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Getting to Know Cornerstone

The Cornerstone Learning Management System is a system that  offers many
tools to better manage our users in the BJC environment . This also means that
there are more parts to learn. One of the benefits of this new software is that we

have more levels of security which means we can better manage the data. You

wil | find this new system to be friendlier and offer more robust features such as

reporting, certifications, etc. that you will find helpful in your role as managers and
administrators.

Overview of LMS

Purpose of this LMS is to not only provide training to users but to help users find
the right type of training . Not only is it important to provide the training but to

be able to easily track the training completed by users and maintain a level of

security in doing so. Cornerstone OnDemand provides us with t hese tools.

BJC Organizational Units

In order to manage BJC users we are organized into OUs or organizational units
These OUs make it easier to match our users to the proper Learning Objects.

JOB
SEGMENT

COST
CENTER

POSITION
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New LMS Terminology

In order better understand

-

this new system you need to know some of the

terminology this system uses. Remember scrolling is very important in this

system.
PATHLORE CORNERSTONE
Course Event
Transcript Transcript
Enroll Request

Development Plan

Your Assigned Training

Curriculum

Curriculum

Groups

Groups

New Cornerstone Features and Terms

yl,

hg
§

New Tool or Term

Description

Learning Objects

An object that is used for training a user including an
instructor led training class, external training class, on
class, podcast, documenta  tion, etc

-line

Widgets Boxes on the home page that show your Assigned Training,
Training in Progress and Your Upcoming Sessions. These
contain links to the details of the Learning Object.

Search 1 Advanced Search box 1 upperright corner of  every screen. Provides

Search for users

users a quick way to find a Learning Object.

Organizational Units

Units created to categorize and manage our users

Groups

Custom Organizational Units

Resource Library

A document and info storage bank that is used to store
materia Is for upcoming classes, links to interesting
websites, Ask the Expert folders to post questions and hold
discussions about specific topics.

ILT Tab Instructor Led Training Events and Sessions
Reports A series of reports are now available for anyone with
subordinates as well as those with ILT Admin rights.
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User Experience

Wel come to BJCOds new Learning Momasgpement System
OnDemand . This new environment replaces the Pathlore  system. This new

system provides our users with a friendly en vironment to better manage their

training needs.

Every user in the BJC system will see the same type of welcome screen. To access
the Cornerstone system you will need to follow the same steps you did to get to
Pathlore. During the first
few months you  will see an
interim screen before the

Use your BJC Network ID: I

login screen that will ask you Remedy ID or — 7
to click on the HSO or My Time 1D Domain: [tiont B
hospital you work from. | signon |

That is because the

Cornerstone LMS system is being rolled out to our organization in stages so that we
can provide better customer service to our users.

Simply clickonthe  HSO where you work to access the sign on screen.

Home Tab/Welcome Page

The home page is what you see when you first enter the Cornerstone system.
Use this page to:

9 Find access to training or your transcript

1 Search, re quest or launch training

/= Corporate Traming: tucpéot - Wingows Irtemet Explores

KRl ¢ i bijcysict. yenc.conLMS/ Cataiog Main.a s sb_page idv 07 v 8[| = fooes EE

fie EM Wiew Fovootes Tool  Help

W o 8 Coporate Tranng: bxpiot Fi» ) » db v 2Pagew Toshs =

oy Search box
Tl Online Learning Center () =uent

m Leamisg Resowcs Lboy

My Team Roports [ ) Comust Adiven

Developmen
Plan

On -line
Training in
Progress

choose
learn
succeed

Registered
Classes
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Learning Tab T Your Transcript
Your transcript  will automatically display when you click on the Learning tab. Your
transcript (Development Plan) shows:

1 Assigned Training

1 Completed Training

1 In-Progress Training

1 Register ed Training

B .\"
Fepll Online Learning Center Y=t

Lafe

Homne Reossurce Litw sy (8

Transcript: KRISTEN JORSTAD

Transcript
Options

Tranacript

Vaswz | M Trainng

Tl Type Oue Date Stanus

§p Dwctical Sufuty - DS Cumcdum Nane inProgross

‘.’ Esogonoemcs Cumedum None Compiatod

c’ Hloodhoine Pattegors Cumcaium None In Progress

; Cormsesions Admaastimor [ranmg (Sl &I02004) oession None Repsiersa

z Micronoft Exced Basic SuPs (Starts 39/2004) gession None No Show Select Session

&1 R -
Note | Remember to scroll down to see all transcript items. You may have more than one page
’ to view as well.

