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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.

Cornerstone i Manager Module

JOB
SEGMENT

COST
CENTER

POSITION
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Cornerstone i Manager Module

Old vs 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

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 T Advanced Search for

users

Search box i 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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3'1. ; ‘ Cornerstone i Manager Module

User Experience

Wel come to BJCOds new Learning MomasorenDabDemanSy st dms cal | ed
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 BIC 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 login screen that will ask you to
click on the HSO or hospital you work from. 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.

Use your BJC Network ID: |
Remedy ID or Password:

My Time ID . : 1
Y Domain: | bjc-nt ¥

sign on

Home Tab/Welcome Page
The home page is what you see when you first enter the Cornerstone system.
Use this page to:

1 Find access to training or your transcript

1 Search, request or launch training

rating ot - Windows Internet Explosey

? ¥ itps//bicpdot cybera comyLMS/ catafog /Mainaspetab_page._ ide 67 g s B .
File fdr View Favortes Tocly Help
Qr | 8 Corpocate Traning bicpilot -8 - m -~ Fage~ 1) Toois =
' v \\l‘
3 ) . ~~
(2 Online Learning Center O Search box

Leurnng Hosomrce Libeaty

Welcome, Kris Jorstad, to the Center for LifeLong Learning

Development
h Your Assigeed Traming Plan

Due Date

As Spacifc Cars AS1 None Nons

ﬂ Traming = Progress . ..
A On -line Training

N In-progress kraming in Progress

o Your Upcoming Sessians

Status

chooee o st Word Basic {$2arms 557009 Rogatm
learn
succeed

Registered
Classes
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Cornerstone i Manager Module

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 Registered Training

N I\,‘
Lol Online Learning Center @ fg Ly

Lafe

oo SE——

Transcript: KRISTEN JORSTAD

Ut the tiansaipt to manage aF actise baning

ou have complatad 0 hours Cconts §.00) of 5garagate uainng for the fiscs yesw endng 12051/200%

Transcript
Tranacript OpthﬂS

Viesmz M Tranng
Title Type Oue Date Stanus

U Emctical Safoty  DUSEH Curmcgum None InProgress

{ Esogonoemcs Cumcdum None Compiatod

&’ Bloodbhoime Pattegons Cumcssum Nong InProgress

: COrnees1onn Admaistimor |raning (Siwts &202004) Session None Repsiered
:E Micronof Excel Basic Subs (Starts 29/2004) Session None No Show Select Session
&) I PR
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 displayed 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 T 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 breferences | Log out | Help
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. The
results of your search will appear at the bottom of the screen and you will need to scroll down
to see all results.

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

Training (Learning Object) Types

Cornerstone has icons that represent the different types of available training.

v C f@ W W @& ¥ | Click on the object to

Online class Fvent Curvicibum Posting Test Material automatically search for
1 =] @ =l 2] & just that object.

m Larsing Resow ce |Litvary (R
Advanced Search
Set saarch criteria by cheding and wun chedking Lasming Object typac. Te sarfoem a zingle typa raarch, cich on the Leaaming Ofject byps wan
v
P" ” 7
! e - v "/ “‘
Unlive Class Event Curviculum Posting Tust atunal
J 102 - [ f ]
Ssuipt <« Type a keyword in the
wdar -] i .
- field to search for
specific training.
&, sesnch |
Far & comolite cowss daspipten dich an e couse V6 Result of search
Seet Byt 2 Mithe ) Type L Provider ShOW here.
-_-: PowsrPoint Basics Centur for Litel ong Leeming | $.09 Scroll to see all.
>

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.
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Browse for Training

You can also
search for e v Mesine oo Lin wy My Tuam Tupertn e Comtmnt Adaiies
training within :
your transcript. Browse for Training

m —
'

Simply click on

‘:' ‘.' ‘,' Search by Date

the Browse

forTraining ¢ lembekiat b T T T T AT
ink onthe |l S aaaa
earnin ab. RS RS T TR A Rt
You cangsearch R arogiy shi you'se ok

by type and by N S — T s ol
date.

Task 1 Browsing for Training

Click on Learning tab.

Click on Browse for Training .

Click on a training subject or click on a date to narrow your search.
Select a Learning O bject from the list of results.

