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Purpose

The purpose of this job aid is to guide users through the step-by-step process of viewing their records.

Each task demonstrates viewing of

Task A

different records.

View To-Do List (filter, view)

7 Steps

&

Task B y

— e

View Completed Work
8 Steps

View

Task C v

Curriculum Status and Details
11 Steps

Task A. View To-Do List

0 Enter the web address
(URL) of the user
application into your
browser Address field and
press the Enter key.

@ Enter your user ID in the
User ID textbox.

Enter your password in
the Password textbox.

9 Click Sign In.
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| Sf http:/ftmsbd.ksa-train.plateau.com/learning/user/login,sp G—

(&

Learning and Performance

Welcome lease Sign In

To sign in, enter your user ID and password in the space provided

to the right and click the Sign In button. If you have forgotten your

user 1D ar password, links below the sign in box will assist you in

recovering your credentials. If you da not have an 1D and would like

to register, please click the "Mew User?™ link helow the sign in box. 9 User IO

Paszword:
e Sign In
Forgot Password? Forgot |07
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On the Home page, view
the To-Do List.

This panel displays a
consolidated view of
tasks requiring action.
This means that all tasks
are in one place.

The To-Do List can be
filtered and viewed in
different ways.

Welcome Brian Fahey | g Chack System | Sizn Out
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© Help
Brian A Fahey )
Your Talent Profile is Incomplete
Director of Oil Sales Europe
Europe Ol Sales i't
To-Do List Catalog [ Bl
U shows Bt . s @
Owverdue Approvals Performance Reviews
2 days overdue =) Management Fundamentals BlackRock:Successstary Record Learning
) External Requests Reports
#hust be registered - Skills Inwentory
- Management Policies and Procedures Options and Settings Start a Multi-Rater Assessment
Order Status Start a Self Assessment

fihust be registered
Order Tickets

Due within o week

Qct/2/2011 “& Public Speaking for Managers Corriceda

. B Overdue (1)

fihust be registered
Due within o month
- Due Later (1)
0ctf5/2011 “& Computer Security Awareness
fihust be registered Competencies
& Microsoft Windows 2000
fihust be registered
& World Wide Web (internet)
fihust be registered Coraer Path
0ct/26/2011 L@l Microsoft Word 2003: Foundations Target A Future Job
fihust be registerad

Due later v

5

Due in 30 days (3)

5

l 9506 of requirements mat

>

Less &

Compile ted Work >

( % 2 items completed in the
last 30 days.

Goals >

Complete (0%)
In Progress (0%)
M Behind (0%)

Commimities >

See what's happening in the
f

Click the Show drop-
down menu to select a
filter option.

Enter text into the ‘type
ahead’ search box to
filter the To-Do List.
Note: Hover over each title in

the To-Do List for additional
information.

Ta-Da List

G 3|
43

Show: | Everything

E thi
Overdue i
= all L i
2 days overdue v Management Fundament: Farmng
Registrations

Mozt be registered
onling Courzes

tanagement Policies and
Mzt be registered
Surveys

Due within o week
fszessments

Oct/2/2011 '@ Public Speaking for Mana

Must be registered Compansabion

External Regquests

Performance Reviews

Users may prefer to
display the To-Do List
actions as a card view.
Click the Card View

(] icon from the top
left menu for full details.
The card view displays
navigation links for each
relevant action.

To-Dao List

DY Show: | Everything

Due within o week
Oct/2/2011
Public Speaking for Managers

Due by OckfZi2011 | Required | Assigned by User Plateau | Originated From Curriculum

of| Requert Schedule
Q View Details i

[ 1 Course HR-112
; Learn the techriques nesded to perform tasks relewant to
(L = wour position, This course covers the essential information

o sk have in order to complate, more

S5 days remaining  Must be registerad
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Task B.

