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Help

The District Training staff and Section ETRN Training Coordinators should be your first point of
contact for questions and assistance.

If you still need help, email the DOTD LSO Support team.

Please do NOT turn in LaGov Help tickets for questions you have about Program subscriptions
and scheduling courses in LEO.

To Report a problem: Problem Report Form
For Questions or Help: email the DOTD LSO Support team at DOTDLSOSupport@LA.GOV.
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Introduction

This training manual will show you how to perform basic training related functions in LEO. We
will start with how to log on to LEO and go through all of the things you can do in the My
Training portal. At the end of the manual, there is a Glossary of Terms used frequently in the
LEO training portals. Review the glossary before beginning work in My Training.

Each employee in the department has access to their training in LEO. As ETRN is phased into
LEO, employees and their supervisors will assume more responsibility for reviewing required
training, scheduling courses and meeting the training requirements.

This manual is designed to help students, training coordinators, and supervisors. It is not an
official Division of Administration document and was created for use by DOTD employees only.

Responsibilities

Employees
o  Make sure email address in LEO is accurate
o Receive email when subscribed to a training program or registered for a course
o  Review transcript to be sure it is accurate
o  Periodically review training requirements under “My Training”
o  Take web-based courses at your own pace
o Register for instructor-led courses
o  Pre-book for courses needed that are not available
o  Must take courses in programs you are subscribed to
o  May take other courses as decided with supervisor
Supervisors
o  Periodically use “My Staff” in LEO to review employee training
o  Approve or Reject employee requests to register for courses

o  Work with employees to identify any additional courses that would be useful

District Training Offices
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o  Continue to use ETRN during transition period

o Additionally serve their District as a LEO Training Coordinator

o Runreports in the LSO system, monitor program assignments

o  Assist Learners in scheduling courses, or schedule courses for them

o Receive emails and notify Learners/Supervisors without email
ETRN Section Training Coordinators

o  Continue to use ETRN during transition period

o Refer Learners to their Supervisor or LTRC when LEO training records are
needed.

LTRC Training Office
o  Subscribes Learners to training programs
o  Runs reports to monitor training

o No longer schedules DOTD employees for CPTP courses unless assistance is
requested
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Loqgqging into LEO

From the Louisiana.gov page, locate Online Services and click LEO: Louisiana State Employees
Online or enter this address: https://leo.doa.louisiana.gov/

Within DOTD, go to the Intranet and on the left hand side of the screen, under “Department
Wide”, click on LEO (now LaGov).

You can also click on the LaGov Portal (login) at the top of the page under “LaGov Information”.

LAl

Intranet

© Compliance Programs - - @ Create a "Service Request’.
@ Empl Satisfaction Survey and facilitate economic growth. ® Outlook General Help |
@ Grievance/Complaint Process " : i : .
® acP P! LaGov Information @® Single Sign-On QuickStart Guide £
® Safisfacion S T ® Client Services ;
24 F;II82§11IOSntatL(IeW(I;yD[:T;:;] DOTD's LaGov Information ® LaGov Help / How To Documents (225) 579-1690 or 3-1690
@ LaGov Portal (login) ® DOTD's Business Processes Warkdays 7:45 am - 415 pm
‘E 2010 Si Result ® Change a Password 7
) ‘ Bulletin Board Announcements ‘ ® Hardware/Software Procurement &
Last 5| [Carpools| [Causes| [Notices | [Fromot..| [Retire.. | [Events| [Surplus Management & Finance
: gof‘“er:n "13"1\2:19_9" Last 5 Announcements Added
ally Mews Arlicles @ Business Conference 2012
@ Dept Policies/Manuals ® §/29/2012 - Human Resources July newsletter ® Administrative Manual
@ EDSMs ® B27/2012 - PARNELL, A. C. CHRIS3T Years ® l‘\asetl‘danagement
@ =rosition [0 ion @ §/25/2012 - LTEA ANNUAL LUNCHEON MEETING ® Audit & Quality Control
' LEO (now LaGov) @ B/22/2012 - Ascension Hurricanes Baseball 12U Jambalaya .. ® Budget Request Form
2 Chart ® §/21/2012 - Replacement Blood Drive for Al Mix ® Business Senvices
§ @ Financial Services
7 Z ® Human Resources
Office of Engineering ® Information Technology
Project Development ® Legal
: Benchmarks ® Environmental Section d P ® Procurement
LADOTD GIs @ Trnsenort Pre-Construction @ RAridna Nazinn Sartinn @ Peninmt Finana,

Search DOTD

|| | DoTD's Mission

To deliver transportation and public works systems that enhance quality of life
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You will see this screen. Click on the Employee Portal tab.

LaGov ERP

Welcome CINDY T\ INER

STATE OF LOUI 3IANA

Welcome to LaGov

LaGov ERP Announcements LostUpdstd: 82612

AL
.l\ X P

|mr°"’"ﬂ!I

LaGov ERP Update

+ Project Overview Report in Data Warehouse
Anew Project Overview Report is now available in the Data Warehouse under
the Financial > Project Systems folder. Users can see a variety of infarmation
about a project on one-page like milestone, percent complete, budget and
expenditures by phase, bridgelroad data, etc. Review the How To - Navigate the
Project Overview Report document to learn how o exectte and print the new
report.

L ®
X
t ,

™

—

Wit coning?

Need to find a
Help Script or
How-To?
StLA Help

+ Linear Assets (AGILE) Upgrade Improvements
The upgrade to the Linear Assets (AGILE) application will be moved into
production the weekend of June 16th through June 17th. View the

Linear Assets AGILE Upgrade Improvements document for some of the more
notable improvements.

Reports Information
and Index

Bulletin Board
Atticles

+ ZFI1526 - Operating Budget, Expenditure, and Commitment Report
This new report is now available using transaction code ZF11526. ftincludes a
real-ime, high-level, summarized view of budget, expendifures, and remaining
budget for selected operating funds or funds centers. A detail report descriptor
is available from the Online Help or by clicking ZFI1526 - Operafing Budget
Expenditure, and Commitment Report. For questions or assistance with this
report, submit a web ticket

Help  Personaize  Logoff
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You will see this screen. From this screen, you can do many things, including training. One
thing that you can do that is very important is to confirm that your e-mail address and phone
number are correct.

LEO - Lowsiana Employees Online

BTATE OF LDUIBIANA

elcome CINDY TWINER Help  Personalize  Logoff

Welcome

Welcome to LEQ

Last Updated: 6/14/12

Louisiana Employees Online Announcements (2)

Importart Info for LEQ Time Approvers

The SAH software upgrade installed on 4/23/12 included changes that now enforce browser limitations
for LEO [lime approvals. View memorandum LaGov12-007 - LEO Time Approval via Mobile Devices for
mare infpormation.

New ﬂlES Basics Training Course for State Employees

State[Civil Service has launched a new web-based training course entitled PES Basics for state employees
who ish to learn more about a Performance Evaluation System. This is the first course in the new
Perfgrmance Evaluation System training series.

PEY Basics provides state employees with an overview of the basics of a Performance Evaluation System
(PEE). including the benefits for employees, supenisors, and agencies.

To pccess this web-based training course,

1) Elick the My Training tab

2) Locate the Search Term box on the left and type PES Basics, then click FIND.
3)/Select the course, locate and then click the BOOK button to begin.

Confirm Email Ad(jress

Prior to enrolling in a training class or just periodically, confirm you have a valid work e-mail
address and work telephone number in order to receive correspondence regarding training and
other information. [ It is important that your e-mail is correct because it's how you receive
training correspondence from LEO.

Click on the My Work tab.
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Verify that your Work Email and Telephone is listed correctly under Communication

| Detailed Navigation =] Work Email and Telephone =l[E]
* Work Email and Telephone
= Inbox |¢_| : }—i : |> 3 4 -
. ENELE : Overview Edit Review and Save Completed
= Downloads
" LR x Communication
E-mail:

CINDY TWINER@LA.GOV
Area code + local access code: 225-TE7-9125

4, Previous Stég | [Edit b

If it is incorrect, click on Edit.

Enter information and click Review.

