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Add Self-Reported Training in DIG

Step

Screenshot

1. Click Self in the header menu

SELF ~ MY TEAM v

2. Click Learning and then Self-
Reported Training.

SELF ~ MY TEAM ADMINISTRATION

Menu Quick Find Search

Dashboards Learner Approvals

Learner Dashboard Learning Activity Evaluations
Initiatives Messages

Leaming Self-Reported Training
e Training Schedule

Instructor Schedule
Development

My Observation Checklists
Reporting

Observer Checklists
Change Security Questions

Learning Preferences

3. Click New.

SELF ~ MY TEAM ~ ADMINISTRATI

SELF-REPORTED TRAINING

This is a list of your self-reported training. Yo
Search: Help

(@)

New

4. Enter a Name for the self-
reported training.

Name:*

Gallup Certified Strengths Coach
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5. Upload Attachment/Certificate
a. Click <BROWSE...>
b. Click <Choose File>
c. Select the file
d. Click <Open>.

SumTotal

UPLOAD FILE

Browse and sebect a file to upload.

Chicse File | No file chasen

® o

B Search Cemtrfications and Co.

- s - M Ceftifications and Completions w0

Ouganize = Bew foder

. @

Dute madified

I Deskeop & Mame Status

- & CoveerintiatieResus Develophie @
i Derinany &) d_cooper Strengths Coach Cenificate. @
IE Pictmw 8} Dousglas_Cooper Stngths Conch Centifi. & 37272021 A1 A

1 Coching Mining Peeple Ferms
Ceenp Vid 3 Viden

Doug

Elizabeth

o Creatroe Clowd Files

v

File name: | d_cooper Steengths Coach Certificate

6. Click <OK>.

SumTotal

UPLOAD FILE

Browse and select a file to upload.

Choose File | d_cooper Str...ertificate.pdf

I OK ll CANCEL I

7. Enter a Description

Description:

The Gallup Global Strengths Coach course -- formerly
Accelerated Strengths Coaching -- is a four-and-a-half-
day course that teaches you about people: how to spot
their potential, how to bring their potential to life and
how to coach what "could be" into hard-hitting results.

-

8. Select an Activity Type.

Activity type:*

Self-Reported - General Training b

Self-Reported - General Training
Self-Reported Continuing Education Training
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9. Enter self-reporting training
details as desired:

a. Cost

b. Start date

c. Enddate

d. Score

e. Duration

f. Credit hours

g. Activity organizer
h. Name of presenter

Cost:
$5,000.00 o

Start date:

1240772020 09:00am

End date: o

121102020 05:00am | BN

Score:

Duration:

Day(s) Hour{s] Minute(s) Second(s)
4

Credit hours:

Activity organizer:

Gallup

Mame of presenter:

Gallup

666

10. Click <OK>.

CANCEL

11. The training is added in a
pending approval status. The
training will appear in your
transcripts after your manager
approves it.

SELF-REPORTED TRAINING

This is a list of your self-reported training. You and your manager may be able to enter training you have taken or will take that is not represented in the system library.

search: Help View:
All v
New Delete . & x
[[Gselected Items: 0 | Records: 1
a Name Code  Activity Start Date End Date Status Document Form
Type - Attached
o7 Gallup Certified Strengths Coach Self- 12/7/2020 12/10/2020 Pending document
Reported Approval

- Gener...
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Manager Approval Process

1. Click Self in the header menu

MY TEAM v

SELF v

2. Click Learning and then
Learner Approval

SELF ~ MY TEAM v ADMINISTRATION ~

Menu Quick Find Searc

Leamner Approvals

Learning Activity Evaluations

Messages

3. Select Self-Reported Training
Approvals from the Type drop
down menu.

LEARNER APPROVALS

This is a list of pending registration approvals. Use the View list to see your assigned approvals, approvals assigned to others, and those without ar
approver. You may be able to approve requests not specifically assigned to you. You will also be able to see a list of your managglle approvalsg
for him or her

Search: Help Type:
Activity Approvals v v
Activity Approvals - X

Task:

Approve requests v

Self-Reported Training Approvals [\Selected Items: 0 | Records: 0

d) There are no records to display.

4. Approve the request:

a. Select the outstanding
request by clicking the
corresponding
checkbox.

b. Click the <Blue Arrow>
next to “Approve
request”. (Make sure
the task is set to

the other option is to
“Reject Request”.

Approve request). Note:

LEARNER APPROVALS

This is a list of pending registration approvals. Use the View list to see your assigned approvals, approvals assigned to o
approver. You may be able to approve requests not specifically assigned to you. You will also be able to see a list of you
for him or her.

Search: Help Type:
@ Self-Reported Training Approvals v
Task:
Approve reguests v

[J User Name « Name Code Start End Approval Role

Date Date

eMoney for Dummies 9/7/2021 9/13/2021 SRT Approver

Book

B=Joe Manager
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5. Enter a note as desired and
then click <OK>.

APPROVE REQUESTS

APPROVAL FOR JOE MANAGER (109336)

Ay Activity End Date has already passed

6. The status will be changed to
Approved (with notes) for the
learner and the self-reported
training will appear in their
transcripts.

Track Name: Start Date: End Date:
eManey for Dummies Book 97712021 9/13/2021
Note:

SELF-REPORTED TRAINING

This is a list of your self-reported training. You and your manager may be able to enter training you have taken or will take that is not represented in the
system library.

Search: Help View:
All v
New Delete & x
[selected Items: 0 | Records: 1
[m] Name Code  Acti Status ~ Comments Document Form
Type Attached
o eMoney for Dummies Book Self- 9/7/2021 9/13/204 Approved sample note Hocument
Reported
- Gener...
N

TRAINING TRANSCRIPT

Select a year or date range to filter completed training records.
DateRange v
Start Date End Date

8/16/2021 03:00pm [EEs| (9/13/202103:01pm [E|

JOE MANAGER

List of completed activities from 8/16/2021 to 9/13/2021
E-mail:

Manager:
jmanager@bademoneyadvisor.com

Douglas Cooper

Primary job: Primary organization:
ACTIVITIES
Activity Estimated Credit Start Date Completion Date + Score Attended Duration

Hours
I Online Course: Interaction Activity Prg 8/17/2021 8/17/2021 100 Day(s): 0, Hour(s): 0,
Minute(s): 3, Second(s):
449
SELF-REPORTED TRAINING
Activity Estimated Credit Hours start Date Completion Date - Score

Self-Reported - General Training: eMoney for Dummies Book 9/7/2021 9/13/2021
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