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Gqethring started

GSA ONLINE UNIVERSITY
Fnd-User Job Aid

End-User Job Aid Overview

This job aid provides step-by-step instructions for tasks relevant to end-users
of the GSA OLU (powered by SAP). Topics covered in this aid include: OLU site
access, Homepage navigation, Learning Page navigation, instructor-led and
online training registration, and viewing your learning history.

Powered by: e@‘S KI I_ I_Z




B T:ble of Contents

TASKS COVERED IN THIS AID:

How to Access the GSA OLU Site (Powered by SAP) .......ooveevvecveciecieeneens 1-5
INEFOAUCTION ottt 1

SSO ACCESS ittt 1-4
Logging in from G GSA LAPLOP ......veeeeeveeeeveeveeeeeeesveeev e 1

Logging in from @ NON-GSA LOPLOP .......c.eveveeereeeeieeesieeesieeieieeee e 2-4

NON-SSO (DIr€CT URL) ACCESS ..o 4-5
Logging in as a Non-GSA Employee or Off-Network GSA Employee........................... 4-5

GSA OLU HOMEPAEGE . eieieiiiiiieeteciitce ettt seirtee s s erree e s s enreee s s sannes 6-8
MaIN MENU NaAVIGATION ...ttt 6
HOMEPAEE FERATUIES .ttt 7
HOMEPAEZE OPTIONS ettt 8

My Learning PAZe ....ccueeiiiiiiiiiiieeeiiteeerteeeerte et e st e s sare e s snree s e e e s 8-11
Navigating to the Learning PAZe ..o 8
LeArMING PAGE FEATUIES ..ot 9
SEANCH fOF TrAINING oo 10-11
INStructor-Led TraiNiNg .ooccocieevieeiieeeenieeie ettt seesresaeesaeesaees 12-18
How to Register for Instructor Led Training .....ccccovvevevevreeeeeeeeiee e, 12-15
How to Drop an Instructor Led TrainiNg ....ceieeeeieieieieeeieieeeise e 16-18
ONLINE TrAINING cvveeieeitenieeieee ettt et e st e ssreesreesaaessbessseessaesasessanns 19-24
How to ENroll in ONnliNg TrainiNg .....ceeieiieiiieeeeieee e 19-21
How to Launch ONnliNg Training .......cccoieuieiieieieieieee e 21-22
How to Drop ONliNe TraiNiNg ....ceeeieieieiieieieieee e 23-24
Learning HISTOIY ...cciiiiiiieiiieeeeieeeeetee ettt e st e e s san e s eanee e 25-29
How to Access My Learning HiSTOMY .o 25-29
Navigating to the Completed WOrk PAGQe ...........c.ccouoeeeeceeeeseeeeeoeieosisissn. 25-26
Completed Work COUrSe DELQIIS .........ccooveveeveeeeeieeoeioeieeeeeeeeeeee e 27

Printing Training CErtifiCateS ........commmmmimmiirreerieeeeseseeeseevsveeesieees e 28-29

Table of Contents | © 2016 eSkillz Corp. All rights reserved. Powered by:



GETTING STARTED: GSA ONLINE UNIVERSITY G S A
End-User Job Aid M

HOW TO ACCESS THE GSA OLU SITE (POWERED BY SAP)

Introduction

The GSA Online University (OLU) can be accessed via GSA Single Sign-On (SSO) or via a non-SSO direct URL. Please
find directions below on the different ways to enter the new SAP site.

SSO Access

Logging in from a GSA Laptop

Navigate to the desktop of your computer. Locate the GSA OLU icon on the desktop*. Double click this icon to launch
GSA OLU. Once launched, you will then be able to navigate within the GSA OLU system.

*Please note: The below screenshot is an example only. SAP is currently designing a graphic icon that will be located on
the desktop of GSA computers. Thus, you may not see this icon at the time of Go Live. If you do not yet see the icon, please
temporarily follow access steps on the next page for “Logging in from a Non-GSA Laptop”.

‘: =
-
Recydle Bin GSA
oL

Powered
by SAP

O ) 9:00 AM
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GETTING STARTED: GSA ONLINE UNIVERSITY G S A
End-User Job Aid M

HOW TO ACCESS THE GSA OLU SITE (POWERED BY SAP), continued

SSO Access, continued

Logging in from a Non-GSA Laptop

1. From a non-GSA laptop, first navigate to the following URL:
https://hcm03.ns2cloud.com/login?company=GSAHCMO03

2. Enteryour “User ID” (User ID will be your ENT username) and click the “Submit” button. Then, choose the
delivery method for receiving your registration code for access to GSA OLU and click the “Submit” button.

GSA

Test 2-Factor to Success Factors

Please enter your UserlD below.

UseriD: || -1

4 Submit

Forgot Password A
Restart Login G S‘P\

Test 2-Factor to Success Factors

Fleass choose e delivery mathod for your Registration Code

= Soft Token - SecureAuth OTF Mobile App

E-mall xoooi@gsa. gov

WOdcE | oo-THE S Wiobce

PhonaMobile: xo-ox-4111 Voica  SMSText
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GETTING STARTED: GSA ONLINE UNIVERSITY G Slf\
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HOW TO ACCESS THE GSA OLU SITE (POWERED BY SAP), continued

SSO Access, continued

Logging in from a Non-GSA Laptop, continued

GSA

3. Onceyou receive your delivery Test 2-Factor to Success Factors
method, you will be asked to
enter the registration code. This
code is unique and will change Regisuation Cote:

with every sign on. Enter the # 22

registration code and click the
“Submit” button.

