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Learning Objectives

In this course, attendees will develop an understanding of My Learning Connection key
concepts and system functionality (from an Instructor’s perspective) to ensure consistent
data management, and attendees will systematically learn how to:

« Create Instructor Led Training (ILT) events, sessions, and parts

« Update rosters to track attendance and scoring

* Run reports to track training information
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Getting Started

Log-in:
To access My Learning Connection:

Log into my.missouristate.edu.

Locate the Learning and Development Card.

Click the My Learning Connection link.

Once logged-in, you will see the
Welcome page.

As an Instructor, you will usually go to

the ILT section in the menu, but you may
also access Reports from this page.
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https://my.missouristate.edu/

Instructor Led Training
ILT

Select ILT from the menu
Click on “Manage Events & Sessions”
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Manage Events & Sessions

Manage Events & Sessions

This page is the main hub for all ILT
Events and Sessions.

You may Create New Events, Search emmmm——
for and Edit existing Events, Copy
existing Events, or View Sessions from
an existing Event.

Py c B
@ Searchfor all Events () Search for all Sessions

my learning connection

or search for sessions directly by using locator r

Locator Number

If there are to be multiple instances of a
training, there should only be ONE Event
with multiple Sessions. If a new Event is
similar but has different duration, pricing
or training content it should be a
separate Event with its own Sessions.

Events

1= Event Name Subjects

My Le c . Computer Skills
y Learning Connectio Professional
n ILT Instructor Training
Development

Subject

number

Vendor

Organiz

Talen

Manage Events & Sessions

Note: |

If you are creating a NEW EVENT that will have a price greater than \
ZERO, it will need to be pre-approved by the Organizational and
Talent Development team to verify that it meets the NCFW guidelines.

If it is NOT approved for NCFW, you MUST prominently note in your
EVENT DESCRIPTION that, “You will NOT be able to use your NCFW

Qenefit for this training. j
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You may also manage
Waitlists, Exception

Requests, or Interest

Tracklng from this page

Jh Wiaitlists Exception Requests Interest Tracking

led training. Sessions are sp schedu e the options belov
2 | | Vendor Qo 7 | English(US) You can filter
Events and
Sessions by
View Active Events Only m Vendor

Expon to Excel

entative Sessions  Approved Sessions Completed Sessions

| Note:

Instructor Led Trainings consist of three
components:

« Events are the general description of the
training including length and content.

» Sessions contain more specific details such
as deadlines, the roster, and pricing (there
may be multiple Sessions per Event).

« Parts are where and when the training occurs

(there may be multiple Parts per Session).

\ Edit Event | ***

W,
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Search Events & Sessions e T

Manage Events & Sessions

Choose the type of search you want.

Manage Events & Sessions @ watts | [ Exception Requess |

Interest Tracking

Then you may enter search terms into
any of the available fields:

Event records are the generic catalog information for instructor-led training. Sessions are specific scheduled instances of events. Use the options below t Nt existing events, and schedule new sessions.

Py c B
@ Searchfor all Events () Search for all Sessions

An empty search
shows all events that
you access to view.

° Enter an Event Name my learning connection Subject By Vendor [ English (US)

« Select a Subject. —
or search for sessions directly by using locator number

- Select a Vendor. /
Locator Mumber View Active Events Only m

 Enter a Locator Number.

Then click the Search button to see your _
results. Events

1= Event Name Subjects Vendor Language(s) Tentative Sessions  Approved Sessions Complgs€d Sessions

My L ina C . Computer Skills Organizational and
Wy Learning Connectio .
Professional Talent English (US) 0 3
n ILT Instructor Training ghsh (U5 s View Sessions | Edit Event
—— Development Development r{ )
Tip: | ' Tip: Z
L]
== J_I‘) u)

If you don’t see
an event, it might be
Inactive. Uncheck this box
to show Inactive Events.

You can export your
search results (Events or
Sessions) to an Excel file.

Missouri State ‘ MY LEARNING CONNECTION 7
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0 nt

Selectlng/creatlng Events Home Leaming Reports LT Admin My Teal m .
Manage Events & Sessions l 5 J
Once you have found an Event, _ Ati?if'étmsvg.ﬁ
C“Ck On One Of the |C0nS at the far-rlght Manage Events & SESSIO“S opt|on to see |f any 0[ Wiaitlists ] Exception Requests l Interest Tracking
Of the Screen: Event records are the generic catalog information for instructor-led trainin, Event has already been ns below to create new events, edit existing events, and schedule new sessions.
@ Search for all Events i::_:ﬁ' Search for all Sessions Created bUt IS InaCtlve
Create New Event — Opens the Add ] d
New Event page’ SO you can my learning connection = Vendor ) English (US)
Create and Event from ScratCh or search for sessions directly by using locator n
Once created Events cannot be deleted. ocstoriumber viewseivetvenis oy ([{ S
View Sessions — Opens the :—
. Export to Excel Create New Event
Sessions Search page. Events
1= Event Name Subjects Vendor Language(s) Tentative Sessions  Approved Sessions Completed Sessions
Edlt Event - TO make any Change My Learning Connectio Ef;rer;:ij;jlkills (Tja-rlii?zatioral and S ; , . — — -
Never Change Content’ Iength! ] mTraining Development Development {r ]] l €W Sessions l
or price after Sessions are M@tﬂ@j | | M@tﬁejj [ Eait Evaluation
a pproved . . \ / \ View Evaluation Report
If you are creating a NEW PAID Editing an Event changes all

