HEALTH+
HOSPITALS

How to Find, Enroll and Drop from Learning

Tools for Our Employees:
Employee Self Service (ESS) via ELM:

Employee Self Service is an online module within PeopleSoft where employees have
access to their data. Our learning application called Enterprise Learning
Management (ELM), allows you to access your PeopleSoft training record, launch
online learning, and search your electronic learning catalog for prospective courses.
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Navigating the ESS Fluid Home Screen

This aide serves as an overview of your ESS Fluid Home Screen via the Enterprise
Learning Management (ELM) application.

NYC :
HEALTH ¥ Employee Self Service
HOSPITALS

Current Enroliments

This is an announcement from your

Training Degartment] @
Postad Today

1 Posted Toay

Windows 7 & Office 2010 "Just in Time"™
Class
Q224207  1LODAM EST

Icons & Functions Defined:

@ A. Home Icon - Allows you to navigate back to the ESS Main Screen from your current
page.

e B. Actions List Icon - Allows you to add shortcuts for frequent navigations or sign out.

C. Nav Bar Icon - Displays a Menu for Recent Places, My Favorites, and Navigator.

1. Recent Places- Displays a summary of the last couple of pages you have accessed.

2. My Favorites - Displays the pages you have saved as your favorites.
3. Navigator - Displays the classic menu for the “Self Service” and “My Learning Home” Folders.

G D. Refresh Icon - Refreshes your screen to upload the most current information.
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Navigating the ESS Home Screen (Cont’d.)
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This is an announcement from your
Training Departmenti
Posiad Today

1 Pasteq Today

Windows T & Office 2010 “Just In Time"
Class
Q2242017  10L0DAM EST

Tiles & Functions Defined:

@ A. Learning Tile - Access your Learning To-Do List, Training Announcements, and
Your Training Records.

B. Announcements Tile - Access any important messages from your Training
Administrators.

@ C. Current Enrollments Tile- Access a training list of those courses you need to
complete. (Web Based Trainings are mobile device compatible)

D. My Class Schedule - Access training information for any upcoming classroom
training sessions.

LY
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Navigating the ESS Home Screen (Cont'd.)

Other Useful Icons:

@ Root Icon - Contextual Icon that appears to navigate back to the first folder in this
section.

Back Icon - Contextual Icon that appears to navigate back to the most recent folder in
this section.
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How to Find and Enroll in Classes

1. Log into PeopleSoft ELM by navigating to elm.nychhc.org. Click on the Nav-Bar Icon

then click on the Navigator Icon, then click on Learning Home.

¥ Employee Self Service

NavBar: Navigator

No Current Announcements

- Self Service >

0] —

Recent Places

Learning Home

s

My Favorites

Learning Home

\J) Quick Links °¥ | Welcome 9

;:) Find Learnincg;ipr2 ([3{
/=3
\_._j? My Learning =
= | Learning Plans . i
- E
= Announcements = ov g p
L=l p Search for Learning o o
- No Current Announcements. Q
Enter a keyword and select the Search button to initiate the search.
® :
Advanced Search
@ My Current Learning c o
i
View [All Learning v
Title Type Required Status Due Date Launch
Intreduction to LGBT... Self-Paced Web-Based In-Progress ® .
Introduction to LGET... Self-Paced Web-Based In-Progress @ p
Breakthrough Awarene... Self-Paced Web-Based In-Progress @
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How to Find and Enroll in Classes (cont’d)

3. Type the name or code for training in the Search field, then click the Go Icon.

< Learning Home

Find Learning

Find Lea l'l“lil"lg @;:‘ Request New Leaming /ﬁ Leamning Home

Basic Search | Advanced Search

How To Sign Up For Tralning .~ i}5.'
Filter by I l !