Enter the code that you just received by text

GSA

4. Next, enter your ENT password Test 2-Factor to Success Factors
and click the “Submit” button.

Please enter the password associated with your User ID.

UserID LissbethHMcCrodden
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GETTING STARTED: GSA ONLINE UNIVERSITY G S A
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HOW TO ACCESS THE GSA OLU SITE (POWERED BY SAP), continued

SSO Access, continued

Logging in from a Non-GSA Laptop, continued

~—
G SA Dm'ﬂ!s\“’ S <

Sort by Date | Type Links

24xT Live Support Section 508
@ You are all caught up! Accessibility

~ Recently Completed (0) & Edit

There are no recent completions.

5. You will be directed
to the new GSA OLU
homepage. Please
keep in mind that your
homepage appearance
may differ slightly
based on your role (ex:
employee vs. supervisor/
manager) or personal tile
configuration.

Welcome | 24x7 Live Support

Welcome to G3SA's Online University
=
= Add/remove tiles

(OLU), where employees can register
for online training, enroll in instructor-
led training, find training information,
and read or download resources on
Books24x7®.

Note: Your training history from the
legacy OLUW/LMS will not be accessible in
the new LMS until the end of February
2017 In the interium, you can access
your training history in CHRIS. Please
click on the following link to access your
training history: CHRIS Training

Non-SSO Access (Direct URL)

Logging in as a Non-GSA Employee or Off-Network GSA Employee

If you are not a GSA employee or you are a GSA employee not accessing via the GSA network (thus not utilizing SSO),
you will need to access GSA OLU via a direct URL.

1. Navigate to the following URL: https://hcm03.ns2cloud.com/login?company=GSAHCMO03. This will take you to the
direct system login page for the GSA OLU site (see screenshot on following page).

2. Enter your username and password and click the orange “Log in” button. (Should the login page request a
“Company ID”, please use the following: GSAHCMO03.)
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HOW TO ACCESS THE GSA OLU SITE (POWERED BY SAP), continued

Non-SSO Access (Direct URL), continued

Logging in as a Non-GSA Employee or Off-Network GSA Employee, continued

Log in o
Please log in to begin using Hscmame @ .

Forgot Username?
SuccessFactors. Both your . o .

username and password are case Password
sensitive. Forgot Password? 0
Login - h @

20 0C0
(= > ) 0
Oso @0 )

090
.

N
G SA omﬁpsm’ Mol

Sort by Date | Type Links

24x7 Live Support Section 508
Accessibility

& You are all caught up!

3. You will be directed
to the new GSA OLU
homepage. Please
keep in mind that your
homepage appearance
may differ slightly
based on your role (ex:
employee vs. supervisor/
manager) or personal tile
configuration.

~ Recently Completed (0) & Edit

There are no recent completions.

Welcome I 24x7 Live Support

Welcome to GSA's Online University
=
M = Addfremove tiles

(OLU), where employees can register
for enline training, enrell in instructor-
led training, find training information,
and read or download resources on
Books24xTE.

Note: Your training history from the
legacy OLU/LMS will not be accessible in
the new LMS until the end of February
2017. In the interium, you can access
your training history in CHRIS. Please
click on the following link to access your
training history: CHRIS Training

Copyright © 2016 SuccessFactors. Inc. All fig
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GSA OLU HOMEPAGE

Main Menu Navigation

Your homepage will consist of a main navigation bar at the top of the homepage. This navigation bar contains a drop-
down menu that lists all the Success Factors modules available to you (based on your role), along with links to other
pages within the system. Click on the “Home” icon to return to the OLU homepage from any location.

GSA‘“‘-E Home - |
OMLUME UMITERSITY

Home

Learning

I Live Support 24x7 ) Sort by Date | Type

& You are all caught up!

+ Recently Completed (0)

There are no recent completions.

The drop-down menu contains “Home”, “Learning”, and “24x7 Live Support” links.

1. The “Home” link will take you back to the homepage no matter where you are in the platform.

2. The “Learning” link will take you the learning management area of the system.

3. The “24x7 Live Support” link will take you to the area of the system where you can interact with an OLU Live
Support Specialist to that can assist with general OLU navigation and utilization inquiries.
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GETTING STARTED: GSA ONLINE UNIVERSITY G Slf\

End-User Job Aid

GSA OLU HOMEPAGE, continued

Homepage Features

G SA omm}sm‘ e 1~

Y I hi 1
Your homepage has @ Youare el ceught

multiple features
called tiles that allow
you to view different
OLU functionality in a
convenient layout. Tiles
are movable and can
be edited to fit your
system needs. Below is
an explanation of each
feature tile on your
homepage.

~ Recently Completed (0}

There are no recent completions.

3

Welcome to GSA's Online University
(OLU). where employees can register
for online training, enrell in instructor-
led training, find training information,

Welcome

and read or download resources on
Books24x7®,

Note: Your training history from the
legacy OLU/LMS will not be accessible in
the new LIS until the end of February
2017 In the interium, you can access
your training history in CHRIS. Please
click on the following link to access your
training history: CHRIS Training

1. To Do: Lists all your incomplete items, completed
activities, activities, and tasks assigned to you from
all modules within the system. To Do items can be
sorted by date and/or type.

2. Links: Displays links added as shortcuts to other
pages and areas of the system. To add or remove
shortcuts, click the Edit button to view a list of
available links.

3. Welcome: Displays information on the new GSA OLU

and will have announcements pertaining to the new
Learning Management System.

Page 7 | © 2016 eSkillz Corp. All rights reserved.

i 24x7 Live Support 4

5.

