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Note: ® Required Fields.
Login Farm:
*username: |

*password: |
Forgat your passward?
Fequast 2 new account.

Mary Meyer, CIS Training Manager

= New Home Page — How’s it working for you?

Self-Registration
— Online courses

— Classroom training

Group Registration
— Online courses

— Classroom training

Learning Plans or Mass Assignment?
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New Home Page — How’s it working for you?
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CIS Learning Center
learn.ciseregon.or

Self-Registration
Process
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Self-Registration Process

» CIS Learning Center website
(learn.cisoregon.org) or main website
at cisoregon.org

Safe, secure cities
and counties.

Self-Registration Process

If you already have an account, enter your
username and password

If you need a
new account,

“click here”
Quick Links:
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Self-Registration Process

i learn.cisoregon.org

CIS Learning Center Webinar - Group Registration

= Arrive at description page

= When ready, click
“‘Register for Training”
button
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Self—Reglstratlon Process - Confirmation
» Receive a Class S S N——— T Y -
T TP Losening System Administrato Q
£, e~ Oelete duchive  Reg ST Assign Mk Categes Zoom
Enroliment el
(e o 1 Taeng
Ce:
Subyect: CIS Leaming Center - Class Enrolled
Attachment Limks: session2016-10-13.cs
Dear Mary,
Your class registration status: Enrolled
Couwrse Name: Fall Supervisor Traming 2016
Class Name: Fall Supervisor Trainmg 2016 (Seaside)
Class Dates: 10/13/2016 - 107132016
Class Times: 8:30 AM - 12:00 PM. AmericaLos_Angeles (UTC -07:00)
Class Location: Mary Blake Playhouse, Mary Blake Playhouse
Const: $20.00
The course cost for non-CiS members ks different and can be found in the cl lon. Payments for all i can be malled to: IS, PO Box 4288, Portland, OR 97208-4
with the check that includes the training participant name, training name and date of the training. Online payments are not accepted at this time.
Instructor Name: Janie McCollister
Class Description: Title: Discover Best Practices for HR. Challenges: - Family Leave Reqy and ADA ol : « Veterans Preference in Hiring & P
the Government Workplace. Fanily Leave and ADA: An employee’s request for medical leave triggers many tasks that need immediate attention. You lave 1o shift 1
have to comply with all applicable laws, such as the federal Family and Medical Leave Act (FMLA), the Oregon Family Leave Act (OFLA), the Amenicans with Dis|

Self-Registration Process — Multiple Sessions

® Bucket {3 View Details & View My Class Schedule [

Class Name Class Schedule Locatien(s) Inatrueteris) Number of Open Seats  Request Required

Fall Supervisar Trakning 2016 (Redmand)

Fall Supervisor Trakning 2016 (Baker City) & 6, B30 AN PM (Ame Angeles) (UTC 0T k s A F e et

ferviser Training 2016 (MeMinnvilie)

all Superviser Tralning 2016 (Newport)

Fall Superviser Training 2016 (Seaside)

Fall Supervisor Training 2018 (Tuatatin 2018 a2 AM - 1200 PM (Ame Angeles) [UTC -07 T Palice Dee e M T

Fall Superviser Training 2016 (Ontaria)

learn.cisoregon.org
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Self-Registration — How to Drop a Class

= Click the
Transcript
icon from
your home

page
= Select the
class name

= Click “drop”

Safs otection and Lifting Procedures
Progress: In Progress Enrolled  Required: Mo Duration: 1 hour

Activities  Details

T
.............................
Laanch
Open
Open
Course Nanse: Satety Back Protection and Lifting Procedures
Sutus At

Description: This course provices peneral back safety awareness information reganding job tpecfic hazants, safe work pracions. and ergonor
Dedivery Type: Oriine Course
Course Code: 045-BASFAEGCAT

Duratior: 1 ho

CIS Learning Center

Everything Clear So Far?
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REGISTERING
OTHERS FOR
TRAINING

First Things First

= Are you an entity admin or
supervisor?

= Does everyone have a user
account set up already?

— If not, go to the User Manager -> Users
and click Create a New Account

= For more details, look for this webinar in the
catalog:

— CIS Learning Center Webinar #2 - Setting Up
New User Accounts

CIS Learning Center
le
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First Things First

= Quick Update for New User
Accounts: B pcanevuse

» When you click on the Login tab, leave the
Password text boxes blank!

