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Preface

Welcome to the Genesys Training Manager Web Portal Trainer Manager Guide. This
Trainer Manager Guide is designed to explain the application in user friendly terms
and walk through how to navigate the system.

This document is valid only for the 8.0 releases of this product.

Note: For versions of this document created for other releases of this
product, visit the Genesys Technical Support website, or request the
Documentation Library DVD, which you can order by e-mail from
Genesys Order Management at ordermanegenesyslab.com.

For information about related resources and about the conventions that are used in this
document, see the supplementary material starting on page 9.

About Genesys Training Manager

Genesys Training Manager enables companies to create, manage, and schedule multiple
agent training activity and team meeting and one-on-ones automatically in Genesys
WorkForce Management (WFM). The training scheduling process can include rooms
and trainers or any combination of agent, room, and training. For team meetings and
one-on-ones, this automatically includes the manager. A browser-based Web portal is
included as part of the application allowing visibility of the scheduled training and
meeting activity together with any other details available, for example, reason for the
training, room, trainer, and any pre-training work if required. The trainer updates
attendance through their online attendance register, which they access directly through
their web portal. This automatically updates Training Manager with who has attended,
and if there were any non-attendees these can be "mopped-up" automatically as part of
the scheduling process.
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Intended Audience

This document is primarily intended for system administrators or other individuals
who install the Genesys Training Manager.

Making Comments on This Document

If you especially like or dislike anything about this document, feel free to e-mail your
comments to Techpubs.webadminegenesyslab.com.

You can comment on what you regard as specific errors or omissions, and on the
accuracy, organization, subject matter, or completeness of this document. Please limit
your comments to the scope of this document only and to the way in which the
information is presented. Contact your Genesys Account Representative or Genesys
Technical Support if you have suggestions about the product itself.

When you send us comments, you grant Genesys a nonexclusive right to use or distribute
your comments in any way it believes appropriate, without incurring any obligation to
you.
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Contacting Genesys Technical Support

If you have purchased support directly from Genesys, contact Genesys Technical
Support at the following regional numbers:

Region

Telephone

E-Mail

North America and
Latin America

+888-369-5555 (toll-free)
+506-674-6767

supportegenesyslab.com

Europe, Middle East, and Africa

+44-(0)-1276-45-7002

supportegenesyslab.co.uk

Asia Pacific +61-7-3368-6868 (International) | supportegenesyslab.com.au

Malaysia 1-800-814-472 (toll-free) supportegenesyslab.com.au
+61-7-3368-6868 (International)

India 1-800-407-436379 (toll-free) supportegenesyslab.com.au
+61-7-3368-6868 (International)

Japan +81-3-6361-8950 supportegenesyslab.co.jp

Before contacting technical support, refer to the Genesys Technical Support Guide for complete contact

information and procedures.
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Related Documentation Resources

The following resources provide additional information that is relevant to this software.
Consult these additional resources as necessary.

» The Framework 8.0 Configuration Manager Help, which will help when using
Configuration Manager.

Genesys

Consult these additional resources as necessary:

* The Genesys Technical Publications Glossary, which ships on the Genesys
Documentation Library CD and which provides a comprehensive list of the Genesys
and CTI terminology and acronyms used in this document.

» The Release Notes and Product Advisories for this product, which are available on
the Genesys Technical Support website at http://genesyslab.com/support.

Information about supported hardware and third-party software is available on the
Genesys Technical Support website in the following documents:

»  Genesys Supported Operating Environment Reference Manual

* Genesys Supported Media Interfaces Reference Manual

Genesys product documentation is available on the:

e Genesys Technical Support website at http://qgenesyslab.com/support.

* Genesys Documentation Library DVD, which you can order by e-mail from Genesys
Order Management at ordermanegenesyslab. com.
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Document Conventions

This document uses certain stylistic and typographical conventions—introduced here—
that serve as shorthand for particular kinds of information.

Document Version Number

A version number appears at the bottom of the inside front cover of this document.
Version numbers change as new information is added to this document. Here is a sample
version number:

42gp_icg_aspect-wfm_08-2010_v4.2.001.01

You will need this number when you are talking with Genesys Technical Support about
this product.

Screen Captures Used in This Document

Screen captures from the Configuration Manager graphical user interface (GUI), as used
in this document, may sometimes contain minor spelling, capitalization, or grammatical
errors. The text accompanying and explaining the screen captures corrects such errors
except when such a correction would prevent you from installing, configuring, or
successfully using the product. For example, if the name of an option contains a usage
error, the name would be presented exactly as it appears in the GUI; the error would not
be corrected in any accompanying text.
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Type Styles

The Type Styles table describes and illustrates the type conventions that are used in this document.