Transcript Options List

The far right hand column called Options allows you to control the training object.
The options disp layed are You can:

1 Manage (Starts a curriculum)

1 Withdraw  (allows you to withdrawal from a session)

1 Select Session (allows you to pick a specific session date and time)

1 Register (allows you to pick a specific session)

Task i Viewing a Learning Object Deta  ils
1. Click onthe name of the object to see the details
2. Usethe BACK button to view your transcript again
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Searching for Training (Learning Object)
You can easily search for any type of training by using "
the Search box in the upper right hand corner of any Preferences | Log Qut | Help
Cornerstone screen. You can also use the Browse for
Training link located under the Learning Tab  to browse for specific training types
and dates.

Quick Searching

The Quick Search  box is located at the upper right hand corner. When you type a
keyword, this search box will open a new screen that will display the results of your
search.  Scroll to the bottom of the screen to view all search results.

Task T Quick Searching

1. Type a keyword to search by (example Excel Basic).
2. Press ENTER.

Advanced Searchin g

If you want to be more specific when you search, you can use the field boxes to
type keyword searches by Subject, Provider, Competency, Location, Locator
Number, Instructor, etc.

m Learmmg Rusource Ly LA
Advanced Search
0 Click on the learning
- Z= ¥ o object to automatically
3 C« Ly 'k \ f search for just that
Onbisn (lass Fvent Cavie oy Pasting Yost “atwetal
a G ‘ o)
¥ e e Type a keyword in
the field to search for
& specific training.
| Snaech
Far n camplete sowrse dereriptinn dich on the toutes hiie
fort Byi © 11 O Type O provider / Result of search
o PowmPoint Hasles Conter for Leelong L asrming | §.08 Sho W here
— Scroll to see all. ”
4+ L
- L
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Browse for Training

You can also
search for

training within
your transcript.

Simply click on
the Browse for b Souhoieah ibealion
Training link on s SR

the Learning tab
You can search Vo Aubromtnd s
by type or date.

L Fasowr oo L uy Wy Toam

< -

Poved an ety what soi'sn lewbing der urieg o rvave deletied

N 4

Tamawin .l Coront Aibovdn

Aprsl 2eny

Search by Date

Mol

Task i Browsing for Training

1. Clickon Learning tab.
Click on Browse for Training

2.
3. Clickon a training subject orclickona date ton arrow your search.
4. Selecta Learning Object from the list of results.

Resource Library

The Resource Library Tab contains folders that are used to store materials such as
manuals, PDFs, and documents for classes, and a discussion forum to ask computer

gu estions.

Posting a
Question

You can post a

guestion to a
particular

Resource Library

Amw e

folder. You can (& mwrch | 3 Adnanced Sasch

also attach a
document to

the question or

discussion.

4 Ak rns Uniestion

C

Acadnimis Partnneships
LT e haiars

. nha In a0 MAA progesm, nuwiting

Lapert Hanources . Mictosell Ofce
HAIS WertMng Absy -

Al Online Learning Center [ e

# Ubirwwy 10 seenss ol Bustinge. myudng diass suns, vhie ed

Vuring Maron el w pradudiawy? adk e sepadtsl

Laaning Techoneloglas
Ted wlarmasan, s quem

paddindts, shian 4aite. Al ooual nabenihs

Task T Posting a Question to a Folder

1.

