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e Logging Into the LMS
e Accessing Online Trainings
e Successfully Completing Online Trainings

Please note that in order to ensure successful completion, you must be on a computer with
MS Outlook open. The online system will then be able to send confirmation of your

completion of the training. Call Danielle Nick at x1879 if you have any questions.



Logging Into the Learning Management System (LMS)

1. Access Starport, and then select the Learning Management System link in the LCC eToolBox.
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WELCOME TO STi'RPO'R----T *

Louise D Whitney

September 23, 2010

Employee \] Student \| Faculty \| LCC Life \] Help \| Fall 2010 Registration \]
What's On at LCC! Open Enrollment

Calendar of Events

Employee Benefits O

Uze the multiple calendar views to find many college events you can enjoy!
LCC News

Stay infermed about LCC's current News, Special Reportz and Events

{More Info)
ITS Systems Operations Communications —
Focus on a Student Organization
ITS Systems Operations Communications

View a calendar of 2cheduled TS production system downtimes along with alert Athletlc SpOl'tS CIUbS
notificatiens for unscheduled outages.

September 13, 2010 - Septembel

Student Athletic Sports Clubs combine lea
intramural and individual spont paricipatiaon
positive sense of discipline and sportsmar
Wirk Requests of college athletic faciliies when available,

(FAMIS Self Service) fram events, and grant epporunities.

LCC eToolBox

Banner Weh Self Service

Far mare information an how ta join a club or organiz

% the Student Athletic Sports Club Office at (517} 483-1
Learning Management System the Gannon Building.

2. Next, enter your User Name (TUID) and Password to access the new LMS, and then select
Login.
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User Name [whitney!

Password[sssseses




3. Here you can view the full screen with the individual sections highlighted below:
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/ Training Results |/ Full Assignment Report |, Home |/ Training History

Welcome to the Lansing Community College Learning Management System

Empioyee LCC LMS ANNOUNCEMENTS
Training History . Welcome {o the new Leaming Hanagement System at Lansing Community Callege. For more
information on how to use the LIS, access the Tip Sheet by clicking on this link:

Employee Profile.
Required Employee Trainings

Other Available Trainings -
Face To F1 Training

Description Online
2 Face Session  Access.

More Information
Test description. This fiekd holds.

a description of the training. The peon e Onine
character imit s 4000 B
Administrative Board Approved Policy Begin this
- online
Policies Statements. raining
Bloodborne.
Patnogens Training - ponie Onine
2010 raining
P Board Approved Policy Schedule a . aceto Face
Statements session
Employee Sexual
Karassment - ‘Eeg‘” i online
Awareness 2]
Right to Know—Hazardous Begin this onine
Communication Chemicals. fraining .
Board Approved Policy Begin this
Policy ! Statements training  ~ onine
Board Approved Policy Begin this
sl Statements. raining " Onlne

Assign
Type

Required

Required

Required

Required

Required

Required

Required

Required

Your Assigned Trainings

Training

Access

Test deseription. This field holds

character limit is 4000. raining

Adminietrative Board pproved Policy Beginthis
- Oniine:

Folicies Statements training
Bloadborne
Py - Beantis
2010 raining
Employse Sexual
rEETE Beantis
Awareness raining

Board Approved Policy Beginthis
Bkl Statements training . oo

Board Approved Policy Begin this
G200 Statements training . online
Time Entry-Part Time Schedule a Begin this Online or
Self Service Timecard session training v Faceto Face

Required

Required

Required

Required

Required

Required

Optional
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You are enrolled in the following face to face sessions
no data found
sid

Catalog Search

Keyward Search|
Local Telephone
517-483-5221

Toll-free Telephone
1-800-664-4522

E-mail lcc1@icc edu

The LCC Help Desk provides technical assistance to students, faculty and staff. Submit your
technical

questions via e-mail for answers to your technology needs or contact the Help Desk
technicians by phone.

Hours of Operation' Open 7 am fo 12 am midnight everyday.
(LEC's help desk will be closed from midnight to 7 am. daily)

LCC Help Desk
If you have any concerns or issues with the LMS or in registering for trainings. please

contact the LCC Help Desk by phone or email at the contact information below.
If you have any OD specific questions please contact Danielle Nick at 483-1870.

WHITNEYL enus

Employee Links

Employee Links

Training History
Employee Profile
Other Available Trainings

More Information




Training History: This is the area where your completed trainings will be summarized.

