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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
will 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 these 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

y‘,

4

.\

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-line
class, podcast, documentation, etc

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 - Advanced
Search for users

Search box - upper right corner of every screen. Provides
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
materials 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

Welcome to BJC’s new Learning Management System called Cornerstone
OnDemand. This new environment replaces the Pathlore system. This new
system provides our users with a friendly environment 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: |
login screen that will ask you ULV ELED Possvosil |
to click on the HSO or My Time ID 7 Domain: :VbjC'm v
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 click on the 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:

e Find access to training or your transcript

e Search, request 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

> & Corporate Tranng: bxpdot i~

v i B~ Fage » Tocls =
% N Search box
Fopl Online Learning Center ()= twey _
Learun

My Team Roports [ ) Comust Adiven

Development
Plan

Due Date Action’

Novw

On-line
Training in
Progress

choose
learn
succeed

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

e Assigned Training

e Completed Training
e In-Progress Training
e Registered Training

b .\"

b Online Learning Center Y=t

Homne Ressurce Litw sy Ll

Transcript: KRISTEN JORSTAD

vou have complatad 0 hours Caonts 5.00) oF 54gragate Bainng for the Nisce vaw sndng 12531/ 200%

Transcript
Options

Tranacript

Vissa:
Title Type Oue Date Stanus

M Traeng

U Liwctical Safoty  Duss Curmcatum None In Progress

{ Esogonoemcs Cumedtum None Compatod

‘:’ Bloadhome Pat s umcsium None InProgress

‘:: COrmeestons Admsistimor Training (31wt &282009) Jession None Repsierea

dession None No Show Select Session

; Micronoft Exced Basic Skils (Starts ¥9/2004)

&1 B B viera

to view as well.

m Remember to scroll down to see all transcript items. You may have more than one page

Transcript Options List

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

e Manage (Starts a curriculum)

¢ Withdraw (allows you to withdrawal from a session)

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

e Register (allows you to pick a specific session)

Task — Viewing a Learning Object Details
1. Click on the name of the object to see the details
2. Use the 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
Cornerstone screen. You can also use the Browse for
Training link located under the Learning Tab to browse for specific training types
and dates.

Preferences | Log ©ut | Help

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 - Quick Searching

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

Advanced Searching

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.

Resource Lil vy LA

m ey

Advanced Search

arin by chacking and un checking Laaming Obtact typad. To parform & singis type caardh, elide on the Laar

o
o 5 Y
- iy W 4 d/

Onbisn (Lans Fvemt

Click on the learning
object to automatically
search for just that

(<] (¥} ¥ (¥ (v}

- v Type a keyword in
: == the field to search for
specific training.
Q smanch

o n carmpletn couren deseriptinn oieh
Soet Byt (0 Tite ) Type O Beovider

Result of search

4
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Browse for Training

You can also
search for
training within
your transcript.

Simply click on 7t rutes ' Y

the _Bl:ows_e for bt Search by Date
Training link on -

the Learning tab.

You can search e
by type or date.

oot Ty Fasowr oo L uy Wy Tomn Tamawin .l Coront Aibovdn

S bor uamg w erw delaiiad

Task — Browsing for Training
1. Click on Learning tab.
2. Click on Browse for Training.
3. Click on a training subject or click on a date to narrow your search.
4. Select a 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

questions. R
Al Online Learning Center (1) R
Posting a

Comtom

Question

You can post a
question to a
particular .

folder. You can [ vawnh | 4 Adnancod Sash
also attach a <

Resource Library

4 Ak rns Uniestion

Al Tapics Post a Question
ShOCU mentt tO Ad .l\hlrl Lasning Tashosloglas
e ques ion or IF 4o are nbareried (n s NBA 0o am, nuiting B wdbegradista dogies, dis Fid ifarnaban, otk qusitiene ihaun taiinelsgis
discussion. e ™ e wodustiovt ok s weps

Task — Posting a Question to a Folder

1. Click on the Resource Library tab

2. Click on the Ask New Question link.
3. Type the question and choose the topic.
4. Click on Submit.
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Common Questions

HOW DO I... HERE’S HOW...
View my Active 1. Click on the Learning tab or click on the 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).

