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Preface

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

Access has been provided for managers to view the training activity that their agents
have been scheduled for, together with the trainer, room, and reason for the training.

The training roadmap for any scheduled training activity is also visible.
This document is valid only for the 8.1.1 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 8.

About Genesys Training Manager

Genesys Training Manager enables companies to create, manage, and schedule multiple
agent training activities, team meetings, and one-to-ones automatically in Genesys
WorkForce Management (WFM). The training scheduling process can include rooms
and trainers, or any combination of agent, room, and training. Team meetings and one-
to-ones automatically include the manager.

A browser-based Web portal is included as part of the application, allowing visibility
into the scheduled training and meeting activity, together with any other available
details. For example, it describes the reason for the training, the room, the identity of the
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Preface Making Comments on This Document

trainer, any pre-training work of the manager, and who attended. This portal
automatically updates Training Manager, and if there were any non-attendees these can
be "mopped up" automatically as part of the scheduling process.

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.

Contacting Genesys Technical Support

If you have purchased support directly from Genesys, ,see the Contact Information on
the Tech Support website. Before contacting technical support, refer to the Genesys
Technical Support Guide for complete contact information and procedures.

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.
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Preface

Document Conventions

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:

* Genesys Technical Support website at http://qenesyslab.com/support.

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

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.

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 Migration Guide for more
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Preface

Document Conventions

»  Definitions of (or first
references to) unfamiliar
terms

*« Mathematical variables

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.

Monospace font

(Looks like teletype or
typewriter text)

All programming identifiers and
GUI elements. This convention
includes:

e 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.

e 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 box.

In the Operand text box, enter
your formula.

Click 0K to exit the Properties
dialog box.

T-Server distributes the error
messages in EventError events.

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

Enter exit on the command line.

Angle brackets (< >)

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

smcp_server -host
{confighost>
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= Genesys

Web Portal Manager

The Manager

When the manager logs on to the system, he or she is presented with a home page view similar to

the following example.
The manager has access to:

= manager calendar

= agent calendar

= room calendar

= set your regular working hours

= set exceptions to your regular hours
= change your time zone

= training roadmap

The home page is separated into two sections, my options in the left pane and training roadmap in

the right pane.
The option to log out is available in the top-right corner of each screen.

Training details will only be visible in the portal if training sessions have already been created in

Training Manager.
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Web Portal Manager The Manager

When the manager logs in initially, a time zone must be selected from the drop down box. Click
on Continue to access the home page.

< Genesys
Location : Main Menu > Change Time Zune
Alice Talbat - [alice]

Training Manager Training Portal

Logout

Choose Your Time Zone

Please choase yaur Time Zane fram the list below This will eable all dates and times to be displayed in your lacal time

ym@

Home page.

< Genesys

Laearian  Main Meny

Training Manager Training Portal

Allce Talbot - [alica]

Logout
o my options o training roadmap
B ctorting betureen 10 May 2012 ard 10 Jul 2012
u  manager calendar {4 maxienum of § items are shown below)
w agert ealendar View the full Training Roadmap

= rocm calendar 8 New Preduct Training {NETOOL

ICECETTITT—

18 Jun 2012 - 30 Jun 2012
u 3t your seguise umrang houes  5elf Learning Time (521001}

= el nl.eullmu o your r:Iu'Iol hours 18 Jum 2012 - 30 lun 2012

1 |)|u||||! paur Ume zone

e
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Web Portal Manager My Options

My Options

Manager Calendar

Clicking manager calendar on the home page will present a standard view of any scheduled activity.
This will include any team meetings, one-to-ones, or other activity that has been entered on the
Planner View tab.

Click Main Menu at any time to return to the home page.

