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Introduction

This step-by-step guide introduces the key functions available to designated WSU Online
Learning Managers. These functions help these Managers meet learning and professional
development needs as they arise within the college, area or department.

Additional help is available through the following resources:

WSU Resources:

e Human Resource Services (HRS)
hrs@wsu.edu
509-335-4521
hrs.wsu.edu

¢ HRS Learning and Organizational Development
hrstraining@wsu.edu
hrs.wsu.edu/training

Skillsoft Resources:

e Skillport Home Page ihr.hrs.wsu.edu/skillsoft

e Select Management from Quick Links in the upper left
corner of the home page

e Select Help at the top right of the page

e Skillsoft Customer Support: support.skillsoft.com



mailto:hrs@wsu.edu
file://ad.wsu.edu/HRS/HRSShared$/Employee%20Development/Courses%20&%20Programs/Courses/S%20-%20Z/WSU%20Online%20Training%20System/Managers/hrs.wsu.edu
mailto:hrstraining@wsu.edu
http://hrs.wsu.edu/training
https://wsu.skillport.com/skillportfe/main.action#whatshappening
https://support.skillsoft.com/
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Getting Started

Log in to your Online Learning Account home page at ihr.hrs.wsu.edu/skillsoft.

Locating Learning Content

Search Content

Enter the search criteria into the Search Content field near the top right of virtually
every page and click the search button.

Search Content Language

To search for content in French, German or Spanish, select the chosen language
from the box to the right of the Search Content field. If no languages appear,
select Manage Language from the drop down and change default language in
Content Language field.

Content available may differ based on chosen language.

The Library

o
My Home Learning Plan

WSU Custom Library Skillsoft Library

WSU Instructor Led
Courses

Select a Library category to access Instructor-Led Training (ILT) and online
courses within that general topic. Additional filters and search tools become
available on the resulting pages to narrow the search further.


https://wsu.skillport.com/skillportfe/main.action#whatshappening
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ILT Sessions

Quick Links

Making Time for Training ¥

@®
@®
&

Instructor Led Training

Training Managers Guide

&

& Management
@  Credentials
@

Help

_I

Instructor Led T

258 sessions available

Course Title

Backward Redesign: How to
Engineer Your Class for Active
Learning

i atigng
Students: Academic Integrity
and Source Citation

Teaching Innovation Forum Feb 20, 2017 Feb 20, 2017
Luncheon 12:00 PM PST 1:00 PM PST

How to Engage Students
Using the Experiential
Learning Madel

Teaching and Learning with Feb 20, 2017 Feb 20, 2017
Concept Maps 1:00 PM PST 2:30 PM PST

Click Search for Sessions at the upper right corner of the Sessions l
schedule to locate sessions based on Course Title or keyword. I

AINiNg Sessions

Start « End

20,2017 Feb 20, 2017

'IOAM pST 12:00 PM PST Pullman, WA Offerdahl,Erika Confirmed < Actions >

Feb 20, 2017 Feb 20, 2017
10:00 AM PST 12:00 PM PST

Feb 20, 2017 Feb 20, 2017
1:00 PM PST 2:30 PM PST

WSU Online Learning Manager Guide

On My Home page, access currently scheduled ILT from
Quick Links or Upcoming Events.

By default, the sessions are listed chronologically. Click
Course Title to sort alphabetically.

Click on the course title and select the About tab for the
course overview. Available sessions are listed under the
Sessions tab.

enroll in the session, or to save the

-I Click Actions to view session details,
session to your Learning Plan.

Search for Sessions

City Instructor Session Status

Pullman,WA Hellmann,Kather Confirmed Actions
Pullman,WA Clark, Bradley Confirmed Actions
Pullman,WA Cooper,Robert  Confirmed Actions
Pullman,WA Adesope,Clusola Confirmed Actions
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Management Functions

The two primary Administrative Functions that are available to designated Learning
Managers are assigning courses and monitoring employee learning progress by running
reports.

Accessing the Management Functions

Quick Links

&  Making Time for Training ¥

WSU Workplace v
On My Hgme.page select Management v i
under Quick Links.

