LS. DEPARTMENT OF LABOR LearningLink

I.eurningLink User Job Aid

View User Records

Job Aid: View Completed Work and Print Certificate

Purpose

The purpose of this job aid is to guide users through the step-by-step process of viewing their records.
Each task demonstrates viewing of different records.

Task A
View To-Do List (filter, view) J

7 Steps

Task B v

View Completed Work and Print 1

L Certificate 8 Steps

Task C v

View Curriculum Status and Details }

6 Steps

Task A. View To-Do List

Q Enter the web address e e o ' ‘ STOY o

(URL) of the user —
application into your
browser Address field and S B
press the Enter key.

@ Enter your user ID in the
User ID textbox.

Enter your password in
the Password textbox.

9 Select Sign In.
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Welcome Theresa D'Amico | {§ Check System | Sign Out

@ On the Home page, view o
. ’ LearningLink
the To-Do List. =

This panel displays a

consolidated view of f
tasks requiring action. To-D List catag [ 1 a
This means that all tasks [searcn To 0o .. qQ shows| cersrine |+ | (CT15L) [P Fasy Links )
are in one place. Querdue

Organization

Theresa A D'Amico

Sales Associate

Your Talent Profile is Incomplete

3 days overdus G Improving Your Sales Performance

Must be registersd

The TO‘DO LISt Can be 2 days owerdue (@ Developing Your Full Sales Potential
filtered and viewed in Mt be restered
different ways el
yS. Dec/1872010 L2 Expanding Your Customer Base eurricula >\ [ Completed Work )
fuust be registered No required curricula are
L& Moving from Product Selting to Solution Selling assigned. e mmpl;:::;i’_‘ thelast
Must be registered \ J k ot J
"C_ompel‘enries >} (G_ouls Y
1 93% of requirements met W Complete (0%)
. In Progress (0%)
M Behind (0%)
\ VN 7
(C_areer Path Y i(C_cln)mum'l‘ies Y
Target A Future Job See what's happening in the
@ forums
]
\ AN 7
9 Select the Show drop- To-Do List
down menu to select a [ : CTo Dol e l h | E h | o
. . garch To Do lst.., ( Show: | Evervthing = ik
filter option. = .
) ) A Ewerything
@ Enter text into the ‘type .y e @ Al Learning e
ays owerdue . ] g Your Sales Perf
ahead’ search box to e e e pegistrations
fl|tel’ the TO‘DO LISt fhust be reg]SterEd 2nline Courses

2 days owerdue :- Developing Your Full Salg

Note: Hover over each title in External Requests

the TO'DO LiSt fOl‘ addltlonal Mhste (52 regiSterEd Zourse Evaluations
information. Due later

dszezzments
Dec/18/2010 W& Expanding Your Customel  pgrfarmance Rewisis

Muzt be registered Compensation

:I Moving from Product Selling to Solution Selling

Must be registered
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Users may prefer to
display the To-Do List
actions as a card view.
Selecting the Card View
(&) icon from the top
left menu gives full
details. The card view
displays navigation links
for each relevant action.

To-Do List

I Search To Do list.., ) Show: | Everything a0 ER IED
Due later ad
Dec/18/2010

Expanding Your Customer Base
Due by Decf15/2010 | Optional | Assigned by Diana M Daly

7 . Course SALED216
; Identifying mese custorners is essential for you to achieve
. .J your full sales potertial, In this course you will discowver how - -

to expand wour customer base by planning.. more

Instructor-Led Item .-_“] Request schedule

“ou are NOT REGISTERED

q View Details
There are NO SCHEDULED SESSIONS for this course,
Request Schedule for this item, b 4

30 days remaining  Must be registered

Task B.

View Completed Work and Print Certificate

5. DU OF LABGR

Welcome Theresa DAmico | 4@ Check System | Sign Out

On the Home page, select
the Completed Work
status pod.

