From: Mizer, Lesley A

Subject: New Online Time Off Courses Available
Date: Tuesday, August 08, 2017 4:36:11 PM
Attachments: UsingPrograms-2017.pdf

Dear A&M System Training Coordinators,

TrainTrag course no. 2001: Time Off Issues for Supervisors course has been retired and is no longer
available. The content has been updated and separated into three shorter, scenario-based courses with
a new look-and-feel.

e 2113158: Leave Information and Guidance for Supervisors - The objectives are to define the
different types of paid and unpaid leave available to A&M System employees, practice
administering the types of leave according to System Regulations, and to locate and use leave
resources available to you.

e 2113159: EMLA and Parental Leave Information and Guidance for Supervisors - The objectives are to
list the conditions eligible for Family Medical Leave (FML), and to recognize mistakes to avoid
when confronted with FML issues.

e 2112756: Comp Time Issues for Supervisors - The objectives are for the supervisor to locate and
use resources available for issues related to Fair Labor Standards Act (FLSA) compensatory and
state compensatory time; explain the differences between FLSA comp time and state comp time;
and calculate and monitor comp time hours accurately.

The courses do not have a System-level requirement, but can be assigned to supervisors and leave
coordinators at your System member as needed. If you plan to manually assign them as a set, you can
create a program in TrainTraqg. This would allow you to make a single program assignment instead of
multiple separate course assignments (see attached for more info). If you need assistance with creating
a program or creating assignment rules to automatically assign any or all of these courses, please

contact me or TrainTragHelp@tamus.edu.

Sincerely,
Lesley

Lesley Mizer | Instructional Designer IlI

Division of Human Resources and Organizational Effectiveness

1401 TAMU | College Station, TX 77843

979.845.0083 | Imizer@tamu.edu | tamus.edu/business/training | EODinfo.tamu.edu

TEXAS A&M UNIVERSITY | FEARLESS on Every Front
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T Division of Human Resources
AjM & Organizational Effectiveness

Using Programs to Assign Multiple Courses in TrainTraq

TrainTrag allows administrators to assign multiple courses at one time by using a program. A
program is a group of courses. In the TrainTraq Training Admin role, you can create and edit
programs under Search > Programs. After a program has been created, you can manually
assign it to an employee in much the same way as you would assign a course. Figures 1to 7
below illustrate what a program is and how to assign one. If you have the TrainTraq Training
Admin role, you can create a program. If you would like assistance with creating or editing a
program, contact TrainTragHelp@tamus.edu.

CHAMGE ROLE

¥ v m TrainTraq Training Admin

| Tools || Utilities H Reports |

= Programs

Courses
Progr:
Programs -
Filter results by :
Program Name : I TAMUS Member : |M - Texas A&M University
=
Create Program
Program Owning Workstation  Shown On Transcript Updated Date Updated By
AS&M System: Fundamentals of Supervizion S0 M - Texas A&M University False
Biosafety M - Texas A&M University False
HR Liaison - All - April 2016 Updated M - Texas A&M University False 4/26/2016 12:06:18 PM
HR Ligison - All - Spring 2015 M - Texas A&M University False 1201172015 9:40:20 AM
HR Liaison Coordinator - April 2016 Update M - Texas A&M University False 41262016 12:06:58 PM
HR Liaison Coordinator - Spring 2015 M - Texas A&M University False 1201172015 9:41:59 AM
Pat - test program M - Texas A&M University False BI1B/2016 5:45:53 AM
Residence Life Mandatory Training M - Texas A&M University False TA2016 11:57:13 AM
G

Figure 1. List of programs under Search > Programs in TrainTraq Training Admin role.
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CHANGE ROLE

| Home || Employee || Groups | Search | Tools || Utilities || Reports |

Program Details

Program Details

Program Name Residence Life Mandatory Training
TAMUS Member Texas ASM University

Show on Transcript []

Updated Date 7M1/2016 11:57:13 AM
Updated By

Edit

Program Courses

Course

S

Course Course Type Status
Creating a Discrimination-Free Workplace Online SCORM  Active
Ethics Online SCORM ~ Active
Information Security Awareness Online SCORM  Active
Orientation to the A&M System Online SCORM  Active
Reporting Fraud, Waste and Abuse Online SCORM  Active
Residence Life: Confidentiality Training Online SCORM  Active
Clery Act Guidelines for A&M System Campus Security Authorities  Online SCORM  Active
Title [{ and Sexual Assault/Harassment - RELH Online SCORM ~ Active
FERP& Onling SCORM  Active
Required Emergency Alert System Notification Online SCORM  Active

KT

Figure 2. Courses in “Residence Life Mandatory Training” program.
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# CHANMGE ROLE
(@ TRAINTRAQ Gl <o | o0

Home | QT GIVEYS | Groups || Search H Tools H Utilities || Reports |

Dashboard = Assignments

Employee Assignments

Employee Search

Employee Details

MName : PIM Title Adloc (Department) TAMUS Member % Effort
UIN: u . . mt M -Texas A&M University 100.00

D Use this button to assign a program

Email :

Assign Course Assign Task

EAssigned Courses./Tasksi" Assigned Programs | Online Course Start Dates

Assigned Courses/Tasks

No records found.

