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Job Aid: Navigation

Purpose

The purpose of this job aid is to guide users through the step-by-step process of navigating and
identifying areas of the LearningLink user interface, and identifying some commonly used navigation
icons.

Task A
Identify Areas of the User Interface }

Task B

Navigation Tips }

Task C

How to Access Tasks/ZActions in
LearningLink
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Task A. ldentify Areas of the User Interface

7 (|

Welcome Theresa DAmico | §g Check System | Sign Qut

e

Home Organization

oesators = I Theresa A D'Amico
Sales Associate
Maorth dmerica Steel Sales

‘four Talent Profile is Incomplete

Search To Do list... - Show: | Everything v | E_J asy Links
Overdue
3 dayz overdue := Improving Your Sales Performance
Must be registered
2 days overdue ; Developing Your Full Sales Potential
Must be registered
Due within a month

Dec/1/2010 L@ public Speaking for Managers

ﬁmrm’u Completed Work = \
Must be registered
B Overdue (0) e
P i ) 3t ted in H
Dec/472010 & Building Relationships for Continuing Success ' Due in 30 days (2) m ! e“::::;]; :a:s_m ©
Must be registered BpDusLateg (1) ]
Dec/15/2010 := Delivering High-lmpact Sales Presentations f-——\
Competencies bod Goals >
Must be registered 93% of requirements met 1 Complete (0%a)
Due later . In Progress (D%o)
— W Echind (0%a)
Dec/1a/2010 g Expanding Your Customer Base i
Mhust be registered Career Path >\  Communities >
“& Moving from Product Selling to Solution Selling Target & Future Job See what's happening in the
Fi
Must be registered oo orams
Mow 1872011 Lg
\ @ Management Policies and Procedures = \ J k JJ/
N

~— —

Top Menu: Use the Home, My Employees, and Organization menu options in the top menu to
navigate within LearningLink.

Note: The My Employees and Organization main menu headings may not display depending on your
LearningLink licenses or user role.

Delegators: Contains all of the users who have identified you as a delegate (if applicable)
User Card: Select the user name to navigate to the user’s Profile screen.
Alerts: Indicates that the user must take action on something.

To-Do List: The Home page contains a To-Do List as a consolidated view of tasks requiring
action. All tasks are in one place. Use the filter option to limit the list, for example, to
show learning only, a list of current registrations, or assessments that are due, etc.

Catalog: Enter keywords in the textbox to perform a quick search for related items in your
catalog.

Easy Links: The Home page contains a panel with Easy Links, which support easy navigation.
Users can access a link to locate and perform their activities. Users can configure some links
to be hidden by using the wrench icon in the corner of the Easy Links panel. The user must
show at least one link.

Status Pods: The Home page contains a Status Pods panel, which is a way for users to view a
snapshot of progress on learning and performance activities.
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Task B.  Navigation Tips

Hover over an entry to To-Do List Catalog |

reveal a pop-up that | Search Ta Do fst.. Show: | Everything | CEUN Easy Links

shows additional Overdue B R O N

information and available 16 days everdue 4@l tmpro , \

actions. 15 days overdue (@ :Mb. Dmarioay _i'f’i‘_“ff‘_‘_‘_“f‘_'“_'f___‘
fust be re; Course RET-SAL 0 view petails

Learn the techniques needed to perform tasks relevant to
wour position, This course covers the essential information
Dec/ /2010 Ld public Spe you must have in order to complete your objectives.

v More

Due within a week

diust be re;
i ‘fou are NOT REGISTERED
Dec/4/2010 4F Building R
There are NO SCHEDULED SESSIONS for this course,

Enrolled / | Request Schedule for this item.

Due within a month Instructor-Led Item

Must be registered
Dec/10/2010 S Plateau St O A .

In progress{_

Use the top menu and the || jtem Details
Back link to navigate

throughout LearningLink. — Back

Improving Your Sales Performance

¥ [tem Summary

Course RET-5AL

Sorting Data in Tables

When LearningLink displays data in tables, you can sort some columns in ascending or
descending order.
The Completed Work table (below) is sorted by the Completion Date (indicated by the sort

order arrow). The *4 icon indicates the column is sorted in ascending order. To change the
sort order to descending, select the Completion Date column header. The arrow changes to

1¥ and re-sorts the table contents.

Completed Work
Competency History

Show Completions: | All v |
Type Title Status Completion Date *
| all v | | Al v | -
Learning Developing Customer Satisfaction Surveys Attended Event or Activity Mow/ 22,2010 11:15 Ad
Learning Gaining Allies, Creating Change Attended Event ar Activity Mow 2272010 1114 B4
Learning Insights 2010 Waw /22,2010 1110 A8
Learning Management Policies and Procedures Attended Event or Activity Mow/ 18,2010 12:15 PM
Learning Review of Grammar and Writing Passed Course Mo F 17,2010 12:14 PM
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Filtering Data

Filtering data prevents rows from displaying in a table or list. This is useful if the page
contains a large amount of data and you are interested in only specific information.
Filtering options vary depending on the page.

For example, the To-Do List below can be filtered to show only All Learning, Registrations,
Online Courses, etc. Also, using the “type ahead” search box, you can filter your current

view.
lo-Do List
| Search To Do list... .-_,I Show: | Everything v | m
Overdue Everything [:% a
115 Sy @rievelus — Improving Your Sales Perf All Learning
Regiztrationz

Mzt be registered
online Courzes

15 daws overdue & I Y 1l Sale
@ Developing Your Full Sale External Requests

Mzt be registered
Course Evaluations

Due within a week
bzzeszments

Dec/1/2010 _ Public Speaking for Manal  porformance Reviens

Must be registered Compensation

Dec/4/2010 _ Building Relationships for Continuing Success

Enrolled § In zeszion

Another example of filtering is on the Completed Work page, which can be: filtered by type
by selecting from the Type column drop-down list; filtered by title by using the ‘type
ahead’ text entry box; filtered by status by selecting from the Status column drop-down
menu; or filtered by completion date by using the Show Completions drop-down options to
show only completions after, before, or between selected dates.

Completed Work
Competency History
Show Completions: |M—v|
Type Title Status Completion Date *

AL e I v | .
Learning Developing Customer Satisfaction Surveys Attended Event or Activity Mow/ 22,2010 11:15 Ad
Learning Gaining Allies, Creating Change Attended Event ar Activity Mow 2272010 1114 B4
Learning Insights 2010 Waw /22,2010 1110 A8
Learning Management Policies and Procedures Attended Event or Activity Mow/ 18,2010 12:15 PM
Learning Review of Grammar and Writing Passed Course Mo F 17,2010 12:14 PM
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Task C.

How to Access Tasks/Actions in LearningLink

Task/Action

Access/edit talent profile

View/update approvals for
others

Run reports

Change regional preferences,
edit password or PIN, select
learning notifications settings,
assign delegate

Access and search communities

How to access in 6.3
Home > User Card (top of screen) > select the name

Home > Alert message
_or_

Home > Easy Links > Approvals

Home > Easy Links > Reports

Home > Easy Links > Options and Settings

Home > Status pod > Communities

Notes
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