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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. 
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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 ï Advanced Search for 

users  

Search box ï 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 BJCôs 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 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. 

 

 

 

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

Use this page to: 

¶ Find access to training or your transcript 

¶ Search, request or launch training 

 

 

 

 

 

 

 

Use your 

Remedy ID or 
My Time ID  

Search box  

Tab s 

Development  
Plan  

On - line Training 
in Progress  

Registered 
Classes  
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Learning Tab ï Your Transcript  
Your transcript  will automatically display when you click on the Learning tab.  Your transcript 

(Development Plan) shows: 

¶ Assigned Training 

¶ Completed Training 

¶ In-Progress Training 

¶ Registered Training 

 

 

 

 

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: 

¶ Manage  (Starts a curriculum) 

¶ Withdraw  (allows you to withdrawal from a session) 

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

¶ Register  (allows you to pick a specific session) 

 

 

Task  ï 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 

 

 

 

 

Transcript  
Options  
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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.  

 

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 ï Qui ck 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. 

 

 

 

 

  
 

 

 

 

 

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. 

 

Click on the object to 

automatically search for 
just that object. 

Type a keyword in the 

field to search for 
specific training. 

Result of search 

show here. 
Scroll to see all. 
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Browse for Training  

You can also 

search for 

training within 

your transcript.   

 

Simply click on 

the Browse 

for Training 

link  on the 

Learning tab.  

You can search 

by type and by 

date. 

 

Task ï 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 O bject  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. 

 

Posting a 

Question  

You can post a 

question to a 

particular folder.  

You can also 

attach a document to the question or discussion. 

 

Task ï 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 . 

 

Search by Type  

Search by Date  

Post a Question  
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Common Questions  
 

HOW DO Ié HEREôS HOWé 

View my Active 
Transcript  

1. Click on the Learning tab  or click on the Development Plan  building. 

 
Quickly Search for a 

Class by keyword  

1. Type the keyword in the Search box  found in the upper right hand corner  
2. Press Enter  on your keyboard to see a search results screen. 
3. Notice the Learning Object names (Training names) are underlined.  These 

are links  to the session info (class info).   

Search for a class  
by location, type, etc  

1. Click on the Learning t ab  to view your transcript 

2. Click on the sub-tab ñBrowse for Trainingò 
3. Search for a class by type, by date or use the Advanced Search link. 

 
Enroll in a Class  

1. Search for the training  you wish to request (enroll) 
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. 

 
 

Start on On - line course  

1. Follow the steps to search for the on-line course if it is not in your 
transcript. 

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 doesnôt react. 

Print my transcript  1. Click on the Learn ing tab  to view your transcript 

2. Click on the Action  (Globe) button  and select Print your Transcript . 

 

Archive an old object  

1. Click on the Learning tab  to view your transcript.   

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. 

 
Check my score on an 

on - line course  

1. Find the course  you want to check the score. 
2. Select the course by clicking on the Name  link. 
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  
if a class  

has to be approved  

Å Your manager will need to approve your training by viewing your request 
under the My Team  tab (only available to managers). 

How do I turn Off  
Pop Up Blocker?  

1. Choose Tools + Pop Up Blocker + Turn Off Pop Up Blocker . 

 
Withdraw from a Class  

1. Click on the Learning tab  to view your transcript. 
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 
curriculums  

Call the Help Desk at 362 - 4700  

Questions requesting  
or withdrawing from a 
BJC Learning Institute 

class  

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-doôs 

¶ Assign Training 

¶ Add External Training 

¶ Print Transcript 
¶ Send email on past due training directly from calendar 

You will have access to the following Tabs: 

 
 

My Team tab  
The My T eam tab is designed to give you greater visibility into all your employeeôs learning.  

