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T SHAREPOINT CCM HOST HOME PAGE

The Competencies & Certifications Module home page is the first page that appears after the

successful user authorization:

/ LMS365 Search this site )
C On-Premises C C M

People Administration

S Welcome to Competencies & Certifications Module host!

Profile Information

" i tency i i
Action Plan ta){gnom) scales, competencies, competency groups, roles, jobs, job families
add profiles or search users
Competencies employee assessment page;
Certificates
History
Praject Team
Competencies

Department
Competencies

HR Administration

For more information on the access levels, see chapter "User Roles and Permissions”.

By default, the following web parts are shown once the user navigates the home page:
o Announcements — displays the information regarding the announcement for the
considered organization;
o My Project Teams — shows the list of the SharePoint CCM current project teams;
o Project Team Details — contains the main information about project teams;
o Surveys — shows the list of SharePoint CCM current surveys;
o My Competencies — shows the list of current competencies;
o My Action Plan — shows pending competetencies, and suggested competencies
grouped by roles from Action Plan;
o My Profile — allows to see the user detailed information;
o My Organization Details — shows details about your current organization;
o My Organization Hierarchy — shows hierarchy of your current organization.
For more information on Web Parts see chapter “Competencies and Certification Module Web
Parts”.

You can customize the visual representation of the home page in the following way :

— to edit the content and web parts of the home page select Edit Page from the Settings (#)
menu. You will be switched to the edit mode:
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€ SHARE ¥ FOLLOW [ save O

BROWSE  PAGE | FORMATTEXT | INSERT
] D SegoeUTLignt ~|| 22501 *| 1= 1= ez 3=y e <>, B .
[ iz iz €32 -
B B I Uakx x° assbcendt | AgB A Rseeas
= === i i b s =
==== Paragraph | | Headingl ||+ Layout. Source = Convert to XHTML

Save Check Out Paste
. - A _ e

v oy
Markup

Edit Clipboard Font Paragraph Styles Layout

People Administration

Search User Welcome to Competencies & Certifications Module

Profile Information hOSt[

Action Plan
Competencies

Certificates )
taxonomy scales, competencies

Histary competency groups, roles, jobs, job families
add profiles or search users

Project Team
Competencies

Department employee assessment page
Competencies

HR Administration

Make the necessary changes to the page. You can enter a special edit mode for each Web Part by
clicking on its field (e.g. for ‘Content’ Web Part ‘Format Text' and ‘Insert’ tabs will appear letting the

user manage text font styles; insert tables, pictures, files etc.)
to change left navigation headings and links go to Site Actions > Site Settings > Look

and Feel > Quick Lauch. You can create New Navigation Link, New Heading and Change

Order of links on this page:
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OneFremises

(PS5 Sjte Settings - Quick Launch o

People Administration . . . = .
P =i’ New Mavigation Link | & New Heading | =P Change Order | ™ Revert to default

Search User

Profile Information 5 People Administration
Action Plan EF  Search User
Competencies E#  Profile Information
Certificates B  Action Plan
History B¢ Com petencies
Project Team E}  Certificates
Competencies
@ History
Department
Competencies B Project Tearn Competencies
HR Administration B Department Competencies

{

Organizations R Administraticn

Taxonomy Scales Crganizations
Competencies Taxonomy Scales
Competency Groups Competencies
Roles Competency Groups
Jobs Roles
Job Families lobs

Job Families

Project Teams

Motifications Project Teams

Email Templates Matifications

Personal Profiles Email Templates

Relationships Personal Profiles

il i il T i R i i el

Announcements Relationships

NOTE: To get access to Global and Current Navigation settings use direct link
'_layouts/15/AreaNavigationSettings.aspx?force=1'

On this page you can the top link bar and left navigation menu settings:
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Search this site P
@Lhﬂ%%?ri Site Settings » Navigation Settings o

People Administration

oK Cancel
Search User

Profile Information

Global Navigation

Action Plan Display the same navigation items as the parent site

(This is the top-level site)

5 2 e b sites. Managed Navigation: The navigation items will be represented using a Managed
Certificates Metadata term set.

Structural Mavigation: Display the navigation items below the current site

Competencies

O}

History
Project Team Show subsites
Competencies Show pages
Department
Competencies Maximum number of dynamic items to show within this level of 20
navigation:

HR Administration
Organizations

Taxonomy Scales

Current Navigation

Competencies Display the same navigation items as the parent site

Specify the navigatio ms to display in current

Competency Groups navigation for This onis (This is the top-level site))
shown an the side page in most Web Managed Navigation: The navigation items will be represented using a Managed
Roles sites., Metadata term set.
Jobs Structural Navigation: Display the current site, the navigation items below the
L a current site, and the current site’s siblings
Job Families

® Structural Navigation: Display only the navigation items below the current site

2 USER ROLES AND PERMISSIONS

This Administrator Guide is intended to be a reference point for Global Administrators, People
Administrators, Project Team Leaders and Managers in performing their daily tasks within the

Competency and Certification Module. These are main roles for people that will use this Guide:

2.1 Global Administrator

Global Administrator performs the following activities:

e Manages the Organizational Structure of the company (add/edit/delete organizations);

e Manages the Employee Profile Structure (add/edit/delete employee profile’s metadata
attributes);

e Manages the Project Team Profile Structure (add/edit/delete project team profile’s
attributes);

e Manages the Competency Framework (add/edit/delete competencies (including
taxonomy scales, levels and behavioral indicators), competency group, roles, jobs, job
families);

e Manages Certificate templates;

e Manages the Survey Template Repository (add/edit/delete);
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Manages the Announcements (from global level down to organizations, project teams

and employees).

2.2 People Administrator

People Administrator performs the following activities:

Manages the Employee profile (add/edit/delete information in the employee’s profile);
Manages the Employee Action Plan (add/edit but NOT DELETE items in the action plan
since the completed items will be checked as “Acquired” and remain in the Action
Plan);

Manages the Employee Personal Competencies (add/edit/delete acquired
competencies based on GAP analysis);

Manages the Employee Personal Certifications (grant/revoke/view certifications);
Compiles surveys based on available survey templates and making them available for
specific subscription groups);

Manages the announcements (from organization’s level down to project teams and

employees).

2.3 Project Team Leader

Project Team leader is a member of the project team that coordinates team efforts, represents the

team and makes decisions concerning the team.

Project Team Leader performs the following activities:

Manages the Project Team Profiles (add/edit/delete project team members);

Manages the Project Team Members Profiles (modify values of fields that are allowed by
Global Administrator);

Manages the Project Team Members Personal Competencies (add/edit/delete acquired
competencies based on GAP analysis);

Manages the Project Team Members Personal Certifications (grant/suspend/view
certifications);

Manages the Project Team Members Action Plan (view/add/edit/delete suggested
items);

Manages the announcements (on team’s level).

2.4 Manager Provider

Manager performs the following activities:
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e Manages the Employee profile (modify values of fields that are allowed by Global
Administrator);

e Manages the Employee Action Plan (view/add/edit/delete suggested items);

e Manages the Employee Personal Competencies (add/view/edit acquired competencies
based on GAP analysis);

e Manages the Employee Personal Certifications (view certifications).

SharePoint CCM is the only source of Manager for other ELEARNINGFORCE products (SharePoint
REM, SharePoint Dashboard, SharePoint Reporting Center). SharePoint CCM has 3 types of
Managers which can be assigned to user in the following way:

e Manager — is assigned in ‘Manager’ field of CCM User Profile, can be a single user only (see

more details in section 4.11 Personal Profiles);

e HR Responsible — is assigned in ‘HR responsible’ field of CCM User Profile, can be a single user

or AD group or FBA role (see more details in section 4.11 Personal Profiles);

e Additional Manager — is assigned in the custom “Relationships” list, can be a single user (see

more details in section 4.12 Relationships).

Managers can perform the following exclusive operations in other ELEARNINGFORCE products
(SharePoint REM, SharePoint Dashboard, SharePoint Reporting Center):

e Enroll themselves and their employees to courses on REM host;

e Perform manager activities for user management on Dashboard (see more details in

LMS365 On-premises REM User Guide section 5.3. Manager's Operations);

e Report on themselves and their employees in Reporting Center.

NOTE: Dashboard will recognize Active profiles along with Incomplete ones. Deactivated profiles
are not considered by the system.

NOTE: Managers and HR Responsibles are synchronized to REM SharePoint groups via timer job
(ELEARNINGFORCE - REM: Managers synchronizer job). This job synchronizes managers
from Relationships list to REM Line Managers group according to CCM to REM
Synchronization Settings.

NOTE: Managers and HR Responsibles with deactivated CCM profiles are not synchronized to
REM SharePoint groups.

All 3 types of Managers have equal permissions within CCM (for more information about manager
permissions see table in section 2.5 Permissions).

2.5 Permissions

Depending on their role users have different permissions to perform actions in the Competency

and Certification Module. In the table below default permissions are shown:
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Role Actions

Create Yes
Delete Yes
Organization

View Yes

Organization

Profile

Upload Yes
Attachment
Edit Attachment

Yes
Delete Yes

Attachment

\ELET[S
Competency
Framework
Manage
Certificate
Templates
Suggest
Competency/Rol

()

Personal
Competencies

Management

Personal View
Certification

Management
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Global Admin

Full control

Full control

Full control

Full control

People
Administrat

(o]

No

No
No

Yes

Yes

Yes

Yes

Yes

No

No

Full control

Full control

View

Project
Team

Leader

No

No
No

Yes

Yes

Yes

Yes

Yes

No

No

Full control
within

Team

Full control
within

Team

View

(ZMs365

Employee

No

No
No

Yes

No

No
No

Yes
No

No

View only his
own Action
Plan’ s
suggested
items

View only his
own
Personal
Competenci
es

View

Manager

Provider

No

No
No

Yes

No

No
No

Yes
No

No

Full control
for
Subordinate
s within
Organization
Full  control
for
Subordinate
s within
Organization

View




Email Templates
Management
Notification
Rules
Management
Announcement

Management

\ELET[S

Employee Profile

attributes

Add Employee

Edit Profile of
Employee

Delete Profile of
Employee
View Profile of

Employee

@
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Full No

Full No

Full (including Full control
Global

Announcements)

Full control No
including
modify/delete
properties,

allowing to edit
values of some

of the properties

by other actors

Full control Full control

Full Full control

Full Full control

Full Full control

No

No

Full control
within

Team

No

No

Limited to
modify
values
fields that
are allowed
by Global
Administrat

or

No

Full within

Team

(ZMs365

No

No

Limited to
View only
the
announceme
nt to which
heis a
member of
Target
audience

No

No

Limited to
modify
values fields
that are
allowed by
Global
Administrato

r

No

Limited to
view only his

own Profile

No

No

Limited to
View only
the
announceme
nt to which
heis a
member of
Target
audience

No

No

Limited to
modify
values fields
that are
allowed by
Global
Administrato
r for
Subordinate
s

No

Full within
Subordinate

S




Manage Project
Team Profile

attributes

Add Project
Team

Edit Project Team
Delete Project

Team

View Project

Team Profile

Project Team
Competencies
Competencies
Survey Template
Repository
Management
Publish Survey
Take Survey

Full control in
addition to
define/modify/
view Team
Profile structure
Full

Full

Full

Full

Full

Full

Full
Full

No

Full

Full
Full

Within
Organization

Full control

Full control

Full
Full

No

No

No
No

Only his

Team

Full within

Team

No

Full
Full

(ZMs365

No

No

No
No

Only the
Team he is a
member of
No

No

No
Full

No

No

No
No

Only the
Team he is a
member of
No

No

No
Full

NOTE: Global Administrator can allow modifying values of certain profiles fields for Project Team

Leader and Manager via Security column settings.

Users’ permissions are changed after the following actions:
- Add/Delete User Profile;
- Add/Edit User's Manager;

- Create/Delete Project Team;

- Edit Project Team Members.

After such actions a warning message is displayed about changes in the hierarchy:

@
S ELEARNINGFORCE




(ZMs365

(JIMS365 M host

On-Premises

People Administration /N Information @ Employee hierarchy was changed. If you want to ensure that permissions are delegated correctly click here,
Search User

pe Welcome to Competencies & Certifications Module host!

istory

Team Competencies
taxonomy scales, competencies, competency groups, role

add profiles or search users

Team Certification

To apply permissions changes, click the link in the message to run the ELEARNINGFORCE - CCM:

Permissions Sync Job and confirm synchronization:

© 4re you sure you want to synchronize all permissions?

0] 4 Cancel

Alternatively, you can wait until permissions are updated by the ELEARNINGFORCE - CCM:

Permissions Sync Job, after the job is run next time.

In order to change the settings of the job, follow the steps below:
1) Navigate to the Central Administration;
2) Choose Check job status in the Monitoring;
3) Choose the ELEARNINGFORCE - CCM: Permissions Sync Job;
4) Set the run time to the desired interval:
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Timer Links
Timer Job Status
Scheduled Jobs
Running Jobs
Job History

Job Definitions

Central Administration

Application
Management

System Settings

Edit Timer Job o

Job Title

Job Description

Job Properties

This section lists the
proeperties for this job.

J LMS365

OneFremises

ELEARNINGFORCE - CCM: Permissions Sync Job

Synchronizes permissions hierarchy of managers and employees, project team leaders
and project team members for CCM Host.

Web application:

Last run time:

SharePoint - 80

3/9/2016 12:06 AM

Monitoring Recurring Schedule
_ ) This timer job is scheduled to run:
Backup and Restore Use this section to modify X . )
. the schedule specifying ) Minutes Starting every day between
Security when the timer job will run. © Hourly 12 AM Y[[00 ¥
Upgrade and Migration Eileyc-hr;shkallysloa!lci :TTEZ Y ® Daily and no later than
General Application window of execution. The O Weekly 1AM v |[00 ¥
i timer service will pick a
serng random time within this © Monthly
Apps interval to begin executing
) the job on each applicable
Office 365 server, This feature is
Configuration Wizards appropriate for high-load
Jjobs which run on multiple
servers on the farm,
Running this type of job on
all the servers
simultaneously might place
an unreasenable load on the
farm. To specify an exact
starting time, set the
beginning and ending times
of the interval to the same
value,
Run Mow Disable OK Cance

5) Click OK button to save the new settings for the timer job.

3 COMPETENCIES AND CERTIFICATION MODULE
WEB PARTS

Default SharePoint CCM Web parts are the following:
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Announcements ly Competencies
" o d . ; L EE
|There are no items to display User| Matalia Buhtik; S e
_— - ompetency Leve Value U T
WYy Teams
Accounting-Average 3
Peters Barista Tearr
S Business Conduct-Above Average 4
\/I—MS‘ 0o Communication-Mastering Your lob 2
Manage user competencies
PowerObjects
ol A tiam
(ZMs365 Action Plan
User| Natalia Buhtic & B
Team Subaru Canada 1
p Suggested fem Is Acquired
@/ LMS365
Premise E} English - Spoken-Above Average s,
E} Salf Managament-Mastering Your Job s,
Tearn Natalc
garmn Details hManage action plan
Project Team: | peter's Bansta Tt ¥
Iv Profile
¥ =
|‘ﬂ'.' #1rp  Peter’s Barista Team
‘l&;“; vkl
wgs  Team managed by Store \%
Manager, Peter Bishop L
¥ additional info
Natalia Buhtik
Surveys Y Additional info
There are no items to display
J '-,.' :3"L]Eir“i1'£? on Details
@U.::—.
¥
Starcups
4 Additional info
My :—":'}al"IZE‘.-D"I Fierarcny
Starcups
User: Matalia Buhtik

User: Learner 10 ‘ User: Learner 1 ‘

e Announcements — displays the information regarding the announcement for the considered
organization;

e My Project Teams — shows the list of the SharePoint CCM current project teams;

e Project Team Details — contains the main information about project teams;

e Surveys — shows the list of SharePoint CCM current surveys;

e My Competencies — shows the list of current competencies;

e My Action Plan — shows pending competencies, and suggested competencies grouped by roles

from Action Plan;
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e My Profile — allows to see the user detailed information;
e My Organization Details — shows details about your current organization;

e My Organization Hierarchy — shows hierarchy of your current organization.

NOTE: |It's not possible to use the CCM web parts outside the hosting CCM site collection when
running multiple CCM hosts on same web application.

3.1 My Organization Hierarchy Web Part

This Web Part displays hierarchy of user’s current organization:

My Organization Hierarchy

TW Org
User: Assistant 1 User: Teacher 22 User: Assistant 3
User: Assistant 2 User: Learner 3

User: Learner 2

The structure of the organization hierarchy is built based on the information about Managers in
User Profiles. Users added to ‘HR Responsible’ field and set as Managers in Relationships section
are not displayed in the hierarchy. For the buildup of the hierarchy, only users with “Active” status
are taken into consideration.

Deactivated users are displayed in the hierarchy only if they have subordinates. If deactivated users
have no subordinates, they are hidden on My Organization Hierarchy web part.

Manager of any level of the organization hierarchy is able to edit information of employee who is
lower in the hierarchy.
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All members of current Organization are displayed to all users in the hierarchical order. User's
name and names of his direct subordinates are clickable links to their User Profiles.

For example, in the above Organization Assistant 2 sees only two clickable links: his own name and
[2, all other names are not clickable for him:

My Organization Hierarchy

TW Org
User: Assistant 1 User: Teacher 22 User: Assistant 3
User: Assistant 2 User: Learner 3

User: Learner 2

Clicking on any user’s tile hides all uses below:

@
S ELEARNINGFORCE




(ZMs365

My Organization Hierarchy

TW_ Org ‘

User: Assistant 1 ‘ User: Teacher 22 User: Assistant 3

User: Learner 3

Clicking on the tile with organization name hides the whole structure:
My Organization Hierarchy

I

Starcups

NOTE: If SharePoint CCM was updated from an older version in which Home Page was modified,
‘My Organization Hierarchy’ web part may not be added to the Home Page automatically.
In this case add it manually:
1. Go to the Home Page edit mode;
2. Select Insert > Web Part in the ribbon menu;

3. Find "My Organization Hierarchy” in the Custom category and add it to the page.
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3.2 Manage Web Parts

When users change pages and controls, it is possible to save settings for the user's personal
preferences to display the future browser sessions in the way considered before.
To modify any Web Part displayed on the page, follow the steps described below:

1) Click the Edit (# ECiT)button on the ribbon to enter the Edit mode;

2) Put the cursor arrow against the needed web part. The down arrow will appear next to the

web part name:

Announcements B

Title Body Start Date

Mew Inmortant information 3/11/2016
Employees  for new employaes!

3) Click the down arrow against the Web Part's title to open the Web Part drop-down menu:

Announcements .
Minimize
Title Body
K Delete
Mew Inmortant in l&
Employees for new emg Edit Web Part

Export...
My Project Teams
) )

4) Select the needed operation form the drop-down menu;
5) Click OK to save changes.

3.2.1 Minimize Web Part

Minimizing the web part allows users to free the space in order to insert other web parts on the
host page.
To minimize the chosen web part, follow the steps given below:

1) Click the Edit (# ECiT)button on the ribbon to enter the Edit mode;
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2) Put the cursor arrow against the name of the needed web part. The down arrow will appear

by the name of the web part;

3) Click the down arrow against the Web Part's title to open the Web Part drop-down menu,

then select Minimize:

Announcements

Minimize
Title Enl:lc:,-/
K Delete

MNew Inmortant in 5]
Employees  for new empg E# Edit Web Part

Export...
My Project Teams

4) Once you have done it, the Web Part’s layout will be minimized:

|;ﬁ.ﬁﬁomcemerts My Competencies

User| Ieacher 1;

by Project Teams
Competency Leve Value
Project Team 1 Competency 1-Below Average 2
\/LMS365 Manage user competencies
On-Premises

3.2.2 Restore Web Part

In order to restore the collapsed web part, follow these steps:

& EB

Comments

1) Click item’s drop-down menu by clicking on the arrow next to the name of the web part;

2) Click Restore:

Announcements

Restore

/}( Delete '

My Project Teams

Edit mode ' [E} Edit Web Part

Export...

3) The web part will be expanded to display its content.
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3.2.3 Edit Web Part

To edit the web part, follow the steps given below:

1) To enter the Edit mode, click the Edit (# ECIT)button on the ribbon;
2) Click the down arrow by the name of the Web Part’s title to open the Web Part drop-down

menu, then select Edit Web Part:

Announcements

Title Body
Mew Inmortant in
Employees  for new emg

4
~

My Project Teams

Minimize
K Delete

3 Edit Web Part

Export...

- |«

L&

(ZMs365

3) Once you have done it, the editor will be opened on the right side of the page:
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4 My Project Teams x

[=] Appearance

Title

My Project Teams

Should the Web Part have a fixed height?
Yes Pixels ¥

® Mo. Adjust height to fit zone.

Should the Web Part have a fixed width?
Yes Pixels r

® Mo. Adjust width to fit zone,

Chrome State
Minimized

# Mormal

Chrome Type

Title and Border ¥

Layout

Advanced

OK Cance Apply

4) Make the necessary changes to the Appearance, Layout and other Advanced settings of the
web part;

5) Click OK or Apply to save the changes OR Cancel to discard the changes.

NOTE: The best performance and the maximum functionality of working with SharePoint and

integrated the Web Parts can be reached using the Internet Explorer browser.

3.2.4 Export Web Part to PC

To export the web parts to your personal computer, follow these steps:
1) Click the Edit (# ECiT)button on the ribbon to enter the Edit mode;
2) Put the cursor arrow on the name of the chosen web part. The down arrow will appear by
the name of the web part;

@
S ELEARNINGFORCE




(ZLMs365

OneFremises

3) Click the down arrow by the name of the Web Part’s title to open the Web Part drop-down

menu, then click Export:

Announcements = ¥
Minimize [
Title Body
K Delete
MNew Inmortant in L&
Employees  for new emg £ Edit Web Part

- Export...
My Project TE)M(

4) Once you choose it, Windows dialogue box will offer you to specify the place to save the

web part:

'@' . = |l Desktop » ~ | +¢ || Search Desktop 2
Organize « Mew folder | Bz |~ | (7]
- Favorites i 3 24,04 =

Ml Desktop "? [ File folder
4 Downloads
&l Recent Places I LMS.LP .ReskFileManager(xa4)
A j I File folder
1 Libraries e Y Network
| Documents lI Systern Folder
J? Music '
[ Pictures i 8 | Computer
B Videos i - Systern Folder t
File name: My Teams -
Save as type: | WEBPART File |
= Hide Folders Save | | Cancel |

5) Click Save to save the web part on your personal computer.

3.2.5 Delete Web Part
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To delete a web part, follow the steps given below:
1) Click the Edit (# ECiT)button on the ribbon to enter the Edit mode;
2) Click the down arrow against the Web Part’s title to open the Web Part edit drop-down

menu, then select Delete:

Announcements = o
Minimize
Title Body
K Delete
Mew Inrmortand- L&
Employees  for e emg Edit Web Part
Export...

My Project Teams

£

The following dialogue box will appear:

‘ ™
Message from webpage ﬁ

I.-"-_-'“‘-I You are about to permanently delete this Web Part. Are you sure you
€Y wantto do this?

| ok || Cancel

3) Click OK to delete the web part permanently, click Cancel to discard the changes.

3.2.6 Add a Web Part

In order to facilitate the quick access to the desired SharePoint CCM feature, the user can add a
web part to the Host Home page. To add a web part, follow the steps below:

1) Click the Edit (# ECIT)button on the ribbon to enter the Edit mode;

2) The Editing Tools will appear on the ribbon. Click Insert and click Web Part button:
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BROWYSE PAGE FORMAT TEXT INSERT [ WEB PART
= o & &<

Table Picture Embedded Link Upload App Web Embed
- - Wedia - File Part Part Code

Tables Media Links Parts Embed

Feople Administration

Search User Welcome to Competencies

3) Choose the Category from the Categories => Choose the web part to add:

-

BROWSE PAGE FORMAT TEXT INSERT WEE PART SHARE FOLLOW E? SAVE :I:I_,

= o 8 S <

Table Picture Embedded Link  Upload App Web Embed

- - Media ~ File Part Part Code
Tables Media Links Parts Embed
Categories Parts About the part
(=1 Apps [slcF certificates Competencies
3 Blog McF Email Templates Contains competencies
3 CCM Web Parts M Competencies
3 content Rollup MM Competency Groups
O3 Forms mDocument Library
C3 Media and Content MM Email Templates
3 Search mForm Templates

C3 social Collaboration

Upload a Web Part ~
p Add part to: Rich Content |E|

Add Cancel

— The Categories section contains categories of Web Parts to you want to add:

— Web Parts section contains Web Parts from the category chosen in the ‘Categories’ section;

— About the Web Part section contains description of the Web Part chosen in the Web Parts
section.

4) Click Add to add the web part to the host page.
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4 HR ADMINISTRATION

The HR Administration is defined and managed by the Global Administrator. The Global
Administrator defines the nature of a Job and specifies the requirements, such as skills, knowledge
and experience necessary to perform it. HR Administration section includes definition of the
Competencies, Competency Groups, Taxonomy Scales, Roles, Jobs and Job Families.

On the SharePoint CCM Host Home page the Global Administrator is able to manage the HR

Administration items listed on the Quick Launch menu on the left;

HR Administration

Organizations
Taxonomy Scales
Competencies
Competency Groups
Roles

Jobs

Job Families

Project Teams
Motifications

Email Templates

Personal Profiles

Relationships

Announcements

The HR Administration function includes defining each individual Role based on the Competency
Framework. The Jobs and Job Families are defined next. The Jobs are assigned to one or more Job
Families.

The Competency Framework management function includes defining the Competencies and
Competency Groups and assigning the Competencies to one or more Competency Groups. For
each Competency a Taxonomy Scale is defined with one or more assigned Taxonomy Levels. The

Behavioral Indicators are next assigned to each Taxonomy Level.

4.1 Organizations
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The Global Administrator can add new and manage existing Organizations in the Organizational
Structure to ensure smooth cooperation and clear description of responsibilities and roles of the

employees within the enterprise.

411 Add Organization

To create a new Organization, follow these steps:
1) Choose Organizations from the left side menu on the SharePoint CCM Host Home page:

HR Administration
Organizations
Taxonomy Scales
Competencies
Competency Groups
Roles
Jobs
Job Families
Project Teams
Motifications
Email Templates
Personal Profiles

Relationships

2) In the ribbon menu Organization Tools click Create Organization icon:

BROWSE ORGAMIZATION TOOLS

2]

Create
Organization

Mews

People Administration

Search User EHS% ce

3) Fill out the form:
a. Title — enter the name for this Organization. It will be displayed on each page within

the site;
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b. Description — type short description for this Organization;

c. Web Site Address — enter the URL name for this site. The users will be navigate
directly to the Home page of the new Organization by typing this URL address
directly into their browser. Keep the url short and easy to remember.
Parent Organization — specify Parent organization (if any) for the new Organization;

d. Additional Info — enter Country/Region, City, State/Province, Address, ZIP/Postal
Code, Primary Phone, Fax Number, E-mail Adress and Web Site URL for this
Organization);

e. Language - specify Language for this Organization from drop-down list:
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OnePremises
Organizations » Create Organization o
Type a title and description for your new site. The title will _
be displayed on each page in the site. Title:
Title and Description | TW_org
Description:
Web Site Address
URL name:
Users can navigate to your site by typing the Web site address ) )
(URL) into their browser. You can enter the last part of the http://sp2013-iwa/sites/ccm host/| two
address. You should keep it short and easy to remember,
For example, http://sp2013-iwa/sites/ccm host/sitename
Parent Organization o
) . } - Organization: CCM host -
Speafy parent organization for this crganization
Additional info )
Country/Region
Additional info (address, phone, fax, e-mail and web site)
| Belarus ‘
City
| Minsk ‘
State/Province
| Minsk ‘
Address
| Kozlov lane, 7 ‘
ZIP/Postal Code
| 222222 |
Primary Phone
| 3333333 |
Fax Number
| 42444444 |
E-mail Address
| email@gmail.com ‘
Web Site Url
| www.url.com ‘
Language
. : ) , Select a language:
Spedfy the language for this Web site collection -
English ﬂ
Ok Cancel

4) Click OK to add new Organization to the Organizational Structure of the enerprise OR click

Cancel to discard the process.
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The Global Administrator will be redirected back to the Organizations page, where newly added

Organization will be displayed within the Organizational Structure:

BROWSE ORGAMIZATION TOOLS

e

Create
Organization

Mew

People Administration
Search User
Profile Information

Action Plan

4.1.2 Edit Organization

To modify the information about the Organization, Global Administrator should follow these steps:

1) On the SharePoint CCM Host Home page click Organizations link. You will be redirected to

the Organizations page, where all the Organizations are displayed in a tree-like structure:
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BROWSE ORGAMIZATION TOOLS

=

Create
Organization

MNew

People Administration

Search User EluﬁL% ce

Profile Information 5% TW_org

Action Plan
Competencies
Certificates
History

Project Team
Competencies

Department
Competencies

HR Administration
Organizations

Taxonomy Scales

2) Click on the drop-down arrow next to the name of the selected Organization in the

Organizational tree structure and click Edit:

View
3 Edit &
¥ Delete Eit |

3) Make the changes to the Organization's information in the Edit Organization form:
Global Administrator can modify Title, Description, and Additional Info (Country/Region,
City, State/Province, Address, ZIP/Postal Code, Primary Phone, Fax Number, E-mail Adress
and Web Site URL):
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Organizations » Edit Organization Details o

Type a title and description for your new site. The title will

be displayed on each page in the site. Title:
Title and Description TW_org
Description:

Web Site Address
http://sp2013-iwa/sites/ccm host/two

Parent Crganization

. . ) L CCM host
Specify parent organization for this organization

Additional info
. L . ) ) Country/Region
Additional info (address, phone, fax, e-mail and web site)
Belarus
City
Minsk

State/Province
Minsk

Address
Kozlov lane, 7

ZIP/Postal Code
222222

Primary Phone
3333333

Fax Number
44444444

E-mail Address
email@gmail.com
Web Site Url

www.url.com

Language
Select a language:

EnglishE|

Specify the language for this Web site collection

OK Cancel

4) Click OK button to save the updates made OR click Cancel to discard the process.

NOTE: The changes made to the Organization’s profile become visible in User Profiles.

413 Delete Organization

To remove the Organization from the Organizational Structure, Global Administrator should follow
these steps:
1) On the Organizations page, click on the drop-down arrow next to the name of the

Organization to be removed and click Delete:
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E} Edit

K Delete

W

2) The Delete Organization form will appear with the Organization’s Title, Description and

Web Site Address information:

Organizations » Delete Organization o

Type a title and description for your new site. The title will

be displayed on each page in the site. Title:
Title and Description TW_org
Description:

Web Site Address
hitp://sp2013-iwa/sites/ccm host/ftwo

Delete Cancel

3) Click Delete button to remove the Organization from the Organizational Structure. Click

Cancel button to discard the changes.

414 View Organization Details

To view the details about the Organization, follow the steps below:
1) From the Organizations page click on the drop-down arrow next to the Organization’s

name and click View:
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E} Edit

¥ Delete

2) View the detailed information about the selected Organization in the Display Organization

form:

Organizations » Display Organization Details o

Type a title and description for your new site. The title will

be displayed on each page in the site, Title:
Title and Description TW_org
Description:

Web Site Address
http://sp2013-iwa/sites/ccm host/two

Parent Organization

] o ] o CCM host
Specify parent organization for this organization

Additional info .
Country/Regicn
Belarus
City
Minsk

Additional info (address, phone, fax, e-mail and web site)

State/Province
Minsk
Address
Kozlov lane, 7
ZIP/Postal Code
222222
Primary Phone
3333333
Fax Number
44444444
E-mail Address
email@gmail.com
Web Site Url

www.url.com

Clase

3) Click Close to shut down the form.
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The system will redirect you back to the Organizations page.

4.2 Taxonomy Scales

Each Competency will have a Taxonomy Scale with the Taxonomy levels that will define the
proficiency levels of the employees in the enterprise.
The Taxonomy Scale Templates are stored in the list and can be accessed from the Home page

from the Common Tools in the left side menu:

HR Administration
Organizations
Taxonomy Scales
Competencies
Competency Groups
Roles
Jobs
Job Families
Project Teams
Motifications
Email Templates

Announcements

The list with the Taxonomy Scale Templates will be displayed:
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On-Premises

People Administration
Search User
Profile Information
Action Plan
Competencies
Certificates
History

Project Team
Competencies

Department
Competencies

(ZLMs365

OneFremises

Taxonomy Scales o

(® Add New Taxomomy Scale or edit this list

All Ttems  ==» Find an item 0
Vv Title Taxonomy Levels
Default s Poor—1
Below Average — 2
Average — 3

Above Average — 4
Outstanding — 5

Starcups Default Taxonomy =+ Master—3
Experienced — 2

MNew hire — 1

421 Add Taxonomy Scale Template

To add new Taxonomy Scale Template, Global Administrator follows the steps below:

1) To open Add New Item form use either one of the options below:

a. Click Add New Taxonomy Scale button @;

OR

b. On the ribbon go to Items > New Item:
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CreFremises
BROWSE ITEMS LIST
ﬂ ersion History
S Shared With
Mew Mew View Edit Attach Alert Tags & Workflows Approve/Reject
Item - | Folder Item Item Delate Ttam File hig - Motes
Mew Marage Actions  Share & Track | Tags and Motes Workflows
People Administration @ Add New Taxomomy Scale|or edit this list
Search User All Ttems === Find an item o
Profile Information
. L4 Title Taxonomy Levels
Action Plan
Default wss Poor—1

Competencies Below Average — 2
Certificates Average — 3

Above Average — 4
Outstanding — 5

Histony
2) Fill out the Taxonomy Scale Templates — New item form:
a. Enter the name of the new Taxonomy Scale in the Title field;

b. Enter optional short description for the new Taxonomy Scale Template in the
Description field:

Title Starcups Default Taxonomy

Description

Click for help about adding basic HTML formatting.

Taxonomy Levels Title

Value Operations

Add

Save Cance

c. Define the Taxonomy Levels for the new Taxonomy Scale Template and click Add
button to add the Taxonomy Level and its Value to the Taxonomy Scale:
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Taxonomy Levels

Title Value Operations
New hire 1 Edit Delete
Experienced 2 Edit Delete
Master 3 Add
Save Cance

- Title — enter name for the Taxonomy Level;

- Value - enter the value for the Taxonomy Level.

After the new taxonomy level has been added to the Taxonomy Scale Template, the user will have

the option to Edit or Delete it:

Taxonomy Levels *

tle Value Operations
Excellent 5 Edit Delete
Good 4 Edit Delete
Satisfactory 3 Edit Delete
Add
Save Cancel
— Click Edit button to modify the Taxonomy Level's metadata:
Taxaonomy Levels * :
tle Value Operations
Very good 5 Update Canice
Good 4 Edit Delete
Satisfactory 3 Edit Delete
Save Cance

Make the necessary change to the taxonomy level’s Title and/or Value and click Update

button to save the changes or Cancel button to discard the process.

The system will close the edit mode for the Taxonomy Level:
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Taxonomy Levels =

tle Value Operations
Excellent 5 Edit Delete
Good 4 Edit Delete
Satisfactory 3 Edit Delete
Add
Save Cancel

— Click Delete button to remove the Taxonomy Level from the Taxonomy Scale’s Template.
The message will appear asking the user to confirm his decision to remove the Taxonomy

Level from the Taxonomy Scale Template:

r =
Message from webpage ﬁ

:I Are you sure you want to delete this item?

| ok || cancel

Click OK button to confirm the deletion or Cancel button to discard the process.
3) Click Save button to add new Competency Group to the Competency Groups list or click

Cancel to discard the process.

The user is redirected back to the Competency Groups list where newly added Competency Group

is displayed.

4.2.2 Import Taxonomy Scale

It is possible to import data from .csv file for the Taxonomy Scale item. The process of importing
Taxonomy Scale is described below:
Import from .csv is designed for filling taxonomy scales and can be used for bulk import of
Taxonomy Scales. To import a taxonomy scale, do the following actions:

1) Enter the Taxonomy Scales list and click the Import from CSV button in the List Tools > List

in the ribbon menu:
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OneFremises

BROWSE ITEMS LsT
|_7 Modify View . Current View: -~ Open with Access
B a &

|i| Create Column | All tems - Open with Project
View  Quick Create Tags & E-maila Alert RSS Connect to Export to |Import From
Edit View Navigate Up Current Page Motes Link e - Feed Cutlook Excel SV
View Format Manage Views Tags and Notes Share & Track Connect & Export
People Administration (® Add New Taxomomy Scale or edit this list
Search User All Ttems  ss» Find an item L0
Profile Information
. v Title Taxonomy Levels
Action Plan
. Default «ss  Poor—1
Competencies
Below Average — 2
Certificates Average — 3
. Above Average — 4
Histary Qutstanding — 3

2) Select a .csv file from your computer for upload:

Q/U\élnségi Taxonomy Scales - Taxonomy Scale Templates Import

People Administration Import Taxonomy Scale . . .
Search User Templates Browse to the .csv file you intend to import

o Allows impart taxonomy scale Choose File | Mo file chosen
Profile Information

templates from CSV. Ple

Action Plan d.c load ex_an"ple import file for
view import format. Sample

Competencies Import File.csv

Certificates

History

Project Team oK Cancel

Competencies

NOTE: The uploaded file should contain header row and all required columns. You can use the
sample file a starting point for creation of your own set of data.