2.
3.
4
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Common Questions

HOW DO 1| é ‘HEREC“)S HOWé

View my Active 1. Clickonthe Learning tab or click onthe Development Plan building.
Transcript
1. Type the keyword in the Search box found in the upper right hand corner
Quickly Search for a 2. Press Enter on your keyboard to see a search results screen.
Class by keyword 3. Notice the Learning Object names (Training names) are underlined. These
are links to the session info (class info).
1. Clickonthe Learningtab to view your transcript
Search for a class . o . . N
by locat ion, type, etc 2. Clickonthesub -tab ABr owse for Traini ngo
3. Search for a class by type, by date or use the Advanced Search link.
1. Searchforthe training you wish to request (enroll)
Enroll in a Class 2. Wheny ou see the name of the class on the bottom of the search scre en
(scroll down ) click onthe Name .
3. Review your session choices and click on the Request link to enroll.
1. Follow the steps to search for the on -line course ifitis not inyour
transcript.
Start on On  -line course 2. Make sure you turn off pop up blocker . (see how to on this page)
3. Ifyouseetheon -linecoursein your transcript, click on Activate  to start.
4. Clickon Launch
Note: you might need to | aunch the cour
Print my transcript 1. Clickonthe Learningtab to view your transcript
2. Clickonthe Action (Globe) button and select Print your Transcript
1. Clickonthe Learning tab to view your transcript.
Archive an old object 2. Select an learning object that is comple ted by clicking on the name link
3. Clickon Add to Transcript Archive button
4. Clickon Yes to verify.
1. Findthe course you wantto check the score
Check my score on an 2. Select the course by clicking on the Name link .
on -line course 3. Click onthe detailsico  n for the course to see the score and # of attempts
4. Use the Back button or click on the Learning tab to see your transcript.
Notify my boss A Your manager will need to approve your training by viewing your request
if a class underthe My Team tab (only available to managers).
has to be approved
How do | turn Off 1. Choose Tools + Pop Up Blocker + Turn Off Pop Up Blocker
Pop Up Blocker?
1. Clickon the Learning tab to view your transcript.
Withdraw from a Class 2. Findthe Session you want to withdraw.
3. Click o nthe Withdraw link.
4. Select a reason for withdraw and press Submit
Problems logging in? Call the Help Desk at 362 -4700
LSS i) LTI Call the Help Desk at 362 -4700
curriculums
Questions requesting
or withdrawing from a Call Lois Currie at 362 -0983.
BJC Learning Institute
class
Page 9 of 25 7/9/2009
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Basic ILT Admin Role

Your role in this system is to control aspects of Instructor Led Training . Inthe
Cornerstone system, Events are instructor -led training courses that contain general
information about the course, such as the description, the objectives, the vendor,

and the subjects. Events can be held at different times and locations by different
instructors . Thereforet hese scheduled instances of an event are referred to as
Sessions

As an Basic ILT Admin or  ILT Instructor you will see the following tabs:

Learning Resource Library ILT Admin

Each HSO has an HSO Admin that will create the needed events within the Cornerstone
Note ! system. Within the HSO are Data Entry ILT Admin and ILT Instructors that will

manage the sessions and rosters fo r an event.

Vendor and Instructors
Before you can set up a new session, you need to make sure that there are
Instructors set up in the

Cornerstone system for your | Add Instructor

session. Under the ILT tab there is

Edit Instructor
asub -tab called Vendors and s Wi T Sy
Instructors . You wil |find the list Hame Locatinn: \

of Instructors for your HSO under Phome
the list of Vendors. If the “:‘:
instructor is not listed under your Linpuspals) Spstani

HSO, then you will need to add
them as an instructor.

Task i Setting up a New Instructor for your Location
1. Clickon ILT tab.

2. Click on Vendors and Instructors sub -tab.

3. Find your location in the list and click on the InstructlLmk 6s

4. Type the last name of the instructor and click on Search .

5. Click on Add New Instructor link.

6. Important : Do NOT type name of instructor T clickon Popupicon to
select from a list.

7. Typethe name andclickon Search .

8. Clickthe name to add it to the form.

9. Click on Submit

Page 10 of 25 7/9/2009
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Facilities and Resources !
The Cornerstone System also has a |

list of facilities by location. Before ‘ |
you can create a session you will |
need to check if the facility you want \
to use is listed under your HSO. You %
|

can check this by clicking on the yomie
sub -tab called Facilities and ‘ s
Resources under the ILT tab. R —
You can add a new facility to make -
available but remember you cannot -
delete a facility, just inactivate it. e

Task i Adding a New Facility

Clickonthe ILT tab.

Click on Facilities and Resources sub -tab.

Search for your HSO or location and click on the + to expand the list.
Click on Add Facility

Fill out the details of the new facility.