Type Styles
Type Style Used For Examples
Italic * Document titles Please consult the Genesys

»  Emphasis
» Definitions of (or first

references to) unfamiliar
terms

«  Mathematical variables

Also used to indicate
placeholder text within code
samples or commands, in the
special case where angle
brackets are a required part of
the syntax (see the note about
angle brackets below).

Migration Guide for more
information.

Do not use this value for this
option.

A customary and usual practice
is one that is widely accepted
and used within a particular
industry or profession.

The formula, x +1 =7
where x stands for . . .

Monospace font

(Looks like teletype or
typewriter text)

All programming identifiers and
GUI elements. This convention
includes:

«  The names of directories,
files, folders, configuration
objects, paths, scripts,
dialog boxes, options,
fields, text and list boxes,
operational modes, all
buttons (including radio
buttons), check boxes,
commands, tabs, CTI
events, and error messages.

*  The values of options.

* Logical arguments and
command syntax.

» Code samples.

Also used for any text that users
must manually enter during a
configuration or installation
procedure, or on a command
line.

Select the Show variables on
screen check hox.

In the Operand text box, enter
your formula.

Click oK to exit the Properties
dialog box.

T-Server distributes the error
messages in EventError events.

If you select true for the
inbound-bsns-cal Ls option, all
established inbound calls on a
local agent are considered
business calls.

Enter exit on the command line.
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Angle brackets (< >)

A placeholder for a value that
the user must specify. This
might be a DN or a port humber
specific to your enterprise.

Note: In some cases, angle
brackets are required characters
in code syntax (for example, in
XML schemas). In these cases,
italic text is used for placeholder
values.

smcp_server -host
{confighost>

Genesys Training Manager — Web Portal Trainer Manager Guide
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2 Web Portal Trainer
Manager

Trainer Manager

The Trainer Manager has access to:

= Trainer calendar

= Room calendar

®= Training roadmap

= View other trainer’s Calendars
= Set your regular working hours

When the Trainer logs on to the system they are presented with a home page view, similar to
the example below.
The screen is separated into two parts, ‘my options’ in the left hand window and the ‘training

roadmap’ detail in the right hand window.

Training details will only be visible in the portal if training sessions have been scheduled and

been approved as ‘good to go’.
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Location : Main Menu

Hello, Edcdie Talbot

8 my options
W  trainer calendar
W room calendar

¥ logout

B additional options

a  wiew other trainer's calendars

a  setyour regular working hours

Training Manager Training Portal

o training roadmap

Starting between 4 Jul 2010 and 4 Sep 2010
{4 maximum of 10 items are shown below)

view the full training roadmap

Blackberry Retraining (BBRTOOL)

Start Date: 8 Jun 2010 | End Date: 8 Jul 2010
Mew iPhone Launch (NIPLOOL)

Start Date: 12 Jul 2010 | End Date: 25 Jul 2010
Reserving Rooms & Training (RRTO01)

Start Date: 2 Aug 2010 | End Date: 22 Aug 2010

Genesys Training Manager — Web Portal Trainer Manager Guide 12




My Options

Trainer Calendar

By selecting ‘Trainer Calendar’ this presents the trainer calendar view and by default the
Standard View is always presented.

There are three options available for the Trainer Manager to view the Trainers that report into
them and their scheduled training activity:

1. View by Location
2. View by Alphabetical Order
3. View by Hierarchy

‘View by Location’ presents the locations in the bottom left hand corner of the window and
where a location can be expanded, this indicates that there is at least one Trainer associated to
that location. Expand the location to view the associated Trainers.

Select a trainer to view their calendar and amend the date range as required and then click on
‘Go’.

This will list all of the scheduled activity for the trainer selected within the date range.

Gﬁﬁsxs Training Manager Training Portal
Location : Main Menu = Trainer Calendar

Hello, Eddie Talhot

trainer calendar

" Required fields are all shaded in this colour

Key Standard View ' Pidnnerview '\

! scheduled e a0
Search Start Date |04 May 2010 - | EndDate |18 August 2010 + | Sort By | Trainer [w]
Trainingor meeting partially orfullys cheduled e e
Goto Advanced Search

0 completed

o
Trainingna tonger rsquiring acian _
ednesday, 5 May 2010

Other

Hon-Training Activity

Sceraria Test (S2T001)- Buent 1 inCSALESWarringtand
09:15- 12:15 Attendees: 2. Max, Room Seating: 11
Tuesday, 11 May 2010

trainer . . Scerario Test (SCT001)- Fuent 1 inCSALESWarrington 4
O viewb . 11:45- 14:45 Attendees: 2. Max. Room Seating: 11

i ewr by Location Friday, 21 May 201D
@ view by &l phabetical Order,
Scerario Test (SCTO0L)- Event 1 inCSALESWarrington 4

O wiew by Hierarchy 10:45- 13:45 Artendess: 2. Max, koom Seating: 11
Friday, 4 June 2010
Select Al | Unseleat
TEE . T e Tariff Laurch (NTLO01 ) - Evert 1 inCSALESWarrirgtond

Artendses: 2. Max. Room Seating: 11
]2 Alyson Bushel [T00657979]
[F 2 David Hill [12345678]

Wednesday, 16 June 2010

Koo T 121 b PAIT AP 12 Furca ot 4 i P BS WS it A
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The status of the training activity is color coded in line with the status indicators.