LeomingLink

Home

Theresa A D'Amico
Sales Associate
Morth smerica Steel Sales

Organization

Your Talent Profile is Tncomplete

To-Do List

3 days overdue

Improving Your Sales Performance
Due by Nov/15/2010 | Required | Assigned by Diana M Daly

[ Seareh To Do fist.. Q| Shows: | Everithing -
Overdue -

Catalog [

Easy Links

<

1 Course RET-SAL

you raust have in order to
Instructor-Led Tterm
‘You are NOT REGISTERED

Learn the technigues needed o perform tasks relevant ta
your pasition. This course cowers the essential information -

complete...more

i mequert schedule

Curricula >

There are NO SCHEDULED SESSIONS for this course.
Request Schedule for this item, -

3 days overdue  Must be registered

2 days overdue

Developing Your Full Sales Potential
Due by Nov/16/2010 | Required | Assigned by Diana M Daly

Q view petails

ompleted Work

No required curricula are
4 assigned. No completions in the last
30 days.
Competencies >> )

I Complete (0%%)

In Progress (0%)

1 Course SALED212

Ta gain the winning edge over your competitars, you have

\

1 9399 of requirements met

J

1 Behind (0%)

T .a to develop your full sales potential. Think of this process s -
sales journey, that raquires the same..more
Instructor-Led Tterm

You are NOT REGISTERED

i mequert schedule

There are NO SCHEDULED SESSIONS for this course.
Request Schedule for this item, -

( Career Path

Target A Future Job

Q view petails

5

( Communities

forums

See what's happening in the

5
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Completed Work displays
a combined list of all
tasks completed. It
combines learning and
performance activities
such as courses,
performance reviews,
and competency
assessments.

Sort the table by
selecting the column
header. The table to the
right is sorted by the
Completion Date. The

sort order arrow (*4)
indicates the column is
sorted in ascending
order.

Select any column header
to sort the display based
on Title, Status, or
Completion Date.

Completed Wark
Competency History

Show Completions: | All M
Type I itle l e Status 2
EONEd | au v | ..
Assessment &+ Supervisor Assessment Cornpleted Mo/ 242009 12:05 Phd
Learning Effective Administrative Support Professional Simulation Passed Course Mowi2f2009 04:52 PM
Learning Diebold Business lmprovement System Collateral Credit Mowi/2f2009 04:52 PM
Assessment &+ MA Sales 2007 Core Competencies Completed Jand 42007 01:32 PM
Learning Hew Employee Orientation Passed Course Dec/1/2003 01:21 P

The Completed Work list
can be filtered by type by
selecting from the Type
column drop-down menu.

Filter the table by title
by using the ‘type ahead’
text entry box.

Filter the table by status
by selecting from the
Status column drop-down
menu.

Completed Wark

~ @ O

Competency History

Show Completions: | All v |

Completion Date *

Status e

EONEd | au v | .
Assessment &+ Supervisor Assessment Cornpleted Mo/ 242009 12:05 Phd
Learning Effective Administrative Support Professional Simulation Passed Course Mowi2f2009 04:52 PM
Learning Diebold Business lmprovement System Collateral Credit Mowi/2f2009 04:52 PM
Assessment &+ MA Sales 2007 Core Competencies Completed Jand 42007 01:32 PM
Learning Hew Employee Orientation Passed Course Dec/1/2003 01:21 P

Note: The ‘type ahead’ feature allows you to start typing in the box, and if
you have one or more list items that contain the text that you typed, then
the system will show only those list items. The type ahead filter is not case
sensitive.

Filter the table 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: | Before

M AR S d Py || _

All
Type Title Status Completion Date *

After
R il Before -
Assessment &+ Supervisor Assessment Completed Between Mowf 24,2009 12:05 Pid

Learning Effective Administrative Support Professional Simulation Passed Course Mow/ 272009 04:52 PM
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@) sclect the title link and | [Ceetedwork —
c\?_ooseDthte plleswesl _opttlon Show Completions: | Before |« | owt/areen | 1)l
( lew Details or Print e _— _— T
Certificate, as shown in w - T o ] .
the example)- Assessment &+ Supervisor Asse = feted] Nov/24/2009 12:05 PM

Effective Administrative Support Professional Simulation

Learning Effective Adi 0v/2/2009 04:52 Pt

Contact Hours : 8.00 [% 0
Completion Date : Novj2/2009 04:52 PM Q View Details v/ 2/ 2009 04:52 P4

(=) Print Certificate F4£2007 01:32 Phi

Learning Diebold Business |

Assessment @+ NA Sales 2007 Con

Learning Mew Employee Orf ec/1/2003 01:21 PM

Task C. View Curriculum Status and Details

Welcome Theresa DAmico | g Check System | Sign Out

@ On the Home page, select Lechiglnk
the Curricula pod.

