S Genesys

Genesys Training Manager 8.1.1

Web Portal Trainer Manager
Guide



The information contained herein is proprietary and confidential and cannot be disclosed or duplicated
without the prior written consent of Genesys Telecommunications Laboratories, Inc.

Copyright © 2009-2012 Genesys Telecommunications Laboratories, Inc. All rights reserved.

About Genesys

Genesys is the world's leading provider of customer service and contact center software - with more than 4,000
customers in 80 countries. Drawing on its more than 20 years of customer service innovation and experience,
Genesys is uniquely positioned to help companies bring their people, insights and customer channels together to
effectively drive today's customer conversation. Genesys software directs more than 100 million interactions every
day, maximizing the value of customer engagement and differentiating the experience by driving personalization and
multi-channel customer service - and extending customer service across the enterprise to optimize processes and the
performance of customer-facing employees. Go to www. genesys Lab . com for more information.

Each product has its own documentation for online viewing at the Genesys Technical Support website or on the
Documentation Library DVD, which is available from Genesys upon request. For more information, contact your sales
representative.

Notice

Although reasonable effort is made to ensure that the information in this document is complete and accurate at the
time of release, Genesys Telecommunications Laboratories, Inc. cannot assume responsibility for any existing errors.
Changes and/or corrections to the information contained in this document may be incorporated in future versions.

Your Responsibility for Your System’s Security

You are responsible for the security of your system. Product administration to prevent unauthorized use is your
responsibility. Your system administrator should read all documents provided with this product to fully understand the
features available that reduce your risk of incurring charges for unlicensed use of Genesys products.

Trademarks

Genesys and the Genesys logo are registered trademarks of Genesys Telecommunications Laboratories, Inc. All
other company names and logos may be trademarks or registered trademarks of their respective holders. © 2012
Genesys Telecommunications Laboratories, Inc. All rights reserved.

The Crystal monospace font is used by permission of Software Renovation Corporation,
www . SoftwareRenovation.com.

Technical Support from VARs
If you have purchased support from a value-added reseller (VAR), please contact the VAR for technical support.

Ordering and Licensing Information
Complete information on ordering and licensing Genesys products can be found in the Genesys 7 Licensing Guide.

Released by: Genesys Telecommunications Laboratories, Inc. waw. genesyslab.com

Document Version: 81_trainingmgr_trainermanager_08-2012_v8.1.101.00

2 Genesys Training Manager 8.1.1


http://www.genesyslab.com/�
http://genesyslab.com/support/dl/retrieve/default.asp?item=B6C52FB62DB42BB229B02755A1D12650&view=item�
http://www.genesyslab.com/�

S Genesys

Table of Contents

o (=3 = T = SRR 5
About Genesys TraiNiNg MaNAGET ..........coiiiiiiiiiie e e e e e e e e e et aeeaaeas 5
Making Comments on ThisS DOCUMENT .........oiiiiiiicc e a e e e enaaes 6
Contacting Genesys Technical SUPPOIt ...........uiiiiiiiii e 6
Related Documentation RESOUICES.........c.u it e e et e e e et e eeens 6

L= o1 P PP SR TP PR 6
DoCUMENT CONVENTIONS ... ..ottt et e e e e e e e et e e e e e e e eeeraa e eeeeaeeeens 7
DoCUMENT VEISION NUMDET ... ..uiiiiiiiiii e a et e baaa e s e e aasasasasasasasasssasssnsssssnsssnsnnnnnsnnnnnns 7
Screen Captures Used in ThisS DOCUMENT..........coiiiiiiiiii et e e e e s e e e e e e e e eeanees 7
TYPE SHYIES ..ottt et et e e e e e e er e e e e e e e e e e 7
QIR LTS 18T/ [T PR POPRPRR 7

Web Portal Train@r MANAGEY ......coooiiiiiiiie et e ettt e e e e e e eeaat e e e e e e e aeeeennanneens 9
The Trainer MANAQGET .......uuuiii et e e e e e ettt e e e e e e e e e e et e e e e e e e e eesba e eeeas 9
YA @ o] (o] - TP TR PPPE 12