EVENT, it will need to be pre-
approved by Organizational and
Talent Development to verify that it
meets the NCFW guidelines.

instances of that Event (including
ones that users have already
attended). This may cause users’
transcripts to be inaccurate.

Menu icon (s-<) — Shows additional
options.
+ Copy Event — Do NOT Copy
Events. This often causes errors.
Please only use the Create New

Event option. If it is NOT approved for NCFW, you

Mak Event if the length
will NOT be able to put the Event in SLEE ST SASU IS

or content has changed.
wy Learning Connection. ) K - < /
Missouri State ‘ MY LEARNING CONNECTION 8




Event Properties

Follow these steps to create an Event.

Enter an Event Name.

Select your Vendor from the pop-up
window.

Enter Training Hours.

Enter a detailed Description.

Enter the learning Objectives.

You may add Materials, if needed
Select a Subject from the pop-up
window.

Check the Active checkbox.

Check the Allow Users To Attend
Multiple Sessions checkbox, if
applicable.

Check the Allow Interest Tracking
checkbox if you may have additional
Sessions in the future.

Check the End Users checkbox.
Enter some relevant Keywords.
Select a Training Contact from the
pop-up window.

Click the Next button.

NliSSOLIl‘i SIEIIC- ‘ MY LEARNING CONNECTION

N

Navigation Menu: ) / .

Properties

Im'“"'"" i [ o b LT b Tea IRequired

Training Units
Session Defaults

Your Description should not only
describe the event but also tell
users anything they need to
know before they register, e.g.,

)
Event Number
Prope rtles @ Vendor (7 Organizational and Talent Development
Availability frsiineours [« ] Required
PriCi ng ObjectID a462fald-05ae-47bé-383c-63a 93130500

Description 5 iz i

Obfectives p ; y|:= }=

requirements or restrictions. y
4

@ If you don’t plan to offer new )

Sessions of an Event for more

than 6 months, please uncheck

the Active checkbox to ensure
only Events currently being

English (LS
@  Avallable Languages e L

ding of My Lestning Conmection syster functicnality (from an Instructer

Required

e for adding your department’s events into My 7 5o, Khis braiing i o you
This course is required for all new My Learning Connection ILT Instructors but is slso recommendsed, a2 3 review. for existing ILT o
\ / Awoid copy-pasting the description text from sources like Weord or PDF as it may lead to the insertion of invalld characters and result in failure to

Default Language Engiish [US) : This is the language in which the event is shown to the user if this event’s information is not localized in their Ianguage
Resources | <+ AddMaterial
Type Title Location Mot
Subjects (Requred) | = AddSubject
Computer Sk ills . Required
Protfessional Devel topment u

Competencies | -+ Add Competency

\_ offered are promoted to users.

] Tijp: Jjn N
Checking the ‘Allow Users To
Attend Multiple Sessions’is

recommended unless you need
to restrict access to one session

\ per user.

Skills | =+ Add Skills

Abllity to Select Controls the visibility of the “Select Session” link for an Event on an end user's Transcript and Training Details

Sesslons

ITraIn[nz Contact Jason C

Created By Jason Coons on Fric

Last Modifled By Jason Coons on Tuesday, March 12, 2024

s 2 o | Required
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Note:
Avail abilitv Home Learning Reports lhg Admin My Tean -IJ-—IIJ p

Always check the INCLUDE Do NOT check this checkbox

Manage Events & Sessions

SUBORDINATES checkbox if thIS is a pa|d SeSS|on_

unless your availability is defined

Availability determines which users can . .
My Learning Connection ILT by specific USERS or GROUPS

view and register for the Event.

« Select the Copy Availability To New Availability
SeSSions (unIeSS you have good Copy Availability To New Sessions ReqU|red
reason to not do so). setctCriers > (7]

This is VERY IMPORTANT!

) . Required
C CIICk the Select Criteria drOdeWH N Criteria Include Subordinates [ Pre-Approved ] [Re:isterUponApproval]
IISt ?ll:;’;: ::r[;iwlsmn: MISSOURI STATE UNIVERSITY Remove
« Select appropriate OUs. — - 7
* Choose a value from the -
dropdown I|St Select Criteria
- Then click the [lZ3ll button (if A, e | [ et [ s ]
you selected All Users) or click Jvsen
the (223 button to define your Position
selection (for all other criteria). Cost Center — ]
« Check the Include Subordinates Location ‘_/ Note: I | N@'j@:
and Pre-Approved checkboxes Group (Don 't forget to click [~ Always select Pre-Approved. Otherwise, )
(unless you have good reason to not FI/PT - EClass the ‘Add’ or your Users will not be registered until their
do so). Type of Employee 'Select’ button to supervisor approves the training (which
o . . i . . causes unneeded delays and problems).
« Ifthis is a paid Session, do NOT e finish selecting
check the Register Upon Approval \ Criteria. / If you want to control who can attend, refine
check box. \ your Availability criteria. j

Missouri State
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Pricing

Most ILT Events free.