WSU safety Courses v

Learning Transcript

Manager Guide [
Credentials 5

Help (&

£ % % % /8 D B O

Approval Manager

Note: If the Management link is not visible, and you understand you have been
designated the Learning Manager role by your department Appointing
Authority, please complete the_WSU Online Learning Management Authorization
Form included in the Appendix of this guide and submit to HRS.

If you have completed the form and still do not see the Management link please
contact HRS Learning & Organizational Development at 509-335-4521 or email
hrstraining@wsu.edu.



https://hrs.wsu.edu/wp-content/uploads/2015/10/WSU-Online-Training-System-Authorization-Form.pdf
https://hrs.wsu.edu/wp-content/uploads/2015/10/WSU-Online-Training-System-Authorization-Form.pdf
file://ad.wsu.edu/HRS/HRSShared$/Employee%20Development/POLICIES%20&%20GUIDELINES/hrstraining@wsu.edu
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Learning Plan Assignments

Use the Learning Plan Assignment function to establish learning goals for employees
or groups within your management areas.

Assigning Learning Assets

1) On the Management Admin Home, under Users & Groups, click Assign
learning resources to a user or group:

Admin Home Users & Groups Reports Support

What do you want to do?
Click an item below to quickly access common tasks. Additional functionality can be accessed from the tabs above.

Users & GruuBs Reports

—

< Assign learning resources to 3 user or group ,
View My Dashboard

View Results

2) The Users and Groups view opens to provide access to all learning accounts in
your management area(s). Your management area includes employees within
your organizational home department or appointing department number, as
well as organizational groups and sub-groups who report to your organizational
group. You may also be assigned additional groups and/or subgroups by an
Appointing Authority to manage learning activities.

3) Within the Users and Groups area, expand the available folders or use the search
function at the top of the page to locate the particular user or group to which
you plan to assign courses. You can search users by name, WSU ID number or
email address.

Example

The example below illustrates a Manager Training Folder test group in which
Brandt Mull and Linsey Miter, identified by their red shirts, are Managers. Within
this organizational group are two sub-groups (Crimson Group and Gray Group).
The two managers are able to manage the accounts of all individuals in each of
these groups.

Search @ User ) Group Search Advanced Search

_Users and Groups Manager Training Folder (test-0)

Catalog Learning Plan | Enrollments Books 24x7
ng” Users Group Info Membership Assignment Assignment and waivers Assignment

= g Manager Training Folder (test-0) Edf I3 i [Eactivate ¥ rorce Change
ﬂg)crimsmn Group (test-1)
ﬂg)Gray Group (test-2) : Manager Training Folder
egg MULL, BRANDT (testog) : test-0

Display on Registration Page: YES
£
4f MITER, LINSEY (test99) Group Type: NORMAL

Internal Path ID: /ug00000288
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E] sml Users

E] & Manager Training Folder (test-0)
E] s Crimson Group (test-1)
=] 5Cr\msnn Team A (0003)
£, BROTHERS, SUZI (testss)
&L, ASAIL, DARREN (test92)
& KEAN, MILAN (test93)
£, FREIBERG, MICHELLE (testad)
Q& MINTON, TOM (testos)
=] scr\msmn Team B (0004)
&L, BROTHERS, SUZI (testss)
&L, WINDOM, FRED (tests9)
& LI, CHENG (testo0)
Q& MOE, LANA (testo1)
% MEEKER, ROD (test97)

Expanding the Crimson Group reveals two further sub-
groups (Crimson Team A and Crimson Team B). Manager
Rod Meeker can manage all Team A and Team B
employees. Manager Tom Minton can manage all the
employees in Team A, and Manager Lana Moe can
manage the employees in Team B.

1) To access an individual employee’s assignments click on their name in the left
pane under the Users and Groups to reveals the employee’s assignments in the
right pane.