24xT Live Support Section 508
Accessibility

& Edit

Tile Browser 5
=
=

Add/remove tiles

24xT7 Live Support: Click on the eSkillz Live Support
picture to be transferred to a GSA chat classroom
support page (powered by eSkillz). Simply select
the “Click Here to Chat” button from that page and
you will be connected with OLU support specialists
who are standing by 24 hours a day, 7 days a

week. Support specialists assist with general OLU
navigation and utilization inquiries including how
to use the OLU, how to find training, course launch
assistance and more.

Tile Browser: Allows the end-user to add or remove
tiles from the OLU homepage.
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GSA OLU HOMEPAGE, continued

Homepage Options

The homepage “Options” drop-down menu can be accessed by
clicking on your name in the top right hand corner of the OLU

homepage.

1. “Suggestions”: Submit system suggestions for the new OLU.
2. “Options”: Change display options, select a new landing page,
change language options, and access accessibility settings.

3. “Logout”: Log out of the OLU system.

MY LEARNING PAGE

Navigating to the Learning Page

1.

Locate the main navigation bar at the top
of the OLU homepage. Click on the “Home”
icon to open the drop-down menu.

Click on the “Learning” icon to access the
Learning page. This will take you the learning
management area of the system.

You are now in the learning management
area of the system where you can access
learning items, search for training, register/
enrollin training, and view learning history.
Note: Once on the Learning page, the top
navigation menu will change from Home to
Learning.
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Esi Omoh (esiHeamer) -

G SA Dmﬁnsm Home ~

Learning

Sort by Date | Type

@ You are all caught up!

~ Recently Completed (0)

There are no recent completions.

G SA m Learning ~
OMUNE UMITERSITY
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MY LEARNING PAGE, continued

Learning Page Features

My Learning Assignments

Leasing GSA Form 1364

— VID GSA-Leasing_Form 1264 rev.1 9/23/2016

Introduction to Sales

Your Learning page
has multiple features
called tiles that allow
you to view different
functionality in a
convenient layout. Tiles
are movable and can
be edited to fit your
system needs. Below is
an explanation of each
feature tile on your
Learning page.

I Part of Sales Curriculum

MANDATORY

~| |easing Hours
Requirement - 200 CLP

Next Action - Complte 2.00 hours
B Part of Leasing

Leasing Video Series
JIT Leasing Video Series rev.1 10/3/2016
B Part of Leasing

PBS Lease Review Plan

Recommendations

‘You have no recommendations at this time.

1. My Learning Assignments: Displays all your
mandatory, required, and optional assigned learning
items. You can launch online courses, view Instructor-
Led Trainings (ILTs), register for Scheduled Offerings
(S0), and remove/un-enroll from an online course
directly from the My Learning Assignments tile.
Learning items can be sorted by date and/or type.

Find Learning: Search tool used to find learning
items and activities. Items can be found via keyword
quick search or by browsing the Learning Catalog via
the “Browse All Courses” link.

My Curricula: Displays all pending and incomplete
curricula assigned to your user account. This tile also
provides details on curriculum components (items
grouped together to form a curriculum) and can be
used to track completion progress.

Page 9 | © 2016 eSkillz Corp. All rights reserved.

WEBINAR GSA-INTRO-TO-SALES rev.1 8/17/2016

CASE PBS-R5-LEASE REVIEW PLAN rev.18/16/2016

Sort By Date | Priority Y Fiter

REQUEST APPROVAL

GSA

\What do you want fo LEARN ‘udayWJ m o Congratulations! All required
= curricula are complete.

Go to Curriculum Status

My QuickGuides
o

MOST RECENTLY ADDED

New Employee
= Onboarding

START COURSE

Browse all courses >

START COURSE

Approvals

FAITAS
CHOOSE COURSES >
Live Support 24x7

o

My Orders
News

Options and Settings
Record Leaming
Reports

SF-182s

Section 508 Access.

Training Planner

Learning History: Displays all learning items that
have been recently completed. Click the “View All”
button to view your complete training history.

Links: Displays links to various Learning features and
shortcuts to other areas of the system. The links tile
helps the user manage approvals, reports, 24x7 Live
Support Services, Section 508 and Accessibility, and
other supporting processes.

Featured: Displays training items featured or
promoted within a time period.

Recommendations: Displays learning items that
have been recommended to you by other users.
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MY LEARNING PAGE, continued

Search for Training

GSA

1. Onthe Learning page, locate the Find Learning tile. Please keep in mind that your Learning page appearance may
differ slightly based on your role (ex: employee vs. supervisor/ manager) or personal tile configuration.

Sort By Date | Priority Y Filter

My Learning Assignments

Congratulations! All required
curricula are complete
Go to Curriculum Status

Find Learning
‘Whiat do you want to LEARN loday?_J m

Browse all courses »

START COURSE
Introduction to Sales
WEBINAR GSA-INTRO-TO-SALES rev.1 8/17/2016
m Part of Sales Curriculum
[ ERR START COURSE

Leasing GSA Form 1364

VID GSA-Leasing Form 1264 rev.1 9/23/2016

CHOOSE COURSES »

Leasing Hours
Requirement - 2.00 CLP

Next Action - Complete 2.00 hours
[ Part of Leasing

REQUEST APPROVAL
Leasing Video Series

JIT Leasing Video Series rev.1 10/3/2016
B Part of Leasing

- PBS Lease Review Plan
CASE PBS-R5-LEASE REVIEW PLAN rev.1 /1612016

Recommendations

You have no recommendations at this time.