< Genesys Training Manager Training Portal |
Mansger Calendar
Alice Talbot - [alice]
manager calendar
1 Reguired fields
Legend @m\
D scheaied | search o g
B R AN Search s D 57 Wiy 072 [ eaome BT a2 P4 sonmy [t =] BN
0 Completed
Evars na ipeger repuiring sctan
8’ Other
Oner calendar eecras
E
Monday, 18 lune 2012
Tuesday, 19 June 2012
Ganemyy Praining Manager Porssi .1 1 g © 2011 &
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Web Portal Manager My Options

Clicking one of the schedule bars will reveal any details associated with that scheduled item.

In the following example, the scheduled one-to-one is with agent Linda Sweeney.

< Genesys

Location ; Main Menu = Mansger Calencar

Alice Talbot - [alice]

manager calendar
¥\ Reguired fields

Legend

¥ scheduled

Tvants pactiaty o fully 1chadied

0 Completed
Eunrtn an inegar respiring aan

D other

Orer calendar eewries

Ganem Trairing Manager Farsi 0.4 1

Training Manager Training Portal |

. g
\ >
ice Talbot

& monager: atcemaibot B noom: <manes

Empoyee 1D First Name  Last Name
U_8329_Simulater  Canli Stofe

anday, T8 lune 2077

Clicking the PLanner View tab will present a calendar view of any scheduled activity, as shown in the
following example. The planner view can be displayed by day, week, or month, as required.

12
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Web Portal Manager My Options

= Genesys Training Manager Training Portal

Lacatian : Main Menu » Manager Calendar

Alice Talbot - [alice] Lﬂgout.

manager calendar

2\ Required fields

Legend

| No Category

i e 30 3l 0L Jun 2
4 5 & 7 A 8 10
mare
u 12 13 14 15 6 17
[EmTreesaE yr—

18 19 20 21 22 23 24

25 28 an 28 29 30 01 hul

e rer——— e ————

Germaya Frainiog Mamager Pertal .11 Eurright € 2012 Shver Liring Sehutiens Lud. M1 Rights Reaerved.

Each event is color-coded, as explained in the legend on the left side of the screen.

Training Manager will schedule team meetings and one-to-ones based on the agents’ scheduled
activity in WFM and their manager’s availability. The manager therefore has to keep his or her
availability in Training Manager up to date.

On the PLanner View tab, the manager can enter any non-availability time directly into Training
Manager through his or her Web portal.

To enter any non-availability time, right-click the required date, and three options are presented:

=  New
= Go to Today — Selecting this will take the planner view to the current date.
= Toggle 24 Hours/Business Day — Selecting this will present the planner view in a 24-hour
view.
For example, to enter a holiday, select New.
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Web Portal Manager

= Genesys Training Manager Training Portal

manager calendar

Eer et e

|||ig

Ty e

oyt B U e oy bt e b

The New Manager Calendar Entry dialog box is then displayed.

My Options

Enter details in the Subject box, and complete the Start time and End time boxes if the entry is for a

single day.

Select a category in the drop-down list. (Categories are color-coded, as explained in the key on the

left side of the screen.)

To create an entry for multiple days, select the Recurrence check box.

= Genesys

Lpcation = Mpin Mess > Manages Clenzar

‘Alice Talbot - [alice] |

manager calendar
) Baguied Falde

Legend

=

Training Manager Training Portal

et P Vg St 113

Lot € 011 v v Mt LI A7 Bt bt

14
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Web Portal Manager My Options

For multiple-day entries, use the Recurrence option to create individual events on the Standard View
tab.

In the following example, a two-day holiday is being entered into the manager’s calendar. The start
time is 20/06/2012 at 08:00, and the end time is 21/06/2012 at 17:30. This will then create two
separate holiday entries on the standard view.

= Genesys Training Manager Training Portal

Location : Misin Mend = Manager Ciensar

manager calendar
15 Bequired fekds
Legend

| o caregary

i)
@ whey I |

o Cuity
n ey
Monthiy
Vearly

15
i N endl date Enc aker T occumences @ tnd by 2

Every wockday

Select the relevant category in the drop-down list. This will display the entry with the associated
name and color-coding for easy visibility. (The categories are created in Training Manager.)