LI = 1L =T = =T o =T PRSPPI 12
102 1= gl Tl R =T oL o AV AT PSPPI 16
HOME LOCALION VIBW .....uiiiiiiiiiii bbbt aba b abab e babasasasasasasnsasasnsasasnssssssnnnnsnnnsnnnnnnnns 20
F o E=T 01T 1= LY Ao S 20
Advanced Search OPLION ... ..o e ettt e e e e e e et e e e e e e e e e e e e e e e e e e e nrnnneeaens 21
ROOM CAlENAAN .......eeeiiiiei bbb a e ba b et et et atasasasasasasasasssasssasssssssnsasssnsssnssnsnnnnnnsnnnnnnnns 23
View Other Trainers’ CalENAArS ..........ouiiiiiiiiiiiiiieeeeeee ettt ee e e e e e eeeeeeeeeeeeeeeeeeeeeeeeeeseeeeeeeeeeeeeeeeeeeeeees 26
Set Your Regular WOrking HOUFS .........ooueiiiiiiii ettt e e e e e et e e e e e e s ernrneeaaaeeeanns 28
TrainiNng ROAAMAD ... 29

Genesys Training Manager 3



Web Portal Trainer Manager Table of Contents

4 Genesys Training Manager 8.1.1



S Genesys
Preface

Welcome to the Genesys Training Manager Web Portal Trainer Manager Guide. This
guide is designed to explain the application in user-friendly terms and walk you
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 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, the reason for the training, the room, the trainer, and any
pretraining work if required. Trainers update attendance through their online attendance
register, which they access directly through their Web portal. This automatically updates
Training Manager with the attendees, and if there were any non-attendees, these can be
"mopped up" automatically as part of the scheduling process.
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Web Portal Trainer Manager Making Comments on This Document

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.

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

6 Genesys Training Manager 8.1.1
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Preface Document Conventions

Genesys product documentation is available on the:
* Genesys Technical Support website at http://genesyslab.com/support.

» Genesys Documentation Library DVD, which you can order by e-mail from Genesys
Order Management at ordermanegenesyslLab. 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
*  Definitions of (or first Information. _ _
references to) unfamiliar Do not use this value for this
terms option.
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Preface

Type Styles

+ Mathematical variables

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:

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.

e Code samples.

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

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 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 8.1.1
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Web Portal Trainer Manager

The Trainer Manager

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

The trainer manager has access to:
= trainer calendar
= view other trainer's calendars
= room calendar
= set your regular working hours
= change your time zone

= training roadmap

Web Portal Trainer Manager Guide



Web Portal Trainer Manager

The Trainer Manager

Depending on how the webportal is accessed a login may be required.

= Genesys

Welcome
Te login, enter your User Name and Password below

9 These details are case-sensitive
B Enter Your Detalls

User Name

Lescanien : Lagin

Tt wesaite uast & A Coskia b3 ramasbar your login datalin. ¥ pour Browir 1 4

T2 By mnct raadty s, £hask SRAE yoUP Brsatar [t M B BasapE Coasicas, or By

Genesys Training Manager Portal

snasie b5 Beoapt Cacican, you wil Aot Be a2ie 3 lagin

elaanng your Caskiat cane

Corpright 1 2013 Shws Linieng Sohiors Lud, Al Rights Rewrorel

When logging in for the first time, a time zone must be selected from the drop down box. This

will ensure that any scheduled training activity is recorded in the correct working time zone. If

the wrong time zone has been selected, or the configuration is incorrect in Training Manager,

then training sessions will show incorrect times. Select continue to either access the Home page

or login.

The option to change the time zone in the future is available on the home page under settings.

10
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Web Portal Trainer Manager The Trainer Manager

= Genesys' Training Manager Training Portal

Location ; Main Menu > Change Time Zone
Legout

Rachel O'Naill - [rachal]

Choose Your Time Zone

85¢ choose your Time Zone from the list below. This will ensble all dates and times to be displaved in your lecal time,

o '

Genesys Training Marager foral 8.0.1 Comyeigtn £ 2002 Siver Lining Salumians Lod. Al Rigms feserved.