My QuickGuides

Learning History

oo

Approvals
MOST RECENTLY ADDED

=8 New Employee
- Onboarding

FAITAS
Live Support 24x7
o My Orders
News
Options and Settings
Record Leaming
Reports
SF-182's
Section 506 Access...

Training Planner

In the Find Learning search box, enter the title or keyword
associated with your desired course. Click IEMto view
results based on your search criteria. To browse the entire
Learning Catalog for a list of available courses, click on the
“Browse All Courses” link. You will then be directed to the
Catalog Search page.

Page 10 | © 2016 eSkillz Corp. All rights reserved.

Find Learning

R
7

Q,

Browse all courses »
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End-User Job Aid

GSA

MY LEARNING PAGE, continued

Search for Training, continued

3. From the Catalog Search page, use filter options to narrow your search by category, subject area, source, and
delivery method. Alternatively, you can sort listed items by relevance, price, tier, rating, or title.

s h Course

earch: | | Go Calendar
%  Language: English (English) ; Currency:USD (US Dollar)

Courses (4,489) | Social Learning I ’

Narrow Courses:

¥ Category
Instructor-Led
Online
Other
External
Curricula
Program
QuickGuide

¥ Subject Area
GSA =
SKILLSOFT =
View all

¥ Source
Skillsoft

¥ Delivery Method
Technology Based

Traditional and/or Virtual ...

L T S . Y —

4. Usethe “Records per
Page” drop down to
show more results per
page. Click the “Next”
button to advance and
view the next page of
training items.
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Records per Page: 10 v

Records per Fage: 10 v h

Page 1 Go of 449 | Nexts

Introduction to Project Management using Project 2010 (SKILLSOFT mo_bpri_a01_dt_enus)
Oniine Course

The role of Project Manager is an important position in virtually any
organization. The move from tr more

0.00 USD

Liquidity Risk Measurement, Monitoring, and Application of Standards (SKILLSOFT

fini_08_a02_bs_enus)
Online Course

Liquidity of a bank describes its ability to meet out its debt obligations as
and when they arise wi more

0.00 USD

Managing for Rapid Change and Uncertainty (SKILLSOFT mgmt_23_a03_bs_enus)

W

Go | of 449 | Nexts

Oniine Course

Fage 1

Introduction to Project Management using Project 2010 (SKILLSOFT mo_bprj_ad1_di_enus)

Y‘s
== Online Course
]

The role of Project Manager is an important position in virtually any
organization. The move from tr more

0.00 USD

Powered by:



GETTING STARTED: GSA ONLINE UNIVERSITY G S A
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INSTRUCTOR-LED TRAINING

How to Register for Instructor Led Training

1. Onthe Learning page, locate the Find Learning tile. Please
keep in mind that your Learning page appearance may differ
slightly based on your role (ex: employee vs. supervisor/
manager) or personal tile configuration. Enter the title

or keyword associated with your desired Instructor-Led [q Consruction in GSA ] m
Training (ILT) course in the search box and click N +o view

L Browse all courses >
results based on your search criteria.

2. Onthe Search Catalog page, locate your desired ILT. Note the course type to verify you have the correct course.
Click on “View Course Dates” to view a list of scheduled offerings, training duration, location, and number seats

available.
. — Course
Search. |construction in GSA | l Go | Calendar
%  Language: English (English) ; Currency:USD (US Dollar)
Courses (39) @ Social Learning
Narrow Courses:
Records per Page: 25 Page 1 Go of 2 | Nexts

¥ Category Construction in GSA (ILT EF_Construction_in_GSA)

Instructor-Led A

Online Instructor-led Course

Other

External See Offerings for Price

Curricula i View Course Dates

Program

QuickGuide

= -Lonstruction Contracting (ILT EXT-CON244-CONSTRUCTION_CCONT)
) CON244-C truction Contracting
V3 5

¥ Subject Area __‘_i Instructor-led and Online Course

GSA ' Thi fi i i ing i h

Operations Management aclsui?lli‘l(:ie |2$1:?|$S cir;:unlaiuliggstructmn contracting issues, such as

SKILLSOFT > 4 pranning.

View all 0.00 USD

B View Course Dates

¥ Source
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INSTRUCTOR-LED TRAINING, continued

How to Register for Instructor Led Training, continued

3. Toregister for your desired

scheduled offering, click on Records per Page: 25 Page 1 Go of 2 | Nexts
the date that works best with Construction in GSA (ILT EF_Construction_in_GSA)

your schedule (ex: 11/1/2016). & bt fed Couree R

Please note: See Offerings for Price R ——

¥ Hide Course Dates

« If an ILT is comprised of 1/1/2016 08:30 AM - 1 day
EST ADMIN " Register Now
more than one day of Region 2 - 26 Federal Plaza, NY, NY 10278 - 6th Floor Conference

training (ex: 2-day training), Center - Room C
C[icking on the “Register Free | Unlimited seats available
Now” button won’t show 12/1/2016 08:30 AM - 1 day
New York, NY - One World Trade - One World Trade Center, NY, NY | Register Now

you training details for each
day before registration. This
is an expedited route to
registration (not recommed).

Free | Unlimited seats available

+ Clicking on “Assign to Me” will only add the training to your Learning page. It will not register you for your
desired scheduled offering instance of the ILT. Follow step 3 to properly register for Instructor Led Training.

