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Introduction

If you have direct reports identified in PeopleSoft, then you will receive the Manager Role in addition
to the standard Learner Role in RivCo Talent. This guide covers all the additional abilities Managers

have in the system.

With the Manager Role you will be able to:
e View training history and status of assigned training of direct reports.
e View direct reports’ current training schedules.
e Register direct reports for activities.
e Assign training to direct reports.
e Approve training requests for direct reports.

e View, modify, or reject Self-Reported Training for Direct Reports.
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Accessing
RivCo Talent

To access RivCo Talent:

Type the URL directly into your web browser: https://corlearning.sumtotal.host/,

OR
Go to the HR Connect Intranet Hub and click the RivCo Talent icon in the middle of the

page: https://rivcounty.sharepoint.com/sites/HR.

- @
o b ORACLE
s | 7 crone f PEOPLESOFT a
GAREERS HR DATA PORTAL et RIDESHARE

e Click County Employees.

e Enter your network Username (username@xxxx.org) and Password. This will be the

same username and password you use to access your workstation. If you are having
trouble logging in, please contact your IT Help Desk.

o Click Sign In.

The site you are trying to access requires you to sign in.
Select your provider to login.

B es & | COUNTY EMPLOYEES
NON COUNTY EMPLOYEES

) Remember my selection

Copyright ® 2004-2024 SumTotal Systems, LLC. All rights
reserved. SumTotal Systems, the SumTotal Systems logo
and Talent Expansion are a partial list of the trademarks or
federally registered trademarks of SumTotal Systems, LLC.
All other company and product names are the property of
their respective owners. | Terms of Use
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Navigation

e |n addition to Self, you will have a My Team menu in the top toolbar.

SELF ~ MY TEAM ~

RIVCO HR

e Clicking the My Team button will open a menu with a link to your Training Exceptions

Dashboard. Click Training Exceptions Dashboard to enter Manager Mode.

RIVCO HR

SELF MY TEAM -

Menu Quick Find

Training Exceptions Dashboard

Development

Compensation

Navigation

When you open your Training Exceptions Dashboard you will be able to see:
e Alist of your direct reports with the status of their individual assigned training.

e The names of individuals who are past due for assigned training.

Note: Your Training Exceptions Dashboard is updated nightly. If one of your users
completed assigned training after the last update, it will appear in this view the following
day. However, the user’s Training Transcript and Schedule are displayed in real time and

will show you their latest progress.

USERS (37598)  ACTIVITIES User Search.. [
&Print  x Export Display | caming Activides | Al Viewable Users v | Sortby: ~g@
User Number: User Number:
Required: 0 Required: 7 (2 Certifications)
Recommended: 0 Recommended: 0
0% 13%
User Number: User Number:
Required: 0 Required: 0
Recommanded: 0 Recommended: 0
T @
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View Direct
Reports

To locate a particular user, scroll through the name tiles, search by name, or sort by
ascending or descending order (i.e., by name, assignment progress). You will automatically
see all users reporting to you in PeopleSoft. If any of your employees are missing, contact

your department’s PeopleSoft representative for further assistance.

Search for your direct report by searching, sorting, or scrolling:

Search User Search... ] Q I

Sort

Display

Learning Activities v All Viewable Users v

Scroll s

User Number:
Required: 7 (2 Certifications)
Recommended: 0

PROFILE ~ 7 INCOMPLETE
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View Status of
Assigned
Training

There are several ways to see the status of your direct reports’ assigned training. When

you open the Training Exceptions Dashboard you will see an overview of your direct

reports and the status of their assigned training.

e The Exception Report will show you the percentage of compliance your direct reports

are currently at with their assigned training (this does not include training that is not

assigned).

e Toview a more detailed report for an individual employee, click the Incomplete

button.

Use the filters on the left side of the screen to view training by assignment status.

DETAILED EXCEPTION REPORT BY USER

List of activities assigned to this user

Q

Show all assignments (8
~
Filter by: Z Refresh  + Add

Activity Name & Assignment Type &

Required

Required

One or more assignments may require approval. If you don't see an assignment, itis either pending approval or rejected. Please contact your administrator if you have any concerns.