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 been scheduled and

approved.

Web Portal Trainer Manager Guide 11
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My Options

= Genesys

Locarion : Main Meny

Rachel O"Naill - [rachal]

Genanys Training Maraper fora K11

o my options

u  wiew other traines's calendars

w  roam ealensar

DO your wenking bens
% set your regular warking hours
» Change your time zane

94T Barmen weva pane 8 BT

Training Manager Training Portal

o training roadmap

Starting between 11 May 2012 and 11 ul 2012
A maximum of & Rems ane shawn below)
View the full Tralning Rosdmap

¥ New Product Training (NFTO0R)
Buginess $pongers | AN Other
16 jun 2012 - 30 jun 2012

® Zell Learning Time (3£7001)
16 Jun 3013 - 30 Jun 2012

Camyrger € 2003 Shvar Lning Sanaons Loa. AR R Sarserved

My Options

Trainer Calendar
Clicking trainer calendar will present the trainer calendar view, and by default, the Standard

View tab is displayed.

= Genesys

Loeasien 1 Main Mesi

Rachel O'Neill - [rachel]

o my options o training roadmap
Etarting between 11 May 2012 and 11 Jul 2042
A maximuns of § iteme e thown below)

W room calendsr = New Product Training (NFTO01}

o Butiness Socnsses | AN Other

™ st your reguln wesking hourt

View the full Training Roadmap

Training Manager Training Portal

12
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Web Portal Trainer Manager My Options

Training Manager Training Portal
ra
trainer calendar
s Required fiekds
Legend Standard View | Flanner View
Scheduled Search scar tane [ Wty 2072 5 tna o BE T 2072 [ san sy e [=] IEE
R ——
Gato AdvancaSearen
O information
Other There is I'I|.‘\‘P!|!|\¢ no data to show Select ane ar more trainer from the treeview to view all the repart far all of thase trainers Expand any location to view the trainers at that laration
trainer selection
@ view by
View by
View by
L Rachel ©/Neill [rachel] y
< Ll Manchester 4 Locatl on
£ Daniel Ofiver [daniel]
B Rachel ©'Neill [achel] view
D External
Gurwys Training Manape: Portal 8.1 Copyright © 2012 Sibear Lining Solutions Lud. Al Rights Reiervd

There are four options available for the trainer manager to view the trainers who report to him or
her, and the scheduled training activity of those trainers:

= View by Location

= View by Home Location

= View by Alphabetical Order
= View by Hierarchy

View by Location presents the locations in the bottom-left corner of the screen. Expand the
location to view the associated trainers.

Select a trainer to view his or her calendar, modify the date range as required, and then click Go.

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

Web Portal Trainer Manager Guide 13



Web Portal Trainer Manager My Options

= Genesys Training Manager Training Portal

Locatiun ; Main Mern = Tramer Calendar

Rachel O'Neill - [rachel]
trainer calendar
1 Required fieids

Legend Stanclard View | Planner View

uled

Search St Dure T T 0T DB EE [ sty [T =] D)

G0 Advanced Saarzh
[0 piciober |
Monday, 11 June 2012

08:30 - 17:00 GMT [Daylight Savings]  Holiday

Tuesdiay, 12 lune 2012

08:30 - 17:00 GMT [Daylight Savings) Holiday

Thursday, 21 June 1012
s e Traiing {1T001) - Ty 1 042 ;
100 - 11:30 GMT [Datybight Savings] - 1iee, Dweie O6var | Roo=, Marchaster Rose= 1./ Atserdems. 2. M. Sting. §
Frikay, 22 lune: 2012
| N B Trntalng INTROL] <Dy 2o 21

11:00 - 11:30 GMT ||

! M. Sating: €

Monday, 25 June 2012
= L Herw Produn Traising {RTO01) - Gary Lad 2
Cver [danisl] REEL TN [Paylig] A yepingr; o

| Arsrimm 3 Tow Seatng §

hed ' Nenll [rached]

Daniel Oliver
selected

Servmirs Traising Manager Portal 211 Cowwright © 3012 Sheww Liring Sobutiora L1 A Rights Reswrred

The status of the training activity is color-coded, as explained in the key on the left side of the
screen:

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

= Completed — The training has been completed, and this activity is listed for information
only.