4. Click on the expand
icon » to expand
and view additional

. Offering of Construction in GSA
scheduled offering

¥ Summary Information

information. It is @ Construction in GSA q R [
. . Description: TEST ADMIN
Important to review Scheduled Offering ID: 19015
the Segment details Item Description: No Description
(start/end times and ¥ Segment Details
location), registration’ Segment Start End Buih.iing&Rocm Insllrucmr
1 11/1/2016 08:30 AM 11/1/2016 04:30 PM Region 2 - 26 Federal Plaza, Wright, Test
dOCU ment’ a nd contact US/Eastern US/Eastern NY NY 10278 - 6th Floor

Cenference Center - Room C

information area before
registering for the

¥ Registration Information

Capacity: 1 enrolled, 0 waitlisted

session. Once finished, Cutoff Date:
. . Self Registration: Yes
click on “Register
Now” to register for the ¥ Attached Documents , .
SO Mo related documents found for this schedule offering.

Please note: Any questions

¥ Contact Information
Contact Name: F about your SO can be directed
Contact Email: .

to the contact listed here.
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INSTRUCTOR-LED TRAINING, continued

How to Register for Instructor Led Training, continued

5. Enter any comments that you wish to be associated with your registration. Click “Confirm” to confirm details and
finalize registration.

Lastly, enter any comments that you wish to be associated with your request and/or registration. \

Offering

@ Construction in GSA

ILT EF_Construction_in_GSA

Revision: 1 - 10/3/2016 02:50 PM US/Eastern
Start Date: 11/1/2016 08:30 AM US/Eastern
End Date: 11/1/2015 04:30 PM US/Eastern

Capacity: 1 enrolled, 0 waitlisted
Price : Free

Registration Comments

User Name: Tests, Esiloza
Registration Status: Active Enroliment (Enrolled)

Comments:
Previous m
Registration Comments — Finished
6. Once successfully registered, you @ Construction in GSA
will be directed to a registration ILT EF_Construction_in_GSA
fi . lick the “M Revision: 1 - 10/3/2016 02:50 PM US/Eastern
confirmation page. Click the "My Start Date: 11/1/2016 08:30 AM US/Eastemn
Learning” link in the top left End Date: 11/1/2016 04:30 PM US/Eastern
corner of the page to return to your g:‘;:‘f't"F"r;ee”m"ed' 0 waltiisted
Learning page. ET—

User Name: Tests, Esiloza
Registration Active Enrollment (Enrolled)
Status:

Comments:
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GSA

INSTRUCTOR-LED TRAINING, continued

How to Register for Instructor Led Training, continued

7. Your registered class
will now be posted
onyour My Learning
Assignments tile.
(Notice Construction in
GSA from the example
on the previous page.)
Click on the training
title to open the
Course Details page.
From this page, you
will be able to view
course description,
requirements, and
other details.

8. Onceyou are done
reviewing course
details, click the “My
Learning” link in the
top left corner of the
page to return to your
Learning page.
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End|Lsaming m

What do you want to LEARN today? ﬂ

Browse all courses >

My Learning Assignments Sort By Date | Priority ¥ Filter

o Congratulations! All required

curricula are complete.
Go to Curriculum Status

ENROLLED
Learning History Links

Company History more v
ILT spCompanyHistory rev.1 10/3/2016

p* Construction in GSA My QuickGuides
ILT EF_Construction_in_GSA rev.1 10/
@ Begins 11/1/2016 at Region 2 - 26 Federal Plaza, NY, NY 10278 - 6h Floor Approvals
ot MOST RECENTLY ADDED FAITAS

& Self-Assigned
s

@ New Employee o Live Support 24x7
Onboardin
[ 2 My Orders
¥ Contract Management Principles and Practices News
ILT EXT-CONTRACT_MGMT_PRINCIPALS rev 1 9/29/2016 Opti >
ptions and Settings
Record Leaming
Reports
How to cook a fish? SF-182's
DEMO CO-DEMO-123 rev.1 10/3/2016 .

- o Training Planner
START COURSE

/ :\‘ Introduction to Sales

B WERINAD ARAINTDATARAI EQ rav 1 RATHNA v A

Recommendations

You have no recommendations at this time.

8HR5 3HRS

LENGTH CONTACT

‘You may also:
Withdraw > View Registration >
Recommend >

On your leaming plan
Due Anyiime >

Enrolled

| ILT EF_Construction_in_GSA
[ (rev.1 T073/2016)

A Instructor-led Course
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GETTING STARTED: GSA ONLINE UNIVERSITY

End-User Job Aid

INSTRUCTOR-LED TRAINING, continued

How to Drop an Instructor Led Training

1. Onthe Learning page, locate the My
Learning Assignments tile. Please
keep in mind that your Learning
page appearance may differ slightly

7

My Learning Assignments
L ———

Sort By Date | Priority Y Filter

AP U L

Introduction to Sales
WEBINAR GSA-INTRO-TO-SALES rev.1 8/17/2016
Bm Part of Sales Curriculum

based on your role (ex: employee
vs. supervisor/manager) or personal
tile configuration. Locate the ILT
you would like to drop. Click on the
course title to view more details.

ENROLLED

IT Awareness - New and Improved h
ILT KMS-FAITSEC rev.2 10/20/2016
@ Begins 12/1/2016 at Region 1 - Boston, MA - O'Neill Federal Bldg

& Self-Assigned

2. Click on “Withdraw” to withdraw
from the ILT.

| ILTKMS-FALITSEC
| (rev.2 10720/2016)

1 A Instrucior-led Course

Page 16 | © 2016 eSkillz Corp. All rights reserved.

