LEARNAT F'V User Job Aid yarersion 10

MEETING THE CHALLENGE TO_DO I—ISt

Users will access the To-Do List from your Home_page. If you are a
Supervisor, go to the My Employees tab and then click on one of your
employees to access that person’s To-Do List.

B efO e YO u S’[al’t . This job aid is divided into sections that show you how to change the
view on your To-Do List and how to perform various actions such as
launching training and removing training when it is allowed.

To-Do List
Search To Do list.., ‘;\J) Shuw:_t.j;iine Courses lx (=] [
On the Home page of LearnATF, [ ] | |
1 you will see two icons above your Overdue
M 83 days overdue @ Introduction to National Security Information (NSl
fvailable
0-Lo
2
The |Con on the Ieft |S the L|St V|eW [ Search To Do list... ‘;\];I Shuw:| Cnline Courses | » | 'HI IEI
2 . | (default), the icon on the right is the o B
Card View. _
—_— 63 days overdue B Introduction to Mational Security Information (NSI)
fyailable
The default view is List View, if you
3 wish to view in Card View, select the = 3

icon to the right.
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Your To-Do List is now displayed in
Card View.

A

[ Search To Do list.., :3,] Shuw:rﬁ)nline Courses Iq |E| [ 2] ]
Overdue B

63 days overdue

Introduction to National Security Information (NSI)

Due by 12/2f2010 | Mandated by Government | Assigned by System AP | Originated From
Curriculum

==

Course MNTG-C5-D032

This course fullflls the Bureau's mandatary training r
requirements for all individuals issued a Top Secret or Secret ap =0 to Content
security clearance and whao handle or have.. more e

Q View Details

<nline Item

63 days overdue  Available o <

How to Remove
Training:

IMPORTANT: You may not remove mandatory training. Most
Mandatory Training begins with the prefix MNTG. If you believe you
have been assigned mandatory training in error, review the mandatory
training FAQs or contact the OST Help Desk at 877-875-3723.

Loginto LearnATF.

“Welcome Dema Uner | () Check System | Sign Out

Home. My Employess Catalog

Demo User

Lo fectruiogy Erah

e —

1 Tewen T Sherer: | Dervihieg »| EED Easy Links
Ovardus J— s anatattings
¥ dwe
[y (e

Mestt be regiteed

ot Ll Dueupant Emergersy Plan (0EF) Trairiog for B, Emplayees
Incwickial Develcpment Plan (0P} peusstract

vt Wl Warnduction to Hatlenal Secerity information (50
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Locate the course you would like to
remove on your To-Do List.

| Card Vie

No due date

M Advanced Customization in Excel 2007

fwailable I

2

M Bloodborne Pathogens
fwailable

M Bloodborne Pathogens
Awailable

Adobe Captivate 4
Self-Assigned | Originated From Approved Plan

Course at_capy_a0l1_it_enus
Adobe Captivate 4 is a screen-recording and video capturing
application used to create demonstrations, personalized
takarials, sirmulated emvironments, and...nore

5 Go 1o Content

Online Thenn

‘You ate NOT REGISTERED A A
Q View Details

A Confirmation appears confirming
that you want to remove the course.
Click on Yes to remove the course.

In progress \ r,
ble Advanced Customization in Excel 2007
Self-Assigned
5 Go to Content
ble Course mo_adex_a03_dt_enus
T— Mumerous Features and tools in Excel 2007 enable you b
H ; ; customize the look and Feel of spreadsheets and warkbooks,
3 ::Lyou are Ir:r:_ItStM’ ::)VEI' over ble and also the functionality and efficiency of the. .. more
€ course that you wish to remove
. . Ibornd nling Item
from your To-Do List. ) e e
=]
. A
Confirmation

£ Are you sure you want to rermove Acaderny Post Blast
w Investigation from wour To-Dao List?
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Sorting the To-Do
List:

Follow these steps to find specific types of training on your To-Do
List. To make this process more streamlined, switch to List View
as indicated above. To see more details, switch to Card View as
indicated above.

At the top of your To-Do List there is
1 a drop down menu. Click the arrow
to view the drop down.

I Search To Do list... :¢ Show: |E\re_ry't_h1ng

Overdue

81 days overdue :; Occupant Emergency Plan (QEP) Training for HQ Employees

Must be registered

From the drop-down menu, you may
select Online Courses,
2 Registrations (internal Training),

. External Requests (SF-182), etc.
Select the training type you want to
display.

To-Do List

[Searen To o e . G shows[Eenthie 1+ | ([E]E])
Ewerything -
Overdue N
e All Learning ?_
81 days overdue  LZ Occupant Emergency lo

kst Dereglste Online Courses >
63 days overduz @ Introduction to Matiol

Eesilabity Course Evaluations

Due within a month

2/19/2011 M No Fear Act

Assessments

Now only the type of training you
selected appears. To change your
view back to All or another type of
3 training, follow steps 1-2 again.
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To-Do List

[ Search To Do list... _4,] Shuw:| Onling Courses |'> | |E|

Overdue B
63 days overdue @M Introduction to Mational Security Information (NSI)
fuailable
Due within a month
201972011 # Ho Fear Act
fvailable

2/2372011 @ Information Security Awareness with Acknowledgement o...
yyailable

Due later

1001372017 B8 Ethics
eyailable

12/31/212 ™ Government Charge Card Requirements
fuailable

Launching Online
Content:

Follow these steps to launch online training from your To-Do List.
To make this process more streamlined, switch to List View as
indicated above. To see more details, switch to Card View as
indicated above.

If you are not already in List View,
1 click the List View icon on the

- upper right corner of your To-Do
List.

To-Do List

[ Search To Do list... :\l,l shuw;rF:\.terEhng 2; - | 'EI ) B

Overdue
88 days overdue  [@ Occupant Emergency Plan (OEP) Training for HQ Employees
Must be registered
68 days overdue B Introduction to National Security Information (N5I)
fuailable
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Mo due date
3 M Advanced Customization in Excel 2007
On your To-Do List, scroll down to tvailable
2. the online course you wish to o Bloodborne Pathogens
access.
fyailable
Mo due date
Advanced Customization in Excel 2007
. . 4 fvailable
3 Hover over the desired course with
- M Bloodborne Pathogens

your cursor.

fvailable

When the pop-up appears, click on
Go to Content.

4 . For more information on Launching
and taking online training, see the
Launching Online Training Job Aid.

]' Introduction to National Security Information (NSI)

5
Due by 12/4/2010 | Mandated by Government |
Assigned by Jason Runk

[

=3 GO0 1o Content

Originated Fram Curriculum
Course MNTG-C5-0032

This course Fullfills the Buread's mandakory training
requirements For all individuals issued a Top Secret or Secret
security clearance and who handle or have access to...more

q View Details

Online Trem
Available
68 days overdue

.
At Tharea T ard Hamimnire meantc | |
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