifier to another
location, you'll see a link to that facility, and you'll need to enter a
different identifier.

4. Click the Add button.

21
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Training Facilities

Eind an Existing Value Add a New Value

Training Facility: csl-:Il

Add

Result: The system displays the Facility Address tab.

5. Complete the fields:

In this field: Do the following:

Business Unit Leave the default value of UNCCH.

Location Code Leave this field blank.

Facility Name Using 30 characters or less, enter a descriptive name for the facility.

Short Desc Using ten characters or less, enter a short descriptive name for the
facility.

Mail Drop ID Leave this field blank.

Country Leave the default value of USA.

6. Click the Training Rooms tab.

Address Contacts and Equipment Training Rooms Directions

Training Facility: CSLD

Business Unit: [WNECH = ! Location Code: 4

*Facility Name: Center School Ledership Dewel Short Dese: CS5LedDev
Mail Drop 1D:

Country: UsA |G United States

Address: Edit Address

7. Complete the fields:
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In this field:

Do the following:

Room Code

Room
Building Nbr
Floor Nbr
Per Unit Cost
Currency
Cost Unit

Maximum Nbr of
Students

Room Active
Equip Code

Quantity

Enter the room number.

Leave this field blank.
Leave this field blank.
Leave this field blank.
Leave the default value of $0.00.
Leave the default value of USD.
Leave this field blank.

Leave this field blank.

Leave this checkbox marked.
Leave this field blank.

Leave this field blank.

8. Click the Add a new

row button to add additional rooms for this facility.

Training Rooms

*Room Code:
Building Mbr:

Per Unit Cost:

Fixed EquipmentMaterials
*Equip Code
v}

g Save || £ Return to Search

Maximum Nbr of Students:

Find | View All First B8 { of 1 B8 Last
+
Room:
Floor Nbr:
$0.000 7| Currency: [USD |Q Cost Unit:
Room Active
Find | Wiew All First B8 1 of 1 B8 Last
Quantity
i _ 1
[Z] Motify B Add

Complete the fields for each additional room:

In this field:

Do the following:

Room Code

Room

Building Nbr

Enter the room number.

Leave this field blank.

Leave this field blank.

23
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10.

In this field: Do the following:

Floor Nbr Leave this field blank.

Per Unit Cost Leave the default value of $0.00.
Currency Leave the default value of USD.
Cost Unit Leave this field blank.
Maximum Nbr of Leave this field blank.

Students

Room Active Leave this checkbox marked.
Equip Code Leave this field blank.

Quantity Leave this field blank.

Click the Save button.

[+

Address Contacts and Equipment Training Rooms Directions
Training Facility: CSLD Center School Ledership Devel
Business Unit: UMCCH  UMNC Chapel Hil
Location:
Training Rooms Find | Wiew Al First (4] 2 o 2 Il L ot
*Room Code: 274 Room:
Building Nbr: Floor Hbr:
Per Unit Cost: $0.000 FF] Currency: [USD |Q Cost Unit:
Maximum Mbr of Students: Room Active
Fixed EquipmentMaterials Find | View All First Al 4 of 1 [k Last
*Equip Code Quantity
M‘{ 1 1*][=
Save || £ Return to Search | [E] Motify Es Add

Results:
e An additional row of information is created for each additional room.

o The system saves the new training facility and room numbers, and makes this
facility available when you create a new course session.
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Creating an Instructor’s Profile

Overview

When creating a session for a course, you set the date, time, and location, and specify the
instructor that will teach the course. Instructor information is maintained within the
instructor's profile, and includes their effective date, area of expertise, and which courses
they are qualified to teach. Before you can choose an instructor to facilitate a class, that
instructor's profile needs to be in the system.

When you select an instructor for a specific session, you reserve that instructor's time in
ConnectCarolina. The system does not allow you to create another session using the same
instructor on the same day at the same time.

Related Reference

More information about course sessions is available under Create a New Course Session.

Steps - Creating an Instructor’s Profile

Follow these steps to create an instructor's profile:
1. Choose this menu option:

Main Menu >HR/Payroll Menu > Administer Training > Define Training Resources >
Instructors

2. Click the Add a New Value tab

3. Complete the following fields.

In this field: Do the following:

Instructor ID Look up, or enter, the Instructor's PID.

4. Click the Add button.

25
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Instructors

Instructor 1D: | L& 3

Add

Find an Existing Value Add a New Value

Result: The system displays the Instructor Profile tab.

5. Complete the fields:

In this field: Do the following:

Effective Date Leave the default value of today's date.

Note: If the first class this instructor is teaching has already occured,
use the date of that class as the effective date.

Instructor 1D: 3OO0

Instructor Details

*Effective Date: ne/28/2014 [
*nternal/External:
Vendor ID:

School Code:

Per Unit Cost: |

Area of Expertise:

Status Leave the default value of Active.
Internal/External Leave the default value of Internal.
Area of Expertise Leave this field blank.
Description Leave this field blank.

Instructor Profile Qualification

*Status:

Fimd | Wiew All

School Name:

=

Cost Unit:

[Fetcest ]

Description:

A

6. Click the Qualification tab.
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7. To designate the courses this instructor is qualified to teach, complete the field:

In this field:

Do the following:

Course Code

Look up, or enter, the course code this instructor is qualified to teach.

Instructor:

Courses Qualified to Teach

*Course Code

B Save ||[=] Motify

Instructor Profile Cuualification

BE1000 | Business Writing Essentials
Competencies Match Analysiz Accomplishments Maich Analysis
0 out of 0 o out of 1]
Matching Competencies Matching Accomplishments

Fimd | View All First Iﬂ 1of1 Iﬂ Last

Ey Add || B Updste/Display £ Include History

8. To designate another course the intructor is qualified to teach, click the Add a New
Row button, then repeat the step above. Otherwise, skip this step.

Instructor Profile Qualification
Instructor:

Courses Qualified to Teach Find | View Al First [4] 10of1 B, =t

*Course Code [#][=

BE1000 |Q Business Writing Essentials

Competencies Match Analysis Accomplishments Match Analysis

0 out of [u] [u] out of 1]
Matching Competencies Matching Accomplishments

& Save |[=] Mofify Ey Add | B Updste/Display £ Include History

27
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9. Click the Save button.

Instructor Profile Qualification
Instructor:

Courses Qualified to Teach Find | View Al First (4 2 o5 2 Il ast

*Course Code [#][=]

BE2000 | Customer Service Skills
Competencies Match Analysis Accomplishments Maich Analysis
0 out of u] [u] out of 1]
Matching Competencies Matching Accomplishments

ﬁ Notify 5y Add || | Updsate/Display £  Incdude History

Result: The system stores the new instructor's profile, and makes this instructor
available when you create a new course session.
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Create a New Course Session

Overview

Creating a course session is the third step in making an instructional offering available to
participants. The course session defines general course attributes, such as the course code,
the course content, and how the information is delivered to participants. The course session
defines things like the day, time, instructor, and location where the class is offered. If the
instructor or the location of the new session is not defined in the system, create their
profiles before attempting to creating the session.

Participants do not register to attend courses, they register to attend course sessions.
There can and often will be multiple course sessions created for a single course offering.

When the course was created, the maximum and minimum number of participants was
defined. This number relates to the ideal number of participants for the class. Creating a
new course session also requires a maximum and minimum number of participants. In this
context, the maximum and minimum number relate to how many participants the room can
comfortably hold, or the number of computers available in the room, and other logistical
concerns.

If the minimum number of participants is not reached and the course session is canceled,
the system sends an email to each participant and their supervisor, notifying them of this
cancellation.

Once the maximum number of participants have enrolled in the class, the system adds
subsequent registrants to the wait list. If enrolled participants drop out, the system
automatically enrolls people from the wait list, and notifies them that they've been added.
A copy of the email is sent to the participants supervisor and the Training and Talent
Development department.

Related Reference

o For more information about changing existing course sessions, see Modifying a
course session.

e For more information about creating a new training facility, see Creating a New
Training Facility.

o For more information about creating an instructor's profile, see Creating an
Instructor's Profile.
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Creating a New Course Session

Follow these steps to create a new course session:
1. Choose this menu option:

Main Menu > HR/Payroll Menu > Administer Training > Define Course/Cost Details >
Course Sessions

2. Click the Add a New Value tab.

3. Complete the fields:

In this field: Do the following:

Course Code Look up, or enter, the unique identifier assigned to the course.

Note: The code starts with two alpha values followed by four numeric
values, and is in this format: AA##HHE.

Course Session Nbr Enter the number assigned to this session.

Note: Course session numbers have four numeric values. It is
recommended to start at 0100, and go up in increments of 10. For
example, the first session would be 0100, the next 0110, followed by
0120, and so on.

4. Click the Add button.

Course Sessions

Find am Existing Value Add a New Value

Course Code: BE1000 |4

Course Session Nbr:|0220

Add

Result: The system displays the Course Session Profile page.
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Course Session Profile Page

5. Complete the fields:

In this field:

Do the following:

Session Status

Session
Administration

Start Date

End Date

Start Time

End Time

Rescheduled

Duration

Duration Unit

Minimum Nbr of
Students

Maximum Nbr of
Students

Always choose Active.

Leave the checkbox marked.

Caution! Unmarking this checkbox prevents you from creating new
sessions of this course.

Enter the session's start date.

Note: If this session has multiple training days, enter the first training
day's date.

Enter the session's end date.

Note: If this session has multiple training days, enter the last training
day's date.

Enter the time when the course session starts in HH:MMAM format.
For course sessions that start at 8 o'clock in the morning, you would
enter 8:00AM, and for course sessions that start at Noon, enter
12:00PM.

Note: If this session has multiple training days with different starting
times, enter the earliest scheduled training start time.

Enter the time when the course session ends in HH:MMAM format.
For course sessions that endat 10 o'clock in the morning, you would
enter 10:00AM, and for course sessions that end at Noon, enter
12:00PM.

Note: If this session has multiple training days with different ending
times, enter the latest scheduled training end time.

Leave this field blank.

Enter the total number of hours for the session.

Note: If this session has multiple training days, enter the total number
of training hours a participant will complete over all the days.

Leave the default value of Hour.

Enter the minimum number of participants.

Enter the maximum number of participants.

Caution! The system will not save the course session if you don't enter a
value in the Maximum Nbr of Students field.
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In this field: Do the following:
Session Language This field is not used at UNC-Chapel Hill.
Vendor ID Leave this field blank.
Course Session Profile Location, Instructor Equipment Expense

Course: BE10D0  Business Writing Essentials Course Status:  Active

Session Number: 0240 School: School Code:

*Session Status: Active » Session Administration

*Sfart Date- 11182014 |H gnd pate: (117202014 |  [] Rescheduled

Start Time: BIANS End Time:  [#/00FM

Duration: 8.0 Duration Unit:

Minimum Nbr of Students: Maximum Nbr of 25

Students:

Session Language: I

Vendor ID: =

[ _'I_IJ
1
[

B Save |[=] Hotify

Note: If a course has multiple days, locations, or instructors, the Course Session
Profile tab contains a summary of information from those days.