D WNR

Resource Library

The Resource

. afnummw Tratndog: bjc - Microsaf| Inferset Fxplorns -
lera ry T?bld Fie ER Vo Feeoites Tods Heb € Hipe ok crbiru com MRS IMan mgotab_page_tiwal - ﬁ»':(- &
contains folders O - D@ QO Owes dorverm @ LE@- Hes8
that are used to - —- ==t —— , =

. S18Xret SR HastiCae @ Bares-doweh Hosstdl (] 8XCWebtoHost ] Log Out W M Gy
store materials — — - —_—
b
such as manuals . . .
! Lo Online Learning Center B HealihCare

PDFs, and L » !
documents for

classes, and a . -
dISCLISSIOI"l forum Rosource Librery | Topic Managemant | Txpert QRA

to ask computer Resource Library

q ueStlonS- Ute the Recource Lbowy to sccece all Paetinge ndudng dleciciiont, vhits SAPAL, FEeanTations snd cthar IAmne Soem pour co-wivkert

Posting a

Question

You can post a ,..'."' gl s el emp o ke b s u,’nm&l“mm e S T,
question to a Lugen Hesources - Micasett Office

Wave Tuertians abeut using Mcrozolt Offce sradudtiawy? Ark the scpes)

particular folder.
You can also
attach a document to the question or discussion.

Task T 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 | é HERE®S HOWé

BJC Learning Institute
class

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).
1. Click on the Learningt ab to view your transcript
Search for a class . o . . N
by location, type, ete 2. Click onthe sub-tabfiBr owse for Trainingo _
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 cour
Print my transcript 1. Click on the Learn ingtab 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 A 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 | 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.
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The Manager Role

Your role in this system is to control your direct reports transcripts and manage what types of
training they take or participate in. You can easily view, manage and print your direct reports
transcripts as well as run progress reports to see if they have completed their assigned training.

Managers can do the following from MyTeam for any direct or indirect report:
Approve, deny or defer learning

Create to-d 0 0 s

Assign Training

Add External Training

Print Transcript

Send email on past due training directly from calendar

E I ]

You will have access to the following Tabs:

Home Learning Resource Library My Team Reports
My Team tab
The My T eam tab is designed to give you greater visibility into all your employee 6s | ear ni ng.

Managers can view the information about their direct and indirect reports from My Team tab.

SR - [ TR —p—

Sy Trows Katw Jorstadd

Kby Jarstad
Cormmrstone Odmr -

1. Action Items - Training that needs to be approved

Hhatrm sy Pasrtten L My LT “ Crmton A

N A tan
¥ris et e nuﬂne
Amwu

> Curvent | Abend

v Q’
TR
000

e Bu's
91)
\

A et o Avsensiresd 0% 1000
=

é @

LR, |

e ‘8 Acsignud Truibing

nn / P Dasnrioset sk O 1 30172080
AR}

2. Activites - Assigned To-D o 6 sssigngd Training

3. Profile - User Profile, Transcript i current and archived
4. Calendar - View Training

5. IDCard - Identifies the user by name and position

6. People Search - Allows you to search for a subordinate by name
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Task T Searching for a Subordinateds I D Card
1. Click on the My Team Tab. Ssembig et
2. Click on the Search icon.&> PV
3. Type in the first or last name and click on Search . € ot mane
4. Clickon the name to view their ID card. Search |

AN SO
NBERT JONES

MEE KNES

AVARDA JONES

SNELA JONES

Vi ewing an Empl oyee0si Actritiesws franscripd n

Underthe MyTeam t ab, you can view your e inpévemplevayss Oncaf or mat i c
you find the employee 6s | D card, you can click on t Naicecther d t o vi
menu of tabs will appear including Activities , Profile , and Calendar

Vi ewing an Employeeldfs Activities

This is a quick list of e i
activities such as AN B gy = PN
Assigned Training and ; oo "‘—. —

To Do 6 shayeou e
assigned to them. » i o

.. . 018 CURRIE

This is not their et-0 Lc-:n:t:n. TRAINING @
transcript. To Do’s
You will need to view £ :

their Profile to see . .
their transcript. e Teraaa A

1. Globe button Create a TO Do list or assign training
2. Profile Usero6s info

3. Calendar Calendar view of upcoming training
4. Current/ Archive info View current or archived info

Vi ewi ng an E mpPtofileyarde 6 Bra nscript Info

In order to see the employee&
full transcript you will need to TR EHAW ‘
click on the menu tab called ' ‘
Profile . >