MANDATORY START COURSE

Leasing GSA Form 1364
VID GSA-Leasing_Form 1264 rev.1 9/23/2016
CHOOSE COURSES >
Leasing Hours
Requirement - 2.00 CLP

Next Action - Complete 2.00 hours
B Part of Leasing

REQUEST APPROVAL

Leasing Video Series
JIT Leasina Video Series rev.1 10/3/2016

IT Awareness description goes here. etc

16™

LENGTH

Enrolled’

You may also:
Withdraw > View Registration >
Recommend >

On your learning plan
Due Anytime >

Powered by:



GETTING STARTED: GSA ONLINE UNIVERSITY
End-User Job Aid

INSTRUCTOR-LED TRAINING, continued

How to Drop an Instructor Led Training, continued

IT Awareness - New and Impre

IT Awareness description goes here. etc

e

You may also: On your leaming plan
. . . . Enrolled Withdraw > View Registration > Due Anytime >
3. A confirmation window will pop-up. e Becuumidy S

ILT KMS-FAHTSEC

Click “Yes” to withdraw from the ILT. (rev.2 10720/2016)

L Instructor-led Course

Confirmation

A Do you want to withdraw from this session?

4. Click “Yes” to remove the item from Remove . ‘ \
. Do you want to remove the associated item from the Learning Plan?
your Learning Plan.
No

Note: If you choose Yes, the item will be removed from the Learning Assignments only if assigned by the user.

5. Your ILT withdrawal is now
complete. Should you need to

@ IT Awareness - New and Improved

re-register for the ILT, you may MR IR, s

click on the expand icon » next to e et et eogpos ek

“Available Offerings” to view other ¥ Gt legturation

times the ILT is offered. Click the ¥ Avallable Offerings

“My Learning” link in the top left DY starta End Room Gt Price Acton
corner of the page to return to your P GaEamem " Ugaem o weona e View Detail
Learning page. Nl Fedal

Register Now

Building, Room
343

> Request Schedule
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GETTING STARTED: GSA ONLINE UNIVERSITY

End-User Job Aid

GSA

INSTRUCTOR-LED TRAINING, continued

How to Drop an Instructor Led Training, continued

My Learning Assignments

6. Theremoved training
will no longer be
listed on your My
Learning Assignments
tile. To confirm, use
the scroll bar to
review your entire
list of learning
assignments.

Important note: To
minimize confusion,
itis recommended
that you remove
the dropped session
from your calendar
via the emailed link
or directly through
Google Calendar.

Page 18 | © 2016 eSkillz Corp. All rights reserved.

Sort By Date | Priority Y Filter

Contract Management Principles and Practices
ILT EXT-CONTRACT_MGMT_PRINCIPALS rev.1 9/2912016

How to cook a fish?
DEMO CO-DEMO-123 rev.1 10/3/2016

START COURSE
Introduction to Sales

WEBINAR GSAINTRO-TO-SALES rev.1 8/17/2016

B Part of Sales Curriculum

MANDATORY START COURSE

Leasing GSA Form 1364

VID GSA-Leasing_Form 1264 rev.1 9/23/2016

CHOOSE COURSES »

Leasing Hours

Requirement - 2.00 CLP
Mext Action - Complete 2.00 hours

Powered by:
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ONLINE TRAINING

How to Enroll in Online Training

1. Onthe Learning page, locate the Find Learning tile. Please
keep in mind that your Learning page appearance may differ
slightly based on your role (ex: employee vs. supervisor/
manager) or personal tile configuration. Enter the title or

keyword associated with your desired online course in the [Cl 508 Policies ] m
search box and click EEMto view results based on your
search criteria. Browse all courses > )

2. Onthe Search Catalog page, locate your desired online course. Note the course type to verify you have the correct
course. Click “Assign to Me” to enroll in the online course.

T Course
Search: |508 Policies | Go Calendar
“  Language: English (English) ; Currency:USD (US Dollar)

Courses (89) | Social Learning Relevance
Narrow Courses:
Records per Page: 10 *~ Page 1 Go of 10 | Nexts
¥ Category

508 Policies and Procedures (WBT WEB-508_Pulicies)

Instructor-Led _%
Online x Online Course 4 A Assign to Me

Oiher .
External 508 Policies and Procedures e
Curricula Recommend
Program Free
QuickGuide
508 Test
¥ Subject Area - Cumculum
GSA >
SKILLSOFT = 508 Test
Vi Il
i 508 Test
¥ Source
[] Skillsoft
Section 508 Accessibility Curriculum
¥ Delivery Method - "
[] Technology Based S
[] Traditional Classroom IT-SECTION_508 ACCESSIBILITY

Section 508 Accessibility Curriculum
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GETTING STARTED: GSA ONLINE UNIVERSITY

End-User Job Aid

ONLINE TRAINING, continued

GSA

How to Enroll in Online Training, continued

3. Once successfully enrolled, the “Assign to Me” button will change to “Already Assigned”. Click the “My Learning”
link in the top left corner of the page to return to your Learning page.

T Course
Search: |508 Policies . Go Calendar
% Language: English (English) ; Currency:USD (US Dollar)
Courses (99) | Social Learning [Relevance -
Narrow Courses:
Records per Page: 10 ~ Page 1 Go | of 10 Nexts
¥ Category i\ 508 Policies and Procedures (WBT WEBE-508_Policies)
Instructor-Led _%
E’"‘"“e i t Online Course @ Aiready Assigned
Jther
tart C
External 508 Policies and Procedures % Start Coursa
Curricula Recommend
Program Free
QuickGuide

4. Your enrolled course will now
be posted on your My Learning
Assignments tile. (Notice 508 Policies
and Procedures from the above
example.) Click on the training
title to open the Course Details
page. From this page, you will be
able to view course description,
requirements, and other details.

