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This document will detail the different processes that we, as instructors of courses, can perform.

Log in to the CSU Learn system. You will use campus credentials and DUO Authentication.
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Recording Attendance / Printing Sign-in Sheet / Adding Employees

Navigate to the Activity Roster of your Session:

1. From the Dashboard/homepage of CSU Learn Portal click the Self tab in the top left corner.

@Csu,CHICO SELE ~ MY TEAM v ADMINISTRATION v

L

Home

n |
Library

Training Transcript

Wenu Quick Find Search Q

Learning >

T eSS Instructor Schedule

X Playlists
Reporting

Learner Approvals
View Accessibility Statement

View Accessibility Statement

2. The select Quick Links followed by Instructor Schedule
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https://csu.sumtotal.host/Core/dash/home/Home_Chico
https://ds.calstate.edu/?svc=sumtotal
https://ds.calstate.edu/?svc=sumtotal

3. Use the View box to choose Current, Upcoming activities or Previous Activities.

INSTRUCTOR SCHEDULE §
This is a list of activities you are scheduled to teach. Use the View list to see cif .ar view of all confirmed activities.
Search: Help p View:
@ 4 Current activities I :I
( Current activities
Previous activities
4 Pending requests
’ Sl o
Activity « End Date

Cod? t Date Upcoming activities

4. Once the screen has refreshed, you can navigate to find the session that you need to add an
employee to using the scroll bar on the right. When you find the session in question, click on the

person icon to the left of the session.

INSTRUCTOR SCHEDULE 3

This is a list of activities you are scheduled to teach. U;- id a calendar view of all confirmed activities.

Search: Help 4

(@] ’
L)

.

Payroll (4/24/19)

4
Activity - j Start Date End Date
2 |Qur ILT Class: PS-HR: Time and L( 412472019 4/24/2019
k

4
b

e

View:

Upcoming activities Y

-, X

Records: 1

Conflict check

No conflicts found.

This will bring you to the Activity Roster. Numbered items in screenshot have instructions to follow.

ACTIVITY ROSTER
PS-HR: TIME AND LABOR - STUDENT PAYROLL (4/24/19) (4/24/2019 - 4/24/2019) L
Actlviey Type: ILT Class Lacatian: KMDL 214.Kendall Hall (KNDLE
Instructor: Jussica R Gutierres Dana Jean Shepherd;
Vendor: None
inn infarmation 4 erride manual roster ck
¥'s status is cal Id activities, For exampl
Instructions Search: Help
[ ] Filter by Status:  Ajl View: | Completion inlormation x»
To view the roster of other Q
activities in the tree; click the
corresponding link Show Records: 10 v
B5-HR: Time and Lah.., £ LY B %
| Add Remove | . 5
\ J “=Selected ltems: 0 | Records: 1
Fulfilled Activitles = , S—
= Mo Hnks for current Name . User Numb... Status Status Date Score Duration Passed Completed Signature
activity. Mer Ao ¥orlo
| Fulfilled By Activities (= | Z v
: :'.u # ;' R (Clear value)  (Clear value)
mlon ZO00E70 Registersd 47312079 3117204 PM POT
Reports 2
1 “I CAMCEL ” APPLY ]l APPLY TO ALL ” SEMD E-MAIL
Ff
L a
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1. Print Activity Sign-In Sheet

a. Use the link, in the left navigation menu, under Reports to Activity Sign-in Sheet then click the

print button.

SumTotal

ACTIVITY SIGN-IN SHEET

ILT CLASS: PS-HR: TIME AND LABOR - STUDENT PAYROLL (4/24/19)

EXPORT TO PDF | PRINT | CLOSE |

Code:
CSUCHICO-ILTCRSE-PS-HR: Time and Labor - Student Payroll-(04/24/19)
Date:

Date and Time: Location:

A4/24/2019-4/24/2019 o KNDL 214,_K_emdallyal\ (KNDL), 400 W. First 5t., Chico, CA, USA 95929
S FOW_ S SR e S SR e

Lo Imrice@csuchico.edu

(2C 6)

b. Your computers Print dialog box will appear, choose the appropriate printer and click Print.

C.

You can then click the Close button on the Activity Sign-in Sheet.

2. Complete Attendance

a. Use the dropdown box under Status to select the activity you are completing.
i. Items you can select are: Attended, No Show, Canceled, Registered, Waived, In Progress
b. Use the calendar to select the Status Date and click the X to close the calendar.
c. Use the dropdown under Passed to select “Yes”.
d. Use the dropdown under Completed to select “Yes”.
User Numb status b Status Date Score Duration Passed Completed Signature
Hrs Min Status
v [ v v
(Clear Value) (Clear Value)
Mo Tu We Th Fr Sa No
200000370 No show 128 28 6 Yes
h canceled 7 185 196 :g l; ;; ;; (Clear value) Partial
Registered  § a8 35 % 2| aApPLYTOALL ” SEND E-MAIL (ClearValue)
Waived 28
In Progress = =
—lonrs 111 35 2 am
Apri7 2018 Clear x
e. Then you can check the box next to the individual names that you want the selected detail to be
applied to and click Apply (red boxes below) or you can choose the Apply to All button if that is
appropriate.
Name « User Numb... Status Status Date Score Duration Passed Completed Signature
Hrs Min Status

Attended v [04/17/2019 11:35an [EY

(Clear Valug) (Clear Valug)

)370... Registered 4/3/2019 3:17:.04 PM PDT

(
nl CANCEL | APPLY | APPLY TO ALL II SEND E-MAIL
o
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3. Add an Employee to the Session
a. Click the Add link above Name.