Current Assignments v | Last Processe d: Thursda y, Januar, Y 4, 2024 2:36:36 AM PST

Assignment Date ¢ Due date & Expiration Date ¢

1112/2022 1/31/2023

11/2/2022 1/31/2023

Overall progress

12.5]

Displaying 7 of 7 Records

& print [ Export
Progress

0%

Assigned Training by Activity

You can also see the activities assigned to your direct reports and the overall completion

listed by training.

e Switch from the Users tab to Activities to see all the activities that are currently

assigned to your direct reports.

You will see how many users are still required to complete each training and the overall

percentage of completion.
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usERs|37ssA)I ACTIVITIES (646) I ‘Acuwty Search |[

& Print ¢ Export Display | Leaming Activities v sortby: vy

All Viewable Users ¥

& ILT Class CORHRILT-0315 BT ecourse CORHREC-002.
ADA/FEHA for Managers and 73 ’JADNFEHA for Managers and
Supervisors = ! Supervisors

Required: 0 sl Required: 136
Recommended: 0 Recommended: 0

100% #

e Skillsont Course  SL_bs_ldcldp_4... Skillsoft Practice  SL_ae094bf-49,
Adaptive Recovery: Learning to Lab :
Live and Manage Amidst Add and Manage Domain
oo T Controllers [Guided]
Required: 0 Required: 0
Recommended: 0 Recommended: 1
100%

e Clicking the Users button will show you who is still required to complete the training
and if they have started, what their percentage of completion is. In addition, you can
register users for the training from this page. You cannot assign the training to
additional users from this page.

T eCourse CORHREC-002...
gr ‘l ADA/FEHA for Managers and
—— ! Supervisors
Required: 136
Recommended: 0
95%
DETAILED EXCEPTION REPORT BY ACTIVITY ADA/FEHA for Managers and Supervisors Overall progress

95%
Al viewable users who did not complete this assigned activity.
One or more assignments may require approval. If you don't see an assignment, it is either pending approval o rejected. Please contact your administrator if you have any concerns.
Displaying 10 of 136 Records

& Print (&' Export

Name = User Number ¢ Assignment Type & Assignment Date & Due date ¢ Progress
= = n Required 5/21/2023 8/19/2023
= Required 12/16/2023 3/15/2024
= Required 9/4/2021 12/8/2021
= u Required 1/15/2021 4/15/2021

0 BRREOnEEE

REGISTER OTHERS @

Click the Close button to return to the Training Exceptions Dashboard.
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Individual Reports
To view a detailed report for an individual user:
e Locate the user you wish to see more information about.

o Click the Incomplete button.

User Number:
Required: 7 (2 Certifications)

Recommended: 0

PROFILE -~ ﬂ 7 INCOMPLETE

This will show you an overview of the user’s assigned training:
e Alist of all training that has been assigned to the user.
e The Due Date and current status for each training.

e Overall Progress in completing assigned training.

D Disability Awareness Online
DETAILED EXCEPTION REPORT BY USER

List of activities assigned to this user.
. Description:

One or more assignments may require approval. If you don' see an assignment, it is ether pending approval o rejected. Please contact your adminisirator ifyou have any concerns. This class is designed to improve
employees’ comfort in dealing with people
with disabilities and to provide a basic
understanding of our obligations as a

Q Current Assignments  v| LastProc government entity to this sector of the
public. The class defines
nondiscrimination in the context of equal

Show all assignments (5) opportunity and equal access. ft
T Retresh  + Add familiarizes the participant with County of

Filter by: Riverside procedures and policies

designed to provide equal access to

people with disabilities. It includes

~ Assignment Staiu:
ssignment Status Activity Name & Assignment Type ¢ Assignment status Assignment Date ¢ Due date Expiration  fnecrt tion on specific disabiliies, and

Completed (1
provides suggestions, information and

Incomplete (7 . ot 2100 procedures to assist County employees in

@  Disabiity Awareness Online Required Overdue 12022 1312028 accommodating special needs. Disability
» Assignment Type Awareness is a required course for all