Page 20 | © 2016 eSkillz Corp. All rights reserved.

My Learning Assignments Sort By Date | Priority Y Filter

START COURSE

W . B
» - 508 Policies and Procedures h
| a’ WEBT WEB-508_Policies rev.1 10/20/2016

& Self-Assigned

Company History
ILT BCHLT-CO-HISTORY rev.1 10/3/2016

Company History
ILT spCompanyHistory rev.1 10/3/2016

ENROLLED

Construction in GSA
ILT EF Construction in GSA rev.1 10/3/2016

Powered by:
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ONLINE TRAINING, continued

How to Enroll in Online Training, continued

e

5. Onceyou are done reviewing
course details, click the “My
Learning” link in the top left
corner of the page to return to your
Learning page.

508 Policies and Procedures

1HFL5

LENGTH

5 ‘You may also: On your learning plan
Continue Course > Remove > Recommend > Due Anytime >

WBT WEB-508_Policies
(rev.110/2012016)

= Online Course

How to Launch Online Training

Online training can be launched from
any tile housing training items. Below
are steps for launching training from
your My Learning Assignments tile.

Sort By Date | Priority Y Filter

4 START COURSE
508 Policies and Procedures

WBT WEB-508_Policies rev.1 10/2012016 Note: Please

& Self-Assigned make sure to
turn off your
pop-up blocker.

My Learning Assignments

Y =

1. Onthe Learning page, locate the
My Learning Assignments tile.
Please keep in mind that your
Learning page appearance may
differ slightly based on your role
(ex: employee vs. supervisor/
manager) or personal tile
configuration.

) Company History
ILT BCJ-LT-CO-HISTORY rev.1 10/3/2016

Company History

2. Locate your desired course and
ILT spCompanyHistory rev.1 10/3/2016

click “Start Course” to launch the
training. Note: make sure your
browser’s pop-up blocker has been
disabled before launching the
course.

ENROLLED

Construction in GSA
ILT EF_Construction_in_GSA rev.1 10/3/2016

© Begins 11/1/2016 at Region 2 - 26 Federal Plaza, NY, NY 10278 - 6th Floor
Conference Center

& Self-Assigned
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ONLINE TRAINING, continued

How to Launch Online Training, continued

2-Factor Authentication to GSA Insite - Microsoft Edge - [m] X
3. You W|“ be directed to the SSBBTF.;J:EC;;OE‘;:E::‘M“ | & eneral Services Administration [US] - secureauth gsagov/secureauth74/?Target=https://insite.gsa.gov/portal/category/533886

. Revision: 10/20/2016 12:11 PM US/
Online Content Structure
page and the online course GSA
will launch in a separate [
browser window. Advance 2-Factor Authentication to GSA Insite
through the online course

. Launch Again This is a U.S. General Services Administration Federal Government computer
(po p_ u p WI n d OW) to system that is "FOR OFFICIAL USEDNLY,"TN? system is subject to monitoring.
receive Comp[etion for l."S.‘Z‘n“.“.i'fuZ“.#Siﬁi’.ﬁ“ﬂ?&!ﬂi’&"ﬂ“'{éiﬁ'ﬁi.“52??"éi?i‘é@'i?‘f!“’y
the tralnlng Note. You g:’;ﬁze‘;n.’:;rﬁ:‘gﬁﬁgglo&éngv;:c:zgligaténaﬁns and‘or imprisonment in
must follow the steps for
K R X Ifyou are :m.?c.umpulerlhals govemment issued or that you pers?nallym please
2-factor authentication (if ot i g, i s e o
applicable) before being Tt 2 bl compuer
o o o_ o (@ This is a private computer
able to view online training B
content. omae
User ID:
Submit
4. Once the training has been
completed, exit out of the
on ll ne course. Note: You 508 Policies and Procedures
. WET WEB-508_Policies
may choose to exit the Revision: 10/20/2016 12:11 PM US/Eastem
course and return later
to ﬂr"Sh it- They SyStem Do not close, refresh, or navigate from this page while you are working with online
WI“ save vour osition in content. Some content may rely on this window to save your progress.
y p When you have completed the content, you can relaunch the content or use the
menus or the links below to navigate elsewhers.

the course. Follow steps
1-3tore-launch online
training- CIICk “Learning Launch Again | Learning Home | Completed Work |

Home” from the Online .

Content Structure page )
to return to the Learning

page.
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ONLINE TRAINING, continued

How to Drop Online Training

GSA

My Learning Assignments Sort By Date | Priority Y Filter

1.

On the Learning page,
locate the My Learning
Assignments tile. Please
keep in mind that your
Learning page appearance
may differ slightly based
on your role (ex: employee
VS. supervisor/manager) or
personal tile configuration.
Locate the online course
you would like to drop.
Click the arrow to open the
course action menu.

2. Click “Remove” to drop

the online course.

w DUE ANYTIME

START COURSE

.....

Liquidity Risk Measurement, Monitoring, and

Application of Standards
SKILLSOFT fini_08_a02_bs_enus rev.1 1/1/2011
& Self-Assigned

Page 23 | © 2016 eSkillz Corp. All rights reserved.