VUVDITR CITIll anu 1 erepiong

—dL 1
I 1 2 3 4 -l
Overview Edit Review and Save Completed
Communication
E-mail; [CINDY TWINER@LA GOV

Area code + local access code: |225—?E?—EII125 |

4 Previous Step

Click Save.
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Work Email and Telephone =]

»— 1 2 3 s

Owerview Edit Review and Save Completed

Communication
Z-mail: CINDY . TWINER@LA. GOV
4rea code + local access code:  225-T87-9125

4 Previous Step | [ Save]
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Terminology

Before we begin looking at training functions, let's review some common terms used in
LEO/LaGOV.

We are all LEARNERS and use My Training in LEO to access our records.
Learners PARTICIPATE in a COURSE and can earn a QUALIFICATION when finished.
Course name and Qualification name do not have to be exactly the same.

Courses can have PREREQUISITE Courses. The prerequisite course’s QUALIFICATION must
have been earned for the prerequisite to be met.

COURSE PROGRAMS consist of BLOCKS that contain COURSES.
Blocks can be sequenced or non-sequenced.
Courses within a block can be sequenced or non-sequenced.

Learners are SUBSCRIBED to a COURSE PROGRAM and are given a DUE DATE.
Learners can print their own TRANSCRIPT from My Training in LEO.

Supervisors can print TRANSCRIPTS for their employees using LEO-My Staff.
SUBSCRIPTIONS to programs appear at the top of the Transcript.

Training activities are categorized by their DELIVERY METHOD. These are:

e WEB-BASED TRAINING (WBT)
e CLASSROOM Courses, sometimes called Instructor-Led Training (ILT)

Learners will BOOK a web-based course before they can PARTICIPATE in it. After it is
finished, the learner must click the GET CREDIT button for the course to receive the
QUALIFICATION.

Learners can SELECT DATES for a Classroom course and REGISTER for it. If there are no
available dates or available dates the learner can attend, learner can PRE-BOOK the course
and will be emailed when dates become available. Always pre-book classroom courses
without available dates since this is how the provider knows there is demand for the
course. The QUALIFICATION for a Classroom course is given after the Instructor has
“followed-up” on the course (submitted the roster for entry into LEO).

After all courses in a Course Program are COMPLETE, a GET CREDIT button should appear
near the top of the web page for the Course Program. The Learner MUST click on this button
for the QUALIFICATION to be given.
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The My Training Portal

Once you have determined that your e-mail and phone are correct, click on the My Training
tab. You will see this screen.

Training Reports
Training =
Navigation E| 2] Messages and Notes E|
T R There are no messages or notes for you.
Wy Training Quick Reference
for LaGov Emplovees (P IDs) [ R
=i . My Training Activities =l
My Training Quick Reference All (2) ’ Course Programs (2 )
for Hon-LaGov Employees (H
Ds} . S 5
Your current training activities in summarized format.
Problems Receiving Course Course Delivery Meth... Schedule/Due Date Lo... Start
Credit and Other Issues
LaGov PM Fleet/Bldg Maintenance Regstor Course Program Released until D8/08/2013
Tips for Viewing Courzes DOTD PGM-Management Dev Lev 3 - Manager Course Program Released until 06/22/2013
Find Refresh Print

| search Term

[ Find] [Extended Search |

Course Catalog

= Comprehensive Public
Training Program

= Department/Agency
Training

= Statewide Courses

My Learner Account

* Training Activities
* Course Prebookings El

PR - hon

My Training is where you will perform training functions such as:

Scheduling classes
Pre-booking classes

Viewing you training transcript
Viewing you training activities

YV V V
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You will use the Navigation, Pane to find the information you need to schedule, take, and track
your training.

Home My Info My Staff 74 My Work My Help  Training Administration  Training Coordinator
Training | Repors

Training =l
Navigation ]

il

Messages and Notes il

. There are no messages or notes for you.
Training Homie

My Training Quick Reference
for LaGov Employees (P IDs)

My Training Activities [Tl

My Training Quick Referencfc— All (1) [
for Non-LaGov Employees (H
Ds}

Course Programs (1)

Your current training activities in summarized format.

Problems Receiving Course Course Delivery Method Schedule/Due Date Loc... Start
Credit and Other Issues
DOTD PGM-Management Dev Lev 2 - Staff Course Program Released until 06/30/2015

Tips for Viewing Courses

Refresh

o
=
=1

=

Find

| Search Term

[ Find] [Extended Search |

Course Catalog

= Comprehensive Public
Training Program

= Department/Agency
Training

= Statewide Courses

My Learner Account

F Tevirtnd e | Denkmrtad MAada NEE . I 1A

Let’s start with My TrainingMActivities. You will see this when you open the My Training tab.
This area of the page shows a summary of the training in which you are currently participating.
To see more, click on Training Activities, which you can find under My Learner Account on the
Navigation Pane.

Training Activities lists all courses or programs by type (Web-based, classroom training, etc.)
that you are currently participating in or have booked or pre-booked. Additionally, it groups all
completed courses and cancelled courses, if that’s of interest to you.
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Training
Navigation | My Training Activities
Training Home f Course Programs (2 )
My Training Quick Reference This is a list of all the training activities in which you are currenthy participating or for which you are booked. Click on a
for LaGov Emplovees (P IDs) course to display details of the course, to cancel your booking, or to set the course to ‘completed’.

My Training Quick Reference

for Hon-LaGov Emplayvees (H L
Ds} LaGow P Fleet/Bldg Maintenance Regstor

Problems Receiving Course DOTD PGM-Management Dev Lev 3 - Manager

Credit and Other Issues

Tips for Viewing Courses
Completed Courses

Find All(31) I Classroom Traini

| Search Term You already participat

L

o
[ Find] [Extended Search purse

CPTP Bidg Better Bérf Thru Skill Devipmt

CPTP Conduging Effective Job Interviews

Course Catalog
CPTP Impfove Empl Perf Through Coaching

= Comprehensive Public
Training Program

= Department/Agency
Training

= Statewide Courses

Managing & Improving Work Processes

L3S0 Training Coordinator

LaGow LS50 Training Administratien-Part 1

My[Ces peihceomt CPTP Developing E ffective Teams Pt 1

= Training Activities CPTP Nevelnnina F factive Teams Pt 2
" Course Prebooki

Your current training activities in summarized format.
Delivery Meth...
Course Program

Course Program Released until 0§

in these courses in the past.

Deliver...

Classroom

Classroom

Classroom

Classroom

Classroom

Claszroom

Clazsroom

Claz=ranm

Schedule/Due Date

Lo...

Released until 06/08/2013

(2013

(16 ) I Web-Based Training ( 15 )

Schedule
1003172011 - Unlimited
10/31/2011 - Unlimited
10/31/2011 - Unlimited
10/31/2011 - Unlimited

Start 11/07/2011 At08:00
End 11/07/2011 At04:30

Start 04/24/2012 At 08:00
End 04/25/2012 At04:30

04/30/2012 - Unlimited

&N - Lnlimited

Location

Baton Rouge

Baton Rouge

L

Start

Start

You can’check which courses are booked and the dates and what type of course it is, such as

web-based or classroom training.
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Using the Course Catalog

If you want to search for a particular course or program, you can use the Course Catalog. It's
located in the middle of the Navigation Pane.

Training | Reports

Training il
Training Home [=] My Course Prebookings =
— | You can make prebookings for courses that interest you but whose scheduled dates, locations, or course language do not suit

you. When you make a prebooking, you can propose dates that suit vou.
When a course is scheduled that meets your requirements regarding language, location, and date, you wil be notified in the

My Training Quick Reference ‘Messages and Notes' area on the home page Training Heme. The list below shows your current prebookings. You can delete
for Mon-LaGov Emplovees (H prebookings here if required. “ou can create new prebookings on the details page of the relevant course.
Ds)

E. Course Delivery Method Period Language
Problems Receiving Course i o )
Credit and Other lzzues. [ PS - Project Svstems Claszroom Training 02/01/2012 - 03/01/2013 English

[ Doing More with LaGov Reports-FUBudget Classroom Training English

Tips for Viewing Courses

Cancel Prebookings

L ifresh

| search Term

L 1

[ Find| [Extended Search

|
=3
=

Course Catalog

= Comprehensive Public
Training Program

= Department/Agency
Training

= Statewide Courses

My Learner Account L

* Training Activities

= Course Prebookings

= Favorites

" Qualifications Profile E

You can either search for the course or you can go to the portion of the catalog where you think
the course may be located.
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If you use the search function, you need to add the course title or key words in the title. For

instance, you want to take Defensive Driving so you could type “Defensive Driving in the search
box.