Example

Manager Tom Minton has accessed employee Michelle Freiberg’s account. Clicking
once on her name reveals her assignments in the right pane. Currently, she has no
individual assignments:

Users and Groups
=] gAII Users

E] g Crimson Team A (0003)
£, BROTHERS, SUZI (test88)
£, ASAL DARREN (testa2)
£, KEAN, MILAN (test93)
£, FREIBERG, MICHELLE (test94)
e§ MINTON, TOM (test85)

FREIBERG, MICHELLE (test84)

Learning Plai
Assignment

gEdil Vit Assi

Inherited Assignments
# Manager Training Folder/Crimson Group/Crimson Team A

== lIndividual Assignments
.l FREIBERG, MICHELLE (test24) has no individual assignments

2) Click the Edit Individual Assignments link near the top of the right pane to
reveal the window illustrated below to access and assign curriculum.

Learning Plan Assignment-User: FREIBERG, MICHELLE (test34) Help
Search for Category Language

Al | Englsh(al) | | searcn

Browse Catalog Learning Plan ' Create LE

=2 L] Catalog - qj Assigned
] E§ 1 Hour Courseware
=] E@ Business Skills Curricula
€] EﬁAdministrat\ve Support Curriculum

] EE Business Analysis Curriculum
@ EE Business Law Curriculum

[E] EB Communication Curriculum Assign
= E§ Consulting Skills Curriculum ﬂ
] E@ Customer Service Curriculum

=2} EE e-Business Curriculum

€] Eﬁ e-Learning Curriculum

@ EE Finance and Accounting Curriculum
@ EE Foundation Skills Curriculum

] EE Human Resources Curriculum

] E@ Industry Foundations Curriculum

] Ea Knowledge Management Curriculum

T e BTN PR B RSN gy
l m »
S S

Save Cancel

All the learning assets included in the Online Learning System are now accessible
for assignment in this Learning Plan Assignment window.
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3) Enter the Course Title or a key word in the Course Title of the learning asset
you would like to assign to the employee in to the Search for box at the top left
of the Learning Plan Assignment window.

ooCcoopopEDD

2

Leaning Plan Assiqnment User: FREIBERG, MICHELLE jest84)

ol 8 L o N O EESS

The Fundamentals of Exceptional Customer Service
The Custemer Service Representative (CSR)
Customer Service over the Phone

Customer Service in the Freld

Internal Customer Service

Shaping the Direction of Customer Service in Your Org3
Customer Sernce Processes and Procedures
Managing the Quality of the Customaor Suppart Song
Customer Service Procedures

Customer Sernce Confrontabion and Confhict

(=2

4)

5)

Example

This illustration shows the
manager entered the
phrase “Customer
Service” in the Search for
box. The Manager also
limited the learning asset
category to Courses.
Clicking on the Search
button revealed Search
Results with Customer
Service in the Course
Title.

Select the learning asset you would like to assign and click on the green Assign
arrow in the center of the window to add the course to the employees Learning

Plan

Once a learning asset is assigned, an assignment customization window appears:

Add to Learning Plan

Note: Text here will appear in the
employee’s Learning Plan assignment.

Type: Use recurring only if the
assignment needs to be completed
repeatedly in the future.

Due Date: Identify when assignment is
due by date or timeframe.

Reminder: Sets parameters for email
reminders of the assignment.

Overdue Notice: Sets parameters
for email notices if the assignment
has not been completed by the due
date.

Required: Identifies if the assignment is
required or optional.

Add: E Internal Customer Service
Note:
Type: @ Non-Recurring
@) Recurring by completion date
@) Recurring by due date
Due date: @ None
) Fixed date
O Period after assignment
Days
Reminder: @ Allow users to set their own reminders
Once
starting Days before the due date
Overdue notices: @ Allow users to choose their own overdue notices
@ send weekly overdue notices
Required [}
| oK ‘ | Cancel

6) Click OK to save assignment modifications and close the window.
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7) This returns you to the Learning Plan Assignment window where you
selected the course for assignment. Click Save to confirm the action and
opens a Preview Email Template window.