6. Click the Location, Instructor tab.

Location, Instructor Tab

7. If the session has multiple days, locations, or instructors, click the Add a Row
button.
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Course Session Profile

Location, Instructor

Equipment

Expense

Course: BE1000 Business Writing Essentials Course Status: Active
Session Nbr: 0240 Session Status: Active

Training Location Find | View Al First B 1 of
Start Date: [11riszod | £y Date- 1172042014 |3 +Siart Time: (004N | End Time: 4:00FM
Duration: a.o Duration Unit:
Facility: Q Vendor ID: Q Training Facility Address

Select free Training Room

Maximum Mbr of Students:

Room Code:
Building:
Floor Nbr:
Inztructor Find | Wiew All First I 1 of 1 I Last
Vendor Instructor 1D HName
Q Select free Instructor |+| l_l
E+ Add | B Updste/Display

= Save ||[E] Mofify

Result: The system will add an additional row providing space to enter specific details
about unique portions of a session.

8. Click the View All link to display all of the rows created for this session.

Course Session Profile Location, Instructor Equipment Expense
Course: BESDOOD  Time Management Course Status: Active
Session Nbr: 0220 Session Status: Active

Training Location Find | View Al |First B 1 o 2 [B] Last
Start Date: per20v2014 | gng pate: Der20vz014 | *Start Time- [2:30AM | End Time: |12:30PM *[=]
Duration: 4.0 Duration Unit:
Facility: Q. [104 Airport Drive, 1501-C Vendor ID: QA Train ng Facility Address

Result: The system displays all of the rows created for this session.

9. Complete the fields for each row.

Note: If your session has multiple training days, the information you enter in these rows
pertains to each of the individual portions.
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In this field:

Do the following:

Start Date

End Date

Start Time
End Time

Duration

Duration Unit

Facility

Vendor

Instructor ID

Enter the date the training will begin.

Enter the date the training will end.

Note: If this session has multiple training days,enter the same date as
the Start Date.

Enter the start time for this specific training session.
Enter the end time for this specific training session.

Leave the default information. The system fills in this field from the
information entered on the Course Session Profile tab.

Note: If this session has multiple training days, enter how long the
training is for each individual day on each row.

Leave the default value of Hour.

Look up, or enter, the location for this portion of the course session.

Note: If the facility you need is not in the system, you will have to
create a new training faciltiy profile in the system before using it in a
course session.

Leave this field blank.

Leave this field blank.

10. Click the Select free Training Room link.

Select free Training Room
Room Code:
Building:

Floor Nir:
Instructor

Vendor

Course Session Profile Location, Instructor Equipment Expense
Course: BE100d  Business Writing Essentials Course Status: Active
Session Nbr: 0240 Session Status: Active

Training Location Find | View 1 First B8 1-2 of 3
Start Date- 111872014 | 2oy Date: 112002014 |4 *Start Time: |S-00AM End Time: |4:00FM
Duration: &.0 Duration Unit:
Facility: AO8 24 | Vendor ID: Training Facility Add

Maximum Nbr of Students:

Find | Wiew Al First B8 1 of 1

Instructor 1D MName

Result: The system displays a list of available training rooms for the facility.
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11. Mark the check box to reserve a training room .

Facility: AOQB Facility Name: Administrative Office Building
Training Room Personalize | Find | View All |r,1| | & First M 1-10 of
Availability 14 M Last
Room Code Room Number
1213 1212
1402 1402
1500 1500
150048 1500-A8B
15014 1501-A
150148 1501-A&B
15018 1501-B
1501C 1501-C
15010 1501-D
1508 1508
Ok Cancel

12. Click OK.

13. Click the Select free Instructor link to find an instructor to facilitate this training
session.

Note: If the instructor you wish to use is not on the list of instructors, their profile
does not exist in ConnectCarolina, or their profile does exist in ConnectCarolina but
does not indicate they can teach this class. Set up or correct that instructor's profile,
then return to this procedure to choose that instructor for this class.
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Course: BE1000  Business Writing Essentials Course Status: Active
Sessiom Mbr: 0240 Session Status: Active

Training Location Find | view1  First B 12 072 [}
Start Date: 11182014 E End Date: 112012014 E tSiart Time: |2-00AM End Time:; 4:00PM
Duration: il Dwuration Wnit:
Facility: 408 |Q  |Administrative Office Building Vendor 1D Training Facility Addre

Select free Training Room

Room Code: 1650148 1501-A&EB Maximum Mbr of Students:
Building:
Floor Nbr:
Instructor Find | Wiew All First ] 1of1 ]
Vendaor Instructor ID MName
& Select frae Instructor .

Result: The system displays a list of instructors whose profiles indicate they can teach
this class.

14. Click the Save button.

Course Session Profile Location, Instructor ]Eq uipment Ezpens=

Course: AS8801  AS Test Life Cycle of a Course Course Status: Active
Session Nbr: 0130 Session Status: Antive

Training Location Find | view Al First B8 1 of 1 B Last
Start Date- D6/20:2014 | g Date: 08730204 | sgpart Time: (Z00AM | End Time: | 12:00PM E
Duration: 4.0 Duration Unit: Hour hd
Facility: ADB Q |F'“:"'" nistrative Office Building Vendor ID: I Training Facility Address

Select free Training Room

Room Code: 1501AB  1501-ASB Maximum Mbr of Students:
Building:
Floor Mbr:
Instructor Find | Wiew All First B 1 of 1 B L ast
Vendor Instructor I Mame
Q Select free Instructor Huggins, Kelleigh =]

& save Motify E+ Add B UpdateDisplay
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Result: The system saves the new course session information and makes the course
session available for participant registration.
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Registering a Participant for a Session

38

Overview

Most of the time, faculty and staff use ConnectCarolina's self service feature to enroll
themselves in University-provided classes and training. The system allows registrations
until the maximum number of participants is reached. At this point, the system puts the
participant on the waiting list. If a registered participant drops out the first person from
the waiting list is automatically added.

When special approval is granted, the department delivering the training can manually add
additional participants, in lieu of putting them on the waiting list and without affecting
the course- or course session-defined maximum number of participants.

Registering a Participant for a Session

Follow these steps to register a participant in a course session:
1. Choose this menu option:

Main Menu > HR/Payroll Menu > Administer Training > Student Enrollment > Enroll
Individually

2. Complete as many fields as necessary to refine your search, or leave all the fields
blank to see a complete list of courses sessions:

In this field: Do the following:

Course Code Look up, or enter, the unique code assigned to this course. The code
has two alpha and four numeric values, and is in the format AA# # # #.

Course Session Nbr Enter the unique number assigned to the session. Course session
numbers have four numeric characters, start at 0100, and increase in
increments of 10. For example, course sessions are numbered 0100,
0110, 0120, and so on.

Description Enter key words used in the course profile.

Course Start Date: Enter the start date of the session in MM/DD/YYYY format.
Training Facility Look up, or enter, the location of the training.

Session Language Leave this field blank.

3. Click the Search button.
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Enroll Individually

Enter any information yo

= Search Criteria

Course Code: |

u have and click Search. Leave fields blank for a list of all valuey

Find an Existing Value

Course Session Mbr:

Description:

Course Start Date:

Ccase sensitive

Search Clear

Training Facility: begins with %
Session Language:

QL
begins with
begins with
a
Q

Basic Search [g Save Search Criteria

Result: The system displays a complete list of course sessions that match the criteria

you specified.

4. Click the course session you need to register the participant in.

Search Results

Cnly the first 300 results can be displayed.

Wiew All

Course Code EE?IEE Seid Description Course 5Start Date Training Facility Training Facility Name
BEXOOH 02e0 Customer Service Skills 1172572014 AOB Administrative Office Euilcirl;
BETOOH 0160 Business Writing Challenges 11/0672014 (blank) 104 Airport Drive, 1501-A&B
BE100D 0230 Business Writing Essentials oer11/2014 (blank) 104 Airport Drive, 1501-A&B
BE2OODO 0270 Customer Service Skills OE052014 (Elank) 104 Airport Drive, 1501-C
BEZOOO 0170 Critical Thinking Skills 082172014 [blank) 104 Airport Drive, 1501-A&B

Result: The system displays the Enroll Individually page, with information about the
class, including the minimum and maximum number of students, and the number of
participants currently registered.

5. Complete the fields:

In this field:

Do the following:

Empl ID

Empl Record

Attendance

Leave the default value of 0.

Choose Enrolled from the list box.

Look up, or enter, the PID for the participant you want to enroll.
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In this field:

Do the following:

Status Date
Training Reason

Letter Code

Prerequisites Met

Business Unit

Department

Search Criteria
Population

Search Criteria
Catalog

Demand ID

Leave the default value of today's date.

Leave this field blank.

Leave the default value, which the system fills in when you chose
Enrolled in the Attendance field.

Leave this field blank.

Leave the default value in this field. The system uses the participant's
PID to fill in this information.

Leave the default value in this field. The system uses the participant's
PID to fill in this information.
Leave this field blank.

Leave this field blank.

Leave this field blank.
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Enroll Individually

Business Unit:

Department:

Search Criteria:
[JPopulation

@ Save L4 RetumntoSearch | t5

SCMED Q,  School of Medicine

412231 Q

Demand from Budget Training

[ catalog

Bresqous i) lh=t

Psychiatry-Wakebrook CAS

Demand ID:

—

45 MextinList | [E] Motify || i Refresh

Course: BE2000 Customer Service Skills Session Nbr: 0230 Active
Start Date: 1172572014 Start Time: B-00AM
Facility: ADB Language:
Min Students: 5 Max Students: 25
Nbr Enrolled: 1 —-— Nbr Waiting: o
Prerequisite Checking Transfer-Course Session Setup
Attendance Find | View Al bt B 1 ot B Lo
Empl ID: X000 1R xxxxx Name HE
Emgl Record: o
*Attendance: Status Date: 072512014 |
Training Reason: | i
Letter Code: CON QA confirmed Date Letter Printed:
| Prerequisites Met Grade: I—
DEeparment

6. If you need to register more than one person for the same class, click the the Add a
New Row button, then repeat the step above. Otherwise, skip this step.

Enroll Individually

Course:
Start Date:
Facility:
Min Students:
Mbr Enrolled:
Prerequisite Checking
Attendance
Empl 1D
Empl Record:
*Attendance:

Training Reason:

BE2MD Customer Service Skills
111252014
ADB

g

1

MO0 Q
(e

XK Name

Session Nbr: 0220 Active
Start Time: 8:00AM
Language:

Max Students: 25

Nbr Waiting: o

Transfer-Course Session Setup

Find | Wiew All First Kl 10f1

Status Date: D7/252014 |
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7. Click the Save button.

Demand from Budget Training

Search Criteria:

O Population O Catalog Demand ID: I
b Save |S\ Return to Search | #[5] Frevious inlist |#E Mextinlist ||[E] Motfy | ) Refresh

Attendance Find | View sl First (4] 3 of 4 M act
Empl ID- S [#[=
Empl Record: 0,

tAttendance: Status Date: 06/26/2014 |53
Training Reason: | o
Letter Code: Ehh Q Confirmed Date Letter Printed:

| Prerequisites Met Grade: I—
Department
Business Unit: COLAS Q College of Arts & Sciences
Department: 318300 QL Chemistry

Result: All of the new participants are registered for the course session. At this time,
an email is sent to the participant and their supervisor confirming their registration

in the course session.
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2 Self Service Learning Management

In this chapter, you will learn how to use Self Service to:
« Register for a course session
o Cancel a course session registration

» View your training summary
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Registering for a Course Using Self Service

44

Overview

Faculty and staff with access to ConnectCarolina can register for classes by using the self
service function found on the portal page. A complete list of courses and course sessions is

displayed. You can read a description of the class content and view the schedule and
availability for each session. Once a user submits a request for registration, they will be
automatically enrolled if there is space available or can choose to be waitlisted.
Notifications are sent to the participant and the participant's supervisor.