. — This is for an activity other than training that the trainers have scheduled—for
example, a holiday or meeting.

View by Hierarchy presents the trainer manager with the option to view any trainers who report to
him or her.

Expanding the hierarchy and selecting the required trainer together with the relevant date range will
reveal any scheduled training activity. The trainer manager can also view his or her own activity by
selecting himself or herself and the relevant date range.

14 Genesys Training Manager 8.1.1




Web Portal Trainer Manager My Options

S Genesys Training Manager Training Portal

Uneasion : Main Mesw > Traimer Calendar

Rachel O'Nelll - [rachel]

trainer calendar

S i findds

T . o e T
Legend Standard View '\ Flanner View ',
O scheduled

Search - o 5 ol

Eracts pariaty e fully schadled seat cure FE MY 2012 [ o0 cura FEun 7002 [ o e =] ED
ﬂ Completed
(vants ns e g acton
O Other Monday, 11 June 2012
nar calandar swries | 08:30 - 17:00 GMT (Daylight Savings)  Holiday

trainer selection
Tuestday, 12 lune 2012

2 View by Location

%) Wirwe by Home Lacatian © 08130 - 17:00 GMT (Daylight Savings]  Holiday

5] Bcgical Grdes

Thursday, 21 June 2012
11:00 - 11:30 GMT (Daylight Svings) [1ore: pu era] Ko moeotie s & A

Sebect = =

=i [T Hierarchy
4 118 Rachel O'Neill [rachel]
1.5 Darwel Clover [darei]

Genesys Training Maraper Poral 8.1.1

To view the training information, click the training session bar. This will expand to reveal the
allocated room, together with the list of attendees and any information associated with the
session—for example, whether all of the attendees completed the training.

< Genesys Training Manager Training Portal

Location ; Main Menu > Trainer Calendar

Rachel O'Neill - [rachel]

trainer calendar
24 Required fields
Legend Standard View | Planner View |

@D scheduled Search s BT [ v Ean Iz [ sen e [=] [

Evenms parvaity or|

© wmpel Lick On the *”‘""“"*

Even g anger Drankel Ofhuer

7 omer | DAr to reveal —M.,,mmm,
| the training e

trainer seld

. . Tuesday, 12 June 2012

0 view by Ld

2 wiew by Hol detall © DR:30 - 17:00 GMT Daylight Savings)  Holiday
T wiew by

& vigw by Hierarc] hy Thursday, 21 June 2012

=i [T Mierarchy
=i 18 Rachel CrNed [rachel] B training Request : New Produst Trainin g (ne1001) & Trainer: Daniel Qliver
#) & Daniel Oliver [dariel] S Tralning Cvent:  Cventl Slnoom:  Manchester Avom 1
Emplayee ID First Mame  Last Name
U_B307_Simulator Mary Gad
U_g262_Simulatar Pele Lalani
1_g246_Simulatar Rachel Padawer

= Attendance Register

Mo Atendance/Completion Recorded

Friday, 22 June 2012

Monday, 25 June 2012

Genesys Traising Manager Permi £.1.3 Capyrignt © 2012 Sver Uning Sahutians Lod. Al Sights Reserved.
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Web Portal Trainer Manager My Options

Calendar Report View

There is also the option to view any trainer activity in a calendar format by clicking the Planner View
tab, as shown in the following example.

The details can be viewed by day, week, or month by selecting the relevant option.

The planner view gives the trainer manager a high-level view of his or her trainers’ training activity,
and the activities are color-coded for easy visibility.

In this example, one trainer has been selected.

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

= Genesys Training Manager Training Portal
Legend
[ 1o cotegery |
E S— >
trainer selection T " .