LOIS CURRIE

LOIS CURRIE

This will display details about gy
their hire date, HSO, phone #, = B
etc. In order to see the active 8 M
transcript of that employee, you e
will need to click on the
Transcript  sub-tab.

dwaans
COCRD, TRUMNG

Task T Vi ewi ng your Subordinateds Transcript
1. Underthe MyTeam Tab, find the empl.oyeeds | D card
2. Click on the Profile tab.
3. Click on the Transcript  sub-tab.
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Assigning Training to your Employee

Under the My Team tab, you can assign a particular training event or session to that person
and it will place this request in their transcript. In order to assign one person training, you
will need to click on their ID Card first to access the Globe Action button that contains Assign
Training.

Task i Assigning your Employee Training
1. Underthe MyTeamTab , find the emploveands 1D

Card. e - N
2. Select the ID Card by clicking on it. R fcocdcto
3

Click on the Profile tab and then click on L
Transcript . i

4. Click on the Globe button and choose Assign
Training

5. Search for the
specific training to

Include the following training types:

Select Training

aSSIgn . [l online class [#] quick course [#evert [ curiculum [F] Library [ Test [pasting [ material
6. Click on the Add Search by keywords:
button [Admin |English (usj

7~ O\

Search Results

7. Under the Assign

Training screen,

ADD TITLE PROVIDER PRICE DESCRIPTION

SeleCt a due date & Comerstone Evlnt  Centerfor $.00  To receive administrative access to the
Administrator Lifelong Cornerstone learning managerment syster, you
Training Learming rrust stbend & hands-on sessien. This course

and any Other covers how to create sessions, manage and

subordinates you finalize rosters, and run reports,

want to assign training.

8. Click on Submit .

Assigning Training to your Team

If you need to assign training to more than one person (i.e. your entire team) then you will
need to choose Assign Training from the activities list that displays from your ID Card.

Task 1 Assig ning Training to your Team

1. Click on the My Team tab. _—
2. Click on your ID Card . Kris Jorstad 2 Reports
. . .. Cornerstone Admin ... 2 Dashboard

3. Click on Assign Training orr——
4. Type a keyword and click on '

Search :
5. When you find

the correct Select Training

training ObjECt/ Search for training

click on the Add Inchude the following training typess

button + [ online clase [ quick Course Fevam [Fl ceoncutum FLibrary Tl Test Clposting [ Matenas

. I D Search by keywords: ==

6 Se eCt a u.e Agmin English (U5))| qwmh

Date . (Optional)
7. Click on Submit

ADC 1i1is Y@ PHOYIDER P3ICE DESCEMIPTIO
0 me_em vert '7&;-701 for $.00 To ro-’,elve-a;’r‘-rnr.;tv-!ﬂva access to the
Adowniytrator Lifelong Comarttane learning mansgement sytturn, you
Leaming must sttend a hands-on session. Thes course
covers how to treate rernons, manage and
S finalize rostars, and run reports
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Sharing Permissions

You can share your rights within the My
Team tab with other subordinates, such as
the task of assigning training, or running
reports.

It 6s

Shalinlg Bedmissions

You will need to choose the delegate that 01 - 02

will have the permissions and then specify
what permissions you want them to have.

lane Due

oports
Dashdia
Shate Perimis s

Asnign Tramng

Frployen

Task 1 Setting up Sharing Permissions
1. Click on the My Team tab.
2' C||Ck on your ID Card 'C||Ck on ArrOW ﬂnm-n-qnm cytwrigom - Corporme Traimieg: bjcpibl - Micessot! Imeent ¢ :@g
to view menu. i Rt im0
3. Select Share Permissions s
4. Click on_Select Delegates link @ St s e o
5. Type a Last Name, First Name s
Manager Name or ID and click on o
Search to find for a particular user. ERDILL
6. Click on the + under Add to add the
delegate to your permission list. b A wiot b 5o
7. Scroll down and click Done .
Notice that by default it shows all s T
users i click on Direct Reports R :
Only to see your reports. R comen e
B ABRBACINL, - 3..;’;;'“
8. Dire ct Reports - check what Direct Reports you want to include and if applicable

Indirect Subordinates

Share Permissions

Share Yaur Parmissians

Users Sharisng Yuur Pereissiens

Das, Jare w

Select Direct Reports here and
then use Define Access by

Permission

Musen Wotei thamp pour parmisrons sith ather uiurs whi et offe the permirsons st you cumently hare The
paimvasions wah wite

Al Drieustes

Indud e Sutordn stas

[Indade Subsadn s
» Datmu Actuse by Purmissnm
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9. Define Access by Permission

a.

b.