Related Reference

More information about course sessions is available under Canceling a Registration Using

Self Service and Training Summary.

Registering for a Course Using Self Service

Follow these steps to register for a course session:

1. Choose this menu option:

Main Menu> HR/Payroll Menu> Self Service> Learning and Development> Request

Training Enrollment

Result: The system displays the Request Training Enrollment page.

2. Click the Search by Course Name link.

Note: You can also search by Course Number, Location, and Date.

3. Complete the following fields.

In this field:

Do the following:

Course Name

Enter the full or partial course name.

Note: You can leave the field blank and get a complete list of courses.

4. Click the Search button.
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Request Training Enrollment
Course Search

course name blank to get a list of all courses.

Course Name: |

Return to Request Training Enrollment

Emnter a full or partial course name and select the Search bution to get a list of matching courses. Leave the

Search

Result: The system displays a complete list of courses.

5. Click the View Available Sessions link for the course you would like to enroll in.

Course Details

Description =

A Baby! What Do | Do?

AS Test Life Cycle of a Course

ASBE02 Test Life of 8 Course
Administrative Leave Programs

Adv HR Prob Solving for Mngrs

Adv. Presentational Spesking

Course  Course

Detail

@ 999 O

Number

WL1520

ASEE01

ASEBOZ

HR2Z2700

HRO100

G140

Session Availability «

Wiew Available Sessions

WView Available Sessions

Mo Sessions Avsilable

Mo Sessions Avsilable

Mo Sessions Avsilable

WView Available Sessions

Result: The system displays the course session details for the course you selected.

6. Click the Session link.

WL1580 A Baby! What Do | Do?

enroliment in the session.
Course Session Details

Session Start Date

081202014

Course Session Details

Session Start Date
037l 110052014
£

Location

ESelect a session number in the list below to view session details or to request

Duration (Hours)

104 Airpart Drive, 1501-A&B

Location

1.0

Dwration (Hours)

104 Airport Dirive, 1501-A&B

1.0

Open Seats Waitlisted

25

Open Seats Waitlisted

24

Result: The system displays a detailed page of the session including prerequisite

courses and session schedule.
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7. Click the Continue button to submit your training request for enrollment in this

course session.

Note: By default, the option to place you on the waiting list if this session is full, is
selected.

Select the Continue button to submit your training request.

Course: A& Baby! What Do | Do? Session: 0270
Start Date: 11/D5/2014 Dwration (Hours): 10
Location: 104 Airport Drive, 1501-A&B

Language:

Prerequisite Courzes

Mone

Seszion Schedule

Date O e B StartTime EndTime  Training Facility Name

Wednesday 11052014 11/05/2014 12:00FM 1:00PM 104 Airport Drive, 1501-A&B

If this session is full, place me on the waiting list.

Continue

Result: The system displays a Submit Request page.

8. Click the Submit button.
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Course Sesszion Details
Course: A Baby! What Do | Do?
Session: a3avo
Course Start Date: 11/06/2014
Start Time: 12:00PM End Time: 1:00PM
Dwration (Hours): 1.0
Location: 104 Airport Drive, 1501-A&B
Language:
KO0 Mame
Employee ID: WO PID
Comment Tharks, i1l
Submit

Result: The system indicates that your request was saved. A daily report is sent to the
Training and Talent Development mailbox.

9. Click the OK button.

Request Training Enrollment

Save Confirmation

V The Save was successiul.

Result: The system displays a confirmation of your request.
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Canceling a Registration Using Self Service

Overview

Faculty and staff can cancel their registration for classes by using the self service function
in ConnectCarolina. If a participant cancels their registration before the scheduled session,
the first person on the waitlist will be registered and notifications will be sent to both
participants and their supervisors. A canceled registration will not appear on an
individuals training summary if submitted before the scheduled session.

Related Reference

More information about course sessions is available under Registering for a Course Using
Self Service and Training Summary.

Menu Path

Main Menu> HR/Payroll Menu> Self Service> Learning and Development> Cancel Course
Enrollment

Steps - Canceling a Registration Using Self Service

Follow these steps to cancel a registration for a course session:
1. Choose this menu option:

Main Menu> HR/Payroll Menu> Self Service> Learning and Development> Cancel
Course Enrollment

Result: The system displays a list of your current course enrollments.

2. Click the Cancel button next to the appropriate course.

|Car"|t:el Course Enrollment
KO0k Mame

Internal Training

Course Mame Course 5Start Date Course End Date Status
SPA Orientation 02252013 02r25/2013 Completed
A Baby! What Do | Do? 11/05:2014 11/M5/2014 Enrolled Cancel

3. Click the Yes button to in the Message box to confirm cancellation.
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Message

This would cancel your enroliment inm this course. Do you want to continue? (21000,5)

fas H Na

Result: The system will display a modified list of your current registrations.
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Viewing Your Training Summary Using Self Service
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Overview
Participants can view their official training record online through the self service function

in ConnectCarolina. A complete list of courses a user has registered for during their
employment with UNC is displayed along with the status of each course.

Related Reference

More information about course sessions is available under Registering for a Course Using
Self Service and Canceling a Registration Using Self Service.

Menu Path

Main Menu> HR/Payroll Menu> Self Service> Learning and Development> Training
Summary

Steps - Viewing Your Training Record Using Self Service

Follow these steps to view your training record:
1. Choose this menu option:

Main Menu> HR/Payroll Menu> Self Service> Learning and Development> Training

Summary
Training Summary
XXX Mame

Select the Internal Training Course Mame to view Detsils.

Intermal Training

Course Mame Course 5Start Date Course End Date Status
Coaching Skills 101 07232014 0713072014 Enrolled
‘Waluable Presentation Skills O7/0v2014 07182014 Enrolled
Fund. Communication Skills 03052013 O2/m6r2013 Completed
Managing Interactions. 022712013 02/Z8r2013 Completed
EPA Orientation 02/25/2013 021252013 Completed

Result: The system displays a list of the training classes you have completed.

2. Click the Course Name link to see details about the completed course.
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Training Summary
Course Detail

Select OK fo return to the previous page.

Course Name: Fund. Communication Skills
Course Code: Co400
Description: Mone

Training Facility: 104 Airport Drive, 1501-A&B

Prerequisites: Mone

Result: The system displays information about the course.

3. Click the OK button to return to Training Summary page.

51






3 Managing Courses

3 Managing Courses

In this chapter, you will learn how to use Self Service to:
o Review a session summary
« Modify a course session including, updating, cancelling, and closing
o Update a course
e Print a training roster

o Update enrollment
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Review Session Summary

54

Overview

Sometimes you will need to view the participants for a particular course session. Although
this is not the roster a trainer will print for class, the review session summary page does
provide the names, PIDs, and the status of the people that register for a specific past,
present, or future session. The status indicates if a person is currently enrolled or has
completed, cancelled, or was a no show for a particular session in the past.

Viewing the Enrollees of a Course Session

Follow these steps to view the enrollees of a course session:
1. Choose this menu option:

Main Menu > HR/Payroll Menu > Administer Training > Results Tracking > Review
Session Summary

2. Complete as many fields as necessary to refine your search or leave all the fields blank
to see a complete list of courses sessions.

In this field: Do the following:

Course Code Enter the unique code assigned to this course. The code has two alpha
and four numeric characters, for example, AA# # # #.

Course Session Nbr Enter the four-digit number assigned to this course session.
Description Enter words used in the course's long title.

Course Start Date: Enter the session's start date.

Course End Date Enter the session's end date.

Session Status Choose one of the following:

« Active for any future course session
« Canceled for any session that has been canceled

o Completed for course sessions that have already taken place

3. Click the Search button.
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Review Session Summary

Enter any information you have and click Search. Leave fields blank for a list of sll values.

Find an Existing Value

= Search Criteria

Course Code: ASEE01 Q

Course Session Nbr:| begins with % 0130
Description: begins with
Course Start Date: |= W E
Course End Date: = hd =
Session Status: = V‘l | W
|:| Case Sensitive
Search Clear  Basic Search |5 Save Search Criteris

Result: The system displays all a list of course sessions that match the criteria you
specified.

4. Click the course link to view a list of enrollees.

Search Results

Cwnly the first 300 results can be displayed.

Wiew All First [] 10-2000f 200 [p] Lag
Course Code Course Session Nbr Description Course 5tart Date Course End Date Session Status
BESOOD o250 Time Management 11/07/2013 111452013 Complete
BEGOOD 020 Time Management 02182014 O220V2014 Complete
BESOOD Q270 Time Management 05/07/2014 05142014 Complete

[EIEE!I]IIID 0280 Time Management 02/20/2014 DB/2Ti2014 Aptive I
BESOOn 0800 Time Management arf2112014 07222014 Artive

Result: The system displays the list of participants, including their current enrollment
status.
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Modifying a Course Session

Overview

After courses are created and course sessions are added to the system, information about
the session details may change over time and need to be modified. There are three types of
modifications:

o Updates to the session details. If you modify a session by updating the date,
time, or location, the system notifies the registered participants and their
supervisors by email. People on the wait list and their supervisors are also
notified of the changes.

« Changing the session status from active to complete. Closing the session
after the training has been completed changes a registered participant's status
from enrolled to completed. Please note that attendance needs to be marked before
changing a session's status. Any attendance other than complete, such as: No
Show or Cancellation, needs to be entered before the status is changed from
enrolled to complete.

o Changing the session status from active to cancelled. When a course session
is cancelled, the system sends an email to the registered and waitlisted
participants and their supervisors. The training summary for the registered
participants shows that they signed up for the course session and that it was
cancelled by the department before the original training session date.

Related Reference

o For information about creating new courses, see Creating a New Course.

e For information about creating a course session, see Create a New Course
Session.

Updating Course Session Details

Follow these steps to modify course session details:
1. Choose this menu option:

Main Menu > HR/Payroll Menu > Administer Training > Define Course/Cost Details >
Course Sessions

2. Complete as many fields as necessary to refine your search, or leave all the fields
blank to see a complete list of course sessions:
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In this field: Do the following:

« Active for any future course session

Course Code Enter the unique code assigned to this course. The code has two alpha
and four numeric values, in the format AA# # # #.

Course Session Nbr Enter the four-digit number assigned to this course session.
Description Enter words used in the course's long title.

Course Start Date: Enter the session's start date.

Course End Date Enter the session's end date.

Session Status Choose one of the following:

« Canceled for any session that has been canceled

« Completed for course sessions that have already taken place

3. Click the Search button.

Course Sessions
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value

= Search Criteria

Course Session Mbr:| begins with

Description: begins with

Course Start Date: |[= W )

Course End Date: = b H

Session Status: = Vl | o

[Jcase Sensitive

Search Clear Basic Search E Save Search Criteria

Result: The system displays a list of course sessions that match the criteria you

specified.

4. Click the link for the course session you need to modify.
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Search Results

Cnly the first 300 results can be displayed.

Wiew A First [4] 10-200of300 [p] Las
Course Code Course Session Nbr Description Course Start Date Course End Date Session Statu
BEGDOD 0250 Time Management 110712013 111472013 Complete
BESOOD 0260 Time Management 02182014 0272002014 Complete
BESOOD 0270 Time Management O05/07/2014 051472014 Complete
BEGODOD 0280 Time Management 022072014 DB/2Ti2014 Aotive
BEGOOD D200 Time Management ovFi21iz014 OFf222014 Active

Result: The system displays the Course Session Profile tab.