Required columns can be set in Taxonomy Scales > List > List Settings:
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Calumns

A column stores information about each item in the list. The following columns are currently available in this list:

Column [click to edit) Type Required
Title Single line of text v
Maodified Diate and Time

Created Date and Time

Description Multiple lines of text

Taxonomy Levels Taxonomy Levels

Is Default Yes/Mo

Created By Persan or Group

Maodified By Person or Group

¥ Create column
B Add from existing site columns
g Celumn ordering

B Indexed columns

All required columns are marked in the ‘Required’ column. To set a column as
required/not required, click on the name of the needed column and select the needed

option in the Additional Column Settings section:

Settings - Edit Column e

Mame and Type Column name:

Type a name for this column. Title

The type of information in this column is:
Single line of text
Additicnal Column Settings Description:

Specify detailed options for the type
of information you selected.

Require that this column contains information:

® Yes No

Enfarce unique values:
Yes @ No
Maximum number of characters:

255

Default value:
® Text Calculated value

® Column Validation

QK Cancel
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3) Click OK to confirm import. The imported Taxonomy Scales will be added to the list:

@L“ﬂ.séﬁi Taxonomy Scales o

People Administration (#) Add New Taxomomy Scale or edit this list
Search User All Ttems  sss Firmd an item g ol
Profile Information
_ o Title Taxonomy Levels
Action Plan
. cenci Default wen Poor—1
ompetencies Below Average — 2
Certificates Average — 3
_ Above Average — 4
History Outstanding — 5
Project Team Starcups Default Taxonomy --»  Master —3
Competencies Experienced — 2
Department Mew hire — 1
Competencies Imported Scale 3 s Excellent — 5
Good — 4

HR Administration

NOTE: If import file contains data for several items and there is some incorrect value in one item,
then correct items will be uploaded. Taxonomy Scale with incorrect data will be not
uploaded and error will be displayed at the end of action.

If imported Taxonomy Scale duplicates title of already existing one, a warning about item

with duplicating title will be displayed.

4.2.3 Edit Taxonomy Scale Template

To edit the Taxonomy Scale Template, the Global Administrator should follow the steps below:
1) Open the Edit form via one of the ways described below:
a. Click on the Taxonomy Scale Template’s Title in the Taxonomy Scale Templates list
to select it and from the ribbon choose Edit Item in the Items tab;
OR
b. From the drop-down action list next to the Taxonomy Scale Template's Title select

Edit Item action:
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CreFremises
BROWSE ITEMS LIST
- - Version History
2 |5 ’ ¢ ¢
= —= | = ./J Shared With
Mew Mew View Edit Attach Alert Tags & Workflows Approve/Reject
[tem -~ Folder [tem [tem )( Delata [am File hie - Motes
Mew Manage Actions  Share & Track Tags and Motes Workflows
People Administration (#) Add New Taxomomy Scale or edit this list
Search User All Ttems  =e» Find an item jo)
Profile Information
) v Title Taxonomy Levels
Action Plan
. Default pams Povor—.1
Competencies _ 5
Edit [tem
Certificates v
£ 4
History Delete Item
Project Team , View Item

: Starcups Default Taxonomy ¢
Competencies

3
Department Advanced

Competencies Imported Scale % === Excellent —5

2) Make the necessary changes to the Taxonomy Scale Template's metadata in Taxonomy
Scale Template - Edit form:
- Title - change the name of the Taxonomy Scale Template;
- Description — edit the description field for the Taxonomy Scale Template;
- Taxonomy Scale Levels — for editing Taxonomy Levels for the Taxonomy Scale

Template refer to the see Chapter 4.2.1 Add Taxonomy Template of this document:
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BROWSE  EDIT ) SHARE Yy FOLLOW
HB B, X ¥
D EE Copy V
Save  Cancel Paste Delete = Spelling
Ttem -
Commit Clipboard Actions | Spelling

People Administration

Title * Starcups Default Tamnomﬁ

Search User
Profile Information Description
Action Plan

Competencies

Certificates p
History Click for help about adding basic HTML formatting.
Project Team Taxanomy Levels o Operations
Competencies
Department New hire 1 Edit Delete
Competencies
Experienced 2 . .
HR Administration Edit Delete
Organizations Master 3 Edit Delete
Taxonomy Scales
. Add
Competencies
Competency Groups Created at 0PM by ageucheva_a Save Cancel
Roles Last modified at 3 16 3:20 PM by L[] ageucheva_a

3) Click Save button to confirm the changes made or click Cancel button to discard the

process.

NOTE: If User deletes a Taxonomy Level from the Taxonomy Scale which had already been
assigned to one or more Employees, they will be automatically assigned with the next

inferior level of the scale.

4.2.4 View Taxonomy Scale template details

To see the details about the Taxonomy Scale Template, the user follows the steps below:
1) Open the Taxonomy Scale Template details form via one of the options described below:
a. From the drop-down action list next to the Taxonomy Scale Template’s Title select
View Item action;
OR
b. Click on the Taxonomy Scale Template in the Competency Groups list to select it

and from the ribbon choose View Item in the Items tab:
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BROWSE ITEMS LIST
- - Version History
j = F‘ 1 ¥ & CJp
= D) | EA Shared With
Mew Mew View Edit Attach Alert Tags & Workflows Approve/Reject
[tem -~ Folder [tem [tem )( Delata [am File hie - Motes
Mew Manage Actions  Share & Track Tags and Motes Vorkflows
People Administration (#) Add New Taxomomy Scale or edit this list
Search User All Ttems  see Find an item jo)
Profile Information
) v Title Taxonomy Levels
Action Plan
. Default ssa Poor—1
Competencies _ 5
Edit Item
Certificates v
14
History Delete Item
i Wiew Item
Project Team Starcups Default Taxonomy # '
Competencies
Advanced +
Department
Competencies Imported Scale % oo Excellent —5
2) View the metadata available for the selected Taxonomy Scale Template:
BROWSE VIEW
I:—\ Version History Alert Me
:Erf' &% shared With & Workfiows
L
e O Delete Item
Manage Actions
People Administration )
Title Starcups Default Taxonomy
Search User
_ _ Description
Profile Information
) Taxonomy Levels  Master — 3
Action Plan Experienced — 2
Competencies New hire —1
Certificates Created at 3/9/2016 3:20 PM by [] ageucheva_a Close
: Last modified at 3/9/2016 3:20 PM by [] ageucheva_a
History

3) Click Close button to return to the Competency Groups list.

425 Delete Taxonomy Scale Template
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In order to delete the Taxonomy Scale Template, the Global Administrator has to perform the
following steps:
1) Click on the Taxonomy Scale Template in the Taxonomy Scale Templates list to select it and
from the ribbon choose Delete Item in the Items tab;

OR
2) From the drop-down action list next to the Taxonomy Scale Template's Title select Delete
Item action:
BROWSE | ITEMS | LIST

Version History

= vy
Shared With <__‘ C)

i

e &

X

Mew Mew View Edit Aftach Alert Tags & Workflows Approve/Reject
Item -~ Folder Itemn Itermn File Me - Motes
Mew Manage Actions  Share & Track Tags and Motes Workflows

People Administration

(® Add New Taxomomy Scale or edit this list

Search User

All Thems  »»» Find an item j o

Profile Information

) W Title Taxonomy Levels
Action Plan
. Default pams Poor—.1
Competencies _ 5
Edit Item
Certificates v
t4
History Delete Item
i View Item
Project Team Starcups Default Taxonomy # .
Competencies
Advanced k

Department
Competencies

Imported Scale 3t

wee Excellent — 5

The system will display the message asking to confirm the decision to permanently remove the

Taxonomy Scale Template:

-

Message from webpage

(o

| Are you sure you want to send the item(s) to the site Recycle Bin?

| ok

| | cance
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3) Click OK button to confirm the decision to remove the selected Taxonomy Scale Template

or click Cancel to discard the process.

The user is redirected back to the Competency Groups list where removed item is no longer

displayed.

NOTE: The default Taxonomy Scale from the Taxonomy Scales dictionary cannot be deleted. The

system displays the error message:

Error

You can not delete default taxonomy scale template.

Troubleshoot issues with Microsoft SharePoint Foundation.

GO BACK TO SITE

Taxonomy Scale assigned to at least one Competency cannot be deleted.

4.3 Competencies

The Global Administrator defines the Competencies for an Organization and has the full

management control to add, edit, and delete the Competencies.

431 View Competencies list

To view the list of Competencies, the User should follow the steps below:
1) Go to the Organization Home Page;

2) Click Competencies in the left side menu in Common Tools:
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HR Administration
Organizations
Taxonomy Scales
Competencies
Competency Groups
Roles
Jobs
Job Families
Project Teams
Motifications

Email Templates

The system will display the list of all Competencies within the Organization, sorted by Title,

Competency Scale Configuration and Competency Groups categories for each Competency:

BROWSE ITEMS LIST

@L“ﬂ..sfﬁi Competencies o

People Administration (% Add New Competency or edit this list
Search User All items == Find an item je
Profile Information
W @J Title Competency Scale Configuration Competency Groups
Action Plan —_—
] English Language e Default Foreign Language Competencies
Competencies
Coffee-making ..« Starcups Default Taxonomy  Technical Competencies
Certificates
) English - Spoken e Default Foreign Language Competancies
History g P g quag p
Project Team Advanced Barista Skill ..« Starcups Default Taxonomy  Technical Competencies
Competencias Living the Values e Default Groupl

The Global Administrator is able to manage the Competencies from the Competencies List by
adding new Competencies, updating or deleting the Competencies that are already in the list.

4.3.2 Add Competency

Adding a new competency includes several steps. You need the Global Administrator permissions
to do it. In the HR Administration section, go to Competencies menu. The competencies list will

appear:
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1) On the ribbon menu choose Items and click New Item > Competency to create a new

Competency OR click Add New Competency button @):

BROWSE ITEMS LIST

Wersyh Histony

mi

ared With

Mew View Edit Aftach Alert Tags & Workflows Approve/Reject
Ttem - [tem Item Dlelata [tem File Me - otes
| .. Competency Actions  Share & Track Aﬂd Motes Workflows
I—" Create & new competency
People Administration (¥ Add New Competency or edit this list

2) The system will open the Competency — New Item form:
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Competencies

Title * English Language
Description Description text
Competency Groups Fersonal Competencies Foreigh Languages

Technical Competencies

< Remowe

Competency Scale Configuration * Scale Template:

Default r

Competency levels configuration:
Level Behavioral Indicators
Poor-1
Below Average-2
Average-3

Above Average-4

& 4 € 4 €

QOutstanding-5

Save Cance

3) Enter the name and, optionally, description for the new Competency:
- Title — the Name for the new Competency;
- Description — the short description of the new Competency;
4) Select (optionally) one or more Competency Groups for the new Competency:
- Competency Group — Competency group(s) the new Competency will belong to;
5) Specify the Competency Scale for the new Competency:
- Competency Scale Configuration — Taxonomy Scale with Levels and Behavioral

Indicators to be assigned to the new Competency;
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- From the drop-down list, set Scale Template (choose between Default and

Competencies Proficiency Scale).
The Competency Levels Configuration will adjust automatically, based on the

selected Scale Template;

- Click configuration button (:; ) to edit the current Level:

Competency levels configuration:
Level Behavioral Indicators
Poor-1
Below Average-2
Average-3

Above Average-4

gguad

Outstanding-5

Save Cance

The Configuration form will appear. Here you can pick Behavioral Indicators to be attached to the

current Competency level:

Competency levels configuration:
Level Behavioral Indicators

Poor-1 fundamental awareness: @' @'

Below Average-2
Average-3

Above Average-4

&l &I & &

Outstanding-3

- Click the Browse (=) icon to pick one or more Behavioral Indicators;

- Click Check Names (=) icon to check, whether the name is correct and can be

added;

@
S ELEARNINGFORCE




(ZMs365

- Click (@ ) icon to save the added Behavioral Indicators to the Level OR clicks (@')

icon to discard the changes:

Competency levels configuration:

Level Behavioral Indicators

Poor-1 fundamental awareness

Below Average-2
Average-3

Above Average-4

€ & & § 4

Outstanding-5

- Complete the procedure for each Competency Level in the selected Scale.
NOTE: Behavioral Indicators are displayed in Competency Picker Dialog when assigning new
competencies and when editing competencies as well as in the drop-down list when
changing the level of the competency (point at the needed competency level to see a

tooltip):

Personal Competencies - English-Spoken-Above Average

EDIT
HB B, X ¥
D EE"l Copy J
Save  Cancel Paste Delete  Spelling
ltem -
Commit Clipboard Actions = Spelling
Competency * English-Spoken-Above Average (4) ¥
Behavioral Indicators: Knowledge of present and past tenses
Comments
s
Click for help about adding basic HTML formatting
Mo existing entries.
Version: 1.0 - Save Cance
Created at 4/20/2016 9:00 PM by [ System Account

Last modified at 4/21/2016 12:23 PM by [ System Account
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Personal Competencies - English-Spoken-Above Average x

EDIT
HB n X v
D E‘@ Copy ¢
Save  Cancel Paste Delete Spelling
ltem -
Commit Clipboard Actions | Spelling
Competency English-5poken-Above Average (4) ¥
English-Spoken-Poor (1) ssent and past tenses

English-Spoken-Below Average (2)

English-Spoken-Average (3)
Comments English-Spoken-Above Average (4)
English—Spnken—Dutslaliiing (5)

| perfect written and oral skills |

Click for help about adding basic HTML formatting.
Mo existing entries,

Version: 1.0
Created at 4/20/2016 9:00 PM by [] System Account
Last modified at 4/21/2016 12:23 PM by [ System Account

Save Cance

Behavioral Indicators are also displayed on Competecies web part (point at the needed
competency level to see a tooltip:

Competencies

& BB

Select User | Learner 2:

Held Required Revoked = all
@Tille User Level @Req..ired @Suggezted

4 Foreign Language Competencies

English-Spoken 123 4@ 3 Mot Present
4 Ungrouped User level value: 5
. User level: Outstanding
Coffee-mazking 123 sent

' Behavioral indicators: perfect written and oral skills
Outstanding value from scale is 5

6) Click Save button to add the current Competency to the Competencies list OR click Cancel

button to discard the changes.

You will be redirected to the Competencies list with new Competency added to it.

4.3.3 Import Competency
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It is possible to import data from .csv file for the Competency item. The process of importing
Competency is described below:
Import from .csv is designed for filling competencies and can be used for bulk import of

Competencies. To import a competency, do the following actions:

1) Enter the Competencies list and click the Import from CSV button in the List Tools > List in

the ribbon menu:

BROWSE ITEMS LIsT
7 Modify View . Cument View: -~
B 0Dy G 9 2 R

) - I:i] Create Column | Al tems - _ - B .
View %u ick Create ags & E-maila Alert R55 Connect to BExport to _mporrt Fram
dit View Navigate Up Current Page Motes Link Me - Feed Qutlook Excel Ly

Open with Access

Open with Project

View Format Manage Views Tags and Motes Share & Track Connect & Export

People Administration

(® Add New Competency or edit this list

Search User All Items Find an item o

Profile Information

v B tie

English Language wee  Default

Competency Scale Configuration Competency Groups

Action Plan

) Foreign Language Competencies
Competencies g guag p

Coffee-making Starcups Default Taxonomy  Technical Competencies

Certificates

2) Select a .csv file from your computer for upload:

(ZLMS365

On-Premises

Competencies - Import Competencies From CSV

People Administration Import Competencies

Browse to the .csv file you intend to import

Choose File | No file chosen

Search User

Allows import compet
CSV file. Important: C5V
should contain header row and
following columns: Title,
Description, Groups, Taxonomy
Competencies Scale, ional: Level Number,
Behavioral Indicators, Certificate

Profile Information

Action Plan

Certificates \
Template) .

I C (3r - o n
History Celumn "Groups’ €an contal
semicolon delimited list relative

Project Team
Competencies

Department
Competencies

HR Administration
Organizations
Taxonomy Scales
Competencies
Competency Groups

Roles

NOTE:

urls of existing competency
groups.

Celumn Taxonomy Scale’ can
contain title of exis

taxonomy

scale template. Please download
example to see how to import
competencies with Behavioral

Indicators and Certificate
Template, Sample Import File.csv

oK Cancel

The uploaded file should contain header row and all required columns. You can use the

sample file a starting point for creation of your own set of data.
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Required columns can be set in Competencies > List > List Settings:

Columns

A column stores information about each item in the list. Because this list allows multiple content types, some column settings, such as
are now specified by the content type of the item. The following columns are currently available in this list:

Column [click to edit) Type Used in

Competency Groups Lookup Competency

Competency Scale Configuration Taxonomy scale Competency

Created Date and Time

Description hultiple lines of text Competency

Modified Date and Time

Title Single line of text Competency Level, Competency
Created By Person or Group

Modified By Person or Group

¥ Create column
B Add from existing site columns

8 Indexed columns

All required columns are marked in the ‘Required’ column. To set a column as
required/not required, click on the name of the needed column and select the needed

option in the Additional Column Settings section:

Additienal Celurmn Settings Description:

Specify detailed options for the type
of information you selected.

Require that this column contains information:
Yes @ Mo

Enforce unique values:
Yes @ Mo

Maximum number of characters:
255

Default value:
® Text Calculated Value

[# add to all content types
[+ Add to default view

3) Click OK to confirm import. The imported Competencies will be added to the list:
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@LMSP:%?E Competencies

People Administration (® Add New Competency or edit this list

Search User All ltems === Find an item jol

Profile Information )

. v L“J Title Competency Scale Configuration Competency Groups
Action Plan
) English Language wee  Default Foreign Language Competencies

Competencies 9 guag 9 guag l

Certificates Coffee-making «o  Starcups Default Taxonomy  Technical Competencies

History English - Spoken «ee  Default Foreign Language Competencies
Project Team Advanced Barista skill «e  Starcups Default Taxonomy  Technical Competencies
Competencies .

P Living the Values .o Default Groupl

NOTE: |If import file contains data for several items and there is some incorrect value in one item,
then correct items will be uploaded. Competency with incorrect data will be not uploaded
and error will be displayed at the end of action.

NOTE: If imported Competency duplicates title of already existing one, a warning about item with
duplicating title will be displayed. After synchronizing profile with this competency will
have status “Incomplete”, as it is impossible to detect, which competency is specified in

the profile.

4.3.4 Edit Competency

To edit a Competency, follow these steps:
1) Open the Competencies menu;
2) Check the box against the Competency you want to edit and click Edit Item on the ribbon

menu section:
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BROWSE [TEMS LIST

Wersion History

= - J
D |EA [ 22 snarea wi (o O

W

New WView Er;Ii: Attach Alert Tags & ‘Workflows Approve/Reject
[tem » Ttem Tem )( Dielate [tam File Me - Motes
New Manage Actions  Share & Track Tags and Notes Vorkflows
People Administration (® Add New Competency or edit this list
Search User All Ttems  =o» Find an item jo
Profile Information
. v @J Title Competency Scale Configuration
Action Plan
) CDHEE"TT‘IEHHQ R L L ¥ ] Taxonomy
Competencies -
) ) Edit Item |
Certificates Advanced Barista Skill . axonomy
History Living the Values . Delete tem
Project Team English-Spoken « View Item
Competencies
) Advanced »
Department Business Conduct .

3) The Project Manager (edit form) window will appear:
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BROWSE  EDIT € SHARE

HB i X ¥
D B copy ‘/'
Save  Cancel Paste Delste  Zpeling
Ttem -
Commit Clipboard Actions = Spelling
People Administration i
P Title *

Coffee-making
Search User

Profile Information Description

Action Plan
Competencies
Certificates

History

Competency Groups Foreign Language Comp Technical Competencies

Project Team Group 1

Competencies

Department

Competencies < Remove
HR Administration ] 3

Organizations Competency Scale Configuration * Scale Template:

Taxanomy Scales Starcups Default Taxonomy ¥

Competencies

Competency levels configuration:
Competency Groups

Roles Level Certificate Template Behavioral Indicators

Jobs Mew Hire-1 =)
Job Families Experienced-2 B2
Project Teams Master-3 =]
MNotifications

Email Templates Created at 3/30/2016 7:06 PM by [] ageucheva_a - B

Personal Profiles Last modified at 3/30/2016 7:06 PM by [ ageucheva_a

4) Fill in all the necessary information;
5) Click Save button to save the changes OR click Cancel button to discard the changes;

6) You will be redirected to the Competencies list.

435 Delete Competency

To remove the Competency from the Competencies list, follow these steps:
1) Open the Competencies menu;
2) Check the box against the Competency you want to remove and click Delete Item on the

ribbon menu section:
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BROWSE [TEMS LIST

- Wersion History
SN @ @
= = =4 &% Shared With

he

New Wiew Edit Attach Alert Tags & ‘Workflows Approve/Reject
Item Item Hem | 9 Delete Ttem File e ~ Motes
New Manage Actions  Share & Track Tags and Notes Workflows
People Administration (® Add New Competency or edit this list
Search User All Ttems  =o» Find an item jo
Profile Information -
. v NJ Title Competency Scale Configuration
Action Plan
) Col‘fee-making e C#mrrine Duafle Taxonomy
Competencies o
) ) Edit Item |
Certificates Advanced Barista Skill . axonomy
History Living the Values . | Delete Item
Project Team English-Spoken . View Item
Competencies
: Advanced »
Department Business Conduct .

3) You will be asked to confirm the decision to permanently remove the selected Competency:

ra

=
Message from webpage ﬁ

:I Are you sure you want to send the item(s) to the site Recycle Bin?

| ok || Cancel

4) Click OK button to confirm the changes OR Cancel button to discard the changes;
5) You will be redirected to the Competencies list.

NOTE: When Competency is removed from the Competencies list:

e It is also removed from “Competencies” field of all Competency Groups that it
belonged to.

e ltis also removed from the “Competencies” field of all Roles it belonged to.

e Competency is not removed from the Personal Competencies of Employees to whom
it has been previously assigned.
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4.4 Competency Groups

The Global Administrator defines the set of Competency Groups to which the Competencies will be
assigned.

Competency Groups are stored in the Competency Groups List that can be accessed from the
Common Tools in the left side menu on the Home page. Global Administrator has the full control
to add, edit, and delete the Competency Groups.

To view the list of all Competency Groups, follow the steps below:

1) Click on Competency Groups link in the left side menu in Common Tools on the Home

page:

HR Administration
Organizations
Taxonomy Scales
Competencies
Competency Groups
Roles
Jobs
Job Families
Project Teams
Motifications

Email Templates
2) You will be redirected to the Competency Groups list:

Competency Groups o

(® Add New Competency Group or edit this list

All Ttems  ==» Find an item jo
v Title
Technical Competencies
Foreign Language Competencies
Groupl
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441 Add Competency Group

To add a new Competence Group, follow these steps:

1) To open Add New Item form use either one of the options below:

a. Click Add New Competency Group button ('D;
OR

b. On the ribbon go to Items > New Item and click Competency Group from the drop-
down:

BROWSE ITEMS LIST

ﬂ Version History

Shared With

Mew Mew Wiew Edit Attach Alert Tags & Workflows Approve/Reject
[tem » Folder Item Item Delata Tham File hig - Motes
-: Competency Group Actions | Share & Track | Tags and Motes Workflows

L Create 2 new competency group

Pecple Administration |@ Add New Competency Group|or edit this list

Search User

All Ttems === Find an item j o
Profile Information

Action Plan

2) Fill out the Competency Group — New item form:
a. Enter the name of the new Competency Group in Title field;

b. Enter optional short description for the new Competency Group in the Description
field:

Group Name * Technical Competencies

Description These competencies represent the skill set required for specific

functional areas. Contains 5u|}greup5.|

Click for help about adding basic HTML formatting.

Save Cance

3) Click Save button to add new Competency Group to the Competency Groups list or click
Cancel to discard the process.
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The user is redirected back to the Competency Groups list where newly added Competency Group
is displayed.

4.4.2 Import Competency Group

It is possible to import data from .csv file for the Competency Group item. The process of importing
Competency Group is described below:
Import from .csv is designed for filling competency groups and can be used for bulk import of

Competency Groups. To import a competency group, do the following actions:

1) Enter the Competency Groups list and click the Import from CSV button in the List Tools >
List in the ribbon menu:

BROWSE ITEMS LIST
Modify View , C t View: -~ Open with Access
D 7 Medify View urrent View (\ E\ a pen with Acc

[i] Create Column | Al Ttems - Open with Project

View C%u'ck Create Tags & E-maila  Alert RSS Connect to Expart to] Import From)
dit View Navigate Up Curent Page Motes Link e - Feed Outlook Excel 5V
View Format Manage Views Tags and Motes Share & Track Connect & Export
People Administration (® Add New Competency Group or edit this list
Search User All ltems === Find an item jel

Profile Information
v Title

Action Plan

) Technical Competencies
Competencies

Cortificates Foreign Language Competencies

2) Select a .csv file from your computer for upload:

Q/LM-SP%»@E Competency Groups » Import Competency Groups From CSV

People Administration Import Competency Groups

Browse to the .csv file you intend to import
Search User Allows import competency ! &

ps from CSV file. Important: Choose File | Mo file chosen

Profile Information .
file should contain header

Action Plan row and following columns: Title,
Description, Parent Column

Competencies 'Parent’ may contain Title of new

Certificates gI'CL-I.S from SI-‘.E.aDS"EET and list
relative url of existing

History competency group. Sample

Import File.csv
Project Team
Competencies

Department
Competencies oK Cancel

NOTE: The uploaded file should contain header row and all required columns. You can use the

sample file a starting point for creation of your own set of data.
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Required columns can be set in Competency Groups > List > List Settings:

Columns

A column stores information about each item in the list. Because this list allows multiple content types, some column settings, such as
are now specified by the content type of the item. The following columns are currently available in this list:

Column [click to edit) Type Used in

Created Date and Time

Description Multiple lines of text

Group Name Single line of text Competency Group
Modified Date and Time

Created By Person or Group

Madified By Person or Group

8 Create column
B Add from existing site columns

9 Indexed columns

All required columns are marked in the ‘Required’ column. To set a column as
required/not required, click on the name of the needed column and select the needed
option in the Additional Column Settings section:

Settings - Edit Column o

Name and Type
) Column name:
Type a name for this column.

Created
The type of information in this column is:
Date and Time

Additional Column Settings

) ) . ) . Description:
Specify detailed options for the type of information you P

selected.
Display Format:
Standard @ Friendly

Require that this column contains infarmation:
Yes (@ MNo

OK Cancel

3) Click OK to confirm import. The imported Competency Groups will be added to the list:
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@LMSEQE Competency Groups o

People Administration (® Add New Competency Group or edit this list

Search User All Ttems  ==» Find an item o)

Profile Information

L Title
Action Plan
. Technical Competencies

Competencies P

Certificates Foreign Language Competencies

History \ Groupl
Project Team Imported Group #

NOTE: If import file contains data for several items and there is some incorrect value in one item,
then correct items will be uploaded. Competency Group with incorrect data will be not
uploaded and error will be displayed at the end of action.

If imported Competency Group duplicates title of already existing one, a warning about
item with duplicating title will be displayed.

443 Edit Competency Group

To edit the Competency Group, the Global Administrator should follow the steps below:
1) Open the Edit form via one of the ways described below:
a. Click on the Competency Group in the Competency Groups list to select it and from

the ribbon choose Edit Item in the ltems tab:
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BROAWSE ITERS LIsT
- - Wersion History
: B | 21| » € @
= #— | & Shared With
Mew Mew View Edit Attach Alert Tags & Workflows Approve/Reject
em -~ Folder Tkem Ttem )( Delete iem File e - Motes
Mew Manage Actions  Share & Track | Tags and Motes Workflows
People Administration (® Add New Competency Group or edit this list
Search User All Ttems e Find an item o
Profile Information
] v Title
Action Plan
: Technical Competencies
Competencies
Certificates Foreign Language Competencies
History Group 1

b. From the callout menu next to the Competency Group’'s name select Edit Item
action:

(® Add New Competency Group or edit this list

All Ttems === Find an item D
v Title
Technical Competencies e
: : Edit Item
Foreign Language Competencies .
Group 1 .| Delete Item
View Item
Advanced +
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2) Make the necessary changes to the Competency’'s metadata in the Competency Groups -

Edit form:

EROWSE EDT

HB8 5
D EE‘ Copy

Save  Cancel Paste

Comrmit Clipboard

People Administration
Search User

Profile Information

x v

Delete  Spelling
Ttemn -
Actions | Spelling

Group Name *

Description

(ZMs365

Technical Competencies

These competencies represent the skill set required for specific

functional areas.|
Action Plan

Competencies

Certificates P
Click for help about adding basic HTML formatiing.

History

Created at 3/30/20

Last modified at 3/3

707 PM byl ageucheva_a
0/2016 7:07 PM |3';.-

Project Team
Competencies

Sawve Cance
ageucheva_a

3) Click Save button to confirm the changes made or click Cancel button to discard the

process.

444 View Competency Group details

To see the details about the Competency Group, the user follows the steps below:
1) Open the Competency Group details form via one of the options described below:
a. From the callout menu next to the Competency Group’s name select View Item
action:
OR
b. Click on the Competency Group in the Competency Groups list to select it and from

the ribbon choose View Item in the Items tab:
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BROWSE [TEMS LIST
- - Version History
j F F ! y & @'.
- S| A 28 shareawitn
Mew Mew Wiew Edit Aftach Alert Tags & Workflows Approve/Reject
Item »~ Folder Item Item x Dleleta [fem File hie - Motes
Mew hanage Actions  Share & Track Tags and Motes Vorkflows
People Administration (® Add New Competency Group or edit this list
Search User All Ttems === Find an item fol
Profile Information
) v Title
Action Flan
. Technical Competencies e
Competencies i
Foreian L - tenci Edit Item
- ) Cles w4
Certificates oreign Language Competencies
) . Celete Item
History Group 1 -
Project Team View Item
Competencies
Advanced »
Department
Competencies
2) View the metadata available for the selected Competency Group in the View form:
BROWSE VIEW
I:—\ Version History Alert Me
= 82 chared With & Workflows
Edit Open
ferm 3¢ Delete Item
Manage Actions
People Administration ) )
Group Mame Technical Competencies
Search User
o . Description These competencies represent the skill set required for
Profile Information specific functional areas.
Action Plan Content Type: Competency Group
Competencies Created at 3/30/2016 7:07 PM by L[] ageucheva_a Close
Last modified at 5/2/2016 1:36 PM by ] ageucheva_a

Certificates

3) Click Close button to return to the Competency Groups list.
445 Delete Competency Group

In order to delete the Competency Group, Global Administrator has to perform the following steps:
1) Open the Delete Competency Confirmation via one of the options described below:
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a. Click on the Competency Group in the Competency Groups list to select it and from
the ribbon choose Delete Item in the Items tab;

b. From the callout menu next to the Competency Group’s name select Delete Item
action:

BROWSE [TEMS LIST

Version Histony

=) |z /‘ . Cﬁ @
= = &% shared With

i
T

Mew Mew View Edit Attach Alert Tags & Workflows Approve/Reject
Item »~ Folder Item Item x Dleleta [fem File he - Motes
Mew hanage Actions  Share & Track Tags and Motes Workflows
People Administration (® Add New Competency Group or edit this list
Search User All Ttems == Find an item 0
Profile Information
v Title
Action Flan
. Technical Competencies -
Competencies i
, , Edit Item
- i Cles w1
Certificates Foreign Language Competencie
" Delete ltem
History Group 1 -
Project Team View Item
Competencies
Advanced +

Department
Competencies

The system will display the message asking to confirm the decision to permanently remove the
Competency Group:

-

=
Message from webpage M

| Are you sure you want to send the item(s) to the site Recycle Bin?

| ok || cancel

2) Click OK button to confirm the decision to remove the selected Competency Group or click
Cancel to discard the process.
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The user is redirected back to the Competency Groups list where removed item is no longer
displayed.

NOTE: e Competency Group deletion is processed according to the OOTB SharePoint rules for
deleting records
e  When Competency Group is deleted, all Competencies belonging to this Competency
Group are not deleted but this Competency Group is removed from their
“Competency Group” field

4.5 Roles

The Global Administrator defines the Roles for the Organization and has the full management
control to add, edit, and delete the Roles. The Roles are stored in the list that the user can access
by following the steps below:

1) Go to the Organization Home Page;

2) Click Roles in the left side menu in Common Tools:

HR Administration
Organizations
Taxonomy Scales
Competencies
Competency Groups
Roles
Jobs
Job Families
Froject Teams
Motifications
Email Templates

Personal Profiles

The system will open the list of all Roles:
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On-Premises

People Administration
Search User
Profile Information
Action Plan
Competencies
Certificates
History

Project Team
Competencies

Department

4571 AddRole

(ZLMs365

OneFremises

Roles @

(# Add New Role or edit this list

All Ttems  ==» Find an item jo

v [ e
Accounting specialist #
Starcups Trained Barista 3
Standard #
Starcups Store Manager 3#

Regular Starcups Staff - New Hire %

In order to add the new Role, Global Administrator should follow the steps below:
1) To open Add New Item form use either one of the options below:

a. From the Roles list click Add New Role button @;

OR

b. On the ribbon go to Items > New Item and click New Item from the drop-down:
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BROWSE ITEMS L1ST
ﬂ Version Histony
= Shared With
Mew Mew Wiew Edit Attach Alert Tags &t Workflows
Item ~ Folder Ttemn Item Delete tem File e - Motes
. Mew Item Snage Actions  Share & Track Tags and Motes Vo
(=i Add a new itern to this list.
People Administration @ Add New Role|or edit this list
Search User All Ttermns  »=» Find an item j o
Profile Information
v I e
Action Plan
. Accounting specialist %t
Competencies 9P
Certificates Starcups Trained Barista 3
History standard %

2) Fill out the Roles — New item form:

BROWSE EDIT

ey o Cut 1] ABC
E B D E‘E]Ccp}' ﬁ J

Sawve  Cancel Paste

Commit Clipboard

People Administration
Search User
Profile Information
MAction Plan
Competencies
Certificates
History

Project Team
Competencies

Department
Competencies

HR Administration
Crganizations
Taxonomy Scales

Competencies

Commatanc GSrone

Attach  Spelling
File -

Actions | Spelling

Title * Accounting specialist

Description

Click for help about adding basic HTML formatting.

Role Competencies ™ 9 accounting-Above Average (4)
X Business Conduct-Average (3)
X Communications-Above Awverage (4)

X Company and Product Knowledge-Outstanding (5)

- More Items
du Add new

Sawve Cance

a. Enter the name of the new Role in Title field;

b. Enter optional short description for the new Role in the Description field;
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c. Add at least one Competency for this Role in Role Competencies field by clicking on

Browse icon and picking the Competency(s) from the Competencies list.

3) Click Save button to add new Role to the Roles list or click Cancel to discard the process.

The user is redirected back to the Roles list where newly added Role is displayed.

452 Import Role

It is possible to import data from .csv file for the Role item. The process of importing Role is
described below:

Import from .csv is designed for filling Roles and can be used for bulk import of Roles. To import a
Role, do the following actions:

1) Enter the Roles list and click the Import from CSV button in the List Tools > List in the
ribbon menu:

BROWSE ITEMS LsT

D Modify View , Cument View: C o Open with Access
2RI ° R | C
Create Column | Al tems - g = Open with Project
View OEu ick Create Tags & E-maila Alert R55 Connect to Export to Zmporg From
dit View Navigate Up Cument Page Motes Link he - Feed COutlook Excel s
View Format Manage Views Tags and Motes Share & Track Connect & Export
People Administration (® Add New Role or edit this list
Search User All Ttems == Find an item 0

Profile Information

Action Plan

Competencies Accounting specialist 3#

Certificates Starcups Trained Barista 3t
History Standard 3%
Project Team Starcups Store Manager #

Competencies
Regular Starcups Staff - Mew Hire 3

2) Select a .csv file from your computer for upload:
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Q/W'S365 Roles - Import Roles From CSV

People Administration

Import Roles
Search User Allows import roles from CSV. Conttinue processing file and ignore incorrect rows.
s . Important: C5V file should i ]

Profile Information por : ould Choose File | Mo file chosen
contain semicolon delimited list

Action Plan header row and fellowing
columns: Title, Description,

Competencies Competency Level Titles

Column "Competency Level Titles

Certiiicates must contain comma separated
History list titles of existing competency
levels
Project Team Please download example to see
Competencies how to import roles, Sample
Import File.csv
Department

Competencies
HR Administration

Organizations oK Cancel

NOTE: The uploaded file should contain header row and all required columns. You can use the
sample file a starting point for creation of your own set of data.