- click to assign permissions to selected user.

Select individual Permission/s to share or click the Check/Uncheck All

button

Select Which Users the Permission Applies To - if Direct Reports were
selected in previous step, the user is selected. The user/s can be

unchecked or additional direct reports can be checked by permission.
checkbox if applicable.

Check the Include Subordinates

Click Save .
Click on Add Delegates
under the sect

D Corpoeatn Training: bjcpitol - Microsst] Inturmnt £xplosnr

on

fiUser

s Sharing

. Make sure you see the new delegates

your

[ 2

o&v;l v

€] B0t ) 60D FeadtCare @) Banesdensh Hoakal ] B0 webto Hoat (@) Log Out

Wew  Fovartes  Tocs  Help

\ N
o] (8] Ta e yrwore €

»

) 10 Tepon Cybe Con ey Keke g s aP e mesonsDet Al es s ed 00k 34

& -

0e s
W W ot

|
Canvend

Define Access by Permission

( ek [ Unhach M1

Track

Track Frploynes - Past Rogensts Ragart

Treck tiploynes - Bmphiyen Traemg Slates Smrmmery Regport

Track trph - g Traring Progress Pie Ohart
LT Reports - Employes ho Shao Repert

Approve Trasieg by Manaper

Awapn Trabreny

| sova |

FLRRY WA
[l brvpharyme Tmet
Clooe Jeme
[ terptoyee vest
[Tl pow June
[ tmatoyon Tent
[ | Do Junw
[ trgloyos Test
[l boe 1une
[ brgployon Teat
[T owe tonn
[ bovployoe Tost
[Tl bve tema
[ tredeyes Yust
[T bow Janu
[l tmployes tost
[ Dow Junu

[ tmeside
[ trctude
] tectude
[ tmctide
[Ciachide
[Clrectude
] tmers e
Ciscuse
Ctnchide
[ tmersde
[ tmctade
[ tmetsde
[ltmcbide

SuorAAnates
Subrordnatar
Subovdnater
Subosdinater
Subordnates
Scboedinatas
Suh A nates
Abiordinates
Subordineter
SbiorAnater
Subosdinates
Subordnates

Jbordinater

10. Click

0 | ETaenestoos

on another tab
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Running Reports

Managers can now run a variety of reports. These reports are available under the My Team
tab as well as a separate tab called Reports . As a manager, you can delegate the job of
running reports to your employees by granting them permission.

Types of My Team Reports

Reports

<
Track Employe

Foum Managemunt Status
Daspdays sty wammary niormmion fe

No Show Dty

Dedad viaye 22 7w megdoyeed

Pawt Roquasts
Duspday's trwnang renpests

Pending Heguests

Dagtays Ao g lradsng ragaests you

DrEke S

4

wis) aggrove

Degdoy's Se080na whtre ONe Or Mors Studenis ol Not slensd the redgmed Mmasher of paad

you harve arendy apqroved, taterred, or darsed
YOUr decison fov g (hal an snployes has ot yel rogistered tor

Session Witk awal

DCrupmwys o bt of srsploysns who cocisisred Sor sesgions snd heber witharew S

regutrston, PolEng ressora for wihdraww
Tromsng Progress Pie Chaet
Chsgdarps & phe Cht Sumniaey O Suborinales’ lranig progress
Traming Status Sanunwy
MY g Cospoorys o summmary ol fow maery iraeng fems asch srpioyes has thd sre ot sieted, n
progress, o compeeted
Transcrynn

Diepiares rantorgls OF enployoet 1or wham you dra the adgr Ovey Manager . Or Coxt conley

e, or tatr

Report Name
Career Profile

Report Description
Display career profiles for individual employees.

Form Management
Status

This report displays status summary for compliance
forms.