County employees. In addition to raising
awareness of how best to treat individuals
with disabilities, this class covers
Americans with Disabilities Act (ADA) and
Fair Employment and Housing Act (FEHA)
regulations concerning service to

arassment Prevention Required Overdue 111212022 13112023

> Assignment By

e Workplace Violence Required Overdue 112/2022 113112023 Mmembers of the pubIiC who are disabled.
Please Note: In order to satisfy County
requirements, all Supervisors and

Policy A-50: Electronic Mediaand Use  Required Overdue 11212022 113112023 anagers st ahoiatend theseparats)

FEHA/ADA training, which covers aspects
of these regulations related to
employment. (Course last updated

Required Overdue 11212022 11212023 CEENL)
Activity Type:
eCourse

Required Overdue 11212022 113112023

Assignment Status:
verdue

Assignment By:
e Motion Injury Required Overdue 111212022 113112023 Aud - COR Disability Awareness Audience

o Click the course Title to view more information about the training, including who
assigned the training.
e Use the Assignment Status filters to sort by Overdue, Expired, Completed, or

Incomplete.
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e Exit the summary then click the Close button to return to your Training Exceptions

Dashboard.
Exporting You can export several types of reports on your employees’ assigned training.
Reports to
Excel All Users

To get a Summary Report on the status of assigned training for all your direct reports:
e Select the Users view.

e Click Export

e Click Next in the pop-up window.

o C(lick the link to download the report.

e Click Ok to exit the window.

USERS (37664) ACTIVITIES (646)
& Print X Export i

By Activities

You can run a report on Activities by switching to view all the activities assigned to your
direct reports. This report will show you all the activities that are assigned and a summary
of how many users are in compliance.

e Click Export.

e Click Next.

e Click the link to download the report.

e Click Ok to exit the window.

USERS (37664) ACTIVITIES (648)

# Print ¢ Export h
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By User
If you wish to pull a report into Excel for just one user:
e Locate the user you wish to see more information about.

o Click Incomplete button.

User Number:
Required: 7 (2 Certifications)

Recommended: 0

PROFILE ﬂ 7 INCOMPLETE

e Click Export.
e Click Next.
e Click the link to download the report.
e (lick Ok to exit the window.
< Refresh  + Add oo
Activity Name + Assignment Type + Assignment Status Assignment Date * Due date + Expiration Date % Progress
D\Sabl\l‘, Awareness Online REQ uired Qverdue 11/2/2022 1/31/2023
O  » Employee Harassment Prevention Required Overdue 11/2/2022 1/31/2023

Viewing
Transcripts

You can view a direct report’s training transcripts to see all their completed trainings.
e Locate the employee whose transcript you wish to view.

e Click the Profile drop down and select Training Transcript.
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completion, and export to PDF.

User Number:

Required: 0

Recommeng
Learner Approvals

0%

PROFILE .-

My Observation Checklists

Observer Checklists

Self-Reported Training
Training Analysis

Training Schedule

?Training Transcript

You will be taken to emulation mode where you can review the transcript, certificates of

Activity Estimated Credit
Hours
&) @ eCourse: County of Riverside: COVID-19 0.5
Awareness Training
& @& eCourse: DPSS Civil Rights v1 0.5
&) @ eCourse: Self-Service Options: Linking 0.03

Start Date

1/11/2021

1/11/2021

10/20/2020

Completion Date + Expiration Date Score

1/12/2021 89
1/11/2021 1/11/2023 80
10/20/2020

Attended
Duration

Signature Status

Day(s): 0, Hour(s):
0, Minute(s): 23,
Second(s): 57.9

Day(s): 0, Hour(s):
0, Minute(s): 22,
Second(s): 6.2

Day(s): 0, Hour(s):
0, Minute(s): 3,
Second(s): 15

course name.

e Adjust the date filters by year or show All.

Activity

L_n_| ‘ & Topic: Employee Harassment Prevention

(&= & eCourse: Policy C3
Waste and Abuse

41

& Topic: Policy A58 - Information Security Training

5 - Standards of Ethical Conduct to Address Fraud,

Estimated Credit
Hours

1

0

e To view individual certificates of completion, click the certificate icon to the left of the
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The certificate will be displayed along with options to Print or Export to PDF.

