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Overview

DIG (Develop Individual Growth) is eMoney’s learning management system (LMS). DIG is a comprehensive
system used to deliver instructor led training, self-paced eLearning courses. and other learning resources. This
section will provide an overview of DIG including how to access DIG, the dashboard, screen layout, basic
navigation, and key features.

dvidval Gre X | NewTab % [@ eMoney intranet x o o

Accessing DIG
DIG is accessed via OKTA.

1. Click the OKTA browser plugin
2. search for DIG and
3. Click the application tile.

iness Units v News, Events

closes June 9. Please complete t

DIG will open in a new tab. \/Ionev

Home Dashboard
Your home dashboard will be displayed when you first access DIG or whenever you click the DIG logo in the
Header. The home dashboard provides easy access to your current learning assignments.

MY PENDING ACTIONS [ iome |
Total Incomplete . . Assigned Ongoing Upcoming. e ol
1 i u . : n 5 o

QUICK LINKS

[ Training Transcript eM J—— 3
one —
ol e
B2 Training Schedule For Dumth “’\

I Training Analysis

viewall >

ONLINE COURSE < ILT COURSE < ONLINE COURSE <@
eMoney for Dummies Communicating With Outbound call Recording

[ Rsoumen | Impact Policy

Due:

0e/26/2021 REGISTER VIEW DETAILS START

AVAILABLE ACTIVITIES CALENDAR
E-N < MAY 2021 > VIEWALL  Thursday, May 27, 2021
Sun  Mon Tue Wed Thu  Fri sat

B The Art of Behavioral Interviewing - May 27th,
= 2021

§ 1:00 pm EDT -4:30 pm EDT
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My Learning Assignments

This widget allows you to view any outstanding assigned learning activities. Activities can be assigned to you
automatically based on employment criteria or by you manager. This widget displays up to 20

incomplete assignments. You can quickly see whether the activity is "Required" (mandatory) or
"Recommended" (optional) and the Due date when you need to complete it. You have the option to click the
tile to view the details or you can register and start the activity using the links provided.

‘MY LEARNING ASSIGNMENTS View all >

For Dummies

—

OMLINE COURSE <& ILT COURSE 2 OMLINE COURSE <@

eMoney for Dummies Communicating With Outbound Call Recording
Impact Policy
[ ezcomenoeo |
Due:
06/26/2021 REGISTER VIEW DETAILS START

My Pending Actions

The My Pending Actions banner categorizes all of your learning activities with a count number and provides
access to the learning assignments in the timeline by clicking on the desired tile. Categories include Total
Incomplete Activities, Upcoming Activities and Ongoing Activities, Overdue Activity, and Pending Activity
Evaluation. Clicking on the selected tile will open the timeline to the tab displaying the designated activity
category where you can view the details, register for and start the activity.

MY PENDING ACTIONS

1 0 Total Incomplete 9 Ongoing

Activities Activities

Quick Links
The quick links section provides easy access to commonly  QUICK LINKS

used tools and resources like your training transcript. 0 Training Transcript

B4 Training Schedule

& Training Analysis
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Available Activities Calendar
You can also view upcoming trainings in the activity calendar by clicking on a date with a blue circle. Clicking
the kebab (three vertical dots) provides direct access to the activity. You can register for the activity or start

and cancel an activity you are registered for.

AVAILABLE ACTIVITIES CALENDAR

%, < MAY 2021 > VIEWALL  Thursday, May 27, 2021

Y The Art of Behavioral Interviewing - May 27th,
2021

Sun Mon Tue Wed Thu Fri Sat

1:00 pm EDT -4:30 ( Register

View Details

Add To Playlist

Add To Development Plan

Navigation
There are two primary navigational components in DIG. At the top of the interface, you'll find the Header Menu

and on the left-hand side of the screen a Control Panel is displayed.

SELF ~ MY TEAM ADMINISTRATION

MY PENDING ACTIONS o

10 o >
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Header Menu
You can use this menu to find your way around the application, using the following menus and icons.

e DIG Logo
e Self

e Search

e Help, and

e User Profile

Self
The Self Menu includes links to pages and functions related to yourself, including other Dashboards, learning
plans, and more. The self-menu also provides the option to sign out.