Navigation [ ==/ Messages and Notes

. There are no meszages or notes for you.
Training Home

My Training Quick Reference
for LaGov Emplovees (P IDs}

My Training Activities

My Training Quick Reference
for Non-LaGov Emplovees (H
D=}

All (D)

Your current training activities in summariz

Problems Receiving Course
Credit and Other lzzues

Course

The table does not contain any entries

Tips for Viewing Courses

Refresh

[ Find| [ Extended Search

Course Catalog

« Comprehensive Public
Training Program

= DepartmentiAgency
Training

» GStatewide Courses

My Learner Account

Training Activities
Course Prebookings
* Favorites

* Qualifications Profile
" Settings
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Click on Find and you’ll see this.

Training
Navigation E‘ L= Find
Training Home | searchTerm  [Defensive Drivi I

My Training Quick Reference
for LaGov Employees (P IDs)
My Training Quick Reference 1 Hits Found (dependent on the search options stored in 'Settings’)
for Non-LaGov Emplovees (H

D= “You can personalize the search results. To do so, click Seftings
Problems Receiving Course Web-Based Training (1)
Credit and Other lssues
Course
Tips for Viewing Courses ORM Defensive Driving
Refresh

Find

| search Term
Extended Search

Frron Fatalne

You can also search by clicking one of the three areas listed under Course Catalog.

| search Term

[ ]

[ Find| [Extended Search

Course Catalog

= Comprehensive Public
Training Program

= [Department’Agency
Training

Statewide Courses
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Click on Department/Agency Training. You will see this screen. All of the departments that
have training on LEO will be listed here. You can see DOTD on this list.

Training Reports.

Training =
Navigation =]

]

Subject Area Department/Agency Tfaining =]

Training Home Course Catalog > Department’/Agency Trainifig

WMy Training Quick Reference
for LaGowv Employees (P IDs}

Assigned Subject Areas

The following subject areas are agsigned to the subject area currently displayed:
Wy Training Quick Reference

for Non-L aGov Employees (H Subject Area

Ds} Dept. of Environmental Quality

Problems Receiving Course Deot. of Heatth and Hospials

Credit and Other lssues Dept. of Tranzportation and Development

Division of Administration

Tips for Viewing Courses L .
Louigiana Workforce Commission

Pinecrest Support Services Center

Find

| Search Term Favorites

L Find| | Extended Search | Add Subject Area to Favorites
Refresh

5
=
=3

Course Catalog

= Comprehensive Public
Training Program

= Departmentiagency
Training

= Statewide Courses

My Learner Account

o moruwo
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Click on Dept of Transportation and Development and you will see this screen. You can click on
courses or programs and see of the listings for DOTD.

Home au Wy ST Ay ¥ WY WVOTK Wy Hep ITAIMING AGMINSranen ITAINING LOoranaror

Training | Reports

Training =
Navigation =]

I+

Subject Area Dept. of Transportation and Development =l

. Course Catalog > Department'&gency Training > Dept. of Transportation and Development
Training Home

My Training Quick Reference_ General description
for LaGov Employvees (P ID=s)

Agency specific training for Dept. of Transportation and Development

Iy Training Quick Reference
for Non-LaGov Emplovees (H

IDs) Assigned Subject Areas
Problems Receiving Course The following subject areas are assigned to the subject area currently displayed:
Credit and Other lssues
Subject Area
Tips for Viewing Courses DOTD Courses

DOTD Programs
Find
Assigned Courses

I Search Term

The following courses are assigned to the subject area currently displayed:

[ Find]| [Extended Search |

Course Delivery Method
DOTD Ethics for Construction Personnel Web-Based Training
Course Catalog
. Ecrpglrehensi-.-e Public Favonte=
raining Program
- E—Ew Add Subject Area to Favorites
raining
= Statewide Courses -
Refresh Print

My Learner Account
* Training Activities

* Course Prebookings El

B Comieme o

e Al DOTD Programs will begin with “DOTD PGM”.

o Al DOTD Courses will being with DOTD and usually be followed by a course group
abbreviation such as MD for management development or HR for human resources.
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How to Access Course Programs

If you have been subscribed to a program, you will receive an e-mail from TRAIN ADMIN
LAGOV-ERP-SUPPORT@LA.GOV that looks like this.

DOTD PGM-Management Dev Lev 3 - Manager

LEARNER NAME: |GG

You have been subscribed to the above course program. Log on to LEO > My Training and click
the link to this program. The program screen will include a description of the program, program
due date, the courses you must take as well as links to course descriptions and booking screens.
Once you have completed all required courses, do not forget to click on the Get Credit for
Program link.

If you are receiving this email in lieu of the Learner, please print and provide to the Learner listed
above as soon as possible.

If you have any questions, please contact your Agency Training Coordinator.

Please do not reply to this email. This mailbox is not monitored.

The Program will show up under your My Training tab.

Click on the My Training tab and you will see a screen with My Training Activities. Your
programs subscriptions will be listed here.

jome  Mynfo  MyStaff [NURITCSM  MyWork  MyHelp  Training Administraton  Training Coordinator
raining | Reports

Tralning
Navigation [F] % Messages and Notes [

There are no messages or notes for you

Training Home

My Training Activities [

1y Training Quick Reference
for Non-LaGov Employees (H
Ds}

Course Programs (1)

Your current training activities in summarized format.

Course.

Deiivery Method

Schedule/Due Date Location Start

Course Program Released until 05/20/2015

Refresh

By

Find

Search Term

Course Catalog

= Comprehensive Public
Training Program
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Under My Training Activities, you will see the program name, the Delivery Method (web-based
or classroom) and the Schedule/Due Date. The Due Date is the date by which you must
complete the program to meet your training requirements. It will say “Released until” and show
a date.

Click on the course program to see the courses you must complete to receive a Qualification
for the program.

There is a great deal of information on the Course Program screen so we’ll go through each
level.

" Course Program : DOTD PGM-Management Dev Lev 2 - Staff i

Course Catalog > D 7 Training > Dept. of Transportation and Devel it > DOTD Programs > DOTD PROGRAMS - Devel it > DOTD PG Dev Lev 2 - Staff

Program Content

DOTD Managekdqt Development Program - Staff

Attainable Qualificatior

Program Content which in this case is DOTD Management Development
Program — Staff.

Next, [you will see Attainable Qualifications. This is the qualification you will get for the
program. A qualification means that you have completed all requirements for a course or a
Program. You will receive a qualification for each course in a Program as well as a qualification
for the|Program.

DOTD PGM-MGMT Dev Level 2- Staff is the name of this qualification and this is what you will
see on your Training Transcript.

Course'Program Due Date is the date by which you must finish all courses in the program.

Links to More Information is an area where the course owner can put further information
about the courses or the program.
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The next section of the Course Program screen is the Blocks.

Blocks are how the courses within a Course Program are organized. Each block represents a
level of the program. As you can see, the Blocks can be courses that are Mandatory or
Optional and Blocks can be in sequence or without sequence, just like courses.

Courses listed in Blocks have the following information attached to them:

» Sequence — the order the courses should be taken in — Without Sequence means you
can take them in any order.

Course name - this is the name of the course.

Delivery Method — This lets you know if it's a web-based or classroom course.
Action/Status — This lets you know if you have completed the course. If you have not
completed the course, it will let you know if dates are available for the course or if you
have to pre-book.

> Alternatives — If there is an alternative for a course, it will be listed here.

Y V V

Blocks

Execute the blocks and the courses contained in them in the prescribed seguence.