Title Date Status

Registered

College Policies Event: 13-  Completed
FEB-2007
Registered

Right to Know  Event: 11-  Completed
OCT-2004

Sexual

Harassment: Registered

What Event: 13- Completed

Employees QCT-2004

Should Know

Bloodborne Registered

Pathogens Event: 11-  Completed

Training OCT-2004

Administrative  Registered  In

Faolicies Event: Progress

Employee

Sexual Registered In

Harassment Event: Progress

Awareness

Employee Profile: Here you can view your profile.

Person Uid|52027

History View Training History
Name Louise D Whitney
Tuid WHITNEYL
Person Uid
Birth Date
Gender F
Primary Ethnicity WH
Campus Phane
Mailing Address
Building GB
Office 3610
Mailcode 5600
Position Status Desc  Active
Puosition Title
Employee Class AB
Criginal Hire Date
Supervisar Name
Supervisor Position
Supervisor Title  Dir Org Dev & HR Consultant

Dept Human Resources

Other Available Trainings: Here are other trainings that are available to you. Some may be
required for your position, and, if that is the case, your supervisor will advise you.



Optional trainings available to you
Training Access Face To Face Online Ff Session Assign Type
&1 Alernative Rezolution Team (ART) Training Face to Face - Optional
83 Approvalz: Self Service Face to Face Schedule a session b Optienal
85 Choozing the Right FOAPAL Face to Face Schedule a session Y Optional
58 Coaching for Improved Performancs Face to Face - Optional
112 Create Purchase Order from a Blankst Order Face to Face Schedule a session Y Optional
132  Department Query Face to Face Schedule a session b Optional
137 Due Process Update Face to Face - Optional
14%  Entering Student Notes in INB Face to Face Schedule a session b Optional
151 Envizioning One LCC Initigtive Face to Face - Optional
158  Faculty - Self Service Face to Face Schedule a session b Optional
160 Financial Aid Self Service Face to Face - Optional
164 Fixing The Mix Face to Face - Optional
185  HR Search Committee Training Face to Face - Optional
190 Help Desk - Creating Incidents Onling - Optional

More Information: This will take you to the OD website where you can review trainings schedules
for the current month.

LCC LMS Announcements: Review this area for announcements relevant to training.

LCC LMS ANNOUNCEMENT 5

Welcome to the new Learning Management System at Lansing Community College. For maore
information an how to use the LMS, access the Tip Sheet by clicking on this link:

* If you encounter issues with cut-off sentences and errors while accessing the online
bloodborne pathogens training please be aware that you will need to change your display
settings to either small or larger viewing see below for steps on how to change your
settings:

1. Right Click on desktop, choose personalize from context menu
2. Click on Display menu

3. Click either smaller or Larger — user will need to log off for settings to take effect



Required Employee Trainings: Here you can review the trainings that you are required to take.

Required Employee Trainings
Description Online e . Training
Session Access

Test description. Thiz field holdz Beain fis
Academic Policies a description of the training. The t .g. - Online Required

character limit is 4000, raining
Ad!'n!mstrﬂtwe Board Approved Policy EIE.gl.n this Online Required
Policies Statements training
Bloodbarne - -
Pathogens Training - ?E.gl.n this - Cnling Required
2010 raining

i 5

Coliege Policies Beard Approved Policy ”Che.dule B h Faceto Face  Reguired

Statements SEession
Employee Sexual Begin this . .
Harazsment - o - Online Required
Awarsnsss raining
Hazard Right to Know—Hazardous Begin this Online Reauired
Communication Chemicals training - B

) Board Approved Policy Begin this ) )
Policy | Statements training - Online Required
) Board Approved Policy Begin this ) )
Policy Il Statements training Online Required
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Your Assigned Trainings: Here you can review the trainings that have been assigned to you to
take that are specific to your job responsibilities.



Your Assigned Trainings

S Face To . Ff Training Assign
Description Face Snline Session Access Type
Te=t de=scription. Thiz field holds Beon s
Academic Policies a description of the training. The 4 .g . - Online Required
character limit is 4000. raining
Adminigtrative Board Approved Policy Beqgin this ' )
Policies Statements training - Ll dablias
Bloodborne . )
Pathogens Training - ?E.gl_n this - Online Required
2010 raining
Emploves Sexual - -
Harazzment - Ee.gl.n — - Online Required
Awarenesz ]

) Board Approved Policy Beqgin this ' )
Policy | Statements training - Online Required
) Board Approved Policy Begin this ' )
Policy Il Statements training - Online Required