= Genewys Training Manager Training Portal

manager calendar

gt B

e e L EEY

L B I vy b e
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Web Portal Manager

My Options

After you select the Recurrence check box, the recurrence options become available. In this example,
because the entry is for two days, Dai Ly has been selected, together with Every weekday to exclude

weekends, and an end date has been selected.

manager calendar

Wi g Ny

Ui et

i "oy i

Training Manager Training Portal

o B L ey ey o S

Click save when all of the details have been completed, and the event will then appear in the manager

calendar.

£ Genesys
Location ; Main Menu » Manager Calendar

Alice Talbot - [alice]

manager calendar

Training Manager Training Portal

%4 Reguired felds
legend Standard View | Planner View |
[ No Category | m Open in new window % Click here to Refresh
Fo ) o 30 3l 01 Jun 2 3
4 5 6 7 3 k] 10
my
11 12 a3 14 15 168 Aar
s s T~ » y
25 26 il 28 29 20 L
[ouer 124 na o Ompon Ak | Emrrrorsecorspreyres ey ey
‘Genesys Training Manager Poral §.1.1 Capy
16 Genesys Training Manager 8.1.1




Web Portal Manager My Options

The event will also appear on the Standard View tab as an entry for each date.

< Genesys Training Manager Training Portal

Location : Mein Menu = Maneger Calendar

Alice Talbot - [alice]

manager calendar

1 Reguired fields

Legend @m

0 scheduled Search o TR 8 st BT 38 s i 5]
Evars gartasy or fulty scheduied . 1) ]
0 Completed B Alice Taliot

Evants na ineger reguiring acvien Sunday, 17 June 2012

Monelay, 18 June 2012

Tueseliry, 19 hune 2012

Wednesday, 20 June 2012
08001730 gt savings)  Holiday
Thursday, 21 lune 2012

Friday, 22 June 2012

To edit an existing entry—and only events created on the PLanner View tab can be changed—
right-click the entry, and this will present three options:

» Edit — Change the original entry either by individual date or by the complete set of multiple
dates.

= Delete — Delete the individual date.

* Delete Future Occurrences — Delete the multiple dates associated with the entry.

Select the appropriate option.
= Gy Training Manager Training Portal

e LT o T

manager calendar

Mgl Tty
(L] [ . g
[r=—— | 0 i e v -t
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Web Portal Manager

My Options

In this example, Edit has been selected, which presents two further options:

» Edit only this occurrence — Edit the individual date.

« Edit the series — Edit the complete set of multiple dates.

< Genesys

Location ; Main Meny » Manager Calendar

manager calendar
1 Reguired flelds

Legend

Mo Category

Gumsas Trainiog Marager Pertal .11

e "
Starddard View | Planaer Veew

Training Manager Training Portal

2 Ggen in new window = Click here to Refresh

Your cusrent time rone is GMT,

@Edit anly this occunrence.

(ESt the series.

=

Ceppright & 2002 Shver Lk

18
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Web Portal Manager My Options

Agent Calendar

Clicking agent calendar on the home page will display a list of agents that the manager has
access to.

=
GENESYS

Training Manager Training Portal

Location : Main Menu

Hello, Gordon Benson

B my options o training roadmap

% mapagercalends (A maxirur of 10 iterns are shown below)
w agent calendar view the full training roadmap

w room calendar 3 Blackberry Retraining (BBRTOO1)

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

3 logout 3 Mew IPhone Launch [NIPLOOL)

B) additional options Start Date: 12 Jul 2010 | End Date: 25 Jul 2000
W Reserving Rooms & Training (RRTOO1)
Start Date: 2 Aug 2010 | End Date: 22 Aug 2010

s setyour regular working hours

w  set exceptions to your regular hours

The list of agent names is presented in the bottom-left corner of the screen. (The list of agents
will be managed automatically if Genesys Training Manager Portal has been integrated with an
internal company data source, or this will be manually managed by the Genesys Training
Manager Portal Administrator).

Training Manager Training Portal

GENESYS

Location : Main Menu = sgent Calendar

agent calendar

/% Required fields are all shaded inthis colaur

Key
Search Start Date |21 July 2010 *E"L End Date [18 August 2010 ‘“’l SortBy | Hame [w] ﬁ
" scheduled
Trainingor meeting partially arfullys cheduled @ Information
o completed There is currently no data to shaw.
Trainingna longer requiring actian @ Information %
calendars Tick one or more &gents on the left-hand side and click the Go button

Selact All | Unselect All

8 oy say

8 O andrew Faust

& Ocelests Murnphrey
& Clabel Penunuri

& Ooians ofson

a8 [izn sohnson

& Delenison olson
B eslie tyn

& [isz Low

8 [iyana Muchow
.
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Web Portal Manager My Options

Selecting agents and then clicking 6o will automatically list the agents’ training activity within
the specified date range.

< Genesys Training Manager Training Portal

Loeatinn = Kain hera > Agent Calenaar

Alice Talbot - [allce] |

agent calendar
s Required fiekds

Legend
; Search PO - 1 mmmem.,'hE@
J Scheduled

R Tick one ar mose Agents oa the left hand side and elick the 1o view all of these gether. ar clik your name under "My Calendnr” ta view yaur awn ealendnr.

ﬂ Completed
Iuarss naionges squnng ashon Friday, & June 2012

my calendar

Sumday, 17 June 2012

& lice Taibot

managed calendars

salact a1 | Uspaact 20 45

& ¥ amy 1y Saturday, 23 lune 2012
B 1) srdirews Faust r ——
& [Cgandi Heal 4TSS
& Haentin

& Mlgriancren

& [l and stoioe

& 1 gk cimrkson

& Mleduardo Gaccio

8B T gurute] kaur

& I eney vunn

& Tian sehnzen

&1 ivan staart

& "I xathy Gurin

&1 kim i

& Clearey fin

& [iinda Sweeney

& sy Gail

B 1 cole stutts

& |Clpele Lotsnl

& [shane canson

& [l sean Golnman

Gianasys Training Lianager fomi £ 13 Eapyriger
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Web Portal Manager My Options

Clicking one of the training session bars will expand the bar to reveal the trainer, the room, and
any session details. The training status is color-coded, as explained in the legend on the left side
of the screen.

= Genesys Training Manager Training Portal

Loeation = Main Mere) > Agers Calensiar

Alice Talbot - [alice]

agent calendar

 Aequired fields

Legend —
Search saws aes 58 Mg 2013 [ (na e T 077 [ st e =] A

o Sckeduled

D complen Frielay, 8 lune 2012

Everas o eager raurieg IRER r - v Taarn Mewtivg.
my calendar
sunday, 17 lune 2012

09:00.-09:30 GMT (Daylght Sovings) [ i et

& aiiee Tlbor
managed calendars

Saturday, 23 June 2012

&
g i
H
g

. 29 June 2012

430 - 1500 GMT (Daylight Savings) e anrdd (B Locaton & Bam &

A8 Training Rrqurst s New Produrt Training (NPT001) & Tralner : L1y Meanald

& Tralning Event:  fvent | Bl aoom:  iscatian 1 Rao

turday, 30 June 2012

14:30 - 15100 & . ey

PPEROPPEPPEEPPROEB PG

The option to view scheduled activity for all of the agents is available by clicking Select ALL.

This option allows the manager to view all of the team’s scheduled activity. The information is
presented in a view similar to the preceding example, with all of the scheduled training activity
listed down the right side of the screen.
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Web Portal Manager My Options

Room Calendar

The manager also has the option to view the training activity by individual room, by clicking
room calendar On the home page.

= Genesys Training Manager Training Portal

Anearion ¢ Main Meny

Alice Talbot - [alice]

o my options o training roadmap

Starting hetwern 11 May 2042 and 11 jul 2012

% et vour reguler working hours

s
® et euceptians to your regular haurs 18 o 2002 - 30 Jun 2012

» change your fime zone
Taur cueTam B pome 1 Gt

Cogyraet © 2002 b Lising Stht o Lis &0 Signts Saare
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Web Portal Manager My Options

A list of all of the locations is displayed in the bottom-left corner of the screen.

= Genesys Training Manager Training Portal

Location : Main Merw > Room Calendar

room calendar

£ Reguired fields

Legend Standerd View | Planner View |

i

P Schedulied

- Search start ctats [ Wy 2012 :il e iaze [ 2o 2012 [ ot i [ =]
Everns parvaty ar fuly senesuied b b |
O completed D information

Evarts iz g feuiring action There Is currently no data to shaw. Click an  Location In the Treeview toview oll the Calendars of the Rooms at that Location, or expand any La<ation to view the Rooms at that Location. €lick an an

individual Ruom to view the Calendar of that Reom enly.

rooms and locations

= 0 interna
® Al wendan
@ il Manchester

Copyeight € 2012 Shrer Liring Selutiens Lud. A Rights Reserved.

Garays Trairing Marager Purial £11

Expand a location to reveal the individual rooms.

= Genesys Training Manager Training Portal

Location : Main Menu > Room Cakenasr

Alica Talbot - [alica] Logout
room calendar

2 Required fields

Legend Stardard View | Planner View
1} scheduled
Search saar tone B Wiy 2012 5 tod taee BT TOTE ) o |
Evarts partialy or fully schwdled L (L)
D completed @ Infarmation
[warinna leages mqurngacton There is currently o data to show. Click on & Locatian in the TreeView to view all the Calendars of the Rooms at that Locstian, ur expand any Location to view the Rooms st that Location. Click an an
) ot Individusl oo o view the Calendar of that Room oaly.
et

Curar calengar enries
rooms and locations

= @ internal
L tondan
2l Manchester
] 1oeation 1 Roam 1
] 1oeation 1 Roam 2
B 1ocation 1 Roan3

O Fxterrnl

Gy Temining Manage Fortal 8.3 Copyrigrs § 2012 Shver Lining Sotutions Lg. Al Righes Reserved,
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Web Portal Manager My Options

Select either the location or an individual room, adjust the date range if required, and then click
Go to view the details.

< Genesys Training Manager Training Portal

\ieation = Main Mee » Raom Calensar

Alice Talbot - [alice]

room calendar

A Bemquaired fiedds

Ligend Staerdard Voew Flarne View |
D scheduled Search

Everas parvary o Faly scrasiind

D completed D Manchester fnom |

Everta 1o kg reguiring action sl A0 1., ans3

1‘9 Other - -

i Click on either the

rooms and locations Iocation name Or

S internsl . - .
Ziﬁ”M an individual
oo | room.

& ecarion 1 Room 3
O evteennl

Saturday, 23 June 2012

Click one of the training session bars to display the training activity, as shown in the following
example.

= Genesys Training Manager Training Portal |
Locazlon ¢ Main Merus > Room Calendar
Alice Talbot - [alice] |
room calendar
¥\ Required filds.
Legend Standiard View | Blannes View
D scheduted
i iz 8 [ f
P Y —— Sty ot B MY 2012 ¥ eavan BT DTE 1 sy e [ R
D complted
Zverm na ‘anger reguning amies dav 1%
10 other
[p—
rooms and locations & Tuaining Request ;  New Product Training (NPT001) & Tesiner s Lucy McDonald
2@ imemat 8 Tusiving Fvent : Eueet 1 Eroom:  Manchester Raam 1
& il tonden =
= B sanchesis tmployee 10 Fiest Mame  Last Name
. socxtonihimas: U_7005_Simulatue  Larry Fin
7 R U_2335_Simulator Lindssy  Marie
- R u_g235_simulater Trsty weal
0 eternal Wednesday, 20 June 2012
Thursday, 21 June 2012
Fritkay, 22 lure 2012
1
Saturday, 73 luna N3
sunday, 24 June 2012 =
e m——— ¥ LA ! : L
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Training Roadmap
The latest scheduled training activity will be displayed in the training roadmap in the right pane
of the home page, as shown in the following example.

Click view the full training roadmap to view all of the training sessions currently scheduled in
Training Manager.

= Genesys Training Manager Training Portal
Lotation : Msin Menu
[ Alice Talbot - [alice]

o my options o training roadmap

u  manager calendar T ATE

u ngent calendar iew the full Tralning Roadmap

% roum calendar

i i —

¥ netyour reguisr warking haurs

el enceptions b your regulsr hours 14 Jun 2012 - 50 dun 3012

Gty Training Manager P01 4

Coppeigr 8 3713 Sheee Liring Soksions Lt All Rigees Ressrvact

Any scheduled training activity for the specified date range will be presented on the right side of
the screen, and clicking one of the training session bars will reveal any additional details.

The training status is color-coded, as explained in the key on the left side of the screen.
There is an option to filter the sessions by using the sort By drop-down list.

Click one of the training session bars to reveal any additional details, such as objectives or
additional notes. The training sessions can also be filtered by using the sort By drop-down list.
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£ Genesys Training Manager Training Portal

Anearion ¢ Main Men > Tralnisg Reagmas

‘Alica Talbat - [alica]

training roadmap
i Required fields

Legend

Sk @y TTIRS Defew 10 Titer By thae Nt

O unscheduled
e amating schedudng

0 scheduled
Evanta patadly e fulty schiduled

D completed

Evwrits e lrger teting acten

Other

Ot caiwrder wttin

show all

Set Your Regular Working Hours

To be able to schedule team meetings and one-to-ones, Training Manager needs to have information
about the manager’s availability and working hours. (The scheduled hours of agents who report to
the manager are taken directly from Genesys WFM.)

Click set your regular working hours on the home page to view the manager’s current default
working hours.

= Genesys Training Manager Training Portal

Lovation : Mein Menu

‘Alice Talbot - [alice]

o my options o training roadmap
Starling between 11 May 2012 and 11 Jul 2012
M mansger calendar Iﬂ maximum af § ttems are shown below|
= agent calendar View the full Training Roadmap
w  roam calendar w New Product Tramng (NFTOUT)

230 bun 3032
earning Time (sLT001)
W vel mrenplion b your peguls hours 18 Jun 3012 - 30 Jun 013

26 Genesys Training Manager 8.1.1



Web Portal Manager My Options

This will present the default hours, as shown in the following example. In this example, the manager
does not work Saturday or Sunday, and therefore these days are not selected and are highlighted.

£ Genesys Training Manager Training Portal

Lucation ; Main Meru > Set Wurking Day Defauns

Alice Talbat - [alice]

Set Your Regular Working Hours

O Information Cay Of Week  Start Time EndTime 158 Warking Day
Chamge the data ta set your default working days and wanday [07[=][00[=] [19]=][ea]x] &
hensrs This highlight represents a nar-warking day westor [E] 0] BRI ®E ®
wednesday |07 [=]|00[=] [19[=][e0[=] @
thursday |07[=][00[x] [1a[z][ea[=] &
=llon[E = v

Friday 07 =

Saturday 0
Sunday

To change the default hours, use the drop-down list to select the required time. To change the
working days, either select or clear the days by using the check box on the right side, under Is a
working day.

These default working hours are used on the set Working Days screen in the next section.

= . Tralning Manager Training Portal
i | RS e R St D R

eLces-—eiz3
Set Your Regular Working Howrs

o e s DRSBTS

=y ot 4
AT 1 Y e LS St e and tipmigy =] i m] (mE]
i W g T § R SR Bl

eniley 1 W) Om o m| II =

-
o T L]
e ([ (W (WEl=

Ea
s gy W] (E]

E

T

o

ey

+
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Set Exceptions to Your Regular Hours

The default working hours feed through to the manager’s working days and hours, and Training
Manager uses this information to identify when the manager is available to schedule any meeting
activity.