Staging  SELF ~

Menu Quick Find Search

I Dashboards
Timeline B

([}

Library Learning

Learner Dashboard

| Development
1 | P

Learner
Dashboard Reporting

Search
Enterprise Search allows you to find just about anything in the system including Learning, People, and
Navigation. Simply type in some key words and press enter.

Learning

Navigation

mplete

Reports il

Timeline
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Help
Clicking the Question mark icon will open Help in a new tab providing access to a complete and searchable
online help.

User Profile

The User Profile menu displays in a dropdown slider, exposing the profile picture, the name

and job title of the logged in user, a Profile Details link and a Signout link. Clicking profile details provides
access to add or edit the user photo. As a best practice it is recommended that users click the Signout
link at the end of each DIG session.

Jane Worker
Genius

L Profile Details

2] signout

Control Panel
The Control Panel is a left-navigation panel that allows navigation to the Home page, access to the
Timeline, the Library, and the Administrator Workspace, Learner Dashboard, and My Team

Home
Clicking the Home icon will display the user’s dashboard. Clicking the DIG logo will also display the dashboard.

Y PENDING ACTIONS
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Timeline
The Timeline is where you can find all current and upcoming assigned tasks. From the timeline you can view
the details, register, and start activities.

Staging  SELF v~

bl TivELine

Timeline ALL  TASKS LEARN

A
i > Refresh |2 sortBy~

!i 5
TOTAL
Learner
- - CURRENT

ILT CLASS
Cliftonstrengths Team Session Closed Session Test

Start Date Status
7/6/2021 Registered

e 1 1 ONLINE COURSE

FPG - Retirement Planning Training V1

Status
In Progress

Library
The Library allows you to search and browse the learning content library. Click Library to open the full library or
select a category from the slide out menu.

LIBRARY MY PENDING ACTIONS

UAT (17)
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Click the white X to close the slide out menu to display the full library and available filters. You can find learning
content by typing keywords into the search bar.

ﬂ‘ # / Library
Home

‘*

[ LEARNING ~

Sort By: Name: ATo Z -

TLY Filter Results Clear All Full Library (62)

Activity Type ~
yiyp OMLINE COURSE

Add-on Module Qu
This is the Client Support new hire. training course for Add-on Modules queue. |

Il CSUAT &
wEwwww o @

Leamer [ Online Course (44)
Dashboat

[ T Course (12)

[J curriculum (2)

[ Document (2)

] Quick Assessment (2)

ONLINE COURSE
Add-on Module Queue Training

Duration (Minutes) >

This is the Client Support new hire. training course for Add-on Modules queue.
Activity Availability > Il s uAT 99
Start Date > nnwwno @

_ OMUNECOURSE

You will find additional instructions for using the library later in this user guide.
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Complete Assigned Training

Typically, DIG lets you know you have a task assigned by sending you an email. This email may come when
the task is first assigned to you, when the due date is approaching, and when the due date has passed. These
notifications may include a direct link to the task you need to complete. If this is the case, simply click the link in
the email and you will be navigated to the activity where you can register and start the activity.

Learning activities have been changed
<
@ no—reply@emoneyadvi];or.mm O Reply © Reply Al — Forward

To @ Douglas Cooper Mon 5/17/2021 %:55 AM

I Warning: External email; exercise caution before clicking links, i I or

Please do not reply to this message. It comes from an address used to automate notices. Incoming emails cannot be
accepted or monitored.

The following activities were modified:

Activity name: Communicating With Impact May 23th 2021

Start date: 5/28/2021 1:00:00 PM UTC

End date: 5/28/2021 4:00:00 PM UIC

Activity owner: Douglas Cooper

For more information about this activity, click the following link:
https://EMONEYADVISOR.stage.sumtotal . host/core/pillarRedirect?relyingParty=LM&ilang=en—
usiurl=app/management/LMS ActDetails.aspr?ActivityIld=588:sUserMode=0

All of your assigned trainings can be accessed directly in DIG from your dashboard. You can access your
training through the Timeline, My Pending Actions, and in My Learning Assignments. For example from My
Learning Assignments you can begin an assignment by clicking the ‘Register’ link for the desired assignment.

