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The My Teanfieature is availablén sccLearmo agencies and departments thataintainthe

managefemployee data relationship in PeopleStifat isfed into sccLearn .

1 This tool is viewable tmanagers supervisors and executives in an agethey has this feature enabled
in sccLearn

1 If your agency has implemented thdy Teamfeature and youas a managesupervisor, or executive,
do not have the My Teammenu, pleasesubmit a supporticket throughAsk Clargonly available on the
I 2 dzy (i & Q &or yoycarN\eEmgiSkiléra@tss.sccgov.ortf the reporting structure is incorrect,
O2y il Ol & 2 dzNRPRdpISHt BRdoMiSapri Q &
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Why UseMy Tean?

There are many reasomsd many way$o use theMy Teanfeature in sccLeard. S Q@S LIN2 OA RSR

themin thisMy Team karnerGdzA RS> 0 dzii ¢ SdsbiBembrdadiu st featiréHereare

the topreasons to us¢he My Teamfeature:

1) Find outwhoin your team ofDirect Reportsand Indirect Reportsis out of compliancewith their assigned
training. Trainings such as Sexitddrassmenfrevention arerequired for all employees to complete on a
regular basisso knowing where your team stands with thessn keepusall in compliance.

2) Generate a rport by exporting the dateof all your reports who are out of compliance for a particular
assignment.

3) Search sccLearn for the perferiningactivity (course, bookaudiobook webinal) andassign ito them.

4) Directlyregisteryour reportsto attend the same class on a particular date

5) Emulatel y S Y LIviendfS&I@sdrand see dails oftheir completed trainingand activities that
they have registered for (or those you have registered them for).

6) Keep up to datevith the activitiesthat your reports areengaged in when you ceive copies of
registrationemail notificationsas well as theireminder notifications

How To Use This Guide

This guide is designéd cover the basics of thely Teanfeaturechowl Y R ¢ K& @& Bhdzaguife atki S
provides some answers foequently askedjuestionsand aglossary

As there are several similar but slightly different views that are available tatyoay be helpfufor you to
open yourMy Teamfeature andfollow along withthe guidethe first time youuse hisfeature so youcan
becomefamiliar withits capabilities Seeing this visually for your team will allow you to betbederstand
the feature as you will be viewing the examples with your team, rather than the fictitieam that is being
used in therages Once you become familiar with what is possible, it will be easier for yonavigatethe
system andump to the section of the guid®r a visualreminder.

This guide assumes you are familiar with sccLearritaatbility to manage the registration process for

training activities (which could include-frerson training courses and classes, webinaetybasedtraining,

books, videos, etc.) to keep track of and serve as a record of training completed by empdogeearn

provides the learners access to manygelted trainings that have been:

9 Built by County Agencigsexamples includ€OVIBL9 Prevention Pla Mastering Behavioral Health
CodesandTeleworking at the County.

1 Purchased fronvendors (i.eSkillsof) ¢ examples include courses for professional development and
Microsoft software, as well dsearningBundles that have been curated by Skillsoft for a particular topic.

If you would like to learn more about the features of sccLearn and how to maxioizesfficiency with
sccLearn for your owprofessional development as well as that of your employésee a look at all of the
sccLearn Resourcsach ascclLearrearner Guidandvideos(for the HomePageandLearning Bndleg
available on the Learning & Employee Development website.
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|. Locatingthe My TeamFeatures

SELF v | MYTEAM & ﬂ o} ‘ "
}lenu Quick Find Q x e/

e Manager Dashboard

What would ) e
you ||ke.tOJea rn =» Direct Reports: 3

Manager DashboardClick on theMy Team(1) menuon the topright of the sccLearn Header Merand
selectManager Dashboard?) to view additional options.
Direct ReportsClick on theProfile (3) iconon the top left of thesccLearn BaderMenu and selecDirect
Reports(4) to view a list of your direct reportd-or a visual representati@f your direct reportsclick the
Org Clart (5) icon.

