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Introduction

The UC Learning Center is the web-based Learning Management System (LMS) used across the University of
California for Systemwide training and development. Those who have direct reports identified in the UC
Learning Center will receive the Manager Role, in addition to the standard Learner Role. In some cases,
individuals may be given the Manager Role if they have been identified as needing access to manage the
training of those who are not their direct reports.

With the Manager Role, you can:

e View training history and status of assigned training of direct reports or viewable users
e View direct reports or viewable users current training schedule

o Register direct reports or viewable users for activities

e Assign activities to direct reports or viewable users
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Logging into the UC Learning Center
Log in at Ims.ucdavis.edu using your UC Davis Login (Kerberos).

UCDAVIS

UNIVERSITY OF CALIFORNIA

Central Authentication Service (CAS)
Username:

Passphrase:

Need Help?

Navigation

Homepage

When you first login to the UC Learning Center, you will see the homepage. Here you can launch activities you
are currently registered in, navigate to your training schedule or transcript, and use search features to locate
activities you wish to take. These will all be reflected on your own account. You can also get information about
your direct reports.

The Manager view is an enhanced version of the Learner view. For more information on Learner access, refer
to the Learner Guide.

My Learner Transcript &
Dashboard Certificates

Manage My
Registrations

Required Training

Find A Course How Do I? / FAQ Contact Us

¢ Manage My Registrations: View your Training Schedule, where you can see both upcoming in-person
activities you have registered to attend, as well as any online activities you are currently in progress
with.

e Required Training: View a list of your required and recommended training where you can see details
about last completed, Expiration, and your assignment status.

e My Learner Dashboard: Access your required training and recently launched training

e Transcript & Certificates: View transcripts for any courses you have completed in the UC Learning
Center.

e Find a Course: Search for a course.
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e How To: Short YouTube instructional videos

e Support:

e UC Davis Campus:
= Contact UC Davis Staff Development and Professional Services at sdps@ucdavis.edu

for assistance with the UC Learning Center.

e UC Davis Health:
= Please open an incident ticket through ServiceNow or call (916) 734-HELP (4357) for

assistance with UC Learning Center.

Top Menu
The Top Menu will appear on every page. Hover over each icon to see where they will take you. You might not see every

icon, depending on your permissions.

Learning
Center

l Home: Click to return l

Library: View courses to the homepage search: Search the LMS
organized by category )

My Team: Access Your manager
Dashboard Timeline: View assigned
and required courses

Self: View your Profile, Learner Dashboard,
Training Schedule and Advanced Reporting

Using the Manager Tools
Once you have been identified as the manager of a user in the UC Learning Center,
you will automatically have the My Team icon appear in the Top Menu. This will give

you access to a Manager Dashboard.

& =

MY TEAM

MANAGER DASHBOARD
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Manager Dashboard
When you navigate to your Manager Dashboard, you will be able to see:

¢ A snapshot of your current exception report, which shows the overall status of your managed users’
assigned training.
e Alist of your managed users with the status of their individual assigned training.

~ EXCEPTION REPORTS
No tasks data to be shown. Last updated: 12/9/2020-3:04 AM PST
Past Due Training ~ USERS(4)  ACTIVITIES (3) | User Search... |EI
No past due training information = Print X Export Display Learning Activities v || Allviewable Users ~| Sortby: *
availabla
@ucdavis.edu tucdavis.edu
User Number: User Number:
Required: 0 Required: 0

Recommended: 0

PROFILE -

Recommended: 0

PROFILE -

davis.edu

Ducdavis.edu

Note: Manager Dashboard is updated nightly, so if one of your users completed training after the latest update,
it will not appear in this view until the next update. However, the user’s training transcript and schedule are
displayed in real time and will show you their latest status.

View Managed Users

In the Manager Role, you have the ability to view information about your managed users and the progress of
their assigned activities.

Your viewable users will all be displayed in tiles on your Manager Dashboard. You can scroll through these
tiles to locate a particular individual or you can search the user by name, or sort in ascending or descending
order (by name, assignment progress, etc).

You will automatically see all users you have been given access to view, either as your direct reports or as
managed users whose training you are responsible for managing. If you manage more users than just direct
reports, you can change your view from All Viewable Users to Direct Reports if you wish to only view your
direct reports.
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No tasks data to be shown.