MY LEARNING ASSIGNMENTS View all >

eMoney

For Dummies - o - y
ONLINE COURSE by ILT COURSE 2 OMLINE COURSE <
eMoney for Dummies Communicating With Outbound Call Recording
Impact Policy

recomuenven
Due:

06/26/2021 REGISTER VIEW DETAILS START
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A message will be displayed that you have successfully registered for the course. Click the <Start> button to
launch the course. Follow the prompts to complete the course. You will be able to stop and restart the course

as needed. DIG will track your progress and you can pick up where you left off by simply relaunching the
course from the dashboard.

gratulations! You have completed the registration process. Please look at the details below for more information about your registration status and activity progress.

ONLINE COURSE
EMONEY FOR DUMMIES
eMoney ==
For Dummies
gt o © < Completion Status m

In progress - Registered

Aty Tkt e ks ‘ DETAILS  ACTIVITIES

After you complete the activity click exit course and close the tab. The learning activity progress detail screen
will display showing the topic status as Completed. Click OK to return to the dashboard.

2\ Stagi =

& I evioney staging Qa = ©

LEARNING ACTIVITY PROGRESS DETAIL

EMONEY FOR DUMMIES Activity Rating:
pagagsgignd
@ Please rate

This is the basics of eMoney

GENERAL

Content type: First launch date:

SCORM 2004 Friday, May 28, 2021 8:51:14 AM EDT

Total score: Completion date:

100% Friday, May 28, 2021 8:52:07 AM EDT

Elapsed time: Percent complete:

Second(s): 41 100%

Status:

Completed

Name Topic Status Score % Time in Topic

Sample Online Course [ Completed 100% Second(s): 41

#ﬂ

The assignment will be removed from your learning assignments and be marked as satisfied.
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Search and Register for Training

You can search for learning in either the Library or using the Search feature.

Staging  SELF v

MY PENDING ACTIONS

Total Incomplete ongoing
vities e >

Search

To search for learning activities using enterprise search click on the magnifying glass icon in the header. The
search bar will open defaulting to the Learning Search Type. In addition to learning activities and resources
you can also search for Navigation and Reports by clicking on the drop down menu to the right of the search
criteria entry box.

Learning

i
Navigation
ongoing
ey | vities

Enter key words for the type of training you are looking for and click the magnifying glass icon.

See all results for "parsers”
Total Incomplete Ongoing

The search results will display showing the titles and activity type for trainings that match the search criteria.
Click on the kebab menu represented by three vertical dots to display additional options. The options to
Register, View Details, Add to Playlist, and Add to Development plan are displayed. Click the register option to
take, enroll or access the learning activity.

#& / Search
LEARNING ~ parsers
Filter Results Clear Al 1 of 1 results for "parsers"
Saved Searches >
ONLINE COURSE
Activity Type v PUBLLURIELREI |htroduction to Parsers
y Parsers Introductory to Parsers and how it is utlized at eManey. _
[ ©nline Course (1) ()_Money | Tech-Parsersii Repisien
Activity Availability > TR o © View Details
Start Date 5 Add To Playlist

Add To Development Plan
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The activity registration page will be displayed showing that the registration is allowed. Click the <Register>
button to complete the process.

® REGISTRATION SUMMARY
To remove a selected activity from the list. click %

[ACTIVITY REGISTRATION
ONLINE CoURSE

Introduction to Parsers

Introduction to
Parsers

cMoney |[EREEESE] ¥ Uniimied

ONLINE COURSE

Introduction to Parsers

A message will be displayed that the registration was successful, and if they activity is self-paced/on demand
you can begin clicking the <Start> button.

@ Congratulations! You have completed the registration process. Please look at the details below for more information about your registration status and activity progress.

ONLINE COURSE

Ir roduction to INTRODUCTION TO PARSERS
Parsers REGISTERED
eMoney

oottt @ © < Completion status (0% ) m

Introduction to Parsers DETAILS  ACTIVITIES

~ Full Description

Introductory to Parsers and howit is utilized at eMoney.

* Additional Information

You may also access the course later under Total Incomplete Activities in My Pending Actions or from the

Timeline.

MY PENDING ACTIONS
H n ONLINE COURSE
Home Harassment Prevention: A Commonsense Approach For Employees
=
! Due Date Status
Timeine 6/21/2021 Past Due START -

ONLINE COURSE
Introduction To Parsers

Status
In Progress START ~

4 Tdalln_c?l_rpleln 7 Critical Adtivities

Activities
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Library

You may also search and register for training activities in the Library.