> Also, leave the “Must change password at
login” box blank

— The new users will receive an confirmation of
the account by email, which will have a link for
them to create their own passwords.

learn.cisaregon.org

ILT Enrollment Process - Others

| g Resource Center Manager

Splasn pages. and wipets

‘ w User {ufuzger -
¥ groups, and mies

Administration tab >> |
Learning Activities >>
Class Manager >> e

Course & Class Name: Safe Driver Training: Driven to WeDﬁvarw‘ﬁng Driven to Distraction (Hilisboro)

P

Select and Edit Class 2
Learning Plans Class Propertes || Sessions || Registration Dates || Enroll || Roster || Waitist | A || owness |
Name >> R —_—— — — —
@ @ To enrll new or more leamers o this class, click Enroll Learners . To drop leamers from enrollment of both the course and class, select the appropriate leameris) and click Drop CourselClass - To only drop
Enl'0|| Tab >> Gradebook the learner from the class and have them refain their course registration, drop them from the Roster tab.

Leamners Enrolled: 2
Maximum Learners: 100

Enroll Learners >>

Select names >> Next
and Save —~
(3

Configure Table View ‘

& Enroll Leamers ‘
 Displaying records 1.2 of  total of2 Resulls per Page: [10 v |[show 'H

Email Wizard || Pages: 1
@ | select | LeamerName & | User Group(s) Email Address | Date Enrolled | pogess ||
® | O woamars Lym Cjcounty Insurance Senices Execune - CIS Imcnamaracisoregon.org Tuestay, November 04, 2014 Nat Atiemped I
[ Tk ‘ Meyer, Mary Administration - CIS, Citycounty Insurance Services mmeyer@cisoregon.org Friday, October 31, 2014 Not Attempted

fiz
‘ (S [ Drop Courselctas | [38 Senc Ema Message | 5 Prin Certiates

=z |

TEATN. CISOTEgOn.OTg




Administration tab >>

Learning Activities >>
Class Manager >>

Select and Edit Class
Name >>

ROSTER Tab >>
Select Learners >>
Change Progress >>

DropDown Menu —
select “Completed” >>
Save

DO NOT use the
Attendance Tab — this

is for another purpose.

Dmpaying 1-10 of 13 recont o » o o
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Change
Progress >>

Drop down menu
— select
“Completed” >>

Update

e MY  #o¢ storicn Meeies brdamer Tutorlsl Adminisate Tutorial g Contact U3 CI5 Lesrming Conter Log OFF
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Change Usaris) Progress:

[ criooue the approprisse status from the drop-down meny. To save your edits, Cok updste
# Bequired Flekd
Selected Students.

LEdrminng v

enter

learn.cisoregon.org
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Administration tab >>
Learning Activities >>
Class Manager >>

Select and Edit Class
Name >>

ROSTER Tab >>
Select Learners >>
Change STATUS >>

Drop down menu —
select “Dropped” or
Incomplete >> Save

Leave Progress as Not
Attempted
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| [ Edit the necessary fields below and click Update at the bottom of the page to save your changes

. Personal Information

[Profte || Login || User Groups || Supervisors || Roles and Pemissions || A

Kiteumion Trg

#* Required Field,

*First Name: Initial:
#Last Name: [feyer |
*Email Add: [reeEa org ]
Re:eh-e.i\u!omlm! ] One email IIStIng

Emails:
#Notification Delivery: » mmediae - Daly =" | all activity that
Address: | ] day-
Address 2: | |
City: [ ]
Country: [{None) B

F Taarieg e

learn.cisoregon.org
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Any Questions So Far?

9/27/2016

Learning Plans
or Mass
Assignment?

Learning
Activities Home

=

Learning Plans

&

Gradebook

[z

Mass Assignment

11



When to Use? For Online Courses!

Mass Assignment: Learning Plan:

- One-time-only assignment - Repeated assignment (employee

- Required training/online orientation, new supervisor,
course safety committee...)

- If you Mass Assign an ILT,

) ) - Can add or remove courses
the Learner will get a “Class

Level Action Needed” - Can add or remoye Learners
warning - When you Unassign a learner,
- |If you want to cancel an the Learning Plan is removed

assignment, you will need to from the transcript
Drop the Learner from the

course. The course stays on

the user transcript

CIS Learning Center
learn.cisoregan.org

Updates and
Questions?

citycounty insurance services
cisoregon.org

9/27/2016
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Learning Center Updates

= Learning Plans (LP) can now be listed in the catalog
— You'll find a button to click on the LP settings tab

= Skillsoft may be updating a few courses again
— Around December

— If this will impact our courses, | will notify you to review your
Learning Plans, Assignments and Bundles

CIS Learning Center

Questions??

= Self-Registration
= Enrolling Others in a Course/Class

= Using a Learning Plan or Mass Assignment
= Other??

13



THANK YOU!

CONTACT INFORMATION:

Mary Meyer

CIS Training Manager
503-763-3815
mmeyer@cisoregon.org

Joleen Albrich

CIS Administrative Support
Supervisor

503-763-3857
learn@cisoregon.orq

CIS Learning Center

9/27/2016
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