~ EXCEPTION REPORTS

Past Due Training ~ USERS (4)  ACTIVITIES

No past due training information .
= ™ Print

available

N Export

Last updated: 12/9/2020-3:04 AM PST

Display

| User Search...

[]

Learning Activities \‘ Allviewable Users  w| Sol
| ]

View Status of Assigned Training
When you first enter your Manager Dashboard you will see an overview of your managed users and the
status of their assigned training. The Exception Report at the top will show you the percentage of compliance
your managed users are currently at for all training assigned to your managed users. For each individual, you
will see the overall status of their currently assigned training. Click the blue INCOMPLETE button to see a
more detailed report. Remember, you can also sort this list by process.

~ EXCEPTION REPORTS

USERS (2) CTIVITIES (28)

Print ¢ Export
- P

Direct Reports
All Viewable Users

Last updated: 1

| User Search...

‘ Direct Reports

User Number:
Required: 3
Recommended: 0

PROFILE - 3 INCOMPLETE

User Number: |
Required: 1

Recommended: 0

PROFILE

96%

1 INCOMPLETE

Assigned Training by Activity

You can also see which trainings are assigned to your managed users and the overall completion of the

training.

Switch from the Users view Activities view to see all the activities that are currently assigned to your
managed users. You will now see how many are still required to complete each training and the overall

percentage of completion.

HR Talent Management
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ACTIVITIES (28)

™ Print X Export

Last updated: 12/9/2020-3:04 AM PST

| Activity Search... ‘E]

1“ eCourse

Reporters

A\ /4
Required: 0

Recommended: 0

DAC-CAMRA

CANRA Training for Mandated
[ | ] ] E

0 USERS

Vl eCourse
- \

DAC-AFSCASH

Cash Handling

Required: 0

Recommended: 0

100%

0 USERS

1‘\ eCourse

A\ /4

l‘\ eCourse

A\ /4

CLERY-DA-ECO

Clery Act Training for Campus
ame Security Authorities (CSAs)

W eCourse
Credit Card Handling

DAC-AFS-CREDIT

ILT Course

Click on the blue Users button to see who is still required to complete the training.

Individual Reports

To view a detailed report for an individual user:

1. Locate the user you wish to find out more information about.
2. Click on the blue Incomplete button.

This will show you an overview of the user’s assigned training, including a list of all training that has been
assigned, the due date for each training, and their overall progress in completing all assigned training.

DETAILED EXCEPTION REPORT BY USER

2 at =
by S setvesn 4 aca

Assignment Type *

Assignment Status

Assgnment Date 3

AllViewable Users || Sortby: "€
~
DAC-AFSCASHNET
11 CASHNet Deposit Training
Required: 0
Recommended: 0
1 00%
0 USERS
. DACH-HRS109-D...
I I I Employment Law and Liability
¥
scdavis.edu
User Number: 1264568
Required: 3
Recommendes: 0
Overadl progress
29

Due date =

Expiration Date *

1. Clicking the Title of the course will show you more information about the training.
2. Using the menu bar on the left side, you can filter the training to show only what assignments are
Overdue or what has been Completed.

w

4. Clicking the Close button will take you back to the Manager

Dashboard.

HR Talent Management

You will see when the information was Last Processed in the top right corner.
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Training Analysis
Another way to view a user’s assigned training is to go to that user’s

Username: |
Required: 0
Recommend *

Self-Reported Training

PROFILE

Training Schedule

Training Transcript

Training Analysis page.

1. Locate the user you wish to find out more information about in your
list of direct reports or viewable users.

2. Click the drop-down arrow next to the white PROFILE button.

3. Click Training Analysis.

4. This will launch Emulation mode , which allows you to view Learning details about your
managed users. You know you are in emulation mode by the orange “eye” in the top menu bar where
the “Self” icon would typically display. (To exit Emulation mode, click the “eye” and then click Exit
Emulation)

5. The page provides an overview of the user’s currently assigned training, the due date for each training,
and current assignment status. Click the View drop down menu to see additional information.

o\l
Training Analysis A 0}
<« C (O @ Secure | https//ucstage.sumtotal host M t Qo
m Learning
Center
TRAINING ANALYSIS
Search: Filter by View:
- X
~Selected Items: 0 | Records: 7
Name « Code Priority Assigned Date Due Date Last Completed Expiration Assignment Assignment
Date Date Type Status
WV W eCourseAsugnment Remunder Test  NTREMIN 5
ke H
vy

View Training Schedule
You can view a managed user’s training schedule to see their current registrations and progress.

1. Locate the individual you wish to view.
2. Click the drop-down arrow next to the white PROFILE button and select Training Schedule.

Username:
Required: 0
Recommend

[ "]
Training Analysis
PROFILE | 0 INCOMPLETE
Training Schedule

Training Transcript

Self-Reported Training
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3. This will launch the Emulation Mode, which allows you to view Learning details about your managed

users. You know you are in emulation mode by the orange “eye” lllllin the top menu bar where the
“Self” icon would typically display.
4. Now you can see that user’s registrations and other canceled, in progress or completed training.

‘A‘EL@ Xl

Training Schedule X
< C (0 | @ Secure | https://uc.stage.sumtotal.host/core/pillarRedirect?relyingParty=LM&wurl=https:%2F%2FUC.stage.sumtotal.host%2Flearning%2Fap; @ ¥

Learning
O

Center

TRAINING SCHEDULE

This is a list of current training activities for which you are registered.

[a]e

CURRENT/UPCOMING EXPRESS INTEREST PENDING SIGNATURES COMPLETED CANCELED WAITING LIST OR PENDING APPROVAL

ALL ONGOING ACTIVITIES UPCOMING ACTIVITIES FIXED DURATION ACTIVITIES

Displaying 10 of 34 Records 10 25 50 100
Export ToExcel &3 Print Cancel Registration View Calendar
Activity Name Status Code Region Start Date End Date Actions
iosafety: Dual Use Research of Concern 06SEDEHSDURC 7/20/2016
Certification
Choosing the Righ(é;r:;ggy for Implementing UC-PMC-AMA-RI-02 10/31/2016 m
eCourse
Training Transcript
To view all completed training for a managed user, you can view their
training transcript. e
Required: 0
1 1 i i i Recommend ™ celf-Reported Training
1. Locate the user you W.ISh to find out more information about using 3
the User Search function. o [7] TSN p—
2. Click the drop-down arrow next to the white PROFILE button Training Schedule

w

Click Training Transcript.
4. This will launch Emulation mode, which allows you to view

Learning details about your managed users. You know you are in emulation mode by the orange
‘eye” in the top menu bar where the “Self’ icon would typically display.

5. You will be taken directly to that user’s transcript. Select the timeframe you wish to review using the
year or date range filters. Note the default view is for one year.

You can view the transcript or individual certificates of completion and export them to PDF.
To export the training transcript to PDF:

1. Click Export to PDF in the top right corner.

2. Click the link to download the PDF SumTotal
3. The PDF will open in a new window.

[Click here to download the filg

To export individual certificates to PDF: =

1. Click the certificate logo next to the course name.
2. Click Export to PDF and follow the steps above.

HR Talent Management Manager/ Reporting Guide | 7



ACTIVITIES

Activity Estimated Credit  Start Date
Hours
4 WLt Cla C
Jd D
» & o

Register Users

Completion Date « Expiration Date  Score  Grade Attended Code
Duration
€ Y-RE-OP-ECO
UCOP_GS_Staf C €
OP_HIP
ys: 0, H AB1 £CO

A manager can register their managed users for courses. It is recommended to register users for in-person
training and assign online training. To register managed users:

1. Locate the activity you wish to register by using either the Catalog or Search function.
2. Click the Ellipsis (More Options) to the right of the course title and select Register Others.

#& / Search

‘ orientation

a

LEARNING ~
Filter Results Clear Al 40 results for "orientation”
Saved Searches >
Activity Type v P/ \ Y
[] eCourse (29) .‘=,.
() ILT Course (11) m
Duration (Minutes) >
Topics > i
Language > M
Activity Availability >
Start Date >
Location > m

Sort By: Best Match ~ 2

ECOURSE

Construction Safety Orientation

This course is designed ta inform new censtruction workers and site visitors in and areund construction si
I DACU-esh_sah &84 sh_enus-UCSKSS0022-ECO-SAFSVC

gowww @O <O

———p:

View Details

LT COURSE Manage Assignments
IT Plan and Roadmap Orientation Register Others
Come get better oriented to our division's plan and roadmap. This session is required as it contributes to o —= =
Wl DAHS-ITE-50126
mn L

ECOURSE
Contract Nursing Orientation Module

3. If this is an online course, click Continue to add users. If this is an in-person training, you will need
to select the offering you wish them to attend first before you can click Continue.

| Select Activities

Available Capacity: Unlimited

& eCourse: Construction Safety Orientation

Available Capacity: Unlimited

CONTINUE

Select Users

%]
CANCEL SUBMIT RESET

4. Click Add under Available Users to locate the users you wish to register.

HR Talent Management
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Center

You can select multiple users and register them shy for an activity. First, select the activity or activty structure and click Continue. Then add users to your available list. From this list. select users to send to the

~
roster or the waiting fist. When you are done, click Submit to process the batch of users or if payment is required, click Purchase.
BIOSAFETY: BLOODBORNE PATHOGE...
Select Activities ]
Available Capacity: Unimited
@ eCourse : Biosafety: Bicodborne Pathogens Training and Annual Refreshe Available Capacity: Unimited
......
[ select users 2|
Skip registering users to activities that have not i to the overall
of the activity structure
AVAILABLE USERS REGISTRATION
Available seats Records: 0
Selected users: 0 Available seats: Uniimited
Available users: 0 Users pending approvat: 0
Users not in allocation: 0
9
Re A
( Al Cleac Al
v

There are several options to narrow down the users you wish to add. As Manager, the only option that
will be relevant is Select Viewable Users.

Learning
OF 4
Center

SumTotal
J Select users by organization
) Select users by job
Select users by manager
O Select users who require the activity
Select viewable users

O Select users by e-mail, user number, username, or NT account (sop by commas or

CANCEL NEXT v

Click Next. You now have the option to:
e Type a user’'s name in the search box and click the Arrow button.
e Browse the list of users for individuals you wish to register.

o Click Select All at the bottom of the page to select all active users or select the top box to select
all users on the current page.

HR Talent Management Manager/ReportingGuide|9



7. Select the check box next to the user(s) name you wish to register. Click OK at the bottom to
continue.

m Learning
Center
SumTotal

SELECT USERS

Select one or more users from the list below and click OK

@

Search:

la Selected Items: 2 | Records: 9

E-mail Address Manager Primary Domain Primary Job Primary Status
Organization

L noreply@sumtotalsys... KIM M, AYOUB UCSD VC CHIEF 7664 - PERSONNEL HUMAN RESOURCES A
FINAN AN DEPT

W BRENDA ANTONIO noreply@sumtotalsys... KIM M. AYOUB UCSD VC CHIEF 7664 - PERSONNEL HUMAN RESOURCES A
FINAN. AN DEPT

SLAURA JEAN BOPP noreply@sumtotalsys... KIM M.AYOUB UCSD VC CHIEF 23 -BLANKAST2  HUMAN RESOURCES A
FINAN DEPT

ERERINN DETERS ISUP noreply@sumtotalsys... KIM M. AYOUB UCSD VC CHIEF PERSONNEL HUMAN RESOURCES A

Skip registering users to activities that have not b d to the overall
of the activity structure

AVAILABLE USERS REGISTRATION
Available seats Records: 0
Selected users: 2 Available seats: Uniimited
Available users: 2 Users pending approval: 0
Users not in allocation: 0
Remove All
Add Select Al Clear All
Name .
Name « Status
M W No issues WAITING LIST
Records: 0
¥ BR No issues
R All
35
Name .

9. Click Submit once you have selected the users to be moved over.
10. The users are now registered for the activity.

Note: If the activity is in-person they will receive an email notification of their registration. If the activity is online
there is no registration notification, so you may want to inform them they need to complete the training.
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Manage Assignments
A manager can assign their managed users for courses. Manager assignments are recommended for
individual assignments only. To assigh managed users:

1. Locate the activity you wish to register by using the Catalog or Search functions.
2. Click the Ellipsis (More Options) to the right of the course title and select Manage Assignments.

ECOURSE
N
Pl Y SHCS Hand Hygiene (2019-20) : 4
[ | ] ] Hand hygiene training for Student Health and Counseling Services
W’ Ml DACSHCS-HAND-2019-20
M 2 View Details

ECOURSE Ir\ﬂanage Assignments I
P/ \ Y Introduction to Industrial Hygiene Register Others
[ 1 1] All employees should expect to work in as safe an environment as possible, whether they work in an office eorors o rocorroro—
"’ Il DACU-esh_sah_s15_sh_enus-UCSKSS0091-ECO-SAFSYC

B orenro ©
3. To add a new assignment, click Add.

MANAGE USER ASSIGNMENTS FOR sHcs Hand Hygiene (2019-20)

List of users assigned to this activity.
Search @
Last Processed: Wednesday, January 6, 2021 3:05:10 AM PST  Current Assignments  +

Refresh Add ™ Print % Export

Al viewable Users  w ) )
You either do not have any viewable users or none of them are
currently assigned to this activity.

Show all assignments (0)

Filter by: | EDIT | | REMOVE |

4. Select the user(s) you wish to assign the activity to (Note: You may need to click All Viewable Users if
you do not have Direct Reports) and click Next.

Manage Assignments

SELECT USERS '

Select either one or all users to set assignment options.

Search @

[ Name - User Number Primary Job Manage
Direct Reports
All Viewable Users [ aAK | CV)OB

M aAM 1970431 0520 - SYS ADM 4 RICHARC
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5. Set the Type (Required or Recommended) and choose a Start Date

Manage Assignments

EDIT ASSIGNMENTS FOR Hand Hygiene

Select either one or all users to set assignment options

Assignment Options:

Select: All | None + Sort by: Name v Selected users (1)
Type:
MARK ) AARON @® Required
Type:Recommended | Status:Assigned OR ded
Due Date:No Due Date SRR

[Clignore Previous Completions
(&

Start Date:

@ Today

@) Days from today

Qon [&]w!
Time zone:

uTC v

Priority:
None [V

6. Scroll down to set the Due Date and click Apply to Selection, then click Done.

Due Date:
ONo Due Date

@ within 30 Days

Osy E-
Time zone:

uTc ~

Assignment Notes:

Status:

Assigned |v

l APPLY TO SELECTION l

] () (D
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7. Under the Manage Assignments screen, you can Edit or Remove the assignment

Manage Assignments

MANAGE USER ASSIGNMENTS FOR Hand Hygiene

List of users assigned to this activity.

Search @

Last Processed: Wednesday, June 21, 2017 9:32:52 PM PDT |~ Current Assignments |v

Refresh Add & Print X Export

All Viewable Users

0 Name - User Number Assignment Date Due date Priority Type
Show all assignments
2
@ an 1 6/21/2017 7/22/2017 Require
Filter by: O AN 2/24/2016 - Recomn
¥ Assignment Status Records 1-2 of 2 Page 1 of 1

> Assignment Type

> Assignment By EDIT REMOVE

Note: Users should receive an assignment notification later that night. If you need to assign
training to staff based on job code / department and want to include transfers/new hires in the
future, please contact the appropriate training group of the activity to setup an Audience to
make the assignment.

Advanced Reporting - Campus

In preparing reports, supervisors can confirm their employees’ training status in a few ways. The
easiest is to run an “UCD Campus Assigned Training Status Report” through their Advanced
Reporting dashboard in the UC Learning Center (http:/Ims.ucdavis.edu). There are several report
templates in the UCD Campus Folder to choose from.

1. Click the Self icon (upper left-hand corner of screen), click Reporting, and then click Advanced
Reporting.

DASHBOARDS

PROFILE

LEARNER DASHEOARD

LEARNING

DEVELOPMENT

Advanced Reporting

Training Transcript

C
HR Talent Management Manager/ Reporting Guide | 13
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2. Your screen should now display the Advanced Reporting dashboard:

- = |

Library  View

i Folders

UC_PROD

Mame Description

3. Expand the folder list on the left-hand side of your screen to reach the UCD Campus
folder:
UC_PROD > Custom > Reports > UC Locations > UCD > UCD Campus

Library  View »

= Folders Repository
~ B UC_PROD Run Copy
- = Custom ® Name Description

+ B Reports

ePerformance Compliance Training Status—General (Et... Reports on all individuals' general compliance (ethics), cyber security and sexual haras...

[ i 3
v mm UC Locations UC Cyber Sacurity Training Status Report Reports individuals who are sither ovardue or coming due for UC Cyber Security Funda...

—
v mm UCD UC General Compliance (Ethics and Conflict of Interest)... Reports individuals who are either overdue or are coming due within the next 60 days f..

L3 UCD Campus UC Learning Center Course Attendance Report Reports trainings attended/completed for all viewable users. Can be filtered by time pe...

—
> UCDHealth UC Sexual Harassment Prevention Training Status Report Reports individuals who are either overdue or coming due in the next &0 days for sexu..

UCD Campus Assigned Training Status Report Reports status of required trainings for all viewable users. Can be filtered. Ses LMS Ad..

UCD Campus Return To Campus Training Status Report Reports on assignment status for Return to Campus training.

4. Click the name of the report you wish to run

UCD Campus Assigned Training Status Report Shows all individuals’ assigned training
status. This guide uses ePerformance Compliance Training Status—Cyber and Sexual
Harassment Prevention Report as an example.

5. Once your report appears, you can export it or Sort/Filter within the LMS report by
clicking on the column title

HR Talent Management Manager/ Reporting Guide | 14



Library

To Export:
Click the export icon and choose the desired format (e.g. Excel).

O ePerformance Compliance Training Status--General (Ethics), Cyber and Sexual Harassment Prevention e reieseszomoiaciame @

= - 4 100% - search report qQ |~

Back [-]

POF
Excel (Pasinate UC General Compliance, UC Cyber Security and UC Sexual Harassment Prevention Training Status—All Employees
cel (Paginated)

Current
Name Email Position Department Supervisor Name Course Requirement Next Due
Satisfied?
csv STUDENT HOUSING u rity Awareness Fundamentals Yes
I - - U noe and Sexual Harassment
¢ 4826 - SPC STDT BYA (4026 14 UDENT HOUSING v o
DOCX 004826 - SPC STOT BYA (4826 14464) STUDENT HOUSIN: e Yes
RTF 000483 - FUNDRAISER 5 (0483 00271) ENCES U Yes 2821
CNORALS . ENCES m .
000453 - FUNDRAISER 5 (0463 88271 H Yes sae
0oDnT B c:
000483 - FUNDRAISER 5 (0482 82271 ENCES UG Serual Violence and Sexual Harassment . -
ons 2 - FUNDRAISER 5 71 Prevention Training for Nan-Supenisors = :
004128~ RECRPRG INSTR2 (4128 CAMPUS REGREATION AND UNION u No 11ite
XLSX (Paginated) 261, e
onnne TECRFRGINSTRZ (1128 4FUS RECREATIGN AND UNION J No S5
Ak 00412 - RECR PRG INSTR 2 (4128 CAMPLIS RECREATICN AND UHION u noe and Sexual Harassment e P
- 10328 1) oA “ . Prevention Training for Non-Supervisors B
X 004184 - MATERIALS MGT HG S — N
s ERIZATION LAB u Yes
HSDE 004184 - MATERIAL - — u ..
AT CARDIAC GATHETERIZATION LAB 25 e Yes
mLo A LLlL 004184 MATERIALS MGT HC SPEC 2 P u nce and Sexual Harassment . -

du 4124 108828) Prevention Training for Non-Supervisors

To Sort/Filter within the LMS Report:
When you run the report, it will provide all data. Click on the Course Name or Course Code, or any other

column title to bring up sort/filter options:

View »  Create »

O ePerformance Compliance Training Status--General (Ethics), Cyber and Sexual Harassment Prevention s reieshed 2021.0012a0032007

Back

B . = — 4+ 100% - search report Q|7

UC General Compliance, UC Cyber Security and UC Sexual Harassment Prevention Training Status--All Employees .Y+ + v

Current
MName Email Position Department Supervisor Name Course Requirement - Next Due
Safisfied? !
004025 - 14484) STUDENT HOUSING Gom oo ecurity Awareness Fundamentals
004625 - SPC STDT BYA (4026 14454) STUDENT HOUSING lence and Sexual Harassmant

Training for Non-Supenvisors

000462 - FUNDRAISER 5 (0463 02271)

Generzl Compliance Briefing: University of
Caformia Ethical Vzlues and Conduct

000483 - FUNDRAISER 5 (0463 99271)

Click the Filter icon to bring up filter options - This example uses the “Course” column as the filter subject

i"tua--ﬂll Employees

Course

UC Cyber Security Awareness Fundamentals

UC Sexual Violence and Sexual Harassment
Prewvention Training for Mon-Supervisors

UC Cyber Security Awareness Fundamentals

UC General Compliance Briefing: University of
Califormia Ethizal Values and Conduct
UC Sexual Violence and Sexual Harassment

Prewvention Training for Mon-Supervisors

UC Cyber Security Awareness Fundamentals

UC General Compliance Briefing: Univers
Califormia Ethical Values and Conduct
UC Sexual Violence and Sexual Harassment
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After you click the filter icon you can click “Show only rows where” you may either use “Equals” or “Contains”
and use your appropriate title in place of UC Cyber Security (or, you may use a date, etc)

Filter column: Course
) Show all rows

@ Show only rows where

Caontains L UC Cyber Security

Cancel

If you wish to filter before you export to excel, you can hover over the export Icon, and then as XLSX

(Once you have exported to Excel, you can sort and filter by course name or date, or even last name to see all

completions for your supervised employees)

Return to Report List
If you would like to run other reports, select View > Repository to return to the report list.

Library View »  Create -

O ePel  SearchResults liance Training Status--General (Ethics), Cyber an
e | I - | =
Schedules

Reports you can run include:

o ePerformance Compliance Training Status—Cyber and Sexual Harassment Prevention
Shows all individuals’ cyber security awareness and sexual harassment prevention
status training status. (Best for identifying mandatory training compliance for
Pay4Performance program.)
e UC Cyber Security (Initial and Refresher) Training Status Report
Shows individuals who are either overdue or coming due for cyber security awareness training.
e UC Learning Center Course Attendance Report
Use this report if you would like to view all training completed by your employees. (Can be
filtered to only display trainings completed during a given time period.)
e UC Sexual Harassment Prevention Training Status Report
Shows individuals who are either overdue or coming due for sexual harassment/sexual
violence prevention training.
e UCD Campus Assigned Training Status Report
Use this report to view the status of all training assigned to your employees.
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Exit Advanced Reporting

Click the “University of California Learning Center” logo in the top center of your page to return
to your UC Learning Center homepage:

Learning
Center

Home

Advanced Reporting - Health

1. Click the Self icon (upper left-hand corner of screen), click Reporting, and then click Advanced
Reporting.

DASHBOARDS

PROFILE
LEARNER DASHBOARD
LEARNING

DEVELOPMENT

Advanced Reporting

Training Transcript

C 4
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2. Your screen should now display the Advanced Reporting dashboard:

- = |\

Library  View

i Folders

UC_PROD

MName Description

For Health
Expand the folder list on the left-hand side of your screen to reach the UCDH folder:

UC_PROD > Custom > Reports > UC Locations > UCD > UCD Health

Library View -

i Folders Repository
~ @ UC_PROD Run Copy
A = Custom ® Mame Description Type
T -_ UC Locations Activity Attendance Report Report
T -_ uch Assigned Activity (Real-time) Report Report
s .-_ Uch Campus Assigned Activity Matrix Report Report
Assigned Activity Numbers by Activity Re... Report
Assigned Activity Numbers by Org Report Report
Assigned Activity Report Report
Registration Status Report Report
User Report Report
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Execute Report
Click the report you wish to run

{E} Mame De:
Activity Attendance Report
Assigned Activity (Real-time) Report
Assigned Activity Matrix Report
Assigned Activity Numbers by Activity Re...
Assigned Activity Numbers by Org Report
Assigned Activity Report
Registration Status Report

User Report

Once report appears, you can export it or Sort/Filter within the LMS report (before exporting)
To sort/filter within the LMS Report:

Once you run the report, it will provide all data. Left click on the Course Name or Course Code, or any column
title/heading to bring up sort/filter options:

in " r:.*j‘tus--ﬁ-lll Employees I

Course

Options

Narrow your results by applying a filter from the Options menu
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D Activity Attendance(Real}@{)Reporl Data refreshed 2021-01-13 at 134438 (%)

Back . B ‘ = ’ — 4 |100% ~ || |searchreport Q |~

Activity Name Activity Code Full Name User Name Completion Status Start Date End Date
CRC 1.0 Howto - P
Work win the RS DAHS-CTSC-REA Jan 12,2021
UC Laberatory DAC-UCLSFRE- .
Safety Refresher UCLOLOO i dand 202 Jan 13, 2021
UC Laberatory DAC-UCLSE  Input Controls 1 Jan 13, 2021
Safety Refresher UCLOL0O1 an 13, 202
UC Laboratory DAC-UCLSI JEp——
Safety Refresher UCLOLDO1 3. 202
UC Laboratory DAC-UCLSI L R 12, 2021
Safety Refresher UCLOLOOY! Activity Code contains an 13, 202
UC Laberatory DAC-UCLS| .
= Jan 13,2021
Safety Refresher ucLoLoo1
Nova StatStrip .
Checkiist 2021 DAHS-HSC 1 Jan 31, 2021
e DaHS-NECH End Date is on or after J——
Nova StatStrip - .
Chackiist 2021 DAHS-NSQ DAY T 1 Jan 31,2021
Nova StatStrip .
Checkiist 2021 DAHS-NSC Jan 21,2021
Nova StatStrip .
Checkiist 2021 DAHS-HSC 1 Jan 31, 2021
Nova StaiStrip oo
Checkiist 2021 DAHS-NSCH Jan 31,2021
Nova StatStrip .
Checklist 2021 DAHS-NSC 1 Jan 31, 2021
Nova StatStrip e
Checklist 2021 DAHS-NSCH Jan 31, 2021
Nova StatStrip .
Checkiist 2021 DAHS-NSC] ] Jan 31,2021
Nova StatStrip oo
Checkiist 2021 DAHS-NSCH Jan 31, 2021
Nova StaiStrip s
Checkiist 2021 DAHS-NSG 1 Jan 21, 2021
Nova StatStrip .
Checklist 2021 DAHS-NSCH Jan 31, 2021
Nova StatStrip .
Checkiist 2021 DAHS-NEC 1 Jan 21, 2021
Nova StatStrip .
Checkiist 2021 DAHS-NSC Jan 31, 2021
Nova StaiStrip s
Checkiist 2021 DAHS-NSG 1 Jan 31,2021
Nova StatStrip .
Checklist 2021 DAHS-NSCH Jan 31, 2021
Mowa Stat3trip OK Reset Cancel Save .
Checkiist 2021 DAHS-NEC Apply 1 Jan 21, 2021
Nova StatStrip o o TR r—. L e

To Export:
Click the export icon and choose the desired format (e.g. Excel).

Back H -@ E

PDF

) rity Hame Activity Code
Excel (Paginated)
j1-0 How to DAHS-CTSC-IRE-1
Excel : with the IRB
aboratory DAC-UCLSFRE-
y Refresher UCLOLO18-ECO-vw1
Csv sboratory DAC-UCLSFRE-
y Refresher UCLOLOD18-ECO-v1
DOCK ahoratory DAC-UCLSFRE-
y Refresher UCLOLO18-ECO-vw1
RTF aboratory DAC-UCLSFRE-
y Refresher UCLOLOg19-ECO-v1
aboratory DAC-UCLSFRE-
oot y Refresher UCLOLOO18-ECO-w
oDs ﬁzfgz'ﬁ DAHS-NSCNOVAZ1-FOCT
| StatStrip . —
XLSX (Paginated)  iist2021 DAHS-NSCNOVAZ1-POG
ﬁ;atlzaéz'ﬁ DAHS-NSCNOVAZ1-FOCT
- (| S :
ﬁ‘;tféz'ﬁ DAHS-NSCNOVAZ1-POCT
PPTX :
ﬁfft‘zséz'ﬁ DAHE-NSCNOWAR1-POCT
HSDE ﬁ‘;‘f‘ézﬁ DAHE-NSCNOVA21-POCT
"Nova StatStric e e

(Once you have exported to Excel, you can sort and filter by course name or date, or even last name to see all
completions for your supervised employees)
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Return to report list

If you would like to run other reports, select View > Repository to return to the report list.

Library View »  Create »

O Actiy  Search Results Real-time) Report  oaarefreshed 20010013 2013:0030 €%
e I | =
Schedules
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Contacts

UC Davis Campus:

o Staff Development and Professional Services
sdps@ucdavis.edu
530-752-1766

UC Davis Health:

e Human Resources Training & Development
HS-T-D@ucdavis.edu
916-734-2676

e Center for Professional Practice of Nursing
hs-cppn@ucdavis.edu
916-734-9790

o Information Technology Education
hs-itedu@ucdavis.edu

e Help Desk
916-734-HELP (4357)
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