Clickon Save .

ok whE
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Managing Events and Sessions
The Managing Events and Sessions
sessions for them.
users that are
interested in
events that

have sessi ons

Posawue L lwwy

Ly

Scheduled' g :'ln‘v-l.w"yuln:v e tha aen s tataap Inder

| Worthate | | bmtomin mogiente | | Ateenet sy
Only HSO
Admins can

create events,

please contact , Zihew Aoive oras Ol

them if a new
event needs to

-~

sub-tab allows you to find events and create
You can also check waitlists, except requests and track down

hanm "

be created. O Crsds Mowe Lipern
T —
[Yrerys— Wibeper e —— [poe— - an b DI fmaieted  pualuabin i
i ivee Woating  Tethntul Sasiabn Tnemng Y ' 2 0 1 fe
HOME Bramrvice pisal B Eation o b v e t L [ { 10é&
Phureaft buced Base Shlle Bais Compiten g ing ) t 1 4048
1. Waitlists é é é € é é é provides a list of waitlisted users
Exception Requests provides a list of users that are requesting
session enrollment.
Interest Tracking opens a s earch screen to find users that
express interestin an event
2. Search for an Event .. allows you to search for a particular event
3. View Sessions B ... opens a list of sess ions available for the event
Searching for an Particular Event and Viewing
In order create and edit sessions, you need to find the event itself. Under the ILT
t a b Mamage Event & Sessions screen you will find a search screen for events.
Click on the Search button with no criteria entered if you want a list of all events
available. Otherwise type keywords for event name, subject, vendor or locator
number to find an exact event.
Task i Searching for an Existing Bwyxent and View itos
1. Clickonthe ILT tab.
2. Type a keyword inoneofthe Event. search criteria boxes
3. Clickonthe Search button.
4. The results of the search will show below.
5. Click on t WewSessenst obation [
Page 12 of 25 7/9/2009
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Viewing Session Details

It is helpful to think of Sessions as scheduled instances of instructor -led
training courses or individual occurrences of Events. Sessions hold more specific
data, including the times, locations, i nstructors, and resources for a specific course

instance. Depending on your ILT Admin security role, you might be able to only
view existing sessions or create new ones.

Microsoft Excel Basic Skills

Flrerative [Flapproved Tloampleted [ Canceled a
sasion Numbs astion Lassk
e €, snarsh |

@ Croste New Sosssan

Start Date Sassan Humber Locator Sawmiber Ytatus Frwalh fvah
42112000 12 Approved L d ‘
AN12009 0 Appraved 0of0 J 5 420 & uﬂ
1. Search ...ooooeevvevvieiiinias view sessions that are Tentative, Approved,
Completed or Canceled - or - search by Session
Number or Locator #
2. Create New Session ... use to create a session
3. Edit Session & ... to make changes to an existing session
4. Copy & to create a copy of a session
5. View Roster 8 . to view and manage a roster
6. Details = oo to vie w session details
7. Cancel % ... to cancel a session (will send an e -mail to user if
activated)
Page 13 of 25 7/9/2009
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Creating and Editing a Session

Notice you will see 5 sections toeditin or der to complete your new
be overwhelmed. This system allows you to save a great amount of detail for each

session which will come in handy when itbés ti me
To save time entering new sessions, you can also copy an existi ng session. Then

you will only need to change the info under the Schedule and Availability tabs.

Note ! Verify that you have an instructor and location set up in the system before you begin.

Task T Creating a New Session by Copying
1. Goto ILT tab.

2. Search for an existing  Event. Click here to simply change
3. Click View Sessmn icon. the date only and then click
4. Click Copy icon . on Apply.

| Parts Schedule

@ AddPart * View Events Calendar 3£ Exportto Excel @@ Check Conflicts B apply
Status Day ::;e Starts Ends Duration Location Instructor Options
O Thursday 1 arrizo09 5752009 4 Houris) 0 Minute(s)  S6ICU MYRA SUNTRUP & @

8:00 AM CET 1200 PM CET Conference (Primang
Room f

Click here to chang e the
[(save | [(cancet | [next» ] date, time and location.

Click on the Edit button to change date, time and location.
Enter Start Date and Time and End Date and Time .
Click on the Location to change the location
Click on the Instructor link to change the instructor
Click on Save Part.
10. Click on Next to make changes to Details screen.
or
11. Click on Availability tab to change the Session Availability
a. Selectthe Availability Selection Criteria using the drop -down menu.
b. Click to select a specific  Organizational Unit.