Course Session Profile Tab

5. The system fills in the fields with information from when the course session was
originally created. Modify the fields as necessary.

In this field:

Do the following:

Session Status

Session
Administration

Start Date

End Date

Start Time

End Time

Rescheduled

Duration

Choose one of the following:

« Active for any existing, future course session
o Canceled for any session that has been canceled

o Completed for course sessions that have already taken place

Leave the checkbox marked.

Caution! Unmarking this checkbox prevents you from creating new
sessions of this course.

Change the session's start date.
Change the session's end date.

Enter the course session's changed start time, in HH:MM AM/PM
format. For course sessions that start at 8 o'clock in the morning, you

would enter 8:00AM, and for course sessions that start at Noon, enter
12:00PM.

Enter the course session's changed end time, in HH:MM AM/PM
format. For course sessions that end at Noon, enter 12:00PM, and for
course sessions that end at 4 o'clock in the afternoon, enter 4:00PM.

Mark this checkbox if you want to send an email to enrollees, notifying
them of the update you are making.

Note: If you need to reschedule a session that you previoulsy
rescheduled and want notifications sent, you need to uncheck the box,
save the record, make the rescheduled changes, recheck the box, and
save again.

Change the total number of hours for the session.
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In this field: Do the following:

Duration Unit

Minimum Nbr of
Students

Maximum Nbr of
Students

Student Language

Vendor ID Leave this field blank.

Use the default value of Hour.

Change the minimum number of participants.

Change the maximum number of participants.

Note: As space becomes available, the first person on the waitlist will be
registered. At this time, notifications are sent to the participant, their
supervisor, and the Training and Talent Development department.

UNC-Chapel Hill is not using this field.

Course Session Profile Location, Instructor Equipment

Course: BEGOOO Time Management

Session Number: 0220 School:

[rcive 9

*Session Status:

0820:2014 |H End Date:

*Start Date:
Start Time: 2:30AM End Time:
Dwuration: 5.0 Duration Unit:

Maximum Nbr of
Students:

—

Vendor ID: %

Minimum Nbr of Students:

Session Language:

Save || =4 Return to Search +[Z] Previous in List

0872772014 |3 [ Rescheduled

1.2:20PM

4E Mextin List

Expenses

Course Status: Active

S5chool Code:

Session Administration

[=] Motify B Add

6. Click the Location, Instructor tab.

Location, Instructor Tab

7. If the session was created with multiple days, locations, or instructors, click the View
All link to display all of the rows created for this session.

59




3 Managing Courses

Course Session Profile Location, Instructor Equipment Expense
Course: BEGODD  Time Management Course Status: Active
Session Nbr: 0230 Session Status: Active

Training Location Fing | View Al First B 1 o7 2 [B] Last
Start Date- 082002014 |3 £ Date: 022002014 | egiart Time: [230AM | End Time:|12:30PM #[=]
Duration: 40 Duration Unit: | 7247 -
Facility: 4 [104 Airpart Drive, 1501-C Vendor ID: 4 Training Facility Address

Result: The system displays all of the rows created for this session.

8. Modify the fields for each row as necessary:

In this field: Do the following:
Start Date Enter the date the training begins.
End Date Enter the date the training ends.

Note: If this session has multiple training days, enter the same date as
the Start Date. The information in this row only pertains to the first day

of training.
Start Time Enter the start time for this specific training session.
End Time Enter the end time for this specific training session.
Duration Change or use the default value. The system fills in this field with the

information entered in the Course Session Profile tab.

Note: If this session has multiple training days, enter how long the
training is for each individual day on each row.

Duration Unit Leave the default value of Hour.

Facility Look up, or change, the location for this specific training course session.
Vendor Leave this field blank.

Instructor ID Leave this field blank.
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Training Location Find | view1  First 8 1.2 of 2 I8 Last

Start Date: 08202014 |H gnd Date: 082002014 | egpart Time: |530AM | End Time: [12:30PM F[=E
Duration: Duration Unit:
Facility: | |Q  [104 Airpert Drive, 1501-C | vendorm: | |Q Training Facility Addrass

Select free Training Room

Room Code: Maximum Nbr of Students:

Building:

Floor Nbr:
Instructor Find | Wiew All First i 1of1 ' Last

Vendor Instructor ID Name

.‘.
I:lq Select free Instructor | [=]

Start Date: 0227204 |H £nd Date: 022772014 | sgpart Time: (5°30AM | End Time: [12:30PM #[=
Dwuration: Dwuration Unit:
Facility: | |Q  [104 Airport Drive, 1501-C | vendori: || Training Facility Address

Select free Training Room

Room Code: Maximum Nbr of Students:

Building:

L_Floor Nbr:

9. Click the Select free Training Room link if you need to modify the room being used
at the facility.

Course Session Profile | Location, Instructor . Equipment Expense

Course: BE1000  Business Writing Essentials Course Status: Active
Session Nbr: 0240 Session Status: Aotive
Training Localion Find | Wiew 1 First B 1.2 of 2

B e 11192014 B £ng Date- 11/20/2014 |[+) *Start Time: |T00AM |  End Time: [4:00PM
Cruration: Dwuration Unit:
Facility: AoB__ |Q [Administrative Office Building Vendor ID: | Training Facility Add

Select free Training Room

Room Code: Maximum Mbr of Students:

Building:

Floor Nbr:

Instructor Find | Wiew All First B 1 of 1
Vendor Instructor ID Name

Result: The system displays a list of available training rooms for the selected facility.
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10. Mark the checkbox next to the training room number to change the training location.

62

Facility: AO0S2 Facility Name: Administrative Office Building
Training Room Personalize | Find | View Al |2 | 8 First B 1210 of
Availability 14 M Last
Room Code Room Number
O 1212 1212
O 1402 1402
O 1500 1500
O 150048 1500-A&E
[l 15014, 1501-A
1501AB 1501-A&E
O 15018 1501-8
O 1501C 1501-C
O 1501D 1501-D
O 1508 1508
Ok Cancel
11. Click OK.
12. Click the Select free Instructor link to change the instructor for this training
session.
Course: BE1000  Business Writing Essentials Course Status: Active
Session Mbr: 0240 Session Status: Active
Training Location Find | View1  First B 12 o7 2 [
Start Date: 11192014 W o4 Date: 112072014 [ *Start Time: |FO0AM End Time: $:00FPM
Duration: 8.0 Dwration Unit:
Facility: 408 |Q  |Administrative Office Building Vendor 1D Training Fasility Addre
Select free Training Room
Room Code: 15014AB 1501-A&B Maximum Mbr of Students:
Building:
Floor Nibr:
Instructor Find | Wiew Al First M 1 o 1 [
Vendor Instructor ID MName
G\ Select free Instructor l

Result: The system displays a list of internal instructors that have an established

profile in ConnectCarolina.
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13. Click the Save button.

Course Session Profile Location, Instructor Equipment Expense
Course: AS8901  AS Test Life Cycle of a Course Course 5tatus: Active
Session Nbr: 0120 Session Status: Antive

Training Location Find | View All First M 1 of 1 B Last
Start Date: oe20:2014 | Eng Date: pe/anz2014 | *Start Time- [S:00AM | End Time: | 12:00PM [*[=]
Duration: 40 Duration Unit:
Facility: ACE Q |': ministrative Office B Vendor ID: I Training Facility Address

Select free Training Room

Room Code: 1501AB  1501-A&S Maximum Mbr of Students:
Building:
Floor Mbr:
Instructor Find | View Al First I 1 o7 1 Ml Lost
Vendor Instructor ID Hame
Q Select free Instructor Huggins, Helleigh =]

[ "I_IJ
-1
o

& save ||[=] Hotify £ Update/Display

Result: The system saves the course session updates.

Closing a Course Session

Follow these steps to close a course session and change the registered participants' status
from enrolled to completed:

Related Reference

o More information on updating course session attendance/ enrollment see Update
Enrollment

1. Choose this menu option:

Main Menu > HR/Payroll Menu > Administer Training > Define Course/Cost Details >
Course Sessions

2. Complete as many fields as necessary to refine your search.
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In this field:

Do the following:

Course Code

Course Session Nbr
Description

Course Start Date:
Course End Date

Session Status

and four numeric values, in the format AA# # # #.

Enter the four-digit number assigned to this course session.

Enter words used in the course's long title.

Enter the session's start date.
Enter the session's end date.

Choose one of the following:

o Active for any future course session
o Canceled for any session that has been canceled

o Completed for course sessions that have already taken place

3. Click the Search button.

Course Sessions

Find am Existing Value

= Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

Add a Mew Value

Course Session Mbr:| begins with

Description: begins with
Course 5tart Date: = b )
Course End Date: = A H
Session Status: = Vl | b
[rcase Sensitive
Search Clear  Basic Search E Save Search Criteria

Result: The system displays a list of course sessions that match the criteria you

specified.

Enter the unique code assigned to this course. The code has two alpha

4. Click the link for the course session you need to close.

Note: Mark the attendance for the training class before closing the course session.
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Search Results
Cnly the first 300 results can be displayed.
Wiew All First [4] 101-2000f 200 [p] Lag
Course Code Course Session Nbr Description Course 5tart Date Course End Date Session Status
BEGOOD 0250 Time Management 110772013 1111472013 Complete
BESOOD 0260 Time Management 02/1&8r2014 O220v2014 Complete
BESOOD 0270 Time Management 05/07/2014 058142014 Complete
|EEE-I]EIE- OZE0 Time Management 08/20/2014 D8/27i2014 Active I
BESOOD 0=00 Time Management ari2112014 07222014 Betive

Result: The system displays the Course Session Profile tab.

Course Session Profile Tab

2. Modify the following field.

In this field: Do the following:

Session Status Choose Complete.

3. Click the Save button.

Course Session Profile Location, Instructor Equipment Expense
Course: BEGOOO  Time Management Course Status:  Active
Session Number: 0220 School: School Code:
*Session Status: Session Administration
*Start Date: 082062014 |8 gpg pate: 082772014 |E [ Rescheduled
Start Time: it End Time:  |12:20PM
Dwuration: 5.0 Duration Unit:
Minimum Nbr of Students: L Maximum Nbr of 24
Students:
Session Language: I
Vendor ID: Q
B Save |2\ Return to Search +El Previous in List 4 Wewtin List) | |[E] Motify Er Add

Result: The system changes the registered participants' status from enrolled to
completed and updates their training summaries.

Cancelling a Course Session

Follow these steps to cancel a course session:

65



3 Managing Courses

1. Choose this menu option:

Main Menu > HR/Payroll Menu > Administer Training > Define Course/Cost Details >

Course Sessions

2. Complete as many fields as necessary to refine your search.

In this field:

Do the following:

Course Code

Course Session Nbr
Description

Course Start Date:
Course End Date

Session Status

Enter the unique code assigned to this course. The code has two alpha
and four numeric values, in the format AA# # # #.

Enter the four-digit number assigned to this course session.

Enter words used in the course's long title.

Enter the session's start date.
Enter the session's end date.

Choose one of the following:

« Active for any future course session
o Canceled for any session that has been canceled

o Completed for course sessions that have already taken place

3. Click the Search button.

Course Sessions

Find am Existing Value

= Search Criteria

Course Code:

Enter any information you hawve and click Search. Leave fields blank for a list of all values.

