Manager’s Guide: Assigning Training

Create an Assignment

1. In Percipio, select Switch
to my manager view to
see manager functions.

2. Inthe Navigation Menu,
select Learning.

3. Select Assignments.

FEATURED CHANNEL

Industry Insights...

Digital transformation technologies are
changing the way the world does business..

Role Recent Learnin: g Live Learning Skill Benchmarks >

4. On the Assignments
page, select New s s st Q °/' v
Assignment. o Lo

On the Create Assignment

page, provide the following:

5. Title: What should the
assignment be Ca”ed? Create Assignment Status: Draft
Ex: course or initiative name ® ‘ i ‘ ’

6. Occurrence: should this be
assigned once, or should it | U e
re p e a t ? for each language selected.

7. Business Objective: What | "™
is the purpose of the - a2 W (e
assignment? Effective Communication Operational effecti

8. Category: How would you sty © 0 g O e ,9
define the type of training? \9

9. Assigned by: Who should
appear as the assigner?
Ex: you, UMB department

=

il

UNIVERSITY of MARYLAND
BALTIMORE




Manager’s Guide: Assigning Training

Create an Assignment (Continued)

10. Assignment Description:
why is this training being
assigned?

11. Specify the Duration.

a. Specific date: Assignments
for all learners will be due on
the chosen date.

b. Number of days: All learners
(regardless of when added to
assignment) have # of days
to complete the assignment.

12. Select Limited Access.
13. Select Next: Add content.

Description *

© B I U Q A~

Training to improve our communication effectiveness as a team

Duration

Specify a fixed due date for your assignment or a set number of days for completion. If choosing Number of days, the due date will be calculated based on the day
the leamer is added to the assignment.

O specific date @ Number of days.

— Startdate *

Days to complete *
® 04/01/2025

30 Time Zone: GMT

Leamers will have until 11:59 p.m. GMT on 05/01/2025 1o complete the assignment.
L 30 days: 20ded 1o th

Manage access

By default, site admins have access to manage all assignments. If you want other admins who have the
assignment management permission to help manage your assignment, you can give them access.

Pemnission

Choose which admins with assignment
Limited Access

management permissions can make changes.

© Add Admins

gninder emails will be sent

A Reminder emails have been updated to reflect the new assignment duration. You can adjust reminders as necessary. For recurring assig;
for each occurrence.

Next: Add content

Cancel

On the Add Content page:

14. Select Assignment
Completion checkboxes
as desired.

° B

Describe your assignment Add content Add users and audiences Manage emails Review and launch

Assignment completion

Select how you want learners to complete the assignment

[ Learners can complete courses in any available language l6)

O Require Iearners to complete all courses from the beginning

[ Content items must be completed in the display order specified

15. Select the Add content
. After you add content, us¢ wn arrows to the left of each content card to change the order so leamers
button to find content ‘;@
: © Add content
Search for your content and Percipio content X

In the Search for Content

pop-up:

16. Search for content with
keywords and filters.

17. Select the plus to add to
the assignment.

18. When finished, select
Add content.

You can find all Published Custom content and Percipio content

‘communization Q

; 334 results for "communication” -
Filter by

Courst @  15-45minutes @  Clearall @

Source + course
“‘ Expanding Your Communication Skill Set
' 4 No organization and no inivicual cansucceed ctive w
Type - » in business, we create and achieve together. Tt that comes from expressing ourselves and

listening 1o others enables us to align our acth als. By building your communisation
skills, you strengthen your abilty to collaborat gs done. Inthis course, youll leam how 1o build a
communication skill set that allows yau to comvey the message you want in the workplace. Youll explore how
Somes zcross the way you want You'l
[ Audiobock s arions, such as wien 10 use text

O book - rersus email. You'l also explore how commurication styles contribute to am ousend,
o0 and what tectrigues you neec to handle tough communication situations effectively
Course - 2imess  skilsot  Eveyone  Dec 222 e
Leadership Development Program

Show More v

0 Audio Summary s
1o read your audience and make adjustments 1o en:

@ This item may be available in other languages Viewall >
Content Source +
- course
" Enhancina Communication throuah Listenina
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Create an Assignment (Continued)

Manage content items (2)

Search content in this list q =8
19. Use the Arrows to order —
items aS desired. ::ul;::cmgs:z:num:ahnnthrnugh Listening (-]
20. Select Next: Add users

and audiences.

On the Add Users page:

21. Select Add users and . . . . .
audiences.

Note: Select the Bulk option
to add users via an Excel o X i
template.

In the Search for User and
Audience pop-up, review
your list of users.
22. Use the Users tab to x
assign to individual users. a
Use the Audiences tab, to | [ s @
assign to a group. Use the | ° ™™ @—"’
Selected tab to confirm ce ?
your selections.
23. Select plus to add a user @—»m
to the assignment.
24. When finished, select
Done.

Rows per page 1-20f2
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Create an Assignment (Continued)

On the Manage Emails page:

22. To modify emails, select
Customize and preview
emails tab (optional).

23. Adjust reminder settings

if desired.

a. Notifications on/off

b. Send date and time

c. Reminder emails on/off

24. When finished, select

Review and Launch.

1 2 3 4 5
() () () C
Describe your assi gnment Add content Add users and audiences Manage emails Review and launch

A Reminder emails have been updated to refiect the new assignment d n adjust reminders as necessary.

Manage emails Customize and preview emails

ceive emails about their assignment. You can add a custom message to emails that get sent prior o the assignment due date from

When thi rs get an email letting them know they have an assignment. You can set the date and time when this email sends f learners wha are part of the
assignm eamers added after the initial launch of the assignr jon immediately.
— Email d date —Ti
mal send cate Time Zone: EDT (PM).
@ 3:30PM Thi ent within 30 minutes of
assignment launch.

B 08/02/2024 ‘

Note: Emails are sent out based on the GMT time zone. Your local time zone is EDT (PM), which means you cannot select times earlier than
the assignment launch date. Please choose a time that falls within the window of the assignment start date in your time zone,

X)) Reminder emails
When this switch is on, leamers get a series of emails reminding them to complete this assignment. The default settings are configured by yourfbite admin, bul lodify
'em to meet your assignment requirements.

« Back to Add users and audiences Cancel Saveas

draft Next: Review and launch

Review the assignment details
on the Summary page and
adjust as needed:

25. When finished, select
Launch Assignment.

Edit an Assignment

The Assignments page lists all
created assignments.

1. Select the 3 vertical dots
to view available actions.

Select Edit and make
desired adjustments.

N

Title: Effective Communication

Deseription: Training to improve our communication effectiveness as a team
Alternate assignee name: eleaming

Category: Leadership

Business objective: Customer satisfaction

Start date: 03/18/2025

Number of days to complete: 30

« Back to Manage emails

Search.

Assignments

Search assignments in thi q

switch to my leamer view 3

< Main Menu

. NAME & CATEGORY & =
© Learning 5 oy
Effective Communication Upskilling
Assignments # Edit
©  summan y
External Learning
A Archive
< b | co—— © Cancel forall
Rows per page [50v] 1-10f1 ® Manage reminders
& Send areminder

© New assignment
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View Assignment Analytics

Switch to my leamner view 23 Assignments (R

On the Assignments page:

Search assignments in thi Q Filter v

< Main Menu

1- Select the 3 Vertical dots  Leaming HAMERS 7 WEWVR": S STATUS 2 t .
next to the assignment. T

External Learning

2. Select Summary. ‘ - a |

Rows per page 1-10f1

On the Assignment Summary

page:

3. Review the Summary and |~ e [ © .
Details for an overview. p— 1 2

B nProgress
0% | 0 Leamers Total Learners Content items included

4. Toggle between tabs to

Completed
0% | 0 Leamers

M canceled
0% | O Learners [ Date Launched:
03-18-2025 @ Estimated duration:

review Content Items and
manage the assigned
Users and Audiences. e R .

& Required retake:
No

% Other languages:
Ves (1)

5. From the User or
Audience tab, select the a
3 vertical dots next to a
user to cancel an - - e\
incomplete assighment.

Search users in this assignment Q (@) Tocancel this assignment for one or more users or audiences, click Bulk actions.

@ cancel assignment

6. For a downloadable
report, select Detailed
Assignment Report.

Compliance Assignments

Compliance-specific assignments are managed by the system administrator
in collaboration with the issuing department. Compliance assignment
support can be requested using the request form.

=
"l UNIVERSITY of MARYLAND
Ul BALTIMORE


https://forms.office.com/Pages/ResponsePage.aspx?id=SrzNPUx-e0CA93-2dXGC8l5QddanGp9AjeOzL93rytdUOEZWRVNRTEhFVjE5QzFVNUJNSkJXTFdSSS4u
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