Any changes to the manager’s regular hours can be made by clicking set exceptions to your
regular hours on the home page.

= Genesys Training Manager Training Portal
Lotation : Msin Menu
‘Alice Talbot - [alice]

o my options o training roadmap

u manager calendar {4 maximum of § tems are shawn below)
View the tull Training Roadmap

u New Product Tréning INFIOUL]
Business Spansars - & N Caner

18 11 - 30 Jun 2011
= seif Learning Time (5LT001]
16 Jun 2012 - 30 Jun 3012

Gararys Training Marager formai 11 1 Copyigr § 3012 St Liring Sckuions L AU Rigees Rasarvadt
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In the following example, weekends are identified as non-working days for the manager by default,
as specified on the Set Working Day Defaults screen in the last section.

Note: No changes can be made in the 14-day period that immediately precedes the
affected date.

£ Genesys Training Manager Training Portal

Location : Main Menu > Set Working Days

‘Alice Talbot - [alice] Logout

Set Exceptions To Your Regular Working Hours

@ Information Month/Year: [June [+][z022]~]
C*‘:’Lge"*e data below to setyour default working 8avs  pay of Week Use Default Hours  Start Time EndTime  lsaWorkingDay  Dayof Wesk Use Default Hours  Start Time EndTime  Isa Working Day
and hours.
This highlight represents s nan-working day i o7|zjiool=] [19]zlo0 seee
£ Important sat2 sun17
Please do not use this form to define periods of Sun3 Mon 18 .
scheduled absence (e.g. Holidays, Training Days] where wion & ey T o 197100 e
you would otherwise be working.
This form is for specifying UNPAID, NON-WORKING time Tues 1]~ ]jo0 22| 7 ][00 Wed 20 .
only. wed s 07[=][00]=] [12[=][o0 Thu 21 7
Thu? 7 Fri2z 7
Frig 7 sat23
sat9 Sun 24
sun 10 Mon 25 7
Mon 11 7 Tue 26
Tue 12 1 o 22{~|[o Wed 27 7
wed 13 o7[~][o 19]~][o Thu 28 7
Thu 14 7 Frizg .
Frils 7 Sat 30
[sove |
Genesys Training Mansger Portal 8.1.1 Copyright B 2012 Silver Lining Solutions Ltd. All Rights Reserved.
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To make any changes, clear the Use default hours check box for the required date to indicate that
the hours are not the default working hours.

Change the hours by using the drop-down list to select the required hours.

Leave the Is a working day check box selected, and Training Manager will use these changed hours
when scheduling any activity on that date.

This procedure should not be used to change hours because of holidays. It is only used when the
manager is working hours that differ from his or her normal working hours.

£ Genesys Training Manager Training Portal

Location : Wain Menu > Set Working Days

Logout

Alice Talbot - [alice]
Set Exceptions To Your Regular Working Hours

@ Information Month/Year: [june [=][2012[~]
Change the data below to setyour default working days  pay of Week Use Default Hours  Start Time EndTime  IsaWorkingDay  Dayof Week Use Default Hours  Start Time EndTime  IsaWorking Day
and hours.
Fril t16

This highlight represents a non-working day.

Sat2 Sun 17

% Important
Sun 3 Mon 18

Please do not use this form to define periods of
scheduled absence (e.2. Holidays, Training Days) where Mon & Tue 18
you wauld otherwise be working.

This form is for specifying UNPAID, NON-WORKING time Tues Wed 20
only- Wed 6 Thu 21
Thu7 Frizz
Fris sat23
sato sun24
Sun 10 Mon 25 07[+](oo[7] [19[~] 00[~]

=

Mon 11

Tue 12

Wed 13

Thu 14

Frils
[Save |

Clear for the
required date.
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