complyNDv'— Removing Assigned Training

As a supervisor or a Training Admin, you will be able to remove training assignments through the Gap Analysis Report. Please refer to
the complyNDv" User Guide for more detailed information.

Removing Assigned Training

Supervisor.

1. Log into comply.nd.edu.

3. Click Gap Analysis link in Reports:

Supervisor

2' From the Tralnlng tab7 C“Ck Setup: Ad-Hoc Course Setup s Instructor-Led Training

Dashboard: Training Overview

Ad-Hoc Course Setup § Gap Analysis ffCourse Completion » Instructor-Led Trainings « ILT Attendance & Completion » Track Failures

4. Open the Filters by clicking on the
small arrow at the top of the report.

Gap Analysis

3 User: Donna Thompson (Jenny Clark)

I_A_ Course Curriculum or Adhoc Appll’caD Due By

[» | RMS - Bloodborne Pathogens, seif paced, 2015, 2016 general lab assignment_kloss lab_sept 2015 Sep-24-2015 Oct-18-2015
I | RMS Shinnina Rinlnaieal Suhstanees Traininad aeneral lah assinnment kinss lah sent 2015 Sen242015 Ort-NEIMNME
comp’yND‘/ UMy Tasks: 7 [1 New, 0 Past dus] [ 1y Calendars Jenny Clark | Help +
5. In the Supervisor Relationship T N
. My Trainings | Supervisor
dropdown list, select all to see all of 6] EEEE
Gap Analysis (il ~ [Load Preference v|| Save | Delete pAE & Done
the people who report to you.
Supenisor Relatonship B ] o=
Curriculum or Adhoc Al [
Direct
weer Manual
" — a2

Submit. | Clear All

LA, Course Curticulum or Adhoc Applicable on Due By Status Supervisor Relationship

3 User: Donna Thomeson (Jenny Clark)

Remove Assignments.

4l

Scheduled, but you cannot remove an I e = =
assignment once it is In Progress.