1. Click the Library icon in the header.
2. Click LIBRARY in the slide out menu
3. Click the white X to close the slide out menu to display the Library filters.

LIBRARY 2 =Y PENDING ACTIONS

UAT (17)

The Full Library will be displayed. You can search for content using the key word search or you can begin by
filtering the result by activity type. For instructor led training you can filter by start date.

" “Filters

[ LEARNING ~ |
Filter Results Clear Al Full Library (58)
Activity Type v

] Online Course (43)
(] ILT Course (9)

a]

Sort By: Name:AToZ ~

ONLINE COURSE
Add-on Module Queue Training
This is the Client Support new hire. training course for Add-on Modus
[J Document(2) I CsuaTs
[ Quick Assessment (2)

) Enaierm @l m ONLINE COURSE Key Word sea rch

WEWwEw o O

Show More ~ Add-on Module Queue Training

Duration (Minutes) X This is ¢ Upport new hire. training course for Add-on Modules quese
Activity Availability > v

Start Date > ONLINE COURSE

From |7‘ 8 i E Admin Tool Training
To ‘7| =} // . &

T will teach you &l the necessary skills 1o operate the admin toal. Complete this course with 2 passing grade before you .
ONLINE COURSE
k L_T: Admin Tool Training

Search Tips:

e Search is not case-sensitive. For example, if you search for "product training" or “Product Training,"
you will get the same results.

o |If you use a space between words, the results include all records that contain both search words.
e You can use an asterisk (*) as a wild card character to substitute for zero or more characters.

e Search ignores punctuation marks and common short words when used as search criteria. Examples of
common short words include: "and," "or," "the," "as," "after," and "much."
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For example, to view only upcoming Instructor Led Courses you would click on the ILT Class check box to view
the upcoming classes in the Library. The dates and times of the classes are displayed. Click on the class title
to view additional details.

[[vensnana- [«

Filter Results Clear Al Full Library (2)

Activity Type v
0 onl 3)

---------

Duration (Minutes)

Activity Avalability

start Date

The full description is displayed. You may also view the schedule and registration deadline by clicking on
Schedule and Pricing. The Additional Information section provides the instructors name and contact
information for the class. Click the <Register> button to enroll.

T CLASS
COMMUNICATING WITH IMPACT MAY 28TH 2021
CANCELED.

Communicating With Impact May 28th 20... bETAILS  WETITES

~ Full Description

~ Schedule and Pricing
bout this

Start date: Friday, May 28, 2021 8:00:00 AM EDT
End date: Friday, May 28, 2021 12:00:00 PM EDT

ine: Tuesday, May 25, 2021 9:00:

The Activity Registration screen will display showing the course and upcoming classes. Click the <Add> button
for the desired class. Then, click the <Register> button.

KeTviTy ReGIsTRATION
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A congratulations message will be displayed. Click the <Done> button. The ILT Class screen will display
showing you as registered.

@ Conpratulations! You have completed the registration process. Pleass loak at the details below for more information about your registration status and activity progress.

ILT COURSE
COMMUNICATING WITH IMPACT

|| REGISTERED

- L < Completion Status (0% 3
Communicacing With Impact DETAILS  ACTIVITIES
1. Communicating With Impact May 28...
i il oot ILT CLASS
Communicating With Impact May 28th 2021
S REGISTERED
9 5/28/2021 €:00 AM EDT - 12:00 PM EDT (view in my time zone)

[V

DONE

Upcoming instructor led activities can be accessed from the timeline. You can cancel the registration using the
drop-down menu and this is where you can join the virtual session on the date and time of the class. Joining

the session is covered in the next section of this user guide.

TIMELINE
AL TASKS LEARN  FEEDBACK
£ Refresh |2 SortBy=
o 5
L CURRENT UPCOMING
O .o
Communicating With Impact
Satus
Registered
Cancel Registration

EMoney For Dummies [[IZTToTT)

Status
Assigned
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Login to a Virtual Instructor Led Training (VILT)

After registering for a virtual class, the session will appear in your timeline. You can view upcoming activities in
the timeline using the “Upcoming Activity” tile.

MY PENDING ACTIONS

Total Incomplete = o o - Ongoing Upcoming.
1 s 2 e 2 -

The only options will be to view the details and using the drop-down arrow to cancel your registration prior to
the date and time of the training session.