[Joo et alow wrwers to Naguest this setion by Excoption Request. If checked. soly urars in availabdity Sefox vill 1ee thix

©oNo W,

smrmon

CortCartar % 33 & Croato Ww Groep

Al ervgloyees o (ast -
T Center: CARDIAC CATH ) 7] = Plaace 1aiect 4 Request Form ¥
LAD

i. Usethe Pop Upicon to choose a specific OU.
ii. Clickon Done .
12. Click on Save to finish copied Session
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Managing a Sessio

Rosters are used to manage and track

session attendance

Roster
and completion

nos

information about a particular session. You can only manage the roster for the

sessions that you are listed as the instructor.

Vi ewi Sessiono6s

When the

ng a

roster opens, notice the

Roster

details are displayed first and then the list of

users registered for the class. You can also adjust the information displayed on the

roster by turning on:
I Show Session -Related Details
1 Expand All History
1 Show Withdrawn/Deleted Users

.

-~

>

Roster

dats, didk 'Submit Final Session Report’ below to make this information availabie ir

w Prnt Sign n Sheet

- Prindatie Vession | 25 Export to Excel |

Sessson Statue: Appeoved

Session Roster
Dates 4" NZ00

Location: 020% - MBN

Curvent /Max Registration:
Waitlisted:
Exception Requested) O
Gonaral € te: (0 Edint C <

4/1/2009 5100 AM CET

Schudule: S MRNC Auditorum 1 [views map]

Actions: Ermad Registered Users

r_ Fxpand Al History

Shox Session-Relsted Ceter

* Update attendance and scaoring

[ show withdrawn/Daleted Usars

Appears when class is over.
Click here if you updated the
attendance and want to

finalize the roster so it will
appear complete intheuse  r
transcripts.

0 9

ROSTER

o SMITH, LARRY

Organicational Unit(s): Mizsoun Buptiat Medical Canter (H20)
QFFICER, SECURITY - UNARMED (Position)

Ernad: Ix0%42@b)c.org
Action History: Show History

Click here to mark attendance
and record any scores if
necessary.

Usre the rorters 1o manage and track rersion sttandance. dassrooen pefarmance and cormpletion snformation. Whan you have srtared sl comments, scoring and attencance
v ermployees’ ransaipts

Print or Export

your Roster

. to produce a concise printed list

hg
g

1.
2. Session Status  ..eeeiieeen. changes to AMark Compl ete when
3. Manage Waitlist  ................ shows if class is filled and someone is waitlisted
4. Roster Details ... a detailed list of each user enrolled in the session
5. Update A ttendance ........... shows when class is over
6. Expand All History  ............ shows Action History for each
Task T Vi ewi ng a Sessionbés Roster

1. Searchforthe Event .

2. Clickonthe Eventoés View iBgossdons

3. Clickonthe Sessiondés Vi ewtoR ££ t er

7/9/2009
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Marking Attendance on a Specific Roster

Before you can finalize a roster, you will need to update the attendance. The
Update Attendance and Scoring link will open a screen  that allows you to mark
attendance and even record a score if applicable.

Make sure you mark the
Attendance and Scoring ta;lttendakncde or the pesrson will
e marked as a No Show.

(O ArirIods @i Ak - 590 PW

I ik Lnachack AR

Eugistered Attendees

Earzan, Jnanea jmarnal o
Cuim Lar Imarria .

Jarated, Kria jarated

||.pd|u| :up-ﬁu-:.bm:_

Task i Updating your Attendance

1. Searchforthe Event .

2. Clickonthe View Session s button. &

3. Find the session and click on the View Roster  button. £&

4. Click onthe Update Attendance and Scoring link.

5. Mark the u s e ratberdance

6. Clickon Update or Update and Submit if you need to finalize it.

Removing a User from a Roster

You can only rem ove a user from a roster if you control that roster. When you are

viewing a particular se

canalsoturnon A Show e Y T ————
Wit hdrawn/ Del et etdfiltddmes 1 S| o o o v s for sisiamn v i

roster list.

When you withdraw  a user from the

roster you must choose a reason forthe | re=

withdrawal and then submit the request. - You must choose

a reason from the

Remember that thisis ~ NOT reversible. The user will be charged any applic|_list before vou
withdrawal penalties automatically.