Required columns can be set in Roles > List > List Settings:

Calumns

A column stores information about each item in the list. The following columns are currently available in this list:

Column (click to edit) Type Required
Title Single line of text v
Description Multiple lines of text

Role Competencies Competency v
Modified Date and Time

Created Date and Time

Created By Person or Group

Modified By Person or Group

8 Create column
B Add from existing site columns
B Column ordering

B Indexed columns

All required columns are marked in the ‘Required’ column. To set a column as
required/not required, click on the name of the needed column and select the needed

option in the Additional Column Settings section:
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Settings - Edit Column o

MName and Type

i Column name:
Type a name for this celumn.

Role Competencies
The type of information in this column is:
Competency

Additional Column Settings

: : . Description:
Specify detailed options for the type of information you P

selected.

Require that this column contains information:
® Yes Mo
Enfarce unique values:
Yes (® No

Delete oK Cancel
3) Click OK to confirm import. The imported Role will be added to the list:
BROWSE ITEMS LIST
C On-Premises ROles @
Search User All Ttems  =»» Find an item jo
Profile Information -
ol U Title
Action Plan
_ Accounting specialist
Competencies
Cortificates Starcups Trained Barnsta
History Standard
Project Team Starcups Store Manager
Competencies N _
Regular Starcups Staff - Mew Hire 3
Department
Competencies Imported role #

NOTE: If import file contains data for several items and there is some incorrect value in one item,
then correct items will be uploaded. Role with incorrect data will be not uploaded and
error will be displayed at the end of action.

NOTE: If imported Role duplicates title of already existing one, a warning about item with
duplicating title will be displayed. After synchronizing profile with this role will have status
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“Incomplete”, as it is impossible to detect, which role is specified in the profile.

4.5.3 Edit Role

To edit the Role, the Global Administrator should follow the steps below:
1) Open the Edit form via one of the ways described below:

a. Click on the Role to select it and from the ribbon choose Edit Item in the Items tab;
OR

b. From the drop-down action list next to the Role’s name select Edit Item action:

BROWSE ITEMS LIST

Wersion Histony @D C)
= | := (o "
(;_,,' = .*‘{' Shared With

W
e
T

Mew Mew WView Edit Attach Alert Tags & Workflows Approve/Reject
Item » Folder Item Item x Dlelats Ttam File hie - Motes
Mew Manage Actions | Share & Track Tags and Motes Workflows
People Administration () Add New Role or edit this list
Search User All Ttems === Find an item Do
Profile Information
v @J Title
Action Plan
. Accounting specialist 3
Competencies
147 J I i LY T
Certificates . Starcups Trained Barista % | _
Edit Item
History Standard
) Delete tem
Project Team Starcups Store Manager #

Competencies

Regular Starcups Staff - Mew Hire % ..{ View Item
Department

Competencies Imported role s Advanced »

2) Make the necessary changes to the Role’s metadata in the Edit form:
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HB8 5l
D Ey copy

Save  Cancel Paste

Commit Clipboard

People Administration
Search User
Profile Information
Action Plan
Competencies
Certificates
History

Project Team
Competencies

Department
Competencies

HR Administration

Organizations

[ R B DU

(MJLMs365

Xy

Delete  Aftach  Spelling
Ttem File -
Actions Spelling
Title * Starcups Trained Barista)
Description

Click for help about adding basic HTML formatting.

Role Competencies * X advanced Barista Skill-Master (3)
X Coffee-making-Experienced (2)
X English Language-Average (3)
dh Add new

Created at 3/10/2016 10:53 AM by [] ageucheva_a
Last modified at 3/10/2016 10:33 AM by

Save Cance
ageucheva_a

3) Click Save button to save the updates or click Cancel to discard the process.

The user is redirected back to the Role’s list.

NOTE: Role’'s modify action is processed according to the OOTB SharePoint rules for deleting

records.

454 View Role's details

To view the detailed information about the Role, the user should follow the following steps:

1) Click View Item either from the ribbon (Items=>View Item) or from the drop-down next to

the Role’s name:
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BROWSE ITEMS LIST
=11 [z Version History @J .
z S RE= ] C v,
—— # Shared With
Mew Mew WView Edit Attach Alert Tags & Workflows Approve/Reject
Item » Folder Item Item x Dlelats Ttam File hig - Motes
Mew Manage Actions | Share & Track Tags and Motes Vorkflows
Pegple Administration @ Add NEW RGIE or 'E'dlt th|5 ||St
Search User All Ttems === | Find an item F"|
Profile Information
v @J Title
Action Plan
. Accounting specialist 3
Competencies
Certificates Starcups Trained Barista % .s
Edit Item
History Standard #¢
) Delete tem
Project Team Starcups Store Manager #
Competencies ;
Regular Starcups Staff - Mew Hire % e [View Item
Department
Competencies Imported role # === Advanced »
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The system will display the form with all the details pertaining to the selected Role such as Title,
Description, and Competencies that has been mapped to the Role:

BROWSE WIEW
I:—‘ Version History Alert Me
E -
= 8% shared with & Workflows
Edit
fem 3 Delete Item
Manage Actions
People Administration Title Starcups Trained Barista
Search User Description

Profile Information

Role Competencies advanced Barista Skill-Master (3)
Action Plan Coffee-making-Experienced (2)
Competencies English Language-Average (3)

Certificates

: Created at 3/10/2016 10:53 AM by la
History Created at 3/10/2 0:53 AM byl ageucheva_a

Close
Last modified at 3/10/2016 11:23 AM by

ageucheva_a

2) Click Close button to return to the Roles list.

455 Delete Role

To remove the Role from the Roles list, the Global Administrator should follow the steps below:
1) Click Delete Item either

a. From the drop-down action list next to the Role’s name;

OR

b. From the ribbon (Items > Delete Item) after clicking on the Role to select it in the
Roles list:
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BROWSE ITEMS LIST

D
-

Version History
=] ersion History @D D;—, 2«/
=4 Shared With

Mew Mew WView Edit Attach Alert Tags & Workflows Approve/Reject
Item -~ Folder Item Item File hie - Motes
Mew Manage Actions | Share & Track Tags and Motes Workflows
People Administration () Add New Role or edit this list

Search User All Ttems === Find an item Do

Profile Information

v @J Title
Action Plan
. Accounting specialist 3
Competencies
147 J I i LT T
Certificates . Starcups Trained Barista % | _
Edit Item

History Standard

) Delete tem
Project Team Starcups Store Manager #
Competencies -

Regular Starcups Staff - Mew Hire % View ftem

Department
Competencies Imported role # === Advanced

2) The system asks the user to confirm the decision to permanently remove the selected Role:

o B
Message from webpage ﬁ

| Are you sure you want to send the item(s) to the site Recycle Bin?

| ok || Cancel

3) Click OK button to confirm the deletion or Cancel button to discard the process.
The user is redirected back to the Roles list where the removed Role is no longer displayed.
NOTE: e Role’s delete action is processed according to the OOTB SharePoint rules for deleting

records.

e Roles are not removed from Action Plan but marked as obsolete
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4.6 Jobs

The Global Administrator defines the Jobs dictionary with full administrative control to add, modify
and delete. The Jobs are stored in the Jobs list that can be accessed and viewed by following the
steps below:

1) Click on Jobs link in the Common Tools from the left side menu on the Home Page;

The system will redirect the user to the list of all Jobs:

HR Administration
Organizations
Taxonomy Scales
Competencies
Competency Groups
Roles
Jobs
Job Families
Froject Teams
Motifications

Email Templates

4.6.1 Add Job

In order to add the new Job, Global Administrator should follow the steps below:

1) To open Add New Item form use either one of the options below:

a. From the Jobs list click Add New Job button @;
OR

b. On the ribbon go to Items >New Item and click New Item from the drop-down:
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BROWSE ITERAS LIST
ﬂ Version History
= Shared With
Mew Mew View Edit Attach Alert Tags & Workflows
Item ~ Folder [tem Item Delets Ttam File Mg - Motes
. MNew Item nage Actions  Share & Track Tags and Motes Wi
=i Add a new item to this list.
People Administration @ Add New Job|or edit this list
Search User All Items == Find an item jo
Profile Information
v 0 Titie
Action Plan
i Starcups Store Manager 3
Competencies P g
Certificates Starcups Barista 3t
History Starcups IT Support Manager 3
Project Team Accountant %

2) Fill out the Jobs — New item form:
- Title — enter the name of the new Job;
- Description — optionally add short description for the new Job;
- Other Information — optionally add any other information pertaining to this new Job
that might be of importance to other Administrators;
- Key Responsibilities — list the key responsibilities for new Job;

- Priority — choose the Priority: Critical, High, Normal or Low:

@
S ELEARNINGFORCE




(ZMs365

Title Starcups Barista

Description Expirienced employee

Click for help about adding basic HTML formatting

Other Information

Click for help about adding basic HTML formatting

key Responsibilities | pazke coffec

Click for help about adding basic HTML formatting
Priority * Critical
High
® Mormal
Low

3) Next, add the following items to the new Job's metadata fields:
- Next Career Steps — optionally list the possible Job(s) that the employee holding this
Job can take in the future as his career growth opportunity;
- Required Roles — list all the Roles that are included in the new Job and must be
performed by the holder of the Jo;
- Optional Roles — optionally list the Roles that the holder of the Job should but not
required to possess.

The Global Administrator can remove the added Next career Steps, Required and Optional Roles

using the Check Names and Browse buttons:
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Next Career Steps Starcups Store Manager:
S
Required Roles Starcups Trained Barista:
S EE
Coffee-making-Experienced
Company and Product Knowledge-Experienced
Customer Focus-Experienced
English - Spoken-Average
Optional Roles
S EE
Job Family Starcups Store Employees:
S EE
Save Cance

4) Click Save button to add new Job to the Jobs list or click Cancel to discard the process.

The user is redirected back to the Jobs list where newly added Job is displayed.

4.6.2 Import Job

It is possible to import data from .csv file for the Job item. The process of importing Job is
described below:
Import from .csv is designed for filling Jobs and can be used for bulk import of Jobs. To import a

Job, do the following actions:
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1) Enter the Jobs list and click the Import from CSV button in the List Tools > List in the ribbon

menu:

BROWSE ITEMS LIST
D r,- Modify View , Cumrent View: C @ a\ Open with Access

m Create Column | Al Ttems - Open with Project
View C%u ick Create Tags & E-maila Alert RSS Connect to Export to|Import From
dit View Navigate Up Curent Page Motes Link he - Feed Outlook Excel 5V
View Format Manage Views Tags and Motes Share & Track Connect & Export
People Administration @ Add New Job or edit this list
Search User All ltems  =es Find an item 0

Profile Information

v W Tite

Starcups Store Manager #

Action Plan

Competencies
Starcups Barista %

Certificates
History Starcups IT Support Manager #
Project Team Accountant #

2) Select a .csv file from your computer for upload:

Q/U\ﬂnségi Jobs - Import Jobs From CSV

People Administration Import Jobs

Search User Allows import iobs from CSV. Choose File | Mo file chosen

Important: C5V file should

Profile Information ) ; o :
contain semicolon delimited list

Action Plan header row and following
columns: Title, Description, Cther
Competencies Information, Key Responsibilities,

Priority, Mext Career Steps,

Certinicates Required Roles, Optional Roles,
History Job Family.
Please download example to see
Project Team how to import jobs. Sample
Competencies Import File.csvy
Department

Competencies

. . :
HR. Administration oK Cancel

Organizations

NOTE: The uploaded file should contain header row and all required columns. You can use the
sample file a starting point for creation of your own set of data.
Required columns can be set in Jobs > List > List Settings:
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Columns

A column stores information about each itern in the list. The following columns are currently available in this list:

Column (click to edit) Type Required
Title Single line of text v
Description Multiple lines of text

Other Information Multiple lines of text

Key Responsibilities Multiple lines of text v
Priority Choice v

Mext Career Steps Job

All required columns are marked in the ‘Required’ column. To set a column as
required/not required, click on the name of the needed column and select the needed

option in the Additional Column Settings section:

Settings + Edit Column e

Mame and Type Column name:

Type a name for this column. Title

The type of information in this column is:

Single line of text

Additional Celumn Settings Description:

Specify detailed options for the type
of information you selected.

Require that this column contains infarmation:

e Yes Mo

Enforce unique values:
Yes @ Mo
Maximum number of characters:

255

3) Click OK to confirm import. The imported Job will be added to the list:
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BROWSE ITEMS LIST
C On-Premises _JO bS @"
People Administration (—:I-) Add New Job or edit this list
Search User All Ttems === Find an item jo
Profile Information .
d W Title
Action Plan
. Starcups Store Manager =
Competencies P 9
Certificates Starcups Barista =
History Starcups IT Support Manager =
Project Team Accountant
Competencies
Accountant 2

NOTE: If import file contains data for several items and there is some incorrect value in one item,
then correct items will be uploaded. Job with incorrect data will be not uploaded and error
will be displayed at the end of action.

NOTE: If imported Job duplicates title of already existing one, a warning about item with

duplicating title will be displayed. After synchronizing profile with this job will have status

“Incomplete”, as it is impossible to detect, which job is specified in the profile.

4.6.3 Edit Job

To edit the Job, the Global Administrator should follow the steps below:
1) Open the Edit form via one of the ways described below:
a. Click on the Job to select it and from the ribbon choose Edit Item in the Items tab;
OR

b. From the drop-down action list next to the Job’s name select Edit Item action:
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OneFremises

BROWSE ITERMS LIST
=1 | = Version History
=] 2| ’ mﬁ € @
—\=/ | =# | & Shared With
Mew Mew Wiew Edit Attach Alert Tags & Workflows Approve/Reject
[tem ~ Folder [tem [tem x Delats Tham File e - Motes
MNew Manage Actions  Share & Track Tags and MNotes Workflows
Pegp|e Admimistration @ Add NEW JDb or Edlt th|5 I|St
Search User All Items  ses Find an item 0
Profile Information
v Tie
Action Plan .
: v Starcups Store Manager 1_
Competencies Edit Item
Cortificates Starcups Barista 3 =
Delete Item
History Starcups IT Support Manager % =
Project Team Accountant = .{ ViewItem
Competencies
Accountant 2 % == Advanced *

2) Make the necessary changes to the Job’

BROWSE EDIT
HB feo XDV
D Eg copy
Sawve  Cancel Paste Delete  Attach  Spelling
Item File -
Cormmit Clipboard Actions Spelling
People Administration )
Title
Search User
Profile Information Eog sl

Action Plan
Competencies
Certificates
History

Project Team Other Information

Competencies

Department
Competencies

HR Administration
Organizations

T Scal Key Responsibilities
axenomy Scales
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3) Click Save button to save the updates or click Cancel to discard the process.

The user is redirected back to the Jobs list.

4.6.4 View Job's details

To view the detailed information about the Job, the user should follow the following steps:
1) Click View Item either from the ribbon (Items=>View Item) or from the drop-down action
list next to the Job’s name:

BROWSE [TEMS LIST

- Version History
= = ’ E]J [= @
= | = .A Shared With

i
=

Mew MNew Wiew Edit Attach Alert Tags & Workflows Approve/Reject
[tem » Folder [tem [tem )( Delata [am File e - Motes
MNew Manage Actions  Share & Track Tags and Motes Workflows
Pegp|e Administration @ Add New JDb or Edlt th|5- ||St
Search User All Thems  »es Find an item L0
Profile Information
v @J Title
Action Plan
. Starcups Store Manager 3¢ L
Competencies . Edit Item
Certificates Starcups Barista % =
Delete Item
History Starcups IT Support Manager % 2
Project Team Accountant o [View Item
Competencies
Accountant 2 % == Advanced L

The system will display the form with all the details pertaining to the selected Job such as Title,
Description and Other Information, Key Responsibilities, Priority Level, and Required and Optional
Roles that has been mapped to the Job:
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BROWSE VIEW

I:—‘ Version Histony Alert Me
:Ef' &% shared With & Workfiows
Iten 2% Delete Item
Manage Actions
People Administration Title Starcups Barista
Search User Description
Profile Information Other Information
Action Plan Key Responsibilities Make coffee
Competencies Priority Mormal
Certificates Mext Career Steps  Starcups Store Manager
History . . .
¥ Required Roles Starcups Trained Barista
Project Team )
Competencies Optional Roles
Department Job Family Starcups Store Employees;
Competencies Competencies Required: Advanced Barista Skill-Master;English Language-
HR Administration Average:Coffee-making-Experienced;
Organizations Created at 3/10/2016 11:31 AM byl ageucheva_a Close
Last modified at 3/10/2016 11:31 AM by | ageucheva_a

2) The user has an option to also view the detailed information about each item in Next career
Steps required Roles and Optional Roles:
a. Click on the item in the Next career Steps list;
System will redirect the user to the page with the detailed information about the
selected Job.
For instance, the user clicks on Starcups Store manager in the Next Career Steps field
in the form above. The system will redirect the user to the selected Job's page:
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BROWSE VIEW

I:—\ Version History Alert Me
= 82 Shared With & Workflows
Edit
fem O Delete ltem
Manage Actions
People Administration Title Starcups Store Manager
Search User Description Experienced Employee
Profile Information Other Information
Action Plan Key Responsibilities Managing the local store, ensuring profitability and staff
Competencies knowledge as well as customer service
Certificates Priority Mormal
Histo ry Mext Career Steps
Project Team Required Roles Starcups Trained Barista
Competencies .
Optional Roles
Department _
Competencies Job Family Starcups Store Employees;
HE Administration Competencies Required: Advanced Barista Skill-Master;English Language-

o Average:Coffee-making-Experienced;
COrganizations

e Tan

Created at 3/10/2016 11:30 AM by L] ageucheva_a

Taxonomy Scales
y Last modified at 3/10/2016 12:05 PM by [ ageucheva_a

Close

Please, note, that the displayed detailed information about the selected Job also allows the user to
choose an item from Next Career Steps, Required or Optional Roles to view the detailed
information about the items of interest in these fields.

b. Click Close button to return to the detailed information page about the Job;
c. The user can also click on the item in the Required or Optional Roles fields to see
the details about the Roles. For example, user chooses role-1 in Optional Roles. The

system will open the page with detailed information about the selected Role:
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BROWSE VIEW
I:—‘ Version Histony Alert Me

E -

= 5% Shared with & Workflows

Edit

fem O Delete Ttem

Manage Actions
People Administration Title Starcups Trained Barista
Search User Description

profile Information Role Competencies advanced Barista Skill-Master (3)

Action Plan Coffee-making-Experienced (2)

Competencies English Language-Average (3)

Certificates

History Created at 3/10/2016 10:33 AM by [ ageucheva_a Close
Last modified at 3/10/2016 11:23 AM by [| ageucheva_a

The Title, Description and the list of Competencies mapped to the Role will be displayed.
Please, note that the user can choose to view the Competency's details from the Role
Competencies by clicking on it. The system will redirect the user to the page with the detailed

information about the selected Competency. Refer to the section View Role's details for more
information on this option.

d. Click Close button to return to the Job's details form.

3) Click Close button to return to the Jobs list.

4.6.5 Delete Job

To remove the Job from the Jobs list, the Global Administrator should follow the steps below:
1) Click Delete Item either
a. From the drop-down action list next to the Job’s name
OR
b. From the ribbon (Items > Delete Item) after clicking on the Job to select it in the
Jobs list
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BROWSE ITEMS LIST

Version History EIJ C)
= ) € G

i
o
T

P am—
=/ Shared With
Mew Mew Wiew Edit Attach Alert Tags & Workflows Approve/Reject
tem . Folder e [tem File Me » Motes
MNew Manage Actions  Share & Track Tags and MNotes Workflows
Peaple Administration (# Add New Job or edit this list
Search User All Ttems  ses Find an item jo
Profile Information
v @J Title
Action Plan
: Starcups Store Manager .
Competencies . Edit Item
Certificates Starcups Barista %€ =
Celete Item
History Starcups IT Support Manager % =
Project Team Accountant = .{ ViewItem
Competencies
Accountant 2 % =« Advanced 3

2) The system asks the user to confirm the decision to permanently remove the selected Job:

i o
Message from webpage u

| Are you sure you want to send the itemis]) to the site Recycle Bin?

| ok || Cancel

3) The user clicks OK button to confirm the decision or Cancel button to discard the process.
The user is redirected back to the Jobs list where the removed Job is no longer displayed.
NOTE: e Upon delete action, Job is removed from the Job Families “Jobs” list that it belonged

to.
e Cannot delete the Job if it is assigned as the only Job to the Employee.

47 Job Families
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The Global Administrator defines the Job Families with full administrative control to search, modify
and delete. He can assign one or more Jobs to each Job Family. The Job Families are stored in the
list that can be accessed by following the steps below:

1) Choose Job Families link from the Common Tools in the left side menu on the Home page

The system will redirect the user to the page with the list of all Job Families:

HR Administration
Organizations
Taxonomy Scales
Competencies
Competency Groups
Roles
lobs
Job Families
Project Teams
Motifications

Email Templates

471 Add Job Family

In order to add the new Job Family, Global Administrator should follow the steps below:
1) To open Add New Item form use either one of the options below:

a. From the Job Families list click Add New New Job Family button @;
OR
b. On the ribbon go to Items > New Item:
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BROWSE [TEMS LIST
ﬂ Version Histony
= Shared With
Mew Mew View Edit Aftach Alert Tags & Workflor
ftem ~ Folder [tem [tem Delats [tam File Mg - Motes
. MNew Item Brage Actions  Share & Track  Tags and Motes
=i Add a new item to this list.

People Admimstration

Search User

(® Add New Job Family

All Items

or edit this list
Jeo!

HEE

Find an item

Profile Information

Action Flan
Competencies

Certificates

2) Fill out the Job Family -

- Title — enter the

@J Title

Starcups Store Employees %

W

Starcups Store Management %

New item form:

name for the new Job Family;

- Description — optionally enter the short description for the new Job Family;
- Job — Add all the Jobs that belong to the new Job Family using the Check Names or
Browse buttons:

BROWSE ECIT
HB h
[ﬂ E@ Copy
Save  Cancel Paste
Commit Clipboard

People Administration
Search User
Profile Information
Action Plan
Competencies
Certificates
History

Project Team
Competencies

Department
Competencies

HR Administration

Ny
Attach  Spelling
File -

Actions | Spelling

Title * Starcups Store Management

Description Management jobs

Click for help about adding basic HTML formatting.
Job

Starcups Store Manager:

Sawve

OneFremises

S EE

Cance

3) Click Save button to add new Job Family to the list or click Cancel button to discard the

process.
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4.7.2 Edit Job Family

To edit the Job Family, the Global Administrator should follow the steps below:
1) Open the Edit form via one of the ways described below:

a. Click on the Job Family to select it and from the ribbon choose Edit Item in the Items

tab;
OR

b. From the drop-down action list next to the Job Family’s name select Edit Item

action:

BROWSE ITEMS

LIST

0

Version Histony
~ dis RN
=A Shared With

Mew Mew View Edit Attach Alert Tags & Workflows Approve/Reject
Itemn » Folder [tem Item x Deleta [tam File e - Maotes
Mew Manage Actions  Share & Track Tags and Motes Workflows

People Administratio

Search User

n

Profile Information

Action Plan
Competencies
Certificates
History

Project Team
Competencies

Department

(® Add New Job Family or edit this list

All Ttems === Find an item jol
o4 E]J Title

Starcups Store Employees # = p—

Edit Item
Starcups Store Management 3

Delete ltem
View Item
Advanced +

2) Make the necessary changes to the selected Job Family's metadata fields:
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OnePremises
BROWSE EDIT
HB R XD v
D E@ Copy V
S5ave  Cancel Paste Delete  Attach  Speling
Item le -
Commit Clipboard Actions Spelling
People Administration Title * Starcups Store Employees|
Search User o
Description
Profile Information
Action Plan
Competencies
Certificates . . : . £
Click for help about adding basic HTML formatiing.
History
) Job Starcups Store Manager; Starcups Barista;
Project Team
Competencies
Department
Competencies ,
’ B
HR. Administration
Created at 3/10/2016 11:31 AM byl ageucheva_a Cave Cance

Organizations Last modified at 3/10/2016 11:31 AM by [] ageucheva_a

3) Click Save button to save the changes made to the Job Family or click the Cancel button to

discard the process.

4.7.3 View Job Family's details

To view the detailed information about the Job Family, the user should follow the following steps:
1) Click View Item either from the ribbon (Items > View Item) or from the drop-down action

list next to the Job Family’'s name:
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OneFremises

i
=
T

Version Histony @J
8| E 1
= G Shared With

s ©

Mew Mew Wiew Edit Attach Alert Tags & Workflows Approve/Reject
Itemn » Folder [tem Item x Deleta [tam File e - Maotes
Mew Manage Actions  Share & Track Tags and Motes Workflows
People Administration (® Add New Job Family or edit this list
search User All Ttems === Find an item D
Profile Information
. o Title
Action Plan U '
Competencies Starcups Store Employees (L7
N Edlit Item
Certificates Starcups Store Management 3
History Delete tem
Project Team View Item
Competencies
Advanced L

Department

The system will display the form with all the details pertaining to the selected Job Family such as

Title, Description and Jobs that has been mapped to the Job Family:

BROWSE WVIEW

lj‘: Wersion Histony Alert Me

E -

= 1

A 8% chared With & Workfiows

Edit
tem 2 Delete Item
Manage Actions
People Administration Title Starcups Store Management
Search User Description Management jobs
Profile Information Job Starcups Store Manager
Action Plan Created at 3/10/2016 12:16 PM by[] ageucheva a oo
Competencies Last modified at 3/10/2016 12:16 PM by [ ageucheva_a

Note, please, that the user can choose the view the details of items in Job list by clicking on the

Job's title in the Job field of the form above. Refer to the View Job’s details section for more

information about this option.

4.7.4 Delete Job Family
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To remove the Job Family from the Job Families list, the Global Administrator should follow the
steps below:
1) Click Delete Item either:
a. From the drop-down action list next to the Job family’s name;
OR
b. From the ribbon (Items > Delete Item) after clicking on the Job Family to select it in
the Job Families list:

BROWSE ITEMS LIST

- Version History [
8 & ] @\ ¢

i

= o Shared With
MEw Mew View Edit Attach Alert Tags & Workflows Approve/Reject
[tem -~ Folder [tem [tem x Dalata [tam File e - Motes
Mew Manage Actions  Share & Track Tags and Notes Workflows
People Administration (® Add New Job Family or edit this list
search User All Ttems === Find an item 0
Profile Information
i v 0 Tite
Action Plan
Competencies Starcups Store Employees 3 oo
N Edit Item
Certificates Starcups Store Management 3
History Delete Item
Project Team View Item
Competencies
Department Advanced r

2) The system asks the user to confirm the decision to permanently remove the selected Job
Family:

-

=
Message from webpage u

| Are you sure you want to send the item(s) to the site Recycle Bin?

| ok || Cancel

3) The user clicks OK button to confirm the decision or Cancel button to discard the process.
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The user is redirected back to the Job Families list where the removed Job Family is no longer

displayed.

NOTE: e Job Family deletion is processed according to the OOTB SharePoint rules for deleting
records
e When Job Family is deleted, all Jobs belonging to this Job Family are not deleted but
this Job Family is removed from their “Job Family” field

4.8 Project Teams

The Project Team Management offers an easy way to manage Project Team Profiles and assess
project teams’ proficiency levels with the help of gap analysis.

Global Administrator has full administrative control to define the Project Team profile structure.
People Administrator has full administrative control to manage Project Team Profiles for the project
teams.

Project Team Leader has limited administrative control to manage the Project Team Profiles of the
project teams: he has permission to add/delete project team members and assess project team

competency gap.

To view the list of all Project Teams, the User clicks on Project Teams link in the Quick Launch menu

in HR Administration:

HR Administration
Organizations
Taxonomy Scales
Competencies
Competency Groups
Roles
Jobs
Job Families
Project Teams
Motifications
Email Templates

Certificate Templates

The system will redirect you to the Project Teams page, where they are listed:
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BROWSE PROJECT TEAM TOOLS Q SHARE ﬁ FOLLOW

@LMS%S CCM - Project Teams o

Pecple Administration L Description
Search User PowerObjects PowerObjects
Training
Profile Information Department
Action Plan Starcups Team
Competencies Team Subaru Canada

Click on the Project Team's title to go to the selected Project Team’s Home page page and that

Project Team is selected in the Project Team Details web part:

@LMSP%QE Starcups Team

people Administration Announcements My Competencies
Search User [There are no items to display | Jser! ageuchevs & E2
profile Information
Competency Leve Value  Comments
Action Plan My Project Teams Communication-Cutstanding 5
Competencies \/ PowerObjects English-Spoken-Outstanding 5
Certificates Ll\ﬂ S|;365 Accounting-Above Average 4
n-Premises

History Advanced Barista Skill-Experienced 2

Starcups Team .

Project Team \/ Business Conduct-Above Average
Compecs (JMs365
Department e
Competencies

(Jims3es

Team subaru Canada Action Plan

Userd ageuchevs & &EE
Qrganizations
Suggested ltem 1s Acquired
Taxonomy Scales _
) Project Team Details = Competencies
Competencies o
: =l English-Spoken-Above Average
Competancy Groups Project Team: | Starcups Team ¥ 9! P! g
B Business Canduct-Above Average v
Roles
Jobs \/U.,‘] ] Communication-Above Average v
= Roles
Job Families s T S
tarcups Team @ & starcups Store Manager P

Project Teams

Notieations ® Additional info Manage action plan
Email Templates I \:_f Profile
Personal Profiles Sur\,‘ey; I 'L
Relationships There are no items to display ‘ ¥
Announcements 4
2
Reports ageucheva_a

Generated Reports
¥ Additional info

4.8.1 Create Project Team

To create a new Project Team, follow these steps:

1) On the ribbon menu, go to Project Team Tools and click Create Project Team button:
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OreFremises
BROWSE  PROJECT TEAM TOOLS {J SHARE Yy FoLLow O,
[ ]
& | NE
Create Project |Import From
Team sV
MNew
People Administration Title Description
Search User PowerObjects PowerObjects
Training
Profile Information Department
Action Plan Starcups Team
2) The following window will appear:
Create Project Team o
Create Cancel
Title and Description
. . . . ) Title:
Type a title and description for your new site. The title will
be displayed on each page in the site. Starcups Team
Description:
%
Web Site Address
. . . . URL name:
Users can navigate to your site by typing the Web site . _
address (URL) into their browser. You can enter the last part https://demo2013-test.eleamningforce.com/ccmy/ | st
of the address. You should keep it short and easy to
remember.
For example, https://
test.elearningforce.c e
Project Team Leaders
. . User Name:
Displays project team leaders with profile : :
Matalia Buhtik:
& BB
Project Team Members
. . User Marne:
Displays members with profile
Mary Jane Stevens;
& EE
Language
) h ) . Select a language:
Specify the language for this Web site collection :
English v
Create Cancel

3) Fillin all the necessary information about the new Project Team:
- Title — name of the new Project Team that will be displayed on each page within the
site;

- Description — short description of the new Project Team;
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- Web Site Address — the users will navigate directly to the Home page of the new
Project Team by typing this URL address directly into their broweser. Keep the url
short and easy to remember;

- Project Team Leaders — with the help of user picker choose the Project Team Leaders
for the new Project Team;

- Project Team Members — with the help of user picker choose the members of the
new Project Team;

- Language - specify Language to be used within the new Project Team.

4) Click Create button to save the changes OR click Cancel button to discard the changes.
You will be redirected to Announcement page with the information about the newly created

Project Team.

NOTE: After you create a new Project Team, user permissions are changed. A warning message

is displayed notifying about the changes in the employee hierarchy:

(M35 oM host

On-Pramises

People Administration /A Information @ Employee hierarchy was changed. I you want to ensure that permissions are delegated correctly click here.

Search User

Profile Information

Welcome to Competencies & Certifications Module host!

History

Permissions are updated by the ELEARNINGFORCE - CCM: Permissions Sync Job. It is
possible to start the job immediately by clicking the link in the message, or wait until the

permissions are updated during the next scheduled start of the job.

4.8.2 Import Project Team

It is possible to import data from .csv file for the Project Team item. The process of importing
Project Team is described below:
Import from .csv is designed for filling Project Teams information and can be used for bulk import

of Project Teams. To import a Project Team, do the following actions:

1) Enter the Project Teams list and click the Import from CSV button in the Project Team Tools

in the ribbon menu:
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BROWSE PROJECT TEAM TOOLS t:a SHARE ﬂ; FOLLOW :I:IJ

& | T

Create Project Import From
Team sV

MNew

Tit Description

People Administration =

PowerObjects PowerObjects
Training

Profile Information Department

Search User

Action Plan Starcups Team

2) Select a .csv file from your computer for upload:

Search this site 0o

@L“ﬂ%@i Import Project Teams From CSV

People Administration

Import Project Teams

delimited list header Choose File | No file chosen

ct Team Members,

Search User

Profile Information
Action Plan
Competencies
Certificates

OK Cancel
History

NOTE: The uploaded file should contain header row and all required columns. You can use the

sample file a starting point for creation of your own set of data.
3) Click OK to confirm import. The imported Job will be added to the list:

BROWSE  PROJECT TEAM TOOLS €y SHARE ¢ FOLLOW

@LM.SP%QE CCM - Project Teams o

Tit Description

£

People Administration
Search User PowerObjects PowerCbjects

Training
Profile Information Department
Action Plan Starcups Team

Competencies Team Subaru Canada

NOTE: If import file contains data for several items and there is some incorrect value in one item,
then correct items will be uploaded. Project Team with incorrect data will be not uploaded
and error will be displayed at the end of action.

NOTE: If imported Project Team duplicates title of already existing one, a warning about item

with duplicating title will be displayed.
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4.8.3 View Project Team’s metadata

To view the Project Team details, follow these steps:
1) On the Project Teams Home page choose the Project Team you want to view and click on

the Actions drop-down menu against the project team'’s title;

2) Choose View action:

Q/L“ﬂ.sééi CCM - Project Teams o

People Administration L DescEtion
Search User | PowerQbjects - Po'r.re.rol}jects
Training

Profile Information View Department

i Starcups Team )
Action Plan p oF Edit
Competencies Team Subaru Canada

K Delete

Certificates

You will be redirected to Display Project Team Details page:
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Project Teams » Display Project Team Details o

Title and Description )
Title:

Peter's Barista Team
Description:
Team managed by Store Manager, Peter Bishop

Web Site Address

Project Team Leaders

Displays project team leaders with profile

Project Team Members

Displays members with profile

Title Project Team Lavel Required GAP

4 General Employee Competencies

Coffee-making 1:2 1 0
Business Conduct L2345 Mot Present Mot Present
Company and Product Knowledge L2 1 0
Advanced Barista Skill L2345 Mot Present Mot Present

4 IT and Collaboration Technology
Starcups IT and collaboration Systems L2 1 0
4 Leadership and Management

Creativity - Innovation L2 3 Mot Present Mot Present

Customer Focus L 2 1 o

Close

a. User can view the user details of the Project Team Leaders and Project Team
Members by clicking on their user names

b. User can view the Project Team Competencies details and view the Competencies of
each Project Team Member that pertain to Project Team Competencies. Refer to

section View Project Team Competencies on more details how to view the Project

Team Competencies.

3) Click Cancel button to go back to Project Teams page.

4.8.4 Edit Project Team’'s metadata

To modify the Project Team’s metadata, the User goes through the following steps:
1) On the Project Teams Home page choose the Project Team and click on the Actions drop-
down menu next to its Title;
2) Choose Edit action:
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Q/LM%%@E CCM - Project Teams o

People Administration e EesSion
Search User | PowerObjects - PowerObjects
] Training

Profile Information View Department

i Starcups Team )
Action Plan P = Edit
Competencies Team Subaru Canada

¥ Delete

Certificates

You will be redirected to the Edit Project Team page:

Edit Project Team Details o

Save Cancel
Title and Description )
) ) ) o Title:
Type a title and description for your new site. The title will be -
displayed on each page in the site. Peter's Barista Team
Description:
Team managed by Store Manager, Peter
Bishop
A
Web Site Address
T _— X T —— URL name:
SErs can navigate 1o ) r site oy typing the Web site address
(URL) into their browse: u can enter the last part of the Jeem/hollywood/
address. You should keep it short and easy to remember,
For example, https://demo201
test.elearningforce.com/ccmysifename
Project Team Leaders
) ) User Name:
Displays project team leaders with profile :
Lars Vestergaard: Peter Bishop:
&EE
Project Team Members
) - User Name:
Displays members with profile : : == :
Hank Moody: Jaime Lannister: Olivia Dunham: Peter Bishop;
&EE
Save Cancel

- Title — edit the name of the Project Team that will be displayed on each page within the site;

- Description — make changes to the Description of the Project Team;

- Project Team Leaders — add new or remove the user name from the list of Project Team
Leaders;

- Project Team Members — add new or remove the user name from the list of Project Team
Members.
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3) Click Save button to save the changes OR click Cancel to discard the process.