Search for a class 1. Cl?ck on the Learning tab to view your ’Eranscript
by location, type, etc 2. Click on the sub-tab “Browse for Training”
! ! 3. Search for a class by type, by date or use the Advanced Search link.
1. Search for the training you wish to request (enroll)
Enroll in a Class 2. When you see the name of the class on the bottom of the search screen
(scroll down) click on the 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 if it is not in your
transcript.
Start on On-line course 2. Make sure you turn off pop up blocker. (see how to on this page)
3. If you see the on-line course in your transcript, click on Activate to start.
4. Click on Launch.
Note: you might need to launch the course a 2nd time if it doesn’t react.
Print my transcript 1. Click on the Learning tab to view your transcript
2. Click on the Action (Globe) button and select Print your Transcript.
1. Click on the Learning tab to view your transcript.
Archive an old object 2. Select an learning object that is completed by clicking on the name link.
3. Click on Add to Transcript Archive button.
4. Click on Yes to verify.
1. Find the course you want to check the score.
Check my score on an 2. Select the course by clicking on the Name link.
on-line course 3. Click on the details icon 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 Your manager will need to approve your training by viewing your request
if a class under the My Team tab (only available to managers).
has to be approved

How do I turn Off 1. Choose Tools + Pop Up Blocker + Turn Off Pop Up Blocker.
Pop Up Blocker?
1. Click on the Learning tab to view your transcript.
Withdraw from a Class 2. Find the Session you want to withdraw.
3. Click on the Withdraw link.
4. Select a reason for withdraw and press Submit.
Problems logging in? Call the Help Desk at 362-4700
Problems with running 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. In the
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. Therefore these 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
system. Within the HSO are Data Entry ILT Admin and ILT Instructors that will

manage the sessions and rosters for 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 IS Instraomr

session. Under the ILT tab there is

Il Edit Instructor

a sub-tab called Vendors and cdbcils s T Nema
Instructors. You will find the list Nones Locabiant
of Instructors for your HSO under Phns:
the list of Vendors. If the '_::j
instructor is not listed under your e )

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

Biograsdy

Cartihicativne

Task — Setting up a New Instructor for your Location

Click on ILT tab.

Click on Vendors and Instructors sub-tab.

Find your location in the list and click on the Instructor’s Link.
Type the last name of the instructor and click on Search.

Click on Add New Instructor link.

Important: Do NOT type name of instructor - click on Pop up icon to
select from a list.

Type the name and click on Search.

Click the name to add it to the form.

Click on Submit.

R

g
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Facilities and Resources
The Cornerstone System also hasa | o
list of facilities by location. Before et
you can create a session you will | ©
need to check if the facility you want | 8052 SRV 10k sovod: S e o osmslt dummem oy 4.3 ot peves - dr ol
to use is listed under your HSO. You | e ——
can check this by clicking on the j yomineia
sub-tab called Facilities and | oy
Resources under the ILT tab. e —
You can add a new facility to make -
available but remember you cannot | -
delete a facility, just inactivate it. ‘ e

Task — Adding a New Facility

Click on the 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.

Click on Save.

o (1) 55 (3 L=
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Managing Events and Sessions
The Managing Events and Sessions sub-tab allows you to find events and create
sessions for them. You can also check waitlists, except requests and track down

users that are
interested in
events that
have sessions
scheduled.

Only HSO
Admins can
create events,
please contact
them if a new
event needs to
be created.

Townt rmimide wr
st wane
g | Warthate | | Dot Mugiente | |

1w L gy Posawue Lilwmy My Team hanm

[T “ Cortarn
e B Resanwrine | Viaw Your dassians

Manage Events & Sossions

o the geness salaiup Infurmemen far inatrasar batl Maireng Taesmne siw apesfie srhaddud Infmences of sve

Peterwat Baboang

wt wmar h b annninme drni By by ey bee atar ki

& Camtn Mowe Lt

fvent g

Corvmrwiiem
D e ]

M baphih
UM Bamrvbe iaal B Eatien B "
wdical Cartar

Phurmsaft Buced Bawe Shlls 0a

1. Waitlists......cocveravnnnanas
Exception Requests

provides a list of waitlisted users

provides a list of users that are requesting
session enrollment.

opens a search screen to find users that
express interest in an event

2. Search for an Event....allows you to search for a particular event

3. View Sessions [ ....... opens a list of sessions available for the event

Interest Tracking

Searching for an Particular Event and Viewing it’'s Sessions

In order create and edit sessions, you need to find the event itself. Under the ILT
tab’s Manage 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 -

Searching for an Existing Event and View it’s Sessions

1.