Figure 3. Assign Program button under Employee > Assignments.

CHAMGE ROLE

7 @ TrainTraq Training Admin

Home | Qaglfiver | Groups | Search || Tools || Utilities H Repnrts|

Assignments = Program Assignment Details

Program Assignment Details

Employee Details %
Name : PIM Title Adloc (Department) TAMUS Member % Effort
UIN ;= —— n M - Texas A&M University 100.00
Status :  Active
Email : u

Assign a program to the selected employee

Frogram Residence Life Mandatory Training JREE ARG E ]
Dus Date [ersrzote | T
Completion Grace Days IZTU

w

If the employee has completed any of the courses in the program within the
specified number of grace days, those course(s) will not be included in the
program assignment.

Figure 4. Information to provide when assigning a program.
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(& TRAINTRAQ R =50 vir: | =0 Lossit Friivtagrnng Aamn 1]

Home | Q3T VE | Groups || Search || Tools || Utilities || Reports |

Assignments = Program Assignment Details

. 1| Your request has been processed, however some of the assignments may not have been made.
i —

Program Assignment Details

This message appears if some assignments

Employee Details were not made.

MName : PIM Title ! L Member % Effort
UK - — N —— - = = ™ M - Texas A&M University 100.00

Status ©  Active

Email : -

Assign a program to the selected employee

Program Residence Life Mandatory Training [[REEE=ad e
Due Date [prerote = A
Completion Grace Days IZTD

Figure 5. Message that appears if employee has recently completed
one or more courses within the specified number of grace days.
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Home SIS

Dashboard = ments

Employee Assignments

Employee Details

| |

MName T [ o8 ] PIN Title

UIN:  — | | == e mal- |
Status :  Active

Email : - e —

Adloc (Department)
NN

Assigned Courses/Tasks

igned Programs, H Online Course Start Dates

TAMUS Member
e eesememms M - Texas A&M University 100.00

CHANGE ROLE

TrainTrag Training Admin

% Effort

Assigned Courses/Tasks

Course Number Course/Task Name Program Assigned Due Last Notification Course Type Assigned By
93002 Creating a Discrimination-Free Workplace Residence Life Mandatory Training 7/18/2016 &/19/2016 7/18/2016 Online SCORM
99001 Ethics. Residence Life Mandatory Training 7/18/2016 8/1%2016 7H8/2016 Online SCORM
99004 Orientation to the A&M System Residence Life Mandatory Training 7/18/2016 &/1%/2016 7/18/2016 Online SCORM
99003 Reporting Fraud, Waste and Abuse Residence Life Mandatory Training 7/18/2016 8/1%2016 7H8/2016 Online SCORM
2111330 Residence Life: Confidentiality Training Residence Life Mandatory Training 7/18/2016 8/1%2016 7/18/2016 Online SCORM
2111844 Clery Act Guidelines for A&M System Campus Security Authorities  Residence Life Mandatory Training 7/18/20186 &/19%20M8 7182016 Online SCORM
2112564 Title X and Sexual Assault/Harassment - RELH Residence Life Mandatory Training 7/18/2016  8/1%/2016 T7/8/2016 Online SCORM
1012 FERPA Residence Life Mandatory Training 7/18/2016 &/19/2016 7/M8/2016 Online SCORM

Figure 6. List of assigned courses. Note the absence of Edit or Remove
buttons by the individual course names.

Employee Assignments

Employ:

Employee Details

Mame N N PIN Title

UM N E | [
Status @ Active
Email

Adloc (Department)

Assigned Courses/Tasks|

TAMUS Member

CHANGE ROLE

P as m- TrainTrag Training Admin

% Effort

M - Texas A&M University 100.00

Assigned Programs

Program

Assigned Programs IOnIlne Course Start Dates

Assigned Date  Assigned By

Residence Life Mandatory Training 7M8/2016

Hsieh, Patricia ¥

T

Figure 7. List of assigned programs. If you remove the program, all the associated course
assignments that are remaining will be removed.
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