NOTE: After you edit Project Team Members, user permissions are changed. A warning message
is displayed notifying about the changes in the employee hierarchy:

(VS5 M host

People Administration /A Information @ Employee hierarchy was changed. If you want to ensure that permissions are delegated correctly click here.

Search User

Frofle lormaten Welcome to Competencies & Certifications Module host!

History

Permissions are updated by the ELEARNINGFORCE - CCM: Permissions Sync Job. It is
possible to start the job immediately by clicking the link in the message, or wait until the

permissions are updated during the next scheduled start of the job.

4.8.5 Delete Project Team

To delete the Project Team, follow these steps:
1) On the Project Teams Home page choose the Project Team and click on the Actions drop-

down menu next to its Title;

2) Choose Delete action:

QAM%@E CCM - Project Teams o

Title Description

People Administration

M PowerObjects

Search User |Pc-:.'erOI:jec1: =
Training
Profile Information View Department
Action Plan Starcups Team o Edit
Competencies Team Subaru Canada
¥ Delete

Certificates

You will be redirected to the Delete Project Team page:
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Delete Project Team o

Delete Cancel
Title and Description
: ; - Title:
itle and description for your new site. The title will be Peters Barista T
played on each page in the site. SIS LT
Description:
Team managed by Store Manager, Peter Bishop
AT oF R URL name;
by typing the Web site address (URL) i
. You can enter the last part of the address. You feem/hollywoody
hort and easy to remember.
For example, https://demo2013-
test.elearningforce.com/cemy/sitename
Delete Cancel

3) Click Delete button to remove the Project Team or click Cancel button to discard the
changes.

NOTE: After you delete a Project Team, user permissions are changed. A warning message is

displayed notifying about the changes in the employee hierarchy:

On-Premises

(M55 M host

People Administration /\ Information @ Employee hierarchy was changed. If you want to ensure that permissions are delegated correctly click here.

Search User

Profile Information

Welcome to Competencies & Certifications Module host!

History

Permissions are updated by the ELEARNINGFORCE - CCM: Permissions Sync Job. It is
possible to start the job immediately by clicking the link in the message, or wait until the

permissions are updated during the next scheduled start of the job.

4.9 Notifications Management

The system tracks changes in Personal Competencies, Personal Certifications and Action Plan of
each employee and sends email notifications for respective changes to the designated users.
SharePoint CCM provides an ability to set Notifications on the Certification instance events
(certification issued, certification is about to be expired, certification expired, and certification
suspended) which defines what Email Templates will be sent to what managers from employee’s
subordination hierarchy.

The Global Administrator has full administrative control to add, edit, and delete Notification Rules.
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491 Add Notification

To add a new Notification, follow these steps:

1) On the Quick Launch menu in HR Administration section click Notifications:

HR Administration
Organizations
Taxonomy Scales
Competencies
Competency Groups
Roles
Jobs
Job Families
Project Teams
Motifications

Email Templates

2) You will be redirected to Notifications list. The Notifications will be sorted by Content Type
and Source:

BROWSE ITEMS LIST CJ SHAR

@U\ﬂnsééi Notifications o

People Administration AllTtems  ==- Find an item 0

Search User
v Content Type Source
Profile Information
) Personal Competency Added Myself
Action Plan

. Personal Competency Updated  All Employees (If user is Global or People Administrator
Competencies P y-p pioy ¢ P )

Certificates Personal Competency Deleted  All Employees (If user is Global or People Administrator) Myself

History Competency Suggested All Employees (If user is Global or People Administrator)

3) From the ribbon menu Items choose New Item and specify Content Type:
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BROWSE ITEMS LIST

Version Historny

i

Shared With
Mew MNew View Edit Aftach Alert Tags &
Iem » Folder Ibem tem Delete Item File e - Miotes

Personal Competency Added Actions  Share & Track Tags and Motes

I

Subscribe to event 'Personal Competency
Added. M5 =e» Find an item

Personal Competency Deleted

Subscribe to event ‘Personal Competency  |Content Type Source
Deleted”,

Personal Competency Updated Personal Competency Added All Empla

[

I

Subscribe to event 'Personal Competency
Updated:, Personal Competency Updated  All Emplao

Competency Suggested

Subscribe to event "Competency
Suggested”.

Role Suggested

Subscribe to event ‘Role Suggested’,

Personal Competency Deleted  All Emplo

[

Competency Suggested All Empla

[

Personal Job Added
Subscribe to event 'Personal Job Added'.

]

Personal Job Deleted

Subscribe to event ‘Personal Job
Deleted’.

Certification Granted
Subscribe to event "Certification Granted'.

[}

[

Certification About To Expire
Subscribe to event "Certification About
To Expire’.

Certification Expired

Subscribe to event "Certification Expired’.

]

[

Certification Suspended

Subscribe to event "Certification
Suspended'.

Action Plan Overdue
Subscibe to event "Action Plan Overdue’.

I

[

4) In the Notifications - New Item form choose the Source for the Notification (check the box):

@
S ELEARNINGFORCE




(ZLMs365

OnePremises
BROWSE EDIT
HB hhoo OV
D EE“I Copy V
Save  Cancel Pasie Ag?ch speling
2 -
Commit Clipboard Actions = Spelling
People Administration . ) o
source Ll all Employees (If user is Global or People Administrator)
Search User I My Subordinates
Profile Information LI My Project Team Members
Action Plan ¥ Myself
Competencies
Certificates Save Cance

5) Click Save button to create a new Notification or click Cancel button to discard the changes.
You will be redirected to the Notifications list, where newly added Notification will be

displayed.

492 Edit Notification

The User can change the Source for Notification by going through following steps:
1) Choose the needed Notification from the Notifications List;

2) From the ribbon menu Iltems choose Edit Item:

BROWSE ITEMS LIST L) SHARE
- - Version Histony
: &) = g G Q)
= G Shared With
MEw Mew View Edit Attach Alert Tags & ‘Workflows Approve/Reject
Item -~  Folder Item Item x Delete Tiem File Mg - Motes
New IManage Actions  Share & Track Tags and Motes Workflows
People Administration All Ttems  »e= Find an item 0
Search User
v Content Type Source
Profile Information
Personal Competency Added Myself
Action Plan

) Personal Competency Updated  All Employees (If user is Global or People Administrator)
Competencies

Certificates Personal Competency Deleted  All Employees (If user is Global or People Administrator), Myself

History Competency Suggested All Employees {If user is Global or People Administrator)

3) Update the Notification Source in the Edit form:
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BROWSE EDIT

HB Hoo XN ¥

Save  Cancel Paste Delete  Afttach  Speling
Item File -
Comrmit Clipboard Actions Spelling
People Administration Source * [l All Employees (If user is Global or People Administrator)
Search User LI My Subordinates
L ) LI My Project Team Members
Profile Information
[ Myself
Action Plan
Competencies -
P Created at 3/10/2016 1:24 PM by [ ageucheva a Save Cance
Certificates Last modified at 3/10/2016 1:24 PM by [| ageucheva_a

4) Click Save button to save the changes OR click Cancel button to discard the changes.

Note that you can delete the Notification from the Edit Form (see Chapter 4.9.4 Delete Notification

for more information).

49.3 View Notification’s metadata

To view the detailed information about the Notification, follow these steps:
1) Choose the Notification from the Notifications List;

2) From the ribbon menu ltems choose View Item:

BROWSE ITEMS LIsT {:J SHARE
- - Version History
z : C‘. : =] ol d @
= =/ - Shared With
Mew Mew View Edit Attach Alert Tags & Workflows Approve/Reject
Item -~ Folder Item [tem x Dielete Tham File e - Motes
Mew Manage Actions  Share & Track Tags and Notes Workflows
People Administration All Ttems ~ +=» Find an item el
Search User
b4 Content Type Source
Profile Information
Personal Competency Added Myself
Action Plan

) Personal Competency Updated  All Employees (If user is Global or People Administrator)
Competencies

Certificates Personal Competency Deleted  All Employees (If user is Global or People Administrator) Myself

History Competency Suggested All Employeas (If user i1s Global or People Administrator)

3) The View form will open with the detailed information about the Notification:
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BROWSE VIEW

I:—‘ Version History Alert Me
E -
= 8% Shared With & Workflows
Edit
e O Delete Iem
Manage Actions
People Administration Source

All Employees (If user is Global or People Administrator);
Myself
Search User

L : Content Type: Personal Competency Added
Profile Information

Created at 3/10/2016 1:24 PM by[ | ageucheva_a

Close
Action Plan Last modified at 3/10/2016 2:25 PM by [ ] ageucheva_a

4) Click Close button to close the window and return to the Notifications list.

Note that you can Edit or Delete a Notification from the View form (see Chapters 4.9.2 Edit
Notification and 4.9.4 Delete Notification respectively for more information).

494 Delete Notification

To remove the Notification, follow these steps:
1) Choose the Notification from the Notifications List;

2) From the ribbon menu Items choose Delete Item:

BROWSE ITEMS LIST

€ SHARE
= - Version History ;—\
E El’r—‘l : /‘ ; @D N @
= = - Shared With
Mew Mew Wiew Edit Aftach Alert Tags & Workflows Approve/Reject
Item ~» Folder Item Item File e - Motes
New Manage Actions  Share & Track Tags and MNotes Workflows
People Administration AllTtems  s=» Find an item jel
Search User
v Content Type Source
Profile Information
Personal Competency Added Myself
Action Plan
) Personal Competency Updated  All Employees (If user is Global or People Administrator)
Competencies
Certificates Personal Competency Deleted  All Employees (If user is Global or People Administrator), Myself
Histary Competency Suggested All Employees {If user is Global or People Administrator)

3) The system will ask you to confirm the decision to remove the notification. Click OK button
to delete the notification or click Cancel to discard the changes:
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I Are you sure you want to send the item(s]) to the site Recycle Bin?

oK ] ’ Cancel

410 Email Templates

Email templates for notifications for the following events are predefined by the system:
e anew Competency (Competency Level) was added/modified/deleted;
e anew Competency (Competency Level) was requested by the Employee;
e anew Role was requested by the Employee;
e Requested Competency (Competency Level) was rejected;
e Requested Role was rejected;
e anew Competency (Competency Level) was suggested to Employee;

e anew Role was suggested the Employee.

Email template for notifications for the following events can be customized:
e certification has been granted;
e certification is about to expire;
e certification is expired;
e certification has been suspended.

4.10.1 View Email Templates list

The User can view the list of predefined Email Templates by going through the following steps:

1) Click on Message Templates in HP Administration on the left side menu on the Home page:
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HR Administration
Organizations
Taxonomy Scales
Competencies
Competency Groups
Roles
Jobs
Job Families
Froject Teams
Motifications

Email Templates

You will be redirected to the Message Templates list. The items are sorted by Title, Subject and
Body:
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Email Templates o
All tems  #e Find an item o
v @J Title Subject Body
Personal wss A personal Dear {recipient:name},
Competency competency has
Added heen added Please be advised that the following Personal Competency has
been awarded:
Competency: {competency:title}
Awarded to: {source:name}
Status: {competency:status}
Comments: {competency:comments}
Personal «ss A personal Dear {recipient:name},
Competency competency has
Deleted heen delated Please be advised that the following Personal Competency has
been deleted:
Competency: {competency:title}
Awarded to: {source:name}
Status: {competency:status}
Comments: {competency:comments}
Personal «ss A personal Dear {recipient:name},
Competency competency has
Updated been updated Please be advised that the following Personal Competency has

been updated:

Competency: {competency:title}
Awarded to: {source:name}

Status: {competency:status}
Comments: {competency:comments}

On the newly created CCM sites, a link to the REM Dashboard is added to the email templates:
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All ltems === Find an item jo
L4 @J Title Subject Body
Personal =es A personal Dear {recipient:name},
Competency competency
Addad 2 has been Please be advised that the following Personal Competency has
added been awarded:
Competency: {competency:title
Awarded to: {source:name}
Status: {competency:status}
Comments: {competency:comments}
Access your training overview via the
{dashboard:home_page_link} page.
Personal «as A personal Dear {recipient:namea},
Competency competency
Delated # has been Please be advised that the following Personal Competency has
deleted bean deleted:
Competency: {competency:title
Awarded to: {source:name}
Status: {competency:status}
Comments: {competency:comments}

Access your training overview via the

{dashboard:home_page_link} page.

4.10.2 View Message Template's metadata

To change the Message Template, the User follows the steps below:

1) Select the needed Message Template from the Message Templates list;

2) From the ribbon menu Items or from the drop-down actions choose View Item:
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BROWSE ITEMS LIsT

- Version History @B O
= | (S0 [ &
Q—;' = ./J Shared With

) SHARE Yy FOLLC

Mew View Edit Aftach Alert Tags & Workflows Approve/Reject
Folder Ttem Item File Me - Motes
MNew Manage Actions  Share & Track Tags and Notes Workflows
People Administration All Ttems  s=» Find an item 0o
Search User v @J Title Subject Body
Profile Information
Personal . A narcanal Dear {recipient:name},
Action Plan Competency Edit Item
) Added Please be advised that the following Personal Competency has
Competencies Delete ftem TEET SrErEas
Certificates .
v Competency: {competency:title}
History Awarded to: {source:name}
Project Team Advanced * | Status: {competency:status}
Competencies —
Department Comments: {competency:comments}

Competencies

3) The View form will open displaying the Message Template details:

BROWSE  VIEW € SHARE Yy FOLLOW i
Version History Alert Me
&% Shared With & Workflows
Manage Actions
People Administration Subject A personal competency has been added
Search User Body Dear {recipient:name},

profile Information Please be advised that the following Personal Competency has

Action Plan been awarded:

Competencies Competency: {competency:title}

Certificates Awarded to: {source:name}

History Status: {competency:status}
Project Team
Competencies Comments: {competency:comments}
Department Users Employee;Manager

Competencies
P *Motes (you can use the following constants in the body of the email) {source:name} - to enter display name of user who's being tracked;

HR Administration {recipient:name} - to enter display name of recipient; {competency:title} -

L to enter title of competency; {competency:status) - to enter status of
Organizations ) ) o

competency, {competency:comments} - to enter comments of
Taxonomy Scales competency;

Competencies

Competency Groups Content Type: Email Template
P ey broup Created at

2/2/2016 3:11 PM by [] administrator
Roles Last modified at 2/2/2016 3:11 PM by [| administrator

4) Click Close button to close the window and return to the Message Templates list.

Note that you can edit the Message Template from the View Form by clicking Edit Item on the
ribbon menu (see Chapter 4.10.3 Edit Message Template for more information).

4.10.3 Edit Message Template

To change the Message Template, follow these steps:
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1) Select the Message Template in the Message Templates list;

2) From the ribbon menu Items or drop-down actions choose Edit Item:

BEROWSE [TEMS LIST

) SHARE

Yy FOLLC

’T|

@

Version History

N 5 ©

Shared With
MNew View Edit Aftach Alert Tags & Workflows Approve/Reject
Folder Item Item File he - Motes
MNew Manage Actions  Share & Track Tags and Motes Workflows
People Administration Allltems - inclsaitem L
Search User v W Tive Subject Body
Profile Information .
Personal . A nmarcanal Dear {recipient:name},
Action Plan Competency Edit Item
) Added Please be advised that the following Personal Competency has
Competencies Delete ftem e S
Certificates .
v View Item Competency: {competency:title}
History Awarded to: {source:name’}
Project Team Advanced * | Status: {competency:status}
Competencies —
Department Comments: {competency:comments}

Competencies

3)

BROWSE EDIT

HB Ho
D iy copy

Save  Cancel Paste

Commit Clipboard

People Administration
Search User
Profile Information
Action Plan
Competencies
Certificates
History

Project Team
Competencies

Department
Competencies

HR Administration
Organizations
Taxonomy Scales
Competencies
Competency Groups
Roles
Jobs
Job Families

Proiact Taame

Attach  Speling
File -

Actions | Spelling
Subject *

Body

Users

*MNotes (you can use the following constants in the body of the email)

Created at 2/2/ 11 PM by ] administrator

Last modified at 2/2/2016 3:11 PM by [ | administrator

Make the changes to the Message Template in the Edit form:

) SHARE Yy FOLLOW [,

| lﬁ. personal competency has been added

Dear {recipient:name},

Please be advised that the following Personal Competency has
been awarded:

Competency: {competency:title}
Awarded to: {source:name}

Status: {competency:status}
Comments: {competency:comments}
[# Employee

[# Manager

) People Administrators
I Others

{source:name} - to enter display name of user who's being tracked;
{recipientname} - to enter display name of recipient; {competency:title) -
to enter title of competency; {competency:status} - to enter status of
competency; {competency:comments} - to enter comments of
competency;

Save Cancel

— Subject - type the subject (the field is required);
— Body - describe the subject;
— Users — select users who will receive email notification. If you check 'Others’ option, a field

with people picker will appear to add users:
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Users #| Employee
I#| hManager
L CM Admin
| Others

& B3

4) Click Save button to save the changes OR Cancel button to discard the changes.

You will be redirected to the Message Templates list.

4.10.4 Delete Message Template

To remove the Message Template from the list, follow these steps:
1) Click the drop-down arrow against the Message Template name;
2) Choose Delete Item action from the action list:

BROWSE [TEMS LIST

E‘;} E /j Version History @D é_—\ @

€ SHARE ¥ FOLLC

Shared With
Mew View Edit Attach Alert Tags & Workflows Approve/Reject
Folder Item Item File Me - Motes
MNew Manage Actions  Share & Track Tags and Notes Workflows
People Administration Allltems == Find an item »
Search User v [UJ Title Subject Body
Profile Information
Personal wa— A narcanal Dear {recipient:name},
Action Plan Competency Edit Itemn
) Added Please be advised that the following Personal Competency has
Competencies Delete Item been awarded:
Certificates .
v View Item Competency: {competency:title}
History Awarded to: {source:name}
Project Team Advanced ' Status: {competency:status}
Competencies —
Department Comments: {competency:comments}

Competencies

3) The system will ask you to confirm the decision to remove this Message Template:
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=
Message from webpage —— ﬁ

-

:I Areyou sure you want to send the item(s) to the site Recycle Bin?

| ok || Concel

4) Click OK button to confirm the decision OR click Cancel button to discard the changes.
You will be redirected to the Message Template list, where the removed Message Template

will no longer be presented.

411 Personal Profiles

To access the Personal Profiles page, click the Personal Profiles link on the left side menu on the

Home page:

HR Administration
Organizations
Taxonomy Scales
Competencies
Competency Groups
Roles
Jobs
Job Families
Project Teams
Motifications
Email Templates
Personal Profiles

Relationships

The User is redirected to the Personal Profiles page where the Profiles of the employees are listed

by employee’s Title, User Name, and Organization:
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(#) Add New Personal Profile or edit this list

(ZMs365

Active  Deactivated Incomplete  «=- Find an item 0

W @J Picture Title User Mame Organization
ageucheva_a «s 0¥ w|belitgrouphageucheva_a CCM
Learner 1 wee 0 wW|exampletll CCM
Assistant 3 sas 0 W|examplelal CCM
Teacher 1 wee E0#W|exampleitl TW_org

The following views are available for this list:

BROWSE ITEMS LIsT

r/ Modify View . Current View: <_—\ (2} E-mail a Link Connect to Cutlook Import Profile Information
o
I:i] Create Column | Active - Alert Me - Export to Excel
View Create Tags & )
View Mavigate Up Default Motes RSS Feed @ Export Profile Information
View Format Manage Vi Active Tags and Notes Share 8 Track Connect & Export
o ) Public
People Administration
Deactivated
Search User
Incomplete

Profile Information @rAuavew Personal Profile or edit this list

Action Plan Active Deactivated Incomplete  «s Find an item 0
Competencies
. v EJJ Picture Title User Name Organization
Certificates
) ageucheva_a ws 0#Fwbelitgroup\ageucheva_a CCM

History

. Learner 1 we i0#w|examplelll CCM
Project Team l PIey
Competencies Assistant 3 we  i0#.wlexample\a3 CCM
Department Teacher 1 e i0#wexample\tl TW_org

Competencies

- Active — shows all profiles with “Active” status;

- Deactivated - shows all profiles with “Deactivated” status. These users are not shown anywhere

except the Profile List page and can be searched and shown for administrator using Advanced

Search;

- Incomplete — shows all profiles with “Incomplete” status. This status can be set manually by

Administrator or automatically assigned after synchronizing profiles if some item (Job, Role,

Competency) specified in the profile has several items with duplicating names.

NOTE: On newly created sites, Metadata Navigation and Filtering feature is activated by default,

which allows adding a large number of users in Employees group and avoid threshold
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limit excess error (when there are more users then set for List View Threshold) on
Personal Profiles list after all Personal Profiles have been created. You can use User Key

Filter on Personal Profiles list to filter necessary information:

Key Filters

Apply Clear

User Mame

& B3

More filters can be added in the List Settings > Metadata navigation settings > Configure
Key Filters. Do not forget to check whether new Key Filters have been added to the
Indexed Columns. If not, you should index new Key Filters manually. To do this, go to List
Settings > Indexed columns > Create a new index > select needed column and click
Create button.

4111 View Employee’s Profile

To see the employee’s Profile details, the User follows the steps below:
1) Select the employee’s Profile from the Personal Profiles list;

2) From the ribbon menu Items or drop-down actions choose View Item:

BROWSE ITEMS LIST

EIL Version -Il'stu: y L':_:E: WB é_— @

Shared With
Mew  Mew Wiew Edit Synchronize user Attach Alert Tags & Woarkflows Approve/Reject
Item ~ Folder [tem [tem x Deleta [tem profile File Me - Motes
New Manage Actions Share & Track Tags and MNotes ‘Workflows
People Administration (® Add New Personal Profile or edit this list
Search User Active Deactivated Incomplete  »es Find an item o
Profile Information _
. v EJJ Picture Title User Mame Organization
Action Plan
Competencies ageucheva_a .1_ e geucheva . CCM
perEne - Edit Item
Certificates Learner 1 e CCM
History Assistant 3 . Delete Item CCM
Proiect Team Teacher 1 .. |View Item TW_arg
Competencies
Advanced »

Department
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3) The View form will open with the employee Personal Profile details:

User Mame 0% wlbelitgroup\ageucheva_a
Title ageucheva_a
First Name Anna

Middle Name

Last Name Ageucheva
Organization ccm
Department Sales
Picture

Suffix

Status

Gender Fernale
Jobs Starcups IT Support Manager
Manager

HR. Respensible

Employment Start Date 1/12/2016
Employment Type Full time

Terminated On
Birth Date
Work Phone
Home Phone
Fax

E-rmail

Address

City
State/Province
ZIP/Postal code

Profile Status Active

6 6:35 PM by System Account Close
3/10/2016 3:06 PM by ageucheva_a

4) Click Close button to return to the Personal Profiles page.

41.2 View Employee’s Profile from User Search page

You can also view the employee Personal Profile details from the User Search page. To do it, follow
these steps:
1) Open the User Search page (see Chapter 7.1 Search User for guidance);

2) Select the employee from the search results list (see Chapter 6.1.1 Selected User’s details for
guidance);
3) Click on the Name in the search results list;
OR
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4) Select the Name in the Search result to place it in the selected user box. Under the People
Administration section choose Profile Information menu;

You will be redirected to the selected employee’s Personal Profile page:

@U\ﬂ%@i Personal Prof

les: Hank Moody

People Administration

User Mame i20% wlexample\l1
Search User ]

Title Hank Moody
Profile Information

First Mame Hank
Action Plan

_ Middle Mame
Competencies
Last Mame Moody

Certificates
History Organization ccM

5) Click Close button to return to the Search User page.

411.3 Create Employee’s Profile

To create the personal Profile for the employee, the User follows the steps bellow:

1) Click Add New Personal Profile button @ ;
OR

2) On the ribbon go to Items > New Item and choose New Item from the drop-down:

BROWSE ITEMS LIST

fers istory By
|:| Version History L]:.:,'r
= =

Shared With
= MNew View Edit Synchronize user  Attach Alart Tags & Workflows Approve/Reject
Item ~ Folder Ttem Ttem Dielets [em profile File Me - Motes
. New tem Enage Actions Share & Track | Tags and Motes Workflows
[—1)
=i Add a new item to this list.

People Administration (# Add New Personal Profile|or edit this list

Search User

Active  Deactivated Incomplete =« Find an item o
Profile Information
. v @J Picture Title User Mame Organization
Action Plan
. ageucheva_a «eo 0Fw|belitgrouphageucheva_a CCM
Competencies geuc - | grouprag -

The Personal Profiles — New Item form opens that prompts the User to select the User Name of an
employee for whom the Personal Profile is being created:
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BROWSE  EDIT € SHARE
E ey, X, Cut @B ABC
D E Copy ¢
Save  Cancel Paste Atl;t_.lach Spelling
e -
Cormmit Clipboard Actions | Spelling
People Administration . =
User Name ~ Cheech Marin: & EE
Search User
Profile Information
Mext Cance!

Action Plan

3) Enter the user name of an employee or pick the user name from the list of employees with
the help of user picker by clicking on the Browse icon E=;
4) Click Next button to go to the rest of the New Item form or click Cancel button to discard

the process;
5) Fill in the opened form:
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OneFremises

User Mame * i:0# wlexample\learner 1
Title 0 John smith
First Name * ‘ John |
Middle Mame ‘ |
Last Name * ‘ Smith |
2rganization *
Department
Picture (i ]
Prefix
Status
Gender
Jobs * Starcups IT Support Manager:
EXEE

Manager ageucheva a: & EE
HR Responsible

Enter users separated with semicolons. au‘ [j
Employment Start Date ‘ 3/10/2016 ‘ ]
Employment Type
Terminated On ‘ ‘ E|
Birth Date ‘ ‘ 5
Waork Phone ‘ |
Home Phone ‘ |
Fax ‘ |
E-mail 6 a@a.com
Address ‘ |
city | |
State/Province ‘ |
ZIP/Postal code ‘ |
Profile Status *

Sawve Cance
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- Title field is filled in based on the employee’s name entered in the previous step;
- User Name is filled in automatically by the system as SharePoint Profile property. It is NOT
editable.

5) Click Save button to create a Profile for the employee or click Cancel button to discard the

process.

NOTE: After you create a new User Profile, user permissions are changed. A warning message is

displayed notifying about the changes in the employee hierarchy:

(JIMS5 M host

On-Pramises

People Administration /A Information @ Employee hierarchy was changed. I you want to ensure that permissions are delegated correctly click here.

Search User

Profile Information

Welcome to Competencies & Certifications Module host!

History

Permissions are updated by the ELEARNINGFORCE - CCM: Permissions Sync Job. It is
possible to start the job immediately by clicking the link in the message, or wait until the

permissions are updated during the next scheduled start of the job.

414 Create Employee’s Profile from User Search page

The User can also create a new Profile for an employee from the User Search page.

1) Open the User Search page (see Chapter 6.1 Search User for guidance);

2) Click onthe ¥ to the left of the user Name to open the Personal Profiles — New Item form.

41.5 Export Profile Information

Global Administrator and People Administrator can export profile information to .csv file.

To export profile information, perform the following actions:

1. Go to Settings > Profiles;

2. Go to List in the ribbon menu and click Export Profile Information:
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OneFremises

BROWSE ITEMS LIST
|_7- Modify View , Current View: <_—\ e .
., S & Te | [
] Create Column | Active - H - =
View Create Tags & E-maila Alert RSS Connect to Export to |Export Profile| Import Profile
View Mavigate Up Current Page Motes Link Me+  Feed Qutlook cel | Information | Information
View Format Manage Views Tags and Notes Share & Track Connect & Export

People Administration

(¥) Add New Personal Profile or edit this list

Search User

Active  Deactivated  Incomplete == |F'n:|an item ,0|
Profile Information
) v @J Picture Title User Mame Organization
Action Plan
ageucheva_a e EDEWbelitgrouptageucheva_a CCM

Competencies

3. Select options for the exported file:

(JLMS365

On-Premisas

People Administration Separator
Search User EI
Profile Information
Properties

Action Plan [ select or deselect all items

Competencies |# First Name
¥l Middle Name

[# Last Name

Certificates

History

Project Team ¥ Organization

Competencies #| Department

Department 1#| Picture
Competencies ¥ Prafix
HR Administration ¥ Status

Organizations 1#| Profile Status

Taxonomy Scales ¥ Gender
. d]
Competencies ¢l Jobs
¥l Manager

Competency Groups
#| HR Responsible

Roles

[#] Employment Start Date
Jobs ¥l Employment Type
Job Families

Project Teams
Notifications

Email Templates

|#| Terminated On
|#I Birth Date
#l Work Phone

#l Home Phone

) vl
Personal Profiles | Fax
) ) 1#| E-mail
Relationships
1l Address
Announcements .
¥l City

Surveys
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- Separator — select from the drop-down which character will be used as separator;
- Properties — select fields to be exported.

Click OK to save the file on your local computer. Information from all User Profiles will be exported
to .csv file.

4711.6 Import Data from .csv file

It is possible to import data from .csv file for the following Lists: Profiles, Roles, Taxonomy Scale,
Behavioral Indicator, Competency, Competency Group. The process of importing Profile
Information is described below.

Import Profile Information is designed for filling user profile information and can be used for bulk

import of profiles. To import profile information, do the following actions:

1) Enter the necessary list and click the Import Profile Information button in the List in the
ribbon menu:

BROWSE ITEMS LIST

r/ Modify View , Current View: <_—\ ~
: — N I ¥4 T
] Create Column | Active - u -
View Create Tags & E-maila Alert RSS Connect to Export to Export Profile [Import Profile
WView Mavigate Up Current Page Motes Link Me+  Feed Qutlook el Information | Information
View Format Manage Views Tags and Notes Share & Track Connect & Export
People Administration (® Add New Personal Profile or edit this list
Search User Active  Deactivated Incomplete == Find an item o
Profile Information A
) v L”J Picture Title User Mame Organization
Action Plan
chew: wee 0w Del a 3_a
Competencies ageucheva_a 1:0# wlbelitgrouptageucheva_a CCM

2) Select a .csv file from your computer for upload:

@LM5365 Personal Profiles - List Settings - Import Profile Information o
People Administration import Profiles o L . Browse to the .csv file you intend to import
Search User \m:o't.o’ofllsz from a CSV file. In)p(ortant: sV

Choose File | No file chosen

header row | required
Prafile Information Plea:
Sample Import File.csv
Action Plan

Competencies
Certificates oK Cancel
History

NOTE: The uploaded file should contain header row and all required columns. You can use the

sample file a starting point for creation of your own set of data.
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Required columns can be set in Profiles List > List Settings:

Columns

A column stores information about each item in the list. The following columns are currently available in this list

Column [click to edit) Type Required

First Name Single line of text v

Middle Mame Single line of text

Last Mame Single line of text v
Organization v

Organization Organization v

Department Choice

Prefix Choice

Status Chaice

Profile Status Choice v

Gender Chaice

Jobs Job v

Manager Employee

HR Responsible Employees

Employment Start Date Date and Time

All required columns are marked in the ‘Required’ column. To set a column as
required/not required, click on the name of the needed column and select the needed

option in the Additional Column Settings section:

Additienal Column Settings Description:

Specify detailed options for the type of
information you selected.

Require that this column contains information:

@ Yes @ Mo

Enforce unique values:
O Yes @ Mo

Maximum number of characters:
255

Default value:
@ Text © Calculated Value
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NOTE: Make sure that user you want to upload is added to Employees or Managers group in

CCM.

3) Click OK to confirm import. The imported profiles will be added to the Profiles list:

BROWSE ITEMS LIST

r/ Modify View » Current View: <_— e . IJIn—|
: — N ¥4
m Create Column | Active - u - L
View Create Tags & E-maila Alert R55 Connect to Exgnrt to Export Profile Import Profile
View Mavigate Up Current Page Motes Link Me - Feed Outlook vcel  Information  Information
View Format Manage Views Tags and Motes Share & Track Connect & Export
People Administration (¥) Add New Personal Profile or edit this list
Search User Active Deactivated  Incomplete == Find an item o
Profile Information A
) v llﬂ Picture Title User Name Organization
Action Plan
; ageucheva_a wes 0% wlbelitgroupt\ageucheva_a CCM
Competencies \ qeucheva. vbelitgroup'ag o
John Smith wee D#Fwlexamplellearner 1

If SharePoint User profile service is activated on a certain web application then fields Title, Email
and Pictures are marked as related to the SharePoint profile entry. It means values for these fields
will be taken from the SharePoint User Profile. If your import file contains values for these fields,

the profile will be uploaded but values for these fields will be taken from SharePoint User Profile

and you will receive a warning message:

Personal Profiles » List Settings - Import Profile Information o

Import errors o
Review import errors

Import completed with errors. . . . :
Column "User Mame First Name Last Mame Middle Mame Title Suffix Status Gender Employment Type
Employment Start Date Terminated On Birth Date Organization Manager Jobs Profile Status' cannot be
found in user list,

OK

If SharePoint User profile service is not activated then fields Title, Email and Pictures will be

uploaded from the import file.

NOTE: If import file contains data for several profiles and there is some incorrect value in a
certain profile, then correct profiles will be uploaded. Profile with incorrect data will be not

uploaded and error will be displayed at the end of action.
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4117 Security Settings

Permissions to view and edit profile fields are set in the Security column settings section.

To change these permissions, go to Profiles List > List Settings > Column security settings:

@LM%@Q Personal Profiles - List Settings » Security column settings

People Administration Column Settings o

“Self-managed” specfies wt Project allow
Search User Self-managed” specifies whethe Team Manager Owner Everyone
n change the values for Leader edit
Profile Information this field in their user profile,

. Administrator can edit any field Select or deselect all o = o o =
Action Plan value for any user within Title o (m] = I 0
Competencies organization. First Name o ] [« o ]
Certificates for" specifies the Middle Name u d 7] o o

. you want applied Last Name (] o || (] (]
History Organization (] (]} (] ] (]
Project Team Department (] ()] ) (] O
Competencies Picture (] @ ] =] o
Department Prefix (] (] ] (] (]
Competencies Status (] (] =] ()] ()]
HR Administration profile status - - - g U
Gender (] O | (] O
Organizations Jobs =1 = @ a =)
Taxonomy Scales Manager [} (] T4} (W] ()]
. HR Responsible (] o 7] (] (]
Competencies
Employment Start Date (] 0 ] (] (m]
Competency Groups Employment Type =] a & =] =
Roles Terminated On (] o =] (] o
Birth Date (] O ¥ (] O
Jobs
Work Phone (] 0 ] (] ()]
Job Families Home Phone =] =] 7 = =
Project Teams Fax ] o =] (] ]
E-mail (] O ] (] O
Natifications Address - o - o -
Email Templates City o o =) o =)
Personal Profiles State/Province ] ] 5] ] D]
ZIP/Postal code (] (] ) (] O
Relationships
Announcements
Surveys OK Cancel

— Zone 1 allows setting permission to view profile field by role;
— Zone 2 allows setting permission to edit profile filed. If field edit is allowed and user's role

has permission to view this field - user can edit the field.

Change the settings as needed and click OK to save changes or Cancel to discard changes.
4.11.8 Edit Employee’s Profile

To modify the information in the employee’s Personal Profile, following these steps:
1) Select the employee’s Profile from the Personal Profiles list;
2) Click Edit Item from the Items on the ribbon;

OR
3) Click on the actions drop-down arrow next to the employee’s Title;

4) Choose View Iltem from the actions list:
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CreFremises
BROWSE ITEMS LsT
= = Wersion History
E EC. = @D 0: C)J
= = A Shared With
Mew Mew View Edit Attach Alert Tags & Workflows Approve/Reject
em ~ Folder Ttem Item )( Delete Item File Me - Motes
New Manage Actions  Share & Track Tags and Notes Workflows
People Administration (® Add New Personal Profile or edit this list
Search User Active Deactivated Incomplete === Find an item o
Profile Information
i v [']J Picture Title User Mame Organization
Action Plan
. 1 ,ﬂ ageucheva_a «sa 02w|belitgrouphageucheva_ a CCM
Competencies I
B v ' Edit [tem
Certificates
History Delete Item
Learner 1 CCM
Project Team View Item
Competencies Learner 2 CCM
Department Learner 3 ... Advanced i’ CCM

The Personal Profile — Edit form opens:
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@ This field is related to SharePoint profile property. Go to sharepoint user profile to edit it.