Location Search Results View All  First 1-150f200
United States (455)

Last
No Country (105)

A, There were B85 results found. Only the first 400 will be displayed.
Category +| Expand [=] Collapse
EPIC (884)
NYCHHC University (151) 6S (HHCBKT020)
Mo Cat (71
o Category (71) & Plan for Later
Learning Type
5
.,r,hedula.d Ints.rnal.clas..[dﬁéh Event that concentraints on:Sort, Set in order,Scrub, Safety, Standardize, and sustain. View Details
No Leaming Type (351)
Self-Paced Web-Based (33) There are no classes currently scheduled for this course.
Certification (9)
Scheduled Web-Based (4)
More... 9.2 TESTZ2 (9.2 TESTZ)
Upcoming Events .
Mext 50 Days (452) &?
Mext 60 Days (449)
MNext 30 Days (118)
Anytime (108)
Next 7 Days (13)

Plan for Later

9.2 TEST2 View Details

There are no classes currently scheduled for this course.

4. If there are available training sessions, they will display below with an active Enroll
button. Be mindful of the “type” field, which shows the type of training available. (i.e.

instructor led, web based or blended trainings) Click “Enroll” to initiate the enrollment
process for this class.

< Learning Item Detail in SS

Find Learning

Find Lea rning é:_‘ Request New Leaming /f Leaming Home

Basic Search | Advanced Search

Filter by How To Sig

Sign Up For Training \'E>_|
Location View All  Fil 1-10f1 »
Mo Country (1) Search Results View Al irst ' -1 of Last
Category T =)
NYGHHG University (1) i Bxpand (] Collapse
How To Sign Up For Training (HHCMACO016)
Learning Type

Self-Paced Web-Based (1) &

|_ e
Upcoming Events

Anytime (1) How To Sign Up For Training in PeopleSoft ELM View Details

Rating /
Orrating (1) Class Code Type Duration  Start Date Location

HHCMACD16 WBT Z0lf-Paced Wob-

Based 07/01/2016  None Enrall

Price
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How to Find and Enroll in Classes (Cont’d)

5. If all the information in the Review Screen is correct, click the “Submit Enrollment”
button.

< Find Learning Find Learning

Enroll In Class

Review Information

Class Code HHCMAC016 WBT
Type Self-Paced Web-Based
Price Per Seat --

Class Name How To Sign Up For Training

Contact MARK WINIARSKI
Drop Charge --

Start Date 07/01/2016
Last Enrollment Date --

End Date 06/19/2018
Last Drop Date -
Available Seats — Available Waitlist 0

Language English

I Submit Enroliment ! Find Learning

6. You will receive the confirmation screen below. You will see the update in your My
Learning page.

< Find Learning Find Learning

Enroll In Class

Enroliment Confirmation

updated on the My Learning page.

Class Code HHCMACO16 WET
Type Self-Paced Web-Based

Class Name How To Sign Up For Training
Contact MARK WINIARSKI

Price Per Seat - Drop Charge --
Enroliment Status Enrolled Confirmation Number 3369830
Start Date 07/01/2016 End Date 06/19/2018
Last Enrollment Date -- Last Drop Date --
Launch
Find Learning My Learning

Human Resources Shared Services
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How to Drop from A Class
1. Log into PeopleSoft ELM by navigating to elm.nychhc.org. Click on the Nav-Bar Icon

then click on the Navigator Icon, then click on Learning Home.

¥ Employee Self Service

Current Enroliments NavBar: Navigator

No Current Announcements
[ 1% | Self Service >

7S] [ A ——

Recent Places

Learning Home

My Favorites

2. Click on the My Learning hyperlink under the Quick Links Pagelet to view your
learning record.

Learning Home

Learning Home

\.D Quick Links °¥ | Welcome .
JO Find Learning - (

}-_;,7 My Learning

Ii:l1 Learning Plans

[ -
7 s o :
= SAREQUNCEE - p Search for Learning o @
» No Current Announcements. Q
Enter a keyword and select the Search button to initiate the search.
) .
Advanced Search
@ My Current Learning c o~
s -
View |All Learning v|
Title Type Required Status Due Date Launch
Introduction to LGBT... Self-Paced Web-Based In-Progress @ -
Introduction to LGBT... Self-Paced Web-Based In-Progress @ =
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How to Drop from A Class (Cont’d)

3. In the My Learning page, you will see a list of all trainings. By clicking on the column
header, you may sort by Title, Status or Date. The page navigation arrows on the right, allow
you to view additional pages.