Task i Withdraw an Attendee from a Roster
1. Search forthe Event .
Click onthe View Sessions button. B
Click on the View Roster button. £8
Scroll down the list to find the user you wish to withdrawal.
Click on Withdraw User
a. Select areason from the drop down | ist.
6. Clickon Submit

Note | Withdrawing a user from the roster is not reversible. The user will either need to reenroll,
) the manager will need to reassign or you will need to proxy enroll the user.

S
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Managing a Session6s Waitlist for a Particula
When viewing the roster, if your session reaches the maximum registration , you will
see the Manage Waitlist link. Depending on your security role in the system, you

can either simply view the waitlist or edit it. Notice that you can print the waitlist or
export it into Excel.

Task i Viewing Waitlist Options

Search forthe Event .

Click onthe View Sessions  button. [

Click onthe View Roster  button. £&

Click on Manage Wa itlist button.

Clickon a response (Depending on your security role).

a0 R

o ttom e wion 250 wpont 1o b

O Mo On gandr st isi (o) Orpnst Natparst Date Tragemtmns Cattenens Trnpemsl

oMErate Adtrin Umithan (MOCH
Jorntind, Wile AIIONY LT 20 "
: SN0 AL Paddon oear . Ll Ll

Wpnbore Dvider | | Pvvmmns Sonpenians | | e

6. Clickon Done .
Finalizing a Roster

Once the attendance has been updated, you will need to click on the Mark
Complete link to submit the final session report. The Cornerstone system will
confirm that you want to submit the final roster.

Cornerstone will remind that your roster submission is being processed. At any

time, you can make a change to the roster and click on Mark Complete to update
the user ds tr anscr isgorserstone Giktake approximately 15 h i
minutes to update the system with the transcript information.

Note ! In order for the completion of this ses
' transcript, you will need to click fASu
Task i Marking a Roster Complete
1. Searchforthe Event .
Click on the View Sessions button. &

2.
3. Clickonthe View Roster button. &%
4. Click on Mark Complete link.

» Pretalde Varsion | I-lanmhuﬂ | o Pt Signs I St Tantrmeton of Suteritting Tnel Sesston
Buoports
Session Roster 119 :
e e L
Schudwar lm:);::t.‘.:'.‘l-f-::!: 2'!:!;);_!“;:'2:-: 1.20# CET Yer N
5. Click Yes when you see the Confirmation message.
6. Clickon OK.
Page 17 of 25 7/9/2009

e CHOOSE e LEARN e SUCCEED



Center for LifeLong Learning é.
N, 4
=2 N

Adding Users to Event Sessions (called Proxy Enrollment)

You can easily remove someone that has enrolled in a session that you created.

But if you need to add one or more users to the roster, you will need to do this in
Proxy Enroliment

What is Proxy Enrollment?

The feature allows you to assign, pre -approve and enroll one or more users to a
roster. You will find this feature under a separate tab called Admin

»: N

Lo Online Learning Center ‘é- Ay e

Lifelong
Leatming

Home Learning Resource Libwary I “

Proxy Enveliment

Proxy Enroliment

Use Broxy Enrolimant ko arnign, pre-approve, or snrall individusls ar groups of amployess for training,

Usze Proxy Envoliment to acsign, pre-approve, or enroll indwiduals or groups of employees for traning

Keywoed:
Request Date;  This Week ¥ From: |3/29/2009 B ve: araiz009 O | & search

Training Create Date Created By Type Status Options °
-_ anticoay pretand cowrse 33172009 718 AM Musth, Batsy Standard Protessad e* H e

1. Proxy Enrollment ... use to create a new Proxy Enrollment

2. Search box................ use to search for existing Proxy Enroliment

3. View Details  ................ view the details of the Proxy enrollment

4. Progress Pie chart ... creates a report detailing enrolled users

Searching for an Existing Proxy Enrollment

If you need to see  the details of an  existing Proxy Enrollment you set up, you
will need to find the enrollment first. Search by keyword or request date to view a
list of current proxy enrollments.

Task 1 Searching for an Existing Proxy Enrollment
1. Clickonthe Admin tab.
2. Click on the Proxy Enroliment Subtab.
3.l n the keyword search box, type part of the
created a Proxy Enrollment.
4. Selecta request date
5. Clickonthe Search button.
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Creating a New Proxy Enroliment

Whether you need to enter one or multipl e users into the session  roster you will need to
create a new Proxy Enrollment.