User Mame * 0 wlexampleitl
Title @ teacher1
First Mame * Teacher
Middle Name
Last Mame * 1
Organization * TWorg ¥
Department Sales v
Picture (i )
Prefix v
Status v
Gender v
Jobs * Accountant;
S EE

Manager ageucheva a & EE
HR Responsible

Enter users separated with semicolons, 5‘« [j
Employment Start Date 3/10/2016 a1
Employment Type Full time ~

5) Make the changes to the personal data of the employee in the Edit form;
6) Click Save button to save the changes or click Cancel button to discard the process.

NOTE: After you edit a User Profile, user permissions are changed. A warning message is

displayed notifying about the changes in the employee hierarchy:

(JIMS365 M host

On-Premises

People Administration /\ Information @ Employee hierarchy was changed. If you want to ensure that permissions are delegated correctly click here.

Search User

Profile Information

Welcome to Competencies & Certifications Module host!

History
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Permissions are updated by the ELEARNINGFORCE - CCM: Permissions Sync Job. It is
possible to start the job immediately by clicking the link in the message, or wait until the

permissions are updated during the next scheduled start of the job.

4119 Delete Employee's Profile

To delete the employee’s Personal Profile, the User goes through the following steps:
1) Select the employee’s Profile from the Personal Profiles list;
2) Click Delete Item from the Items on the ribbon;

OR
3) Click on the callout menu next to the employee’s name;

4) Choose Delete Item from the actions list:

BROWSE ITEMS LIST

|£| E‘tl : ﬁ VE[E on History @B @

Shared With
MNew Mew View Edit Attach Alert Tags & ‘Workflows Approve/Reject
Item ~ Folder Item Item _);;" Delata [tsm File Mg - Motes
New Manage Actions  Share & Track  Tags and Notes Workflows
People Administration (3 Add New Personal Profile or edit this list
Search User Active Deactivated Incomplete s Find an item j ol
Profile Information )
. v lL_IJ Picture Title User Name Crganization
Action Plan
. ageucheva_a we #EwW|belitgrouphageucheva_a CCM
Competencies g - | grouprag -
Certificates Learner 1 wen  D#FwW|exampley|l CCM
H|'s1;c|r}f LEanﬂler 2 e bt el nnaemlan b CCM
) ] Edit Item
Project Team Learner 3 o cCM
Competencies
P Learner 10 . Delete ltem CCM
Department . .
Competencies Assistant 3 -4 View Item LM
HR Administration Advanced >

Organizations

The system displays the message asking to confirm the decision to remove the Profile:
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i Message from webpage ﬁw

:I Areyou sure you want to send the item(s) to the site Recycle Bin?

| ok || concel

5) Confirm the decision to delete the Personal Profile of an employee by clicking OK button or

discard the process by clicking Cancel button.

NOTE: After you delete a User Profile, user permissions are changed. A warning message is

displayed notifying about the changes in the employee hierarchy:

(VS5 M host

On-Premises

People Administration /A Information @ Employee hierarchy was changed. If you want to ensure that permissions are delegated correctly click here.
Search User

Profile Information

Welcome to Competencies & Certifications Module host!

History

Permissions are updated by the ELEARNINGFORCE - CCM: Permissions Sync Job. It is
possible to start the job immediately by clicking the link in the message, or wait until the

permissions are updated during the next scheduled start of the job.

4.11.9.1 Delete Employee’s Profile from User Search page

To remove the Personal Profile of the employee, follow these steps:

1) Open the employee’s Personal Profile page (refer to the View Employee's Profile section for

guidance);

2) From the ribbon menu View choose Delete Item:
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CreFremises
BROWSE VIEW

t—\ Version Histony Alert Me

E L

= 8% shared With & Workflows

Edit

fem | 2 Delete tem

Manage Actions
Feople Administration )
P User Name 0% wexampley|1

Search User )
Title Hank Moaody

4.12 Relationships

This section allows setting relationships between users. To access the Relationships page, click the
Personal Relationships link on the left side menu on the Home page:

HR Administration
Organizations
Taxonomy Scales
Competencies
Competency Groups
Roles
Jobs
Job Families
Project Teams
Motifications
Email Templates
Personal Profile
Relationships

Announcements

The User is redirected to the Relationships page where the list of Relationships is displayed:
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Q/L“ﬂ.sééi Relationships

People Administration (® Add New Relationship or edit this list

Search User All Items === Find an item L
Profile Information

) v Edit Managers Employees
Action Plan

Hank Moody Harvey Spector

Competencies
Learner 10

Certificates
. Teacher 1 Hank Moody
History

Managers in this list are Additional Line Managers who have the same permissions as managers set
in user's personal profile but are not displayed in Organization Hierarchy web-part. Information

about Relationships is used in Dashboard solution as well.

NOTE: After changes to Relationships items a warning message is displayed about changes in

the employee hierarchy:

C Search this site 0
VI LMS365 - -

avene  Relationships

People Administration /N Information @ Employee hierarchy was changed. If you want to ensure that permissions are delegated

Search User correctly click here.

Profile Information

(® Add New Relationship or edit this list

Action Plan

Competencies All Ttems  »s= Find an item yol

Certificates v Edit Managers Employees

History

g Hank Moaody Harvey Spector

Project Team Learnar 10.
Competencies IRIARD
Department Teacher 1 Hank Moady

Competencies

Permissions are updated by the ELEARNINGFORCE - CCM: Permissions Sync Job. It is
possible to start the job immediately by clicking the link in the message, or wait until the
permissions are updated during the next scheduled start of the job.

4.12.1 Viewing Relationships

To view a relationship, do the following:
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OneFremises

1. Select the check box next to the relation you want to view;

2. Click the View Item icon in the Items tab:

BROWSE J I[TEMS LI5T

Version Histony
© 5 ¢ @

Shared With

i
i
T

Mew Mew Wiew Edit Attach Alert Tags & Workflows
Item ~ Folder [tem [tem x Delata [tam File e - Motes
Mew \ Manage Actions  Share & Track Tags and Notes Vo
People Administration (® Add New Relationship or edit this list
Search User AMMjems  =e Find an item b

Profile Information
) Edit Managers Employees
Action Plan

2 Hank Moody | Learner 10.
Harvey Spector

Competencies

Certificates
E2 Teacher 1 Hank Moody

4.12.2 Creating Relationships

To create a new Relationship, do the following:

1. Click the New item button on the Items tab or click Add New Relationship button @ above
the list of existing relationships:

BROWSE [TEMS LIST

“ersion History

i

Shared With
Mew Mew View Edit Aftach Alert Tags & Workflows
Itemn ~ Folder ftem Item Delete tem File he - Motes
. Mew Item Bnage Actions  Share & Track | Tags and Motes Vo
=i Add a new itern to this list.
People Admimistration (-|:-) Add New Relatio nship or edit this list
Search User All Ttems === Find an item jo
Profile Information
) W Edit Managers Employees
Action Plan
. Hank Moody Learner 10.
Competencies = ¥
Harvey spector
Certificates
= Teacher 1 Hank Moody

2. Fill in the opened form as described below:
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BROWSE EDIT

o, Cut ABC
E a D Epy copy ‘/

Save  Cancel Paste Spelling
Cormmit Clipboard Spelling
People Administration Managers * Hank Moody x
nank Moody

Search User

L Employzes * Learner 1x Learner 2x
Profile Information

Action Plan Add users to related groups ¥

Competencies
Save Cancel

rartificratac

- Managers - specify managers for the relationship. Users will become Additional Line
Managers for selected employees and will be granted corresponding permissions described
in Permissions section.

- Employees — specify employees for the relationship.

- Add users to related groups — enable option to add selected users to Employees group

automatically.

3. Click Save to create a relationship. Click Cancel to discard the changes.

4.12.3 Editing Relationships

To edit a Relationship click Edit item ( @) icon against the Relationship you want to edit, or select
the check box next to the relation you want to edit and click the View Item icon in the Items tab.

Modify the Relation in the open form:

BROWSE EDIT

oy O Cut ABC
E a D B Copy x ./

Save  Cancel Paste Delete  Spelling
Ttem -
Commit {lipboard Actions | Spelling
People Administration Managers * Hank Moody x

Search User .
Employees Harvey Spector x Learner 10. x

Profile Information
Add users to related groups |«

Action Plan
i Cr 3/10/2016 5:04 PM by & "
Competencies Created at 3/10/2016 5:04 PM byl ageucheva_a Save Cance
Last modified at 3/10/2016 5:13 PM by [ ] ageucheva_a
Certificates B : J -
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Click Save to save changes. Click Cancel to discard the changes.

4.12.4 Deleting Relationships

To delete an item select the check box next to the relation you want to edit and click the Delete
Item icon in the Items tab:

BROWSE J [TEMS

LIST
- - Wersion Histony LJ_\ t
= E |"-'_5"| E ,‘ } \ z
= = T Shared With
Mew Mew Wiew Edit Aftach Alert Tags & Workflows
Item ~ Folder Item [tem }( Deleta [fam File e - Motes
Mew kanage h Actions  Share & Track Tags and Motes Wo

People Administration

Add New Relationship or edit this list

Search User

All Thems === Find an item 0
Profile Information
] Edit Managers Employees
Action Plan
. 2 Hank Moody | Learner 10.
Competencies
Harvey Spector
Certificates

B2 Teacher 1 Hank Moody

The system will ask you to confirm the decision to delete the selected Relationship:

ra

Message from webpage

==

| Areyou sure you want to send the item(s) to the site Recycle Bin?

| ok || Cancel

Click OK button to confirm the decision OR click Cancel button to discard the changes.

You will be redirected to the Relationships list, where the removed item will no longer be
presented.
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5 SHAREPOINT CCM ATTACHMENTS
MANAGEMENT

The Attachments are stored and managed in the standard SharePoint Document Libraries. The files
in the SharePoint CCM are handled in the Attachment lists. Global Administrator has the full
administrative control to create, modify and delete Attachments from Attachments list on the
enterprise level (for instance, Attachments within Competency Framework). Attachments within
each Organization and Project Team will be handled by People Administrator and Project Team

Leader respectively based on their security permissions.

The user can follow either one of the options described below:

1) To access the Document Library from the Settings click Site Contents to view the full list of

N -

Shared with...

Document Libraries:

Edit page

Add an app

Site contents
Change the look
Site settings
Profiles
Organizations
View History
Project Teams
Notifications

Surveys

a. Click on the name of the Document Library you want to open:
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OneFremises

Site Contents

Lists, Libraries, and other Apps & SITE WORKFLOWS £ SETTINGS

Action Plan Announcements
12 items 0 items

add an app Madified 2 days ago Medified 4 months ago

Certificate Templates Certificates Competencies

2 items 4 itemns 60 iterns

Modified 4 months ago Meodified 3 days ago Modified 3 days ago

N

Competency Groups Document Library Email Templates

3 items 2 items
Modified 3 months ago . Maodified 4 months ago

12 items
Medified 4 months ago

b. The selected Document Library’s page will open with all the documents listed in it:

Certificate Templates o

(-I:-) New 1 upload W

All Certificates Templates  Explorer View  Selected Pictures  »e» Find a file 0
v D MName Template Mame Validity Period
| Certificate_Template.png Certificate

Golden-frame-certificate-templatejpg  Certificate

Ir

2) The second option is to select the Document Library from the Libraries in the left side menu

on the Home page:
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HR Administration
Crganizations
Taxonomy Scales
Competencies
Competency Groups
Roles
Jobs
Job Families
Teams
Motifications
Email Templates
Certificate Templates ‘{b

Announcements

Note that in this list will be displayed only those Document Libraries that were set to be displayed
on the Quick Launch. To view all Document Libraries, please, refer to the first option described in
this section.

NOTE: It is assumed that the Document has been created as it is a standard SharePoint

functionality.

5.1 Add Attachment

To add new document to the Document Library is a standard SharePoint functionality. To do so,
follow the steps below:

1) To open Upload Document form use either one of the options below:

a. From the Document Library’s list click New button (-D;
OR

b. On the ribbon click New Document:
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BROWSE FILES LIBRARY
f 1\? Check Out Version History
Check In Shared With
Mew Upload Mew Edit Wiew Edit Share  Alert  Follow
Document - | Document  Folder  Document Discard Check Oyt Froperties Properties Delete Document Mg -
Mew Open & Check Out Manage Share & Track
People Administration @ New 1 upload 2 sync v
Search User -
- All Documents  =»» Find a file o
Profile Information
v D Name Maodified Maodified By

Action Plan

Competencies ,
P Drag files here to upload

Certificates

2) Find the document you want to add to the Document Library:

Add a document

Choose a file || Browse...

Upload files using Windows Explorer instead

bl Add as a new version to existing files

Yersion Comments

OK Cancel

3) Click OK button to upload the selected document or click Cancel to discard the process.
You will be redirected back to the list with all documents in the Document Library where

newly added document’s Name, Modified date and Modified By is displayed.

511 Edit Attachment'’s Properties

To edit the properties of the document in the Document Library is a standard SharePoint
functionality. To do so, follow the steps below:
1) To open Edit form use either one of the options below:

a. Select the name of the attachment in the list and go to Files tab;
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b. Click Edit Properties on the ribbon:
BRIOWSE FILE LIBRARY
Check Out - - [al Version History
g 0M PR B | B e, @ 2 ¥k
A Check In = #~ | &% shared With -
Pew Upload Mew Edit View Edit Share  Alert  Follow
Document » Document Folder  Document Discard Check Oyt Properties | Properties )( Delete Dooument e -
MNew Open & Check Out Manage Share 8 Track
Perle Adminiﬂrat[ol" @ Mew 1 Up|Dad s S}.-nc '} SharE Miore
Search User
; All Documents  ==» Find a file o
Profile Information
. v . Jodifis Vodified By
Action Plan O Name Medified Modified By
Competencies v Tutorial 2 =sa A few seconds ago ageucheva_a

2) Make the necessary changes to the attachment’s properties (Name, Title, Created and

Modified dates as well as the user name of the person who created and last modified the

attachment):

BROWSE

H B

Save

EDIT
sy K, Cut
D Eg copy

Cancel Paste

Commit Clipboard

People Administration
Search User
Profile Information
Action Plan
Competencies

Certificates

X

Delete
Ttem
Actions
MName * Tutorial .docx
Title Software tutorial
Version: 1.0
e e e Save Cancel

Created at 3/10/2016 5:36 PM by[ | ageucheva_a

Last modified at 3/10/2016 5:36 PM by [ ageucheva_a

3) Click Save button to save the changes or click Cancel button to discard the process.

Note, please, that from the Edit form the user can also delete the attachment. Please, refer to the

section Delete Attachment for more details.

5.1.2 View Attachment's Properties

To view the properties of the document in the Document Library is a standard SharePoint
functionality. To do so, follow the steps below:
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1) To open View form use either one of the options below, select the name of the attachment
in the list and go to Files > View Properties from the ribbon:

BROWSE FILES LIBRARY
1. [ﬁ Check Out = = a Version History s )
1 0 L2 == Q 2 5%
A Check In = #- &% shared With 8
Mew Upload MNew Edit View Edit Share  Alert  Follow
Document » Document Folder  Document Discard Check Out || Properties |Properties x Delete Doourment e -
Mew Open & Check Out Manage Share & Track
Perle Administl'at[or G—) Mew I Uphjad s S}"r'lc '-:] Share Miore
Search User ~
: All Documents  ==» Find a file o
Profile Information
. o - L/ ifie ifie »
Action Plan O Name Modified Modified By
Competencies o Tutorial 2t ass A few seconds ago ageucheva_a

The View form will display the detailed information about the attachment, including Name, Title,

Created and Last Modified dates as well as the user name who uploaded the attachment and last
modified it:

BROWSE VIEW

I:—‘ a Version History D Alert Me
= 3
=482 shared witn B

Q_ﬂ Manage Copies

Edit Check
Hem O Delete [em Out @& workflows

Manage Actions
People Administration )

Mame Tutorial.docx
Search User
_ _ Title Software tutorial
Profile Information
) Version: 2.0 Close
Action Plan Created at 3/10/2016 %:36 PM by [ ageucheva a
Competencies Last modified at 3/10/2016 5:39 PM by[] ageucheva_a

2) Click Close button to return to the Document Library's list with all attachments.

Note please, that in the View form user has an option to edit attachment’s properties and

delete the attachment. Please, refer to the section Edit Attachment's properties and section
Delete Attachment respectively for more information on these functionalities.

NOTE: To view the Attachment's content is the standard SharePoint functionality and is not
described in this User Guide.
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5.1.3 Delete Attachment

To remove the attachment from the Document Library is a standard SharePoint functionality. To do
so, follow the steps below:

1) From the drop-down action list next to the attachment’s name click Delete;

OR
2) Select the name of the attachment in the list and go to Library Tools > Documents >Delete
Document from the ribbon:
BROWSE | FILE LIBRARY
|__" Check Out - - a'l Version Histary s
O M P B B QL2 Y% 3
A Check In =/ #~ &% shared With
[Mew Upload MNew Edit View Edit Share  Alet Follow Download a
Document ~ Document Folder  Document Discard Check Out |~ Properties Properties he Copy
New Open & Check Out Manage Share & Track Copies
People Administration (—I:-) New 1 upload s Sync J share Mare w
Search User 1
All Documents  ==- Find a _Utcri3|,d'3[f‘{ X
Profile Information 1
Action Plan v [ Mame t Changed by you on 3/10/2016 5:39 PM
Competencies Tutorial # ss« »*  Shared with (| Teacher 1, [ Learner 10.,
| John Smith, and 6 more
Certificates -
Irag files P . , K
History http://srv-fel-sp2013/course/soft/Dacu
Project Team
Competencies OPEN  SHARE  FOLLOW  -=
Open in Word
Department 1
Competencies
P Download
HR Administration
o Share
Organizations
Taxonomy Scales Rename

Competencies

Competency Groups

Copy
Roles

Version History
Jobs ‘
Job Families Properties

Project Teams Advanced 4

Motifications

3) The system asks the user to confirm the decision to permanently remove the selected

attachment:
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i Message from webpage MW

| Are you sure you want to send the item(s) to the site Recycle Bin?

| ok || cancel

4) The user clicks OK button to confirm the decision or Cancel button to discard the process.

The user is redirected back to the Document Library list where the removed attachment is no

longer displayed.
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6 PEOPLE ADMINISTRATION

The Employee Record Keeping is the oldest and most basic human resources function. It involves
recording, maintaining and retrieving the information related to employees for various
organizational needs. Global Administrator has the full administrative control to define the User
Profile structure, including the option to allow Employees to self-manage some of their Profiles’
properties such as change of contact information or address. Global Administrator has full
administrative control to manage Employees Profiles. People Administrator has the ability to
search for and view Employee Profiles of his Organization. Project Team Leader has the ability to
search and view Employee Profiles of his Project Team members.

The Training & Development function ensures that the employees have the necessary skills and
knowledge to perform their jobs effectively. The managers are able to design flexible training
programs based on individual needs of each employee. It includes Certification Framework and
Competency Competencies to assist manager in the Competencies of employees’ proficiency
levels. The Training & Development function provides the means of assuring that employees are

capable of performing their jobs at acceptable levels.

6.1 Search User

In this section you can search users with the help of simple/advanced search. Once user is selected,
the menu items 'Profile Info', 'Action Plan, '‘Competencies’, 'Certificates’, 'History" are filtered to this
user.

When search is cleared, the mentioned menu items show information for current user, i.e. for user
that you're logged under. To go to the Search User page, in the Quick Launch menu from People

Administration section choose Search User:

People Administration
Search User {T)
Profile Information
Action Plan
Competencies
Certificates

History

From the Search User page the User can find the employees via entering the user name or partial
user name into the search box. The search result includes User Name, Jobs, email and Project

Teams:

@
& ELEARNINGFORCE




(ZMs365

Q/ Search this site o]
On I-’-'e"lr:es Sea r(_ h U Ser @
P le Administrati
ople Administration User £ show Advanced Search
Search User
. . . Mame obs E-mai Project Teams
Profile Information
) 9 administrator
Action Plan
Competencies administrator PowerObjects
Starcups Team
Certificates
Team Subaru Canada
History

ageucheva_a Starcups IT Support Manager a.ageucheva@belitsoft.com PowerObjects
Project Team

. Starcups Team
Competencies cup

Team Subaru Canada

Department

Competencies Hank Moody Starcups Barista milevsky_a@belitsoft.com Starcups Team
HR Administration Harvey Spector Starcups IT Support Manager mail@mail.vom Starcups Team

Organizations % IRIANN akoshkina@belitsoftby

Taxonomy Scales Learner 10. mail@mail.vom

Competencies Teacher 1 Accountant n.bogdan@belitsoft.by

— The (¥) icon appears next to the name of the user when there is no Employee profile
created for him. Click this icon to create an Employee Profile for the selected user.

— Click on the Name to select the user and place the name in the Selected User box on the
right of the Search field.

— Click on the Job to view the Job's detailed information (see Chapter 4.6.4 View Job's details

for guidance).

— Click the email address to send an email to the selected user.

6.1.1 View Selected User's details

Once you have selected the user name, you will be redirected to this employee profile information:

- Profile Information — takes the User to the Profile page of the selected employee;

- Action Plan — takes the User to selected employee’s Action Plan page;

- Competencies - takes the User to selected employee’s Personal Competencies page;

- Certificates — takes the User to the selected employee’s Personal Certifications page;

- History — takes the User to the selected profile's history page;

- Project Team Competencies — takes the user to selected profile’s project team
competencies page;

- Department Competencies - takes the user to selected profile’s department competencies
page:
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OnePremises
BROWSE WIEW
t—\ Version Histony Alert Me
= 8% hared With & Workflows
Edit
fem X Delete Item
Manage Actions
People Administration .
P Uszar Name 0% wlexamplell2
Search User _
Title Harvey Spector
Profile Information _
First Mame Harvey
Action Plan
_ Middle MName
Competencies
Last Mame Spector
Certificates
History QOrganization CCM
Project Team Department
Competencies Bicture
Departmer"t. Prefix
Competencies
HR Administration Status
Organizations Gender
Taxonomy Scales Jobs Starcups IT Support Manager
Competencies Manager Anastasiya Koshkina

6.1.2 Advanced Search

To do the Advanced Search, the User clicks on Show Advanced Search link to the right of the
Search field on the User Search home page.
The advanced search properties are displayed:

- Profile Properties:
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Hide Advanced Search

® profile Properties

Team
Team

Mone |E|

Competencies _
Competencies

SHEE
Certificate Templates -
Certificate Templates
SHEE
Status
@ valid © Suspended © Expired
Search

- Profile Properties — The user can fill out any or all of the profile properties and set the
search to look for either one or all entered criteria;

- Project Team - the user can choose the specific project team from the drop-down to which
the employee he is searching for must belong;

- Certificate Templates — the User can pick one or several Certificate Templates from which
the Certifications are generated for an employee he is searching for. The User also chooses

the certificate Status (Valid, Expired or Suspended).

Click Search button to start the user search. The results of the search will be displayed on the User

Search page under the search area.

6.2 Action Plan

To access the Action Plan page the People Admin follows the steps below:

1) Click Action Plan link in User Tools on the left side menu on the Home page:
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People Administration
Search User
Profile Information
Action Plan
Competencies
Certificates

History

The People Admin/Manager is redirected to the Action Plan page where he can search for the

employee to view his Action Plan:

My Dashboard Search this site j ol

@Lf\ﬂi—i?i Action Plan

) o
People Administration Select User | Anna Ageucheva: &2
Search User
Profile Information Suggested | Pending  Notes
Action Plan (¥) Competency Name (¥) Competency Group ®1s Acguired @GaP (@Earmed () Due Date Comments Fill GAP

Competencies .
4 Competencies

Certificates

English-Spoken-Above Foreign Language

i ; ; Yes 0 4/7/2016 6/16/2016 View Entries...
History Average Competencies 1712016 /162016

6.2.1 View Employee’s Action Plan

To view the Action Plan of the particular employee, the People Admin can
1) Pick the Employee from the list of employees for whom the Action Plan have been created
on the Action Plan home page;
OR
2) Search for the employee by entering the user name or selecting the user name with the

help of the user picker by clicking on the Browse icon |- next to the search field:

My Dashboard Search this site o

Q/”\ﬂ_sé?i Action Plan /

B -
People Administration Select User | Anna Ageucheva; & BB
Search User
Profile Information Suggested | Pending = Notes
Action Plan (¥) Competency Name (¥) Competency Group (@) Is Acquired [TGAP (@) Earned (¥) Due Date Comments Fill GAP

Competencies A
4 Competencies
Certificates
English-Spoken-Above Foreign Language ~ _ . .
History h Yes ] 447/2016 6/16/2016 View Entries...
Average Competencies
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Note, please, that in case if the user searches for the employee for whom the Action Plan has NOT
been created, the system will automatically create the Action Plan for this employee once the user

clicks Go to Action Plan button.
NOTE: Manager can view Action Plan for his subordinates only.

The user is redirected to the Employee’s Action Plan page with three tabs:
- Suggested tab displays competencies suggested to user via Action Plan and grouped by

Roles. The following information is displayed in the table:

Action Plan

_
select User | Anna Ageucheva; & EB

Suggested Pending Motes
@ Competency Name @ Competency Group @ Is Acquired @ GAP @ Earned @ Due Date Comments Fill GAP

4 Competencies

English-Spoken-Above Foreign Language o L R )
. Yes 0 4772016 6/16/2016 View Entries...
Average Competencies
Business Conduct-Above ~ . .
Group 1 es 0 41172016 View Entries...
Average
Communication-Abave ~ . .
Urgrcuped Yes o 3312016 View Entries...
Average
4 Starcups Store Manager
Coffee-making-Master Ungrouped Mo -3 View Entries..  Fill GAP
Company and Product - _ - .
Ungrouped Yes 0 ST/2016 View Entries...
Knowledge-Above Average
Communication- ~ . )
. Ungrouped Yes 0 3/31/2016 View Entries...
Outstanding
English-Spoken-Above Foreign Language . .
g P g .g - Yes 0 47742016 View Entries...
Average Competencies

o Competency Name — the name of the suggested Competency (and its Level);

o Competency Group — name of group in which the competency is included;

o Is Acquired — shows whether the suggested item has been acquired by the employee or
not yet;

o Gap - shows the difference between held competency level and suggested competency
level;

o Earned - displays the date when the competency was earned;

o Due Date - displays the date by which the suggested competency should be acquired;

o Comments — contains links to competency comments;

o Fill Gap — contains 'Fill Gap’ link which allows to grant the suggested competency

manually or enroll employee into corresponding REM course:
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Select option to assign the competency x

Grant Competency Manually
Use this option to grant the competency.

Enroll into a Course
Select a course that provides the competency and enroll.

If you select to Grant Competency Manually, a warning is displayed to the User notifying that he is

upgrading the Competency's Level. The Competency with the required level is already selected in
the Competency field:

Select option to assign the competency X

H B

Save  Cancel
Commit

Competency *

Comments

Yersion: 1.0

oy S Cut ABC
D EEl Copy x ’/

Paste E}telete Spelling
emn -
Clipboard Actions = Spelling

Living the Walues-Outstanding (5) ¥

You are trying upgrade Harvey Spector from
Living the Values-Below Average to Living the Values-Outstanding.

Click for help about adding basic HTML formatting.
Mo existing entries,

Save Cance

Created at 3/11/2016 11:19 AM by ] ageucheva_a
Last modified at 3/11/2016 11:19 AM by [ ageucheva_a
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Click Save button to assign the Competency or Cancel button to discard the process. The User is
redirected back to the Action Plan page with the upgraded User Level for the Competency and

Acquired status ‘Yes':

select User | Anna Ageucheva; & EE
Suggested Pending  MNotes
® Competency Name @ Competency Group @Is Acguired ® GAP @ Earned ® Cue Date Comments Fill GAP
4 Competencies /
English-Spoken-Above Foreign Language _ _ R .
; Yes 0 47772016 6/16/2016 View Entries..,
Average Competencies
Business Conduct-Above . .
Group 1 Yes o 4/11/2016 View Entries...
Average
Communication-Above . .
Ungrouped Yes o 3/31/2016 View Entries...

Average

If you select to Enroll into a Course, the system will show a list of courses that provide the needed

Competency level:

Select a course that provides the needed competency

Course Title Description Competencies Site

Mew Course short description text English - Spoken-Above Average REM @

Click the Course Title link to view Course Details page in modal window where you can view more

information about the course:
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COURSE DESCRIPTION

detailed description text

EVENT DETAILS

Location Room Starts Ends

3/17/2016 12:00 AM

New York, MY, S1st Panarama View
Street W (30

3/17/2016 12:00 AM

3/21/2016 12:00 AM

3/23/2016 12:00 AM

Availability Show Interest  Action
Places Show Enroll
Available Interest
Flaces Show Enroll
Available Interest

(ZLMs365
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5 X

COURSE DETAILS

Teacher(s): Anna Annaaaaa

Type: Classroom Training

Duration: 30d

Category: General Employee Training
CEU Points: 40

Competencies: English - Spoken-Above
Average English Language-Above Average

After you close the modal window, you can proceed with enrollment. Select the needed course and

select Course Offering for enrollment (if several are available):

Select the Course Offering you like to enroll into...

Location Starts

3/17/2016 12:00
AM

Mew York, MY, S1st
Street W

3/17/2016 12:00
AM

Ends ime Zone

3/21/2016 12:00
AM

3/23/2016 12:00
AM

X
Teachers Availabilit
Anna Flaces
Annazaaa  Available
Anna Places
Annazaaa  Available

An enrollment form will be opened with the appropriate user selected automatically:
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Enroll in - Accounting Expert - Offline Course x

User Information ¢ Add Multiple Users

kb Select existing users to enroll
Mary Jane Stevens;

8. [

Accept o

OK Cancel

Click OK button to enroll the user to course or Cancel button to discard the process. An Enroliment

Confirmation message without any redirect buttons is displayed to confirm successful enrollment:

Confirmation of Enrollment X

The selected user(s) has been enrolled into the training course "Accounting Expert - Offline Course”

NOTE: Manager can enroll himself and his subordinates only.

An e-mail notification is sent automatically to this learner after successful enrollment.

- Pending tab displays competencies that are being acquired via SharePoint REM Courses:

My Dashboard

Search this site 0
@L“ﬂ.sp-?i?,i Action Plan

People Administration Selact User | Learner 2: & EB

Search User

Profile Information Suggested | Pending | MNotes

Action Plan @Compe:erc-,- Name @ Competency Group @I: Acquired @ Assigned @ Cue Date Comments
Competencies Business Conduct-Above ~ )

: All No 7/28/2016 View Entries...
Certificates Average
Histary English-Spoken-Above Average  All No 7/28/2016 View Entries...

o Competency Name — the name of the pending Competency (and its Level);

o Competency Group — name of group in which the competency is included;
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o Is Acquired — shows whether the pending item has been acquired by the employee or
not yet;

o Assigned — displays the date when pending competency was assigned to a Learner;

o Due Date - the day by which the pending competency should be acquired;

o Comments — contains links to the competency comments.

- Notes tab contains text field for comments about employee’s action plan. Manager can
add his comments and save changes to them. For employees this field is read-only.

@/ My Dashboard Search this site 0
e +Action Plan
People Administration Selact User | Leamer 2: &EE
Search User
profile Information Suggested ~ Pending | Notes
Action Plan Note about Action Plan of Learner 2.

Competencies

Certificates "
Last modified by ageucheva_a at 8/2/2016 7:01 PM Save

6.2.2 Add New Item to Action Plan

Two types of items can be added to action plan: competencies and roles.
To suggest new Competency to action plan, follow the steps below:

1) Go to employee’s Action plan, select Suggested tab:

BROWSE  PAGE | ACTION PLAN TOOLS € srare 3y Fouow [0
@ My Dashboard Search this site 0o
e ~Action Plan
. =
People Administration Selact User | Anna Ageucheva: & 2
Search User
Profile Information Suggested | Pending =~ Notes
S Pl ®Comne:e":y Name @Compe:e":y Group ®\5 Acguired ®GAF @Eal ned @D..e Date Comments Fill GAP

Competencies .
4 Competencies

Certificates
English-Spoken-Above Faoreign Language

; Yes 0 4/7/2016 6/16/2016 View Entries...
Average Competencies

History

2) In the ribbon menu select Action Plan Tools > Suggest Competency:
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BROWSE

=

Suggest
Competency

PAGE

=

S.JRggeﬁt View Edit
dle tem tem

Suggested ltems

People Administration
Search User
Profile Information
Action Plan
Competencies
Certificates

History

ACTION PLAN TOOLS

Select User | Anna Ageucheva; &EB
Suggested Pending Notes
®CﬂmpETEI'E',‘ Name ®Cnmpetercy Group @Is Acquired ®GAP ®Ea|'nsd @Due Date
4 Competencies
English-Spoken-Above Foreign Language ~ _
; Yes 0 4/7/2016 6/16/2016
Average Competencies

3) Fill in the Action Plan - New Item form:

Action Plan - New Item

EDIT

H B

Save Cancel
Commit

Competency *

Due Date

Comments

oy  Jf Cut @j ABC
D E]’_él Copy
Paste Attach  Spelling
File -
Clipboard Actions  Spelling

X Competency 2-Average (3)
gh Add new

Click for help about adding basic HTML formatting.

These notes are visible for administrators (users who can manage action
plan) cnly.

Save Cancel

a. Add Competency using competency picker;

(ZLMs365
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) SHARE Yy FoLow O

Comments Fill GAP

View Entries...

b. Optionally choose the date by which the suggested item should be acquired;

c. Optionally add any comments that may explain the reason for suggesting an item;
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d. Click Save button to add new item to the Action Plan or click Cancel button to

discard the process.

To suggest new Role to action plan, follow the steps below:

1) Go to employee’s Action plan, select Suggested tab:

BROWSE ~ PAGE | ACTION PLAN TOOLS €3 SHARE Yy FOLLOW [,

@LMS365 Action Plan

People Administration Selact User | Anna Ageucheva: & EE
Search User

Profile Information Suggested Pending Notes

Action Plan

My Dashboard Search this site 0o

®Cnmpetarc; Name @Cnmpstercy Group ®\5 Acquired ®GAP @Eal nied @Due Date Comments Fill GAP

Competencies i
4 Competencies
Certificates
English-Spoken-Above Foreign Language

, Yes 0 4/7/2016 6/16/2016 View Entries...
Histary Average Competencies /7/2018 /16/2018

2) In the ribbon menu select Action Plan Tools > Suggest Role:

BROWSE  PAGE | ACTION PLAN TOOLS € SHARE Yy FOLlow O

a[E

Suggest | Suggest | View Edit
Competency| - Rgue :em’ tem

Suggested Items

- .
People Administration Select User | Anna Ageucheva: & EE
Search User
Profile Information Suggested | Pending  Mofes
Action Plan (¥) Competency Name (¥) Competency Group @)1s Acquired @car  @Eamed (@) Due Date Comments Fill GAP

Competencies )
4 Competencies
Certificates
English-Spoken-Above Foreign Language

istory Yes 0 4/7/2016 5/16/2016 View Entries...
H‘Ston‘ Average Competencies /11 ° /16/. °

3) Fill in the Action Plan - New Item form:
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Action Plan - New Item X

EDIT
HB hoo 0V
D E]’_él Copy ’/
Save  Cancel Paste Attach  Spelling
File -
Commit Clipboard Actions  Spelling
Role * Rale 4 = EE
Competency 4-Above Average
Due Date E|
Comments

Click for help about adding basic HTML formatting.
These notes are visible for administrators (users who can manage action
plan) cnly.

Save Cancel

a. Enter the title of the Role or pick the name from the list via Browse icon = to the
right of the title field;

b. Optionally choose the date by which the suggested role should be acquired;
Optionally add any comments that may explain the reason for suggesting an item;

d. Click Save button to add new item to the Action Plan or click Cancel button to
discard the process.

When new item is created the User is redirected back to the employee’s Action Plan list where new
item is displayed.