— training is partially or fully scheduled and the agents will have this training
scheduled in Genesys WFM

Completed —training has been completed and this is for information only

—this is for activity other than training that the Trainers have scheduled, for example, a
holiday or meeting.

Genesys Training Manager — Web Portal Trainer Manager Guide 14



‘View by Hierarchy’ presents the Trainer Manager with the option to expand to view any

trainers that report into them.

Location : Main Menu = Trainer Calendar

Training Manager Training Portal

trainer calendar
*\ Required fields are al| shaded in this colour
Key

" scheduled

Training or meeting partially or fullys cheduled

0 completed

Training na langer requiring actian

Other
Non-Training Activity

trainer

Cview by Location
O view by Alphabetical Order
@ i e by Hierarchy

Select Al | Unselect All

= [JA Eddie Talbot [trainer_manager]
A Alyson Bushel [F00657979]
[J £, David Hill [12345678]

Standard Wiew

X —
% Planner View

Hello, Eddie Talbot

Search

Goto AdvancedSearch

Start Date |04 May 2010

(5 ena e [16 Avgust 2010 5 san by [Trainer (] [

B David Hill

Wednesday, 5 May 2010

09:15- 12:15
Tuesday, 11 May 2010

11:45- 14:45
Friday, 21 May 2010

10:45- 13:45
Friday, 4 June 2010

©10:15- 11:15

Wednesday, 16 June 2010

Szerario Test (SCTOO1 J- Euert 1 inCSALESWarringtond
Attendess: 2. Max. RoomSeating: 11

Scerario Test [SCTO01 - Event 1 inCSALESWarringtond
Attendess: 2. Max. RoomSeating: 11

Seerario Test (SCTO01 - Euert 1 inCSALESWarrington &
Attendees: 2. Max. Room Seating: 11

MewTariff Laurch (NTLO0 ) - Fuert 4 inCSALESWarringtond
Attendees: 2. Max. RoomSeating: 11

Nlanor T riff | 0w BTN 1 - it 4 i P B rriraton 4

By expanding and selecting the required trainer and date range will reveal any scheduled activity. The

Trainer Manager can also view their activity by selecting themself and the relevant date range.

HG

GE S

Location : Main Menu = Trainer Calendar

Training Manager Training Portal

trainer calendar
ﬂnequiredﬁelds are all shaded inthis colour
Key

" scheduled

Training or meeting partially orfullys cheduled

o completed

Training no longer requiring action
Other

Hon-Training Activity

trainer

O view by Location
O view by &lphabetical Order
® View by Hierarchy

Select All | Unselect All

= D& Eddie Talbot [trainer_rmanager]
[ £ Alyson Bushel [TO0657974]
[ 2 David Hill [12345678]

Standard View

X \
Y PlannerView

Hello, Eddie Talbot

Search

Goto Advanced Search

Start Date [04 May 2010

B Alyson Bushel

Monday, 17 May 2010

00:00 - 00:00

Holiday

Wednesday, 19 May 2010

00:00 - 01:00

Tuesday, 8 June 2010

00:00 - 00:00

Wednesday, 9 June 2010

00:00 - 00:00

Holiday

Haliday

Holiday

"f*’l End Date |13 August 2010

Genesys Training Manager — Web Portal Trainer Manager Guide
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To view the training information, click on the training session detail. This will expand to reveal
the room allocated, together with the list of attendees and any information associated to the
session, for example, whether all of the attendees completed the training

=
GENESYS

Location : Main Menu > Trainer Calendar

Training Manager Training Portal

trainer calendar

Key

" scheduled

Training or mesting partially or fullys cheduled

o completed

Training no langer requiring action

Other

Non-Training Activity

trainer

O view by Lacation
O wiew by alphabetical Order
@ view by Hierarchy

Select All | Unselect All

= D& Eddie Talbot [trainer_manager]
2 Alyson Bushel [T00657879]
[ £ David Hill [12345678]

/*\ Required fields are all shaded in this colour

Standard View | Plannertiew

Hello, Eddie Talbot

Search Start Date [01 June 2010 fh"l End Date [18 August 2010 f?g_smay Trainer [+ E

