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Learning Management System

Instruction Team Detail

In,,Learning’* section click on ,,My Team“ :

5 Learning

My Leaming My Team

& scrtBy Date| Priovity Find Learning 3

Search | Learmning Plan: Anna jsem Fialovd ] =i
Anna sem Fialovd Keyword O, Course name or ID Sclect All - All Assignmert Types  ~
D) - > Find Lzzming Go
0 ]
Zato NemiiZu H ~ QVERDUE Browse all courses »
O]
. 189 DAYS OVERDUE | REQUIREC YOU HAVE UNMEL PHE ... | -
Jana Véergjsi :
(&3] El Ol CZ Hadanka Manazger Links 4
Viajizkn 7hié H ONLINE OI_CZ_Hacanka rev.2 6/11/2018 AssiciiR Leaairi
: ssigriRemove Leaimin
(o) Part ol OI_EN_CZ_Hadarka B g
Register/Withdraw Empleyzes
169 DAYS OVERDUE | REQUIRED VDU HAVE UNMET PRE .. | - Approvals
23 5 Daszhboard
|;| OI_CZ_Hanginy_vidle ashioar
OMLINE OI_EN_Hankas_pitchfork rev.2 6/8/2018 Reparts
Part of Hankas_pitchforc
169 DAYS OVERDUE | REQUIKEL YOU HAVE UNMET PRE.. | -
El OI_EN_Hadanka
ONLINE Ol EN Hadanka rev.2 6/11/2019
Partol 01 EN CZ Hadarka 5
169 DAYS DVERDUE | REQUIRED YOU HAVE UNMET PFE.. | ~ Status: Anna jsem Fialo| 2
;l OI_EN_Hankas_pitchfork LITELE _
ONLINC OI_CZ_| lariny_vidls rev.1 6/9/2013 [ _u"e (6)
Part of llankas_pitchfors [Pr=m e
[ Due Laier (2)
168 DAYS OVERDUE | REQUIREC VDU HAVE UNMET PRE.. | -.-
| earning History
SurpriseCZ, rev.2
ONIINF SumC7 reu? B1/7019 :J:GWP'&W“E in the last 10
Vs
Part of Sirprisereress E
168 DAYS OVERDUE | REQUIREC YUU HAVE UNMED PRE.. | -

|

1 Learning Plan — Here you can see list of your subordinates, after click on them you will see list of
available trainings waiting for absolvation. For quick control of invalid courses of your subordinates, you
can use orange icon situated under name of current subordinate (it indicates invalid course).

2 Curricula and learning history — If you want to know expiration date of your subordinates courses, you
can use ,curricula” area. After this you will see all courses assigned to your subordinate
(assigned/absolved) on screen below. Here you can find name of course and expiration date of this
course. If you want to know which course it is, its content and parts of current course included, you can
click on name of this course and you will get all these information.
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Anna jsem Fialova 2 — Curricula and Learning history
Assistant | 21000140
CZC001

Curriculum Status

This page includes a list of curricula that have been assigned to you. Each curriculum title links to the Curriculum Details page which includes a list of the
curriculum’s items and Action drop-down menus where you can register for or request items. On this page you can also view the sub-curricula associated with
each curriculum and access information on items as well.

Curriculum Title Status Priority Next Action...=  Expiration D... Assigned By Remove
Hankas_pitchfork 11/11/2019 NIA Admin (System AP)
OI_EN_CZ_Hadanka A 1171112019 N/A Admin (System AP)

Surpriseeseeee 11/12/2019 NIA Admin (System AP)

ZKOUSKA 36, A 1/912020 N/A Admin (System AP)

The most interesting

. .
courses 1/16/2020 Admin (System AP)

Training of OHS and Fire
Prevention for IL £\ 4/812020 Admin (System AP)
Employees - KH

For team learning history control click on ,,Learning history“ area.

Learning Management System 2/9 myFOX manual



Domovska
stranka

Home Page

Nahled na tym
Team details

Reporting
Reporting

Notifikace

Notifications

After that you can see learning history of current subordinate (name of courses, completion date and
possibility to print certificate included). It is neccessary to print certificates when current course is
Training by Law and deliver them to HR department — Training and development team.

Completed Work

Show Completions: Al

Completion Date *

4/15/2020 09:29 AM
4/15/2020 09:26 AM
417/2020 02:56 PM
4/7/2020 02:56 PM
3/27/2020 12:45 PM
3/27/2020 12:45 PM

3/27/2020 12:29 PM

Q, Search
Anna sem Fialova :

Zato Nem{Zu =
o

Jana VEerejl :

Vajitkn Ziré H

2 — Curricula and Learning History

Title

Status

@ Qnline finish 2

o

=]