6.2.3 Edit Suggested Item in Action Plan

To make the changes to the item in the Action Plan, People Admin/Manager follows the steps
below:

1) Choose the item in the Action Plan list;

2) On the ribbon go to Items tab and click Edit Item button:
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CreFremises
BROWSE ~ PAGE | ACTION PLAN TOOLS € SHARE Yy FOLLOW L
= = 8=
Compdimney “HET Maw | SR
Suggested ltems
People Administration Select User | Anna Ageucheva: & B
Search User
profile information Suggested | Pending =~ Notes
Action Plan @Cnmpeterc; Name @Cnmpsterc; Group @Is Acquired @GAP @Earned @Due Date Comments Fill GAP
Competencies 4 Competencies
Certificates
English-Spoken-Above Foreign Language | P PR
History v TS Yes 0 4/7/2016 6/16/2016 View Entries...
3) Make the necessary changes to the suggested item in the Edit form:
A Lo - . x
Action Plan - English - Spoken-Average
EDIT
HB mis xh v
D E‘FEBI Copy V
Save  Cancel Paste Delete  Attach Spelling
Itemn File -
Commit Clipboard Actions Spelling
Competency * English - Spoken-Average (3) ¥
Due Date 3/17/2016 ]
Comments
A
Click for help about adding basic HTML formatting.
These notes are visible for administrators (users who can manage action plan) only,
Wersion: 1.0
Sawve Cance

Created at 3/11/2016 11:02 AM by[| ageucheva_a
Last modified at 3/11/2016 11:02 AM by L] ageucheva_a

4) Click Save button to save the changes or click Cancel button to discard the process.

The user is redirected back to the employee’s Action Plan.
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6.2.4 View Suggested Items details

The user can see the details of the suggested item of the Action Plan in the View form:
1) Click on the item's Title;
OR

2) On the ribbon go to Items tab and click View Item button:

BROWSE PAGE ACTION PLAN TOOLS

=l Ele =

Suggest  Suggest| View Edit
Competency ole item tem

€ SHARE Yy FOLLOW O

Suggested ltems

People Administration Selact User | Anna Ageucheva: & B

Search User

Profile Information suggested | Pending = Notes

Action Plan @ Competency Name @ Competency Group ® Is Acquired @ GAP @ Earned @ Due Date Comments Fill GAP
Competencies )
4 Competencies
Certificates
English-Spoken-Above Foreign Language

; ; Yes 1] 47772016 6/16/2016 View Entries...
History Average Competencies o o

3) The system will open the View form with the details of the selected item. The user can see
the name of the suggested item, due date and comments:

Action Plan - English - Spoken-Average ®
VIEW
l:_‘ a Version History Alert Me
= 82 Shared With @& Workflows
Edit
ltem 2 Delete Item
Manage Actions
Competency English - Spoken-Average (2)
Due Date
Comments

Content Type: Suggested Competency
Mo

Version: 1.0

Close

Created at 3/11/2016 11:02 AM by[] ageucheva_a

Last modified at 3/11/2016 11:02 AM by [ | ageucheva_a

4) Click Close button to return to the employee’s Action Plan list.
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6.2.5 Delete Suggested ltem from the Action Plan

To remove a suggested item from the Action Plan, manager follows the steps below:
1) On the ribbon go to the Items tab and open the Edit item form;
2) Click Delete Item button in the ribbon:

Action Plan - English - Spoken-Average

EDIT
HB h. XD ¥
D ER Copy ‘/
Save  Cancel Paste Delete | Attach  Spelling
Item File -
Commit Clipboard Actions Spelling
Competency * English - Spoken-Average (3) v
Due Date 3/17/2016 iz
Comments
S
Click for help about adding basic HTML formatting.
These notes are visible for administrators (users who can manage action plan) only.
Version: 1.0

- e e e 4 e Save Cance
Created at 3/11/2016 11:02 AM by [ ] ageucheva_a

Last modified at 3/11/2016 11:02 AM by [ | ageucheva_a

Note, please, that the option to delete the item from the Action Plan is also available from the View

and Edit forms for the suggested item.

3) System displays the message asking to confirm the decision to remove the suggested item:

Message from webpage l ﬁ

| Are you sure you want to send the item(s) to the site Recycle Bin?

QK ] ’ Cancel
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4) Confirm the decision by clicking OK button or click Cancel button to discard the process.

0.3 Competencies Management

For Competency Framework to be effective, People Administrator and Project Team Leader (called
User in this section for convenience) have to have the option to perform the Competencies of the
Competencies held by Employees in order to facilitate the training and development of the
workforce.

To assess employee’s competencies, the user should go to Personal Competencies page where he
will be able to search for an employee who's Competency Gap he wants to assess:

1) Click Competencies link from User Tools on the left side menu on the Home page:

People Administration
Search User
Prafile Information
Action Plan
Competencies
History

Project Team
Competencies

Department
Competencies

The system will redirect the User to the Personal Competencies page where the user can find an
employee that is to be assessed:
2) Click on Browse icon = next to the search field to pick the user name or enter the user
name in the search box.
3) Click Check Names icon & to see the Competencies and the Gaps for the selected user:
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Competencies

Selact User | Anna Ageucheva; & EE

Held Required Revoked All

(@) Title User Level (¥) Required (X) suggested @ GA. (¥Eamed Comments Fill GAP

4 Foreign Language Competencies

. _ 4 (Starcups Store o View
English-Spoken 12345 4 0 4/7/2016 .
Manager) Entries...
4 Ungrouped
. _ 5 (Starcups Store I View
Communication 12345 4 0 3/31/2016 .
Manager) Entries...

User is able to search for an employee whose proficiency he wishes to assess.
He will be able to filter the Competencies of an employee by clicking on one of the following tabs:

- Held - the list of Competencies will be displayed that are acquired by an employee;

- Required - the list of Competencies that are required for The Job held by an Employee (this
list is populated from the Roles list of the Job the employee is holding where the required
Competencies are listed);

- Revoked - the list of Competencies that have been automatically revoked when the
certificate that granted the competency has expired;

NOTE: An option to automatically revoke competencies when certificate expires is available
during course creation in Certificate Expiration settings.

For detailed information about this option see chapter 4.1.9.1 in LMS365 On-Premises
REM User Guide.

- All —the full list of Competencies of an employee is displayed.

6.3.1 View Employee's Personal Competencies

User follows the steps to go to view the Competencies Gap of a particular employee:
1) Enter the employee’s user name into a search field or find the employee with the help of

the user picker by clicking on Browse icon:
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Competencies

Select User | Anna Ageucheva;

Held Required Revoked All

@Ti:le User Level @Req..ired
4 Foreign Language Competencies

English-Spoken 12345 4
4 Ungrouped

Communication 12345 4

& BB

@ Suggested

4 (5tarcups Store
Manager)

5 (Starcups Store
Manager)

T GA.

0

0

(MJLMs365

@ Earned

47772016

3/31/2016

Comments Fill GAP

View
Entries...

View
Entries...

2) The list of Held Competencies of the selected employee grouped by Competency Groups is

displayed by the system on the Personal Competencies page:

Competencies

Select User | Anna Ageucheva;

Held Required Revoked All

@Ti:le User Level @Req..ired
4 Foreign Language Competencies

English-Spoken 12345 4
4 Ungrouped

Communication 12345 4

& BB

@ Suggested

4 (Starcups Store
Manager)

5 (Starcups Store
Manager)

T GA.

@ Earned

4/7/2016

3/31/2016

Comments Fill GAP

View
Entries...

View
Entries...

- Title — the name of the Competency. Items are grouped by Competency Group;

- User Level — the Competency Level that is currently held by an employee (the level is

marked by a colored frame);

- Required — the Competency Level that is required for the Job the employee holds;

- Suggested — the Competency Level that the User suggested for an employee in an Action

Plan;

- GAP - the difference between the User Level and Required level of the Competency:

e ltis zero if User Level >= Required;

e ltis negative if User level < Required;

- Earned - the date when Competency was earned;

- Comments — comments made on user's competency;
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- Fill GAP - link to filling GAP (displayed only for competencies with GAPs).

6.3.1.1

View User Level Details

To see the details about the particular User Level, the user should point over its value with the

mouse in the User Level column. The name for the User Level is displayed in the pop up:

Select User | Anna Ageucheva:

Held Revoked All

() Title

4 Foreign Language Competencies

Required

English-Spoken

4 Group 1
Business Conduct

4 Technical Competencies

User Level

& BB

@ Required @ Suggested @GAP

4 (Starcups Store
4 o
Manager)

User level value: 5
User level: Qutstanding
Behavioral indicators: perfect written and oral skills

Outstanding value from scale is 5

6.3.1.2 Add Comments for Competency

(¥) Earned Comments Fill GAP
4/7/2016 View Entries...
4/11/2016 View Entries..,

The user is able to add Comments for the selected Competency of an Employee that is going to be
visible only for managers. The link Read More in Comments column of Personal Competencies

opens the User Competency Comments form that allows the User to read the existing Comments

and add a new Comment for the Competency:
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View Competency Comments X

Comments to Harvey Spector's suggested item: "English - Spoken-Average”

ageucheva_a added a comment - 3/11/2016 12:59:17 PM

User level has advanced, certification for higher level is recommended.

Add new comment:

Add Comment

Close

1) Write a new Comment in the Comments;

2) Click Save button to add a Comment or Cancel button to discard the process.

6.3.2 Grant Competency

The User has an option to add new Competency for an employee from the employee’s Personal
Competencies page:
1) On the ribbon click Grant Competency button in Competencies Tools from Personal

Competencies:
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BROWSE PAGE COMPETEMCIES TOOLS

® - Iq

i

L]

) SHARE v FOLLOW

=

@' == = ; )

g (I
mi

ran Wiew Edit View Competency  Suggest View Sug{gested Edit Suggested Fill fiew
Competency| Competency Competency Histeny - Competency Competency GAP  Certificates
Personal Competencies Suggested Competencies Reguired Competencies

-
People Administration Select User ‘ Learner 2! ‘ & EB

Search User
Profile Information Held | Required = Revoked = all

Action Plan T Title User Level  (F)Required  (¥) Suggested @ GaP (¥ Earned Comments  Fill GAP
Competencies 4 Foreign Language Competencies

Certificates _ View
History English Language 12345 3 3 (Standard) 0 3/11/2016 Entries..
Project Team 4 Groupl
Competencies
- Mot Mot View
Department Communications 12345 4 3/11/2016 X
Competencies Present Present Entries...
HR Administration Living the Values 12345 5 5 0 yi1jz0is S
AraaniTatinne EITtI'IES...
2) Fill out the Personal Competency-New Item form:
- -1 i x
Personal Competencies - New [tem
EDIT
HB B2
D E@ Copy «
Save  Cancel Paste Spelling
Commit Clipboard Lpelling
Competency * Mo Selection
da Add new
|ssued Date * ?.."'2-4,."'2'31? | E
Comments
A
Click for help about adding basic HTML formatting.
Save Cance

1. Choose the Competency using Competency Picker:
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Select Competency x

Find jo
Select a competency group to filker results or select "All Ttems" to view all found competencies.
All Ttems Competency Level Taxonomy Level Value =
Leadership and Managemer|® Accounting
IT and Collaboration Techne @ Advanced Barista Skill
General Employee Competer| @ Business Conduct
Health Care Competencies |H Coffee-making
= Communication
|#| Communication-Knowing Your Job 1
|_| Communication-Mastering Your Job 2

| Communication-Getting Ready for the Next 3
— Level

=]

Communications

=]

Company and Product Knowledage L

=]

Creativity - Innovation

=]

Customer Focus

=]

English - Spoken

=]

Health care expert

=]

Living the Values

1] | »

oK | | Cancel

If the selected Competency is already in the Personal Competencies list, the system will

notify the user:

Competency * X English-Spoken-Below Average (2)

dh Add new

This competency has already been added to this user,
Issued Date * T-",.-"24,.-"2CI'IT E

Comments

Click for help about adding basic HTML formatting.
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In such case, the User can either select different Competency by clicking Select Competency

button or click Cancel button to discard the process.

1. Specify Issued Date of the granted competency (by default, current date is set). This
date will be displayed as Earned Date in Competencies page as well as in web
reports;

2. Optionally add any comments to the Competency that is to be added to the
employee’s Personal Competencies list;

3. Click Save button to add the Competency to Employee’s Personal Competencies or

click Cancel to discard the process.

Granted Competency is added to the Employee’s Competencies list and is displayed in the

Competencies page.

6.3.3 View Competency

The manager has an option to view Competency’s details for an employee from the employee’s
Personal Competencies page:
1) On the ribbon click View Competency button in Competencies Tools from Personal

Competencies:

BROWSE  PAGE | COMPETENCES TOOLS ) SHARE ¥y FOLLOW [,
= ’_ﬁ = -
g a‘ == Q ﬂ |:- '\‘_,,.' == |:E ':?:'
Grant Wiew Edit iew Competency SJgge t View Suggested Edit SJ%?E sted Fi Wiew
Competency [Competency| Competency Historny Competency Competency GAP  Certificates
Personal Competencies Suggested Competencies Reguired Competencies
_— p— &
People Administration Select User | Learmer &
Search User
Profils Information Held | Required Revoked = All
Action Plan @ Title UserLevel (@Required  (DSuggested  @GAP  (DEamed Comments  Fill GAP
Competencies 4 Foreign Language Competencies
Certificates View
) English Language 12345 3 3 (Standard) 0 3/11/2016 )
History Entries...

2) View the Competency level and Comments on the Personal Competency-View form. The
system will open the details form for the selected Competency with Competency’s name

and Comments (with the author and date):
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Personal Competencies - English-Spoken-Below Average x

WIEW

- a Version History Alert e

= L]

= 8% shared With & Workflows
Edit

e O Delete ltem

Manage Actions
Competency English-Spoken-Below Average (2)
Issued Date 72472017

Comments Mo existing entries,

Content Type: Personal Competency

Version: 1.0

- A n Close
Created at 7/24/2017 434 PM by L] ageucheva_a
Last modified at 7/24/2017 4:34 PM byl ageucheva_a

Note please that the user has an option to Edit and Delete the Competency from the Personal
Competencies of an employee from the View form. Please, refer to the Edit Competency section

and Delete Competency section respectively for more information on these functionalities.

6.3.4 Edit Competency

The manager has an option to update Competency for an employee from the employee’s Personal
Competencies page:
1) On the ribbon click Edit Competency button in Competencies Tools from Personal

Competencies:
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BROWSE PAGE
-
T S
Grant Wiew Edit
Competency Competency |Competency

(ZLMs365

OneFremises

ra
LEIJ

) SHARE v FOLLOW

=

Personal Competencies

Q = B = =
Wiew Competency Suggest View Suggested Edit Suggested Fill Wiew
Histeny - Corr'petgency Competency GAP Cer‘.ificéte:

Suggested Competencies

Reguired Competencies

People Administration Select User ‘w: ‘ & EE
Search User
Profile Information Held | Required Revoked = all
Action Plan ¥ Title User Level  (F)Required  (¥) Suggested @ GAP () Earmed Comments  Fill GAP
Competencies 4 Foreign Language Competencies
Certificates _ View
History English Language 12345 3 3 (Standard) 0 3/11/2016 Entries..
Project Team 4 Groupl
Competencies
o MNot Not View
Department Communications 12345 3/11/2016 X
Competencies Present Present Entries...
HR Administration Living the Values 12345 5 5 0 3112016
Mraanizatinne Entries...
2) Make the necessary changes in the Edit form that will open:
- ~1 i . / | e x
Personal Competencies - English-Spoken-Below Average
EDIT
HB Hi X ¥
D E@ Copy J
Save  Cancel Faste Delete  Spelling
ltern -
Commit Clipboard Actions | Spelling
Competency * | English-Spoken-Below Average (2) ¥ |
Issued Date = | ?,"24,'?2':'1? | E
Comments
A
Click for help about adding basic HTML formatting.
Mo existing entries,
Version: 'I.IC_r o Save Cance
Created at 7/24/2017 434 PM by | ageucheva_a
Last modified at 7/24
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3) Change the Competency Level by choosing the new Level from the drop-down list in the
Competency field. The system will warn the user about his action to Upgrade the Level (as
on the screen shot above) or downgrade the level. Optionally, write a comment in the

Comments field to explain the changes made:

EDIT
HB8 B X ¥
D EFE“I Copy V
Save  Cancel Faste Delete  Spelling
ltem -
Cormmit Clipboard Actions | Spelling
Competency * English-Spoken-Average (3) v
You are trying to upgrade Learner 2 from English-Spoken-Below Average o
English-Spoken-Average.
Issued Date * 7/24/2017 31
Comments
5
Click for help about adding basic HTML formatting.
Mo existing entries,
Version; 'I.C_ . Save Cance
Created at 7/24/2017 434 PM by | ageucheva_a
Last modified at 7/24/2017 4:34 PM byl ageucheva_a

4) Change Issued Date of the granted competency. Changes will be displayed in the Earned
Date column on Competencies web part as well as in web reports;
5) Click Save button to save the changes to the Competency or click Cancel button to discard

the process.

NOTE: Changes in Personal Held Competencies of an Employee are reflected in the Project Team
Profiles of which he is a project team member: the system updates the Project Team
Competencies list and recalculates Project Team’'s Held Taxonomy Levels of the

Competencies.

6.3.5 Delete Competency
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The manager has an option to delete Competency for an employee from the employee’s Personal
Competencies page.

Note please that the option to delete user's competency is available only from the View and Edit
forms for the suggested item.

1) Select the competency you want to delete and open it for view or edit;
2) Click Delete Item in the ribbon menu:

Personal Competencies - English-Spoken-Below Average X

WIEW

a Wersion History Alert Me

L]

2 82 hared With @& Workflows
Edit
em | 2 Delete ltem

Manage Actions

T

Competency English-Spoken-Below Average (2)

Issued Date 72472017
Comments Mo existing entries,

Content Type: Personal Competency

Version: 1.0

Created at 7/24/2017 434 PM by || ageucheva_a

Last modified at 7/24/2017 4:34 PM byl ageucheva_a

Close
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Personal Competencies - English-Spoken-Below Average x

EDIT
HB b |X|V
D ER) Copy ‘/
Save  Cancel Faste Delete | Spelling
ltem -
Cormmit Clipboard Actions | Spelling
Competency * English-Spoken-Below Average (2) ¥
Issued Date * 7/24/2017 e
Comments
A
Click for help about adding basic HTML formatting.
Mo existing entries,
Version: 1.0
_ ) Save Cance
Created at 7/24/2017 4:34 PM by [ ageucheva_a
Last modified at 7/24/2017 4:34 PM by | ageucheva_a

3) System displays the message asking to confirm the decision to remove the suggested item:

o '
Message from webpage u

| Areyou sure you want to send the item(s) to the site Recycle Bin?

| ok || Cancel

4) Confirm the decision by clicking OK button or click Cancel button to discard the process.

6.3.6 View Competency History

The User can view the history of all updates/changes made to the selected Competency:
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OnePremises

1) On the ribbon click View Competency History button in Competencies Tools from Personal
Competencies:

BROWSE  PAGE | COMPETENCIES TOOLS () SHARE ¢ Fouow O

\ﬂ a {:@ a \;I F@' {:@ F@'

Grant View Edit View Competency| Suggest View Suggested Edit Suggested Fi View
Competency Competency Competency Histony - Competency Competency GAP  Certificates
Personal Competencies Suggested Competencies Reguired Competencies
_— pe— &6
People Administration Select User | Learmer &
Search User
Profile Information Held | Required Revoked = All
Action Plan ® Title User Level ® Required ® Suggested ® GAP ® Earned Comments Fill GAP

Competencies 4 Foreign Language Competencies

Certificates View
) English Language 12345 3 3 (Standard) 0 3/11/2016 )
History Entries...
Project Team 4 Groupl
Competencies
. Not Not View
Department Communications 12345 s : 4 . g 3/11/2016 B
Competencies resen resen ntries...
R ini i . View
HR Administration Living the Values 12345 5 5 0 3/11/2016
Mroanizatinne

The system will display the list of all versions for the selected Competency (Name and Level) with
version No., Date it was modified and by whom the change was made:

Version History X

Celete All Versions

No.+  Modified Madified By

4.0 F2402017 3012 PM ageucheva_a

Competency English-Spoken-Poor
Status Acquired

3.0 F2402017 3012 PM ageucheva_a

Status Revoked

2.0 T24/2017 3:06 PM ageucheva_a

Competency English-Spoken-Average

1.0 F2402017 434 PM ageucheva_a

Competency English-Spoken-Below Average
Status Acquired
Issued Date 72472017

2) The User can delete all the previous versions by clicking on Delete All Versions link.
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The system will ask to confirm the decision to remove all the versions except the last one:

-

=
Message from webpage ﬁ

“-I Are you sure you want to send all previous versions associated with this
! file to the site Recycle Bin?

| ok || Cancel

3) Confirm the decision by clicking OK button or click Cancel button to discard the process.
All the versions will be deleted except the very last:

version History

Celete All Versions

Mo+ Maodified Madified By
4.0 T2402017 5:12 PM ageucheva_a

Competency English-Spoken-Poor
Status Acquired
Issued Date 72472017

4) Close the form to return to the employee’s Personal Competencies page.

6.3.7 Suggest Competency

The User can suggest new Competency to the employee:

1) On the ribbon click Suggest and choose Suggest Competency in Competencies Tools from
Suggested Competencies:
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BROWSE PAGE COMPETENCIES TOOLS

o AL

View Edit View Competency
Competency Competency Competency istony
Personal Competencies
People Administration
P Select User |
Search User
Profile Information Held | R

Action Plan @ Titte
Competencies
Certificates

History

English Language

i

Suggest| View Suggested Edit Suggested
- Competency Competency

Suggest Competency

Add new Suggested Competancy

i il

(ZMs365

.

ol
1 ]
=1
Fi Wigw
GAP  Certificates

equired Competencies

Suggest Role 3‘4 [3
Suggest Role
equired = Revoked All
User Level @ Required @ Suggested

4 Foreign Language Competencies

12345

[¥5)

3 (Standard)

2) Fill out the Action Plan - New item form. The Suggested Competency is automatically

added to the Action Plan and will be displayed in the Competency list. Refer to the Add
New item to Action Plan section for details on how to fill out the form.

6.3.8 View Suggested Co

mpetency

To view the detailed information on the Suggested Competency the User should follow the steps

below:

1) Select the Competency with the suggested level;

2) On the ribbon click View Suggested Competency in Competencies Tools:

BROWSE PAGE COMPETENCIES TCOLS

<> ’_'j - <>
- - ==
=l & = i EH B[
Grant View Edit View Competency  Suggest [View Suggested |Edit Suggested
Competency Competency Competency Histery - Compeétency Competency

Personal Competencies Suggested Competencies

People Administration Select User | Anna Ageucheva:
Search User

Profile Information Held | Required Revoked | All

Action Plan @it
Competencies R R
4 Foreign Language Competencies
Certificates
History English-Spoken
Project Team
Competencies 4 Group 1
Department

Business Conduct

=2
Fil Wiew
GAP  Certificates

Reguired Competencies

€3 SHARE Yy FOLLOW [T,

& EE
User Level (@ Required (P suggested @car @eamed Comments Fill GAP
4 (Starcups Store ﬁ _ .
12345 4 1] 4/7/2018 View Entries...
IManager)
12345 3 4 0

4/11/2018 View Entries...

The system will display the View form for the selected Competency. Please refer to the section View
Suggested Item'’s details for more information.

6.3.9 Edit Suggested Comp
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To edit the Suggested Competency the User should follow the steps below:
3) Select the Competency with the suggested level;
1) On the ribbon click Edit Suggested Competency in Competencies Tools:

BROWSE PAGE COMPETENCIES TOOLS

=5 oM R B B[= @

View Competency Suggest View Suggested | Edit Suggested
History - C::’rrpetenc;- Con"pe?ercy

€ SHARE Yy FOLlOw O

Grant View Edit Fi igw
Competency Competency Competency GAP  Certificates

Personal Competencies Suggested Competencies Reguired Competencies

) =
People Administration colact Usar | Anna Ageucheva: & 2
Search User
Profile Information Held = Required Revoked Al
Action Plan ®Ti:\e User Level ®Peq..ired @S..ggested ®GAF ®Ealned Comments Fill GAP

Competencies . )
4 Foreign Language Competencies

Certificates
. 4 (Starcups Store o )
History English-Speken 12345 4 N— 4/7/2016 View Entries...
Project Team
Competencies 4 Group 1
Department Business Conduct 12345 3 4 o 4/11/2016 View Entries...

The system will display the Edit form for the selected Competency. Please refer to the section Edit
Suggested Item in Action Plan for more information.

6.3.10 Fill Gap

In case there is a negative GAP present (when the User Level is less than the Required Level for the
Competency) the User has an option to fill the GAP. To do so, follow the steps below:
1) Select the Competency for which the GAP is negative and needs to be filled

2) Click link Fill GAP in the right column or on the ribbon click Fill GAP icon in Competencies
Tools:
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BROWSE  PAGE | COMPETENCES TOOLS € SHARE Yy Fouow O
= == 1—
< H H = 2=
= = . =f> 53—
Grant iew Edit View Competency = Suggest View Suggested Edit Suggested Fill iew
Competency Competency Competency istony - Competency Competency GAP  [Certificates
Personal Competencies Suggested Competencies Reguired Competencies
P inistrati L z & 2
eople Administration Select User | Learner 2
Search User
Profile Information Held | Required | Suggested  Revoked — All
Action Plan (T Title User Level (F)Required (¥ Suggested @GA. (@ Earmed Comments Fill GAP
Competencies 4 Foreign Language Competencies
Certificates View
) English Language 12345 3 3 (Standard) 0 3/11/2016 )
History Entries...
Project Team 4 Groupl
Competencies
i View
Department Living the Values 123458 5 5 0 3/11/2016 Entri
Competencies Meries..
HR Administration 4 Technical Competencies

Organizations View
d Advanced Barista Skill 123 3 i -3 z t\" Fill GAP
ntries...

Taxonomy Scales

NOTE: It is possible to hide this link from users. To do it, open the Competencies web part
settings and enable option ‘Hide Fill Gap Column From Employee’ in Miscellaneous
section. The link will still be displayed for managers:

4 Competencies x

Appearance
Layout
Advanced
[=] Miscellaneous

Hide Fill Gap Column From
Employee

4
T
(=N
m
LA
=

(]

[T+]
m
L5a]
—+
m
[=1
—
o
o

User Mode

Selected ¥

DK Cance Apply
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3) The system will suggest to grant the competency manually (for managers only) or enroll
employee into corresponding REM course (for managers and employees). Select option and
click Next:

Choose how to fill GAP X

Grant Competency Manually
Use this option to grant the competency.

Enroll into a Course
Select a course that provides the competency and enroll,

If you select to Grant Competency Manually, a warning is displayed to the User notifying that he is
upgrading the Competency’s Level to close the GAP. The Competency with the required level is
already selected in the Competency field:
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Fill GAP - Learner 2 x
EDIT
HB Ho X ¥
D ER) Copy J
Save  Cancel Faste Delete  Spelling
ltem -
Cornmit Clipboard Actions = Spelling
Competency * English-Spoken-Qutstanding (5) ¥

You are trying to upgrade Learner 2 from English-Spoken-Poor to
English-5poken-Qutstanding.

Issued Date * 7i24/2017 i

Comments

Click for help about adding basic HTML formatting.
Mo existing entries,

Versiom: 4.0
o Save Cance
Created at 7/24/2017 4:34 PM by [ ageucheva_a

Last modified at 7/24/2017 5:12 PM by ageucheva_a

Click Save button to close the GAP or Cancel button to discard the process. The User is redirected
back to the Personal Competencies page with the upgraded User Level for the Competency and
GAP displaying zero to show the GAP is no longer present:

calact User | Learner 2: & 3
Held Required Revoked All
@ Title User Level @ Required @ Suggested @ GAP @ Earned Commeris Fill GAP
4 Foreign Language Competencies
English Language 12345 3 3 (Standard) ] 3/11/2016

Entries...

If you select to Enroll into a Course, the system will show a list of courses that provide the needed
Competency level (e.g. if user needs to have competency level 4 and has competency level 2, he

will see all courses that provide competency level from 3 to 5):
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Select a course that provides the needed competency x
Course Title Description Competencies Site
Mew Course short description text English - Spoken-Above Average REM @

NOTE: If course that provides the needed competency level is locked by Curriculum prerequisites

or by Course prerequisites inside the curriculum to which learner is assigned, you will see

locked icon E next to it and its title will not be clickable.

Click the Course Title link to view Course Details page in modal window where you can view more

information about the course:
New Course 7 X

COURSE DESCRIPTION

detailed description text

EVENT DETAILS

Location Room Starts Ends Availability Show Interest  Action
3/17/2016 12:00 AM  3/21/2016 12:00 AM  Places Show Enroll
Available Interest
Mew York, NY, 51st Panorama View  3/17/2016 12:00 AM  3/23/2016 12:00 AM  Places Show Enroll
Street W (30) Available Interest

Teacher(s): Anna Annaaaza

Type: Classroom Training

Duration: 30d

Category: General Employee Training
CEU Points: 40

Competencies: English - Spoken-Above
Awverage English Language-Above Average

After you close the modal window, you can proceed with enrollment. Select the needed course and
select Course Offering for enrollment (if several are available):
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Select the Course Offering you like to enroll into... x
Location Starts Ends Time Zone Teachers Availability
3/17/2016e 12:00 3/21/2016 12:00 Anna Flaces
AM AM Annazaaa  Available
Mew York, MY, S1st 3172016 12:00  3/23/2016 12:00 Anna Places
Street W AM AN Annazaaa  Available
An enrollment form will be opened with the appropriate user selected automatically:
b 4

Enroll in - Accounting Expert - Offline Course

User Information ¢ Add Multiple Users

b Select existing users to enroll
Mary Jane Stevens;

8. [l

OK Cancel

Click OK button to enroll the user to course or Cancel button to discard the process. An Enrollment

Confirmation message without any redirect buttons is displayed to confirm successful enrollment:

Confirmation of Enrollment

The selected user(s) has been enrolled into the training course "Accounting Expert - Offline Course”

NOTE: Manager can enroll himself and his subordinates only.

An e-mail notification is sent automatically to this learner after successful enrollment.

6.3.11 View Certificates
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The User can see the list of the Certificates that an employee holds by clicking on View Certificates
on the ribbon in Competencies Tools:

BROWSE PAGE COMPETENCIES TOOLS

=l & = il EH B = B2

=

L

{J SHARE Yy FOLLOW

Grant View Edit View Competency  Suggest View Suggested Edit Suggested Fi View
Competency Competency Competency Histony - Competency Competency GAP | Certificates
Personal Competencies Suggested Competencies Reguired Competencies
_— pe— &6
People Administration Select User | Learner &
Search User
Profile Information Held | Required | Revoked — All
Action Plan @ Title User Level ® Required ® Suggested ® GAP ® Earned Comments Fill GAP

Competencies 4 Foreign Language Competencies

Certificates View
) English Language 12345 3 3 (Standard) 0 3/11/2016 )
History Entries...
Project Team 4 Groupl
Competencies
. Not Not View
Department Communications 12345 o : 4 . g 3/11/2016 B
Competencies resen resen ntries...
R ini i . View
HR Administration Living the Values 12345 5 5 0 312006
Mroanizatinane

The form with the listed Certificates held by the employee is opened:
The User can view Certificates by clicking on the following tabs: Valid, Expired, Suspended, and All
Each Certificate will be displayed by Title, Issue Date, Expiration Date, and Status:

Certificates - Mary Jane Stevens x

Valid (5) Suspended (1) Expired (1) all (7)

tle Issued Date Expiration Date
super Bansta 6/5/2015 6/3/2016
Huber Demo Course 37272014

arePointLMS Trainine 77772014

Leadership 6/8/2015

When User clicks on the Certificate Title, the system displays the generated Certificate.
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6.4 Certification Framework Management

Certification Framework is designed to ensure that employees are awarded with the Certifications
relative to their skills for the indicated amount of time after which the process of recertification
takes place. The Employee might be required to get certified in order to prove his competence for
the required or wished proficiency Level.

The certification expiration for SharePoint CCM tracks the expiration of the Certifications issued to
employees. The expiration dates are tracked by the system and a reminder prior to the expiry
triggers an automatic notification email to the employee and his manager allowing for the

planning of renewal of the existing Certificate or upgrading to the upper level Certification.

Certifications Acquisition and Certifications Expiration processes are described below in Personal

Certifications Management section.

NOTE: By default Certification functionality is hidden. To use this functionality, add ‘Certificate
Templates’ link manually to the Quick Launch menu or access it via Settings > Site
Contents > Certificate Templates.

6.4.1 Certificate Template Management

The Global Administrator creates the set of Certificate Templates with full administrative control to
search, modify and delete. Each Certificate Template can be connected to one SharePoint LMS

course and one or more Competency Levels.

To see all the Certificate Templates, follow Certificate Templates link in HR Administration on the

left side menu on the SharePoint CCM Host Home page:
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OneFremises

HR Administration
Crganizations
Taxonomy Scales
Competencies
Competency Groups
Roles
Jobs
Job Families
Teams
Motifications
Email Templates
Certificate Templates ‘{b

Announcements

The user is redirected to the CF Certificate Templates page with all Certificate Templates displayed
by Name and Validity Period:

BROWSE | FILES  LIBRARY €y SHARE Yy FOLLOW

Search this site 0
@/U\ggggg Certificate Templates o

G—) New 1 upload v
People Administration = - ) ) —
All Certificates Templates  Explorer View  Selected Pictures == Find a file 0o
Search User
Profile Information
X v D MName Template Name Validity Period
Action Plan
) | Certificate_Templatepng Certificate Template 365
Competencies
=| Hardware,] \ i i
Cortificates = Jrg Hardware Tutorial Certificate Template

6.4.1.1 Add Certificate Template

To create new Certificate Template, follow these steps:

1) Click New Document button > CF Certificate Template or click New button @ to open the
upload form for the Certificate Template image:
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OnePremises
BROWSE FILE LIBERARY
E Check Out
Check In
Maw Upload Mew Edit Wiew Edit
Document ~ Document Folder ocument Diiscard Chack Out | Properties Properties
. CF Certificate Template Open & Check Ou;,/’ Manage
Create Certificate Template D? /
@ Mew 1 upload
People Administration . B _
All Certificates Templates  Explorer Viey
Search User
2) Browse for the image for the new Certificate Template by clicking Browse button:
: x
Add a picture
Choose a file e
Upload files using Windows Explorer instead
[¥] Overwrite existing files
Ok Cancel

3) Click OK button to upload the image and open the CF Certificate Template Edit form:
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Certificate Templates *
EDIT
o, X Cut
[E a D E‘@ Copy
Check  Cancel Paste
In
Commit Clipboard

The document was uploaded successfully and is checked out to you. Check that the fields below are correct and that all required fields are
filled out. The file will not be accessible to other users until you check in.

Template Name Starcups_Certificate_Template

Certificate Template Title

Preview

SharePointLMS Course Client course: = EE
Allows select course from SharePointLMS,

Competency Levels K Customer Focus-Experienced (2)
Tr

Body Awarded to: e

Template Name — type the template’s name.

b. Preview section will appear showing the smaller copy of previously chosen image.
Select area for certificate text display on the image.

c. SharePoint LMS Course — specify the course for this certificate template.

d. Competency levels — specify one or more Competency levels for this certificate
template. Press Add new button to choose one.

e. Body — write a short description.
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Text Alignment Mear

& Center
Far

Vertical Alignment Mear

# Center
Far

Show Shadow

Font Family Andalus v
Font Size (px) 20
Font Style Bold
Italic
Underline
Strikeout
Category There are no categories to select, please create a new category.

validity Period
MNumber of days before certificate expires

MNote

— Text Alignment — specify the text position for this certificate template.

— Vertical Alignment — specify the vertical position for this certificate template.

— Show Shadow — check the box if you want shadows to be shown.

— Font Family — specify the text font type.

— Font Size - specify the text font size.

— Font Style — check the box against the desired font style.

— Category — press the +Select Menu to specify category for this certificate template.
— Validity Period — specify the certificate template expiration date.

— Note — type any remarks here, if needed.
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Motification Schedule Granted
|_J Suspended
Expired
Days prior to expiry, separated by comma

Certificate Created Message (None) ¥

Stores message template sends on certificate creation

Certificate Expired Message (None) v

This message will be send when certificate expires
Certificate Suspended Message | (None) v
Certificate Prior Expire Message | (Mone) v

Metadata

Specify additional metadata for this template

Created at 3/15/2016 3:25 PM by [ | ageucheva_a Check In
Last maodified at 3/15/2016 3:25 PM by [ ageucheva_a o

Cance

— Notification Schedule — check the box against the desired certificate template valid period.
If Expired is chosen, type the number of days;
— Certificate Created Message — specify the message template as notification about certificate

creation;

— Certificate Expired Message — specify the message template as notification about certificate
expiration;

— Certificate Suspended Message — specify the message template as notification about
certificate suspension;

— Certificate Prior Expire Message - specify the message template as notification about
certificate prior expiration;

— Metadata - type the additional metadata for this template, if needed.

4) Click Save button to create new Certificate Template or click Cancel button to discard the

changes.
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6.4.1.2 View Certificate Template's metadata
To view the Certificate Template’s metadata the User should follow the steps below:
1) Click on the name of the Certificate template in the Certificate Templates list.