(1) LaGov Introductory Web Courses (Mandatory)

Sequence Course Deli... Action/S... Alternatives
0 Introduction to LaGowv ERP WBT Completed
0z CoreComponent ECC Navi & Reporting WBT Completed
Without Sequence Introduction to StL& Help WBT Completed

(02) LaGov Introduction to Financials (Mandatory)

Sequence Course Delivery ... ActiondS. .. Alternatives

Without Sequence Intreduction to Financials WBT Book

(03) LaGov AP Process Vendor Invoices (Mandatory)
Course De... Action/Status Alternatives

01 |AP- Accounts Pavable - Basic WBT Book

02 AP - Accounts Pavable-Basic WorkshepClazsroomMo Dates Sched. - Click Course Name to Prebook

LaGov Reporting Fl Basic (Mandatory)

Seq... Course Delivery ... Action/St... Alternatives
01 LaGov Reporting Basic WBT Book
02 Doing More with LaGov Reports-FIVBudget Classroom Prebooked LaGovRptProj Clazsroom
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The remaining portion of the Course Program screen is shown below and just lets you know
that unless you are a Training Coordinator designated by the Division of Administration, you
cannot subscribe yourself or anyone else to a course program. Favorites let you add the
Program to a list of favorites that can be accessed on the Navigation Pane.

Subscribe

“ou cannot subscribe/unsubscribe to this course program. Contact your Training Coordinator.

Favorites

Add to Favorites

Refresh

n=l
=
=

=

So you’ve been subscribed to a Course Program and now you must begin taking the courses.
There will be several options depending upon the type of course. We'll go through each option.

LEO/LaGov User Manual Page 20



How to Book and Take a Web-Based Course

Book a Web-Based Course

Click on one of the web-based courses in your program or enter a term in Navigation pane on
the left in the Search Term field.

Click on course you want to take. For example, let's say you want to take CPTP Business
Writing. Click on that course and you will see this screen.

Web-Based Training : CPTP Business Writing-WBT :

Course Catalog > Comprehensive Public Training Pregram > CPTP All Courses > CPTP Individual Development Topics = CPTP Business Writing-WBT

The results of the prerequisites check indicate that you can book this course. For more information on the prerequisites check and on booking, see the section entitied 'Book’ on this page.

Course Content

CPTP BUSINESS WRITING - WBT

This course provides users with information on how to form and deliver
effective business writing communications. 1 is intended for all state
employees.

LEARNING HOURS: 1

Course Duration

Once booked, the course is available during the following time period: 30 Day.

Attainable Qualifications

This course imparts the following qualifications:
* CPTP Business Writing-WBT

Course Owner

*  KIMBERLEE SHUFFIELD

Book

The resufts of the prerequisites check indicate that you cgh book this course.

There is a message at the top of the screen that lets you know if you have completed any
prerequisites needed for the course. If you have it will give you the message that is shown. If
not, you will get a mgssage saying you have to take prerequisites before you can book the
course. This says yousan book the course so you would go down to the bottom of the screen
and click on “Book this course”. You will see this screen.
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Web-Based Training : CPTP Business Writing-WBT : =

rses > CPTP Individual Development Topics > CPTP Business Writing-WBT

omprehensive Publc Training Program

Participation was successfully booked.

Start Course Now

Coul

CPTP BUSINESS WRITING - WBT
This course provides users with information on how to form and deliver
effective business writing communications. It is intended for all state

employees.

LEARNING HOURS: 1

Course Duration

The course is licensed from 07/05/2012 to 08/04/2012.
Attainable Qualifications

This course imparts the following qualifications:

* CPTP Busi ing-WAT

Course Owner

*  KIMBERLEF SHUFFELD

Learning Progress

Booking Date 07/05/2012

Course is Icensed as of 07/0512012

Course is licensed until 08/04/2012

First Accessed on Not Yet Started

Last Accessed on Not Vet Started

Total Completion Time to Date 0 Minutes.

Completion Status The course has not yet been passed.

Start Course

Start Course Now

e following reason: No lenger needed v Cancel

Favorites

dd Course to Favorites

Refresh

Verify that the screen displays message, “Participation was successfully booked”.
Click on “Start Course Now”. You can click on the top or bottom “Start Course Now” button to
start the course. The course should begin automatically.
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When you finish the course, make sure you click on the exit button.:
CPTPBusinessWriting-WBT EXIT

Congratulations!

You've finished the course!
Click the Exit button to close
this window.

Be sure to click the Get Credit
for Course button to receive
credit for this course.

You will get an exit box and you must click on Exit now.

JPTPBusinessWriting-WBT EXIT

Use this tool to exit the presentation

Click "Exit now' to end and close this presentation.

Cancel Exit now

Congratulations!

Verify you have completed all course requirements necessary to receive credit.
Click exit or close course to leave the course.
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When you click on Exit now, you will be taken back to the LEO screen. You should see this
message.

Web-Based Trail : CPTP Business Writing-WBT : |

g Program > CPTP 4ll Courses > CPTP Individual Development Topics > CPTP Business Writing-WBT

Course Catalog > Comy

GET CREDIT FOR COURSE

*rOU HAVE COMPLETED THIS COURSE, HOWEWER, YOU WILL NOT RECEIVE A QUALIFICATION FOR THE COURSE UNTIL YU CLICK THE ‘GET CREDIT FOR COURSE’ LINK BELOW.
GET CREDIT FOR COURSE

Perform Course Appraisa

Course Content
CPTP BUSINESS WRITING - WBT

This course provides users with information on how to form and deliver
effective business writing communications. i is intended for all state:
employees.

LEARNING HOURS: 1

Course Duration

The course is licensed from 07/0S/2012 to 08/04/2012.

Attainable Qualifications

This course imparts the following qualifications:
* CPTP Business Wiiting- WBT

Make absolutely sure you click on GET CREDIT FOR COURSE. You must click on this to get
the qualification for the course. You will not get a certificate to print. Your qualification for the
course will immediately show up on your Training Transcript in LEO.

You can perform the course appraisal if you want to but it's not necessary to do it to get course
credit. However, course owners appreciate feedback so you are encouraged to complete the
appraisal.

If for some reason you cannot finish the course, it will stay open and you can click the Start
Course Now button to continue or start over. You can retake a web-based course as many
times as you want to but you will only get credit for one attempt.
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How to Book an Instructor-Led Class

Find the class you want to attend by using the Search function on the Navigation Pane or you
can click on the course in your program. Click on the course you want to take.

Verify the prerequisites check indicates you can request to participate in the course. If not, you
will have to complete the prerequisites.

Let’s say you want to take Developing Teams Part 2. Once you find the course and click on it,
you will see this screen.

Classroom Training : CPTP Developing Effective Teams Pt2 : (|
Course Cataiog > Comprehensive Publc Training Program > CFTE All Courses > CFTP individual Development Topics > CPTP Developing Effective Teams Pt2

Course Content
DEVELOPING EFFECTIVE TEAS, PART 2:

This 1-day course i designed to help participants identify their

pe andthus to an

others. The concept of personalty preference is used in this course to
explore how th

as individuals and as members of teams. Participants. wil analyze the

impact of perceptions on team effectiveness, apply strategies o make

use of individual differences to improve teamwork, and learn how to use

communication sirategies in work stuations based on individual
preferences. Participants wil examine their self-perception and

Complete a seif-assessment (o determine ther preferences for the ways.
in which they interact and work with others. They wil also compare and
contrast the different preferences that people may have. This process.
Wil nelp participants appreciate their owin strengihs and the sirengins.

of other team members and become more flexible when working wilh oihers.
This course is based on Jung's personaliy preferences that serve as the
foundational research for the Myers-Briggs Type Indicator (BT The
MBI i 3 nonjudgmental nstrument in which there are no “rights and
wrongs.

Leaming Objectives:

+ &nalyze the impact of perceptions (of seif and others) on team
effectiveness

+ Apply strategies to make use of ndividual ifferences to improve
teamwor

+ Adapt and demonsirate communication strategies in work stuations.
based on individual preferences

Job Outeomes:

tone, and level of
and situation

*+ Considers and responds appropriately to the needs, feelings, and
capabilties of al individuals

+ Treats all ndividuals wih sensitivity and respect

* Create a climate in which everyone is respected and recognized for
ther contributions

TRANING HOURS: 6

Hotes

Completion of Developing Effective Teams, Part 1 is required before
taking Part 2.