Goto Advanced Search

B} David Hill
Friday, 4 June 2010

MewrTariff Launsh (NTLO01 - Evertt 1 inCSALESWarrington &

10:15- 11:15 Attendees: 2. Max. Room Seating: 11

% Training Request:  Wew Tariff Launch (nTL001) 21 Room : CSALES Warrington 4

[E Training Plan: Tralning Plan 1 & Trainer: David Hill

[ Training Plan Event : Eventl & Attendees Listed Below

Employee 1D First Name  Last Hame
U_8236_sirmulator Kerry Medharn
U_8271_simulator Linda Rhodes

o
. attendance Register

Genesys Training Manager — Web Portal Trainer Manager Guide
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Calendar Report View

There is also the option to view any Trainer activity in a calendar format by selecting ‘Planner View’ as
per the example below.

The detail can be viewed by Day, Week or Month by selecting the relevant options.

This view gives the Training Manager a high level view of their Trainers training activity and the activity
is color coded for easy visibility.

In this example two trainers Calendars have been selected.

Hovering over any scheduled training activity will reveal some information about the training.

Hello, Eddie Talbot

trainer calendar

PN Required fields zre 31| shaded inthis colour

Key Standard\llewq Planner View ),

‘ Uncategorised |

June 2010

a1 01 Jun 2 al 4 5 & 31 01 Jun 2 3 4 5 & a1 01 Jun 2 3 4 5 &
.|

7 9 10 11 12 12 7 8 2 10 11 1z 12 7 8 9 10 11 1z 12

8
Lintitall sntidall sotigallotia]

trainer

O view by Location
O iew by &l phabetical Order
© view by Hierarchy

14 15 16 17 18 19 20 14 15 16 17 18 18 20 14 15 18 17 18 19 20

SalactAll ] Unseleat i 21 22 23 24 25 26 37 31 22 23 24 25 2% 27 2 22 23 24 25 26 27

o] []2 Eddie Talbot [trainer_manager]
[F] £ Alyson Bushel [F00657979]
[£] /2 David Hill [12345678] 28 29 30 01 Jul 2 3 4 28 29 30 01 Jul 2 3 4 28 29 30 01 Jul 2 ol 4

[E] 2 Gavin Byrne [101572502]
12 Janice McCourt [701034427)

Genesys Training Manager — Web Portal Trainer Manager Guide 17



To insert unavailable time into a trainer’s calendar, right click in the calendar and select ‘New Entry’.

trainer calendar

/*\ Required fields are all shaded in this colour

Key Standard View T Planner View |

r— |
Click to refresh the calendar if you have changed the content to wiew

September 2010
David Hill

i e |

3l 01 Sepz

S| e [ 7% |

= 30 21

01 Sep2

trainer CointitalCeiniidal sl
e entry >
O view by Lacation
O view by Alphabetical Order 1z 14 15 16 Go to today 14 15 16 17 18 19 12 14 15 16 17 1z 19
@ wiew by Hierarchy Shows 24 hours..

SelectAll | Unselect Al 20 31 32 23 24 25 6 30 21 22 33 24 35 35 20 21 32 33 24 25 2@

= A Eddie Talbot [trainer_manager]
[#] £ Alyson Bushel [T00657974]
[#] 2 David Hill [12345678] 27 28 29 30 01 Oct 2 ) 27 28 29 30 01 Oct 2 3 27 28 29 an 01 Oct2 3
[#] £ Gavin Byrne [T01572592]
£ Janice MeCourt [F01034427]

The option is then available to select the required categories from the drop down box, together with the
date and any details. If the event is for more than one consecutive day, then the recurrent option has to
be used. This creates individual entries for each day in the standard view list.

Hello, Eddie Talbot

trainer calendar

/%5 Required fields are al| shaded in this coloul Subject |Hn\iday

Key Starttime |09/09/2010  + |08:00 A End time |09/08/2010 + |1%.00 hd [ day

Category:
Uncategorised
Description | J ave changed the content to view

Haliday
Management Meeting

[ Recurence

Cancel

4 7 & 9 10 11 1z 3] 7 & a 10 11 1z 3] 7 8 9 10 11 1z

trainer

O view by Location
O view by slphabetical Order
@ view by Hierarchy

13 14 15 16 17 15 19 13 14 15 16 17 18 19 13 14 15 16 17 18 19

Eeel) | Ul 0 21 22 23 24 25 26 20 21 22 73 24 35 2 20 1 22 13 24 35 2%

(= 12 Eddie Talbot [trainer_manager]
[#] 2 Alyson Bushel [T00657379]
David Hill [12345678] 27 28 29 el 01 Oct2 3 27 28 29 30 01 Ot 2 3 27 28 29 30 01 Oct2 3
[F] £ Gavin Byrne [T01572502]

]2 Janice McCourt [T01034427]
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Select the relevant recurrence , for example, Daily, and then an ‘End by’ date and ‘Save’.