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

 

 
 

1. Action Items  -  Training that needs to be approved 

 

 
2. Activities  -  Assigned To-Doôs, Assigned Training 

3. Profile  -  User Profile, Transcript ï current and archived 

4. Calendar  -  View Training 

5. ID Card  - Identifies the user by name and position 

6. People Search  - Allows you to search for a subordinate by name 

1 

2 

3 4 

5 

6 
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Task ï Searching for a Subordinateôs ID Card 

1. Click on the My Team  Tab. 

2. Click on the Search  icon.  

3. Type in the first or last name and click on Search . 

4. Click on  the  name  to view their ID card. 

 

 

 

 

Viewing an Employeeôs Information ï Activities vs Transcript  

Under the My Team  tab, you can view your employeeôs information in several ways.  Once 

you find the employeeôs ID card, you can click on the card to view their activities. Notice the 

menu of tabs will appear including Activities , Profile , and Calendar .  

 

Viewing an Employeeôs Activities Info  

This is a quick list of 

activities such as 

Assigned Training and 

To Doôs you have 

assigned to them.  

 

This is not their 

transcript.   

You will need to view 

their Profile to see 

their transcript. 

 

1. Globe  button Create a TO Do list or assign training 

2. Profile  Userôs info 

3. Calendar  Calendar view of upcoming training 

4. Current/ Archive  info View current or archived info   

 

Viewing an Employeeôs Profile and Tra nscript Info  

In order to see the employeeôs 

full transcript you will need to 

click on the menu tab called 

Profile .   

 

This will display details about 

their hire date, HSO, phone #, 

etc.  In order to see the active 

transcript of that employee, you 

will need to click on the 

Transcript  sub-tab. 

 

Task ï Viewing your Subordinateôs Transcript 

1. Under the My Team  Tab, find the employeeôs ID card. 

2. Click on the Profile  tab. 

3. Click on the Transcript  sub-tab. 

4 

1 

2 3 
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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 ï Assigning  your Employee Training  

1. Under the My Team Tab , find the employeeôs ID 

Card. 

2. Select the ID Card  by clicking on it. 

3. Click on the Profile  tab and then click on 

Transcript . 

4. Click on the Globe  button and choose Assign 

Training  

5. Search for the 

specific training to 

assign. 

6. Click on the Add  

button. 

7. Under the Assign 

Training screen, 

select a due date  

and any other 

subordinates you 

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 ï Assig ning Training to your Team  

1. Click on the My Team  tab. 

2. Click on your ID Card . 

3. Click on Assign Training . 

4. Type a keyword and click on 

Search . 

5. When you find 

the correct 

training object, 

click on the Add 

button +  

6. Select a Due 

Date . (Optional) 

7. Click on Submit . 
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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.  Itôs called Sharing Permissions . 

 

You will need to choose the delegate that 

will have the permissions and then specify 

what permissions you want them to have. 

 

 

 

 

 

Task ï Setting up Sharing Permissions  

1. Click on the My Team  tab. 

2. Click on your ID Card -click on Arrow 

to view menu. 

3. Select Share Permissions  

4. Click on Select Delegates  link  

5. Type a Last Name, First Name 

Manager Name or ID and click on 

Search  to find for a particular user. 

6. Click on the +  under Add to add the 

delegate to your permission list.  

7.  Scroll down and click Done . 

 

 

 

 

 

 

 

 

 

8. Dire ct Reports  - check what Direct Reports you want to include and if applicable 

Indirect Subordinates 

 

 

 

 

 

 

 

Notice that by default it shows all 

users ï click on Direct Reports 
Only to see your reports. 

Select Direct Reports here and 

then use Define Access by 
Permission 
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9. Define Access by Permission  - click to assign permissions to selected user.  

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

button 

b. 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. 

Check the Include Subordinates  checkbox if applicable. 

c. Click Save . 

d. Click on Add Delegates . Make sure you see the new delegates 

under the section ñUsers Sharing your Permissions.ò 

e.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10.  Click on another tab  or Back  to return to My Team. 
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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  

 
 

Report Name  Report Description  

Career Profile  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-progress as well who hasnôt started the 

curriculum yet.  See details for each status by clicking on a particular status pie piece.  

 

Task ï 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 

 

 

You can 

click on a 

slice to 

view 

details 

about that 

status. 
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 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 ï 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. 

 

 

 