Extended course text
This ciass is open to all levels of

management and to those with special
permission from their agencies.

Course Duration

Number of Hours: 7.25 on Number of Days: 1

rerequisites

The prereguisite qualifications for this course are:

= CPTP Developing Effective Teams Pt 1

This course imparts the following qualifications:
* CFTP Developing Effective Teams Pi 2

ourse dates for the next days: Refresh Course Dates

Schedule Course Location Time Free Places Action/Status.
CPTP Developing Effective Teams Pt 2 Bossier City 08:15 -03:30 18 To Reaistration
CPTP Developing Effective Teams Pt 2 Baton Rouge: 08:15 -03:30 0 o Registration

CPTP Developing Effective Teams Pt 2 Alexandria 08:15 -03:30 25 To Registration

& no courses scheduled or i the seheduled dates do not suit you, you can prebook

Course Owner

*  ROSANNA MARNO

Links to More Information

* Course Manual

Favorites

A0 Course to Favorites
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You will see a course description, the Qualification you will receive and any prerequisites
needed. You can see that this course does have a prerequisite that must be completed before
you can book this course.

Course Dates
Course dates for the next days:
Schedule Course Location Time Free Places Action/Status
071182012 - CFTP Developing Effective Teams Pt 2 Bossier City 08:15-03:30 18

CPTP Developing Effective Teams Pt 2 Baton Rouge 03:15-02:30 o To Registration

To Registration

CPTP Developing Effective Teams Pt2 AAlexandria 08:15 -03:30 5

If there are no courses scheduled or if the scheduled dates do not suit you, you can prebook

Coursa Ownar

Look at the dates for the course. If you see one that you like, click on To Registration. You will
see this screen. It will give you information about the course date you chose.

Schedule

Day Date. From To
Tuesday 10/0912012 08:15 03:30
Wednesday 10A0/2012 08:15 03:30

Course Duration

Humber of Hours: 14.50 on Number of Days: 2

Room

B Conference Room 3rd Floor
825 Kaliste Saloom Road

70508 Lafaystte

Louisiana

Location
Lafayette, LA

Links to More Information

= Course Manual

Favorites

Approver: SAMUEL COOPER Jr

The resutt of the prerequisites check indicates that you may submit a course registrgilon request

Request Participation

At the bottom of the screen you will see the name of the person who will approve your
participation in this course. This is usually your supervisor. You must have a designated
approver/supervisor in LaGov or you will not be able to book an instructor-led class. If the
approver is missing or incorrect, notify your agency contact. Your approver has 48 hours to
approve or reject the request. If no action is taken, you will be automatically removed from the
class and you will have to book it again.

Click on the button Request Participation to start the process. You will get a pop-up box
asking “Do you want to request participation in this course? Click on OK.
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After booking a course, you will receive two e-mail notifications. One will advise that self-

enrollment requires approval by your supervisor and another will advise you of your supervisor’s
decision. See examples of the e-mails below

State of Louisiana
Learning Solution

Enrollment Booking Notice

Student: NS

Course: CPTP Eff Problem Solving & Decision Mkg

Start Date/Time: October 09, 2012 08:15

End Date/Time: October 10, 2012 15:30

Location: Brandywine VI State Office Building Room: CONF RM
825 Kaliste Saloom Road
Lafayette, LA 70508

Course Owner Email: CPTPLSO.COORDINATOR@LA.GOV

If you require any special accommodation, please contact the course owner
listed above.

You have been enrolled in the above course. All self-enrollments
require approval by supervisors within two work days.

If you are unable to attend this course, please cancel as soon as
possible by contacting your supervisor or agency training coordinator.
Self-enrollments can cancel the booking in LEO.

If you are unsure of the location of your training, please use the link below for
more detailed information about that location.

http://www.doa.louisiana.gov/ois/Service/Training/training%20maps/maps.htm
Please do not reply to this email. This mailbox is not monitored.

This is an e-mail from your approver.

Your course attendance request for CPTP Eff Problem Solving & Decision Mkg
from 10/09/2012 to 10/10/2012 has been approved.

If changes are necessary, you must first cancel the existing training request
using LEO and create a new request.

Sometimes, you may want to book a course and click on the date of your choice, only to find
this message.
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Location
ference far

1Ds) Baton Rouge

ference for

s (H IDs) Links to Mere Information
ourse = Course Manual

35

ses Favorites

Add Course Date to Favorites

Book
Approver: KAREN CORDELL
d Search Pe
e result of the prerequisites check indicate®kgt you may submit a course registration request
Request Waitlist Booking
2ublic
1
oey Refresh

Click on Reguest Waitlist Booking if you want to be put on the waiting list. You will see this
screen. It tells you that your request has been submitted.

] = Classroom Training : CPTP Eff Conflict Resolution Strategies 10/09/2012 - 10/09/2012 :

Course Catalog > Comprehensive Public Training Program > CPTP All Courses > CPTP Individual Development Topics > CPTP

The participation request was submitted.

This course imparts the following qualifications:
= CPTP Eff Conflict Resolution Strategies

Schedule
Day Date
Tuesday 10/09/2012

LEO/LaGov User Manual Page 28



You will get an e-mail like this one.

State of Louisiana
Learning Solution

Waitlist Notice

student: |

Course: CPTP Eff Conflict Resolution Strategies
Start Date/Time: October 09, 2012 08:15
End Date/Time: October 09, 2012 15:30

You have been added to the waitlist for the above course. If another student cancels, you will

be enrolled. A separate booking notice with the training location information will be sent to
you.

Please do not reply to this email. This mailbox is not monitored.

Your supervisor will get an e-mail to approve or not approve your request.

This is another message you may see when booking a course.
Book

Approver. SANMUEL COOPER Jr

“ou cannot book this course currently for the following reasons:
o The waiting list has reached maximum capacity

Refresh

nel
=
=
=

In this case, there is nothing you can do but choose another date.
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How to Prebook a Course

You may also see this message. This means you must pre-book. Click on prebook.

Course Dates

Course dates for the next days: Refresh Course Dates

No courses were found scheduled in the time period specified.

If there are no courzes scheduled or if the scheduled dates do not suit vou, §ou can prebook.

You will see this screen. All a date range for when you would like to be notified of any classes
being held. Click on Prebook.

Training

Navigation

Training Home

My Training Guick Reference
for LaGov Employees (P IDs)

My Training Quick Reference
for Non-LaGov Employees (H

IDs}

Problems Receiving Course
Credit and Other lssues

Tips for Viewing Courses

Find

Search Term

[ Find]| [Extended Search

Course Catalog

Prebook |E|

Course Catalog > Comprehensive Public Training Program > CPFTP All Courses > CPTP Individual Development Topics
= CPTP Effective Listening

If yau can find no suitable course date for the course CPTP Effective Listening, you can prebook yourself for other dates. To do
50, select the time period in which you would like to participate in the course. Confirm by choosing "Prebook’,

Note:
Bear in mind thal okt Lrebocking may exizT ToTmeiig] course in any one period. If time periods overlap, existing
preboge@s wil be changed to reflect the new data entered.

Start: 07/092012 End: [07/09/2013

Language: Engligh -

n=l
=
=
=3

You will see this screen that shows you’ve been prebooked. This is all you have to do, you'll be
notified by e-mail when course dates are scheduled.

Canceling a Prebooking

If you change your mind while you’re still on the screen, you can cancel your prebooking.
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Training &

Navigation Prebook &
Course Cataog > C Training Program > CRTP Al Courses > CETP Indidual Develoomen; Togics > CFTP Effective Listening
Training Home

1y Training Quick Reference

P ———cT Your prebookings have been updated.

My Training Quick Reference Ifyou can find no suitable course date for the Course CPTP Effective Listening, you can prebook yourself or other dates. To do S0, select the time period in which you woukd like to participate in the course. Confirm by choosing ‘Prebook
for Non-L sGov Emplovees (K
Ds) Note:

Bear in mind that only one prebooking may exist for a given coUsE in any one period. If ime periods overlap, existing prebookings will be changed to reflect the new data entered
Problems Receiving Course
Credt and Other ssues.