Add a Mew Value

[begin win V]| a

Course Session MNbr:| begins with

Description:

begins with

Course Start Date: =

Course End Date: a

Session Status: =

e H)
o )
v| | W

[Jcase Sensitive

Search Clear

Basic Search [F Save Search Criteria

Result: The system displays a list of course sessions that match the criteria you

specified.
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4. Click the link for the course session you need to cancel.

Search Results
View All
BEBOOD 0250

BEBOOD 0260
BEGOOD 0270

Cwnly the first 300 results can be displayed.

Course Code Course Session Nbr Description

Time Management
Time Management
Time Management

Course 5tart Date Course End Date Session Status

11/07/2012
02M118/2014
O05/07/2014

First [§] 101-2000f 300 [3] Lag

111452013 Complete
O220V2014 Complete
05142014 Complete

| BEROOD 0280

Time Management

02/20/2014

DR/27/2014 Active |

BEBOOD 0B00

Time Management

ori21z014

OF 222014 Aotive

Result: The system displays the Course Session Profile tab.

Course Session Profile Tab

5. Modify the field:

In this field:

Do the following:

Session Status

Choose Cancelled.

6. Click the Save button.

Course:

Session Number:

Course Session Profile Location, Instructor Equipment

BEGOOO Time Management

0230 School:

*Session Status:

*Start Date:
Start Time:
Druration:

Minimum Mbr of Students:

Session Language:

Vendor ID:

DE/20i2014 |[3) End Date- |J5/27/2014 B [JRescheduled

B Seve |Z. Returnto Search || #E Previousin List | &=

Course Session Profile | Lozation, Instructor | Equipment | Expense

Exzpense

2:30AM End Time:  |12:30PM
5.0 Duration Unit:
Maximum Nbr of 24
Students:
o]
Jextin Lis El Nl}ﬁﬁl‘ E‘{.- Add

Course Status: Aptive

School Code:

Session Administration

Result: The registered participants' training summaries will indicate their initial
registration and the session's cancellation.
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Updating a Course

68

Overview

Sometimes after courses are created and course sessions are added to the system, details
change and the system needs to be updated. These changes could include basic course
attributes, including prerequisite courses, how the information is delivered to participants,
or the duration and course credits.

You can update course details whether or not a course session has been created, cancelled,
or completed for the course. Once the change has been made, the system automatically
updates the training records for participants who have already participated in a course
session of this course.

Related Reference

« For information about creating a course, see Creating a New Course.

o For information about creating a course session, see Create a New Course
Session.

o For information about modifying a course session, see Modifying a course session.

Updating a Course

Follow these steps to update a course:
1. Choose this menu option:

Main Menu > HR/Payroll Menu > Administer Training > Define Course / Cost Details
> Courses

2. Complete as many fields as necessary to refine your search, or leave all the fields
blank to see a complete list of courses:

In this field: Do the following:

Course Code Enter the unique, numeric identifier assigned to this action. The code
has two alpha and four numeric values, for example AA##HH.

Description Enter key words used in the course's long title.
Internal/External Leave the default of Internal.
Course Type Leave this field blank.

3. Click the Search button.
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Courses

= Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of sll values.

Find an Existing Value

Course Code: Q
Description: begins with

Add a Mew Value

Internal/Externmal: | =

v | M

Course Type: | =

v | v

Search Clear

include History Ocorrect History [ case Sensitive

Basic Search E Sawe Search Criteria

Result: The system displays a list of courses that match yoursearch criteria.

4. Click the link for the course you need to update.

Search Results

Cnly the first 300 results can be displayed.

Wiew All First [§ 1-100of300 [p] Last
Course Code Description Internal/External Course Type Creation Date
ASE801 AS Test Life Cycle of 2 Course  Intena Course OE/082014
ASEBR02 A50802 Test Life of a Course Intemnal Course O&i 12014
BE100D Business Writing Essentials Intema Course 01011801
BE1001 Records Management 101 Intema Course 01011801
BE1100 Dewvel. Org. Partnerships Intemnal Course 01/01/1801
BE1200 Basic Parliamentary Procedure  Intema Course 01/01/1801
BE1300 Interrn Parliamentary Procedure  Intema Course 01/01/1801
BE1400 Email and Records Management |ntema Course 01/01/1801
BEZ00D Customer Service Skills Intema Course 010 F 1801
BE300D Rumning Effective Meetings Intemnal Course 01/01/1801

Result: The system displays the Course Profile tab page.

Course Profile Tab

5. The system fills in the fields with the information entered when the course was
created. Modify the fields as necessary:

In this field:

Do the following:

Title

Short Title

Using 30 characters or less, enter the new course's title.

Using ten characters or less, enter the course's short title.
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In this field:

Do the following:

Course Status

Creation Date

Revision Date

Internal/External

Session
Administration

Course Type
Multilingual Course

Primary Delivery
Method

Instructor
Comps/Accomps Reqd

Minimum Nbr of
Students

Maximum Nbr of
Students

Duration Time

Cost Unit

Course Units

Choose one of the following:

o Active for any course open for participant self enrollment
« Inactive for a course that does not have future scheduled sessions

« Proposed for a course that is active but sessions are not open for
participant self enrollment

Use the default date.
Enter the date the new course information becomes active.

Leave the default value of Internal.

Mark this checkbox. This enables multiple sessions for the class to be
set up in the system.

Leave the default of Course.
Leave this field blank.

Leave the default value of Instructor. Rarely used additional options
are:

o Audio for pre recorded content

o CBTfor computer based training programs

o LunchLearn for content delivered with lunch
o On-the-Job for activites completed on job site
« Video for pre recorded content

o Webinar for interactive, web-based delivery

Leave this field blank.

Enter the minimum number of participants.

Enter the maximum number of participants.

Enter the expected number of hours the class will last, in 0.00 format.

Leave the default value of Hour. This describes the units used in the
Duration Time field.

Enter the number of course credits, in X.X format.
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In this field:

Do the following:

Course Offering

Choose one of the following units of time for scheduled courses:

o Quarterly for classes scheduled four times per calendar year
« Annually for classes scheduled one time per calendar year

o As Determd for classes scheduled as needed

o Half-Year for classes scheduled twice per calendar year

« Monthly for classes scheduled once per month

o Semester for classes scheduled twice per school year

o Trimester for classes scheduled three times per school year

*Internal/External:

*Course Type:

*Primary Delivery
Method:

Course Profile Required Instr Comps/Accomps Preregs. Goals Equipment Catalog Description
Course: ASEDO1

+Title: A5 Test Life Cycle of a Course x
Short Title: ASE801 *Course Status:
Creation Date: DEDB/Z014 |3y Revision Date: [z

Min/Max Student: 2 B

Duration Time: &0 Cost Unit: Hour by
Course Units: Course Offering:
School Code!5chool:

Save || 2L Return to Search 4E Mextinlist | [Z] Motify B Add

Internal b Session Administration
DMuItiIingual Course
Instructor W |:| Instructor Comps/Accomps Reqd

6. Click the Prereqs,Goals tab.

Prereqs,Goals Tab

7. The system fills in the following fields with information entered when the course was
created. Modify the fields, as necessary:
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In this field: Do the following:
Prerequisite Courses |To change this course's prerequisite information, look up, or enter, the
prerequisite's course code. Otherwise, leave this field blank.
Course Profile Required Instr Compsi#ccomps Prereqs,Goals Equipment Catalog Description
Course:  KHOO12 HR System Training 0012 Status:  Active
Prerequisite Courses Find Fir
| Q
Target Competencies Find Fir
Competency *Proficiency Grant to Empl after Cg
a Q
Target Accomplishments Find Fir,
*License/Certification Code Grant to Empl after Cqg
I-k
Target Languages Find Fir,
*Language Speak Read Write Grant to Empl after Cq
Q | vl vl v|
Save || 2. Return to Search | |[E] Motify E+ Add & Include History

8. Click the Description tab.

Description Tab

9. The system fills in the following fields with information entered when the course was
created. Modify the fields, as necessary:

In this field:

Do the following:

Description Type

Effective Date

Description

Always choose General.

Enter the date the updated information becomes active.

Note: Training records for particpants that have completed this course
before the revision date are not affected.

Update the description of the content covered in this class.

10. Click the Save button.
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Course Profile Required Instr Comps/Accomps Prereqs, Goals Equipment Catalog | Description
Course: KHDO12 HR System Training 0012 Status: Active
Dezcription Type Find | Wiew All First E 1 of 1 E
Type: Content u
Data Find | Wiew Al First M 1 071 I
*Effective Date: 08/18/2014 |5
Description: Participants will l=arn how to navigate the system. [(El
B Sawe [ Returnto Search || [E] Motify B+ Add | F] Updste@i=pley & Include History || B Comect

Result: The system updates the course information.
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Changing an Existing Email Template
Overview
Sometimes after an email template has been created in a course group, details related to

the course change (for example, parking locations, required materials, or contact

information.) If these types of changes happen, you need to change the email template so
participants receive correct information.

Changing an Existing Email Template

Follow these steps to change an existing email template:

1. Choose this menu option:

Main Menu > HR/Payroll Menu> Administer Training > Define Course / Cost Details
> Course Group

2. Complete at least one of the fields

In this field: Do the following:

Course Group Enter the unique course group identifier.

Email Template Enter the unique code that identifies the email template associated to the

course group.

Description Enter description words related to the course group you want to locate.

Course Group

Enter any information you have and dick Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Course Group: CHMGTHRZ
Email Template:

[ nclude History L correct History [l case Sensitive

Search Clear Basic Search | Save Search Criteria

3. Click the Search button.
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Course Group

Enter any imformation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value “_&dd a MNew Value

w Search Criteria

Course Group: | begins with | CHMGTHR2
Email Template: | begins with W
Description: begins with

include History [ correct History [ Case Sensitive

Search || Clesar |BEIEiGSE$HICh |3E Save Search Criteria

Result: The system displays email templates associated with course groups.

Course Group

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value ” Add a New Value

w Search Criteria

Course Group: | begins with % |/ CHMGTHRZ
Email Template: | begins with
Description: begins with W

Linclude History [ Correct History [ Case Sensitive

| Search | | Clear | Basic Search |& Save Search Criteria
Search Results

iaw Al Fist ‘& 12o2 ‘& Last
Course Group Email Template Description

CHMGTHR3 ADWVMNGC Change Management HR Class
CHMGTHR2 PERSN Change Management HR Classes

4. Click on the email template you want to change.
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Course Group

Enter any information you hawve and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a Mew Value

Search Criteria

Course Group: |begins with | CHMGTHR2
Email Template: | begins with
Description: begins with

include History [ Correct History [ Case Sensitive

| Search || Clear |BasicSesrch W' ave Search Critesia

Search Results

View Al First ‘4 2otz "M Last
Course Group Email Template Description
CHMGTHR3 ADWVHNC Change Management HR Class
CHMGTHR3 PERSN Change Management HR Classes

Result: The system displays the selected email template.

5. Click the Click here to edit text button.
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Course Group

Group: CHMGTHR3 Template FERSN

*Description: (Change Management HR Classes

*Email Address ConnectCaroling_training@unc_edu

* Email text (top half)

Click here to edit text

| fyou have any questions or concemns, please contact ConnectCarline fraining@unc edu.

ikl
[fou are scheduled to attend the Adavanced Training for HR Reps session the date indiceted abowe. A fraining manual and
Japtop will be provided for you.
* Email text (bottom half)
H

Updated on: 081802017 10:33:444M Update by: rebeccia Rebecca Jones

[Fleave || |2F Retum to Search #= Previous in List Mext in List i Refrash + Add

21

pdate.

splay

Result: The email text top half and bottom half are now editable.