Proxy Enroll Individuals

Proxy Enrollments cannot be deleted. Make sure you have all the names you will be
Note ! adding to the enrollment before you begin. If you forget to add someone you will need to
set up another proxy enroliment.

Task 1 Creating a New Proxy Enrollment for Individuals
1. Clickon Admin tab.

2. Click Proxy Enroliment link.
3. Search for alearning object.
4. Click Add %to select the learning object or click Expand ®f or an Eventos
session.
Note : if event is added, the user can select a session from their transcript.
5. Under Proxy Enroll ment Optionsé
6. Select Type: Standard.
7. Select Schedule.
8. Select Status
a. Assign training - Item still needs Approval
b. Assign & Approve training - Item is not registered
c. Assign, Approve & Enroll employees directl y into training
and Add to Transcript (Completed) T marked completed in the
user6s transcript.
Note - this option available for sessions with a date prior to
current date.
9. Click Next é Availability Selection Criteria
100Under Availability Optionsé Hsers v
11. Choose Availability Selection Criteria using the e [t
drop -down menu.

Note : Select Users if you want a list of individuals

Click on the pop -upicon to select a specific  user .
12. Search for the user by Name. Create New Proxy Enrollment
13. Click Add %to add the Organizational Unit or user.
14. Click Done .

15. Click Next é
16.Under Proxy Email Optionsé hhosi.tmallloniigusal

Step 4of 5

1. Select Leamning Activity 2. Enroll

17. Select No Emails or Ad -Hoc Email. ® Sandeedbmads cntigured fom
18 C“Ck N e X t é unless set otherwize at the corporate setti
19.Under Confirmé © e e e ot L0 e, o
20. Confirm  proxy enroliment details by checking to Fal iz configurad atthe Lo favel, emaily
make sure you enrolled the right users. O proxy tmails appasr below will be sant
Note : Check yo ur list of users, if you miss someone Ad-Hoc Email
and you submit the proxy enrollment, you will need Grests 2 one fime email to be sent imme
to create a new proxy enrollment. © No Emails

Mo emailz will be zent in association with ¢

21. Click Submit

&; Note: ALL selected emails enter the queue at|
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Note | If you add more users to the Proxy Enrollment than there are seats available, Cornerstone
’ will automaticallyi  ncrease the maximum number of seats for you.

Proxy Enroll a Group

Task 1 Creating a New Proxy Enrollment for Groups
1. Clickon Admin tab.

2. Click Proxy Enrollment link.
3. Search for alearning object.
4. Click Add to select the learning object or click Expand ®f or an Eventods
session.
Note : if event is added, the user can select a session from their transcript.
5. Under Proxy Enroll ment Optionsé
6. Select Type: Standard.
7. Select Schedule.
8. Select Status :
a. Assign training - Item still needs Approval
b. Assign & Approve training - Item is not registered
c. Assign, Approve & Enroll employees directly into training
and Add to Transcript (Completed) T marked completed in the
user6s transcript.
Note - this option available for sessions with a date prior to

current date.
9. Click Next é
100 Under Availability Optionsé
11. Choose Availability Selection Criteria using the drop -down menu.
12. Click onthe pop -upicon to select a specific  OU.
13. Click Add %to add the Organizational Unit or group.
14. Click Done .
15. Click Next é

16. Under Proxy Email Option s &  |m

1 L by ' . v V.

17. Select No Emails  Or Ad-HOC | commmrmmses—————————|

Email. O s b o G 4 0 k. S i W
18. Click Ne xt é Wtk st o b
19.Under Confir mé .
20. Confirm  proxy enrollment T

details by checking to make
sure you enrolled the right

users.
Note : Check your list of users, if you miss someone and you submit the
proxy enrollment, you will need t 0 create a new proxy enroliment.
21. Click Submit
If you set up a Standard proxy to a group, then you can deselect individual users before
you submit. If you set up a Dynamic proxy to a group, you cannot exclude any users
from the group.

Page 20 of 25 7/9/2009

e CHOOSE e LEARN e SUCCEED



Center for LifeLong Learning .
N 4
o2 A

Viewing  Proxy Enrollment Progress Pie Charts

Once your proxy enrollment is finished and processed, you can check the progress of the
enrollment before the session happens. The Proxy Enroliment Progress Pie Chart gives
you an excellent summary of how your enrollme nt is going.