If your Event will have a cost, enter it
in the Default Price text box. This is
the price for all Sessions.

» Select the Active Pricing radio
button (unless you have good reason
to not do so).

* Please do NOT create pricing rules
based on selected OU criteria.

* Click the Next button.

Properties PriCing

Availability

DefaultPrice s | 0.00 = History

Pricing

Training Units
Session Defaults Cornerstone Price
$0.00

Define currencies and prices for selected OUs or define default prices for different currencies. If 3 user purchasing this training belongs to more than one OU, the
currency/price with the highest rank (1) will be applied. Select new criteria from the drop-down box to add OlUs to this page then define currency/pricing rules for the
selected OU. Leave the End Date blank to make the rules permanent. If no currency/price is defined for a user the default price will be converted into the user's default
currency using the Cornerstone Currency Conversion Table,

@ Active Pricing Required

PN ..
|/ Future Pricing
./._.\.

I | ictarical Prici
\__J) Historical Pricing

Geate Pricing LOs By OU Rula

Select Criteria '

No Active Rules

\_ J

| Note: |

Do NOT created LOs by OU rules.

Back Cancel ‘ ‘ Save ‘ Next

If a rule is created, check the Delete
checkbox, and it will be removed when

you save or move to another screen.
\.

NﬁSSUUl‘i Stﬂfﬂ- ‘ MY LEARNING CONNECTION 11



Training Units

Training Units
Availability
i i Allow users to check out with training units using th i hat is determined by th we |Required
My Learn|ng ConneCt|On a”OWS users to e @ ow users to check out with training units using the conversion rate that is determined by the monetary value q
purChase tra|n|ng W|th Tra'n'ng UnItS 'Z:.--:Z' Disassociate pricing from monetary value
. . Training Units —

which have equivalent value to the US e

N L Do not allow payment by training unit for this item
DO”ar Session Defaults

* Always select the Allow users to
check out with training units using
the conversion rate that is
determined by the monetary value Pk el [ | sme |
radio button.

« Click the Next button. A[ N@tﬁe—)j n
T

he Non-credit Fee Waiver (NCFW) benefit is available for )
full-time staff and faculty. They receive 150 Training Units
each fiscal year (from July 15t to June 30™") that they may use
to purchase non-credit courses through My Learning
Connection.

All paid Events must be approved by OTD (via the New Paid
Event form) BEFORE the Event is created in My Learning
\Connection.

h‘liSSOUl‘i SIEII(‘, ‘ MY LEARNING CONNECTION 12



Session Defaults

The data entered on this page
determines what the default values are in
any Sessions created for this Event.

« Enter an appropriate Registration
Deadline.

* Enter Minimum and Maximum
Registration values.

» Select the default values for Waitlist
options (unless you have good
reason to not do so).

» Enter the Price per Session, (this
should match the Event price).

» If this is a paid Session, check the
Restrict Withdraw from Session
checkbox.

+ Select a Preferred Instructor.

» Enter the Credits per Session.

* Click the Display Times in Time
Zone of User checkbox.

* Click the Save button.

JN‘lif-?.f"vit'llldl‘i SIHI(‘, ‘ MY LEARNING CONNECTION

mmmmmmmmmmm

Session Defaults

Registration

Waitlist

Waltlist Deadlines  Students have

Preferred Instructors | - Add Instructors

Penalty for Withdrawal | | addwitha:

No Prerequisites Added

No Pre-work Added

Post-Work

NoPost-work Added

~{Tip)

iraveal Penalty

Required

Credits per Session
should match the
Training Hours entered
on the Properties page.

Display Times In Time Zone of Select this option If you would Iike the Start and End times for all Sessions to display to Users in their Time Zom
User _

[[-IJ-_'IJ p :JJ Don’t change Waitlist

values unless you want
to manually manage
your Waitlists.

\ WV

J Note: |

Due to the way Non-credit Fee Waiver
(NCFW) transactions are processed, if
a user wishes to withdraw from a paid
Session, the HR Learning team needs
to process the refund of their payment
to ensure proper NCFW accounting.

Since the form of payment is not know
when creating the Event, you MUST
check the Restrict Withdraw from
Session Checkbox.

13
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Sessions

After an Event has been created or
edited, Sessions need to be created, so
users can register or be added to the
Session Roster.