6. Type the changes you want to make in the Email text (top half) and Email text (bottom

half) fields.
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Group: CHMSTHR3 Template PERSHN

*Description: |Grmn|;,le Management HR Classes |

*Email Address ConnectCarolina_training @unc.edu |
* Email text (top half) | Glick here to edit tesxt |
— EJ
HRe@ O @« » Qb SEE= = Q
|F|:|rrr|£|t -|ant inZEvBIu‘5'|
=2 & E =i E A B B
“ou are scheduled fo attend the Adavanced Training for HR. Reps session the date indicated above. A
training manual and laptop will be provided for you.
* Email text (bottom half)
— &l
M RB@ L0 E . Qb EEEe Q0
|Hnm'|al v|ant v|5izev|ﬂj‘].[5|
=EE =2 E =S A D B
If you have any questions or concemns, please contact ConnectCarolina trainingi@unc.edu.
Thank you
Updated on: 08/18/2017 10:33:44AM Update by: rebeccia Rebecca Jones

[Elsave ||[E RetumntoSearch |[#Z] PreviousinList ||J| MextinList || Refresh | |Ch Add || ] UpdstemDisplay

7. Click the Save button.
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Group: CHMGTHRI Template PERSMN

*Description: [Change Management HR Classes |

*Email Address ConnectCaroling_training@unc_edu |
* Email text (top half} | Click here to edit tesxt |
LY y - — E‘
M R@ XH@E «» Qb EMEA® = Q
||=umuat v||ant v||Eize '||B I u 5|
= =2 == = B A O
%ou are scheduled {o attend the Adavanced Training for HR. Reps session the date indicated above. A
training manual and laptop will be provided for vou.
* Email text (bottom half)
, = &l
HRB@ XL @« Qly ST @ = Q]
|Num'|al v||ant v||5ize v||B I U 5|
= =2 8 8 2= & & A- B
If you have any questions or concems, please contact ConnectCarolina traiming @unc.edu.
Thank you
Updated on: 08/18/2017 10:33:444M Update by: rebeccia Rebecca Jones

[fsave ||@" Retumto Search |[# Previousinlist ||J] Mextin List |3 Refresh | |Ch Add || Updatemisplay

Result: The system update the email template changes.
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Adding an Email Template to a Course Group

80

Overview
When creating a course group, the system automatically assigns one email template to that
course group. If you need more than one, you can go back into the system after the course

group has been created and add an email template. If you have multiple courses associated
to the course group, having email templates to match each course can be helpful.

Adding an Email Template to a Course

Follow these steps to add an email template to a course group:

1. Choose this menu option:

Main Menu > HR/Payroll Menu> Administer Training > Define Course / Cost Details
> Course Group

2. Click the Add a New Value tab.

Course Group

Enter any information you hawve and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew Value

Search Criteria

Course Group:
Email Template:
Description:

Hinclude History O correct History U case sensitive

Search Clear Easic Search = Save Search Criteria

3. In the Course Group field, enter the existing course group's identifier.
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Course Group

Eind an Existing Walue Add a New Value

Course Group: | CHMGTHR2

Email Template:

4. In the Email Template field, enter the unique email template code you want to
associate with the course group.

Course Group

Find an Existing Value Add a New Value

Gowrse Group: |CHMGTHR2

Email Template|| CCHR2

5. Click the Add button.

Course Group

Find an Existing WValue Add a MNew Value

Course Group: |CHMGTHR3
Email Template: CCHR2
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Course Data Tab

1. Complete the fields:

In this field:

Do the following:

Description

Email Address

Email text (top half)

Email text (bottom half)

Enter a description of the Course Group using a maximum of 50
characters,

Note: This description is used to describe the course group.

Enter the email address the email message will be sent from. This
is the same email address that participants will reply to.

Note: We recommend using a shared mailbox or listserv instead of
a personal email.

Enter any message you want to include in the paticipant's
confirmation of registration email. For example, you can include a
welcome message, course material information, parking
instructions, etc. This message is also included in the class
reminder email as well as the email to the participant when there is
registration movement from the waitlist to enrollment.

Notes:

o Course logistics such as time, date, and location are

automatically included in the email text so there is no
need to add it here.

o Message is limited to 4,000 characters.

Enter information such as point of contact phone numbers and
email addresses should your participants have questions related to
the course. This part of the email is included in every email sent to
participants from the course group.
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*Description: |Cl'mnge Management HR Classes |
*Email Address |¢nnne:=bﬂroli13_hsi‘|i‘|g@unc.edu |
* Email text (top half) -~ | Click here to edit test |
- = Bl
HRB@ X @E «~+ Qb EML= - Q
|Nam‘|al v|ant v|5ize~r|B.I_u‘5'|
= 2 EE £ 2 s A- ) =]
You are now scheduled to attend the ConnectCaroiing Actions for HR Reps session on the date indicated
above. A training maual and laptop will be provided for you.
* Email text (bottom half} g
" W [P . b | = E
M R@ X0 @ «» QB STLe =0
|hlonna] -||ant -||Eize -||B I U 5|
== == 2 E A B ]
If you have any questions, please contact connecicarolina fraining@unc.edu.
Updated on: Update by:
|[F)save || £ Refresh |Es Add || 7] UpdsteDisplay || & Include

2. Click the Save button.
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*Description: (Change Management HR Classes |
*Email Address connectcarclina_trainingi@unc.edu |
= Email test (top half) | Click here to adit tesxt |
— (K]
HRB@E XL E «» Qb ST W= = Q
|Nonnal v||ant v||5ize v||B I U 5|
B == E 2= - & A- AN g
You are now scheduled to attend the ConnectCarolinag Actions for HR Reps session on the date indicated
above. A training maual and laptop will be provided for you.
* Email text (bottom half)
" y b | = 2l
|n|§. XD E &« » QY EEEE"&EH
|h|onnal -||ant -||Eize -||B I U E‘r|
BEERLEEE T Y 2 o
If you have any questions, please contact connecicarolina irainingi@unc.edu.
Updated on: Update by:
|[G)save ||< Refresh |Es Add || 5] UpdateDisplay || & Include

Result: The system adds this template to the course group.
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Adding a Follow-up Email to the Learning Management
System

Overview

The follow-up email is sent to participants that have completed a course session. It allows
you to communicate with your participants through the Learning Management system one
last time. The Follow-up Email first needs to be added to the Learning Management

system, and then can be connected to a course. You can include any information such as
follow-up classes or links to resources

Related Reference: See the chapter on Creating a Course to learn how to connect a Follow-
up Email to a course.

Adding a Follow-up Email to a Course

Follow these steps to add an email template to a course group:
1. Choose this menu option:

Main Menu > HR/Payroll Menu > Administer Training > Define Course / Cost Details
> Follow-up Email

2. Click the Add a New Value tab.

Follow-up Email

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Follow-up Cod e:

[case sensitive

3. In the Follow-up Code field, enter an eight character identifier using numbers or
letters.
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Follow-up Email

Find an Existing Value Add a New Value

Follow-up Code) unvdepis

Add

Note: This field is not course sensitive. The system automatically makes the identifier
all capps.

4. Click the Add button.

Follow-up Email

Find an Existing Value Add a New Value

Follow-up Code: \unvdepis

Add

Result: The system displays the Course Follow-Up Emails page.

5. On the Course Follow-Up Emails page, complete the fields:

In this field: Do the following:

Subject Line Enter a description of the Follow-up Email using a maximum of 50
characters. This line will appear as the subject line in the
recipient's email inbox.

Email text Enter any message you want to include in the course's Follow-up
Email. For example, you can include a link to other courses, or
information on where to get help.

Note:

o Message is limited to 4,000 characters.
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6. Click the Save button.

Course Follow-Up Emails

Follow-up Code: UNVDEPTS

*Subject Line: [Making University Deposits *Status: | Active v
*Email Text | Click here to adit text

-
HE® X0 @B «~ Qt =M@= Q -
|N|:|rmal -||Far|t r||Eiae -||B I U 5-|
== =82 = & & A B B

Thank you for attending the Making University Deposits class. To register for additional fraining, click here.
Remember, if you need help, you can always submit a help ticket or call 962-HELP.

Updated on: Update by:

[Flsave || i* Refresh

|[C+ Add

Result: The Follow-up Email is added to the Learning Management system.
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Date

3/15/2017

Participant

Rebecca Jones

<Editor>

<Training developer>

<Training developer>

Comments

Initial draft
complete, sent
to editor

Initial edits
complete,
returned to
training
developer

Editor
comments
incorporated

SME
comments
incorporated,
sent back to
editor
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<Editor>

<Training developer>

Secondary
edits
complete,
returned to
training
developer

Final changes
complete
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Deleting a Course Group

Overview

A department may need to delete an entire course group for a number of reasons. A course
group can only be deleted when it is not connected to a course.

Deleting a Course Group

Follow these steps to delete a course group:
1. Choose this menu option:

Main Menu > HR/Payroll Menu > Administer Training > Define Course/Cost Details >
Course Group Delete

2. In the list of course groups you have access to, click the check box next to the course
group you want to delete.

Personalize | Find | View All | EY | E First ‘4 1-20f2 '} Last
Course Group Email Template Description
|:| 1 CHMGTHRZ2 PERSN Change Management HR Claszes
O | z CHMGTHRz FPO1 HR{ Payroll Reporting in InfoPorte
Delete Selected
J._.f Save
3. Click the Delete Selected button.
Personalize | Find | View All | EY | L_EI First '4' 1-20f2 ‘b’ Last
Course Group Email Template Description
|:| 1 CHMGTHR2 PERSM Change Management HR Classes
E 2 CHMGTHR32 FPD1 HR/ Payroll Reporting in InfoPorte

Delete Selected

=]
1l Save

Results:
e The course group selected for deletion no longer shows on the screen.

o If the course group is attached to one or more courses, a message pops-up saying
1t cannot be deleted.
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Message

This Course Group is sttached to one or more Courses. Cannot delete. (31000,85)

3. If the course group you selected no longer shows on the screen, Click the Save button.

Personalize | Find | View all | L] B8 First (& 10f1 & Last
Course Group Email Template Description
|:| 1 CHMGTHRZ2 PERSN Change Management HR Classes

ESM
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4 Managing Attendance

In this chapter, you will learn how to:
e Print the training roster

o Update course session enrollment
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Printing the Training Roster

Overview

The training roster is a list of registered participants for a particular training session. The
training roster is used to track attendance for each session. There is a space for each
participant to place their initials next to their name on the list. After class, the instructor
uses the roster to mark class attendance in the system.

The system generates the roster as a report which includes:
o course name and number
« session number
« class date
o facilitator
« number of participants
For each registered participant, the report also includes:
e name
« PID

department

phone number

e email address

Printing the Training Roster

Follow these steps to print a training roster:

1. Choose this menu option:

Main Menu > HR/Payroll Menu > Administer Training > Result Tracking >
NC Learning Management Reports

Result: The system displays the Learning Management Report Menu page.

2. Click the Attendance Sheet (Roll Sheet) link:
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Attendance Sheet {Roll Sheet)

first name.

This report provides an attendance sheet (also known as a roll sheet) for all the enrclled
students in 8 specific course/session. If a student is waitlisted, cancelled, etc, they will
not appear. Only enrclled students appear. The attendance sheet is sorted by last name,

Result: The system displays the LM - page to run Attend Sheet screen.

3. Complete the fields:

o XLS (Excel)

In this field: Do the following:

Course Code Enter, or look up, the course number.