CONTINUE COURSE

508 Policies and Procedures
WBT WEB-508_Policies rev.1 10/20/2016

& Self-Assigned

Company History
ILT BCHLT-CO-HISTORY rev.1 10/3/2016

Company History
ILT spCompanyHistory rev.1 10/3/2016

START COURSE

» \% Liquidity Risk Measurement, Momt—

Application of Standards
SKILLSOFT fini_08_a02_bs_enus rev.1 1/1/2011

& Self-Assigned

Powered by:
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ONLINE TRAINING, continued

How to Drop Online Training, continued

Confirmation
3. Click “Yes” to remove the Are you sure you want to remove Liguidity Risk
online course from your Measurement, Monitoring, and Application of Standards
training history.

from your Learning Plan?

b >

My Learnlng Assignments Sort By Date | Priority Y Filter

~

4. The removed training will
no longer be listed on your
My Learning Assignments
tile. To confirm, use the
scroll bar to review your
entire list of learning
assignments.

CONTINUE COURSE
» E 508 Policies and Procedures

WBT WEB-508_Policies rev.1 10/20/2016
& Self-Assigned

Company History
ILT BCHHLT-CO-HISTORY rev.1 10/3/2016

Company History
ILT spCompanyHistory rev.1 10/3/2016

ENROLLED

Construction in GSA
ILT EF_Construction_in_GSA rev.1 10/3/2016

@ Begins 11/1/2016 at Region 2 - 26 Federal Plaza, NY, N 10278 - 6th Floor
Conference Center

& Self-Assigned

[
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LEARNING HISTORY

How to Access My Learning History

Navigating to the Completed Work Page

1. Onthe Learning page, locate the Find Learning tile. Please keep in mind that your Learning page appearance may
differ slightly based on your role (ex: employee vs. supervisor/manager) or personal tile configuration.

My Learning Assignments Sort By Date | Priority " Fiter

START COURSE . -
A What do you want to LEARN today? -Jm 0 Congratulations! All required
. B curricula are complete.
Introduction to Sales ; e
Browse all courses > Go to Curriculum Status

WEBINAR GSA-INTRO-TO-SALES rev.1 8/17/2016
I Part of Sales Curriculum

MANDATORY START COURSE

Links
My QuickGuides

Learning History

0
Approvals

MOST RECENTLY ADDED FAITAS

Leasing GSA Form 1364
i=  VID GSA-Leasing_Form 1264 rev.1 9/23/2016

CHOOSE COURSES > =
F New Employee o Live Support 24x7

| Leasing Hours | Onboarding My Orders
Requirement - 2.00 CLP

Next Action - Complete 2.00 hours
[ Part of Leasing

News

Options and Settings
REQUEST APPROVAL Record Leaming
Reports

Leasing Video Series
SF-182's

JIT Leasing Video Series rev.1 10/3/2016
B Part of Leasing m Section 508 Access...

Training Planner

- PBS Lease Review Plan
CASE PBS-R5-LEASE REVIEW PLAN rev.18/16/2016

Recommendations

Learning History
2. Click “View All” button to access the Completed Work page and

view your learning completion history. MOST RECENTLY ADDED

[ e New Employee
@Dnboarding o
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LEARNING HISTORY, continued

How to Access My Learning History, continued

Navigating to the Completed Work Page, continued

The Completed Work page lists all completed training items.

Completion Date: Allows users to sort completions by date.

Show Completions: Allows users to filter completions by time periods.
Title Search: Allows users to quickly search for completions by course title.
Status: Allows users to sort the Completed Work page by completion status.

AW N

Show Completions: Al - I 9
K] 4
10/27/2016 01:37 AM [E] New Employee Onboarding Program Complete &
| 1 ltems * All dates are for US/Eastern time zone.
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LEARNING HISTORY, continued

How to Access My Learning History, continued

Completed Work Course Details

1. Onthe Completed Work page of your Learning History, locate your desired completed course. Click on the training
title to review details of the completed course.

Show Completions: All -

Completion Date * Title

New Employee Onboarding

Completion Date: 10/27/2016 01:37 AM _ -
10/27/2016 01:37 AM [=] New Employee Onboarding Q View Details {

) i i
) (L Print Certificate

1 ltems * All dates are for US/Eastern time zone.

New Employee Onboarding ®
2. Click “View Details” to view description, C

ompletion Date; 10/27/20186 01:37 AM .
requirements, and other details of your Q View Details

completed course. () Print Certificate
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LEARNING HISTORY, continued

How to Access My Learning History, continued

Printing Training Certificates

1. Onthe Completed Work page of your Learning History, locate your desired completed course. Click on the training
title to print the certificate of your completed course.

Show Completions: All -

Completion Date * Title

New Employee Onboarding

Completion Date: 10/27/2016 01:37 AM _ -
10/27/2016 01:37 AM [=] New Employee Onboarding Q View Details =

=l
) () Print Certificate
1 ltems * All dates are for US/Eastern time zone.
New Employee Onboarding ®
2. Click “Print Certificate” to run the Completion Date: 10/27/2016 01:37 AM

Certificate of Completion report. Q View Details

T Pri i
(. Print Certificate ﬁ
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LEARNING HISTORY, continued

How to Access My Learning History, continued

Printing Training Certificates, continued

3. Areport status window will open while the report request is being processed. Once complete, your report status
will show as “Succeeded”.

Please wait...

Report Title: Cerificate of Completion
Status: Succeesded

“our report iz in the quewe and will start automatically as long as you do not close this page. (If you close the page, the report
will be automatically cancelled.)

AR G o it o ettt o S

GSA Online University

Certificate of Completion
This certifies that
Esiloza Test5

has successfully completed the
New Employee Onboarding

4. When ready, your
Certificate of Completion
will open in a separate
browser window. Utilize
your browser and/or PDF
viewer settings to print out
a copy of your certificate.

on
October 27, 2016

Page 29 | © 2016 eSkillz Corp. All rights reserved. Powered by:



