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Job Aid: Managing Subordinates’ To-Do Lists

Purpose

The purpose of this job aid is to guide supervisor users through the step-by-step process of managing
subordinates’ To-Do Lists within LearningLink.

Task A

View a Subordinate’s To-Do List

3 Steps
.

Task B v

Assign Items to a Subordinate’s To-Do
List — 16 Steps

1
| 1
|
1

Task C v

Remove Items from a Subordinate’s To-
Do List — 17 Steps

&

Task D L 4

Record Item Completion for a Subordinate
18 Steps

&

Task A. View a Subordinate’s To-Do List

From the Home page,

a Welcome Diana Daly | 4@ Check System | Sign Out

I/\ us n-m»-:ma.w
@' LearningLink
— My Employees Organization

select the My Employees
tab.

Diana M Daly
Director of Steel Sales Horth America
Morth Ameri

Vaur Talerk Profile it Incamplete

ica Steel Sales
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Use the employee tree to
view the To-Do List of
direct and indirect
reports.

My Employees Organization

Employees @ Help

Theresa & Dlémico Theresa A D'Amica L Catalog ~

u ﬁi @ Record Learning

“Supervisor Links ¢

Donna 1 Deats

-
To-Dos Overdue 2] & Manage Alternate Supervisors =
@ Hover over an employee (3 )

card to perform the
available actions without
loading the user's To-Do .
List. st be resitered

Deci4/2010 (@ Building Relationships for Continuing Success

e When you SE‘|ECt an Enralled / In session Status: Theresa A ...

Due within a month Curricula >

employee card, that Decl 0010 M plateasStudent Acces overview S

Due in 30 days (3)

user's To-Do List is I I progres S

Dec/15/2010  # Company Procedurss and Policies

d isp I ayed - Azilable Completed Work 5>

“& Defivering High-lmpact Sales Presentations E————
Enralled the last 30 days.

Dec/18/2010 [ Expanding Your Customer Base

& curricula Incomple. .. il Repores

L] Esternal Requests

al
£ Profile

/" Options & Setings

st be registered Competencies »

‘@ Moving from Preduct Selling to Solution Selling e e et

Hhust be registered P

Deci23/2010 &g Microsoft Access 2000

Note: You may customize the view by filtering the To-Do List to show
Learning only, Registrations, etc.

Task B.  Assign Items to a Subordinate’s To-Do List

o From the Home page, “L;ow;;-ltné’ijrm o Welcome Diana Daly | 4§ Check Systsm | Sign Out
select the My Employees
tab.

Home My Employees Organization Admin

Diana M Daly

Director of Steel Sales Horth America

four Talent Profile is Tncomplete

Morth America Steel Sales

9 Select the ASSign “L;OW:“'“"T-“ Welcame Diana Daly | i Check System | Sign Out
. . mingLink
Learning easy link. Home

Employees

My Employees Organization Admin

Theresa A D'Amico: To-Do List
[ search To Do bst... Q) show:| Everythine ~| EE)
™

Overdue

Theresa 4 D'amico
&

Dionna J Deats
Ay 16 days overdue L@ Improving Your Sales Performance

fhust be registered

15 days overdue L@ Developing Your Full Sales Potential

fhust be registered

n Chart

Due within a week

Dec/ 172010 L@ public Speaking for Managers

Mhust be registered

Dec/4/2010 (& Building Relationships for Continuing Success

Enrolled / I session Status: Theresa A ...
Due within a menth (Curricula )
Dec/10/2010 M Plateau Student Access Overview BpDrerdeel(0)
| Due in 30 days (3)
‘l n progress ’ W DueLater (1)
Dc/15/2010 M Company Procedures and Policies \ v




L5, DEPARTMENT OF LABOR

LearningLink

LearningLink
User Job Aid
Managing Learning Activities - Supervisor

Select the Add Items and
Curricula radio button.

Select Next.

Manage Learning Activities & Help

Select Management Action

This menu option is available to supervisors. It provides features to manage the learning Activities of your subordinates. The Learning Activities wizard is used to add

itemns and remove items, and assign curriculum to your subordinates.
oéxt

Select Management Action

@ Add ltems and Curricula ¢ Remove Items

Remove Items option will not remeve items assigned to a user through a curriculum or by an administrator.

Check the Select
checkbox next to the
corresponding
subordinate(s) to assign
an item.

Note: If a user has
subordinates, you can select
the Include Subordinates

checkbox to assign the item to
those users as well.

Select Add Checked.

Review the list of
selected users.

Select Next.

Manage Learning Activities

— Select Users

Select Users
User Name
DAmico, Theresa A

Deats, Donna J

List of Selected Users e

User Name
DAmico, Theresa A

Deats, Donna J

& Help

Previous | Next
Add Checked
Select All / Deselect All

Select User Include Subordinates

r
-

Select All / Deselect All

Select All / Deselect All

Remove
r
r

Select All / Deselect All

Remove Checked

Search for the item(s) to
add.

Enter keywords in the
Keywords text field.

Select Search.

Manage Learning Activities

Search for Items and Curriculum

Enter keywords to select items.
Keywords: safsty

There are no items andior curricula selected

¥ Blended W Other (Select one or more)

¥ curricula ™ Instructor-Led W Online

& Help
— Search for Items and Curriculum

Previous

¥ Exact Phrase

@ ==

Add items by checking
the corresponding Add
checkboxes.

Select Add Checked.

Search Results
— Refine Search
Keywords: Safety
ExactPhrase: Yes

Search Results

Title

Chemical Transportation Safety and Responsible Care

Compiling Process Safety Information
DHS_TSA_Safety

Effective Delegation Skills Simulation
Fire Safety

Food Safety Training

GMP Basics

GMP for People Working in Mon-GMP Environments

Highway-Rail Crossing Safety
Material Safety Data Sheets
Medical

& Help

Add Checked @
Select All / Deselect Al

b
&
a

BPBPWWWWU?W'@WQF-‘g

aaaanaadaann
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Edlt the ASSIgnment Type Manage Learning Activities @ Help
. - — Ssarch for Items and Curriculum — Edit Information
and Assign Date as
needed Search for Items and Curriculum @
Enter keywords to select items.
Keywords: safety ¥ Exact Phrase
SeIeCt NeXt ¥ Curricula ¥ Instructor-Led ¥ Online W Blended M Other (Selectone or more)
Search
Select All / Desslsct Al
Edit Information @
Title Type Assignment Type Assien Date Remove
Fire Safety a REQ Select Dec [é] r
Effective Delsgation Skills Simulation a Req Select Dec [} r
Select All / Deselect Al
Remove Checked
Select Fi n iSh . Manage Learning Activities © Help
- - - — Edit Required Dates @
Previous | Finish
Edit Required Dates for Users
User
Damice, Theresa A
Deats, Donna J
Edit Required Dates
Title Type Assienment Typs  Assian Date Requirsd Date (MH/d/yyyy |
Fire Safety & reg Dec/1/2010 Dec/31/2010 [}
Effective Delegation Skills Simulation & RrEQ Dec/1/2010 Dec [
A Status message displays Manage Learning Activities @ Help
N N ) - - - - — Success
indicating successful
assignment. (16 ]
Status:
Select Start Over to add
additional items or
curricula to the selected
subordinates.
. 5 .
Task C. Remove Items from a Subordinate’s To-Do List
Welcome Diana Daly | 4§ Check Systsm | Sign Out

From the Home page,
select the My Employees
tab.

@ icingink

Diana M Daly
Director of Steel Sales Horth America
Morth America Stesl Sales

My Employees.