Course Session Nbr Enter, or look up, the session number.

Format Select the type of format you want to print your roster.

Attendance Sheet (Roll Sheet)

+Course: CMHRO1| @y

*Session Nbr: o010 oy

View Results

*Format: FOF il

4. Click View Results.

Attendance Sheet (Roll Sheet)

*Course: CMHRO1 |y

*Session Nbr: 0010 |

View Results

*Format: FOF il

Result: The system displays the roster in a new browser window.
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Updating Course Session Attendance/ Enrollment

Overview

After training has occurred, participants who came to class are given credit for the class in
the system. This two-step process involves identifying who enrolled but did not come to
class, then changing the session's status from active to complete.

Once the course session is marked complete, the status for the enrollees who participated is
updated and their training summary reflects that they completed the course.

Related Reference

More information about enrollment is available under Registering a Participant for a
Course.

More information about modifying a course session is available under Modifying a course
session.

Menu Paths

o Main Menu > HR/Payroll Menu > Administer Training > Student Enrollment >
Enroll Individually

o Main Menu > HR/Payroll Menu > Administer Training > Define Course/Cost
Details > Course Sessions

Updating Course Session Enrollment

Follow these steps to update the course session enrollment:
1. Choose this menu option:

Main Menu > HR/Payroll Menu > Administer Training > Student Enrollment > Enroll
Individually

2. Complete as many fields as necessary to refine your search, or leave all the fields
blank to see a complete list of courses sessions:

In this field: Do the following:

Course Code Enter the unique code assigned to this course. The code has two alpha
and four numeric characters, for example, AA# # # #.

Course Session Nbr Enter the four-digit number assigned to this course session.
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In this field:

Do the following:

Description

Course Start Date:
Training Facility

Session Language

Enter words used in the course's long title.

In MM/DD/YYYY format, enter the session's start date.
Look up, or enter, the training session's location.

Leave this field blank.

3. Click the Search button.

Enroll Individually

Find an Existing Value

= Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all valueg

Course Code: | v}
Course Session Nbr:| begins with W

Description: begins with

Course Start Date: |= b )
Training Facility: begins with Vl a3
Session Language: Q
[case sensitive

Search Chear  Basic Search E Save Search Criteria

Result: The system displays a complete list of course sessions that match the criteria

you specified.

4. Click the link for the couse session whose participants you want to mark as absent.

Search Results

Cnly the first 300 results can be displayed.

Wiew All

Course Code Egrrse Session Diescription Course Start Date Training Facility Training Facility Name
BEZ00D O2ED Customer Service Skills 11252014 ADE Administrative Office E-uil-:irh
BETOOD 0160 Business Wrting Challenges 1170872014 (Blank) 104 Ajrport Drive, 1501-A&%B
BE100D o230 Business Writing Essentials oEv1152014 (Blank) 104 Ajdrport Drive, 1501-A&%B
BEZOOD o270 Customer Service Skills DEev0S2014 (Blank) 104 Ajdrport Drive, 1501-C
BEZOOD 0170 Critical Thinking Skills Dar21/2014 [Elank) 104 Ajrport Drive, 1501-A&B
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Result: The system displays the Enroll Individually page with information about the
class including the minimum and maximum students allowed and the number of
participants registered.

5. Click View All link to see a complete list of registered participants.

Department:

CHVEEEeRY (O  Conversion Department

Attendance Flnd | view all | First B 1 of 5 [M Last
Empl ID- HOOOK, o HHO0 #[=
Empl Record: oQ
*Attendance: $tatus Date: iz |8
Training Reason: | i
Letter Code: CON QU confirmed Date Letter Printed:

|:| Prerequisites Met Grade: I—
Department
Business Unit: UMCCH C,  UNC Chapel Hill

6. For the participants that did not come to class as expected, change their attendance

status.
In this field: Do the following:
Attendance Choose No Show from the list box to indicate that the enrolled
participant did not show up for the scheduled course session.

Empl 1D:

Empl Record:

MO, s

*Attendance:

Letter Code:

Department
Business Unit:

Department:

|:| Population

Training Reason:

[ Save [\ Retun to Search

HOOON,
o[k,
Status Date:
| W
Q Date Letter Printed:
D Prerequisites Met Grade:
UMECCH C,  UNGC Chapel Hil

CNWBS02898 |Q)  cConversion Depariment

Demand from Budget Training

O Catalog Demand ID:

tE PreviousinList | [4E MesdinList | [E] Nofify || Refresh

07/23/2014 |[=]

—
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7. Click the Save button.

Demand from Budget Traiming

O Population O Catalog Demand ID:

@ Save KL RetumntoSesrch || tE Previcusin List |48 Mextin List ||[E] Motify || s Refresh

8. Choose this menu option:

Main Menu > HR/Payroll Menu > Administer Training > Define Course/Cost Details >
Course Sessions

9. Complete the following fields.

In this field: Do the following:

Course Code Enter the unique code assigned to this course. The code has two alpha
and four numeric characters, for example, AA# # # #.

Course Session Nbr Enter the four digit number assigned to this course session.

10. Click the Search button.

Find an Existing Value Add a New Walue

< Search Criteria

Course Code: BE2000 Q
Course Session Hhr: 0za0

Description: m‘

Course Start Date: |= W | H)

Course End Date: | = b i

Session Status: = b | b

[Jcase Sensitive

Search Clear Basic Search E Save Search Criteria

Result: The system displays all a list of course session that match the criteria you
specified.

11. Click the link for the course session that you are updating enrollment for.
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Search Results

Wiew All First J§j] 1or1 i Last
Course Code Course Session Mbr Description Course Start Date Course End Date Session Status

BE2000 0280 Customer Service Skills 07282014 O7r28i20m4 Active |

12. Complete the field:

In this field: Do the following:

Session Status Change the session status from Active to Complete.

Course Session Profile Location, Instructor Equipmennt Exzpense
Course: BE2000 Customer Service Skills Course Status:  Active
Session Number: 0290 School: School Code:
*Secsion Status: Complete m Session Administration
*Start Date: 07/28/2014 |M End pate- 07282014 B CJRescheduled
Start Time: 10:00AM|  Epd Time:  [11:00FM
Duration: 1.0 Duration Unit:
Minimum Nbr of Students:| ! Maximum Nbr of =
Students:
Session Language:
Vendor ID: &
& Save |, Retumn toSearch ||[Z] Motify B Add

13. Click the Save button.

Result: The system updates the enrolled participants' status to complete, and updates
their training summary to reflect their participation in this course.
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5 Manager WorkCenter

In this chapter, managers will learn:

o How to access training records in Manager WorkCenter
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Seeing Training Records in Manager WorkCenter

Overview

All training records dating back to 1991 that have been uploaded to ConnectCarolina are
available to be seen by supervisors who have employees reporting to them currently, either
directly or indirectly. For example, classes taken through the Office of Human Resources
such as Ethics in the WorkPlace, show on the employees training record.

Note:Classes of a personal nature such as Planning for Parental Leave or Let's Talk
TSERS, do not show on the employees training record.

As long as you have someone reporting to you, you are automatically granted access to see
training records.

Accessing Training Records

Follow these steps to access training records in ConnectCarolina:
1. Choose this menu option:

HR/Payroll Menu> Manager WorkCenter

ﬁl HR/Payroll

= Forms
[= Academic Personnel Office

Result: The system displays the UNC Manager WorkCenter page.

2. Click Training Summary.
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Manager WorkCenter o «

Performance Documents

Q

=
[  Performance Documents

Current Documents

View-Only Documents

Performance Management Policy

Performance Management Forms

Performance Management Toolkit

[ _Learning Management

Training Summary

Result: ConnectCarolina opens the Training Summary page. This shows a list of
employees who report to you directly.

3. Click on the name of the employee to see his or her training record.

Training Summary
Select Employee
Michael Trainson
To access an employee's training summary, select employee's name. To find a specific employee, select

Search for Employee. To see an employee's direct reports, select an org chart icon.
Transaction Effective Date:  [08/26/2017 |5

Direct Reports For Michael Trainsan Fersonalize | Find | ) First ‘4 12¢f2 ‘& Last
Name Empl ID Job Title Department
Brian Fine 9999959999 ITManager ITS-EA ikh
Marie Birch 9999999938 BusSysanly WSEE-HRIM

| Search for an employes |

Result: The system displays the employee's training summary.

4. To return to the Select Employee page, click Return to Select Employee.
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Training Summary
Brian Pine
Salect the Internal Traning Course Name to view Details.

Internal Training

Course Name Course 5tart Date Course End Date Status

‘Valuable Presentation Skills 050352017 0sM 02017 Completed
Intro Situational Leadership® 047272017 0412772017 Completed
Managing Projects Successfully 04102017 04112017 Incomplete
Running Effective Meetings 3232017 03232017 Completed
Conflict Mgmnt - Skills 03032017 03/08/2017 Completed
Effective Decision kMaking 02222017 02rz2r2017 Completed
Managing Interactions 042852015 D4r2e2015 Completed
Coaching Skills 101 0212015 03725/2015 Completed
SPA Orientation 0472172008 0472172009 EE Cancel

Other Professional Training

Course Name Course Start Date Course End Date Status Facility! School

Return to Select Employes

Go To: Manager Self Service

Leaming and Developrment

Enroll this employee in an intemal training course

Seeing Training Records of Employees who Report to You
Indirectly

If your direct employee has an icon on the same row as his or her name, that means he or
she has at least employee who reports to them.

1. On the Training Summary Direct Reports page, click the View Employee's Direct
Reports icon on the same row as the employee who reports to you directly.
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Training Summary
Select Employee
Iichael Trainson
To access an employee's training summary, select employee's name. To find a specific employee, select

Search for Employee. To see an employee's direct reports, select an org chart icon.
Transaction Effective Date:  [06/28/2017 |

Direct Reports For Michael Trainson Personslize | Find | 2 First ‘4 12of2 ‘& Last
Namea Empl ID Job Title Department
Brian Fine 999999999 ITManager ITS-EA ith
Marie Birch 9999999938 BusSysanly WSEE-HRIM

Search for an employese

Result: The system displays employees who report to the employee you chose.

2. Click the name of the employee to view their training record.

Training Summary

Select Employee

To access an employee's training summary, select employes's name. To find a specific employee, select Search
for Employes. To see an employee's direct reports, select am org chart icon.

Direct Reports For Brian Pine Personalize | Find | Lkl First ‘4 170f7 ‘&' Last
Name %plu}ree D Job Title Department

Janna Lonog I BEEEREEED Applanky ITS-EA

Lamar Poplar SEEEEEEEE ApplSpoist ITS-EA

Marc Apple BEBEBERET Applanky ITS-EA

Result: The system displays the employee's training summary.

Downloading Training Reports

Downloading a training report allows you to enter a date range, and shows you the training
reports of your direct and indirect employees at the same time.

1. On the UNC Manager WorkCenter page, click UNC Learning Mgmt Reports.
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Manager WorkCenter
Performance Documents

Performance Documents
Current Documents
View-Only Documents
Performance Managemeant Policy
Performance Management Forms
Performance Management Toolkit

Learning Management
Training Summary
| UNC Leaming Mgmt Reports |

L #]
o

Result: The system displays a list of Learning Management Reports.

2. Click the name of the report you want to run.

Value

Description

Course Activity Report Summary

Employee Training Detail Report

This report shows the names of courses, instructors
names, and enrollment status for a selected date range.
This report does not show employee names or
identification numbers (PIDs).