@ Proxy Eevoliment

Kayword:
: i
Request Dater This Week ¥ from; 4/12/2009 O  1o: /1872002 O | Q seanch

Tradiing CrontaDete. Creetsdty.  Twe St Dviunic Benvel  Optiens:
S Microson Excel Basic Skis  (Starts 4012009) A 22008 1033 PM Jarstad, Kns Standard  Processed zie

Task 7 Viewing Proxy Enrollment Progress Pie Charts

1. Clickon Admin tab.

2. Search forthe Proxy Enrollment by name or date.
3. Clickon Search
4

Click on the s PmgréssRiecChatr o>l:in}<.6t-’

R AL T e T Y Al %

v

e e s e
7 - R e T . R = S B

Navadibial

MBMC-Compaetencies-Radietion Satety

™ Pragese
ot S
R

<y b e
e [~ Tt eptiei® ey
S o

i Praiskes Perames 36 Raiendt 84 Sl e - e
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Running IL T Reports
The ILT Admin canr un a variety of reports to track the status of the sessions they
created.

Reports
b4 § —— |
O -
—
i erdis H
Enrolment Summary Requests Status Sumimary
Desplays summary information for instructor Led Tranng(LT) sessions Dazpdarys o summary kst of reguecied training

Instructor Calondas
View KT Events for instructons by week, You must choose o Vendor, You miry choose %
Aler the report by LT Event ar natrucior Name:

Sessian CanceBatson
Cezpdays o bt of cancalled ssxsions, nohading reason for cancelishon

Inverest Tracking Session Cost

Vierw evvmrks which users have expressed risrest n Dispbays Coot wesocmied with sach session

No-Show Sessan Withdr awal

Diaplays sa2siona where one or more students did not attend the required number of parts Dizplarys o bt of employees 'who registerad for oesaions and later withdrew thes

Detad view bsts no-shave sngloyees registration, noiudng reasons 1or wehoraesl

Report Description

Enroliment Summary Displays summary information for Instructor Led
sessions

Instructor Calendar View ILT Events for Instructors by week. Yo ucan
filter the report by ILT Event or Instructor Name but
you must have a Vendor.

Interest Tracking Views events which users have expressed interest
in.

No - Show Displays session where one or more students did
not attend the required number of parts. A llows
you to view a detailed list of no -show employees.

Request Status Summary Displays a summary list of requested training.

Session Cancellation Displays a list of canceled sessions, including the
reason for cancellation.

Session Cost Displays cost as sociated with each session.

Session Withdrawal Displays a list of employees who registered for
sessions and later withdrew their registration,
including the reason for withdrawal.
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Running an ILT Enroliment Report

When you need a report summarizing how enrollment is going including how many
users registered, how many withdrew, how many are waitlisted, etc. run the

Enroliment Report . Before you run the report, you will need to select date and
advanced filters. Then you will need to choose how you wa nt to output the report :
print or export

Enroliment Summary

View surnmary sfcemation far [nrtrictor Led Traming (ILT) sessiona

Date Critmeta  This Mocks ¥ Preemt 4/L2000 O e 4/30/200% 0
Faclity « ~3
Veander s ML)
Toves o towr « Xpisnsa Salec vandos Fnll’—]
Event : =3
Lot ator Mo ©

» Drintabde Version M Expiert 20 Eacel Exgpeet to Taut

Task 7 Running an ILT Enrollment Report

1. Clickon Report tab.
2. Clickon ILT sub-tab.
3. Click on ILT Enrollment Report
4. Selectthe date and Advanced Filters you need.
5. Select Printable Version , Export to Excel or Export to Text
Page 23 of 25 7/9/2009

e CHOOSE e LEARN e SUCCEED



Center for LifeLong Learning

Running an ILT Calendar Report

When you need to see a list of Instructors classes by week, use the ILT Calendar.
You can filter by vendor or by event, instructor, and even session status.

Task i Running a Session Withdrawal Report

1.

2
3.
4,
5
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Click on Report tab.

Clickon ILT sub-tab.

Click on ILT Calendar Report .

Selectthe Vendor , ILT Event and Advanced Filters you need.
Clickon Search .
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