TIMELINE

ALL TASKS LEARN  FEEDBACK

|2 sertmy~

o Refresh

2
UPCOMING

T
B

VIEW DETARS -

Cancel Registration

Staws
05/26/2021 Registered

o e
| P ———

15 minutes prior the activity start time the option to Start the activity will also be displayed. Click <START> and
follow the prompts to enter the Zoom session.

2 2 1 3
Lt CURRENT UPCOMING ASSIGNED CRITICAL
QO — ..
Communicating With Impact May 26th 2021
Stars Date status
05/26/2021 Registered

You may also start the activity from the Available Activities Calendar from the dashboard.

AVAILABLE ACTIVITIES CALENDAR
&, < MAY 2021 > VIEWALL  Wednesday. May 26, 2021

sun Mon Tue Wed Thu Fri Sat Communicating With Impact 2021

4:30 pm EDT -5:30 i

View Details

Cancel Registration
Add To Playlist
17 . 19 o 3 22 Add To Development Plan
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After clicking Start follow the prompts to enter the Zoom session. Click <Open Zoom Meetings>.

IMPORTANT: At the conclusion of the class after you leave the meeting be sure to close the browser tab that
launched the meeting.

@ h Meeting - Z x4
< C @ emoneya Jom.u

Jane Worker
¢Money

Click Open Zoom Meetings on the dialog shown by your browser

If you don't see a dialog, click Launch Meeting below

Launch Meeting

You will be returned to DIG and asked if you have completed the activity. Click <YES>.

Staging

COMMUNICATING WITH IMPACT MAY 26TH 2021

Have you completed this activity?

NO YES

The learning activity progress detail screen is displayed showing the activity status as Completed. Click <OK>.

COMMUNICATING WITH IMPACT MAY 26TH 2021

This foundational course provides individuals with 2 powerful set of interaction skills that enable them to communicate more effectively with colleagues and customers and. in the process, build trust, strengthen partnerships, and achieve results.
GEMERAL

Content type: First launch date:

Zoom e May 26, 2021 4:16:53 PM EOT

Total score: Co
/A A 5, 2021 417:58 PM EDT
Elapsed time:
Minute(s): 1,
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Manager Overview

As a manager in DIG, you can view, track, and manage the training assigned to your direct reports. This
section will provide an overview of working as a manager in DIG. You will learn how to:

e View your team
e Assign Training, and
e Emulate a learner

View Your Team
You can view and manage training assignments all from one place: the Manager Dashboard.

In the Header menu:

1. Click the My Team drop down menu.
2. Then click MANAGER DASHBOARD

MYTEAM ~ < 1

JINISTRATION

Learning ~

Menu Quick Find Search

Manager Dashboard
Performance
Recruiting

Reporting

The Manager Dashboard is displayed showing your Direct Reports. Each tile shows the number of
assignments categorized as Required or Recommended as well as the percentage of training completed. To
view the training assignments for a learner, click on the INCOMPLETE Button.

Stag\ng SELF v MY TEAM v ADMINISTRATION v Learning ~ | Seard

~ EXCEPTION REPORTS

B rending Approvals Last updated: 7/21/2021-3
Quick irf= ~ USERS (3) ACTIVITIES ‘ User Search...
« View group development plans & Print x Export Direct Reports v| sort

For more information, refer to

Getting Started with Manager m

Past Due Training -

Joe Manager

jmanager@bademoneyadvisor.com

Janet Worker

janeworker@BADEMAIL.com

User Number: 109336
Required: 0
Recommended: 1

50%

PROFILE -~

1 INCOMPLETE

User Number: 109282

Required: 0

Recommended: 0
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The detailed exception report by user is displayed showing a list of assigned activities. By default, the report
shows current assignments. You can view all assignments by clicking the “Show all assignments” link. You
also have the option to filter by Assignment Status and Assignment Type. The report displays the activity
name, assignment type, assignment date, due date, and progress.

DETAILED EXCEPTION REPORT BY USER =Money Employee

List of activities assigned to this user.