SumTotal

Cawource |[rewt ][ ereontroror ][ oo |

The County of Riverside recognizes

I N BN B | DEm
for the successful completion of

Policy A58 - Information Security Training

e Click Export to PDF.
e C(lick the link to download the PDF.
e Click OK to close the window.

o Click Exit Emulation to return to your dashboard.

SumTotal

sl [Click here to download the file]

View Training You can view a direct report’s training schedule to see their current registrations and
Schedule
progress.

e Locate the employee you wish to view.

e Using the Profiles drop down select Training Schedule.

User Number:

Required: 0

Recommend
Learner Approvals

\ My Observation Checklists

| Observer Checklists
Self-Reported Training
Training Analysis
.* Training Schedule

Training Transcript
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The Training Schedule displays current registrations and online training that is in-progress.

ALL ONGOING ACTIVITIES UPCOMING ACTIVITIES FIXED DURATION ACTIVITIES COMPLETION REQUESTED ACTIVITIES
- Displaying 2 of 2 Records 10 25 50

Export To Excel & Print Cancel Registration [ View Calendar

O Activity Name * Status Code ¢ Region & Start Date ¢ End Date + Actior
O Implicit Bias class to the end [ recisTereo | DP$S-APS-04859-000019 121252021 12/25/2021
ILT Class
O Upgrade Domain Test [ RecisTereD | COR-DomainUpgrade2-000005 3/29/2021 3/29/2021

ILT Class

You can also see:

e Calendar: upcoming activities the employee is scheduled to attend.

e Current/Upcoming Activities: any training they are currently registered in.

e Completed Registrations: past activities they have completed.

e Wait List or Pending Approval: activities they are waitlisted for or awaiting approval to
take.

e Express Interest: activities they have expressed an interest in.

e Click Exit Emulation to return to your dashboard.

Other Views

In addition to viewing your employee’s transcript and current schedule you can also use

the Profile drop down button to review the following items:

User Number:

Required: 0
Recommen
A Leamer Approvals —
PROFILE | - | My Observation Checklists

Observer Checklists

Self-Reported Training
User Numl  1raining Analysis
Requi
Training Schedule

Recommeng

0 Training Transcript

PROFILE | - —m
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e Learner Approvals: Registration approvals you have made or rejected for your direct
reports.

e My Observation Checklists: Observation Checklists that have been approved or are
pending approval.

o Observer Checklists: Observer Checklists you are responsible for approving for others.

o Self-Reported Training: Training direct reports have added to their profile (feature not
currently being used).

e Training Analysis: All assigned training and current status.

e Training Schedule: All current registrations or in-progress online training.

e Training Transcript: All past completed training.

e Click Exit Emulation to return to your dashboard.

Registering
Others

You can register your direct reports for training.

RIVCOHR SELF v  MYTEAM v

e Locate the activity you wish to register others in by using the Library or Search for the

course using the title or a keyword.

OR:

oo 2] 0 @-

e Once you locate the activity, click the three dots, then select Register Others.

TOPRIC

Disciplinary Process ->
IMPORTANT NOTICE: County-mandated courses are intended to help employees abide by the legal reguirements of their job duties. If y. ..
[l CORHRTP-00739-MAN

0 <
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e For an online course click Continue to register users. For live in-person or virtual

training first select the class date(s) you prefer then click Continue.

BATCH REGISTRATION

YYou can select multiple users and register them all simuitaneously for an activity. First, select the activity or activity structure and 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 or if payment is required, click Purchase.

DISCIPLINARY PROCESS

Select Activities A
Available Capacity: Unlimited

= Topic : Disciplinary Process
Required: 1

® LT Course - Disciplinary Process Available Capacity: Unlimited

i

Select Users Bl

canceL [SIEUTHAN ReSET

e Click Add under Available Users to locate the employee(s) you wish to register.

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

Users not in allocation: 0

Name .
Name - Status
WAITING LIST Records: 0
R eA
Name .

e From the options displayed, choose Select Viewable Users.

e C(Click Next.