View by Location
D v by b o
B yiew by Hierarchy ]
Swbwct A1 | Uriwbect A0 . . .
EER 2 a To view in a separate window

= 18 Rachel el [rachel] . ) )

118 s iver i click on open in new window.
2 wn o Jul
[ Veniming Manages Trsining Portal - B ]
gwmen || B itk e 1o close this pop-out window

Woan me rane ks GMT.

hune 2012

To close the separate ‘ - s s i
window click on click
here to close this

pop out window

16 Genesys Training Manager 8.1.1



Web Portal Trainer Manager My Options

The trainer manager has access to insert non-availability time into trainers reporting into them.

To insert non-availability time into a trainer’s calendar, right-click in the calendar, and then select

New entry.

Training Manager Training Portal

= Genesys

Location : Masn Meny  Trainer Ceiendar

Rachal O'Naill - [rachal]
trainer calendar
Oy Renuired fields

Legend " Standard Veew Flarines View

| ™ e in new window = Click heve to Aefresh

|Na¢m‘w

¥aur pusrent time zone Is GMT.

trainer selection

Wiew by Location
Vlew by Mome Location
View by Alphahetical Orcer

8 yiew by Hierarchy 5 & 1 a k) =

Swiwct A1 | Urawles A1

= [T Hierarchy 1 12 13 3 15 16 17
3 1218 Rachel ONedl frachel]
1#] 8 Dianiel Oliver {daniel}
18 19 21 22 L] 2
T S ——

New..
Go to Teday

25 6 26 29 30 oLl

Toggle 24 Hours/Business Day...

Copyrigha L 2012 Siver Uning Sasuinns Lin. Al Bignos Reserved.

Genesys Training Manager Permi£1.3

The option is then available to select the required category from the drop-down list, and to specify
the date and any details. If the event is for more than one consecutive day, the Recurrence option has
to be used. This creates individual entries for each day in the Standard View tab.

Web Portal Trainer Manager Guide 17
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My Options

£ Genesys

Lovation ; Mam bena » Trainer Cafercnr

Rachel O'Neill - [rachel]
trainer calendar
14 Required fields

legend

trainer selection

Vigw by Locstan
= View by rome Location
1 View Ly Aluhsbetical Order
e by Hierarehy

Setect A | Ungwiv i

Training Manager Training Portal

Cateqary | Halidsy

Desuription Hobday aulbared

= [ Hierarehy b8
= 18 Rachel O'fel frachel]
# 8 Dl Oliver fdaniel]

Ok

e Tniog Mamager Pl b1 1

Select the relevant recurrence (for example, Dai ly) and an End by date, and then click Save.

& Genesys

LOGAtION © AN AU > Travser Caiendar

Rachal 0'Naill - [rachel]

trainer calendar

A Fequired fiekds

trainer selection <
¥l ]

) View by Location
View by Home Lucation
Wiew by Alphabetical Grder \

& View by Hiesarchy o
Salas 41 | a8
5 [T7] Hievarchy R

i T8 Rachel O'eill [rehel]
14 8 Daviel Ovgr [laniel]

Sunjrer [Haliday

M

Training Manager Training Portal

Start timee (16062002~ fogia0

Categoey: | Malicday

= End bme 19/06/2012 * |1l’f’J|.‘ =l

Deseriotion [Holiday suthorized

[#] Recurrence

Hourky

W Dty
Weekly
Manthiy
Yemily

Mo end date

) Every 11

= dayis)

& Everyweekday

= ooumences

w End by 20062012 ~

In this two day holiday
example the recurrence is
Daily and the end date is the
20" June, which will insert
two days holiday into the
calendar.

Gasabyt Thaining Misages formal 81 1

Capnet B 2027 Sleae Ling Seiutisns i 4 gty Auvaruad

The scheduled activity will then be displayed on the Standard View tab as multiple day entries and in

the Planner view.