View Completed Work

On the Home page, click

Welcome Brian Fahey | (g Check System | Sign Out
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the Completed Work | ome UV or
@ Help
status pod. Beian A Fahey
Director of 0il Sales Europe
Europe Oil Sales : 'E
To-Do List Catalog [ Bl
[ 8) Show: | Everything 7 Easy Links &
Overdue Approvals Performance Reviews
2 days overdue ) Management Fundamentals BlackRock:SuccessStory Record Learning
External Requests Reports
Mhust be registered Mo Skl Inventory
& Management Policies and Procedures Options and Settings Start a Multi-Rater Assessment
ihust be registared Order Status Start a Self Assessment
Order Tickets
Due within a week
55
0ct/2/2011 @ Public Speaking for Managers F—— >\ Completed Work é»
st be regitered ‘ = Dver,d“ w ‘7‘~ 2 items completed in the
Due within & month Duein 30 days (3) M last 30 days.
- Due Later (1)
Qct/5/2011 Y& Computer Security Awareness 7
Mhust be registared Gompetencies +> N Goals .
‘& MicrosoRt Windows 2000 9596 of requirements et Complete (0%)
Mhust be registered . In Progress (0%)
. e 1 Behind (0%)
'@ World Wide Web (internet)
Mhust be registered Career Path >\ Communities -
0ct/26/2011 '@l Microsoft Word 2003: Foundations Target A Future Job See what's happening in the
v Forums
Mhust be registered
Due iater =
Completed Work displays | Completed Work
- . Competency History
a combined list of all
Show Completions: | 4ll M
tasks completed. It
e - 0 =)@
combines learning and " =
S, [a + [ a v .
performance activities
Agzessment &+ Self Assessment Cornpleted SEp/27/2011 12:04 P
such as courses,
. Learning Company Benefits Orientation Passed Course Juni26/2011 05:00 PM
pe rformance reviews,
Learning Emergency Preparedness Read or Wiewed Mayf 26,2011 05:00 PM
and competency
Learning Overview & Orientation Completed Apri13/2011 05:00 PM
assessments.
Learning Emergency Evacuation Proceedures Cornpleted Marf2/2011 09:00 P
e Sort the table by Learning Building Access Policies and Proceedures Callateral Cradit Feb/26/2011 05100 P
selecti ng the column Learning Company Procedures and Policies Read and Acknowledged S8p/26/2010 0500 Phi
header - The tab I e tO the Learning Emergency Evacuation Proceedures Completed Jun#T 2010 05:00 PR
rlght is sorted by the Learning Mew Employee Orlentation Passed Course Decd 142003 01:21 P
Comp letion Date. The Learning Vision Testing Attended Event or Activity JUnF4£2003 04:00 Ph =
11 Items * pll dates are for America/New York time zone.

sort order arrow ( 14)
indicates the column is
sorted in ascending
order.

Click any column header
to sort the display based
on Title, Status, or
Completion Date.
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The Completed Work list
can be filtered by type by
selecting from the Type
column drop-down menu.

Filter the table by title
by using the “‘type ahead’
text entry box.

Filter the table by status
by selecting from the
Status column drop-down
menu.

Completed Work

Competency History

Show Completions: | All M

Typee Titlea Status e

Completion Date *

[ae || | au v i
Agzessment &+ Self Assessment Cornpleted Seps27I2011 12:04 P
Learning Company Benefits Orientation Passed Course Juni 26/ 2011 05:00 PM
Learning Emergency Preparedness Read or Wiewed May/26/2011 05:00 PM
Learning Overview & Orientation Cornpleted Apri13/2011 05:00 P
Learning Emergency Evacuation Proceedures Cornpleted Marf2/2011 05:00 Ph
Learning Building Access Policies and Proceedures Collateral Credit Feb/26/2011 0500 Pi
Learning Company Procedures and Policies Read and Acknowledged Seps26/2010 05:00 Pi
Learning Emergency Evacuation Proceedures Completed JunfT 2010 05:00 PM
Learning New Employee Orientation Passed Course Dec/1/2003 01:21 PM
Learning Vision Testing attended Event or Activity Juni 42003 04:00 PR L=
11 Items * All dates are for Americaf/New York time zone.

Note: The “type ahead’ feature allows you to start typing in the box, and if
you have one or more list items that contain the text that you typed, then
the system will show only those list items. The type ahead filter is not case

Filter the table by
completion date by using

sensitive.
Please enter a valid date §i§
istory

the Show Completions
drop-down options to Show Completions: || Befors | [ Mm.ﬂnfd!w@j —
show only completions all
after, before, or Status Completion Date *
between selected dates. | - = After
| Before 1=
Between H
© )| The user can click the Campletedilonk .
title link and choose a Shwcﬂmpleﬁmc'l":“e"”’ ""
desired option. In this R
example , CI |Ck tO VleW Type Title Status Completion Date *
Details Or Print |AAu*'t| IA“ N 2762011 11:45 Ak .
Certificate. e Company Benefits Orientation '
Learning S 2672011 05:00 P4
Learning Emergency Prepal E:::d:—:lj:;ir:s ?.D;DU @, View Details f2672011 05:00 PR
Learning Overview & Orien{  ComPletion Date ; Jun/26(20L1 05:00 P (Z) Print Certificate £13/2011 05:00 PM
Learning Emergency Evacu 202011 Q500 PR
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Task C.