Pscclearn ser v wvream v Q @

> TEAM OVERVIEW ‘
&%a Org Chart d It Reports v

Displaying3of 3records | 10 25 50 100

Metric Reports  Department Team  Emq

TEST USER INSTRUCTOR

Links SCCLE nt@|
ARNER d

-DC gov]
= g

Il. Keeping Track of Compliance and Training

There are multiple ways you can keep track of compliance for your emplayseading

1 Manager Dashboarqd Summary of incomplete assignments for your direct repgtsuped by employee
or by activity.

1 Org Charg Hierarchical view that shows the percentage of completion towards compliance trainings.

f Emulate Employee Satus of all training activitieom theS Y LJ 2 pe&SCive

1 Export ¢ Generate a report of the details for your reference.

Manager Dashboard Detailed Snapshot of Outstanding Activities

Features in More Detail:

1 View all assignmentgor your team.

1 View the dashboard by Users or Activitiaaddirect reportsor allreports.

1 Quickly see who is past due on their training.

1 Export thedisplay to Excel for reporting.

AccessClick on theMly Teammenu itemon thesccLearn Header Menthen clickManager Dashboard
from the menu. Select to view the report bysersor Activities, Direct Reports or All Viewable Usersvhich
includes your indict reports.
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Details¢ Useli@ View:Note¢gmenu option has been expanded for demonstration purposes.

Lo I

¥ EXCEPTION REPORTS

USERS (3) ACTIVIT@

# Print x Export

Test User Lem
Ims

s.support@isd.sccgov.org

ding Approvals

Past Due Training

SCC LEARNER-DC (6)
SCC LEARNER-MC (4)
Test User Learner (3)

_ i Username: scclearn.learner
SCC-11 Learner (2,

Je jo jo jo jo

Required: 3 (3 Certifications)

Recommended: 0 :

PROFILE -

SCC-27 Learner (1)

Learner Approvals
Training Analysis

Training Schedule
Training Transcript

3 INCOMPLETE

Last updated: 12/14/2021-6:16 AM PST

(o]

Sort by: @3

4

‘ User Search...

Display

Learning Activities ~ || Direct Reports A

SCC LEARNER-DC
Ims.support@isd.sccgov.org
Username: SCC-LEARNER-DC
Required: 3
Recommended: 5

PROFILE -

8 INCOMPLETE

Details¢ Activities View:Note¢ menu options have been expanded demonstration purposes.

¥ EXCEPTION REPORTS

B Pending Approvals

Past Due Training ~

USERS (3)

ACTIVITIES (11)

Last updated: 12/15/2021-6:16 AMPST

Activity Search...

Display CNect Reports v | Sorthby:

Name
Ascending

Learning Activities v

& Print X Export
8 SCCLEARNER-DC () Direct Reports
@ SCCLEARNER-MC (4) All Viewable Users Bgsn;gnding
- - 5 §
8 Test User Learner (3 I I%t:] E%sed daf745fd-193¢c-1... E* #;1; E].agsed 3azInCrasTTS .
® SCC-11 Learner (2) Communication Tools Business Reporting: Leveraging Aggg:’w%sﬁg
- Treemaps, Matrices, & Slicers
8 5CC-27 Learner (1) T - Progress
v Required: 1 Required: 0 Descending
\ P
Recommended: 0 q Recommended: 2 Qgggr‘wtéig;de
(0% (0% Activity Code
Descending
= (=
Switch between théJserand Activities views (1)
Employees overdue on their training assignmeg@)s A f £ 0S ARSYUAFASR a2 e2dz R

and locate past due activities.

Choose &ort(4)option to display the results.

=A =4 =4 =

View only theDirect Reportsor All Viewable $ers(3) which would include all indirect reports.

Print or Export(5) the users and activities displayed on the dashboard.
The tileinformationwill vary based on the whether you are viewing thgersor Adivities:

0 InUserview youQ f findi@gafioh of how manwctivities are required and recommended for the
employee along withyd Indomplete button (6)to dive deeper and see@hatthey are.

o IntheActivity viewZ
recommended for the activity along withéa|
are.

1 TheProfile (7) button in the Usersview LIN2 @A RS &
sccLearn account.

j dZRnOieg |

& 2 diafditation af v mangmployees are required and
a 0AN6)to dive deeper and seeho they

S a s widReteen S S (0 2
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Org Chart- Compliance Training Completion Overview

Features in More Detail:

9 Displays hierarchical vieaf completiontowardscompliance trainings assigned to your team

1 Quickly see the status of your team overall dhen hone down to see the status of each individual
direct report, or even your indirect reports.

AccessFrom theProfileiconon thesccLearn Header MenselectDirect Reportsand click theDrg Chart

icon.

Details:Note- the My Action menu options have been expanded for demonstration purposes.

# / My Team

ORG CHART

iii
i

% compare Y Filters Sort| Metric hd -

U
( ™\ Test User Instructor

’ Recommended Learning
7 .
Team Overview
& no@g.com

Timeline

&  Test User Manager ~
More
Actions !