Time Entry-Part Time ) Schedule a Beqin this Online or )
Zelf Service Tmecard session training v e
1-7
Louise Whitney's Training Home
Title
Training History
TEXTBOX35 TEXTBOX51 TEXTBOX30
Coll=ge Policies 13-FEB-07 Completed
Right to Know 10-NOW-02 Complsted
Sexual Harazzment: VWhat Employvess Should Know 13-0CT-04 Completed
Bloodborne Pathogens Training 10-NOW-04 Completed
Employee Sexual Harassment Awarensss 23-JUN-10 In Progress
Adminiztrative Policiez 23-JUN-10 In Progress
Bloodborne Pathogens 10-JUL-05 Completed
Bloodborne Pathogens 10-AUG-09 Completed
Time Entry-Part Time Self Service 23-JUN-10 In Progress
Getting Started with Windows Vista 23-HOV-08 In Progress
Windows Vigta Uzer Experience Z23-NOV-028 In Progress
“Microzoft Office Excel, PowerPoint, and Qutlock 2007 23-NOWV-03 In Progress
Mew Features for End Users in Microsoft Office 2007 28-SEP-09 In Progress
1-13




Accessing Online Trainings

Note: Online trainings are NOT accessible from off campus; you will need to use Internet
Explorer instead of Firefox when accessing the online trainings. If you do not have Out look you will
need to contact the Help desk at 483-5221 and have them assist with setting Outlook up on your
computer.

If you need to take a training that is listed as online in Your Assigned Trainings, follow the steps
listed below:

1. Click on Begin this training.

Policy | Board Approwved Policy Statementz - Onling Required

2. Next select Run.

File Downlo x|

Do you want to run or save this file?

Mame: LCCLeckoraTemplate. exe
Type: Application, 2, 76MB

From: upload-express.lcc.edu

Fun Save Cancel

| _ql YWhile filez from the Interet can be useful. thiz file bype can
, '/ potentially harm your computer. [F you do not trugt the zource, do not
= run of save thiz sofbware, What's the risk?

3. Select Run again.



Internet Exp x|

The publisher could not be verified. Are you sure you want to run this
software?

Mame: LCCLectoraTemplate.exe

Publisher: Unknown Publisher

Fum Don't Fun

should only run software from publishers wou trust, How can I decide what
software ko run?

@ This file dogs nok have a valid digital signature that werifies its publisher, You

4. This will bring you to the main screen of your chosen training title. Follow the instructions to
start the training.
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* Human Resources Policy | Training

Page 1 of 1

Please take a moment to review the navigation guide provided below.

@ Return to the previous page. @ Iove forward 1o the next page.

@ Retums to the first page of the course

Introduction

@ Access the Help page for downloads and special instructions

® Exit the course and retum the Learning Managment Syster

Let's begin the coursel Click on the next button above or choose a
blue navigation button to the left

5. In order to verify completion of online training or for the competency results to be emailed to the
HR-OD account (a requirement for successfully completing the training) you must be on a
computer that will allow you to be running Microsoft Outlook and where you can send
and receive emails through Microsoft Outlook while you complete the training. If you do not have
access to a computer with Microsoft Outlook, you may take the training in the HR Department by
calling 483-1879 to reserve a time, or you can call Emergency Management 483-1806. Both
locations have computers that will allow you to access the training and email results of the
competency.

6. At the end of completed online trainings, you will be prompted to submit confirmation of your
competency or training. You will first be asked to enter your name into a field at the end of the
training.



Academic Policy Training
Page 2 )

Please click on the buttons to confirm that you have read

and understand the policy statements.

@ Acadme: Frogress & Using & Co

ACDNM

Introduction

vy yins v 0 B s uimaion Outioms

Policies

T W ¥ W © ¥

7. Then you will see these messages:

With these messages which may display simultaneously, please first select Allow. With the
second, select Retry. By doing this you will be sending an internal email to HR —OD
(Organization Development) to verify your completion of the training. It is imperative that you
do this! Thanks.



Microsoft Office Dutlook x|

1 & program is trving ko send an e-mail message on wour
L behalf. IF this is unexpected, click Deny and werify wour
antivirus software is up-to-date.

For mare information about e-mail safety and how wou
might be able to awvoid getting this warning, click Help,

Al | Derry | Help |

Oracle Connector for Outlook x|

The SMTP server is unavailable,
The network may be down or the server name maw be misspelled.
[ Do net prompt me For this again in this session,

Fetry I Cancel | Details == |

8. If you see the Oracle Collaboration Suite screen below, please select OK.

x
ORACLE Collaboration Suite

@ Please verify that the information For sending e-mail is

carreck.
Logon
SErver: I smtp.lcc.edu
ser Mame: I wahitriesyl
Password: Inunu

Options == | Ok, | Cancel |

9. You may then see a Successful Submission screen.

x

w | J ‘four information has been successfully submitted.