Organization Admin

Your Talert Profle is Incamplete
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g Select the ASSig n @ [\e;:;-i;éﬂi-m Welcome Diana Daly | 4g Check System | Sign Out
Learn i n g easy I i n k . - Home Organization Admin

Employees

Theresa A D'Amico: To-Do List

Theresa & D'Amico ‘

& Search To Do fist... L/ Show:| Everything v | [EE
™

Donna 1 Deats Overdue

Ay 16 days owerdus k@ Improving Your Sales Performance

Jhust be registered
15 days awerdus k@ Developing Your Full Sales Potential
Jhust be registered
Due within a week

Deci 172010 4 Public Speaking for Managers

Jhust be registered

Dec/4/2010 & Building Relationships for Continuing Success

Enrolled / In session . Status: Theresa A ...
Due within a month Curricula o
Dec/10/2010 M Plateau Student Access Overview N Overdue (0)
Due in 30 days (3)
In progress J

Due Later (1)
Deo/15/2010 M Company Procedures and Policies

Hailable Completed Work b

%@ Delivering High-lmpact Sales Presentations S ————

Enrolled the last 30 days.

LA

Dec/18/2010 | Expanding Your Customer Base

e Select the Remove Items Manage Learning Activities @ Help

Select Management Action

rad I 0 b UttO n - This menu option is available to supervisors. It provides features to manage the learning Activities of your subordinates. The Learning Activities ‘Mzaruto add

items and remove items, and assign curriculum to your subordinates.

@ | select Next. -
ele anagemen ion

€ Add Items and Curricula ' Remove Items

Note: The Remove Items option will not remove items assigned to a user through a curriculum or by an administrator.

Note: The Remove Items option will not remove items assigned to a user
through a curriculum or by an administrator.

Check the Select User Ty ————
checkbox next to the
corresponding Ql =
subordinate to remove an Select Users

item from his or her To-

DiAmica, Theresa A r

Do List. o
Select Add Checked. e ' '

Select All / Deselect All

ReVieW the IiSt Of List of Selected Users
selected users. User Name Remore

Deats, Donna J r
Se|eCt NeXt e Select All / Desslect Al

Remove Checked

Search for the Item(s) to Manage Learning Activities @ Help

— — Select ltems for Removal

remove. Enter keywords
in the KeyWO rdS text Select Items for Removal

fi e I d . E:‘t’i:fm:z:j selectitemns. N

¥ Instructor-led ¥ Online [ Blended W Other (Select one or more)

Select Search. @

There are no items selected
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Select the items to
remove by checking the
corresponding Add
checkboxes.

Select Add Checked.

Search Results

— Refine Search
Keywords: Safety

Exact Phrase: Yes

Search Results

Title

Chemical Transportation Safety and Responsible Cars

Compiling Process Safsty Information
DHS_TSA Safety

Effective Delegation Skills Simulation
Fire Safety

Food Safety Training

GMP Basics

GMP for People Working in Mon-GMP Environments.

Highway-Rail Crossing Safety
Material Safety Data Shests
Medical

MaonthlySafsty Briefing

© Help

@ Add Checked

Select All / Deselect All

Type  Add

6262 82 82 82 82 82 62 62 D D B
i Ee K K K Ein Em BN K R i |

Review the item(s)
selected to be removed.

Select Next.

Manage Learning Activities

Select Items for Removal

Enter keywords to select items
Keywords: [sarety

— Select Items for Removal

¥ ExactPhrase

W Instructor-led W Ontine W Blended ¥ Other (Select one or more)

Items

Item Type

Fire Safety @

Assignment Type Assien Dats

REQ Dec/1/2010

& Help
Previous | | Next

Search

Select All / Deselect All

Remove
r
Select All / Deselect All

Remove Checked

@ 0

Review user and item
selections.

Select Finish.

Manage Learning Activities

Remove Item Confirmation

— Remove Item Confirmation

© Help

Previous  Finish @

A status message appears
indicating successful
removal of the item(s).

Select Start Over... to
remove additional items
from the selected
subordinates’ learning
plans.