LEARNING

COMPLIANCE

w : O O
/7 2\, SCCLEARNER-DC f /7. SCCLEARNER-MC §| 7.\ TestUserLearner

Emulate Employee
Recommended Learning .
& Ims.s ccgov.org =m &= Ims.support@isd.sccgov.org
Team Overview
&2 & ]

Timeline

Training Transcript

9 The default tile view is sorted by Met(t). You can sort by nanses well as choosdifferent view
options such a#ist or hierarchical tree.

1 More Actions(2) beside youprofile (3) at the top of the hierarchyprovideseasy access tieatures

1 ThelLearning Compliancblock(4) is avisual representation ahe overallprogress that youdirect
reports havemade towards the completion @ssignedraining.

1 EachDirect Reportg5) individualsummary also includeswvasualrepresentationof completion statugor
their assigned trainingwith More Actions(6) for youto take for each individual employee.

9 Ifthe direct reporthasdirect reports (7), dickable visual indicatsmallow you toviewyour Indirect
Reportsand their progress towards compliance training completion.
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Emulate Employee

Features in More Detail:

1 Emulating youemployeeteport(s)can be helpful to view the status and details of the activities that th
individualemployeeis assigned to or haggistered for.

1 Emulation features work as if you are workingccLearn for your own learning.

1 Looking at theHome pageof the employeeyou are emulatingyou can quickly see tiveassigned
activities as well as anypcomingdue dates oonesthey mayhavemissed.This can also be viewed
through theExceptionReport on the Manager Dashboawview.

AccessFrom theProfileicon, selecthe Direct Reportsoption and clickhe Org Charicon. Qick theMore

Actionsiconon anemployee card and seleBmulate Employe¢o view theirHome page Alternatively,

selectngone of the options from thélly Team >Manager Dashboard UserView >Profile Menu will also

launch Emulation mode.

Details:

Pscclearn

You are emulating SCC LEARNER-DC's account. To end

NEW Live Webinars REGISTER NOW!

for the
What would you like to learn 2 -
I‘_Oyd ay? qur|d workforw Make the transition together

as a high-performing team

Use keyword

Hybrid

to search for live webinars

UPCOMING TRAINING
@ There are no re

cords to display.

Ongoing Activities Assigned
6 cnml =

Al ® Watch L[ Webinar

WEB BASED TRAINING ¢ © WEB BASED TRAINING!
Power Bl Desktop Using Node.js with
Bootcamp: Session 1... Microsoft Azure
=3

Du
VIEW DETAILS 12/31/2020 VIEW DETAILS

1 TheEmulationbanner(1) across the togersistsasareminder that you arén emulation modewith the
name of the employee/ou are emulatingQick Exit Emulation(2) on the top right toreturn to your
sccLearn accouniote, the Profilelconalso has arange highlightndicating emulation mode.

f hy GKS SMohdépage $ob € perform functions such as viewing the empi@jeaining
Schedulg3), Required Trainingor Training Transcript

1 You can viewheir Pending Actiong4) and the status otheir Learning Assignment), along with the
due dates for each activity if specified.

1 Note: Initiating online training igestrictedto the employees themselves.
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Export Detaildor Reports
Features in More Detail:

Export the orscreen data from sccLearn to Excel so you can sort and filter the data for reporting purposes.

Export feature is available for
1 My Team> Manager Dashboandews
9 Emulation views such as Training Transcript

AccessClick on theMy Teamicon onthe sccLearn Header Menthen clickManager Dashboardrom the

menuandclickthe Exporticon.
Note: Look for the Print/Export icon in other sccLearn views.
Details:

v EXCEPTION REPORTS
El  rending Approvals Last updated: 12/16/2020-6:16 AM PST
Past Due Training ~ USERS(3)  ACTIVITIES (13) ‘ Activity Search... ‘EI
@ Test User Learner (4) X Export Display Learning Activities ~ ‘ irect Reports ~ sort by: vy
- - ’ J
® SCC LEARNER-MC (1) . Name
- Direct Reports Ascending
@ SCCLEARNER-DC (1)
- Name
: @ Ml Web Based 4ac107b3-9a13-... N Certifica |  All viewable Users Descending
i Training . . Civil Ri
Business Analysis Overview Progress
- Ascending
Required: Required: Dectending
Recommended: 2 Recommended: 0 Activity Code
Ascending
@3 @ Activity Code
m Descending
S

1 Theexportingtool relies on the information displayean the screen.
0 Theexported datafor the image would include theutstanding activities(1) for theDirect
Reports (2).
o If you would like to seéhe number ofoutstanding activitieF 2 NJ 6§ KS Ay RANB O
to selectUsers(1) andAll Viewable Userg2).
1 Once the display is configured to include ttesiredinformation, look for theExporticon (3) to initiate
the export. Also available is a print option which will allpyu to print the results.