2
3.
4.
5

Page 12 of 25
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Click on the ILT tab.

. Type a keyword in one of the Event. search criteria boxes

Click on the Search button.

The results of the search will show below.

Click on the event’s View Sessions button .

7/9/2009

e LEARN e SUCCEED



Center for LifeLong Learning é.
N 4
=2 N

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, instructors, 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

ZTernatios [Pl approved [Tloamplated [ Canceled o
sasioh Numbs iy Lacst
e Q, snarch

@ Croesto Now Soussan

Start Datw Sassion Number Loc ator Sawniber Ltatus Erwalnant

42112000 12 Approved Sofs 4

An2009 1] Approved 0ofo 43 AR !!

1. Search.......................... 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 = .o to create a copy of a session

5. View Roster & ............. to view and manage a roster

6. Details (& ...........cco........ to view 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
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Notice you will see 5 sections to edit in order to complete your new session. Don't
be overwhelmed. This system allows you to save a great amount of detail for each

session which will come in handy when it’s time to run a report.
To save time entering new sessions, you can also copy an existing session. Then
you will only need to change the info under the Schedule and Availability tabs.

hg
g

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

Task — Creating a New Session by Copying

1. Go to ILT tab.

2. Search for an existing Event.
3. Click View Sessions icon.
4

Click Copy icon .

| Parts Schedule

Click here to simply change
the date only and then click

on Apply.

& AddPart * View Events Calendar 2E Exportto Excel @@ Check Conflicts S/F/z009 B apply
Status Day ::;e Starts Ends Duration Location Instructor Options
@  Thursday 1 5i7i2009 51742009 4 Hour(s) 0 Minute(s) G6ICU MYRA SUNTRUP & @

8:00 AM CET 1200 PM CET Conference (Primang

[ave ] [camcet ] [nexen |

= £ g S en Tl

or

Room f

Click here to change the
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.
0. Click on Next to make changes to Details screen.

11.Click on Availability tab to change the Session Availability.

a.

b. Click to select a specific Organizational Unit.

o ot alow urers to Neguert thir session by

=

Al ervployees i (ost -
Contew: CARDIAC CATH @
LAD

Excoption Requert. If checked. coly urers in availabdity Selow will rew thir

Plaace 1aiect 4 Request Form ¥

Use the Pop Up icon to choose a specific OU.

Click on Done.

12.Click on Save to finish copied Session.
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Managing a Session’s Roster

Rosters are used to manage and track session attendance and completion
information about a particular session. You can only manage the roster for the
sessions that you are listed as the instructor.

Viewing a Session’s Roster

When the roster opens, notice the 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:

e Show Session-Related Details

e Expand All History

¢ Show Withdrawn/Deleted Users

Roster
Usre the rorters 1o manage and track rersion sttandance. dassrooen pefarmance and cormpletion snformation. Whan you have srtared sl comments, scoring and attencance
0 data, didh 'Submit Final Session Report’ below to make this information availabie in employass’ transcripts

w Privdatie Vession | 25 Export to Excel | 4 Print Sign in Sheet

Session Roster

Sesmon Statue: Appecved .
s, | DaterOR2G &/ 132008 5100 CET Appears when class is over.
Location: 020% - MBME > MBMC Auditonum 1 [view map] Click here if you updated the
Pomranly o Seowioatom attendance and want to
Waitlisted: . ) . 3
Exception Requested) finalize the roster so it will
Genaral Comments: (1 Edit Comments appear complete in the user’s
Actions: Ermad Registerned llsmse transcrlpts-
[Z=Fow Setsion-Relsted et [expand All stistory [ Show withdrawn/Daleted Users
* Update attendance and scoring .
Click here to mark attendance
ROSTER and record any scores if
o necessary.
SMITH, LARRY
Organicational Unit(s): Mizsoun Buptiat Medical Canter (H20)
QFFICER, SECURITY - UNARMED (Position)

Ernad: [Ix0%<2@0)c.0rg
Action History: Show History

1. Print or Export your Roster.. to produce a concise printed list
2. Session Status .................. changes to "Mark Complete when past date
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 Attendance............ shows when class is over
6. Expand All History............. shows Action History for each user’s enrollment
Task - Viewing a Session’s Roster
1. Search for the Event.
2. Click on the Event’s View Sessions button [,
3. Click on the Session’s View Roster button &&
Page 15 of 25 7/9/2009

e CHOOSE e LEARN e SUCCEED

hg
g



Center for LifeLong Learning “‘,
N 4
=7 A

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 or the person will

Attendance and Scoring b ked No Sh
€ marked as a No ow.