18
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Training Manager Training Portal

< Genesys

Uneation 1 Main Merw > Trainer Calendsr

Rachel O°'Nelll - [rachel]
trainer calendar
i peguined fields

Legend | swesadvien | Plannerview |

T pgen i new window # Click here to Refrash

Tour current lime zone is GAT,

trainer selection

- Wiew by Locstion

< Veew by Home Lacation

= Veew by Alphabeticsl rder
O View by Hierarchy

salact &2 | Lsneiect &2
5 ) Hiearchy 1 2 bE} E7} 15 15 1

= 715 Rachel O'Neil [rachel]
[#18 Daniel Civer [daniel]

o1l

Chaatys Trasing Mnsages Fuesl 111

< Genesys Training Manager Training Portal

Location ; Main beny > Trainer Celendar

Rachel Logout

Neill - [ra

trainer calendar

£ Reguired felds
Legend
i :
W Schevied suan Dt [ Wty 912 8 o R T 5 servm [ =] D
A T —— 1
G310 Agvanced Seanon
D completed
s e i i I ——
' Other Monday, 11 June 2012
trainer selection
Tusesibay, 12 une 2012
Wimw by Location AR :
View by Hame Laeatinn © 08:30- 17:00 GMT (Daylight Savings)  lofiday
Wiew by Alphahetical Orer
& yipw hy Hierarchy Tuesday, 19 lune 2012
Sowce A | Urawict A | 08:30-17:00 GMT [Daylight Savings) Holiday

=f T Hierarchy
2 2B Rechel et Irachel]
[#] & Caniel Oliver {daniel]

wiednesday, 70 June 2002

T (Doyight Svings) Moty

Thursday, 21 June 2012

Mandiy, 25 fune 2012

Copyrgee € 012 Shebs Lineg Salubon 110 A1 Rgees Hieeves

Giaranyy Traniag Misages Partai i1 1
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Home Location View

< Genesys Training Manager Training Portal

Loation : Main her > Traimer Calendar

Rachel O'Neill - [rachel]

trainer calendar

i Requied feids
Legend Standard View \—\m
) scheduled —
e i search s D BB TN 002 oo o e P | G |
o Completed &
Evants o longer saquiring sstien 0 Daniel Ofiver
0 Other Monday, 11 June 2012
!

: Tueselay, 12 uni- 2012
B yirw By Home Lacatian | ;
0 Wi by Aphabetical Geder S
0 view by Hirrarchy Tuesday, 19 June 2012

Salect Al | Urawiwct A
= ) Ineemal
N Lecations
3 i Landan
15 Rachei ©'Neil [racted]

15 L Manchester
18 Dwi e i e uc o) IS e e
Friday, 22 June 2012

O Eaermal

Mamelay, 25 lune 2017

Alphabetical View

S Genesys Training Manager Training Portal

Liscarkan : Main Menu > Trainer Calensar

Rachel O°'Meill - [rachel]

trainer calendar

% Reguired fields

Legend Sncravien '\ Pamnervien \,

gmﬂ'd:h.:.«m,., Search s O BT [ e o B A [ semnsy e =] [
G 10 Advancad Saarch.

© completed

P —

0D other Monday, 11 fune 2012

Dubr cabwndar wrtsion e ¢
43

trainer selection

53 view by Location
Cw - — -
& vigw by Ao

sbetical Order

ey

Sasact &1 | Lessiect an
=l Intemal
E1 & Dasuel Qimes jdaniel]
18 Rachel CKedl [rachel]
0 Extemal

Genesys Training Manager Pori 611 o .

20 Genesys Training Manager 8.1.1



Web Portal Trainer Manager My Options

Advanced Search Option

There isnow a 6o to Advanced Search option available on the Standard View tab.

Click 6o to Advanced Search and select Advanced Search, and a table appears in the bottom-left
corner of the screen.
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There are different options available to search for a trainer who matches the required criteria.
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Select the relevant criteria to search against, and then the Match ANY criteria and Match ALL
criteria options are available for selection in the drop-down list. Select an option, and then click Get
Trainers.
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Any trainers who match the criteria will then be presented.

Select the required trainer and date filter to view the trainer’s calendar.