Hello, Eddie Talbot

Edit Trainer Calendar Entry

trainer calendar

%\ Required fields are 21| shaded in this caloul Subject ‘thday
Key Starttime (19002010~ (0300 v|  Endtme 0002000 ~[100  ~|  Caiday
Category: | Holiday
Uncategarised
Description ave changed the content to view
[¥] Recurrence
O Hourly < dayts)
@ Daily
Ewery weekda 12 13 14 15 16 17 18 8 9 10 11 12
. O Weekly ©FBuery ¥
LEE O Manthly 902 21 @ 23 W
O view by Location (O Vearly Ed 2330
O Wiew by alphabetical Order / pies e s s sl it
© view by Hisrarchy OMoenddate  QEndafter | occumences Qnd by [10/0872000] v/

Select Al | Unselect All

1 22 23 24 25 26
e
1= [12 Eddie Talbot [trainer_manager]
&AIysonBushe\[?UUﬁS?B?B]
2 David Hill [12345676] 27 28 29 30 010c2 3 27 28 29 30 01 0Od32 3 27 @8 39 30 010d?2 3

& Gavin Byrne [F01572592]
12 Janice McCourt [T01034427]

The scheduled activity will then be displayed in the ‘Standard’ view as multiple day entries.

[ole faae e
trainer calendar

* Required fields are al| shaded in this colour

Key Standard Wiew  \ Planner View

:_”} scheduled

Training or mesting partially orfullys cheduled

o completed

B Alyson Bushel
Training no longer requiring action

Thursday, 9 September 2010

Search Stant Date |01 September 2010 msna Date [17 September 2010 Msmw Trainsr v

Goto Advanced Search

~ Other
Hon-Training Adtivity ~ 08:00 - 17:00 bisilEEy
trainer Friday, 10 September 2010
O view by Location  08:00- 17:00 Haliday

O Wiew by Alphabetical Order
) view by Hierarchy

Select Al | Unselect All

= Dé Eddie Talbot [trainer_manager]
[ 2 Alysan Bushel [TO0657974]
[ £ David Hill [12345678]
]2 Gavin Byrne [T01572592]
Dg Janice McCourt [T01034427]
12 Joe Thoras [803251043]

L . e rzeinenonns
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Advanced Search Option

There is now an Advanced Search Option available in the Standard View window.

Click on ‘Advanced Search Option’ and Select Advanced Search and a table appears in the bottom left
hand corner
- Training Manager Training Portal

Location : Main Menu = Trainer Calendar » Trainer Calendar (&dvanced Search)

Hello, Eddie Talbot

trainer calendar

" Required fields are all shaded in this colour

Key Standard View ' Planner View
scheduled 5 5 -
Search Start Dats |01 September 2040 % EndDare [17 September 2010 5 son ey [Trainer [w E
Trainingor meeting partially orfullys cheduled e e .
3 Return to BasicSearch
L completed ]
@ Information
Training no longer requiring actian
There is currently no data to show.
Other

Han-Training Activity

Categories i anagers

5

O internal
[ external

Match N criteria [v] [EESICIEEE

There are different options available to search for a Trainer that matches the required criteria.

Cateqories Locations Skills
L internal
[ external
Categories Locations Skills
Match ANY Criteria )
Lol [ aberdeen
Lol [ adness
*u.l |:| Bangar
_._|:|l O earrow

Categories Locations Skills

...I:Il [elackburn
#DBFEHMDD'I' [ Microsoft Excel

Lol [ canterbury [ microsoftword

[ Microsoft PowerPaint
[ microsoft outlook

Match sy Criteria |v | [

Select the relevant options to search against and then in the drop down box the option to Match ANY
criteria or Match ALL criteria is available for selection, then click on ‘Get Trainers’.
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Categaries Locations

Skills

[ Microsoft Excel

[ Microsoftword

[ Microsoft PowerPaint
[ microsoft outlook

Match ANY Criteria
Match ALL Criteria

| Match ANy Criteria |v | |EREIE

Any Trainers that match the criteria will then be presented.