Sessions contain more specific details
such as deadlines, the roster. If there are
multiple instances of a training, there
should only be ONE Event with multiple
Sessions.

e Search for an Event
* Click the View Sessions at the far-

right of the screen to open the
Sessions page.

NliSSOuriState-.‘ ‘ MY LEARNING GONNEGTION

Home Leamning Reports ILT Admin My Team

Manage Events & Sessions

Manage Events & Se |

0[ Wiaitlists ] l Exception Requests l Interest Tracking

If you don’t see

an event, it might be
Inactive. Uncheck this box
to show Inactive Events.

my learning connection Sbject = Vendor ) English (US)
or search for sessions directly by using locatorgfimber

Locator Number iew Active Events Only m‘

Event records are the generic catalog information for instructor-led|

ptions below to create new events, edit existing events, and schedule new sessions.

Py c B
@ Searchfor all Events () Search for all Sessions

An empty search
shows all events that
you access to view.

Events

1= Event Name Subjects Vendor Language(s) Tentative Sessions  Approved Sessions Completed Sessions

Computer Skills Organizational and
Professional Talent English (US) 0 3 34
Development Development

My Learning Connectio

n ILT Instructor Training Edit Event

View Sessions

Tip:}

View Session will
take you to the
Sessions page.

Missouri State ‘ MY LEARNING CONNECTION 14
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SearCh/Create SeSSionS Home Learning Reports ILT Admin My Team Tijp
- ] ManageEvents:&Sessmns MyLearnlngfonnectlonILTInstructorTralnmg ' ) By default, only Tentative and Approved
You can Create New Session or Search My Learning Connection ILT Instructor Tr g checkboxes are checked. Check the
for an existing Session. Completed or Cancelled checkboxes to
Search . .
display those Sessions when you do a
° YOU may enter a SeSSion ID Tentative Approved Completed Cancelled Search_ j
) g/
Locator Number, Location, Start Date to

[ M/D/YYYY

= M/D/YYYY Location K4} Instructor I/
« Once you find your Session, select Sessions '

Instructor, or a Date Range. session|D Locator Number

an Optlon from the menu. Day l=startDate [= End Date 1= Session ID 1= Locator Number ]= Location Enrollment Status Evaluation Options
6/20/2024 6/20/2024 2024-06-20 . . .
Thursday 10672 Virtual Room 10of 10 Completed Edit | View
- - 2:00PM CDT 3:00PM CDT 2:00PM
 Edit Session — allows you to 15202 2152024 20240215 | BN e
k h t th S . Thursday 1000AMCST  11:00AMCST  10:00AM 10523 Virtual Room 40f 25 Completed Edit | View
make changes 10 the session. 2/7/2024 2/7/2024 2024-02-07 2:00 , o 20
= Wednesday 10499 Virtual Room 100of 25 Completed
° Do NOT use the Copy Session 2:00PMCST  3:00PMCST  PM View Session Detdlls
i H Tuesda 1/30/2024 1/50/2024 2024:01-309:00 10498 Virtual Room 9of 25 Completed Can ion
option as it can cause errors. Y 900AMCST  10.00AMCST ~ AM .
3 A A 11/16/2023 11/16/2023 2023-11-16 11:00
O _ .
View Session Details — shows Thursday oo er  dpomencer  an 10378 Virtual Room  20f25 Completed Roster
approval details for the
Session. PP
. C 1S : ts th INOTE:
ancel session — sets the ﬂ b, N

Session status to Cancelled
(this CANNOT be undone).

Do NOT Edit or Cancel an
Approved session (contact HR
Learning for assistance).

NEVER cancel a completed Session or
a paid Session (with any status).

Do NOT use the Copy Session option
as it can cause errors. Please always

use the Create New Session option.
_ J

Missouri State ‘ MY LEARNING CONNECTION 15




Create a Part of a Session

When you begin creating a new Session,
you start at the Edit Part page, which
may seem counter-intuitive, but since
every Session requires at least one Part,
you are in the right place.

* Enter a Part Name.

» Select a Location from the pop-up
window.

» Select the Start and End Dates,
Start and End Times, and a Time
Zone.

* |f needed, add a Part Break with a
Break Duration so the Part
Duration — Break Duration =
Training Hours.

» Select the appropriate Part
Occurrence.

» If there will be multiple Parts, click
Save & Add Part.

* Otherwise, click Save Part.

JN"liﬁf'?ifllldl‘i Slﬂt(‘, ‘ MY LEARNING CONNECTION

Missouri State. ‘ MY LEARNING CONNECTION

Home

Learning Reports Ir Admin My Team

& Manage Events and Sessions

- =)
Tip:
My Learning Connection ILT Instructor Training '

Created by Jason Coonson 1/10/2025

Parts Schedule

Parts Schedule

For single part Sessions, the Part
Name is what Users will see when
registering, so make sure it is
descriptive and unique for the part..

Edit Part

“Name | 1 Required

Description

(Y

*Location | Location

Required

Select Room Layout Select
Add Resource Add

Add Instructor Add (7

Date and Time

StartDate | [

Required

StartTime | 8:00AM v End | 5:00 PM v

Required

TimeZone | (UTC-06:00) Central Time (US & Canada) v 4 Display Timesin Time Zone of User

Part Duration 9 Hour(s) 0 Minute(s)
Part Break

Add Break

Part Duration - Break(s) = Training Hours

Training Hours: 9 Hour(s) 0 Minute(s)
Part Occurrence

Occurs

@ once
() aily
'1::‘ Weekly

() Monthly

Duration

Start Date
& 1/11/2025

Cancel Save & Add New Part

Select a Location that is an
actual room (do NOT select a
state or region).

If the room you need is not
listed, contact:
HRLearning@MissouriState.edu

\and request it to be added.

W,
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Part Schedule

After your first Part has been saved, you
will see the Part Schedule page.

* Click on Add Part to create
additional Parts (follow the same
steps as the first Part).

* Click the Check Conflicts icon to
see the corresponding-colored icon
under Status.

» Click Edit to make changes to the
Part.

* Click Delete to remove the Part.

* Click the Next button.

L] Manage Events and Sessions

My Learning Connection ILT Instructor Training

Created by Jason Coons on 3/3/2026
Sessions may be compased of an unlimited number of separate parts or schedules. When a user registers for this session, they will be automatically enrolled in each part. If this session is made up of multiple parts, enter schedul
information on the new line. To check for location, resource, or facility conflicts between your sessions or with other scheduled sessions, dick "Check for Conflicts!

| Partsschedule Parts Schedule
_ Schedule Template
Availability
Status Day Part Name Starts Ends Training Hours Location
2026-05-06 MLC ILT Instructor  5/6/2026 5/6/2026 R . .
B Wednesday Training 10:00 AM CDT 11:00 AM CDT 1 Hour{s) 0 Minute(s) Virtual Room v

This menu allows you to A
Export to Excel and

L View Events Calendar. |

0 [Check Conflicts [ .é

Instructor

Modification History

{ cornerstone

Fowiered by Cornerstone OnDemand, Inc
All Rights Reserved. Terms - Privacy - C

Missouri State ‘ MY LEARNING CONNECTION
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Parts Schedule

Edit Part

3 For single part Sessions, the Part
Edit Part tars 32530010 Tancr s Required <) Name ig wEat Users will see when
Description registering, so make sure it is
When you begin creating a new Session, descriptive and unique for the part..
you start at the Edit Part page, which
may seem counter-intuitive, but since _
every Session requires at least one Part, et [Vl Room » ” Required

you are in the right place. Selectfoombayout seec 17

Add Resource add [7

Add Instructor Add [3

* Enter a Part Name.

* Enter a Description.

» Select a Location from the pop-up SartDate | 5206 | End [@se |
window. StartTime | 10:00AM v | End | 11:00AM =

» Select the Start and End Dates,
Start and End Times, and a Time

Date and Time

Required

Time Zone | (UTC-06:00) Central Time (US & Canada) Display Times in Time Zone of User

Part Duration 1Hour{s) 0 Minute{s)

Zone.
 If needed, add a Part Break with a part Break
Break Duration so the Part [[P:’E')’—t“LkTH]
Duration — Break Duration = Training Hours: L Hour(s) O Minctefs)
Training Hours. Part Occurrence
» Select the appropriate Part m——
Occurrence. ® once
* If there will be multiple Parts, click O oaiv
Save & Add Part. O wesk
¢ Otherwise, click Save Part. ) Mortrly
Duration
Start Date
B 5/6/2026

Cancel I Save & Add New Part l

1 liSSOUl‘i Sf&]t(‘,- ‘ MY LEARNING CONNECTION 18




Details

This page is mostly data pre-populated
from the Session Defaults page and
Edit Part page.

» Change values as needed for this
Part.

* Click the Next button.

NﬁSSUUl‘i Stﬂfﬂ- ‘ MY LEARNING CONNECTION
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A

[ Note:

If you have multiple Parts
to your Session, Enter the
minimum number of Parts
that must be marked as

Attended for a Session to
be marked as Completed
in the user’s Transcript.

J

Details @

Locator Number 11449

Session D | 2026-05-06 MLC ILT Instructor Training

Training Contact Jason Coons JasonCoons@MissouriState.edu

(Tel) 4178367683 (3 ™

Registration P
Req u | red l Attendance | 1 of 1 parts must be marked as attended for 3 session to be marked completed inth b p I
Registration Deadline | 1 Dayls) v Before session starts. (Request and Register)

Minimum Registration | 1
Maximum Registration | 20

Waitlist @

Options Allow waitlist for sessions in this event

Waitlist Deadlines Waitlist expires | 0 days and hours be
Cost
Price s 0.00 Q
Restrict Withdraw from Session Restrict users from withdrawing from Sessions inthe Event

If there is a cost to the
Session, you MUST click
the “Restrict Withdraw
from Session” checkbox.

