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Managing Training with Training Matrix

e Training managers can create and manage training courses and course data.

Training Dashboard Layout

Training 3 Training
Manager
Dashboard manage: | requirements, | user requirements, [ courses, [ completed requirements, [ enroliments

(2489) overdue user requirements

Compliance Compliance Matrix Key-for RIS
i ised T~ — to display the
izl L reportfor:| Aaron, Marlen v | .. | _ + tr_amlng status kevs on
to manage f\utoclavmg _ Effo_rt Hazardous requlrement Y
reset Biohazardous{Training, Waste the matrix
training Waske ?r:;?r?ilneqr key
. = not requirad
requirements Aaron, Marlen X Z .
for users Abrego, Cherlyn X S,
not required
e Courses for own
eliser X e registration
Users that appear on the
training matrix will include : ; _ »
. My Course Enroliments view available courses view certificates
the current logged in users e
\'l JV‘:' I ‘.A’i. a
and their direct reports.
Supervisors and manage Courses | Manage [ view all
their full direct report none found Courses that you are
hierarchy S an instructor for
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Managing Training with Training Matrix

How to Add a User to the Training Matrix

Step 1: Click on the ' *“**" button below the Training Matrix.

Step 2: Type in the user’s nhame then click the '*** button.

Step 3: If the user does not exist in the CEMS system you can create a user by typing a first name, last name and

either an email or username. If the user does exist you can browse the user by clicking on the ™ button under
the CEMS user column. If your organization’s directory is available you can automatically import users into the

system

Find Users
search first name last name email username = work phone = CEMS user
paul Paul find || x
S 7 /1
Vel

Click find to search for
existing CEMS users

Fill in these forms to
create a new user

Step 4: When users are found, click on the SelectUsers & hutton. The user will be added to your training matrix.

For support contact UNHCEMS at cems-info@sr.unh.edu. For more information about UNHCEMS please
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Managing Training with Training Matrix

How to Add a Training Requirement to the Training Matrix

< training

Step 1: Click the ===t button to view all possible training requirements.

Step?2: Search or browse through the training requirements to find the one you are looking for.

Step 3: click on the ¥ button to add the requirement to the Training Matrix.

How to Set a Training Requirement Status

Step 1: At the Training Matrix, find the user that you want to manage a training requirement status for as well as

the column the Training Requirement lies in.

Step 2: Click on the corresponding box that matches the
user and requirement.

Step 3: Click on either the °™ or °" button on the set
training requirement box depending on your preference.

reportfor:| Aaron, Marlen v | ..

Autoclaving | Effort Hazard Laboratory| Personal |Powered
BiohazardousiTrainingiCommunication/GHS  and Protective Industrial
reset / : /
Waste Chemical Equipment Truck
Safety
Aaron, Marlen
Abrego, Cherlyn X
r. tony ﬂ ( N ,
set training requirement:
Click the box(es) to indicate on off

X

which training requirements to
turn on or off
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Managing Training Record

e A Training Record allows you to add questions, expirations dates, training description, and allows you to view
who the training record is associated with

How to Create a New Training Record

Step 1: click on the st hutton.

Training Requirement Record

Name Asbestos Awareness

Step 2: click on the E button in the upper right hand
This two-hour course is designee for th?se
corner of the page. e e

Mandatory fields Description materials. The training covers; background on ~
asbestos and where it is located at UNH, health
for record

visual editor

12

(0 indicates no expiration date)

Expiration Months

Step 3: Fill in the mandatory fields

Test Questions

show disabled

new question

Step 4: Click on the "% 2“¢s%" hytton to add

cancel save

new questions.
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Managing Training Record

Step 5: Fill in the fields on the Training Test Questions Record

to create a new question.

There many different
question formats
such as radiobox,
checkbox, select and
text.

Fill in a test question that
will be asked after training

Training Test Question Record

Question

visual editor

— The visual editor
Widget Type MP\ button will allow you

to type in visual

Provide answer
Step 6: Click the ****' button to create the question. | choices for the

trainee

Oollins editor in an
ﬁ extended window

Enter each option on its own line.

Option: Provide
feedback after a
question or
after the exam

Answer If the widget type is checkbox and multiple values must be
selected, separate each with a comma.

Feedback
visual editor

Is Active yes v

cancel save
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Managing Training Courses

How to Link Training Courses to Your Requirement

4 training

Step 1: click on the ™™™ pytton.

Step 2: Click on the # button near the certificate requirement you want to edit.

Fullfilled in Courses
Prerequisite in Courses 0

Associations
IUser Training Reguiremenis

Step 3: At the bottom of the Training Course Record will be Fullfiled User Training Requirements

an Associations box, from this box you can link courses to your requirement.