Overall progress

Current Assignments w | Last Processed: Friday, May 28, 2021 2:11:49 AM EDT

Displaying 7 of 7 Records

~ .
. Refresh Add Print (' Export
Filter by: ~ + = & Exp
- nment Status . a . a i e . . a a T
ed (7) Activity Name = Assignment Type ¥ Priority = Assignment Status Assignment Date ¥ Due date ¥ Expiration & Progress
\ @ Date
Waived (3)
Incomplete (7)
_ O FPG - Insurance and Recommended Assigned 5/21/2021 [ 0% |
* Assignment Type Annuities V1
Recommended (10}
» Assignment By O FPG-Investments and Recommended Assigned 5/21/2021 [ 02 |
Others (10} Monte Carlo V1
©  FPG - Planning Training V1 Recommended Assigned 5/21/2021 [ 0% |
O  FPG - Retirement Planning Recommended Assigned 5/21/2021 [ 0% |
Training V1
O FPG - Stock Options Recommended Assigned 5/21/2021 [ 0% |
Training V1
O  FPG Fundamentals Training Recommended Assigned 5/21/2021 [ 0% |
V1
O New Hire Benefits Recommended Assigned 5/21/2021 6/20/2021 [ 0% |

Orientation 2020-2021

Assign Training

To assign a new activity to a direct report from the Detailed Exception Report By User screen, click <Add>.

IDETAILED EXCEPTION REPORT BY USER Janeworke

|ist of activities assigned to this user,

o e 4 n /

Activity Name &

Show all assignments (11)

Filter by:

» Assignment Status . -
= - Assignment Type =

b Assignment Type

©  Mew Hire Benefits Recommended

y n nent By I,
Assignment By Orientation 2020-2021

Priority ¥

Assignment Status

In Progress

Overall progress

Current Assignments  « | Last Processed: Friday, May 28, 2021 2:11:49 AM EDT

Displaying 1 of 1 Records

& print ' Export
Assignment Date * Due date & Expiration & Progress
Date
5/21/2021 ©6/20/2021 [ 0% |
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Next, search for and select the desired learning activity. You can scroll through the pages of available activities

using the page navigation buttons or you can search for the activity. Enter the desired search criteria and press
enter.

ASSIGN LEARNING ACTIVITIES TO USER Jane Worker

Select activities to assign to this user.

Search @

O Name -
Learning Activities (67)
[m] " Add-on Module Queue Train ng
Filter by:
Libraries m} " Add-on Module Queue Training
Activity Type O W Admin Tool Training
[} " Admin Tool Training

Click on the check box for the activity or activities to be assigned and click the <NEXT> button.

ASSIGN LEARNING ACTIVITIES TO USER Jane Worker

Select activities to assign to this user.

Learning Activities (1)

O Name -« Status

W Introduction to Parsers Not Assigned
Filter by.

Activity Type

. R Records 1-1 of 1 Page 1 of 1

Selected Activities (1)

cAneE
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1. Click the radio button for either Required or Recommended Assignment Options:
to the type of assignment. Selectad Activities (1)
Type:
O Required o
® Recommended
2. As desired enter a start date and a due date for the assignment O Ignore Previous Completions
Start Date:
3. Click the <APPLY TO SELECTION> button, and ® Today
O Days from today
O0n
4. Click <Done> Time zone: o
Priority:
MNone v
Due Date:
® No Due Date
O Within Dayl(s)
OBy
Time zone:

uic w

Assignment Notes:

Status:

Assigned v

[ APPLY TO SELECTION lo
Elea) - P

The selected training is assigned and will appear on the user’s dashboard.
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You may also edit an assignment for your direct reports by selecting the assignment and then clicking <Edit

Assignment>.

DETAILED EXCEPTION REPORT BY USER Janeworker

List of activities assigned to this user.

[ Ja

show all assignments (12)
 Refresh < Add _[(# Edit Assignment % Remove Assignment

Filter by:

b A nent Status ! . i s
Assignment Statu Assignment Type & Priority & Status

Overall progress

Current Assignments v | Last Processed: Friday, May 28, 2021 2:11:49 AM EDT

Displaying 2 of 2 Recerds

& Print (&' Export

v Assignment Type

Introduction to Parsers Recommended In Progress

» Assignment By

New Hire Benefi Recommended

Orientation 202/

In Progress

You can change the assignment type, add
When the desired edits are entered click <DONE>.