Add Remove
Name ~ User Numb... Status Status Date
Attended v | 04/17/2013 11:35an (&5l
g Lori M Rice 200000370... Registered 4/3/2019 3:17:04 PM PDT

-, x
[Sselected Items: 0 | Records: 1
Score Duration Passed Completed Signature
Hrs Min status
Yes v Yes M
(Clear Value) (Clear Value)

nl CANCEL || APPLY || APPLY TO ALL || SEND E-MAIL |

b. Verify that you have the appropriate session and click Continue.

BATCH REGISTRATION {
You can select multiple users and register them all simultaneously for an ac:f u click Continue. Then add users to your available list. From this list. select users to send to the roster or
the waiting list. When you are done, click Submit to process the batch of users ¢
F.
PS-HR: TIME AND LABOR - STUDE...
r
-
‘ Select Activities 1 (3
AyailableCapacitg 4
— f
M |LT Class : PS-HR: Time and Labor - Student Payroll (4/24/19) L Available capacity: 4
Wednesday. April 24, 2019 ( (N_DL 214, Ke:]da” Hall (kNDL)
1:30 PM PDT - 4:00 PM PDT Chico, CA, USA
P
/" CONTINUE
select Users F |
F CANCEL RESET

c. Click Add under Available Users

| Select Users

AVAILABLE USERS

Add Select All Clear A

Name «

Status

Available seats

Selected users: 0

Available users: 0
Users not in allocation: 0

in the box below enter the email. (Must be exactly how it shows in Modify a Person in

PeopleSoft.) Click Next.

SumTotal

SELECT USERS

Select users by domair

select users hy organization

select users hy job

selact users by audience

Select users hy manager

Select viewable users

| dhepherd@csuchico edd |

E Select users by e-mail, user number, username, or NT account (separated by commas or semi-colons)

CANCEL
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e. Inthe Select Users box, verify that you have chosen the correct employee — check the box next
to their name, and click OK

SumTotal &3

SELECT USERS

Select one or more users from the list below and click OK.

JEES Selected Items: 0 | Records: 1
Name = User Number Manager Primary Domain Primary Job Primary Organization Status
D mD:e 20000002651 Yvo Chico Chico

‘ CANCEL || BACK || SELECT ALL Iﬂ|

f.  Now under Available Users you should see them listed. If the Status shows “available”, check
the box next to their name and click the arrow next to Registration. Then click Submit.

Select Users e

Skip registering users to activities that have not contributed to the overall completion
of the activity structure

AVAILABLE USERS REGISTRATION
Available seats Records: 0
Selected users: 0 Available seats: &
Avallable users: | Users pending approval: 0

Users nat in aliocation: 0

Add Select All Clear All

Name .
Name - Status

D D eiocking WAITING LIST
Records: 0

Name -

View People Transcripts —to verify course taken

Navigate to ‘My Team’

©Csu,CHICO

CSU Learn = M Blick here o s

i M watch the tutowal
>

= A

Assigned Recently Training
Learning Viewed Transcript Schedule

Content assigned based on Access recently viewed Access your training records. View upcoming training on
your role. content. campus.
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1. Select Manager Dashboard

@cCsu,CHICO

* MANAGER DASHBOARD

2. Make sure you are on Users (yellow circle). Use dropdown to choose “All Viewable Users” (red box) then
enter the employee name under User Search and click the magnifying glass (green box).

©Csu,CHICO

* EXCEPTION REPORT

= Print
Last updated: 5/27/2019-10:03 PM PDT

LEARNING ACTIVITIES

None

Past Due Training -

ng information

W NotCompleted W Completed

USERS (1) ACTIVITIES (196) yemartini E

= Print X Export Sort by: "3

All Viewable Users

§3

User Number: 20000002200

Required: 0
Recommended: 0

0% |

SELECT NO ACTIVITIES ASSIGNED %

3. When you have located the user; use the dropdown to select Training Transcript.

' ™ Print X Export

User Number: 20000002200
Required: 0

Recommend

[ 0% | Learn

SELECT [| Training Analys's ke ———

Training 5chedule

i

- AD prova

Training Transcria&g}n]
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4. Select the appropriate date range or you can use the dropdown to select a set time period. Then scroll
through to find the course you are wanting to verify.

TRAINING TRANSCRIPT

DateRarge ¥

End Date

[EEs| 5/28/2019 06:22pm

018 06:22pm

Select a year or date range to filter completed training records.

-

E-mail:

Manager:

Primary organization:
Chica

ACTIVITIES

Activity

al  Course: CalFERS B

& Ciass: Active Shooter Training

Gl Course: HIPAA Basics

Bl course:Ex

List of completed activities from 5/28/2018 to 5/28/2019

Bl course: EDU: Eliminate Campus Sexual Misconduct

3 Course: 2-Step Authentication Information Session

Code

csuchico-legacy-pdevcaprsbenfitbscs_|

CSUCHICO-ILTCLS-ACTIVE SHOQTER

TRAINING

_gicc_spcentralsta_datasecurityhtips
csuchico-legacy-cms_hr2stepauth it

_zicc_speentralsta_csu_titleix_misconduct

csuchico-legacy-cms_hr2stepauth it
csuchico-legacy-it_excelusergr_iit

@©Csu,CHICO

Estimated Credit Start Date
Hours

10/1/2018
9/18/2018
24/2018

User number:

Primary job:

Completion
Date -
77201
11/1/20128
10/15/2018
10/1/2018
10/1/2018
9/18/2018

Expiration Date Score

Q 2]

Scroll bar

™~

Completion Signature Status Learner

Status

Arrended

Attended

Attended

Artended

Artended

Attended

Artended

Artended

Attended

Signature Date

IMPORTANT - you will have to “Exit Emulation” after this — the screen will kick you back to what looks like a
dashboard for the user you looked up. Click on their “Self” link and click Exit Emulation.
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