No Show Details

Display attendance rates and lists of no-shows per
session. The detailed view lists users absent for the
course.

Past Due

Display employees past due training.

Past Requests

Displays training requests you have already approved,
deferred, or denied. You may change your decision for
training that an employee has not yet registered for.

Pending Requests

Display outstanding training requests to be approved.
Deferring a request will send the request to the next
person in the approval chain for that employee.

Records

Display user data and transcripts for direct and indirect
reports.

Session Withdrawal

Display a list of employees who registered and later
withdrew their registration, including reasons for
withdrawal.

Training Status
Summary

Display training progress information for your direct
reports. The data filters refer to the date the training
was requested/assigned.

Training Progress Pie
Chart

Display training progress information for your
subordinates. The date filters below refer to the date the
training was requested/assigned. This report allows you
to click on a slice of the pie to see a detailed breakdown
of users with that status.

Transcripts

Display transcripts of employees for whom you are the
approver, manager or cost center approver.
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Training Progre ss Pie Chart

Check the status of your employees training for on-line curriculums using the Progress Pie
chart. This chart will show who is completed, in-pr ogr ess as well who hasnot
curriculum yet. See details for each status by clicking on a particular status pie piece.

Task i Running the Training Progress Pie Chart
1. Click on the Reports tab
2. Click on the Training Progress Pie Chart
3. Choose how to filter your report:
a. Date Criteria
b. Training Type
c. Training Title

Standard Reports Dashboards Analytics
Resorty >
Training Progress Pie Chart

View training dregress information for your subordinates. The date filters below refer o the date the vaining vas ceguested/assigaed. Click on a slize of the pia to see a
detalled Braakdonn of urers with that status. To return Lo the overvaw of all statuses, clizk on the bazkground aren of the thant

Date Critoria : Selact ] Froms (27172002 Ol vor 2802008 0

@ommo Class E]Qw:’x Course DEv-ol @Cum‘culum E‘)uauq SouiM @uum.l Training @Y.n
Trainkng Typa 1
All Langunges :"
Training Yitho : g
Options 1 V] wide archived Teaining [l tncfuda Indirect Subordinates
Display : (3) all Training O Asxigned Tralning

User Status : [ indude Inactive uzers

Q Search

Employee Prograss Summary

BN Completed

BN RegisteredNot Started
In Progress

W No Show’nithdeman
Requested

Bk Registered

BN Past Oue

You can
click on a
slice to
view
details
about that
status.

View Detaits - 20

¥ prntableVarsion 5 Export to Excel 1-20 of 66 | ™ Next

Search Results

USERID USER IYPE TITAE IRAINING PROYIDER SIATUS DETAILLS
Paik. Grahamae Session Excal XP Advanced Cyserl Approved 2 ‘
Daik, Grahama Session Eric White's ILY Training Cyderl Registered - ,’
Wize. Heidl Session Eric White's ILY Training Cyherd Registered =38
Palk, Grahame Quick Course “Cut-To-Tha-Chase” with Top Decision Makers You Achieve.com In Progress & ,.
Wise. Maigi Quick Course "Cut-ToThe-Chase” with Top Decision Makers You Achieve.com Registered PN
[CEISTNEr P Palime Mass Vemsams Srnmmd G hmabmbmn oo o st 1 Plammimn £ @i mm b ol Comndonn Voabmimmen Fome  aftiad Plaps Poim =
Wise, Haldl Sexsion Eric White's ILY Training Cyterd Regittered S
DPaik, Grahame Quick Course “Cut-To-The-Chase” with Top Decision Makers Yau Achieve.com In Progress D8
Wise. Heid| Quick Course "Cut-To-The-Chase” with Top Decision Makers You Achieve.com Regatered 20
Whits, Bt CofmmChT  Muisatmgtdiesm'~m ~ i el A aaanes -V ey matlus 3
Viise. Heicl Cumielom  Marketing Curricula Crbery InPrograss M |
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Cornerstone i Manager Module

Transcript Report

Quickly view your employees transcripts by running the Transcript report. This report will
show a list of all subordinates and allow you to click on view to see their transcript.

Task T Running a Transcript Report
1. Click on the Reports tab.
2. Click on the Transcript  report.
3. Click on the View link to see the transcript.
4. Click on Back to view the report screen again.
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