This reports shows detailed training summaries of all
employees that report to you directly or indirectly within
a selected date range. Each employee's name and PID
show on this report along with the course name,
attendance status, and course dates.

Course Activity Report Summary!

excluded.

Learning Management Reports - Manager

Thiz report shows coursesfzessions and enrollee status for a period of time (prompts). |t
includes: total enrclled and the number who: attended, incompletes, cancelled, no shows,
and waitlisted. Also, lists the instructor(s).

|Em|:n|cn:.lee Training Detail Report |
I s report shows you all the traiming for the prompted time frame. The report includes

any employee you have access to see; however, any confidentialfprivate courses are

3. Enter the date range you want
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NC_HC_LM_TRN_EMPS_SUMMARY_MGR - Summary of Emp Training - MGR

Begin Date: |06/28/2018 |
06/20/2017 ([
View Results

End date:

4. Click on your preferred way to download the training report.

Result: The system displays the training report for your direct and indirect employees.

|| Download results in :  Excel SpreadSheet C5V Text File XML File |{5 ki)

Wiew All
Dept IO Descr 11 Course Descr
1 260108 YWSEE-HR Information Mgmt BaRBEEEET BE2000 Customer Service Skills
2 260108 YWSEE-HR Information Mgmt 993333995 1C0300 Conflict Mgmnt - Skills
3 803000 ITS - EA-Connect Carclina 358585589 10300 Conflict Mgmnt - Skills
4 803000 ITS - EA-Connect Carclina 999399939 BE3Q0D Running Effective Meetings
L] 803000 ITS - EA-Connect Carclina a88305880 SM5GE00 Intro Situational Leadership®
] 803000 ITS - EA-Connect Carolina TITTTTiTs 121300 Valuable Presentation Skills
First 1-13 of 13 Last
Session Mbr Start Date End Date Attendance Name
0230 0212312017 02232017 Completed Marc Apple
0280 030872017 02/08/2017 Session Waitlist Marie Birch
0z80 03082017 03/08/2017 Completed JannalLong
0320 0372372017 03232017 Completed Brian Pine
0110 042772017 042712017 Completed Lamar Poplar
0420 05032017 05M10/2017 Completed Max Redwood

Note: Your downloaded results go to different places on your computer screen depending on
which internet browser you are using. For example, if you are using Firefox Mozilla, your
report goes to an arrow icon on the top right of your browser. If you are using Internet
Explorer, a series of prompts show up on the bottom of your browser leading you to your
report.
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6 Uploading Training Records

In this chapter, you will learn how to:

o Upload training records into the ConnectCarolina learning management system.

111



6 Uploading Training Records

Uploading Training Records

If you have training offered outside of ConnectCarolina, the upload process lets you get
those training records into ConnectCarolina. The advantage of the training being uploaded
is that employees can see the training they’ve taken at the Office of Human Resources and
any other training that is uploaded into or managed in ConnectCarolina all in one place.
Supervisors can also see all the training their employees have taken, which can be helpful
at performance review time. So far, only training for the Office of Human Resources and a
few other types of training are in ConnectCarolina, but the list growing.

Ways to Upload

There are three ways to get training records into ConnectCarolina:

o If you only have a few records to upload, you can go directly into the system and
enter them manually. Refer to the Registering a Participant for a Course section
for details on how to do this.

o If you have more than a few records to upload, the most common way is to export
training records from your training management system and then copy and paste
the records into the template that the ConnectCarolina team gives you. This is
the method that is covered in this section.

o If you have a high volume of training records that need to be uploaded, another
option is to have the process automated. If you think you might have this need,
create a help request at help.unc.edu. The ConnectCarolina team will contact you
to explain the process and to help to determine if automation is feasible with your
training management system.

Map of the Upload Process

The process you follow to upload training records in ConnectCarolina is:
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Create a session in
ConnectCaroling

Receive an email on
the outcome of the

Copy the training
records into the

template upload

Save the template as
an Excel Workbook
and then as a C5V
{Comma delimited)

file

Upload the C5V file to
ConnectCarolina

The training records
are available in
ConnectCarolina

Correct the errors
listed in the email and
repeat the upload
process until it's
successful

About the Template

When you’re uploading training records into ConnectCarolina, you have to use the template
that is given to you. When you open the template, it may look like an ordinary Excel
spreadsheet, but there are hidden columns and formatting that are important to getting the
records into the system correctly. If you use your own spreadsheet, the upload won’t be
successful. Be sure not to rearrange columns or make any other changes to the template.

The template includes the following columns:

In this column: Enter the following information:

EMPLID Enter the employee's nine-digit PID. The PID must belong to a current
earteed) or past UNC employee. Training records for affilliates (such as a
University Temporary Services employee), a hospital employee, or
contractor cannot be uploaded.

NAME Enter the employee's first and last name. This is not a required field,
(Optional) but it is helpful to have when troubleshooting an upload error.

COURSE START DT [The date entered must be valid and in the MM/DD/YYYY format. If you
need to upload training enrollment (for example, future-dated training
records), the attendance column needs to contain E for "enrolled" for
each future-dated row. After the class has taken place, be sure to go
into the system to mark their attendance, or you can upload a new file
with their attendance information.

(Required)
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In this column:

Enter the following information:

COURSE CODE
(Required)

SESSION Number

(Optional )

COURSE TITLE
(Optional)

COURSE END DT

(Optional/Required)

ATTENDANCE
(Optional)

WAIT DT

(Optional)

COURSE GRADE
(Optional)

Enter the course's code as it exists in ConnectCarolina (for example,
HRO0100).

Enter the course's four-digit session number as it exists in
ConnectCarolina. The system uses the existing session number if it
matches the course's start and end date. If there is no session number
to match to, the system assigns it another session number. It does this
in increments of ten. For example, if the existing session number is
0010, the system assigns the next session as 0020.

Enter the course's title as it appears in ConnectCarolina. This is not a
required field, but it is helpful to have when troubleshooting upload
errors.

This date must be a valid date entered in the MM/DD/YYYY format and
must be the same date or a later date than the date in the COURSE
START DT column.

If the course is a multi-day course, this column becomes required.

If you leave this column blank, the system automatically fills in a C for
"completed" when the training record is uploaded.

All valid entries are:

C (completed), D (employee cancelled), E (enrolled), I (incomplete), L
(department cancelled), N (no show), S (session waitlist)

If the participant tried to register for a class but was waitlisted, you can
enter the date they were waitlisted. If you enter a date, it must be
greater than 01/01/1960.

Enter A,B,C,D,E,F, or if the class is pass/fail, enter FL (fail), or P
(pass).

Tips for a Successful Upload
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o The system can only upload 1,000 entries at a time (that is, you can only have

1,000 rows in a single upload).

o Uploaded PIDs must belong to current or past UNC employees or contingent

workers (for example, an unpaid adjunct professor).

o There must be at least one existing session for the course you want to upload. The

system automatically creates additional sessions as needed.
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o If you need to correct errors, be sure to always correct them in the Excel
Workbook file, not the CSV file.

It's Very Important to Double Check Your Files Before You
Upload

Keep in mind that the larger your upload file becomes, the more important it is to double
check that the information is correct before it's uploaded. As we mentioned earlier, you can
upload up to 1,000 entries in a single upload, but if you are new to using this tool, it's
recommended that you only upload 100 entries at a time. It's easier to troubleshoot errors
on an upload with 100 entries vs. 1,000.

o If you have a successful upload but find that your information is incorrect (such
as the course start date), you need to go into ConnectCarolina and make the
changes directly in the system.

Example:

Let's say you've successfully uploaded a training record that said all of the
participants completed class on a Tuesday but then you realize that participant Sally
Smith actually completed it on Wednesday. When you change the date for Sally on your
spreadsheet and re-upload the file, the system recognizes and accepts the new course
date, but the system also still holds onto the old information. In other words, in
ConnectCarolina it now looks like Sally has completed two courses, one on a Tuesday
and one on a Wednesday. To correct this, you would go directly into the system and
remove Sally from the Tuesday class manually.

It's important to remember that uploading files puts information into the system, but
1t doesn't make corrections. You need to go directly into the system to make any
corrections.

« If you upload the same file twice, the system recognizes it as a duplicate file and
nothing changes in the system. The email notification says "Upload Process
Duplicate File".

o If you upload a file with the same name as an existing file, but some of the
information is different, the different information gets uploaded into the system,
and the rest remains the same.

o If you upload a file that has a different file name but the same information as a
previously uploaded file, everything remains the same in the system and the
email notification says "Upload Process Duplicate File".
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Where to find the Upload Template

ccinfo.unc.edu > HR & Payroll tab > Working with Training Records > Managing Training
> Download the Template

Uploading Training Records

Follow these steps to upload training:

1. Get the upload template from ccinfo.unc.edu.
2. Copy your training records into the template.
3. Double check that all your records look correct prior to uploading.

4. Save the template as an Excel Workbook, and then save again as a CSV (Comma
delimited) file.

5. In ConnectCarolina, choose this menu option:

Main Menu > HR/Payroll Menu > Administer Training > Upload Training Documents

Result: The system displays the Upload Training Documents page with your user ID
and PID automatically filled in.

Upload Training Documents

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria
Usar ID: trslir'1_r
Empl ID 730216467

Mame begins with

Attached File: |begins with

Date Attached: = =y

[lcase Sensitive

Search Clesr |Basic Search |¥ Save Search Criteria

Note: If you have already uploaded a training record (even just one time), press Enter
and skip to step 8.
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6. Click Add a New Value.

Upload Training Documents

Enter any information you have and click Search. Leave fields blank for a list of sll values.

Find an Existing Value Add a New Value

Search Criteria

Uzer ID: train17
Empl ID: 730216467
Neme:

Attached File:

Date Attached: |= [29)

!I

D Case Sensitive

Search Clesr | Basic Search |2 Save Search Criteriz

7. Click Add.

Upload Training Documents

Find an Existing Value Add a New Value

User ID: TrainiT
Empl 1D: TI0216467

Result: The system displays the Upload Learning Management Files page.

8. If you are uploading a file for the first time, click the paper clip icon. If you already
have an existing file, click the plus button to add a new row, then the paper clip
icon.

Files Personalize | Find | View All | L7|| E‘ First ‘4 1of1 "}/ Last
Attached File Add |Submitted by Date

o

1 & (%]

9. Click Browse and select the CSV file you want to upload.
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g Training Records
File Attachment
Help
i Browse.
T . ——————
10. Click Upload.
File Attachment
Help
Erowse.

‘C:\Usersitrain 17 Deskio ph2 test upload.csv

Upload Cancel

Result: The system displays a message saying the upload was either succesful or
failed. You also receive an email letting you know whether the upload failed or was

successful.

11. Do

one of the following:

o If your upload was successful, click Save.

Onyen traini7

Files

1

[Gl5ave

Mame Trevor Train

Attached File

LMS_TEMPLATE_20170828_train17 _2017-10-
31103751 .cav

Empl ID 730216457

Personalize | Find | Wiew All | (E]) | EI

View g
Attachment Delete  Submitted by
train17

First ‘&' 10of1 "} Last

Date

107312017 10:43:4280 [ +]

Result: Your training records are in ConnectCarolina.

o If your upload was not successful, follow these steps:
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a. Review the errors in the email you received.

b. Correct the errors in the Excel workbook (not the CSV file).
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c. Save the Excel file as a new CSV file and repeat steps 8 through 11 until you
have a successful upload.
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