8) In the popup Preview Email Template window you may add an optional
note from you to the employee. Click send to notify the employee of the
assignment. The email is sent from hrstraining@wsu.edu. Prior to
assigning courses in the Online Learning System, HRS recommends you
inform the employee of your intent to assign courses, by including
information to email you or their supervisor in the Email template
provided.

Modifying or Removing Assignments

To modify previous customization or remove an assignment from an
employee’s account, access the employee’s account as above.

Click Edit Individual Assignments in
right window pane.

=k | Assigned

In the Learnlng Plan wmdow pane, . Ellnternal Customer Servicd [Deassign] [Edit]

rest your cursor on the assignment
you wish to modify. The Deassign
and the Edit links associated with the
assignment appear.

Monitoring Learning Proqgress

WSU'’s Online Learning System includes a variety of reports that allow you to track and
analyze learning progress as well as content usage by individual and group. As with
Learning Plan Assignments, you can view the learning activity of those employees and
groups within your management view (see page 5). For all report templates, primary
report data fields are preselected and may be modified.

Employee learning activity may take a up to a day to register in their Learning Plan and
then show on Reports.

Accessing the Reports Functions

1) From the Quick Links menu on My

Home, select Management. Users & Grovos CITRRRRAR ] Jourpar |
2) On the resulting page, select the What do you want to c%::“
Re po rts tab. Chehc an dem below bo queckly atoess 00 Legacy Bos Bz sty

Users B Groups
L] From the drOp-dOWn menu, ASEON I8 3TN TESeUNOEE [0 S LT OF O
select Templates:


mailto:hrstraining@wsu.edu
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e Within the Templates window, click on the Shared tab to access pre-built

report templates.
' Default I Personal

The Shared tab contains custom reports designed to satisfy the requests of most
WSU Online Learning Mangers. The following describes standard reports available.
Additional Shared Report templates may be available from time to time.

User Activity Reports

This report allows you to view detailed information of learning activity by a particular
employee, multiple employees, or whole departments within your management
view. This report is filtered to show activity in both online and ILT courses.

1) Within the Shared Templates tab, expand

the User folder by clicking on the # and Defaut | personai({ shared
select the desired User Activity Report. In e
. l Ser
this case Courses was selected. = User Actwity Report Courses |
=7 User Activity Report - All Assets
. . ey . T User Activity Report - Books and Resources
2) After selecting the report, click on Edit in the — User Learning Plan Activity Report
u i . = | content
pper rlght corner Of the page : = Instructor Led Training - Multiple Completions of
Single Course
3) The below Edit Template page opens which " Course Activty Report

will allow you to customize the report by the
four expandable option groups and the
three customizaton tabs:

Customization Tabs

v Template Properties

~ Activity Dates
Groups [/ Users ] Asset Filter I Filter Options

¥ Groups [ Users
» Display Options

Template Properties: Overview about the report.
Activity Dates: Identify data within a specific date range.
Groups / Users: Identify groups or users to include in the report.

Display Options: Identify available data to include in the report.

9
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Asset Filter: Returns data by selected asset types.

Filter Options: Allows the user to filter selected criteria to receive in a
report.

4) Expand the Activity Dates and Groups / Users options and make the desired
selections.

Example
The following report is configured to return data for:

e The last three years (date selection), and

e For specified users (user selection). In this example, the specific users
have not yet been identified.

+ Template Properties
~ |Activity Dates
Date Selection © Previous 3 Years) ¥ To Date
© “From 2010-01-01 |3 Te [2013-11-21 @

Groups / Users I Asset Filter I Filter Options

~ Groups | Users

User Selection | select © Users © Groups

Search Refresh

= Washington State University (WSU)
<€ ziffel, Arnie (11454874)

&, Cougar, Butch (15748522)

First Name Last Name

& Dugan, Francis (12352143)
&, Cougar, Ima (25423654)
& Berry, Marion (15478523)

5) To select an employee for the report, click on the name and then click on the
arrow between the two panes. If you wish to select more than one employee,
hold the Ctrl key while clicking on additional names.