Ies

@ Other itern for survey

[

le

Lecarning Plan: Anna jsem Fialové [=3]

d O, Course name or ID

v OVERDUE

I W N N N

|

ILT Finish

ltema pro pfeparovani

Itema pro pfepdrovanl - EN

Program pro patek

Stres Management

All -

Online Course Completed

Course Completed

Online Course Completed

Substiuta Course - Substitution

Other education completed

Program Completed

Online Course Completed

§8 screBy Date| Priosty

Sclect All

v Al Assipgnment Types ~

109 DAYS OVERDUE | REQUREC

Ol CZ Hadanka
ONUNE OI_CZI_Hacaka rev.2 6/11/2019
Partof OI_BN_CZ_Hacarka

169 DAYS OVERDUE | REQUREC
Ol_CZ_Hanéiny_vidle

ONLINE OI_EN_Hankac_pitchfork rev.2 6/6/2016
Part of Hankac_piehfors

169 DAYS OVERDUE | XtQusEL

OI_EN_Hadanka
ONLINE Ot EN Hadanka rev.2 6/12/2019
Partol Ol EN CZ Hadarka

169 DAYS OVERDVE | REQUIREC

Ol_EN_Hankas_pitchfork
ONLINC OI_CZ_| lar&iny_vidle rev.2 6/9/2019
Partof llankas_pichfors

168 DAYS OVERDUE | REQUREC

SurpriseCZ, rev.2
ONIINF SumpC7 rav 2 R'112019

Part of Siupricasanens

163 DAYS OVERDUE | REQUREC

YOU HAVZ UNME! PRE

YOU HAVE UNMET PRE

YOU HAVE UNMET PFE..

YOU HAVE UNMET PRE ..

YOU HAVE UNMET PRE

YOU HAVZ UNMEI PRE ..

Action

3

Find Lcarming
Q Find Learring Go

Browse all coursas >

Manager Links 4

Assign/Renove Leaming
Register/Withdraw Emplcyaes
Approvals

Dazhboerd

Reports

Status: Anna jsem Fialo )

Curricula

B Ove:due (6)
I Due in 30 days (0)
B Due Lates (0)

| earning History

No completons in the last 20
days
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3 Find learning — you can use it to assign courses to your subordinates. After click on ,,Browse all

courses” you will get to available trainings catalog.

Click on ,,Learning type“ in menu, choose ,,Curricula“ line, then click on course detail and click on ,,Assign

to others*.

COURSES

Curricula &)
Clear All

Refine By

Clear

=

Learning Type

Curricula

Categories

Coffee break Curricula 2

Self Assign Curriculum # Less Self Assign Curriculum 4 More

Coffze break

Preview Details

After that dialog window is displayed. Chosen course will be filled

x

Self Assign Curriculum

Assign to Others

Recommend

automatically.

It is neccessary to choose assignement type ,required” and to choose which subordinate to assign
(through ,,Add“ button).

Assign Learning

3 - Find Learning

Learning Management System

Enter Learning Activity Details
* Required
+~ Items, Programs and Curricula + Add
Title Type  Assignment Type Priority *Assigned Required Date Remove
® Coffee break & 1v [ 41282020 | X
~ Employees + Add
There are no employees selected.
Cancel Continue
4/9 myFOX manual
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After that you can see list of your subordinates, from which you can choose.

Be careful! You have to tick checkbox situated near subordinate and click on ,,Add“ button.

«— Back ] -
Assign Learning 3 — Find Learning

Select Employees

Employees Region Job Code Manager Organization

| Employees ] [ Region | [ dob Code | Manager ] | Drganization

‘ o o -‘ Indirect Employees ‘ -‘ Sub Organization
¥ Fialova, Anna 21000140 Marny, Tomas €zcool

Nembzu, Zato 21000315 Marny, Tomas CZC001

Veerejéi, Jana 21000067 Marny, Tomas DCHO10

Zluté, Vajicko 21000140 Marny, Tomas CZCo01

Employees selected: 1
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Next click on ,,Continue” and ,, Assign learning”.

— Back 3 —Find Learning

Assign Learning

Enter Learning Activity Details

* Required
~ ltems, Programs and Curricula + Add
Title Type  Assignment Type Priority *Assigned Required Date Remove

® Coffee break [& - - X

~ Employees + Add
Name Remove
X

Anna jsem Fialova

L— 4

Cancel l Continue

After these steps, dialog window is displayed. It confirms learning activity assignement.

Assign Learning

Successfully Assigned

The items/programs/curricula have been successfully added to the specified employees. If the curricula/program were already
assigned, they will not be re-assigned

Close

Learning Management System 6/9 myFOX manual



Domovska a a : .
stranka Nahled na tym Reporting Notifikace
Team details Reporting Notifications
Home Page

How to remove learning activity?

As supervisor cannot remove courses, that are assigned with ,,System AP“ mark (they are assigned based

on automatical rules via system).

If you want to remove this type of course, please contact us on e-mail group .pce elearning. Courses,
that you assigned to your subordinates, can be removed whenever you want.