User

Deats, Donna J @

Items

Item Type
Fire Safety a
Manage Learning Activities @ Help

Success

Status:

- — Success

Start Over... G
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Task D.

Record Item Completion for a Subordinate

From the Home page,

select the My Employees

tab.

@ Loringink

Diana M Daly
Director of Steel Sales Horth America

North America Steel Sales

My Employees

Organization

Your Talert Profle is Incamplete

‘Welcome Diana Daly

Admin

 Check System | Sien Out

Hover over an employee
in the employee tree.

Navigate to and select
the Record Learning
link.

@ Loringink

Employees

My Employees

Organization

Theresa A D'Amico, Theresa AD'Amico

L A
Donna 1 Deats To-Dos Owerdue (2]

& Curricula Incomple...

@ Record Learning
& Manage Alternate Supervisors
] Reports

L_| External Requests

& Profile

/" Options & Settings

Welcome Diana Daly

Admin

& Check System | Sign Out |4

Must be registered

Enralled f In session

Dec/4/2010 | Building Relationships for Continuing Success

Less &

Status: Theresa A ...

e Enter keyWOI’d(S) tO Theresa A D'Amico L
- Sales Associate
search for an item. North America Stee aes
e SeIeCt NeXt' Record Learning @ Help
. Select Event Type — Search Hs
Note: Results will depend on B -
revious | Mext
catalog access. careh
Enter Keywords to search for an ltem. o
Keywords: Emergency| ™ Exact Phrase
¥ Instructor-Led W Online [ Blended [ Other (Selectone or more)
@ sclect the radio button Theresa A D'Amico »
. Sales Associate
for‘ the |tem to be North America Steel Sales
recorded.
Record Learning @ Help
Select Event Type — Search ltem — Select ltem
@  sclect Next. —
Exact Phrase: No
= e
Select
Title Revision Date Select
Assessment of Ear Emergencies Jan/21/2004 [
Emergency Driving Apr/7/2006 @
Emergency Driving Apr/T/2006 fal
Selected Emergency Ear Conditions Jan/21/2004 o
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Enter learning event Theresa A D'Amico x
information. North America Steel Sales

Select an instructor.

Record Learning @ Help =

Select a completion Emersency Drving

OMLINE EHS-301
Status . Revision: Apr/7/2006 04:25 PM EST

Item Description:

Enter/change the
. . Enter Learning Event Information @
learning completion date. | i iinee
Instructor ID: Select
Enter/change the Instructor tame: 6
Iea‘rnlng Completlon tlme' * Completion Status: [ OL-PASS (Online Course Passed) - For Credit v | e p

Enter Learning Event Information

Select the time zone

from the drop-down @ (11)
menu. e i

Select Next.

Enter comments in the Theresa A D'Amico x

Sales Associate

teXt bOX y if appl icable . North America Steel Sales

Se I eCt NeXt . Record Learning @ Help

Edit User Event Information

Previous | Next
Edit User Event Information
User: 'Amico, Theresa A

Verify the information. Theresa A D'Amico x

Sales Associate
North America Steel Sales

09

Select Finish.

Note: If an E-Signature is Record Learning @ty =]
required to record the event, S Record Learning
the E-Signature page displays. ONLINE EHS-301
Enter your user name and E- e e MR
Signature PIN in the v [
corresponding text boxes. Record Leaming @
SeIeCt Conflrm N I(;‘:::;:’;n Date: Dec/1/2010 02:19 PM EST

Total Hours:

Credit Hours:

Contact Hours:

CPE:
Record Learning

User Grade Status Comments Cost Name Amount
DAmico, OL-PASS
Theresa A i
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A status message displays Theresa A D'Amico @ x
indicating the learning North Amrien St Sl
event has been
successfully recorded. fecondeaming —
@ When you are finished -
recording learning for a '
subordinate’s record,
close the dialog window 7 Fle Aachnents (0

by selecting the close
button (X) to return to
your own session.
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