The View form will open with all metadata for the selected Certificate Template:

BROWSE VIEW C, SHARE

F] Version History [L‘ Alert Me
=4 g N

% Shared With £ Manage Copies
Edit Check
fem 3 Delete ltem Out & workflows

Manage Actions

People Administration

Template Name Certificate
Search User
File Type png
Profile Information
Picture Size 600 x 407
Action Plan
Preview
Competencies —
Certificates
p - L B - g L ] i
CERTIFICATE
> Bl N J > 4 \ =

Project Team
Competencies

Department
Competencies

HR Administration
Organizations
Taxonomy Scales
Competencies
Competency Groups
Roles

Jobs

Job Families

Project Teams

Notifications File Name Certificate_Template.png

Email Templates SharePointLMS Course Hardware Course

Personal Profiles Competency Levels Business Conduct-Above Average (4)

a. Click File Name link to open the image of the Certificate Template in the new
window.

b. Click on Certificate Message (Granted, Suspended, Prior Expire or Expired) to open
the View form for the selected Certificate Message Type (see Chapter 4.10.2 View

Email Template’'s metadata for more information).

2) Click Close button to return to the Certificate Templates list.

6.4.1.3  Edit Certificate Template
To edit the Certificate Template, the User follows the steps below:
1) Open the View form for the selected Certificate Template (see Chapter 6.4.1.2 View

certificate Template’'s metadata for guidance).
2) In the View form, click Edit item button on the ribbon menu to open the Edit form for

selected Certificate Template:
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Version History
s

&% Shared With

ftem | X Delete Item

Manage

People Administration
Search User
Profile Information
Action Plan
Competencies
Certificates

History

E

Check
Out & workflows

(ZMs365

) SHARE
Alert Me

-
) Manage Copies

Actions

Template Name Certificate
File Type png
Picture Size 600 x 407
Preview

‘ CERTIFICATE

3) Make the necessary updates to the fields in the Edit form (see Chapter 6.4.1.1 Add
Certificate Template to see the Edit form).

4) Click Save button to save the changes OR click Cancel button to discard the changes.

NOTE: o

Changes made to Certificate Template's metadata, company, text area, text body
and styling won't be applied to already generated certifications.

Changes made to period for course enrollment won't be applied to existing
enrollments.

Changes made to validity period are reflected on existing certifications.

6.4.1.4 Delete Certificate Template

To remove the Certificate Template from the Certificate Templates list, follow these steps:

1) Open the View form for the selected Certificate Template (see Chapter 6.4.1.2 View

certificate Template's metadata for guidance).

2) Inthe View form click Delete item button on the ribbon menu:

BROWSE ~ VIEW ) SHARE
F Version History [\_\ Alert Me
= A &% Shared With m g‘_} Manage Copies
Edit Check
Manage Actions

People Administration
Search User
Profile Information
Action Plan
Competencies
Certificates

History

Template Name Certificate
File Type png
Picture Size 600 x 407
Preview

‘ CERTIFICATE

The system will ask you to confirm the decision to remove the Certificate Template:
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Message from webpage ﬁw

-

:I Areyou sure you want to send the item(s) to the site Recycle Bin?

| ok || cancel

3) Click OK button to confirm the decision or click Cancel button to discard the process.

NOTE: e Cannot delete the Certificate Template when it is selected for one or more
Competency Levels and/or connected to any SharePoint LMS course.

e Certifications generated from this Certificate Template are not deleted.

6.4.2 Certificates Management

In the certificates section certificates granted in CCM and in REM solutions are displayed.
The Employee certificates are stored in the Certificates list. To view the list, follow these steps:

1) Click Certificates link on the Quick Launch menu on the CF Site Home page:

People Administration
Search User
Profile Information
Action Plan
Competencies
Certificates

History {D

Team Competencies

The system will redirect you to the Certificates list of employees’ Certificates, sorted by Title, Status,
Issued Date and Expiration Date:
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Q/ Search this site 0o
comme - Certificates
A bt W EE]
People Administration calact User | Anna Ageucheva; wy =
Search User
profile Information Valid (3) | Suspended(d)  Expired (8)  All(9)
Action Plan
. Title Issued Date Expiration Date Type
Competencies
Certificates Starcups Barista 5/25/2016 Course
History MNew Super Course 5/25/2016 Course
Project Team New Curriculum 5/25/2016 5/25/2017 Curriculum
Competencies
Click on the Certificate title to view it
S X

GetCertificatesData.ashx (1280x720)

Awarded to:
i:0#.w | elearningforce\lrn1

For completing:
{course}

Date:
6/5/2015 12:00:00 AM

(%}
O
=)
O
Pudl
©
4+
(V)

6.4.2.1 Create Certificate

To create a new Certificate for an employee, follow these steps:
1) First you need already created Certificate Template (to create a certificate template, see
Chapter 6.4.1.1 Add certificate Template).

2) Go to Settings > Site Contents > Certificates and click New Document in the ribbon menu:
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OneFremises

€ SHARE ¥y FOLLOW

ﬂ Check Out
Check In
Mew Upload New Edit View Edit Share  Alert  Download a Workflows Publish Tags &
Document » Document Folder = Document Discard Check Out ~ Properties Properties e~ Copy Motes
.+« Certificate Manual Load Open & Check Out Manage Share & Track Copies Workflows Tags and Notes
= Manual Create Certificate
.. Certificate From Template (-B New 1 upload v
[—1) .
Certificate From Template
All Certificates  Explorer View  Selected Pictures Find a file 0o
Search User
Profile Information v D MName Certificate Template Company Name Date Expires
Action Plan = 449fc763-bfc5-4el0-bced-clc2ebd8a342,jpg Certificate Template  BaristaClub 3/23/2016
Competencies = f4d63ba2-d819-4168-ad57-d71c7dc5ceB3.)pg  Certificate Template Eleamningforce  6/9/2016

3) Based on the selection made, the form will open that will allow either manual upload of the

Certificate or the creation of the Certificate from the Certificate Template:

BROWSE EDIT

58 5.
D E‘@ Copy

Save  Cancel Paste

Commit Clipboard

People Administration
Search User
Profile Information
Action Plan
Competencies
Certificates
History

Project Team
Competencies

Department
Competencies

HR Administration
Crganizations
Taxonomy Scales

Competencies

4) Click Save to create new Certificate or Cancel to discard all changes.

6.4.2.2 Edit Certificate

F

Create Manual Certificate

Certificate Group

Certificate Template *

Certificate Title *

Certificate Owner *

Company Mame *

Date Issued *

Date Expires

Properties

Certificate Template T

Certificate Template

Certificate title
Harvey Spector

Elearningforce

3/15/2016 ]
6/9/2016 i8]
Leave this field blank should the certificate never expire

Add property

€ SHARE Yy Follow O,

& BB

Save Cance

The User is able to change the Status of the Certificate to Suspended via the Edit form:

1) Go to Settings > Site Contents > Certificates, select the needed certificate from the list and

open it for editing:
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BROWSE VIEW CJ SHARE

Version History D Alert Me
i
Al &% shared with El 5 manage copies
Edit Check
fem | Delete tem Qut & workflows

Manage Actions

People Administration

Template Mame Certificate
Search User
File Type png
Profile Information
Picture Size 600 x 407

Action Plan

2) Check 'Suspend Certificate’ option:

BROWSE  EOIT ) SHARE ¥y Fouow O
HB R
D B Copy
Save  Cancel Paste
Commit Clipboard

People Administration
P Suspended '

Search User

Profile Information

Save Cancel
Action Plan

3) Click Save to save the changes or Cansel to discard changes.

6.4.3 Personal Certifications Management

The Administrator mode is for the use of People Administrators and Project Team Leaders (called
Users for convenience) who manage all entities of the Person Certificates. People Administrator
Project Team Leader and Managers are able to search for the Employee and the Person
Certifications page with the following entities will be displayed for him: Certifications shown for all
Competency levels an Employee has ever had and their statuses (Valid, Expired, and Suspended).

In the certificates section certificates granted in CCM and in REM solutions are displayed.
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6.4.3.1 View Personal Certificates

1) Click Personal Certifications from User Tools on the left side menu on the Home page:

FPeople Administration
Search User
Profile Information
Action Plan
Competencies
Certificates {F_"')

History

Team Competencies

The system will redirect you to the Personal Certifications page where the user can find an
employee whose certificates he needs to see:

2) Click Browse (E=) icon to pick the user name or enter the user name in the search box.

3) Click Check Names (’5#) icon to see the Certificates for the selected user:

BROWSE PAGE

- @l Versions N I,
7 B s O L3 ] @

Edit Page Edit E-maila Alert Approve Reject  Workflows  Edit Mobile Make Title Bar Tags &
- Properties - x Delete Page Link: Me -~ Page~ Homepage Properties MNotes
Edit Manage Share & Track Approval Workflow Page Actions Tags and Notes
R _
People Administration Select User | Ana Ageucheva; & B
Search User
Profile Information Valid (3) | Suspended (0) = Expired (6) = All(9)
Action Plan
. Title Issued Date Expiration Date Type
Competencies
Certificates Starcups Barista 5/25/2016 Course
History MNew Super Course 5/25/2016 Course
Project Team _ . I _ I .
- . MNew Curriculum 5/25/2016 5/25/2017 Curriculum
Competencies

You can filter the Certificates of an employee by clicking on one of the following tabs:

— Valid - the list of Certificates that are an Employee has acquired and did not pass the
Expiration date yet.

— Suspended - the list of Certificates that have been revoked.
— Expired - the list of Certificates that passed the Expiration Date
— All - the full list of Certificates of an employee is displayed.
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6.4.3.2 Suspend Certificate
You can suspend the Certificate of the employee:
1) Go to Settings > Site Contents > Certificates, select the needed certificate from the list and

open it for editing:

BROWSE | VIEW ) SHARE
Version History D Alert Me
&% Shared With m aﬁ; Manage Copies
Edit Check
fem | Delete tem Qut & workfiows
Manage Actions
People Administration
Template Mame Certificate
Search User
) ) File Type png
Profile Information
. Picture Size 600 x 407
Action Plan
1 I N .
2) Check ‘Suspended’ option:
BROWSE  EDIT ) SHARE Yy FoLow O,
HB .
D gy Copy
Save  Cancel Paste
Commit {lipboard
People Administration
P Suspended '
Search User
Profile Information
Save Cancel

Action Plan

3) Click Save to save the changes or Cancel to discard changes.
The Certificate Status will be changed to Suspended and the Certificate will be removed
from Valid Certificates list. You can only view it in the Suspended Certificates list and in All

Certificates list.

6.5 History

The system keeps records of the employee’s history with the company, from the date of
employment up to termination of employment. The following events are recorded for management
to look at should it be needed:

e person'’s profile data changes;

e person'’s certifications changes;

e person’'s competencies changes.

The Global Admin has the ability to change the default period during which records will be stored

in the system. Upon termination of the History Login Period the system’s retention mechanism
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archives the records to another database. Global Admin and People Administrator are able to

retrieve history logs:

1) From the Home page click History in People Administration on the Quick Launch menu:

People Administration
Search User
Profile Information
Action Plan
Competencies
Certificates
History

Froject Team
Competencies

2) You will be redirected to the View History page. This page contains the filter, that will help
you to define the search criteria for people profiles and competencies:

Search this site 0o
Q/LM-%?E History

People Administration Database Items per page
- 0 cC i 016 ¥ v
cearch User srv-5g12012.examplelocal CCM_History_SP2016 10
L . Start Date What to show
Profile Information
. g Structura Perzonz
Action Plan . . ) . )
End Date Competencies History Profiles History View
Competencies . )
P = View Personal Competencies
Certificates User : Completency Levels History View
History Harvey Spector: & E History View Personal Certificates
) Taxonomy Scales History View
Project Team Hi ° Vi v g
Competencies Competency Istory View
No Selection Jobs History View
Department N
& Add new

Competencies Roles History View

HR Administration

L oK
Organizations

3) Set criteria in the Filter.
Note, that the Start Date is a required field.

If End Date field is left empty, the period till the present moment is considered.

4) Fill out the Profile Search and/or Competency Search sections:
- Profile Search — enter Login - Display Name or Email as the search criteria;

- Competency Search — use Competency picker to select a Competency as the search
criteria;
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OneFremises

5) Select number of items per page or set option "All’ to show all items:

Items per page

[AT]

petencies History View

petency Levels History View

6) Select Structural and Personal history views to be displayed;
7) Click OK button to view the History records based on the filter and search criteria. The

information will be listed under the Competency Search section:

Profiles History View
Display Mame Login EMai Properties Action Created By Created at

Harvey i0#.wlexample)|2 Title Updated ageucheva_a 3/11/2016 8:16:36
Spector Harvey Spector AM

First Name

Harvey

Middle Name

Last Name
Spector
Organization
CCM
Department

Picture
Prefix
Status

Profile Status
Active
Gender

Jobs

Starcups IT Support
Manager

Manager
ageucheva_a

0.6 Project Team Competencies
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The Project Team Competencies section offers an easy way to view Competencies of all Project

Team Members and assess project teams’ proficiency levels with the help of gap analysis.

0.6.1 View Project Team Competencies

To view Project Team's Competencies and assess Project Team Gap, follow these steps:
1) In People Administration section on the Quick Launch menu click on Project Team
Competencies:

People Administration
Search User
Profile Information
Action Plan
Competencies
Certificates
History

Project Team
Competencies

Department
Competencies

2) You will be redirected to Project Team Competencies page:
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Project Team Competencies

Starcups Team ¥

2Held Required All
LLE Project Team Level Required GAP

4 General Employee Competencies

English - Spoken 12345 Not Present -1
Advanced Barista Skill 1 2 3| User level value: 2 Mot Present
Coffee-making 12 :Z‘I?;\tf\;\e‘te?:lg‘,e\tfl:::‘:g:n scale is 2 0
Company and Product Knowledge 1 2 : -1

3Annie Mac 4

Held Required Suggested | All

L User Level Reguired Suggested GAP Earned Comments Fill GAP

4 General Employee Competencies

. Mot T
English - Spoken 112345 Mot Present Mot Present 7/15/2015 ew Entries Fill GAF
Present
Company and Product Knowledge 12 1 Mot Present ] 7/15/2015 ew Entries
Laura Smith B
Held Required Suggested | All
Title User Level Reguired Suggested GAP Earned Comments Fill GAP
4 General Employee Competencies
. . Mot .
English - Spoken 1234 Mot Present Mot Present 7/15/2015 ew Entries
Present
Mary Jane Stevens 4
Held Required Suggested | All
Title User Level Required Suggested GAP Earned Comments Fill GAP
4 General Employee Competencies
. B . Mot . e
English - Spoken 12345 Mot Present 3 6/5/2015 ew Entries Fill GAF
Present
Coffee-making 112 1 Mot Present 0 6/3/2015 ew Entries
. . - - Mot R
Advanced Barista Skill 12345 Not Present Not Present 6/5/2015 ew Entries
Present
Company and Product Knowledge L2 2 Mot Present -1 6/5/2015 ew Entries Fill GAP

1) Choose the Project Team from the drop-down (Box#1 on the screen above):
2) The Project Team Competencies of the selected Project Team are displayed (Box#2
on the screen above):
o Held - the list of Competencies that are currently held by at least one Project
Team Member;
o Required - the list of Competencies that is required for at least one Project
Team Member;

o All —the list of all (Held and Required) Project Teams Competencies;

NOTE: Project Team Level is the Project Team Competency’s Level that is calculated as an average

of User Levels of all Project Team Members for the Competency.
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Required is the Required Level for the Project Team Competency that is the highest
Required Level for this Competency from the Personal Competencies of Project Team
Members.
GAP is calculated as the difference between the Required and Project Team Level value.
In the case on the screen above it is calculated for ‘English — Spoken’ competency as
follows:
1. Project Team level value is calculated:
Annie Mac —User Level 2;
Laura Smith — User Level 3;
Mary Jane Stevens — User Level 1;
The total number of points is divided by the number of project team members:
6/3 =2
2. The Gap is calculated:
The Required level is abstracted from the Project Team level value: 2— 3 = -1

On the screen above GAP for ‘English — Spoken’ competency is '-1".

3) The list of all Project Team Members is displayed under the Project Team's
Competencies. The User can click on the arrow to the right of the user name of the
Project Team Member to see the Personal Competencies of the selected employee

(Box#3 in the screen above). Please, refer to the section View Employee’s Personal

Competencies on the details about the Personal Competencies Gap for an

employee.

The User can mark who out of the Team Members has the Team Competency by selecting the
Team Competency in the Team Competencies list:
The system colors the user names of the Team Members in the following way:
e Red - if the Team Member does not possess the selected Team Competency;
e Yellow - if the Team Member does have the selected Team Competency but the
Competency Level is lower than the Required Level for the Team Competency;
e Green - if the Team Member does have the selected Team Competency and the

Competency Level is the same or higher than the Required Level for the Team Competency:
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»Project Team Competencies

Starcups Team o

Held Reguired All

Title Project Team Level Reguired GAP

English - Spoken 1

Coffee-making 0

Advanced Barista Skill Not Present Not Present
Annie Mac v
Laura Smith v
Mary Jane Stevens v

6.6.2 Fill Project Team Gap

To close the Project Team Gap, the User has two options:
1) One by one fill gaps of Project Team Members that hold the selected Competency;
2) Grant the Competency to the Project Team Member(s) that do not currently hold it.

6.6.2.1 Fill Gap of Project Team Member

To fill Project Team Gap by closing the Project Team Members' Gaps, follow these steps:
1) Click on the Project Team Competency to select it from the list. The Project Team Member
user names will paint according to the rules, described in Chapter 6.6.1 View Project Team

Competencies;
2) Click on the Project Team Member user name that is pained yellow;

3) Choose the Competency from the Competency Project Team Member's list and use Fill Gap

link to grant competency manually or enroll employee into a course.

6.6.2.2 Grant Competency for Project Team Member

To fill Project Team Gap by granting a Competency to the Project Team Member that does not
currently holds it, the User should follow the steps below:

1) Click on the Project Team Member's user name pained red to select him from the list;

2) The Project Team Member's user names will paint according to the rules described in View

Project Team Competencies section;

3) Click Grant Competency on the ribbon in the Competencies Tools. Refer to the section

Grant Competency for details on how to grant new Competency to an individual employee.
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0./ Department Competencies

Department Competencies section offers an easy way to view Competencies of all department
employees and assess department members’' proficiency levels with the help of gap analysis.

Information about Departments is taken from users’ Personal Profiles:

Crganization CCM
Department Sales

To view Department Competencies and assess Department Competency Gap, follow these steps:
1) In People Administration section on the Quick Launch menu click on Department

Competencies:

People Administration
Search User
Profile Information
Action Plan
Competencies
Certificates
History

Project Team
Competencies

Department
Competencies

HR Administration

2) You will be redirected to Department Competencies page:
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»Department Competencies

Action v

Held Required All

Title Department Leve

4 Ungrouped
Company and Product Knowledge 12
English - Spoken 12345
Communication 123
Coffee-making 12
Customer Focus 12
Laura Smith

Mary Jane Stevens

Annie Mac

3) Choose the Department from the drop-down:

Reguired

MNot Present

(ZLMs365

OneFremises

GAP

-1
-1
Not Present

0

0

»Department Competencies

Action ¥

Professional Services
Sales and Marketing
Game of Thrones
Demo Department
Global Customer Care

SP Core QA

4) The Department Competencies are displayed in three tabs:

o Held - the list of Competencies that are currently held by at least one

Department Member;

o Required - the list of Competencies that is required for at least one

Department Member;

o All —the list of all (Held and Required) Department Competencies:
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»Department Competencies

Action v

Held Required All

L Department Level Required GAP

Company and Product Knowledge

English - Spoken

Communication Mot Present Mot Present

Coffee-making 0

Customer Focus 0

NOTE: Department Level is the Department Competency's Level that is calculated as an average
of User Levels of all Department Members for the Competency.
Required is the Required Level for the Department Competency that is the highest
Required Level for this Competency from the Personal Competencies of Department
Members
GAP is calculated as the difference between the Required and Deratment Level value.
In the case on the screen above it is calculated for ‘English — Spoken’ competency as
follows:
1. Deratment level value is calculated:
Annie Mac —User Level 2;
Laura Smith — User Level 3;
Mary Jane Stevens — User Level 1;
The total number of points is divided by the number of department members: 6/3
=2
2. The Gap is calculated:
The Required level is abstracted from the Deratment level value: 2—- 3 = -1

On the screen above GAP for ‘English — Spoken’ competency is -1".

5) The list of all Department Members is displayed under the Department
Competencies. The User can click on the arrow to the right of the user name of the
Deratment Member to see the Personal Competencies of the selected employee.
Please, refer to the section View Employee’s Personal Competencies on the details

about the Personal Competencies Gap for an employee:
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Action v

Held Required All
Title
4 Ungrouped
Company and Product Knowledge
English - Spoken
Communication
Coffee-making
Customer Focus

Laura Smith

Held | Required | Suggested | All
Title

4 General Employee Competencies
English - Spoken
Coffee-making

Mary Jane Stevens

Held Required Suggested All
Title

4 General Employee Competencies
English - Spoken
Coffee-making

Company and Product Knowledge

User Level

User Level

Department Leve

Required Suggested

Mot Present

1 Mot Present

Reguired Suggested

Mot Present

Mot Present

GAP

GAP

ra

Required

Not Present

(ZMs365

0

0

Earned Comments

7/15/2015 ew Entries

7/15/2015 ew Entries

Earned Comments

6/5/2015 ew Entries

6/5/2015 ew Entries

6/5/2015 ew Entries

GAP

Not Present

Fill GAP

Fill GAP

The User can mark who out of the Depatment members has the Depatment Competency by

selecting the Depatment Competency in the Depatment Competencies list:

The system colors the user names of the Depatment Members in the following way:

e Red - if the Depatment Member does not possess the selected Depatment Competency;

e Yellow - if the Depatment Member does have the selected Depatment Competency but the

Competency Level is lower than the Required Level for the Depatment Competency;

e Green - if the Depatment Member does have the selected Depatment Competency and the

Competency Level is the same or higher than the Required Level for the Depatment

Competency:
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»Department Competencies

Action

Held Required All
Title Department Leve Required GAP
Fl
English - Spoken 1
Communication Mot Present Not Present
Coffee-making 0
Customer Focus 0
Laura Smith =
Mary Jane Stevens =
Annie Mac >

6.7.1 Fill Department Competency Gap

To close the Department Competency Gap, the User has two options:

1)
2)

To fill

steps:

1)

2)
3)

To fill

One by one fill gaps of Department Members that hold the selected Competency;
Grant the Competency to the Department Member(s) that do not currently hold it.

Department Competency Gap by closing the Department Members' Gaps), follow these

Click on the Department Competency to select it from the list. The Department Member
user names will be coloured according to the rules, described in Chapter 6.7 Department
Competencies;

Click on the Department Member user name that is pained yellow;

Choose the Competency from the Competency Department Member's list and use Fill Gap

link to grant competency manually or enroll employee into a course.

Department Competency Gap by granting a Competency to the Department Member that

does not currently holds it, follow the steps below:

1)
2)

3)

Click on the Department Member's user name pained red to select him from the list;
The Department Member's user names will be coloured according to the rules described in

Chapter 6.7 Department Competencies;

Click Grant Competency on the ribbon in the Competencies Tools. Refer to the section

Grant Competency for details on how to grant new Competency to an individual employee.
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7 ANNOUNCEMENTS

The Announcements are intended for information purposes. This section allows users to create
announcements for target participants (such as Employees, Managers, and Project Teams) to share
important message with them.

Global Administrator has the ability to create Global Announcements for all Organizations within
SharePoint CCM. Other actors will have the permission to only view the Global Announcements
from the SharePoint CCM Home page.

People Administrator has the ability to create Announcements within his Organization. Project
Team Leader has the ability to create Announcements for his project team.

Announcement functionality is carried from OOTB SharePoint LMS system. The only exception is

that announcements will be created for target Users/Groups, not SharePoint LMS Courses.

The Announcements are stored in the list and can be accessed by clicking Announcements from
the left side menu on the Home page (SharePoint CCM Host, organization Home and project team

Home pages respectively):

Project Teams
Motifications
Email Templates
Personal Profiles
Relationships

Announcements

/1 Add Announcement

To add a new Announcement to the Announcement list, follow these steps:

1) Click Add New Announcment button ®;
OR

2) From the ribbon menu Items choose New Item:
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BROWSE [TEMS LI5T

Version Histony

m

Shared With

| . Mew Item Enage Actions  Share & Track Tags and Motes Vorkflow
) Add a new item to this list.
PEOPIE AQMIMISIatan @ Add New Announcement jor edit this |iSt_
Search User All items === Find an itemn 0

Profile Information
W @J Title Start Date Maodified

3) Fill out the Announcements — New Item form:

BEROWSE EDIT

oy X Cut 0] ABC
E a D E@Ccp}' a ¢

Save  Cancel Paste A};t_?ch Spelling
2 -
Commit Clipboard Actions | Spelling
People Administration Title *

MNew Employees

Search User

Body Inmortant information for new employees!

Profile Information
Action Plan
Competencies
Certificates

History

Project Team
Competencies

Department
Competencies

HR Administration Keywords | new; infermation; meeting .

Organizations *
Start Date | 35112016 iz

Taxonomy Scales

Competencies Expires | 5/12/2016 | izizs

Competency Groups
Save Cance

Roles

— Title — enter the subject of the new Announcement;
— Body - enter the text of the Announcement;
— Keywords — enter the keywords on which the new Announcement will be

searchable;
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Start Date — enter the date on which the Announcement is to be displayed
for the viewing;

— Expires — enter the date on which the Announcement will expire.

4) Click Save button to create new Announcement or click Cancel button to discard the
changes.

You will be redirected to the Announcements list.

/.2 Edit Announcement

To edit the Announcement, follow these steps:

1) Click Edit Item from the drop-down list next to the Announcement’s Title;
OR

2) From the ribbon click Edit Item in Items ribbon menu after selecting the Announcement in
the list:

BROWSE [TEMS LIST

Version Histony @D C)
= : i (o vy
‘::J = /!' Shared With

i

Mew Mew View Edit Aftach Alert Tags & Workflows Approve/Reject
Item ~ Folder Item ltem | 2 Deleta Itam File e » Motes
Mew Manage Actions | Share & Track  Tags and Motes Workflows
People Administration (® Add New Announcement or edit this list
Search User All items === Find an itern 0
Profile Information
) W @J Title Start Date Modified
Action Plan
. Mew Emp|0}rEE5-ﬂ- wmaee 34112006 A fow seconds ago
Competencies [ -
Edit Item
Certificates
. Delete Item
History
Project Team View Item
Competencies
Advanced »
Department
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3) Make the necessary changes to the Announcement metadata fields in the Announcements-
Edit form:

BROWSE EDIT

HB mi, X0 ¥
D EE] Copy ‘/
Save  Cancel Paste Delete  Attach Spelling

Ttem File -

Commit Clipboard Actions Spelling

People Administration Title New Employees|

Search User Bady - -
ody Inmortant information for new employess!

Profile Information

Action Plan

Competencies

Certificates

History

Project Team
Competencies

Department
Competencies

HR Administration Keywords new; information; meeting P

Organizations Start Date * 3/11/2016 m

Taxonomy Scales
Expires
Competencies P 5/12/2016 El

Competency Groups Cr 3117016 3:24 PM by - '
P ¥ B Created at 3/11/2016 3:34 PM by [ ageucheva_a Save -

Roles Last modified at 3/11/2016 3:34 PM byl ] ageucheva_a

4) Click Save button to save the changes made or click Cancel button to discard the changes.

You will be redirected to the Announcements list.

/.3 View Announcement

The Announcement becomes visible once the Start Date comes. To view the Announcement, follow
the steps below:

1) Click View Item from the drop-down list next to the Announcement Title;
OR

2) From the ribbon menu Items click View Item:
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BROWSE [TEMS LIST
—1| [ Version Histony
H e B an’ (= @
= =) EA Shared With
Mew Mew View Edit Attach Alert Tags & Workflows Approve/Reject
Item -~ Folder Ttem [tem x Delete [am File hig - Motes
Mew Manage Actions  Share & Track  Tags and Motes Workflows
People Administration (# Add New Announcement or edit this list
Search User All items  »e» Find an item jo
Profile Information
_ d B rite Start Date Modified
Action Plan
) Mew Empm}reegl-ﬁ- amaee 34112016 A fow seconds ago
Competencies [ _
Edit Item
Certificates
. Delete Item
History
Project Team View Item
Competencies
Advanced *
Department

3) The View form will open with the detailed information for the selected Announcement
(Title, Body, Start date, Expires):

BROWSE VIEW

F\ Version History Alert Me
= 8% chared With @& Workflows
Edit
e ¢ Delete Iiem
Manage Actions
People Administration Title MNew Employees
Search User Body Inmortant information for new employees!
Profile Information
) Keywords new; information; meeting
Action Plan
. Start Date 371172016
Competencies /1L
Certificates Expires 3/12/2016
History Created at 3/11/2016 3:34 PM by L] ageucheva_a

Close

Last modified at 3/11/2016 3:38 PM by ageucheva_a

Project Team

4) Click Close button to return to the Announcements list.
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7.4 Delete Announcement

To delete the Announcement, follow these steps:

1) Click Delete Item from the drop-down list next to the Announcement’s Title;
OR

2) From the ribbon menu Items choose Delete Item:

BROWSE [TEMS LIST

Version Histony
(’:‘. =A b CO @
= T Shared With
Mew Mew View Edit

_ | Attach Alert Tags & Workflows Approve/Reject
Item -~ Folder Item Item File Wi - Motes

i
T

Mew Manage Actions | Share & Track Tags and Motes Workflows
People Administration (® Add New Announcement or edit this list
Search User All items === Find an itermn 0o
Profile Information
_ v b Tite Start Date Modified
Action Plan
, New Employees # sea 301172016 A few seconds ago
Competencles | )
Edit Item
Certificates
, Delete Item
History
Project Team View Itemn
Competencies
Advanced *
Department

3) The system will ask you to confirm the decision to permanently remove the selected
Announcement:

-

=
Message from webpage u

| Are you sure you want to send the item(s) to the site Recycle Bin?

| ok || Cancel

4) Click OK button to confirm the decision OR Cancel button to discard the changes.
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You will be redirected to the Announcements list, where the removed Announcement is no longer
displayed.

8 SURVEYS

SharePoint CCM Surveys allow accumulating the information about the general SharePoint CCM
users. By default, the Survey link can be found on the main host page both on the left side menu

and in the main page field as a separate web part:

Email Templates My Project Teams

Personal Profiles

Relationships @LM 5365

Announcements Premises

PowerObjects

Reports

(JLMS365

Pramisas

(JLMS365

Pramisas

Starcups Team

Surveys

Team Subaru Canada

Project Team Details

Project Team:| PowerObjects ¥

s o

fdms  PowerObjects
Training Department

® pdditional info

Surveys

There are no items to display

Under the Survey link, the User can find the full list of the links to each SharePoint CCM Survey. If
you want to see the detailed link, click the Survey link on the left side menu OR in the main page
field. Once you have done it, you will see the detailed Surveys list consisting of the following
sections:

— Published Surveys;
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— Waiting Publishing;

— Draft;
— Expired:

(ZLMS365

On-Premises

People Administration
Search User
Profile Information

Action Plan

Surveys o

i Create [ Create from template

Name

Published

Description

(ZMs365

Search this site yel

Start Date

6/1/2015 12:00:00 AM

i E5 Surveyl Which of our courses would you like to attend?
Competencies
@ Survay 2 6/1/2015 12:00:00 AM
Certificates
Waiting Publishing
History R ——
E survey 3 6/7/2015 12:00:00 AM
Project Team
Competencies Dreft
Department = surveys
Competencies Expired
HR Administration = survey 5/1/2015 12:00:00 AM

Organizations

8.1 Create Survey

The User can create both standard and template-based SharePoint CCM surveys.

8.1.1 Create Standard Survey

To create a standard SharePoint CCM survey, do the following:
1) On the left side menu click Surveys;

2) Once you have done it, the following page will appear:

Surveys o

@ Create| [ Create from template
Mame Description Start Date

Published

=] Surveyl 3/15/2016
12:00:00 AM

Waiting Publishing

Draft

E MNew Survey General survey

Expired

=] Survey 2 3/14/2016
12:00:00 AM

3) Click Create;
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6/30/2015 12:00:00 AM

7/53/2015 12:00:00 AM

5/31/2015 12:00:00 AM

End Date
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12:00:00 AM
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4) The following form will appear:

Site Contents » New

MName and Description Mame:
Type a new name as you want it to appear in headings and links throughout the site. Type Sunfey 7
descriptive text that will help site visitors wse this survey,

Description:

General survey

Survey Options
Specify whether users” names will appear in survey results and whether users can respond Show User names in survey results?

to the same survey multiple times.
@ Yes ) No

Allow multiple responses?
) ves @ No

MNext Cancel

— Name - enter the name for the survey;
— Description — enter the description for the survey;
— Show User names in survey results? — select Yes to display user names in survey results;
select No to make a survey anonymous;
— Allow Multiple Responses? — select Yes to allow users to take the survey more than ones.
5) Click Next to specify the Survey details OR click Cancel to omit the survey creation;
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6) Complete the open form to add the survey questions:

Question and Type Question:
Type your question and select the type of Do you find our resource useful?|
answer,

The type of answer to this guestion is:

@ single line of text

© Multiple lines of text

@ Choice {menu to choose from)

i) Rating Scale {a matrix of choices or a Likert scale)

© Number (1, 1.0, 100}

@ Currency (S, ¥, €)

© Date and Time

© Lookup (information already on this site)

@ Yes/Mo (check box)

© Person or Group

() Page Separator (inserts a page break into your survey)
© External Data

© BodyReport

0 Competency Lookup Field

@ Filtered Lookup (Infermation from all sites in site collection)
© Body Report

i@ Introduction

© Duration

A
]

© Managed Metadata

Select the needed type of answer by choosing the radio button by the name of the needed type:
— Single line of text;

Specify the additional settings filling in the form:
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Additional Question Settings ) ) )
Require a response to this guestion:

Cmarifiyr o 1 mtimre for fha Fune - _
Specify detailed options for the type of i ves @ Mo
answer you selected

Enforce unique values:

© Yes @ No

haximum number of characters:
255

Default value:
@ Text @ Calculated value

e Require a response to this question — specify whether the response to the question
is obligatory. Select Yes if the response is needed, select No if it is optional;

e Enforce unique values — specify whether you want to set a unique meaning for each
answer. The considered option in use means that once User 1 has given a certain
answer, the answer has become unique and User 2 cannot give the same answer.

The system will not take it;

NOTE: If you have checked the Enforce unique values option, once you want to click Finish to

create the survey, the following dialogue will appear:

s ™~
Message from webpage ﬁ

I.-”"_"\-. This column must be indexed te enforce unique values. Do you want to
WY indexthis column?

| ok || cancel

The user should index the column to enforce unique values. Click OK to index the column,

click Cancel to omit the step.

e Maximum number of characters — specify the maximum number of characters to be
entered when answering. By default, the value is 255;
e Default value — specify whether the default value should be Text or Calculated Value.
Select the corresponding radio button.
— Multiple lines of text;
Specify the additional settings filling in the form:
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Additional Question Settings ] ] ]
Require a response to this guestion:

Specify detailed options for the type of T ves @ Mo
answer you selected

Mumber of lines for editing:
&

Specify the type of text to allow:
@ Plain text

@ Enhanced rich text (Rich text with pictures, tables, and hyperlinks)

e Require a response to this question — specify whether the response to the question
is obligatory. Select Yes if the response is needed, select No if it is optional;

e Number of lines for editing — set the number of lines for editing. The default number
is 6.

e Specify the type of text to allow — set the text format for answering. Select the
needed radio button. You may choose either Plain text or Enhanced rich text (Rich
text with pictures, tables and hyperlinks). Check the needed radio button by the
name of the needed text type.

— Choice (menu to choose from);

Specify the additional settings filling in the form:
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Additional Question Settings ) ] ]
Require a response to this question:

Specify detailed options for the type of ™ ves @ Mo
answer you selected

Enforce unique values:
0 Yes @ No
Type each choice on a separate line:

Yes, the resource is very useful
Mo, it is too difficult to use
I haven't seen your resource }red

Display choices using:
© Drop-Down Menu
@ Radio Buttons

© Checkboxes (allow multiple selections)

Allow 'Fill-in' choices:

7 Yes @ Mo

Default value:

@ Choice @ Calculated Value

e Require a response to this question — specify whether the response to the question
is obligatory. Select Yes if the response is needed, select No if it is optional;

e Enforce unique values - specify whether you want to set a unique meaning for each
answer. The considered option in use means that once User 1 has given a certain
answer, the answer has become unique and User 2 cannot give the same answer.

