Manager’s Guide: Assigning Training

Create an Assignment

1. In Percipio, select Switch
to my manager view if
needed to see manager oo o
functions Industry Insights...
2. Inthe Navigation Menu,
select Learning to reveal
learning options.
3. Select Assignments. T —
4. On the Assignments R
page, select New o S 0"
Assignment. 9 :
On the Create Assignment
page, enter the following:
5. Title (Assighment name) [ eemsamen
6. Business Objective % A : 5
(ta rget Of the assignment) Describe your assignment Add content Add users an d audiences Manag Revi d launch
7. Category (choose the ze Ko
best fit) Effective Communication Operational effectiveness -
8. Assigned by (yourself or | ot o o
type the name of your b EEEEE +:: o
d e pa rt m e nt) raming to improve our communication effectiveness as a team.
9. Assignment Description
(why is this training being
assigned?)
=
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Scroll down to 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 leamner is added to the assignment.

10. Select the desired PP ———
duration options. @

& 07/11/2023 30

11. Select the Next: Add

content button. &
Add Content

On the Add Content page: Create Assignment

12. Select Content Items e .
checkboxes to reflect
assignment preferences. S ————————

13. Select the Add content e ¢
button to search for OV\Q
courses to assign.

I n t h e Sea rCh fo r Co nte nt Search for your content and Percipio content X

You can find all Published Custom content and Percipio content

pop_up: communis X I

‘ mmunication Q
14. Search for content with :
keywords. Select the plus .
= ZARE
symbol to add content. .

15. SE|eCt the Add content Content Source
button.

Manage content items (2)

16. Use the Arrows to Bl % -8
O rga n ize ite m S a S d esi re d . ::ut;::cingzg::::nunicaiicn through Listening 3
17. Select Next: Add users

and audiences.
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Add Users

On the Add Users page: Create Assignment

18. Select the Add users and o ® 2 : :
audiences button' escribe your assignment users and audiences

Note: Select the Bulk option et e G st i
to add users via spreadsheet. e e
19. Use the Search bar to find |7 """ »

users. Select plus to add

Q
t h e m to t h e a SS i g n m e n t ° I Allusers  All audiences Selected users and audiences@'\@\
20 °

. Use Users and Audiences © s saminics

©  EllaVader @

tabs to filter results. Use
the Selected tab to

confirm selections. @-—»m
21. Select the Done button.

Notify Users

Rows per page 1-20f2

On the Manage Emails page,

1 2 3 4 5
review default settings. o o o
Describe your assignment Add content Add users and audiences Manage emails Review and launch
Reminder emails have been updated to reflect the new assignment d| n adjust reminders as necessary.
22. Adjust settings if desired. A (@

Manage emails Customize and preview emails

a. Notifications on/off
b. Send date and time
c. Reminder emails on/off

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

= 38
E ez
g5
2=

s get an email letting ther know they have an assignment. You can set the date and time when thib emil sends to leamers wh are part of the
rmers added after the initial launch of the assignment receive this notification immediately.

. . — Email send d: —Time Time Zone: EDT (PM).
23 ] TO m Od Ify e m a I |S’ Se I ect & 08/02/2024 © 330PM This willbe sent within 30 minutes

assignment launch.

. .
Customize and preview Note: e e et s n T i an Y e ore S0 30 wichmears o

ate. Please choose a time that falls within the window of the assignment start date in your time zone.

emails tab (optional). @) semsr s ?

When this switch is on, learners get a series of emails reminding them to complete this assignment. The default settings are cor
them to meet your assignment requirements.
24. When finished, select
)
Next: Review and
[ ]
Launch.

t select timesfearlier than

¢ Back to Add users and audiences Cancel Save as draft Next: Review and launch
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Launch an Assignment

summary

Assignment details  * Edit Assignment details
Title: Effective Communication

Description: Training to improve our communication effectiveness as a team.

Alternate assignee name: elearming

Review the assignment details | s e

on the Summary page:

Number of days to complete: 30

25. When finished, select the o)
Launch Assignment e
button.

Initital notification  * Edit initial notification

Email send date: 08/02/2024

Email send time: 3:33 pm

Reminder notifications Edit reminders

¢ Back to Manage emails cancel EECEREIE N Next: Launch Assignment

Edit an Assignment

On the Assignments page, the
new assignment displays in
the table.

1. Select the 3 vertical dots | weememe & yoigmens Cummmm
to view options including | e =
copy, edit, aSSignment S — — QA
summary, archive, and e
manage reminders.

suwnion &

Rl r | o c—— rlao

Note: only assignments in
Draft status can be deleted. In
Progress assignments must
be archived.

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