(O ArirIods @i Ak - 590 PW

| ik tinachack AR |

Eugistered Attendees

Ugdate | [ wpdate & bt

Task — Updating your Attendance

Search for the Event.

Click on the View Sessions button. [

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

Click on the Update Attendance and Scoring link.

Mark the user’s attendance.

Click on Update or Update and Submit if you need to finalize it.

O ) 55 £ 1=

Removing a User from a Roster

You can only remove a user from a roster if you control that roster. When you are
viewing a particular session’s roster, you
can also turn on “Show e T T T
Withdrawn/Deleted Users” to filter the B s s o nan NN v s

roster list.

When you withdraw a user from the

roster you must choose a reason for the
withdrawal and then submit the request.

[T tubiran

You must choose
a reason from the

Remember that this is NOT reversible. The user will be charged any [ list before vou

withdrawal penalties automatically.

Task — Withdraw an Attendee from a Roster
1. Search for the Event.
2. Click on the View Sessions button. &I
3. Click on the View Roster button. i&
4. Scroll down the list to find the user you wish to withdrawal.
5. Click on Withdraw User.
a. Select a reason from the drop down list.
6. Click on Submit.

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.
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Managing a Session’s Waitlist for a Particular Roster

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 — Viewing Waitlist Options
1. Search for the Event.
. Click on the View Sessions button. &

2
3. Click on the View Roster button. £&
4
5

. Click on Manage Waitlist button.
. Click on a response (Depending on your security role).

Wtatom Vesin 20 spent o et

(x Mo On gandr st isi (o) Ot Naparst Date aragemens Cattutienns Trnpemsl

oMereite Admen stk (MO0
Jorwtint, Wiie ALIPIONY LT 20 ‘ 9
OMUENNG AN Poasd on BPosmar Ll be

6. Click on 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’s transcripts. Generally, this Cornerstone will take approximately 15
minutes to update the system with the transcript information.

In order for the completion of this session to show up on an employee’s
transcript, you will need to click "Submit Final Session Report”.

Task — Marking a Roster Complete
1. Search for the Event.
2. Click on the View Sessions button. £
3. Click on the View Roster button. &
4. Click on Mark Complete link.

» Pratalbe Varsion | xy spart 10 Exoel | o P S in St Cantmmation af Steritting Fnel Sessbon

Session Roster

Seachan Statusi icprone

Click Yes when you see the Confirmation message.
Click on OK.

o G
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Adding Users to Event Sessions (called Proxy Enroliment)
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 Enrollment.

What is Proxy Enroliment?

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.

o N ¥ "
':‘. 1@- !l "

PR Online Learning Center 4
am .;‘. e .| \

Home Learing Resource Libwary I “

Proxy Enveliment

Proxy Enroliment
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Use Proxy Envoliment to acsign, pre-approve, or envoll indwiduals or growps of employees for tramning
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1. Proxy Enrollment........ use to create a new Proxy Enrollment

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

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 Enrolilment

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 - Searching for an Existing Proxy Enrollment
1. Click on the Admin tab.
2. Click on the Proxy Enrollment Subtab.
3. In the keyword search box, type part of the Event’s name that you
created a Proxy Enrollment.
4. Select a request date.
5. Click on the Search button.
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Creating a New Proxy Enrollment

ey
ol |

Whether you need to enter one or multiple 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
adding to the enrollment before you begin. If you forget to add someone you will need to

set up another proxy enrollment.

Task —Creating a New Proxy Enrollment for Individuals
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Click on Admin tab.

Click Proxy Enrollment link.
Search for a learning object.

Click Add @to select the learning object or click Expand ®for an Event’s

session.

Note: if event is added, the user can select a session from their transcript.
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Under Proxy Enrollment Options...
Select Type: Standard.
Select Schedule.
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) — marked completed in the

user’s transcript.

Note - this option available for sessions with a date prior to

current date.
Click Next...

10.
11.

12.
13.
14.
15.

Under Availability Options...

Choose Availability Selection Criteria using the
drop-down menu.

Note : Select Users if you want a list of individuals
Click on the pop-up icon to select a specific user.
Search for the user by Name.

Click Add “*to add the Organizational Unit or user.
Click Done.