€Y Leaming v

NMyleaming

My Team

Find Leaming

Q Find Learring Go

Browse all coursas >

2, Search Learning Plan: Anna jsem Fialové [=5] 3Z i o8y Dae| Prony

| O.CousonamecriD || Scloct Al v B AusssignmentTypes ~

Anna sem Fialova 3

Zato NemGZu

O]

Jana VEerejsi :

109 DAYS OVERDUE | REQUREC YOU HAVZ UNNEI PRE

Manager Links

Ol CZ Hadanka
ONUNE O1_CZI_Hacanka rev.2 6/11/2019
Part ot OI_EN_CZ_Hagarka

.\,{ajl?kﬂ Zhré : AssighvRenove Leaiming

Register\Withdraw Emplcyaes

YOU HAVE UNMET PRE..

169 DAYS OVERDUE | REQUREC ADD'O\a[S
0l_Cz_Hanéiny_vidle Dazhboerd
ONLINE O_EN_Hankac_pitchfork rev.2 6/6/2016 Reports

Part of Havkac_pichfors

169 DAYS OVERDUE | XeQustL

YOU HAVE UNMET PRE

OI_EN_Hadanka
ONLINE Ot EN Hadanka rev.2 6/12/2019
Partof O EN CZ Hadarka

169 DAYS OVERDUE | REQUIREC Status: Anna jsem Fialo|

YOU HAVE UNMET PRE .,

Cumicula

Ol_EN_Hankas_pitchfork

ONLINT Of_CZ_I lar&iny_vidle rev.: G/9/2019 I8 Owsidlue (6)
Portof 1larkas_pitchfor ‘ I Duein; 30 days (0)
B Due Lates (0)
168 DAYS OVERDUE | REQUREC VDU HAVE UNMET PRE
| earning History

SurpriseCZ, rev.2
ONIINF SamC7 rav 2 A112019

Part of Sunpricapanens

No completons in the last 20
Vs

163 DAYS OVERDUE | REQUIREC

YOU HAVZ UNNMEI PRE..

For learning activity removal, it is neccessary to go to ,,My Team*, click on chart in ,,Curricula® area (no. 2

in screen).
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Dialog window is displayed.

Anna jsem Fialové 2 — Curricula and Learning History

Assistant | 21000140
czcoo1

Curriculum Status

This page includes a list of curricula that have been assigned to you. Each curriculum title links to the Curriculum Details page which includes a list of the
curriculum's items and Action drop-down menus where you can register for or request items. On this page you can also view the sub-curricula associated
with each curriculum and access information on items as well,

Curriculum Title Status  Priority NextAction...= Expiration D... Assigned By Remove

Coffee break 1 NA NIA x}:;l:%er (Tomas

Hankas_pitchfork A 11111/2019 Admin (System AP)
QI_EN_CZ_Hadanka / A 11112019 f Admin (System AP)
Surpriseeceeee A\ 1111212019 Admin (System AP)
ZKOUSKA_3 6 / A 1/9/2020 f Admin (System AP)

The most interesting

TG & 17162020 Admin (System AP)

Training of OHS and Fire
Prevention for IL / A 4/8/2020 f Admin (System AP)
Employees - KH

Click on (-) icon to remove current course (as on screen over).

After these steps, curricula will be removed from assigned learning list of your subordinate.
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»Three points” function

Using , Three points” icon, you can e.g. assign learning activity to your subordinate or make report of

his/her learning history.

In,,My Team’ section click on three points:

Y Leamng v

My Learning - My Team

Assign | eamirg

o Leemirg Plan Overdue Register Employes
1

o + Cumeuta incomplets (/) == | Find Leaming
Anra jsem Falova B Extemal Leamning Re...
@ - o 2 Find Learning | Ge
Zato Nem{zu 2 Browse all courses >
L] Upuons & setunas

VOU HAVE UNMET PRE.. |

Jana Veerejs(
L Ol_CZ_Hadanka Manager Links
V:‘ ok P :: :ETIE:]E;‘:‘::‘: 7 ameors Assignikemave | earring.

(o)
\2/ Register'Withdraw Fmployees

168 NAYS OVFRDUF | RFOIIRFD YOU HAVE UNMET PRE... |

Ol CZ Han&iny vidle
ONLINE CI_EN_Hankas_pitchvork rev.2 /372019
Part of Hankas_pitchfnrk

Approvals

Dasnboard

Reports

169 DAYS OVERDUE | REGUIRED VOL HAVE UNMET PRE ..

Ol_EN_Hadanka
ONLINECI EN Hacanka rev.2 6/11/2019
Part of OI_EN_CZ_Hadanka

169 DAYS OVERDUE | REQUIRED YOL HAVF LINUFT PRF Status: Anna jsem Fialova

Curricula

1 Cverdue (€)
1 Ous in 30 dayz (0)
W Dus Later (1)

Learring History

O 1 K

OI_EN_Hankas_pitchfork
ONLINE CI_CZ_Hartiny_vidle rav.1 6/9/2019
Par of Hankss pitchfork

158 DAYS OVERDUE | KEUUIKED

YOL HAVE UNMET PRE... | +

SurpriseCZ, rev.2

ONIINF Sunl7 o0 ? R112079

No comoletions in the last 30

After click on ,,Assign learning” or ,,reports” you will see the same screen as already mentioned.

You can find more information about Reporting in next manual.
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