Penalty for Withdrawal | & Add Withdrawal Penalty

Refunds Refunds will be made in original form of payment

[+ ‘Add Monetary Refund Term “+ Add Training Units Refund Term

Prerequisites

" Ne Prerequisites Added
Users must complete a prerequisite option before registering for this training.

Pre-Work

No Pre-work Added

Post-Work

No Post-work Added

=y
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Availability

This should be the same as Availability
at the Event level.

» Click the Select Criteria dropdown
list.

» Select appropriate OUs.

* Choose a value from the
dropdown list.

« Then click the [JEZJ button (if
you selected All Users) or click
the 23 button to define your
selection (for all other criteria).

* Check the Include Subordinates
and Pre-Approved checkboxes
(unless you have good reason to not
do so).

« Ifthis is a paid Session, do NOT
check the Register Upon Approval
check box.

Missouri State

J_\fliSSOUl‘iSTate._ ‘ MY LEARNING CONNECTION

Home Learning Reports LT Admin

Manage Events & Sessions

My Learning Connection ILT

Always check the INCLUDE
SUBORDINATES checkbox
unless your availability is defined
by specific USERS or GROUPS

Note:
Do NOT check this checkbox

if this is a paid Session.

This is VERY IMPORTANT!

Parts Schedule Availability

[ Do not allow users to Reguest

Select Criteria ﬁ Add / Select

Availability

this « Required tequestPf checked, only users in availability below v

will see this session.

Required

Criteria

All users in Division: MISSOURI STATE UNIVERSITY
SYSTEM (01)

Include Subordinates

Pre-Approved

- G
Select Criteria v

Select Criteria

Register Upon Approval
Remove

Back l Cancel l l Save

All Users

b : [ 1]

Division h JNJ@tlje'_); L
Position f ’ .ﬁ
Cost Center Don t forget to CIICk

- the ‘Add’ or

ocation ’Select’ button to
Group finish SeleCting

FT/PT - EClass Criteria. }

Type of Employee

Users

MY LEARNING CONNECTION

Tip:| ~
Always select Pre-Approved. Otherwise,

your Users will not be registered until their
supervisor approves the training (which
causes unneeded delays and problems).

If you want to control who is able to attend,
refine your Availability criteria. Also, you

5 can remove Users from the Roster. j
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Parts Schedule

Pricing Details
Auailability
This should be the same as Pricing at N
the Event Ievel Training Units

* Click the Next button.

Pricing

Default Price = | Q.00

Cornerstone Price

$0.00

Define currencies and prices for selected OlUs or define default prices for different currencies. If a user purchasing this training belongs to more than one OU,
the currency/price with the highest rank (1) will be applied. Select new criteria from the drop-down bax to add OUs to this page then define currency/pricing
rules for the selected O, Leave the End Date blank to make the rules permanent. If no currency/price is defined for a user the default price will be converted
into the user's default currency using the Cornerstone Currency Conversion Table.

@ Active Pricing

0 / Future Pricing

{-'?; Historical Pricing / M@t@: N
_ < N
/ Create Pricing LOs By OU Rules \ Do NOT created LOs by OU rules.

If a rule is created, check the
Delete checkbox, and it will be
removed when you save or move
No Active Rules to another screen.

Select Criteria  ~»

k | J ) \.

NﬁSSUUl‘i Stﬂfﬂ- ‘ MY LEARNING CONNECTION

21



Training Units

This should be the same as Training
Units at the Event level.

* Click the Next button.

Parts Schedule

Details

Ayailability

Pricing

Training Units

summary

Training Units

@ Allow users to check out with training units using the conversion rate that is determined by the monetary value

( ) Disassociate pricing from monetary value

’ ) Do not allow payment by training unit for this item

sl - [ -

NliSSOUl‘i Sf&]t(‘; ‘ MY LEARNING CONNECTION
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Summary

Just like the Summary page at the Event
level, review the data to ensure
everything is accurate.

* Click the Save button.

| Note: |

V.

After your Sessions are created,
they will have a Tentative Status
and not available for registering
users until the HR Learning
team Approves your Sessions.

Approvals are usually made two
to three times per week.

NliSSOLIl‘i SIEIIC- ‘ MY LEARNING CONNECTION

Summary

Event| Organiz:

LLLLLLL

To ensure maximum impact, get
the word out about your Event
with a Marketing campaign!

Be sure to allow enough time for
your users to find and register
before your Sessions begin.

23



Session Rosters

Now that the Session is created and
approved you will have access to its
roster.

* Once you find your Session, you may
View Roster, Edit, Copy, View
Session Details, or Cancel the
Session it by selecting from the
menu icon at the far right.

* Do NOT Copy Sessions.

Do NOT Cancel any paid
Sessions).

* Do NOT Cancel or Edit any
Completed Sessions.

» To find Completed or Cancelled
Sessions, click the checkboxes and
then click the Search button.

Note: |

After your Sessions are approved,
they will have an Approved
Status and will be available for
registration.

h‘liSS{_)llriSta[c- | MY LEARNING CONMECTION

Access your
Session Roster.

Home Leaming Performance (ADP) Reparts ur Admin

L] hanzge Events and Sezsions
£ ] " £ ] .
My Learning Connection ILT Instructor Training \
Search
Tentative Approved Completed Cancelled
Session 1D Locator Mumber Start Date (m/d/yyyy) End Date (m/d/yyyy)
Session 1D Locator Numbsr oYY = MDY Location [ nstructor | O Search
Sessions ( reate New Session
Day [m Start Date |m End Date ]m Session 1D 1 m Lecator Number |m Location Enrcliment Status Evaluation Dptions
5/14/2026 5/14/2026 3026-05-14 MLC ILT -
rsday 1475 Virtual B £ Aporoved Rost: "
Thursday 200 PM COT 300 PM CDT 11476 Virtual Room Saf20 0 Edit | View
5/6/2026 S/6/2024 ( M
Wednasday 1449 Virtuzl B Taf2 Approved
Wednesday 10:00 &M CDT 14:00 AM COT 11447 Virtual Roam af 20 Approvead Edit | View Roster
Edit Session
& cornerstone —_— )\v“(
A fights Reell e Session Details

Cancel Sassion

Note:

View your session’s enroliment
numbers without having to go
into the roster.

JN"liﬁf'?ifllldl‘i Slﬂt(‘, ‘ MY LEARNING CONNECTION 24



Session Roster

After you have created your Event,
added Sessions, and have an
Approved Session status, users may
begin to Register for your Sessions.

« This page has two tabs: Roster and
Attendance and Scoring (located
near the top left). Roster is selected.

« If you manually add users by clicking
the Add Users button, you will also
need to Approve them to change
their status from Pending to
Registered.

* Click the Add Pending Users to
Roster button to Approve Pending
Users.

- Click the menu icon [ to display
roster options:
* Print Sign-in Sheet
« Email Registered Users
* Withdraw/Move Users.

My Learning Connection ILT Instructor Training Roster

Session Roster

Roster Attendence and Scoring
—

Inventory Unassigned (0) Pending Payment {0} Exception Requests (0) Waitlisted (0] 4 Printable Version -, Export to Excel

Session Status Session Start Date Session End Date Seats Available
Approved 5/6/2026 10-00:00 AM 5/6/2026 11:00:00 AM 1320
Schedule
U You may manually Add
sers Add Users
Users to the Roster.
Name User ID Locator Organizational Unit{s)
Bear, Grizziy GBear-Employes 11449 Client Admin Division (Division)
Roster Show Withdrawn/Remaoved Users

&, Download 'Bulk Add Users' template Me file chosen

= Mame User ID Organizational Unit(s) Email Attendance
LT g nemmmmnes 5 7 » i - . R 0of 1Parts Attended
B i ) 1 0 of 1Parts Attended
p _ - CTe O of 1Parts Attended
S ; " ’ ’ 0 of 1 Parts Attended
,,,,,,,,, o T ) : O of 1Parts Attended
C ay 2 N - ! 0of 1Parts Attended
- i B R D o " Qof 1Parts Attended

=

If users have the ‘Pending’
status, click the “Add Pending
Users to Roster’ button.

1= Score Pass/Fail Stat

! )
Add Pending Users to Roster Send emails

Status

Fending Remove

< Upload users
Print Sign-In Sheet
Email Registered User

Regid
Withdraw / Move Users

Registered

Registered

Registered

Registered

Registerad

Registered

Showing 1-7 of 7

h‘liSSOUl‘i SIEII(‘, ‘ MY LEARNING CONNECTION
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Session Roster (continued)

You can view Session Roster information
and manage the Roster.

» Click the links near the top of this
page to:
* View Exception Requests
* Manage Waitlisted Users
* View a Printable Version
* Export to Excel

« The Registered Users are listed with
their Name, User ID, Organizational
Unit, Email, Attendance Data, Score,
Pass/Fail, Registration Status.

« The Options menu (at the far right of
each user) provides additional
options for individual users.

My Learning Connection ILT Instructor Training Roster

Session Roster

Roster Attendence and Scoring

If you need to add multiple Users,
click on Download ‘Bulk Add

Inventory Unassigned (0] Pending Payment (0) Exception Requests (0) Waitlisted (0) -+ Printable Version - Export to Excel Users’ Tem plate .
Session Status Session Start Date Session End Date Seats Available ° Add u p to 1 OO users to the
Approved 5/6/2026 10000:00 AM 5/6/2026 11:00:00 AM 13/20 Excel tem plate.
Schedule « Save and Select the Choose
File button.
Users «  Then Click the Upload Users
button.
Show Withdrawn \L_ _J
Mo User Selecte2 Users by clicking this
_ checkbox.
Roster |:| ShowWithdrawn/Removed Users
&, Download 'Bulk Add Users' template M file chazen £ Upload users n
1= Mame User ID Organizational Unit{s) Email Attendance 1= Score Pass/Fail Status Options
£ 3 aRRARRE R O of 1Parts Attended Regigtarad m
R Comments
' 1 | 0of 1Parts Attended Regil History
B e Remove Users
C B Qof 1Parts Attended Regi
an2 Qof 1Parts Attended Registered