Select the required trainer and date filter to view the Trainers calendar.

trainer calendar
PO Required fields are all shaded in this colour

Key

Standard View | Planner View

Hello, Eddie Talbot

" scheduled

Training or mesting partially orfullys cheduled

0 completed

Training na langer requiring actian

Other
Non-Training Activity

Categories Lacations Managers
Skills

Internal
O external

Match ALL Criteria v (EERIETEE

trainer list

Search

Return to BasicSearch

Start Date |11 Septemper 2010

{‘fk’_ End Dats [17 September 2010

:fh’_SnnBy Trainer [w|

B David Hill

Tuesday, 7 September 2010

08:00 - 17:00

Holiday

Wednesday, 8 September 2010

08:00 - 17:00

Holiday

Thursday, 9 September 2010

08:00 - 17:00

Haliday

[ #lyson Bushel
David Hill

[ Gavin Byrne

[ ianice MeCaurt
[ soe Thormas

Room Calendar

To view the room Calendar select Room Calendar from the home page
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Training Manager Training Portal

zin Menu

Hello, Eddie Talhot

8 my options 0 training roadmap

u__trainer calendar [ maximurm of 10 items are shown below)
view the full training roadmap
s Tozow Blackberry Retraining (BBRTOOL)

Start Date: 9 Jun 2010 | End Date: 9 Jul 2010
additional options

Mewe iPhone Launch (NIPLOOL)

8 wiew other trainer's calendars Start Date: 12 Jul 2010 | End Date: 25 Jul 2010
Reserving Rooms & Training (RRTO01)

Start Date: 2 Aug 2010 | End Date: 22 Aug 2010

w  setyour regularworking hours

A list of locations is then displayed in the left hand corner of the page and there will be the
option to expand the tree view if there are any rooms associated.

e

GENESYS Training Manager Training Portal

:Main Menu > Room Calendar

die Talbot

Hello,

room calendar

2\ Required fields are al| shaded in this colour

Key Standard View ' Planner View |
| scheduled h
L Searcl Start Date |21 July 2010 rm[ End Date [16 August 2010 f‘ﬁ Sort By | Room [+ ﬁ
Training or meeting partially orfullyscheduled
® .
o completed Infarmation
Training no langer requiring action There is currently no data to show. Click the arrows on the Tree View to the leftto expand the branches and see the Rooms
) Other Click on a Location to view the Calendars of the Rooms at that Location (including sub-Locations if they exist)
Non-Training Activity Click on an individual Room to view the Calendar of that Room only
rooms
=] @ Internal
Lol Aberdeen
Ll Alness

ml Bangaor

ml Barrow

Lsl Blackburn

12l Brentwood

ml Canterbury
5 -

Expand the location to reveal the associated rooms.
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Training Manager Training Portal

(=
=
N

GENESYS

Location : Main Menu = Roomn Calendar

Hello, Eddie Talbot

room calendar

PN Required fields zre 3| shaded inthis colour

Key Standard Yiew "-,\ Planner View \\.‘_

D ccheduled h b

= Searc Start Date |21 July 2010 (&[ End Date [18 August 2010 f’ﬁ Sart By | Room [w]
Training or meeting partially or fullys cheduled
o completed Information
Training no longer requiring action There is currently no data to show. Click the arrows on the Tree View to the left to expand the branches and see the Rooms.

' Othar Click on aLocation ta view the Calendars of the Rooms at that Location (including sub-Locations if they exist).

Hon-Training Activity click on an individual Room ta view the Calendar of that Room only.
rooms

B @ internal

=] ml Aberdeen
@ BRE Aberdeen 1
& B&E sherdeen 2
3 SERVICEMNGHMT Aberdeen 1
ml Alness
Ll Bangor
il Barrow

In the example below the location has been selected rather than an individual room and any activity
within the location is displayed under each room.

Training Manager Training Portal

Location : Main Menu > Roorn Calendar

Hello, Eddie Talbot
room calendar

/% Required fields are all shaded in this colour

Key Standard View ' Planner iew |

! acheduled

Search Start Date |21 July 2010 1‘.&1 End Date [1§ August 2010 ﬁ”[smw Room [ |

Training or meeting partially or fullys cheduled

@ compizted

Training no langsr requiring actian Friday, 23 July 2010

NewriPhone Laun: b (NIPLO01 - Evart 1 withlanice MeCourt

Other N 13:30 - 14:30 Attendees: 10, Max. Room Seating: 11

Nan-Training Activity

rooms
= @ Internal Wednesday, 21 July 2010
= il Aberdeen

e N
ﬂJ B&E Aberdeen 2
& SERVICEMNGMT berdeen 1 RS IGAS e e e o Il

1 alness .

1l angor Thursday, 22 July 2010

Lol Barrow

- i MewriPhore Launs b (MIPLO0Y }-Bvert 1 withloe Thamas
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Click on the training session to reveal the training detail, this will include who the Trainer is and

the scheduled attendees.