Export

Export items from all pages or the curr:
@ All pages O Current page only

page only.

Export the records in MS-Excel (xIs) format or character
delimited text (csv) format.
® MS-Excel O Character delimited text

B o

1 Selecthe rangeandformat of data toexport(4). It is easiest to expodll pageso MS-Excelas shown in
the image dick Next

9 Click thehyperlink to download the file(5). Based on the browser being used the method to view the
file will vary.

1 Once the file is opened in Excel, you can sort and filter the data to meet your needs. Just beSauee to
the file as arExcel file before you exit.
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lll. Training For Your Employees
There argwo main ways for you to add training to yoemployee$ksccLearn accoun©nce you have found
the activity for your repoifs)in sccLearn, you can:

1 Reaister them directlio the activity so it is already on their Training Schedule.

9 Assign the activitwhich they must register for and complete by a certain date.
Itis dways a good idea to discusainingbefore assigningt to yourdirectand indirectreports,so they are
aware of the assignmentélso,as a manager, you will be notifiedchtime anemployeeregistersfor (or
cancelshny activity in sccLearn.

Registering Your Employees for Training

Features in More Detail:

1 You can register multiple employees at the same time for specific activities.

1 When registering for classes, you can select from dates available and secure a Heatfoployee.
Note: if the class is full with a waitlist, the employee will be put on the waitlist.

1 The registered activity appears on their timeline and training schedule as if they had registered
themselves.

1 The employee can cancel their registratibthey chose not to complete the training.

AccessLocate the activity in sccLearn, then from tflere Actionsmenu, selecRegister Others.

Details:

More oy
WEB BASED TRAINING Actions
Using Active Listening in Workplace Situations :
Active listening skills are used by professionals in a wide range of occupartions and industries [—————.—————..
Skillsoft | 6320fa51-4d1f-11e7-9a6a-bef7011 cdcad Start
wwwww o O \ View Details
BOOK Manage Assignments

Active Listening: Improve Your Ability to Listen and Lead Register Others
Aimed at managers and executives who are concerned with their own and others’ development, this guide

kA Michael H. Hoppe Skillsoft | 24b06710-f3cc-11e6-b0e2-0242c0a20804

1 You could register your employees for most types of activities including courses, classes, books clicking
on More Actionsicon and selectinegister Otherg1).

1 While an actualearning Bundlgcollection of scLearn activitiesifself cannot be registered to, you can
register employees to individual activities of a bundle by searching directly for the activities themselves.
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BATCH REGISTRATION

USING ACTIVE LISTENING IN WOR...

You can select multiple users and register them all simultaneously for an activity. First, select the activity or activity structure
and click Continue. Then add users to your available list. From this list, select users to send to the roster or the waiting list.
When you are done, click Submit to process the batch of users or if payment is required, click Purchase.

Select Activities

»

Available Capacity: Unlimited

Workplace Situations

H Web Based Training : Using Active Listening in

Available Capacity:
Unlimited

Select Users

()

CANCEL SUBMIT RESET

9 At the Batch Registration window, verify the correct activity is selected andGdictinue(2).

| [elect Users

AVAILABLE USERS

Add Select All Clear All

[J Name « Status

Available seats

Selected users: 0

Available users: 0 =
Users not in allocation: 0

[JJskip registering users to activities that have
not contributed to the overall completion of
the activity structure

REGISTRATION

Records: 0
Available seats: Unlimited
Users pending approval: 0

Remove All

Name

1 ClickAdd (3) to select the employees to register for the activity.

SumTotal

SELECT USERS

Select users by organization
Select users by job

Select users hysiag

nager

fluire the activity

@ O O O O

Select viewable users

1 Inthe popup screen that follows cliddextto SelectViewable Users(4)

Pagel0
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SumTotal

SELECT USERS

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

Search: Help

cY

Selected Items: 0 | Records: 7
O Username Manager Primary Domain
BSCC-11 Learner SCC-LEARNER-11 SCC LEARNER-DC scCC
BSCC-27 Learner SCC-LEARNER-27 SCC LEARNER-MC 5CC

[ CANCEL ” BACK ” SELECT ALL Im
1 Select thecheckboxeg5) beside the names to register for this activity and ¢k

AVAILABLE USERS Available seats REGISTRATION Records: 0
Selected users: 3 Available seats: Unlimited
Available users: 3 Users pending approval: 0

Users not in allocation: 0
Rgrnove All

% -

Name «
[J Name « Status

B SCC-27 Learner i

- Noissues WAITING LIST Records: 0
SCC-29 Learner No issues

SCC LEARNER-99 No issues

Remove All

AO Jjo

CANCEL RESET

1 Click the checkbox beside thamecolumn title (6) to register all displayed employees for this activity,
or individually select th&mployees(7).