= Genesys Training Manager Training Portal
Lexation ; Main Meny > Trainer Cefencar » Tramer Calendar {Advanced Sescch|
Rachel O'Neill - [rachel] Logout
trainer calendar
s Regquired fields
Legend Stnnclard View | Planner View
¥ Scheduled Search start Dute B0 MRy 2012 P8 o .i-b. Sert By | Tosiowr [] E
Everns partlady or fuly schedused
Fasers 10 Base Searth
D Completed LESaR LS SSs—s—————————.——...-——
Evert e g st
Other Monday, 11 June 2012
Canar caendar areries 0%:30 - 17:00 GMT (Daylight Savings) - Haliday
trainer selection
. Tussilay, 12 June 2112
Catrgones. Locaticons. Managers
ZE T L 08:30 - 17:00 GMT (Dayllght Savings)  Holiday
Sidls.
) microsoft Excel Tuesday, 19 June 2012
Miscoriolt o 08:30 - 17:00 GMT (Daylight Savings)  Holiday
Micresoft PowerPaint
T Micrescit Quthock Wadriosday; 20 June 3033
Match &N r..r..nmﬁ 08:30 - 17:00 GMT {Daylight Saving:) - Haliday
trainer list
i Thursday, 21 June 2012
| Daniel Oliver
= = Mo Brcxdust Toginin (NRTO01) - Day 1.t 1
L BITE SIANES] e e o 1 | artacsnar 1 W saseg b
Friday, 22 June 2012
o " ~ P Brecct Traireng [NTOL) - Day 70t 2 = o
Marday, 75 fune 2012
0 A3 N Iy S gy M Predust Tesiing (NPTO01) - Day 1612
Cnatys Frainiag Macages Pactai i Eopyrigre B T3 fhvae Uining Salatian 130 AL Rigees Revsensa

22 Genesys Training Manager 8.1.1



Web Portal Trainer Manager My Options

Room Calendar

To view the room calendar, click room calendar on the home page.
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A list of locations is then displayed in the bottom-left corner of the screen, and there will be the
option to expand the tree view if there are any rooms associated.

Expand the location to reveal any associated rooms.
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Select either a location or a room to view its activity. In the example below Manchester Room 1 has
been selected.
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Click one of the training session bars to reveal the training details, including the trainer and the
scheduled attendees.
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View Other Trainers’ Calendars
Trainers have the ability to view another trainer’s Calendar by selecting view other trainers'

Calendars.
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The trainer calendar view appears. A list of available trainers will appear at the left hand side.

Select the required trainer and then click on Go to view their activity. There is also the option to view
the activity in the Planner view.
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My Options

= Genesys

Location : Main Menu > Trianer Calender (Resa Oniyj

trainer calendar
s Required fiekls

Legend

@ scheduled

vesti parbaty o by schacisd
D completed

Evans ng langr reauiing aczan
17 Other

Ctnas calanger antra
trainer selection

12 yiewr by Location
) view by Home Location

T i — Portal
Click on 6o to
view activity
Standiard View ) Planner View | \
Search s BERRE [ e T[] Hk-';}i;h

& view by Alghabeticsl Order
2 View by Hiesarchy

Select the required trainer

salact & | niasact 41 . ) g Y. :'__;;:.. :
,.mm;_./ from the list available.

18 Lucy McDonaid fucy)
1 Rachel CNeill [rachel]
D External

Garmrra Traiving Manages Purtal 811

Comright T 2012 Sihvwr Liring Solutiors Lud 49 Rights Rmerved

Click on the training session bar to view the training detail.
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Set Your Regular Working Hours

The working hours of trainers are kept up to date in Training Manager by clicking set your regular
working hours on the home page. This may not be necessary for the trainer manager if he or she will

not be scheduled to deliver any training.
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The current default hours that Training Manager will use for scheduling will then be presented. If any
changes have to be made, use the drop-down lists to select the correct times for the appropriate day.
This procedure should not be used to exclude dates and times because of holidays, because these are
entered by using the instructions in the ‘Trainer Calendar’ section. The hours entered are then
immediately updated in Training Manager and are visible for the trainer.
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Training Roadmap
Click view the full training roadmap on the home page. (The latest scheduled training will be
visible on the home page under training roadmap.)
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The training status is color-coded, as explained in the legend on the left side of the screen.

The training sessions can also be filtered by using the sort By drop-down list.
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