Select Users

(O Selectusers by organization

() Select users by job

) Selectusers by manager

(O Select users who require the activity
(@) Selectviewable users

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

I e
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options to:

o Search for an employee by name.

e Select Viewable Users displays a complete list of your viewable users. You have the

o Browse the list of users for employees you wish to register.
o Click Select All at the bottom of the page to select all active users or select the
top box to select all users on the current page.

e Select the check box next to the employee(s) you wish to register.

SELECT USERS

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

Search: Help
@ Records 1-10 of 88

(] Name < User Number Manager

Note: If employees are already registered in the activity, they will not be shown in this list.

conflict on the employee’s training schedule.

e Click OK at the bottom of the screen to continue.

o Check to see there are “No issues” next to the users. An alert will display if there is a

Select Users

2

AVAILABLE USERS Available seats
Selected users: 4
Available users: 4
Users not in allocation: 0

_*

Add  SelectAll  Clear All

Name ~

<]

A}

<]

<]

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

REGISTRATION Records: 0
Available seats: Uniimited
Users pending approval;

Name «

WAITING LIST Records: 0

Name «

GANCEL m RESET
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e |f you have selected someone you don’t wish to register uncheck the box next to them.
e Click the Top Arrow to move the selected users over to Registration.

e Click Submit once all users have been moved over.

The users are now registered for the activity.

Note: If the activity is in-person employees will receive an email notification of their
registration. If the activity is online there may be no registration notification. You may

want to inform them that you have registered them.

Assigning County Mandated trainings are assigned to all users automatically, but there may be
Training(s) additional trainings you would like your direct reports to complete. You can assign
trainings to direct reports as a requirement and set up a due date. Employees cannot
remove or cancel trainings that have been assigned to them. After you assign a specific
course, the employee can register for an upcoming class prior to the due date you
indicate. Not all trainings are available for managers to assign.

Trainings must be assigned by individual; batch training assignments are not available. If

you want to assign trainings to a large group, please contact rivcotalent@rivco.org for

assistance.

To assign training:

Log into RivCo Talent.

Click the My Team Icon and select Training Exceptions Dashboard.

Locate the users you wish to assign training to.

Click the Incomplete button.
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User Number:
Required: 7 (2 Certifications)

Recommended: 0

PROFILE -~ ﬂ 7 INCOMPLETE

e Click Add

£ Refresh 4 Add 4T
Activity Name = Assignment Type = Assignment Status Assignment Date =
Disability Awareness Online Required Cwverdue 11/2/2022
» Employee Harassment Prevention Required Overdue 11/2/2022
» Employee Workplace Violence Required Overdue 11/2/2022

e You will see a list of training that is available for you to assign. You can search for a

particular training or filter by activity type.

(m] Name - Type
Learning Activities (61)
Add/Edit an Employee’s Development Plan- Manager Tutorial Video Tutorial

Filter by, DA mpl pr 0
P Libraries m Automation Challenge Document
© Activity Type

= BNO1: View Benefits Summary Video Tutorial

B BNO2: Dependent/Beneficiary Information Video Tutorial

e Locate and select the check box next to the training you wish to assign. You can select
multiple trainings at once.

e C(Click Next.
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o Isit Required or Recommended?
o Due Date

Priority (optional)*

o

O

Any notes you wish to add.

e Enter information about the Assignment(s).

Assignment Options:
Selected Activities (1)
Type:

ORequired

® Recommended

Olgnore Previous
Completions

EH
Start Date:
@ Today
® Days from
today
Oon
EH
Time zone:
Priority:
None ~
Due Date:
@®No Due Date
O Within Day(s)
OBy
EH
Time zone:

blank depending on your preference.

email.

e Priority is an optional description. Select Manager Assigned, Job Specific, or leave

e Click Done. An assignment notification will be sent to the employee overnight via
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For additional information
about this guide or its contents, contact:

County of Riverside HR
Business Systems Solutions
RivCo Talent Global Administrators
LMS-Admin-WorkRequests@rivco.org
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