Home

Organization

Theresa A D'Amico
Sales Associate
Morth America Steel Sales

Your Talent Profile is Tncomplete

To-Do List catalog | | Q
[ search Ta Da list... Q) Show:| Everything v Easy Links
Dec/18/2010 ™~

Expanding Your Customer Base
Due by Dec/15/2010 | Optional | Assigned by Diana M Daly | Originated From Curriculum

7 .7 Course SALED216
- IdentiFying new customers is essential for you ko schieve
ORI o Rl sales potentil, Tn 1 course eu wil diszover how
o expand your customer base by planning. .mre

Instructor-Led Ttem ] request schedute

Vou are NOT REGISTERED

@ view Details

There are NO SCHEDULED SESSIONS for this course,

Request Schedule for this item, Completed Work

B Overdue (1)
Due in 30 days (2)
¥ Due Later (0)

No completions in the last
30 days.

30 days remaining  Must be registered

Dec/18/2010
Moving from Product Selling to Solution Selling
Due by Dec/15/2010 | Required | Assigned by Diana M Daly | Originated From Curriculum

Competencies > | [ Goals

939% of requirements met 1 Complete (0%)
In Progress (0%)
1 Behind (0%)

7 o Course SALED141
]

> Wihere do you start to develop 3 consultative sales
e .J e Tt el gt e i e 4
channel for the product or serwice you're trying to...more i - =~
Instructor-Led Ttem ] Request schedule 5 Career Path e Communities e
You are NOT REGISTERED: . = Target A Future Job See what's happening in the
QY view betails Forums

There ars NO SCHEDULED SESSTONS for this course.
Request Schedule For this item,

4

30 days remaining _Must be reqistered
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This page displays all
assigned curricula, a next
action date if applicable,
and who assigned the
curricula.

The curricula list can be
sorted by Curriculum
Title, Next Action Date
or Expiration Date by
selecting the column
header.

The status of each
curriculum can be
identified by the folder
icon. If a green
checkmark displays on
the folder, the
curriculum is complete.

Select the curriculum
title links to view
curriculum details.

Curriculum Status @ Help

This page includes a list of curricula that have been assigned te you. Each curriculum title links te the Curriculum Details page which includes a list of the curriculum’s
items and Action drop-down menus where you can register for or request items. On this page you can also view the sub-curricula associated with each curriculum
and access information on items as well.

Curriculum Status

Curriculum Title Mext Action Expiration Assigned By Remove
e Date « Date
Management Policies and Procedures l & Jul/31/2010 N/A Admin {lane)
Business Communication & Dec/1/2010 N/A Admin (lane)
Supervisory Development ¢l Dec/18/2010 NiA Admin (lane)

Note: The Next Action Date is the next due date in the curriculum. The due
date that displays belongs to the item that has the nearest due date. If

there is an issue with the next action date, the Alert icon (ﬂ-) displays.

From the Curriculum
Details page, you can
view each item
requirement plus
subcurricula, curriculum
requirements, and/or
subcurricula
requirements.

To view item
requirements, select the
expand icon (*) for
additional details about
each item within the
curriculum.

The item list can be
sorted by Title, Required
By, or Date Completed by
selecting the column
header.

Curriculum Details @ Help

— Back
Business Communication

Summary Information

Curriculum 1D: HR-103
Status: Incomplete

Assigned By: Admin (lane)

¥ ltem Requiremen oun
i Date Completed  Status Action

Type  Required By «
Dec/1/2010

P Public Speaking for Managzers &

P Review of Grammar and Writing &

Dec/1/2010

Item Requirements in Subcurricula (0 Found)

Curriculum Requirements (0 Found)

Curriculum Requirements in Subcurricula (0 Found)
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The Type column
indicates the item type
(blended learning,
instructor-led, or online).

¢ pm Bk

a9

The Required By column
indicates when the item
is due.

Required By .
Dec/18/2010

Dec/18/2010

The Date Completed
column indicates a
completion date for the
item. A Credit Provided
icon (#%) indicates credit
is provided.

Date Completed
o Mov/18/2010

#a Mowv/15/2010

The Status column Status
indicates the status of Must be
the item. registered
Mot available
Must be
registered
The Action column Action

displays different buttons
depending on the item

type.

Request Schedule

Request Schedule
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