=
GENESYS

Location : Main Menu > Roorn Calendar

Hello, Eddie Talhot
room calendar
/% Required fields are al| shaded inthis calaur
Key
" scheduled

Training or me eting partially or fullys cheduled

o completed

Training na longer requiring actian

' Other
Han-Training Activity

rooms

=@ Internal
Bl [l aberdeen

ﬂJ B&E Aberdeen 2
ﬂJ SERVICERMMGMT sberdeen 1

Training Manager Training Portal

———
Standard Wiew | Planneriew

Search Start Date [21 July 2010 {&_!i:l End Date [15 Sugust 2010 [77] sore ey [ foam [

e

iday, 23 July 2010
X ’ NewriPhone Launch (MIPLO0L )- Bvert 1 with lanice MeCoun
17 14:30 Attendees: 10. hax. Room Seating: 11

@] B&E Aberdeen 1 <

N Employee 1D First Hame Last Hame
lnl Alness
- U_g250_simulator  abel Penunuri
B
Ll pangor U_8241_Simulator Diana Olsan
3
T “’J‘ Barrow HOunn Henry Dunn

B1 BaE Warrington 5

@Training Request : New iPhone Launch (MIPLOOL) mmmm: B&E Warrington 5
nj Training Man : Training Plan 1 g Trainer : Janice McCourt
(& Training Plan Event : Event 1 2 attendees Listed Below

Details :

Public Description
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View Other Trainer’s Calendar

Trainers have the ability to view other trainer’s Calendar by selecting ‘view other trainer’s
Calendar’. This may not be applicable to the Trainer Manager as they can already view the
trainer calendars that report into them, but the option is available.

f=

aENESYS Training Manager Training Portal

Location : Main Menu

Hello, Edcdie Talbot

8 my options o training roadmap
u trainer calendsr (4 maximum of 10 items are shown below)

s room calendar view the full training roadmap

u logout 3 Blackberry Retraining (BBRTOD1)
Start Date: 8 Jun 2010 | End Date: 8 Jul 2010
3 New iPhone Launch (NIPLOD1)
wiew other trainer's calendars Start Date: 12 Jul 2010 | End Date: 25 Jul 2010
3 Reserving Rooms & Training (RRTO01)
Start Date: 2 Aug 2010 | End Date: 22 Aug 2010

B aaditional options

a  setyour regular working hours

The ‘trainer calendar’ view is then presented and in the ‘trainer search’, type in any
combination of First, Last Name or Employee ID to find the required trainer.

Entering information in the ‘trainer search’ will bring up a list of trainers to select from.

<=

cEnEsYs Training Manager Training Portal

Location : Main Menu = View Trainer Calendar

trainer calendar

/% Required fields are all shaded in this colour

Key Standard View | Planner View |

" scheduled

Training or meeting partially ar fullys cheduled

Search Start Date [21 July 2010

f"\ End Date [18 August 2010 G‘i\SnnBy Trainer [ ] [

0 campleted trainer search

Training na langer requiring action

Wﬂwe, Last Name or Employee D.

Other
Non-Training Activity \atg—m—r//
700822515 A&k Argent

701572592 : Gavin Byrne
700657979 : Alyson Bushel
700727016 : Laura Cooper
T [701349989 : Judi Hall —
701034427 : Janice McCourt
802869360 : Tracy Merriman
803251043 : Joe Thomas
12345675 : David Hill
trainer_rnanager : Eddie Talbot
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After selecting the required trainer, amend the date range and click on ‘Go’.

Training Manager Training Portal

Locati Main Menu = YView Trainer Cal endar

Hello, Eddie Talbot

trainer calendar

 Required fields are al| shaded in this colour

».
Key Standard Views ‘-,‘ Planner Wiew \\.
" scheduled
senecuie Search Start Date [21 July 2010 *f*’L End Date [13 August 2010 “?"Lsmay Trainer ] IEEN >
Trainingor meeting partially orfullys cheduled * *
@ complatad trainer search

Training no longer requiring action
Type any combination of First Name, Last Name or Employee 1D,

' Other

Han-Training Activity

12345675 : David Hill

@ Information

There is currently no data to show.

Any activity associated to the trainer will then be visible.

Click on the training session bar to view the training detail.

(=

= Training Manager Training Portal

=
GENESYS

Lecation : Main Menu = View Trainer Calendar

Hello, Eddie Talbot

trainer calendar

P Required fields are all shaded in this colour

-
Key Standard View | Planner Wiew \

" scheduled

Search Start Date |21 July 2010 f*"l End Date [16 August 2010 “‘?ﬁsmm Trainer s E

Training or mesting partially or fullys cheduled

o campleted trainer search

Training no langer requiring action
Type any combination of First Mame, Last Name or Employee D

| Other
Nan-Training Activity

Wednesday, 21 July 2010

NewriPhone Launc b (NIPLOD1 - Evart 1 inCSALESWarringtond.