6) To select an entire group (department), click the Groups radio button
in the user selection highlighted above. Then click on the desired Group name(s) in
the left pane then click on the arrow between the two panes.

7) Select different fields in Display Options to identify available data to include in
the report. Primary report data fields are preselected and may be modified.

8) To identify specific learning asset types for the report, modify the Asset Filter

selection customization tab. In this area you can identify the types of learning
assets that will be included in the report.

10
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9) At this point all necessary parameters are configured and the report can be
executed. Actions for the report show in the upper right corner of the Reports

page.

Preview: Displays the results of the report.

Save: Not for use. Saves the changes you have made to the shared report
template and makes you the owner.

Save As: Saves a copy of the report template to your personal templates
and allows you to rename it for future use.

Example:

You designed a report template to focus specifically on the activity of one
department in your management focus. You might save that report as
“Course Activity — Department X.” Then, you may customize the report
to focus on another department save it as “Course Activity — Department
Y, ” and so on. These reports will return updated data on each
department each time they are executed.

Save Result*: Creates a copy of the report results that can be downloaded
and saved. The following dialogue box appears.

Properties | Email

* Name

Learming Activity-User Activity Report - Courses

Description

Detailed online and ILT course activity data for users or groups

Format Ccsv - Include report parameters

Format
Delete In 7Days = ‘

oK Cancel

The Properties tab allows you to modify the name, description,
and/or format of the report. Click OK to complete the action. The
report results will be saved for the period of time you designate. Up
until that time expires, you can access the results by clicking on the
Reports tab and then selecting Results.The Email tab allows you to
designate specific users who will receive a copy of the results.

Cancel: Cancels any customizations made to the original report and allows
you to restart.

User Activity Report — Courses

This report includes results for online and ILT courses.

11
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User Activity Report — Books and Resources

This report includes results for user activity on books and other online non-course
resource activities.

User Activity Report — All Assets
This report includes results for online and ILT courses, books and other resources.
User Learning Plan Activity Report

This report includes activity data specifically for items assigned in the User’s Learning
Plan.

Course Activity Reports

This report allows you to view activity for Users & Groups in your management area for
specifed courses. Resulting data can include which employees accessed an asset, if they
completed it, and the score they received. The report also includes the date they

accessed the asset, how many times they accessed it, and how much time they spent in

it.
1) Within the Shared tab, expand the | Default | Personal ﬁ

Content folder by clicking on the 4 Title
and select the Course Activity Report.

| | User
2) Click on Edit in the upper right corner = | Content
of the page. This opens the Report — Course Activity Report

Properties window.

Opti
GroUips

|» Template Properties

= |Activity Dates
@ Previous 3 Year(s) i To Date
) *From i To
Groups / Users ] Asset Filter I Filter Options

* Groups | Users
+ Display Options

Asset Filter Tab

12
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3) Use the Asset Filter options to identify the specific course(s) to view user activity.

- Asset Filter

Search
Search Refresh
2 Catalo A D Assat Titl
Asset Selector | Catalog Asse Title Selected Assets

T UStOnT Fateage —
=] Course Curricula
(-7 Business Exploration Series Add:
(=7 Learning Programs 'ﬂ

Category Selector

5 All Categories ~

(=7 Instructor Led Training

(-] Sun Microsystems Curricula

-] Publisher Custom Content

(7] Live Dialogue Sessions

=7 Custom Curricula

=] Sample Competency Based Learning Programs

& ] [¥|Bo0ksZdx7 Assets
= Business Impact
= Cha\lenge Series
= L2 Colrs e

The Asset Filter includes the following sections:

Catalog - Asset Selector

Navigate through the Catalog folders and subfolders or use the Search
function above this area to find specific assets. Locate and highlight the
specific assets (such as certain course titles) contained in the Catalog. Click
on the Asset in the left pane and click Add arrow to move them to the right
pane.

All Categories - Category Selector
To select certain asset categories,
in the All Categories section,
check the box of the specific asset
categories to include in the report.

|]_j All Categories
|]:_| [|Books
E] |]__-_| Courses
=] [[]Assessments

=] [¥]Courses

Asset Title - Selected Assets
Assets chosen for inclusion in the
report are displayed in the right pane by ID and Asset Title.