Click Next...

Availability Selection Criteria
w |

REMOYE CRITERIA
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16.
17.
18.

Under Proxy Email Options...
Select No Emails or Ad-Hoc Email.
Click Next...

19.
20.

21.

Under Confirm...

Confirm proxy enrollment 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
to create a new proxy enrollment.

Click Submit.
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Create New Proxy Enrollment

Step 4of 5

1. Select Leamning Activity 2. Enroll

Proxy Email Configuration

® standard Emails
Ernails will be sent out as configured from
unless set otherwize at the corporate setti

O LO Specific and Standard Emails
If ernails are configured at the LO level, £

ernail is configured at the LO level, emaild

O Proxy Emails
All emails that appear below will be zent 3|

Ad-Hoc Email
Create a one time email to be sent imme

O No Emails
Mo emailz will be zent in association with ¢

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

Proxy Enroll a Group

Task -Creating a New Proxy Enrollment for Groups
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Click on Admin tab.

Click Proxy Enroliment link.

Search for a learning object.

Click Add @to select the learning object or click Expand ®for an Event’s
session.

Note: if event is added, the user can select a session from their transcript.
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Under Proxy Enrollment Options...
Select Type: Standard.
Select Schedule.
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) — marked completed in the
user’s transcript.
Note - this option available for sessions with a date prior to
current date.
Click Next...

10.
11.
12.
13.
14.
15.

Under Availability Options...
Choose Availability Selection Criteria using the drop-down menu.
Click on the pop-up icon to select a specific OU.

Click Add “*to add the Organizational Unit or group.

Click Done.
Click Next...

16.
. Select No Emails or Ad-Hoc

17

18.

Under Proxy Email Options...

Email.
Click Next...

19.
20.

21.

Under Confirm...

Confirm proxy enrollment
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 to create a new proxy enrollment.

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.
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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 Enrollment Progress Pie Chart gives
you an excellent summary of how your enrollment is going.

@ Proxy Eevoliment
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Task — Viewing Proxy Enrollment Progress Pie Charts
1. Click on Admin tab.
2. Search for the Proxy Enrollment by name or date.
3. Click on Search.
4. Click on the specific proxy’s Progress Pie Chart link. o
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The ILT Admin can run a variety of reports to track the status of the sessions they

created.

Reports

v FETE———
=
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rack Employees

Enrolment Summary
Dezplarys summary information for instructor Led TrannglLT) sessions

Instructor Calondas

View KT Events 1o ingtroctors by week, You must choose o Yensor, You miry choose %

Aler the report by LT Event or Ratrucior Name

Inverest Tracking

View evmnks which users bave sxpressed risrest n

No-Show

Diaplays sa2siona where one or more students did not attend the required number of parts

Detad view bzt no-shaw enployees

Requests Status Sumimary
Drzpdorys & summary kst of reguesied training

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

Session Cost

Déspbays Cict wesocmied with sach session

Sessian Withdr awal
Dizplays o bt of employees who registerad dor ses2ions and later withdrew thes
registration. noudng reasons 100 wendrayws

Report Description

Enrollment Summary

Displays summary information for Instructor Led
sessions

Instructor Calendar

View ILT Events for Instructors by week. You can
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. Allows
you to view a detailed list of ho-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 associated 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 Enrollment 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
Enrollment Report. Before you run the report, you will need to select date and
advanced filters. Then you will need to choose how you want to output the report :
print or export.

Enroliment Summary
“ wfcer

s ary mation far [mrtructor Led Traming (ILT) session

Date Critmeta  This Macks W Preemt 4/ 103000 3 o1 4/30/200% m
Mvascedpiters |
Faolity « _,J b |
Veander s ML)
Tes b towr o yKPianse Salect Vander Frst
Event: o . J
Lot ator Meuvibrer ©

» Drintabde Versin 3 Exprert 0 Excel Engrt b Tt

Task - Running an ILT Enrollment Report
1. Click on Report tab.
2. Click on ILT sub-tab.
3. Click on ILT Enroliment Report.
4. Select the date and Advanced Filters you need.
5. Select Printable Version, Export to Excel or Export to Text.
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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 - Running a Session Withdrawal Report

1. Click on Report tab.

2. Click on ILT sub-tab.

3. Click on ILT Calendar Report.

4. Select the Vendor, ILT Event and Advanced Filters you need.
5. Click on Search.
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