1 Register the selected employees by clicking the arrow pointirRegistration(8) before yousubmit(9)
the request.

AssigningTlrainingto Your Employees
Featuresin More Detait
1 You carspecifythe assignment to be:

0 Required- the employeemust complete the activityThis is the best practice.

0 Recommended; Theemployeecanchooseto completethe activity Howeverthis may cause

them confusionas it has been assigned by you. Téit the preferred option
o Gompletedby a specified date
Note: Bothrequiredandrecommendedassignments behave the same way, the only difference is the

label ofrequiredor recommended.
1 Theemployeewill receive a notification email from sccLeavhenthe activityisassigned
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1 Theemployeemustregister forthe activitybefore they can complete it and you will be notified when
theyregister.

9 Assignments remain on themployee@ sccLearraccount until the assignment is complete or you remove
the assignment.

 If the employee decidenot to complete a N5 O 2 Y Y SciiviRySdr assignedyouwill need to
removethe assignmenfrom the employee accourt reiteratingwhythis is not the preferred option

9 Thdr progress towards completioof assigned activitieis tracked and displayed in thdanager
DashboardException Reports

AccessLocate theactivityyou would like to assigrihenselectManage Assignmentffom the More

Actionsmenu

Details:

More
Actions

WEB BASED TRAINING
Communication Tools
i0S 9 includes a number of tools that let you communicate with others. Discove
Skillsoft I daf745fd-193c-11e7-904d-0242c028080b

Wwwww o O <

View Details

Manage Assignments

WEB BASED TRAINING

Group Communication Register Others
Use Office 365 Groups to communicate with your teammates. Discover how to work with and manage—m
skillsoft [l 7547076a-3022-11e7-8414-0242c0a80c07

WWwwww o O <

‘v

Soog TS TCToTTTT TS

1 You @nassign most types @fctivitiesincluding courses, classes, bodlglicking orthe More Actions
iconand selectindManage Assignmentgl).

1  While an actualearningBundle(collection of sccLearn activitieigdelf cannot be assigned, you can
assigranindividualactivity within abundleby searching fothe activitytitle.

MANAGE USER ASSIGNMENTS FOR communications skills for Project Managers

List of users assigned to this activity.

SE l:l EIC J"‘ @

Last Processe esday, December 16, 2020

1830 AM PST | Current Assignments W

Refresh Add ® Print X Export

Direct Reports ~ ) ) )
You either do not have any direct reports or none of your direct
reports are currently assigned to this activity.

Direct Reports

| EDIT || REMOVE |

All Viewable Users

9 If you have direct reports already assigned to this activity, they will be slovthisscreen.

9 You can switch the view betweedbirect Reportgo All Viewable Userg2)to view your indirect reports
that are already assigned to this activity

1 To make aew assignment, clickdd (3) to view the names available for selection.
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=

SELECT USERS

Select either one or all usey
Search @

Direct Reports

Ssignment options.

O Name - User Name

All Viewable Users A TestUser Learner scclearn learner
e se
A SCC LEARNER-DC SCC-LEARNER-DC
A SCCLEARNER-MC SCC-LEARNER-MC

Records 1-3 of 3 Page 1 of 1

Selected users (2)

The default viewists yourDirect Reports. Qick All Viewable User¢4) to view all your reports

Select thecheckboxeg5) beside theindividualsto assign theactivity to beforeclicking Next.

The best practiceisto a & A 3y (i K BS |jl- dOA(BRBZRAGI@RY Y- Sty RIS R ¢ chnéisionf@grA G A Sa O
the learner, however, jou choosetd 3 aA 3y GKS | OGABAGe | & awSljdzANBRE
a acanmend to others, you will need to perform these actions twitaving selected theames that

apply to each assignment.

Note ¢selection boxeappear verticallyn onecolumn buthavebeenrearrangedfor thisimage

o,
X0
—~®
—~®

¥o et z
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