The system will not take it.

NOTE: If you have checked the Enforce unique values option, once you want to click Finish to

create the survey, the following dialogue will appear:

i '
Message from webpage ﬁ

& Thiz column must be indexed to enforce unique values, Do you want to
' index this column?

| ok || cancel
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The user should index the column to enforce unique values. Click OK to index the column,

click Cancel to omit the step.

e Type each choice on a separate line — fill in the box, typing the possible answers as

separate lines;

e Display choices using — specify the way you want to display the possible variants of

the survey answers. It may be Drop-Down Menu, Radio Buttons and Checkboxes.

Select the needed radio button by the name of the needed choice type;

e Allow “Fill in” choices — select Yes, if you want to allow “Fill-in" choices, select No, if

you do not want to activate;

e Default value - specify whether the default value should be Text or Calculated Value.

Select the corresponding radio button.

— Rating Scale (a matrix of choices or a Likert scale);

A Rating Scale question consists of a question and sub-questions that are rated on a scale such as

1to 5.
Specify the additional settings filling in the form:

Additional Question Settings

Require a response to this guestion:

Specify detailed options for the type of
answer you selected

@ Yes @ No

A rating scale question consists of a
question and sub-guestions that are
rated on a scale such as 1 to 5. Type a
guestion into the Question box, and

then type sub-questions that support  Type each sub-question on a separate line:

the main question. Select a Number
Range to define the number of
options that users can choose from,

option buttons to describe the

Has it made the certification process easier?
How long have you used the resource?
The Range Text appears above the Do you use it separately or with other our products?

meaning of the scale, such as Low, 1 |

] | *

Average, and High or Strongly
Disagree, Meutral, and Strongly Agree.
Use the N/A option if you want users
to select N/A or a similar response, if
a question is not applicable.

Mumber Range:

5 |=]
Range Text:

Low Average
Show M/A option:

N/A option text: | pya

@
S ELEARNINGFORCE

High




(ZMs365

e Require a response to this question — specify whether the response to the question is

obligatory. Select Yes if the response is needed, select No if it is optional;

e Type each sub-question on a separate line — fill in the box, typing the possible answers as

separate lines;

e Number range — select a number range to define the number of options that users can

choose from when answering. Click the down arrow to open the drop-down menu:

Branching Logic

Speafy if branching is enabled for this
question. Branching can be used to
skip to a specific question based on
the user response. A page break is
automatically inserted after a
branching enabled question. Leam
about branching.

Mumber Range:

Jext:
Lverage High

/A option:

tion text | nsa,

ne branching logic, add your questions and then, in the Survey Settings page,
e questions to define the branching logic.

By default, the maximum number to be specified is 20.

e Range text - appears above the option buttons to describe the meaning of the scale, such

as Low, Average, and High or Strongly Disagree, Neutral, and Strongly Agree. The user can

set the text value for the field herself/himself. Then when answering he/she should select

the radio button under the name of the needed answer;

e Show N/A option — specify whether you want to have such answer variant as No Answer. To

activate the option select the check box by the name of the option.

¢ N/A option text — specify the text line for the option.

—  Number;

Select this answer type if you want to specify the answer in numbers. Specify the additional settings

filling in the form:
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Additional Question Settings ) ] ]
Require a response to this guestion:

Specify detailed options for the type of @ ves © No
answer you selected

Enforce unique values:

| Yes @ No
You can specify a minimum and maximum allowed value:
Min: 1 Max: 10

Mumber of decimal places:
ﬁ'«utnmaticm

Default value:
@ Mumber © Calculated Value

[[] Show as percentage (for example, 50%)

e Require a response to this question — specify whether the response to the question is
obligatory. Select Yes if the response is needed, select No if it is optional;

e Enforce unique values - specify whether you want to set a unique meaning for each answer.
The considered option in use means that once User 1 has given a certain answer, the
answer has become unique and User 2 cannot give the same answer. The system will not
take it.

NOTE: If you have checked the Enforce unique values option, once you want to click Finish to

create the survey, the following dialogue will appear:

- )
Message from webpage ﬁ

I.-”"_"\-. This calumn must be indexed to enforce unique values, Do you want to
WY indexthis column?

| ok || cancel

The user should index the column to enforce unique values. Click OK to index the column,
click Cancel to omit the step.
e You can specify a minimum allowed value — fill in Min and Max fields to specify the

minimum and maximum values for the survey answer;
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e Number of decimal places — set the number if decimal places by opening the drop-down by

the name of the option:

Mumber of decimal places:

Automatic|=]

| Calculated Value

Show as percentage (for example, 50%)

e Default value - specify whether the default value should be Number or Calculated

Value. Select the corresponding radio button;

e Show as percentage (for example, 50 %) — select the check box to show the answer

as percentage.

— Currency;

The answer presupposes mentioning some currency value. Specify the additional settings filling in

the form:

Additional Question Settings

Specify detailed options for the type of
answer you selected

Require a response to this guestion:

© Yes @ No

Enforce unique values:

@) Yes @ Mo

You can specify a minimum and maximum allowed value:
Min: 10 Max: 100000

Mumber of decimal places:
ﬁxutcnmaticEl

Default value:
@ Currency © Calculated Value

Currency format:
§123,456.00 (United States) |E|

e Require a response to this question — specify whether the response to the question is

obligatory. Select Yes if the response is needed, select No if it is optional;
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e Enforce unique values - specify whether you want to set a unique meaning for each answer.
The considered option in use means that once User 1 has given a certain answer, the
answer has become unique and User 2 cannot give the same answer. The system will not
take it.

NOTE: If you have checked the Enforce unique values option, once you want to click Finish to

create the survey, the following dialogue will appear:

i~ K
Message from webpage ﬁ

I.-”"_"\-. This column must be indexed to enforce unique values. Do you want to
v index this column?

| ok || Cancel

The user should index the column to enforce unique values. Click OK to index the column,
click Cancel to omit the step.
e You can specify a minimum allowed value — fill in Min and Max fields to specify the
minimum and maximum values for the survey answer;
e Number of decimal places — set the number if decimal places by opening the drop-down by
the name of the option;
e Default value - specify whether the default value should be Currency or Calculated Value.
Select the corresponding radio button;
e Currency Format — click the down arrow to open the drop-down menu to specify the

currency format:
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Specify detailed options for the type of

answer you selected.

— Date and Time;

(ZLMs365
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123,456.00 Din. {Serbia, Latin)
123,456.00 € (Montenegro)
123,456.00 OuwH. (Serbia, Cyrillic)
$123,456.00 (Singapore)

123,456.00 € (Slovakia)

123,456.00 € (Slovenia)

R 123,456.00 (South Africa)
123,456.00 € (Spain)

f. 123,456.00 (Sri Lanka)

123,456.00 kr (Sweden)

Fr. 123,456.00 (Switzerland)
§123,456.00 ..=.d (Syria)
MNTE123,456.00 (Taiwan)

123,456.00 7.p. (Tajikistan)
4B8123,456.00 (Thailand)
TT5123,456.00 (Trinidad and Tobago)
123,456.00 .22 (Tunisia)

123,456.00 O (Turkey)

123,456.00m. (Turkmenistan)
1123,456.002 (Ukraine)

123,456.00 .2 (United Arab Emirates)
£123,456.00 (United Kingdom
$123,456.00 (United States)
$U 123,456.00 (Uruguay)
123,456.00 so'm (Uzbekistan)
123,456.00 cym (Uzbekistan)
Bs. F. 123,456.00 (Venezuela)
123,456.00 4 (Vietnam)
123,456.00 ..z (Yemen)
Z5123,456.00 (Zimbabwe)

m

1

wed value:

$123,456.00 (United States) B

The answer presupposes mentioning some time and date. Specify the additional settings filling in

the form:
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Additional Question Settings ) ) ]
Require a response to this question:

Specify detailed options for the type of T e @ Mo
answer you selected

Enforce unique values:

© Yes @ MNo

Date and Time Format:

@ Date Only (@ Date & Time
Display Format:

@ Standard © Friendly

Default value:
@ (None)
@ Today's Date

12aM|x] [00|=]

Enter date in M/D/YYYY format.
@ Calculated Value:

e Require a response to this question — specify whether the response to the question
is obligatory. Select Yes if the response is needed, select No if it is optional;

e Enforce unique values - specify whether you want to set a unique meaning for each
answer. The considered option in use means that once User 1 has given a certain
answer, the answer has become unique and User 2 cannot give the same answer.
The system will not take it;

e Date and Time Format — specify the date and time format. Select Date Only or Date
and Time. Select the corresponding radio button;

e Default value — specify Default value. You can set (None), Today's Date value
selecting the radio buttons. Also you can specify your own date filling in the empty
field or you can set the Calculated Value.

— Lookup (information already on this site);
The answer presupposes using some information from the site. Specify the additional settings
filling in the form:
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Additional Question Settings
Require a response to this question:

Specify detailed options for the type of ) )
) Yes @ Mo

answer you selected.
Enforce unigue values:
© Yes @ No
Get information from:
Action Plan IEI

In this column:

Title =]

[l Allow multiple values

&dd a column to show each of these additional fields:

ClTitle
[ Due Date

i)

[ Medified

[Cl Created

O version

[ Title (linked to item)

e Require a response to this question — specify whether the response to the question
is obligatory. Select Yes if the response is needed, select No if it is optional;

e Enforce unique values - specify whether you want to set a unique meaning for each
answer. The considered option in use means that once User 1 has given a certain
answer, the answer has become unique and User 2 cannot give the same answer.

The system will not take it.

NOTE: If you have checked the Enforce unique values option, once you want to click Finish to

create the survey, the following dialogue will appear:

P )
Message from webpage ﬁ

I.-”" "“-.I This colurmn must be indexed to enforce unique values, Do you want to
WY indexthis column?

| ok || Cancel

The user should index the column to enforce unique values. Click OK to index the column,

click Cancel to omit the step.
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e Get information from — specify the source where the user can get the information from. To

do that, click the down arrow to open the drop-down menu:

Additional Question Settings _ _ _

) ] ] i Require a response to this guestion:
Speafy detailed options for the type of
answer you selected, L Yes @ No
Enforce unique values:

) Yes (» Mo
Get information from:

Action Plan v
Action Plan =
Announcements
Certificate Templates
Certificates

A¢ Competencies f these
Competency Groups
Document Librany
Email Templates

Farm Templates
Generated Reports

Job Families

Jobs

Mew Survey
Motifications

Personal Competencies

Fersonal Profiles
Specify if branching is enabled for this Relationships
question. Branching can be used to skip
to a specific question based on the user
response. & page break is automatically
inserted after a branching enabled
guestion. Leam about branching.

In

Branching Logic
d your
ons to

-

Report Templates
Reparts
Roles -

e In this column — specify what is in this column. To do that click the down arrow to open the

drop-down menu:
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Get information from:
Action Plan IEI

In this colummn:

h of these additional fields:

Title {linked to item)

[ Modified

[E] Created

[Clversion

[ Title (linked to item)

e Allow multiple values — select the check box to allow multiple values;

e Add a column to show each of these additional fields — select the check box by the name of
the column you want to add.

—  Yes/No (check box);

The answer presupposes a certain answer to the question: Yes or No. Specify the additional settings
filling in the form:

Additional Question Settings
Default value:

Specify detailed options for the type of nh

anNsSWET You 5 ected

Branching Logic

Click the down arrow to open the drop-down menu to specify the default value answer. Select Yes
or No from the menu.

— Person or Group;

The answer presupposes selecting a certain name. Specify the additional settings filling in the form:
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Additional Question Settings
Require a response to this question:

Specify detailed options for the type of ) )
() ¥es @ No

answer you selected.
Enforce unique values:
© Yes @ No
Allow multiple selections:
© Yes @ No
Allow selection of:
@ People Only © People and Groups
Choose from:

@ All Users
© SharePoint Group:

Show field:
Mame (with presence) |E|

e Require a response to this question — specify whether the response to the question is
obligatory. Select Yes if the response is needed, select No if it is optional;

e Enforce unique values - specify whether you want to set a unique meaning for each answer.
The considered option in use means that once User 1 has given a certain answer, the
answer has become unique and User 2 cannot give the same answer. The system will not
take it.

NOTE: If you have checked the Enforce unique values option, once you want to click Finish to

create the survey, the following dialogue will appear:

-~ )
Message from webpage ﬁ

I.-”"_"\-. This column must be indexed te enforce unique values. Do you want to
WY indexthis column?

| ok || cancel

The user should index the column to enforce unique values. Click OK to index the column,
click Cancel to omit the step.
e Allow multiple selections — select Yes to allow multiple selections. Select No if you do not

want multiple selections;
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e Allow selection of — specify who you would like to allow selection of. You may choose either
People Only or People and Groups. To do that, check the corresponding radio button. Once
you have check the SharePoint Group radio button, specify a certain group you want to

choose by clicking the down arrow below the SharePoint Group radio button:

Choose from:
© All Users
@ SharePoint Group:

Employees

o Visitors
Maore...

e Show field — open the drop-down menu to specify the field you want to show.
— External Data;

The answer presupposes selecting certain data. Specify the additional settings filling in the form:

Additional Question Settings

Require a response to this question:
Specify detailed options for the type of CI i P 9
answer you selected. 2 Yes @ No

External Content Type:

Select the Field to be shown on this column:

Display the actions menu

Link this column to the Default Action of the External Content Type

e Require a response to this question — specify whether the response to the question
is obligatory. Select Yes if the response is needed, select No if it is optional;
e External Content Type — specify the external content type filling in the corresponding

field. Once you have done it, you may click 7 to check whether the External

Content Type you have mentioned exists. Use the picker E to select the existing

External Content Type;

NOTE: If the user has not specified the External Content Type correctly, he/she will get the
following notification:
No exact match was found. Click the item(s) that did not resolve for more options. You can

also use Select button to choose an External Content Type:
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Additional Question Settings
Require a response to this question:

Speafy detailed options for the type of . )
) Yes @ No

answer you selected.
External Content Type:
200008 BE
Mo exact match was found. Click the item(s) that did not resolve for more
options. You can also use Select button to choose an External Content Type.

Select the Field to be shown on this column:

Display the actions menu

Link this column to the Default Action of the External Content Type

e Display the actions menu — select the check box if you want to display the actions menu;
e Link this column to the Default Action of the External Content Type — select the check
box by the name of the option you want to link the column to the Default Action of the
External Content Type.
— Introduction;
The considered type presupposes a detailed introduction to the answer. Specify the additional

settings filling in the form:

Additional Question Settings o

] ] ] Description:
Specify detailed options for the type of
answer you selected. Type text here...

— Managed Metadata;
Specify the additional settings filling in the form:

Additional Question Settings
Require a response to this question:

Specify detailed options for the type of . )
D Yes @ No

answer you selected.
Enforce unigue values:

) Yes @ Mo

e Require a response to this question — specify whether the response to the question is
obligatory. Select Yes if the response is needed, select No if it is optional;
e Enforce unique values - specify whether you want to set a unique meaning for each answer.

The considered option in use means that once User 1 has given a certain answer, the
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answer has become unique and User 2 cannot give the same answer. The system will not
take it:

Multiple Value field

. : Allow multiple values
Specify whether the column will allow O P

more than one value
Note: allowing multiple values wi
prevent sorting in list views.

Display format
Display Value:
The value selected from the term set IS_p ay_ alue ) _
can be displayed either as a single value @ Display term label in the field
or with the full hierarchical path. @ Display the entire path to the term in the field

Example:
Single value - City

Full hierarchical path - Location,
Continent, Country/Region, City

e Allow multiple values — specify whether the column will allow more than one value. To do
that, select the corresponding check box;
e Display format — the value selected from the term set can be displayed either as a single
value or with the full hierarchical path;
v Display Value — specify how you would like the value to be displayed. Select either
Display term label in the field radio button or Display the entire path to the term in
the field radio button:
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Term Set Settings
@ Use a managed term set:

semicolons, and select Find to filter the Find term sets that include the following terms.
44 2

options to only include those which
contain the desired values.

Enter one or more terms, separated by

After finding the term set that contains > {3 SP2013-Managed-Metadata
the list of values to display options for
this column, click on a term to select the
first level of the hierarchy to show in the
column. All levels below the term you
select will be seen when users choose a

value,

@ Customize your term set:

e Term Set Settings - enter one or more terms, separated by semicolons and select Find #

to filter the options to only include those which contain the desired values.

After finding the term set that contains the list of values to display options for this column, click on

a term to select the first level of the hierarchy to show in the column. All levels below the term you

select will be seen when users choose a value.

1) Click Next Question to specify the next question OR click Finish to finish creating the Survey

OR Cancel to cancel the Survey creation.

8.1.2 Create Template-based Survey

To create a template-based survey, follow the steps given below:
1) On the left side menu click Surveys;
2) Once you have done it, the following page will appear:
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Surveys o

@ Create | Create from template

MName Description Start Date End Date
Publishad
E Survey 2 3/14/2016 3/15/2016

12:00000 AM 12:00:00 AM

3) Click Create from template button. Once you have done it, the following form will appear:

Surveys » Create Survey From Template o

Templats

Survey 4

DK Cancel

4) Select the needed template by clicking the cursor arrow on its name. Click OK to proceed,
click Cancel to omit your choice;

5) Once you have clicked OK, the New Survey form will appear. Fill in the form:

Site Contents » New

Mame and Description Mame:
Type a new name as you want it to appear in headings and links throughout the site. Type Survey 8
descriptive text that will help site visitors use this list.
Description:
Description text

Create Cancel

— Name and Description - specify the name of the survey as you want it to appear in
headings and links throughout the site. Fill in Description field;

6) Click Create to finish the process of Survey creating. Click Cancel to omit the changes.

@
S ELEARNINGFORCE




(ZMs365

8.2 Add Question to Survey

Once you have created the Survey, you can still add the questions to your Survey if you want. To
add a question to the survey, do the following:
1) On the host home page, click the survey link on the left side bar to overview the survey

information:

@ Team sher 1

Surveys m
Team:-4
Recent samea
Survey 8
! Surveys
Survey 7
.{b Title Description
Survey 6

x  Survey  Which of the
Survey 4 1 courses do you

Survey 3 want to attend?

2) Once you have done it, you will be redirected to the Survey Overview page:

Survey 1

= Respond to this Survey  Actions - Seftings - View: Overview -

Survey Name: Survey 1

Survey Description:

Time Created: 3/14/2016 6:03 PM

Mumber of Responses: 0

® Show a graphical summary of responses

B Show all responses

3) Put the cursor arrow on Settings button and click the down arrow to open the drop-down

menu:
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Survey 1

T

= Respond to this Survey  Actions - Settings - View: Overview -

Add Questions
Survey Mame: Survey 1 Add an additional question to this survey.

Survey Description: — Survey Settings |

Time Created: 3/14/2016 | - Manage questions and settings for this survey.

Mumber of Responses: 0

= Show a graphical summary of responses
E Show all responses

4) You will the Survey Question form. Fill in the form following the directions covered in

section Creating Surveys.

8.3 Manage Survey

The process of managing SharePoint CCM Surveys is many formed and gives the users a wide
range of possibilities to work with the Survey items. The user can:

— Save the Surveys as Templates;

— Enable publishing;

— Change the Survey settings;

— Delete the chosen Survey.

8.3.1 Saving Surveys as Templates

To Survey as a template, follow the steps given below:
1) On the host home page, click the Survey link on the left side bar OR click the Survey link in
the page field;
2) Once you have done it, you will see the Surveys list. Put the cursor arrow on the name of
the needed survey. Click the orange down arrow by the name of the needed survey to open

the edit content block drop-down menu:
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Surveys o

g Create g Create from template

MName Description
Published
=] |Survey 2 v

i, View
Warting
Draft 1 Save as Template
=] Ney Publishing General survey
(e sur G2 Settings
Expired

7 X Delete I

3) Select Save as Template from the drop-down;
4) Fill in the open form to save the Survey as a template:
— File Name — enter the name for the template file;
— Name and Description — enter the Template name and Template description. The name
and description of this template will be displayed on the Create page;
— Include content - include content in your template if you want new surveys created from
this template to include the items in this survey. Including content can increase the size
of your template. To include the content in the considered template, select the

corresponding check box.

NOTE: Item security is not maintained in a template. If you have private content in this survey,

enabling this option is not recommended.
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Settings » Save as Template o

File Name _
_ File name:
Enter the name for this template file,

Survey 1

Mame and Description

o ) Template name:
The name and description of this template
will be displayed on the Create page. Survey 1

Template description:

Include Content

Include content in your template if you nclude Content

want new surveys created from this
temnplate to include the items in this survey.
Including content can increase the size of
your template.

Caution: Item security is not maintained in
a template. If you have private content in
this survey, enabling this option is not

recommended.

QK Cancel

1) Click OK to save changes OR click Cancel to abandon the changes;
2) Once you have clicked OK, you will get the following notification:

CCMhost » Operation Completed Successtully

The template has successfully been saved to the list template gallery. You can now create lists based on this template.
To manage templates in the gallery, go to the list template gallery.

To return to the list customization page, click OK.

OK

3) Click list template gallery link to manage the templates OR click OK to return to the list

customization page.

8.3.2 Publishing Surveys

To publish a survey, do the following:
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1) On the host home page, click the Survey link on the left side bar OR click the Survey link in
the page field;

2) Once you have done it, you will see the Surveys list. Put the cursor arrow on the name of
the needed survey. Click the orange down arrow by the name of the needed survey to open

the edit content block drop-down menu:

Surveys o

g Create g Create from template

Mame Description
Published
=] [Survey 2 -
iy View
Waiting
Diraft 1 Save as TQW
=] Nes Publishing General survey

(=] sur E# Settings
Expired
© X Delete I

3) Click Publishing. Once you have done it, the following form will appear:

@
S ELEARNINGFORCE




(ZMs365
Survey 2 - Survey Settings - Publishing o

Item-level Permissions
Allow show all responses?

Specify which responses users are

allowed to read ® Yes No
Publishing
Specify publishing options schedule
& Yes Mo
Start Date
3/14/2016 | 12am | |00 v
End Date
3/15/2016 EE|12am v | |00 v
Audience
You can enter user names, group ageucheva a; Assistant 3; Hank Moody; Learner 7;

names, or e-mail addresses, Separate
them with semicolons

& EE
OK Cancel

4) Fill in the form following the prescriptions given below:

— Publishing — specify the publishing options:

o Schedule — select Yes to activate the schedule, select No if you do not want to
activate the schedule for the published option;

o Start Date — specify the start date filling in the date (you can do it both manually and
using the Calendar button (E|). Use the drop-down menu to specify the time if
needed;

o End Date - specify the start date filling in the date (you can do it both manually and
using the Calendar button (El). Use the drop-down menu to specify the time if
needed;

— Audience - specify the user names, group names or e-mail separating those using
semicolons. You can use Browse button (D) to browse the needed names. You can use the
Check names button ('"‘vf) to check whether the selected names are valid.

5) Click OK to save changes OR click Cancel to abandon the changes.

8.3.3 Managing Survey Settings

To manage the Survey settings, you should navigate to the Survey Information List. You can do it in
two ways:
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I.  To navigate the Survey Information List, follow the steps given below:

1) On the host home page, click the Survey link on the left side bar OR click the Survey link in
the page field;

Once you have done it, you will see the Surveys list. Put the cursor arrow on the name of the

needed survey. Click the orange down arrow by the name of the needed survey to open the edit
content block drop-down menu:

Surveys o

g Create g Create from template

Mame Description

Published

=] [Survey 2 -

View

Waiting

Draft Save as Template

f=] Nes Publishing/ General survey
S E# Settings

Expired
- X Delete I

2) Select Settings. Once you have done it, you will be redirected to the Survey Information List:
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Survey 1 » Settings

List Information

Mame: Survey 1

Web Address: http://sp2013-iwa/sites/CCMhost/Lists/Survey 1/overview.aspx

Description: Which of the courses you want to attend?

General Settings Permissicns and Management Communications
8 1ist name, descriphion and navigation o Delete this survey @ RS5 sethings

8 Advanced settings

@ Validation settings

8 Audience targeting settings
@ Publishing

@ Form settings

Questions

B Save survey as template
@ Permissions for this survey

@ Enterprise Metadata and Keywords
Settings

A question stores information about each item in the survey. The following questions are currently available in this survey:

Question

Type your guestion here..,
Modified

Created

B Add a question

Type of answer Required Branching Logic
Multiple lines of text v
Date and Time

Date and Time

B Change the order of the questions

ll.  To navigate the Survey Information List, follow the steps given below:

1) On the host main page click the needed Survey on the left side menu OR in the main page

field;

2) You will be redirected to the Survey Overview page. Put the cursor arrow on Settings button

and click the down arrow to open the drop-down menu:
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Survey 1

= Respond to this Survey  Actions - Seftings - View: Overview -

Add Questions
Survey Mame: Survey 1 Add an additional question to this syfvey.

Survey Description: — Survey Settings

Time Created: 3/14/2016 | Manage questions and settings for this survey.

Mumber of Responses: ]

= Show a graphical summary of responses
E Show all responses

3) Click Survey Setting to navigate to the Survey Information List.

Once you go to the Survey Information List, you can see the three blocks of Settings:
1) General Settings

« Title, description and navigation

Use the link to manage the corresponding settings. Once you click the link, the following form will

appear:
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Settings » General Settings

Mame and Description

] Mame:
Type a new name as you want it
to appear in headings and links | ISLIF-“E}f 1
throughout the site, Type .
descriptive text that will help site Description:
visitors use this survey, Which of the courses do you want to attend?
Mavigation
Specify whether a link to this 1] Display this survey on the Quick Launch?
survey appears in the Quick ®vYes @ No

Launch. Note: it only appears if
Quick Launch is used for
navigation on your site

Survey Options

: , _ Show user names in survey resufts?
Specify whether users' names wi

appear in survey results and @Yes () No
whether users can respond to the

same survey multiple times, .
! P Allow multiple responses?

@ Yes © Mo

Save Cancel

— Name and Description — type the new name as you want it to appear in headings and
links throughout the site;

— Navigation — specify whether the link to the survey will appear in the Quick Launch.
Select Yes, if you want the link to appear in the Quick Launch section; Select No, you do
not want the link to appear in the Quick launch section;

— Survey Options — specify whether you want to show the users’ names in the survey
results.

v" Show user names in survey results? - select Yes to show the users’ names in the
survey results. Select No if you do not want to show the users’ names in the survey
results;

v' Allow multiple responses — select Yes to allow multiple responses. Select No if you
do not want to allow multiple responses.

Click Save to save changes OR click Cancel to abandon the changes.

« Advanced Settings

Use the link to manage the corresponding settings. Once you have clicked the link, the following

form will appear:
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Item-level Permissions

Specify which responses users
can read and edit.

Note: Users with the Cancel
Checkout permission can read
and edit all responses. Learn
about managing permission
settings.

Search

Specify whether this survey
chould be visible in search results.
Users who do not have
permission to see these items will
not see them in search results, no
matter what this setting is.

Reindex List

Click the Reindex Survey button
to reindex all of the content in
this document library during the
next scheduled crawl.

Cffline Client Availability

Specify whether this survey
should be available for offline
clients.

Reindex List

Click the Reindex Survey button
to reindex all of the content in
this document library during the
next scheduled crawl,

Offline Client Availability

Specify whether this survey
chould be available for offline
clients,

Dialogs

If dialogs are available, specify
whether to launch the new, edit,
and display forms in a dialeg.
Selecting "Mo™ will cause these
actions to navigate to the full
page.

Mote: Dialogs may not be
available on all forms.
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Advanced Settings

Read access: Specify which responses users are allowed to
read

@ Read all responses

() Read responses that were created by the user
Create and Edit access: Specify which responses users are
allowed to create and edit

() Create and edit all responses

@ Create responses and edit responses that were created

by the user
© None

Allow items from this survey to appear in search results?

@ Yes (O MNo

Reindex List

Allow items from this survey to be downloaded to offline
clients?

@ Yes © No

Reindex List

Allow items from this survey to be downloaded to offline
clients?

@Yes (O MNo
Launch forms in a dialog?

@) Yes @ No

0K Cancel

OneFremises
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Item-level Permissions — specify which responses users can read and edit;

Read access — specify which responses users are allowed to read. You can select either Read

all responses or Read responses that were created by the user radio button;

Create and Edit access — mark which responses the users are allowed to create and edit.

There are the following options;

v Create and edit all responses — check the radio button if you want to allow the users to
create and edit all responses;

v Create responses and edit responses that were created by the user - select the radio
button if you intend to allow the users to create responses and edit the responses that
were created by the user;

v" None - check the radio button if you do not intend to allow the users both to create the

responses and to edit them.
The users with the Manage Lists permission can read and edit all responses.

Search — the section allows specifying whether the option is visible in search results. To
allow the items from the survey to appear in the search results check Yes, if you do not

intend to make the items available in the search, select No;

The users who do not have permission to see these items will not see them in search
results, no matter what this setting is.
Offline Client Availability — the option allows the user to specify whether the survey under
consideration will be available for offline clients. If you want to allow the items from the
survey to be downloaded to offline clients, select Yes. If you want the items to be down
loaded only to online clients, select No;
Dialogues - if dialogs are available, specify whether to launch the new, edit, and display
forms in a dialog. Select Yes to launch the form in the dialogue. Selecting No will cause

these actions to navigate to the full page.

Click OK to save the changes OR click Cancel to abandon the changes.

% Validation Settings — the settings are intended to valid the date in the Surveys’ column.

Use the Validation Settings link to manage the corresponding settings. Once you have clicked the

link, the following form will appear:
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Settings » Validation Settings

Formula

Spedfy the formula you want to Formula: Insert Column
use to validate data when new
iters are saved to this list. To [Created] mModified

pass validation, the formula must
evaluate to TRUE. For more
information, see Formulas in
Help.

Example: =[Dhscount] < [Cost] wall

only pass validation if column

Discount is less than column

Cost.

Learn more about proper syntax Add to formula
for formulas,

User Message

) . Lser Message:
Type descriptive text that will E

help site visitors understand what Specify date
is needed for a valid list item. This

description will be shown if the

validation expression fails.

Save Cancel

— Formula - specify the formula you want to use to validate the data in this column when new
items are saved to this list. Fill in the Formula: field specifying the formula and choose the
column to insert in the Insert Column: section. Click Add to formula link to add the chosen

column to insert to the Validation formula;
NOTE: To pass validation, the formula must evaluate to TRUE.
— User Message — fill in the field with the descriptive text that will help the site visitors to

understand what is needed for a valid list item.

Click Save to save the changes done OR click Cancel to abandon the changes.
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% Audience targeting settings — the option under consideration is intended to enable
audience targeting. Once you click the Audience targeting settings link, the following

form will appear:

CCMhost » Survey 1

Enable Audience Targeting .

Enabling audience targeting will createa b=
targeting colurnn for this list. Web parts,

such as the Content Query Web Part, can

use this data to filter list contents based on

the user's context.

0K Cancel

Enable Audience Targeting section is used to create a targeting column for the list. Web parts can
use the data to filter list contents based on the user's contexts. Select Enable audience targeting
check box to enable the corresponding option.
Click OK to save changes OR click Cancel to abandon the changes.
% Publishing - the settings are implemented to change and enable the Survey publishing
settings.
Once you click the Publishing link, the following form will appear:
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Survey 2 - Survey Settings - Publishing @

Item-level Permissions
Allow show all responses?

Specify which responses users are
allowed to read ® Yes No
Publishing
o . ] Schedule
sJpedrny publizning opuons
’ & Yes No
Start Date
3/14/2016 El 12aM Y| (0O ¥
End Date
3/15/2016 | 12am v |00 v
Audience
You can enter user names, group ageucheva a; Assistant 3; Hank Moody; Learner 7
names, or e-mail addresses. Separate
them with sermicolons
&EB
CK Cancel

Fill in the form following the prescriptions given below:
— Publishing - specify the publishing options:
o Schedule — select Yes to activate the schedule, select No if you do not want to
activate the schedule for the published option;

o Start Date — specify the start date filling in the date (you can do it both manually and
using the Calendar button (El). Use the drop-down menu to specify the time if

needed;

o End Date - specify the start date filling in the date (you can do it both manually and
using the Calendar button (El). Use the drop-down menu to specify the time if

needed;
— Audience - specify the user names, group names or e-mail separating those using
semicolons. You can use Browse button ([3) to browse the needed names. You can use the
Check names button ( *"’v) to check whether the selected names are valid.

Click OK to save changes OR click Cancel to abandon the changes.

2) Permissions and Management;

% Delete this survey - the option under consideration allows the user to delete the needed

survey. Once you click the Delete this survey link, the following dialogue box will appear:
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r - '
Message from webpage u

| Are you sure you want te send this survey to the site Recycle Bin?

| ok || Ccancel

o, T T T S—— — E o

Click OK to proceed OR click Cancel to abandon the step of the Survey deletion.

®,

% Save survey as a template — the option allows the user to save the considered option as

a template. Once you click Save survey as a template link, the following form will

appear:

Settings » Save as Template o

File Name

_ File name:
Enter the name for this template file.

Survey 1

Mame and Description

o _ Template name:
The name and description of this template
will be displayed on the Create page. Survey 1

Template description:

Include Content

Include content in your template if you include Content

want new surveys created from this
temnplate to include the items in this survey.
Including content can increase the size of

your template.

Caution: Item security is not maintained in
a template. If you have private content in
this survey, enabling this option is not
recommended.

QK Cancel

Fill in the open form to save the Survey as a template:
— File Name — enter the name for the template file;

@
S ELEARNINGFORCE




NOTE:

(ZMs365

Name and Description — enter the Template name and Template description. The name and
description of this template will be displayed on the Create page.

Include content — include content in your template if you want new surveys created from
this template to include the items in this survey. Including content can increase the size of
your template. To include the content in the considered template, select the corresponding

check box.

Item security is not maintained in a template. If you have private content in this survey,

enabling this option is not recommended.

Click OK to save changes OR click Cancel to abandon the changes.

% Permissions for this survey — the option allows to manage the permissions for the

survey. Once you click the Permissions for this survey link, the following list form will

appear:
BROWSE | PERMISSIONS ) SHARE ¥y FoLlow O
[ ] [ ] o o [ ]
rs
&5 a4 W el Q &
Delete unigue Grant Edit User Remaove User Check Anonymous
pemmissions  Permissions Permissions Permissions = Permissions Access
Inheritance Grant Modify Check Manage
People Administration /N There are limited access users on this site. Users may have limited access if an item or document under the site has been shared with
Search User them. Show users.

Profile Information

This list has unique permissions

Action Plan Mame Type Permission Levels
Competenciss v Assistant 3 User Contribute
Certificates EXAMPLE\anw User Full Control
History Learner 1 User Contribute
E::‘:f;;t:i?;s Learner 10. User Contribute
Department Learner 2 User Contribute
Competencies Learner 3 User Contribute
HR Administration People Administrators SharePeint  Full Control

Group

Organizations

To inherit permission from the Parent web site, click the Delete Unique Permissions button on the

ribbon.

The following dialogue box will appear, notifying that “You are about to inherit permissions

from the parent Web site. Any custom permission will be lost":

- K
Message from webpage ﬁ

3 ) You are about to inherit permissions from the parent Web site, Any
customn permissions will be lost,

| ok || cancel
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Click OK to proceed OR click Cancel to abandon the changes.

To grant permissions, click the Grant Permissions button on the ribbon. Once you have done it, the
following form will appear:

Share 'Survey 2' x

Invite people i
Learner 1 x

Shared with

HIDE OPTIONS

Send an email invitation

PR e

'H-FI-\..-

ih

Contribute v

— Invite People to — enter the names of the users who you want to give the permissions to.
Separate them with semicolons;

— Select a Permission Level - select the permissions you want these users to have. You can
add the users to a SharePoint group that has already been granted the appropriate
permission levels, or you can grant the users specific permission levels;

o Add the users to a SharePoint group — check the radio button to add the users to
the SharePoint group which has already been given certain permissions;

o Grant users permissions directly — check the radio button to grant the users
permissions directly. The option under consideration allows specifying what exact
permissions you want to grant certain users or groups;

v Full Control - select the check box to grant the user/groups full control of
the resource;

v" Design — select the check box to allow the user/user groups to view, add,
update, delete, approve and customize the considered elements;
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v" Contribute - select the check box to allow the user/user groups to view ,
add, update and delete list items and documents;

v" Read - select the check box to allow the user/user groups to view pages and
item lists and download the documents;

— Send E-mail - the option is used to send the e-mail to the new users who have been
granted the permissions. The links and the site information will be attached to the personal
letter;

o Send welcome e-mail to the new users — select the check box to send the e-mail to
the users who have been just granted certain permissions. Specify the Subject and
fill in the Personal Message field.

Click OK to save changes OR click Cancel to abandon them.
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