< Learning Home My Learning

Title

ELM

ELM

My Learning

*View |A|I learning - any status, type or date

v]| e

My Learning

How To Sign Up For Training

How To Sign Up For Training

Introduction to LGBTQ Patients

Braun MedCam E-Learning Suite

How To Use New PeopleSoft Images in

How To Use New PeopleScft Images in

PeopleSoft Manager Self Service

Type

Selr-Faced web-Basea

Self-Paced Web-Based

Self-Faced Web-Based

Scheduled Web-Based

Self-Paced Web-Based

Self-Paced Web-Based

Scheduled Internal Classroom

Status

Dropped

Enrolled

Dropped

In-Progress

Completed

Enrolled

Enralled

= View Calendar &‘;" Request New Leamning "ﬁ Learning Home

patd

Q2iZrrzonT
022712017
oz272017
0z2/24/2017
022312017
02/23/2017

02/2312017

Launch

®

@

® o

L= 1-150150 1§

Action Print Delete

Drop

[17]

5. Click on the Drop button to drop from the class. If you are unable to drop the activity,
please contact your manager and/or training department.

< Learning Home

My Learning

"View | All lzarning - any status, type or data

My Learning

Title

Microsaft word

DOCC General Compliance/Fraud, Waste and

Abuse Training for Healthcare Frofessionals

(v2.10.14)

Braun MedCom E-Learning Suite

MNYC H+H Warkplace Violence Prevention

Pregram Annual Tralning

Human Resources Shared Services

ICD-10in EMR

HIN Screening

Breakthrough Awareness Warkshop (BAW)

Employee Wellness Modules I, 1 & 1l

How To Sign Up For Training

v]| eeo
& 1150150 !
Type m Date Launch Action Print Delete
Online Requested 01132017 Medify i
Sel-Paced Web-Based Mot Completed 06/30/2013
Scheduled Web-Based In-Progress 022472017 @
Self-Paced Web-Based In-Progress 011372017 @
Self-Faced Web-Basad In-Progress 07/04/2016 @
Self-Paced Web-Based In-Progress. 06/04/2015 ®
Sell-Paced Web-Based In-Prograss 06/04/2015 ®
Self-Paced Web-Based In-Progress o7i11/2013 @
Selt-Paced Web-Based Enralled 02272017 ®
= Sacasns 5 “

e e e e B o B e S

My Learning

rj‘ Wiew Calendar € Request New Learning IT Leamning Home
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How to Drop from A Class (Cont’d)

6. Review your request on the Drop Class page. Click the Drop button to confirm.

Drop Class

Review Information

Confirmation Number 3369830

Price Per Seat --

Last Enroliment Date --

Are you sure you want to drop this class?

Class Code HHCMAC016 WBT Class Name Ho
Type Self-Paced Web-Based Contact M

Enroliment Status Enrolled
Start Date 07/01/2016

Drop Charge --

Confirmation Number 3369830
End Date 06/19/2018
Last Drop Date --

7. A Drop Confirmation page will be displayed confirming your transaction as well as an
e-mail. You will see the update in your My Learning page.

< Learning Home My Learning

Drop Class

Drop Confirmation

¥ You have successfully dropped this class.

Class Code HHCMACO16 WBT
Type Self-Paced Web-Based
Price Per Seat --

Enroliment Status Dropped
Start Date 07/01/2016
Last Enrollment Date --

Find Learning My Learning

Class Name iHow To Sign Up For Training

Contact MARK WINIARSKI
Drop Charge --

Confirmation Number 3369830
End Date 06/19/2018
Last Drop Date --

Contact your Manager and/or Training Department if you have any questions.

Human Resources Shared Services
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