Tis for Viewing Courses Language: | English S

Find

Language
Engish

=]

Search Term

EEETE 3

Refresh

Course Catalog

- Comprehensive Public
Training Program
- Depariment/Agency

raining

If you change your mind later on, you can cancel your prebooking by going to the My Training
tab and clicking on Course Prebooking under My Learner Account. It will take you to this
screen.

My Course Prebookings

You can make prebookings for courses that interest you but whose scheduled dates, locations, or course language do not suft you. When you make a prebooking, you can propose dates that suit you.
When a course is scheduled that meets your requirements regarding language, location, and date, you will be notified in the ‘Messages and Notes' area on the home page Training Home. The list below shows your current prebookings. *You can delete prebookings here if required. You
create new prebookings on the details page of the relevant course

B. Course Delivery Method Language
e Classroom Training English
[ Doing Wore with LaGov Reports-FUBudget Classroom Training English
W AP - Accounts Payable-Basic Worksho Classroom Training English
[ CPTP Effective Listening Classroom Training English

Cancel Prebookings.

Refresh

Click on the blue box next to the name of the course you want to cancel. It will turn orange.

My Course Prebooking:

You can make prebookin

or courses that interest you but whose scheduled dates, locations, or course language do not suit you. When you make a prebooking, you can propose dates that suit you
Winen a course is sch

led that meets your requirements regarding language, location, and date, you will be notified in the ‘Messages and Notes' area on the home page Training Home. The list below Show's Your current prebookings. You can delete prebookings here if required. You can

create new prebogifhos on the details page of the relevant course.

Delivery Method Language
Classroom Training English
[Doing More with LaGov Reports-FUBudget Classroom Training English
[ AP - Accounts Pavable-Basic Workshop Classroom Training English
[ CFTP Effective Listening Classroom Training English

Refresh

Iz

Click on the Cancel Prebookings button. You will see a message that your request is being
processed and the course will disappear from the screen.
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Cancelling an Instructor-Led Class

Sometimes, after booking a class, it may be necessary to cancel it. To cancel an instructor led
class, go to your My Training Activities screen by clicking on Training Activities in the
Navigation Pane. Click on the course you want to cancel. Let’'s say you want to cancel CPTP
Effective Problem Solving & Decision Making. Click on the course.

el

Training
Navigation */ My Training Activities il
Trameng Home All (8) | Classroom Training (1} | Web-Based Training (3 ) | Course Programs (2 )
Training Home
My Training Quick Reference Thig is a list of all the training activities in which you are currently participating or for which you are booked. Click on a
for LaGov Emplovees (P IDs) course to display details of the course, to cancel your booking, or to set the course to "completed’.
Your current training activities in summarized format.
Iy Training Quick Reference " .
for Non-LaGev Employees (H Course Delivery Met. .. Schedule/Due Date Location Start
D=} CFTP Eff Problem Solving & Decision Mkg
(Partic. Requested) Classroom Baton Rouge
Problems Receiving Course
Credit and Other Issues LEQ Approving a Time Request WBT Released until 07/12/2012
LEQ Creating & Canceling a Time Request WBT Released until 07/12/2012
Tips for Viewing Courses
CPTP Business Writing-WBT WBT Released until 08/04/2012
DOTD PGM-Management Dev Lev 2 - Staff Course Program Released until 06/30/2015
Find
LaGov AP Wendor Inveice Processor Course Program Released until 08/31/2012
Search Term
[[ Find] [Extended Search
Completed Courses =
Course Catal All(32) [ Clagsroem Training ( 16 ) [ Web-Based Training { 15 ) | Course Programs (1)
= Comprehensive Public You already participated in these courses in the past.
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It will bring you to the course screen. Scroll to the bottom of the screen and you will see a
Request Cancellation button with a drop down box next to it. When you cancel a course, you
must provide some reason for the cancellation. Click on the most appropriate reason.

Classroom Training : CPTP Eff Problem Solving & Decision Mkg 10/09/2012 - 10/10/2012 : =)

Course Catalog > © Public Training Program > CPTP All Courses > CPTP Individual D Topics > CPTPEff Problem Solving & Decision Mkq > 10/09/2012 - 10/0/2012

You are booked for this course date. You can cancel your participation under ‘Cancel’ below.

Attainable Qualifications

This course imparts the folowing qualifications:
* CPTPEff Problem Solving & Decision kg

Schedule
Day Date From To
Tuesday 10/09/2012 08:15 03:30
Wednesday 1011002012 08:15 03:30

Course Duration

Number of Hours: 14.50 on Number of Days: 2

Room

BIWG Conference Room 3rd Floor
825 Kaliste Saloom Road

70508 Lafayetie

Louisiana

Location

Lafayette, LA

Links to More Information

= Course Manual

Favorites

Add Course Date to Favorites

Cancel

Cancel participation for the following reason: No longer needed [| Request Cancellation

Print

You will get this message. Click OK.

Message from webpage

I Do you want to request cancellation of this booking?

Ok ] [ Cancel -
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You will see this message at the top of the page. That means you have successfully cancelled
the course booking.

Ky IVIVIIZVIZ - IUIVIZUIL L1

Course Catalog > C Public Training Program > CPTP All Courses > CPTR IndividL ment Topics > CPTP E1f Problem Solving & Decision Mka > 10/08/2012 - 10/10/2012

Cancellation of the booking has been requested.

Attainable Qualifications

This COUrSE
*  CPTP Eff Problem Solvina & Decision Nka

Schedule

Day Date. From To
Tuesday 100972012 08:15 03:30
Wednesday 101012012 08:15 03:30

You will receive an e-mail that looks like this. If you check your Training Activities screen, you
will see that the course is no longer listed.

State of Louisiana
Learning Solution

Cancellation Notice

student: | ENEEEEEEN

Course: CPTP Eff Problem Solving & Decision Mkg

Start Date/Time: October 09, 2012 08:15

End Date/Time: October 10,2012 15:30

Location: Brandywine VI State Office Building Room: CONF RM
825 Kaliste Saloom Road
Lafayette, LA 70508

Course Owner Email: CPTPLSO.COORDINATOR@LA.GOV

Your enrollment for the course listed above has been cancelled. The
reason for the cancellation is:

No longer needed

If a special accommodation was requested, please inform the course owner listed
above of this cancellation.

Please do not reply to this email. This mailbox is not monitored.
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How to Get Credit for a Course Program

Once you finish all of the courses in your program, you have a final step to perform. Go to the Course
Program screen. You will see a button that says GET CREDIT FOR COURSE PROGRAM. You must click on

this button is you want to receive credit for the program and

receive the qualification. You will not see a

qualification on your training transcript with a completion date for the program until you click on this

button.

Training
iy Training Quick Reference Course Program : CPTP PES Supervisory Training

for LaGov Emplovees (P Ds
Bubic Training Proaram > CPTP Proarams > CPTP PES Supervisory Training

Iy Training Quick Reference
for Non-LaGov Employees (H

)

‘GET CREDIT FOR COURSE PROGRAM

‘GET CREDIT FOR COURSE PROGRAM
Broblems Receiving Course
Credi and Other lssues

View )
Tios for Viewing Courses CPTP PERFORMANCE EVALUATION SYSTEM (PES) SUPERVISORY TRANING
The CPTP PES Supervisory Training program outines required iraining for
Classified state supervisors on the Performance Evaluation System (FES).
This program confains two program biocks.

Find

Searcn Temn
Exiended Search

PES REQUIRED COURSES - Courses in this program block are required for
all classified state supervisors,

PES OPTIONAL COURSES - Courses in this program block are not required,
but are avaiable for reference.

Course Catalog

+ Comprenensive Public
Training Program

+ DeparimentAgency.
Training

+ Slatewide Courses

Onee all required courses are completed, program participants must click
the GET CREDIT FOR COURSE PROGRAN button to receive credt for the CFTP

Supervisory Training program.

Attainable Qualifications

This course mparts the following quaifications:
*  CPIP PES Supervisory Training

My Learner Account

* Training Activiies
* Course Prebookings

* Favortes Course Program Due Date
* Qualifications Profle

The due date for this course program is D7/04/2013.
- Seftings

Blocks
©2007 by S4F AG

When you click on the button, you will see this message

Message from webpage

. Click OK.