15:45 - 16:45 Attendees: 10, Max. Room Seating: 11
@Training Request : Mew iPhone Launch (MIPLOOL) !HJ Room : CSALES Warrington 4
= Training Ptan Training Plan 1 2 Trainer : David Hill
(B Training Plan Event - Event1 & attendees listed Below
Details
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Set Your Regular Working Hours

Trainer working hours are kept up to date in Training Manager by selecting ‘set your regular working
hours’. This may not be necessary for the Trainer Manager if they will not be scheduled to deliver any

training.

=

GENESYS

Location : Main Menu

Training Manager Training Portal

8 my options

W trainer calendar

¥ room calendar
% logout

B additional options

a  wiew other trainer's calendars

a  setyour regularworking hours

Hello, Eddie Talhot

0 training roadmap

Starting between 4 Jul 2010 and 4 Sep 2010
[& maximum of 10 items are shown below)

view the full training roadmap

3 Blackberry Retraining (BBRTO01)

Start Date: 9 Jun 2010 | End Date: 8 Jul 2010
3 New iPhone Launch [NIPLOD1)

Start Date: 12 Jul 2010 | End Date: 25 Jul 2010
¥ Reserving Rooms & Training (RRTO01]

Start Date: 2 Aug 2010 | End Date: 22 Aug 2010

The current default hours that Training Manager will use for scheduling will then be presented. If any
amendments have to be made, use the drop down list to select the correct times against the
appropriate day. This option should not be used for excluding dates and times due to holidays as these
are entered as per the instructions in the Trainer Calendar section. The hours entered are then
immediately updated in Training Manager and are visible against the trainer.

Main Menu = Setwarking Day Defaults oo

03

Set Working Day Defaults oa

05

Training Manager Training Portal

i ~
01
Hello, Eddie Talbot 02

06
a7

[ 8 b

09
10

O Informa

11
Editthe listbelg2

13
Day of week 14 Time End Time
15 L
Monday g o0 [w] [18[w][00[v]
17
Tuesday 18 o0 [v] [18]v] 00 [v]
19 [w
Wednesday | 09 [w) | 00[w| |18 [w|[00[v]
Thursday |02 [w] |00 [v] |18 [v] 0o [v]
Friday |08 [v|[00[w] |18 ]v|[00[v]
saturday |03 [w] |00 [w] [18[w] 00[v]
sunday |03 [w|[00[v| [18]v][00(v]

&8

tyour default working days and hours.

Earliest Lunch Start Latest Lunch End

11 [w][oo[w]  [1av][30]v]
11[v][oov] [13[v][30[v]
11 [w|[00[w] [14]v][30]v]
11[w][oo[] [13[w][30]v]
11w (oo~ [13]x][30][+]
11 [w][oo[w] [1a[v][30]v]
11 [w][o0[w] |13 ]w][30]v]
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Training Roadmap

Select ‘view the training roadmap’ from the home page (the latest scheduled training will be
visible on the home page under training roadmap).

©

GEnEsYS Training Manager Training Portal

Location : Main Menu

Hello, Eddie Talhot

8 my options 0 training roadmap
u trainer calendar {4 maximurm of 10 items are shown below)

view the full training roadmap

@ room calendar

u logout &lackherry Betraining (BEETIN
o Start Date: 9 Jun 2010 | End Date: 3 Jul 2010
3 Hew Phone Launch (NIPLOCL]

% wiew other trainer's calendars Start Date: 12 Jul 2010 | End Date: 25 Jul 2010

¥ Reserving Rooms & Training (RRTO01]

H] t | king h
SELyOUr reguiarworking nours Start Date: 2 Aug 2010 | End Date: 22 Aug 2010
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The training is color coded based on the status indicators.

S Training Manager Training Portal

GENESYS

Location : Main Menu > Training Roadmap

Hello, Eddie Talbot

training roadmap

%\ Required fields are all shaded in this calour
Key Stant Date [04 July 2010 H End Dats [04 Seplember 2010 H san By
Click anystatus belowto filter

0 Unscheduled

Training waitings cheduling

3 scheduled

Training or meating partially ar fullys cheduled

o completed

Training na longer requiring action

Show all

Click on the training session to reveal any additional details, such as Objectives or Additional
Notes.

The training sessions can also be filtered using the ‘sort by’ pull down box.

s Training Manager Training Portal

Location : Main Menu = Training Roadmap

[l o Talbot =
training roadmap

2 Required fields are al| shaded in this colour

Key Start Date |04 July 2010 H End Date |04 September 2000

rﬂSunBy Date - M

Clickamystatus belowta filter

o Unscheduled

Training awaitings cheduling

Objectives
r Supporting training based on skill gaps identified
scheduled
Training or meeting partially orfullyscheduled Additional Notes
This training is required across all areas impacted by the scheduled marketing activity
o completed

Training no longer re quiring action

Show all

o Nemeelmh@eon s ey 2000
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