T — B Oof 1Parts Attended Registered

C 2 | Qof 1Parts Attended Registered

v - Qof 1Parts Attended Registered

Showing 1-7 of 7

1 liSSOUl‘i Sf&]t(‘,- ‘ MY LEARNING CONNECTION
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Attendance and Scoring

After your Session has ended, update
your Roster on the Attendance and
Scoring tab.

» Select the Attendance checkboxes
for each user who attended the
Session.

» If your Session had any grades, enter
the Scores for each user and
uncheck the Pass checkbox if any
users did not earn a passing score.

» Click the Submit Roster button when
everything is tracked.

| Note: |
Be sure to always check the
Attendance checkbox(s) for all
users who attended each Part of
the Session (there will be
numbered checkboxes for each
Session Part, so you can track
attendance for each Part).

My Learning Connection ILT Instructor Training Roster

Session Roster

Roster [ Attendance and Scoring ]

Track attendance and scoring below. Use the “Submit Roster for Completed Users” button to submit Attendance, scoring and Pass status for users who have completed enough parts required for Session Completion. Attendance and Pass
status will not be editable when the roster is submitted and 2 user has astatus of "Completed”. The Admin may select to submit the roster again and update the user's attendance, score and pass status where the user's status is not yet
complete or if you see revert option and click it.

IMPORTANT—Virtual ILT Sessions: Wit 24 hours after the session ends before updating attendance. 1. Use "Update Attendance” toget attendance from the vILT provider. Attendance from the vILT provider will appear below:. 2. Use “Submit
Roster™ to submit zttendance, scoring and pass status for users who have completed enough perts required for Session Completion. Please note: After the roster is submitted using "Submit Roster’, using "Update Attendance” will no longer zet
attendance from the vILT provider.

Finally, after following the two steps zbove, to manually update a user's sttendance: 1. Make the appropriate changes. 2. Use"Update Attendance” tosave the changes. 3. Use "Submit Roster” again to submit attendance, scoring and pass status
for users who have completed enough parts required for Session Completion.

Parts ~
Users Check/Uncheck All L Download Roster Choose File Mo file chaszn € Upload Roster
Required
H
1= Name 1=UseriD Attendance Score Session Completion

/572026 Edit

5/5/2026 Edit

5/5/2026 Edit

5/5/2026 Edit

5/5/2024 Edit

5/5/2026 Edit

/572026 Edit

\EHHEEEE%}

Showing 1-7 of 7

Comments Required-

| I ()

NﬁSSUUl‘i Stﬂfﬂ- ‘ MY LEARNING CONNECTION 27



Reporting

There are several ILT Reports available.

* Click on a Report and enter the
required query data.

» Select an Output option.
* Printable Version
 Export to Excel
 Export to Text

* The Report will run and display in the
selected format.

» If you need additional reporting,
contact HRLearning @MissouriState.edu,
* Provide details about the data
you need a report built to show.
« If approved, we will build a
custom report in Reporting 2.0
and share it with you.

@ Standard Repaorts - Realize Your - X +

& C (Y & missouristate.csod.com/reports/index.aspx?tab_page id=-302 = v 0O &

N11580uriState._ ‘ MY LEARNING CONNECTION

Home Learning Reports ILT Admin

Reports

Click on a report category to view those reports. You may search for any reporis by title or description.

ILT

Enroliment Summary Session Cancellation

Displays summary information for Instructor Led Training(ILT) sessions. Displays a list of cancelled sessions, including reason for cancellation.

No-Show Session Withdrawal

Displays sessions where one or more students did not attend the required number of parts. Detail view lists no-show Displays a list of employees who registered for sessions and later withdrew their registration, including reasons for
employees withdrawal.

Requests Status Summary
Displays a summary list of requested fraining.

_| Note: |

A Report will only show data that you
have Permission to see. As such, you
may not see all available data if you
attempt to report on records that you
don’t have Permission to view.

Missouri State. | my Learning connEcTION 28
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Additional Resources

, Missouri State.
If you ever have questions or need R G e e [ =)
technical assistance with My Learning Home lesming Reports  IT  Admin My Account

Connection, please contact us. / Help
= Log Out
i

Context Sensitive
. : . Help is always
b Ll Ui available from the

HRLearning@MissouriState.edu Basic Settings Menu.

i]

+ System Administrator:
Jason Coons (OTD Specialist)
JasonCoons@MissouriState.edu
(417) 836-7683

Missouri State. | my Learning connEcTION 29
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Questions?

MiSSOUI'iStﬂtﬁ. ‘ MY LEARNING CONNECTION
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