:I Do you want to confirm participation in this course program?

OK

J

Cancel
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You will see this message.

Course Program : CPTP PES Supervisory Training =l

CPTP Programs > CPTP PES Supervisory Training

CFTP PERFORMANCY TETEN (FES) SUPERVISORY TRAINNG
The CPTP PES Supervisory Training program outiines required training for
classified state sUpervisors on the Performance Evaluation System (PES).
This program contains two program blocks,

PES REQUIRED COURSES - Courses in this program block are required for
all classified state supervisors.

PES OPTIONAL COURSES - Courses in this program block are not required,
but are avaiable for reference.

Once all required courses are completed, program participants must click
the GET CREDIT FOR COURSE PROGRAM button to receive credt for the CFTR

Supervisory Training program
Attainable Qualifications
This course imparts the folowing qualifications:

* CPTP PES Supervisory Training

Course Program Due Date

The due date for this course pragram is 07/04/2013

Blocks

Execute the blocks and the courses contained in them in the prescribed sequence.

This means you have successfully completed everything you need to do to get credit for your
course program.
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How to Check your Training Transcript

You training transcript is very important because it's the record of all training you have taken
in LEO and it has due dates for all training that is tracked in LEO. Your transcript may be one
page or several pages long.

To view your transcript, click on the My Training tab. Look at the top left of the page, under the
tabs, you will see Reports.

LEO - Lowsiana Employees Online

SETATE OF LOUISlAMNA

Welcome CINDY TWINER

Training Reports

Training
Navigation ml|= Messages and Notes
Training Home There are no messages or notes for you.

My Training Quick Reference

for LaGov Emplovees (P IDs) - -
=5 : My Training Activities

My Training Quick Reference Al (5) | WebBasedTraiing (3) ( Course Programs (2)
for Nnn-l alznw Fmnlnvess (H

Click on Reports. You will see this screen. This is your transcript.

O  Print Preview of PDF

+ Training Transcript
[ ] 4 [Back][ cancel |[Exit][ System4| [arcnive |[ Print and Archive |[Zoom +10% ][ Zoom -10% |

Page: 174

a
raining Transcript
AS OF 07/10/2012 to 0710/2012

Org. Unit: S33/GODE-TRAINING | TT&T
J
Traiung o 3

Description Due Date Completion Date
DOTD PGM-Managemsnt Dev Lev 2 - Staff 0830015 04302012
GFTP PES Supervisory Training 074013 7082012
LaGow A Vender Invoica Frooessor a1
Qualification Name Date ValidUntil  Test
Provider Additional Comments.
2012 Gode of Ethis for Fublic Servanis ovmiz  123ieeee
CPTP Cart Teaching and Leaming 01403 123170000
CPTP PES Basios-WaT o2 1231
CFTF FES Evaluston Frocess WET oszvmiz 123108
CFTP PES Planning Process WBT os2U12 12310800
GPTP Supervisary Graup | osRMAN 1231
CPTP Supervisory Group 2 oBANEN 12310800
DOTD 2012 Ethics for Construction Persrd oDz 12312012
DOTD PGM-Mgmt Dev Lavel 3-Manager oanwmiz 12318908
LEO Approving a Leave Request oDz 1231
LEO Cresting & Canosiing  Leave Request [ R P
LaGov HOM Basic Navigation cezENl 1231
LaGow Intraduction to SILA Help. osAWHDM 12310800
LaGov LSO Training Admiristrator-Part 1 oa2E12 12310000
LaGov LSO Training Coordinator 1T 127319eee
LaGov-Core Gomp ECC Navi and Reporting w2 1231
LaGov-Introducion to LaGov ERP. Oee10 1231880
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If you move your mouse to the bottom of the screen, you will see a box appear and you can
print your transcript by clicking on the printer icon.

Let’s look at the transcript. The top will show your personal information and your Program

subscriptions.

Employee Mumber:
Employee Mame:
Pers ArealAgy-
Job Title: TRAI

Training Program Subscriptions

Description Due Date

DOTD PGM-Management Dev Lev 2 - Staff 06/30/2015
CPTP PES Supenvisory Training 07042013
LaGov AP Vendor Invoice Processor oanamz

State of Louisiana - LaGov System
Training Transcript
AS OF 071072012 to 0THO/2012

Org. Unit  S33G006-TRAINING | TT&T

Completion Date
D4r3oiz012
07/0ar2012

rFagel 10 %

Next to the subscriptions, you will see a Due Date and a Completion Date. The Due Date is
the date by which you must complete all courses in the program. The Completion Date is the
date that you received the Qualification for the Program.
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The next section shows your Qualifications for the courses you have completed.

Gualification Name Date Walid Until Test
Provider Additional Comments
2012 Code of Ethics for Public Servants 0201/2012 127310009
CPTP Cert Teaching and Leaming 03/14/2003 127310009
CPTF PES Basics-WBT 03122012 127310009
CPTF PES Evaluation Process-WHT 05/21/2012 127312089
CPTF PES Planning Process-WET 052172012 12/31/0009
CPTP Supervisory Group 1 0632011 12/31/0009
CPTP Supervisory Group 2 0632011 12/31/0009
DOTD 2012 Ethics for Construction Persnl 03122012 12312012
DOTD PGM-Mgmit Dev Level 3-Manager O4/30/2012 12/31/2089
LED Approving a Leave Request 03122012 12/31/2089
LEC Creating & Canceling a Leave Request 040472011 120310009
LaGov HCM Basic Mavigation oo28/2011 12/31/0009
LaGov Introduction to StLA Help 051372011 12/31/0009
LaGow L3O Training Administrator-Part 1 42572012 120312008
LaGowv LSO Training Coordinator 11/072011 12/31/2089
LaGow-Core Comp ECC Mavi and Reporting 03122012 12/31/2089
LaGow-Introduction to LaGov ERP 082272010 12/31/2089

You will see the Qualification Name, which may be slightly different from the course name.
The Date is the date you received the Qualification. It may not be the same as the date you
completed the course. It will be the date you received credit in LEO. Valid Until is the
expiration date of the course. If it doesn’t have an expiration date, you will see 12/31/9999. If
there was a test with the course, there will be an indication if you passed or failed the test.

If you are in the Management Development Structured Training Program or the Civil Service
Supervisory series and took courses prior to October 31, 2011, they will show up in the last
portion of the Transcript which is your History. It will show the course number, the name, the
date you finished, the number of credit hours, and whether or not you passed the test.

*Comprehensive Public Training Program [CPTF) completions prior to 1003172011

Course CD Course/Certificate Mame Diate Hours Test
WGET111 "DEVELOPING EFFECTIVE TEAMS, PART 1" D0Er2001 2.00
WMGT112 "DEVELOPING EFFECTIVE TEAMS, PART 2¢ 041872001 2.00
WGT113 "DEVELOFING EFFECTIVE TEAMS, PART 3" 12272001 .00
WGET112T "TEST - DEVELOPING EFFECTIVE TEAMS, PART 041772001 oo P
WGET113T "TEST - DEVELOPING EFFECTIVE TEAMS, PT 3 12372001 oooD P
155008 ADULT LEARNING STRATEGIES 01 V200 12.00
155002 ASSESSING LEARNING NEEDS O&277 2001 .00
WGET121 BUILDMMG BETTER PERFORMANCE THROUGH EMPL 0421/2004 12.00
HRPOZ8 CIVIL SERVICE ESSENTIALS FOR SUPERVISORS 071 152003 G.00
155003 COLLECTING INFORMATION IN ORGAMIZATIONS 112772001 &.00
HRPDZ28 CONMON MYTHS THAT AFFECT GOOD SUPERWISIO OS/0E/2003 &.00
WGT 142 CONDUCTING AN EFFECTIVE JOB INTERVIEW 020442002 9.00
WGTO18 CONMDUCTING ON-THE-JOB TRAINING 1D/ 1986 G.00
WVGET122 CONDUCTING PRODUCTIVE EMPLOYEE PERFORMAMN 0311472002 &.00
WVGET114 DEVELOPING A MOTIWATED WORK GROLUP 071452004 .00
WGT 143 DEVELOPING AM EFFECTIVE FLANMING PROCESS 041272002 6.00
HRPODE DOCUMENTING FOR PERFORMAMCE & DISCIPLINE 1142003 G.00

All of your prior course completions should be listed here.
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More Information

For more information, you can go to ETRN — on the Web.