EDIT ASSIGNMENT FOR Jane Worker

Learning Activity Name: Introduction to Parsers

Assignment Options:

Type: Priority:
@ Recures h .
O Recommended
Due Date:
Dlgnore Previous Completions == Mo e Dt
Start Date: .
.
Today ® Within |~ 30 Dayls)
Days from today OBy
Time zone:
On |5/28/2021
i utc v
Time zone:
uTc v

To remove an assignment,
and then <OK>.

Date + Due date + Expiration & Progress
5/28/2021 [ 0% |
5/21/2021 6/20/2021 [ 0% |

or modify the start and due dates, add notes or change the Status.

Assignment Notes:

Status:

Assigned v

el -

click the radio button for the training to select it then click <Remove Assignment>

DETAILED EXCEPTION REPORT BY USER Jane Worcer WARNING

List of activities assigned to this user.

Are you sure you want to remove the selected activity?

Overall progress

ay, May 28, 2021 2:11:49 AM EDT

CANCEL

Displaying 2 of 2 Records

Show all assignments (12)

 Refresh 4 Add (& Edit Assigl X Remove Assignment

Filter by:

» oA nent Status . a a : s i
Assignment Status Activity Name % Assignment Type & Priority & Assignment Status

» Assignment Type

eduction to Parsers Required In Pregrass

» Assignment By

New Hire Benef Recommended

Orientation 20.

In Progress

& Print (4 Export

Assignment Date & Due date & Expiration $ Progress
5/28/2021 6/27/2021 [ 0% |
5/21/2021 6/20/2021 [ 0% |
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A message will display confirming that the activity was successfully removed. Click <CLOSE> to return to the
Manager Dashboard.

You have successfully removed the assignment. “
DETAILED EXCEPTION REPORT BY USER Jan=worker Overall progress
)
List of activities assigned to this user. 90.9%

Current Assignments «| Last Processed: Friday. May 28, 2021 2:11:49 AM EDT

Displaying 1 of 1 Records

Show all assignments (11)

el X =
Filter by: < Refresh + Add & Print [ Export
» Assignment Status Activity Name + Assignment Type + Priority % Assignment Status Assignment Date ¥ Due date % Expiration % Progress
Date
» Assignment Type
O New Hire Benefits Recommended In Progress 5/21/2021 6/20/2021 [ 0% |

> Assignment By Orientation 2020-2021

Emulate a Learner

As a manager you also have access to your direct reports profile by clicking on the <PROFILE> drop down
menu. You have the option to view the users transcript, training schedule and more. Selecting an option from
the profile menu will launch emulation mode where you view the system as if you were user you selected.

S —

eMoney Employee eMoney Training
eemployee@BADEMAILemoneyadvisor.com emoney_training@bademailemoneyadvisor.com
User Number: 109265 User Number: 109262
Required: 0 Regquired: 1
Recommen Recommended: 2
Learner Approvals

My Observation Checklists

Observer Checklists

Training Analysis Joe Worker

jworker@BADEMAILemoneyadvisor.com
Training Schedule
User Numl User Number: 109268

Training Transcript

Requi Required: 0
Recommended: 1 Recommended: 10
.o | [ 9% |

For example, selecting Training Schedule will open the selected users training schedule where you can view
their current and upcoming registrations, their completed activities, and more.
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In emulation mode an emulation strip at the top of the screen alerts you of the person you are emulating. You
cannot hide this strip as it creates a single link with the X icon. A ring around the My Profile menu's avatar also
indicates that you are in emulation mode. To exit emulation mode, click <Exit Emulation>.

Staging  SELF v MYTEAM ~

ﬂ. You are emulating Joe Manager's account. To end emulation mode, click Exit Emulation. EXIT EMULATION X
Home

= TRAINING SCHEDULE
Timeline

u are registered.

[This is a list of current training activities fo,

» [

= CURRENT/UPCOMING EXPRESSED INTEREST COMPLETED CANCELED WAITING LIST OR PENDING APPROVAL LEAR|

TTACHMENTS

Dashboard ALL ONGOING ACTIVITIES UPCOMING ACTIVITIES FIXED DURATION ACTIVITIES COMPLETION REQUESTED ACTIVITIES

Displaying 6 of 6 Records 10 25 50 100

You will be returned to your dashboard where you can navigate back to the Manager Dashboard and take
additional action as desired.
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