Preview or save the report and results with the usual controls in the upper
right corner of the window.

13
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Management Authorization Request

WSU Online Learning System

Training Time Reminder

Contact HRS to arrange a demonstration of
these resources for your department:

hrstraining@wsu.edu
509-335-4521

14
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MANAGEMENT AUTHORIZATION REQUEST
WSU ONLINE LEARNING SYSTEM

This form is required to view employee training records and assign select courses.

Employee Name WSU ID Number
Employee Email Employee Phone Number
Home Department Name Home Department Number

Appropriate Use Statement

| understand that | am responsible for respecting the confidentiality of information accessed via computer
information systems. | understand that this information is to be used for official university purposes only.
Misuse of systems information can result in termination of employment or other disciplinary actions. The
security of information is provided for by federal and state laws and University regulations (see Business Policies
and Procedures Manual (BPPM) 90.05, 90.06, and 90.07, and Executive Policy Manual EPS).

| understand that | am responsible for safeguarding my assigned password. | will not share my password with
others. | will store passwords in secure locations. | will contact Information Technology Services if | suspect that
my password has been compromised.

| understand that unauthorized access to and/or unauthorized use of the University’s computer systems or
electronic databases may constitute criminal acts under Revised Code of Washington (RCW) _94.48.070-.100
and RCW 9A.52.7110-.130.

Department Training Record Access
Home department(s) of the employees whose training records will be accessible by this training manager

Department Name Department Number

Employee Declaration
| understand by signing below | am attesting | have read, understand will abide by the above the above statements.

Employee Signature Date

Appointing Authority Name (Please Print):

Appointing Authority Signature: Date:

Return the completed form to Human Resource Services - Learning & Organizational

Development. hrstraining@wsu.edu Human Resource Services Use
Processed By Date



https://policies.wsu.edu/prf/index/manuals/90-00-records/90-05-release-public-records/
https://policies.wsu.edu/prf/index/manuals/90-00-records/90-06-release-student-education-records/
https://policies.wsu.edu/prf/index/manuals/90-00-records/90-07-release-personnel-records/
https://policies.wsu.edu/prf/index/manuals/executive-policy-manual-contents/ep8-university-data-policies/
https://app.leg.wa.gov/rcw/default.aspx?cite=9A.48
https://app.leg.wa.gov/RCW/default.aspx?cite=9A.52
mailto:hrstraining@wsu.edu

Human Resource Services

E-Learning Appropriate Use Reminder

All university employees are encouraged to take courses through WSU’s Online Learning
Resources System.

If courses are required, supervisors and employees should work together to develop a training
development plan. The plan should include times when the employee can focus on the
training.

A few items to keep in mind:

e Required, mandated and encouraged training time may be considered hours
worked and may count towards the 96 hours of release time.

e Employees taking an initiative to take E-Learning courses on their own must keep
in mind the State Ethics rules regarding appropriate use of state resources,
including time. Refer to: Use of University Property BPPM 20.35; Personal Use of
University Resources BPPM 20.37; RCW 42.52.160, Use of Persons, Money, or
Property for Personal Gain.

e All employees who are eligible to claim overtime must receive prior approval
before taking E-Learning courses that are directly related to their position with
WSU. Refer to BPPM 60.58 Overtime Eligible Employees.

Courses taken for personal development, not related to the employee’s position with WSU,
can be done on the employee’s own time using non-university resources. NOTE: personal use
of the Online Learning Resources cannot be done using university resources including time
and cannot interfere with normal work assignments.

Inappropriate use of the WSU’s Online Learning Resources or the use of time may result in
corrective or disciplinary action.

Questions regarding overtime (Fair Labor Standards Act) and work vs. non-work time
should be directed to Human Resource Services.

Human Resource Services Contacts: hrs.wsu.edu/hrs-contacts



https://hrs.wsu.edu/hrs-contacts
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