Step 4: Click on the Fulfilled in Courses link to be brought to your course record list.

Step 5: Click on the # or I3 button to link an existing course or create a new course

For support contact UNHCEMS at cems-info@sr.unh.edu. For more information about UNHCEMS please A
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Managing Training Courses

Training Course Record

Must provide a
course name

Name

yes v Select no if course should be TTSADIEG 10 Al UseTs EXCEPLUIE MSTUctor. If a course is

Is Enabled
disabled, enroliment, online training, and online testing is also disabled.
name
Step 6: From this page you can personalize el tore Casey Liss Outline of x
.. . r subjects taught,
your own training course. If you are linking a aad e
/ grading criteria,
. . . add etc
course to a certificate requirement click the Description
. . 4| visual edit
button next to the Fulfills requirements and add ot
E- =
the Certl'ﬁcate requlrement. If nO, the course Wl” Enroliment Period .Cr:pﬁ;j:aii:;ent:rtlie svt?:and end dates of the enroliment period where the system will accept new
only be available to _ -
Advertise Course yes v | Selectyesifthis course should be advertised to all users in the system

users that need the
course to fulfill a

. < = If this course is taught in a classroom with a limited number of slots, specify the maximum registrations
I’eqUIrement Max ReQIStratlons to allow. When the total enroll

value, the system will display a message stating that the course is full. Leave this field blank to allow

count minus canceled enroliments meets or exceeds the specified

unlimited registrations

Link the requirement this that Session Date T - T
this course fulfills. The course, ueswiivewnanl - Add prerequisite
as well as prerequisites, will nam/ certificates for this course
show up on the user’s Froreqiisiine add
dashboard if it fulfills one of
their requirements. Fulfills name
Requirements add
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Managing Training Courses

Create content \
used to teach an

online course Online Training visual editor

Content Enter training material content as HTML or use the the visual editor. Additional training materials (imagAg, video, PDF, efc)
can be uploaded by drag and drop within the visual editor. Links to exteral materials are also supported. V\gen a course has

online fraining content, users can enroll and take the course at any time between the enroliment period and bore the session

date if defined.

Create test See the Using Visual Editor section
pass/fail criteria Ul D to learn how to incorporate training
here. All \ pass grade: |:|% videos within your training
questions are 0““.“9 Test max retries: I:]

weighted Owtions show feedback: | [] after each question || [] after test

(6] uaIIy Test questions are randomly selected based on fulfilled fraining requirements. You can aiso define course questions

manually. Changes to these fields do not affect existing completed tests

Enroliment no student enroliments  add

Students enrolled 7
will show here with
a pass/fail grade

book provided Notes

cancel save
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Using Visual Editor for Training Videos

e Links can be embedded into visual editor to allow users to watch training videos, view images, read PDF’s and
more

How to Embed a Video in the Training

L . . Edit ~ Insert = View - Format - Table ~ Tools = Upload File h%4
Step 1: From the Training Requirement Record, Click on e O —
—xad £ nsertink Click insert to access the dropdown
the ("=¢=1¢4%"] bytton to open the Visual Editor application. = _ menu. Then click insert video to
specify the video being inserted
You = CEMS

Step 2: Click on the '™  then BEINSEMVIGE 4 il up the

Result(s) (1 - 25) of 193

Visual editor insert video form. . s o

+ (2.4-Pentanedionato)lithium L0080 18115703
» (Dimethylamino)Acetone, 99% 107697 15364564
+ 11,1555+ 99% 21853 1522221
. “m”’:““" “1 From YouTube, Click on the share
T —— button, to view the embedded link
Step 3: If getting a video from YouTube.com, Click on the e | option. Copy this link and paste it to

the embedded link section of Visual
Editor

UNHCEMS Basic Oyerview, Dashboard, Navigation,

the < ™ button and copy the embedded link for the video

Recordset
j UNHCEMS
' @ 13 views
+‘ 10 .<: see More |‘ ,I
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visit http://www.cems-info.sr.unh.edu/.



http://www.cems-info.sr.unh.edu/

Using Visual Editor for Training Videos

Step 4: Paste the embedded video link to the visual editor insert video form from step 2.

Edit v Insert~v View~ Format~ Table~ Tools ~ Upload File

) L By L A~ =

D e— Y — — —

o— v v 4= H

= After posting the embedded link to

Visual Editor a blank video will
appear in the application. Click save.
The video will now be presented to

users taking the course.

Step 5: Click save when finished embedding the video
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