View Curriculum Status and Details

On the Home page, click
the Curricula pod.

successfactors”
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Brian A Fohey
Director of 0il Sales Europe
Europe Oil Sales
To-Do List
‘ ) Show: | Everything -
Overdue

2 days overdue =) Management Fundamentals
fhust be registersd
& Management Policies and Procedures
fhust be registersd
Due within a week
0ct/2/2011 '@ Public Speaking for Managers
fhust be registersd
Due within a month
0:t/5/2011 4 Computer Security Awareness
fhust be registered
L&l Microsoft Windows 2000
fhust be registered
l& world Wide Web (internet)
fhust be registered
0ct/26/2011 k&l Microsoft Word 2003: Foundations
fhust b registersd

Due later

Welcome Brian Fahey | 4 Check System | Sign Out

Organization
& Help
Your Talent Profile is Incomplete }
Catalog [ oF
Ell Easy Links @
Approvals Performance Reviews
BlackRock:Successstory Record Learning.
External Requests Reports
Hews skills Inventory
Options and Settings Start a Multi-Rater Assessment
Order Status Start a Self Assessment
Order Tickets
0 Less «
Curvicida > | | Completed Work >
W Overdue (1) —
‘ N ( 2 items completed in the
Due in 30 days (3) Jast 30 days.
Due Later (1)
Compelencies > | [ Goals >
9596 of requirements met Complete (0°2)
In Progress (0%)
@ W Behind (0°%0)
Career Path >> | | Commimities >
Target A Future Job $ee what's happening in the
v forums
=

This page displays all
assigned curricula, a next
action and expiration
date if applicable, and
who assigned the
curricula.

The curricula list can be
sorted by Curriculum
Title, Next Action Date
or Expiration Date by
clicking the column
header.

The status of each
curriculum can be
identified by the folder
icon. If a green
checkmark displays, the
curriculum is complete.

Click the curriculum title
links to view curriculum
details.

Curriculum Status

& Help

This page includes a list of curricula that hawe been assigned to you. Each curriculum title links to the Curriculum Details page which includes a list of the curriculum's items
and Action drop-down menus where you can register for or request items. On this page you can also view the sub-curricula associated with each curiculum and access

information on itemns as well
Curriculum Title

Office Management

Management Development (all directors) Qct/2/2011

IT Basics é Qct/5/2011

Software Tools {all employees) Qct/26£2011
[#] General Fmployee Orientation Marf1/2012

Nesxt Action Date «

iy seprasizo11

BExpiration Date Assigned By
N Admin
N2 Admin
/A Admin
(S Admin
fharf 172012 Admin

Remove

Note: The Next Action Date is the next due date in the curriculum. The due
date that displays belongs to the item that has the nearest due date. If

there is an issue with the next action date, the Alert icon (.ﬂ) displays.
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From the Curriculum e
Details page, you can Curriculum Detals ﬂ
VieW eaCh Item !_‘—: Soft\.Nare Tools (all employees) [t ool
requirement plus S e o vt
. . Description: All the learning components required to qualify a student for Software Tools (all
subcurricula, curriculum onplayees). (6 ]
requ”'ements’ and/or Due by i e View by:  Suggested Order [~]
- Oct/26/2011 @ [# World Wide Web (internet) Request Schedule
su bcu rricu Ia Ot/ 262011 & [ Microsoft Word 2003: Foundations @ View Offerings
requiremen ts. Oct/26/2011 & [ Microsoft Windows 2000 Request Schedule
G TO VieW item Oct/26/2011 & ® Computer Security Awareness View Offerings

requirements, click the
expand icon (=) for
additional details about
each item within the

Curriculum Details
curriculum. — ﬂ

& General Employee Orientation . ot
‘ _# Curriculum ID: HR-100 omplete C

6 The |tem ||St can be =) Assigned By bdmin [User Plateau)

Description: All the learing components required to qualify a student for General Employee

sorted by the suggested | @t

4 Back @ Help

Due by @ View by: Suggested Order
order or by due date by S 3 - (10 :

) ) o @ [ New Employee Orientation Completed on Dec/1/2003 Request Schedule
selecting the option from v & 5 CompanyBonefie Orlontation Comsleted on Jumm@ o ottons
the VIeW by d rOp-dOWﬂ o % [© Overview & Orientation Completed an Apr/13/2011 Goto Content
menu. 7 &[5 Company Procedures and Policies Completed on 5ep/26/2010 Goto Content

Mar/1/2012 & - & = Emergency Evacuation Proceedures in Completed on Mar/2/2011 Request Schedule
H H Subcurricula HR-001
@  The Curriculum Details _ ) .
. . May/25/2012 & - @ [ Emergency Preparedness in Subcurricula Complsted on May/26/2011 Request Schedule
page also indicates HR.001
4 a = Building Access Policies and Proceedures in Completed on Feb/26/2011 Request Schedule

whether the curriculum is Subcurricubs HR.001
complete or incomplete
and if it requires
retraining (%).

@ The type column
indicates the item type
(blended learning,
instructor-led, or online).

© | The Due by column
indicates when the item
is due.

€@ The date completed
column displays the
completion date for each
item.

€| The Action column
displays different buttons
depending on the item

type.
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