Go to the DOTD Intranet. Click on Employee Training Records (ETRN) under the LTRC
heading.

Intranet

@ Compliance Programs To deliver transportation and public works systems that enhance quality of life @ Create a"Senice Request”
@ Empl Satisfaction Survey and facilitate economic growth. @ Outlook General Help
® Grievance/Complaint Process i i i i
O e Pl LaGov Information @ Slngle S|gn—0n QuickStart Guide
O G E — @ Client Senvices
alistaction survey Repo @ DOTD's LaGov Information Site @ LaGovHelp /How To Documents 5525'(};79';{;9: ar 3’1?]%“
@ LaGov Portal (login) @ DOTD's Business Processes orkdays /:43am- 471 pm

DepartmentWide ® Change a Password

Content Manager | Bulletin Board Announcements | ® Hardware/Software Procurement

DE[”}' Mews Aricles Last §| | Carpools| | Csuses | Motices | |Promot.. | | Retire.. | Events | | Surplus

Dept PoliciesManuals Last 5 Announcements Added

EDSMs
EI5 - Position Information 710/2012 - Eye Glasses
LEC (now LaGov) 702012 - MOSS, GRACED.

® Business Conference 2012
@

Org. Chart @ 7/9/2012 - Items Found in Parking Lot
@
@

Administrative Manual
Asset Management
Audit & Quality Contral
Budget Request Form
Business Semices

RO EE®

i
PR EE

Project/Highway Information 71912012 - Jambalaya dinners to benefit fellow state emp...
7/9/2012 - HUGHES, LETHA

i Financial Semvices
z = Human Resources
2 Benchmarks |Oﬁ"|oeofEngmeenng Information Technology
LADOTD GIS
' ; Project Development Legal
@® Proposed / Active Construction @ Environmental Section ] P Procurement
Projects @ Trns+port Pre-Construction @ Bridge Design Section Project Finance
@ Training ® CADD
Construction @ Design Programs & Documents Nultimodal Pl I
i
@ Construction Home Page ® ProjectWise Request Forms © miat
® Business Cards @ Example Title Sheets with H Numbers Aviation
i ; @ Demo Fact Sheets
® DOTD Letterhead Contract Services ® Real Estate Section © Highwar Funchonal
® : : ighway Functional
g DOTD Interdeparimental @ Consultant Contracts Services Road Design Section Classification
o DOTDImage Callery @ Contracts & Specifications Project Management ® Highway Safety
Federal Authorization Funding ® Plans and Proposals ® Intermodal Transportation
Request @ Project Control @ Project Management Section ® Marine & Rail
© Federal Funding Grandfather ®-FPIS] Program & Project Management System | ® gzone Action Program
o :;'St_  Delivery Manual LTRC @ PPMSIETS - Environmental Tracking System ® Pavement Management
roject Delivery Manua . @ PPMSQIRTS - Utilities Relocation Trackin iori
® Project Number Request Form{ Employee Training Records (ETRM) Syster . 2 2&';2’5‘@5;:’5’“
© Warehouse Inventory @ PPMSRARS - Appraisal, Acquisition, &

Materials Lab
Material Testing System Queries Traffic Engineering ® 511 Entry (CARSZ)

Miscellaneous

You will see this screen. You don’t have to log on with a User ID.
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DOTD Training System i~ B - =) & v Pagev Safetyv Toolsv

o
My Records ETRN —- on the Web

Data on this web site comes from the LaDOTD Education & Training System.

TIRN Training Home
This site is best viewed with a display setting of 1024x768 in a maximized window

list-Sect Coord:
azeers & Job Titles
raining Courses
‘raining Programs

Welcome to the DOTD Employee Training Records web site. This web site can be used by employees to view their own fraining records and general information about DOTD's Workforce Development PPM 39. If you have any questions or
problems, please contact your Dist-Sect Training Coordinator, whose name and phone numiber can be found in Dist-Sect Coordinators

My Records

e A DOTD 1 Lool o shot i H it +hi 1 If. 1 P alral H an Sh, id e 1 If oot il 4 £ L 4
PEM 39
Aleadership ETRN to LSO (My Training in LEO)
B:Ener Techs View Details as of July 5, 2012
E— DOTD Quick Reference for LSO/My Training in LEO.
| Employees must now self-register for CPTP courses in LEO-My Training. New DOTD training programs were activated in LSO on July 1, 2012 and replace the DOTD Leadership program and supervisory training requirements.
PPM 59 - Workforce Development
ther lnfo View for DOTD M Development and CPTP Supervisory Programs
IR User View DOTD Training Requirements by Career and Title
= **2% As of July 1. 2012, policy is being revised and some programs have moved to LSO. **#*
IRCT;
E— Web-Based Training Available in LEO
2 ladotnet Home

-~ Othce of Management - Ogens
-- La Ethics Commission Course Required by all employees. View instructions for taking the course.
-- LaGov ERP Courses

-- CPTP PES Courses Supervisors should take by 831/2012.

-- CPTP web-based courses replaced Mindleaders courses (7/2/2012)

LAST UPDATES from ETRN

Personal information is updated in ETRN from SAP HR. every Friday night.
CPTP courses as of 06-30-2012. CPTP courses will no longer be added to ETRN,
Def Driving/Bloodbome fraining courses as of 06-18-2009.

All databases are rebuilt nightly

The highlighted areas will bring you to information that you may find useful such as:

Current details of Phase | of the move from ETRN to LEO

e Quick reference guides for learning about training in LEO
The requirements for the DOTD Management Development and CPTP Supervisory
Programs

e Alist of management training requirements by career and title
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Course -

Course Groups -

Course Programs —

GLOSSARY

A Course is a specific scheduled class. It can be instructor led or web
based. Courses are created from course types which are a compilation of

the entire supporting master data required for the training.

Course Groups are used to logically group a set of Courses that belong to
the same subject are. If appropriate, subgroups may be used within a
Course Group. Course Groups enable learners to narrow down their

searches to easily find their selected Courses in the catalog.

Bundle of Course Groups and/or individual Course Types that a
Learner should complete (same as an STP in ETRN). There will be a
Due Date for the program if it is mandatory and an end-of-time due date
(displayed as 12/31/9999) if there is no set deadline to complete. Once
an employee is subscribed to a Course Program, all Course Types within
that program are shown on the Learner's My Training tab, along with a

completion status for each individual course.

Notification E-Mail - An e-mail is sent to the Learner when an Instructor led course is:

e Booked

e Moved up from the Waitlist to a Normal Booking
e Prebooked

e Cancelled

e Firmly booked (this is a reminder notice)

e Changed (room or time change/course is cancelled
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Prebook —

Qualifications —

Waitlisting —

When a Learner expresses interest in a specific Course Type and there is
currently no Courses (dates) available at all or nothing that meets their
needs, Prebooking is useful for tracking interest in or demand for particular
Course Types. Learner and Supervisor receive an email the following day
after a new Course date is added to LSO for that Course Type. This
prevents the need for the Learner to have to log into LEO daily to watch for

new class dates.

An employee is awarded a qualification for each course they complete. The
qualification has a start date equal to the course end date (if ILT) or for web
courses, the date the employee successfully completes the course and
clicks the “Get Credit for Course” button. Qualification end date is
12/31/9999 if non-expiring. If expiring, Qualification end date would be
based on what was specified for that Course Type (e.g., 3 years from
completion, 18 months, etc.).

Learners can be put on a waitlist when a class is full. If a booked learner
cancels, the vacated seat is given to the first person who was added to the
waitlist. Waitlists are setup to be a certain percentage of the optimum
capacity. When a learner is added to the waitlist, they cannot be prebooked
into the same course type at the same time. If the waitlisted individual does
not get a spot in the class, they will have to be put back on a prebook list.
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