6. Inthe Status dropdown list, select All. Gap Analysis - [
C“Ck Subm't Supeniisor Relationship Al v _Couse L ]
Comedumar dboc IEE— | I
e ] .
NOTE: You can remove assignments e o 8
with the status of Not Started or [ comse Cameann o ttnec
& User: Donna Thompson (Jenny Clark)
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7. All of the employees who report to Gap Analysis il - [imipdmmee o]l e | e 4@ & owe
yo u both d i re Ct an d d otted - | i n e Wi | | be |_._ Course Curriculum or Adhoc Applimblcqnv Due By Status Supervisor Relationship Remove Assignments
. ! . .. ! B User: Donna Thompson (Jenny Clark) a
Ilsted along Wlth a” Of the tral nlng b | September complyND Introduc tion to Training complyND Demo September 10 2015 Sep-D8-2015 Oct-08-2015 Mot Started Direct o
R v | radiation safety refresher New Hire safsty-HR-Aug 2015 Aug-D4-2015 AUg-19-2015 Not Started Direzt o
aSS I g n m e nts th at th ey h ave n ot b | Electrical Safety Training 2015 TH Fire. Jun-02.2015 Jun-12.2015 In Progress Direct
b | BC Media-Based UAT2 Aged BC Curriculum UAT2 Aged AprDB-2015 Apr-10-205 In Progress Direst
comp leted. | BAC Mot Soses UAT1 BAC Non LT Currstom ar 082015 s 112015 inProgress oiest
& User: Jeff Welling (Jenny Clark)
8 S I | t th | t tl d b | HR Confidentiliy 2015 HR Confidential Information Curriculum Jun-22.2015 Sep-20-2015 Not Started Direct o
. oCrollacross 1o the column tite 5 serJoc Sakson Geany clry
Rem Ove Assi n ments You Wi" See a v | Radition Safety 3 15 HR New Hire- Aug 2015 Aug-14-2015 Sep-13-2015 Net Started Direct o
g . b | General Lab Safety 2015 General Lab Safety for Pl Smith Chem Lab Sept 24 2015 Aug-D4-2015 Aug-142015 Not Started Direct =]
S m al | C h e C k b OX n e Xt to a n b | BAC Media-Based UAT1 BAC Non-ILT Curriculum Jun-22-2015 Jun-24-2015 Net Started Direct o
y b | RMS Shipping Biologic al Substances Training1 TH Fire Jun-22.2015 Juk22:2015 Not Started Direct =]
assi n m e nt th at iS N o t St art ed o r b | Elevtrical Safety Training 2015 TH Fire Jun-22-2015 Juk22-2015 In Progress Direst
g b | Drug Free Workplace smh 3.5.2015 Onboarding Polcy smh 3.5.2015 Jun-22.2015 Ju06:2015 Not Started Direct =]
S C h e d u I e d b | Fire- Fire Extinguisher Fire- Fire Extinguisher Jun-22-2015 Juk22-2015 In Progress Direst
) © User: Lisa Weinberg (enny Clark)
b | radiation safety refresher New Hire safety-HR-Aug 2015 Aug-Da-2015 Aug18.2015 Not Started Direct 5]
b | JMP-Test ILT Includes Test- 3-17-15 Course JMP - TEST ILT Includes Test 3-17-15 AdHot Satup Juk17-2015 Not Started Direzt o
b | Dog Safety Test03_15 Train DT ad hot 4215 JuA7-2015 May-02-2015 Not Started Direct o -
b | TRANDTILT32015A TRAIN DT ILT test 32015 Juk17-2015 Mar-27:2015 Not Started Direct [u]
b | TRAIN DT course Afor 318 15 TRAIN DT Course B3 1815 JuA7-2015 Mar23.2015 Not Started Direct o -
< ,
[4 4 [ Page[ 1lor1o| B P | @ | Records perpagei[20 ||  ReportDataas of 052320150306 PM [ Remove | Dispiaying recoras1 - 20 or 196
9. Click in the box in the row of any Sep Anabyss - Lotz el e | e AT S
. _a Course Curriculum or Adhoc Applicsbleon Due By Status Supenvisor Relationship Remove Assignments
assignment you want to remove. You 3 Users Donna Thompson Uenny Clark) 2
. b | RMS - Bioodborns Patnogens, self paced, 2015, 2016 general lab assignment_kioss lab_sept 2015 Sep-24-2015 0ct19-2015 Not Started Direct o
can remove assi g nmen tS one at a b | RMS Shipping Biological Substanc es Training1 general lab assignment_kioss lab_sept 2015 Sep-24-2015 0ct08-2015 Not Started Direct @
. | . | b | UH Aerial Lit Safety Training 6 2015 UH Aerial Lift Safety Training 7 2015 Sep-24-2015 Oct242015 Not Started Direct o
time, or you can remove multiple b | At Poley and Procecore nisp_tos_safmesing sep2 2015 octs w1 ot trted Oret o
H f b | September complyND Introdu tion to Training complyND Demo September 10 2015 Sep-08-2015 0ct-08-2015 Not Started Direct =]
assl g nme ntS Oor one or more users at b | Electrical Safety Training 2015 THFire Jun-02.2015 Jun-12-2015 In Progress Direct
th t b | BC Medie-Based UAT2 Aged BC Currizulum UAT2 Aged Apr08-2015 Apr-10-2015 In Progress Direct
€ Same time. b | BAC Media-Based UAT1 BAC Non-ILT Curriculum Mar-09-2015 Mar-11-2015 In Progress Drrezt
5 User: Jeff Welling (Jenny Clark)
1 0 W h e n yo u h ave S e I e Cte d al I of th e b | Electrical Safety Training 2015 Electrical Safety Training 2015 € 30 Sep-24-2015 00242015 Not Started Direst ]
b | HR Confidentiaity 2015, HR Confidential Information Currizulum Jun-22.2015 Sep-20-2015 Not Started Dirext (=]
assignments you want to remove, Click | 5 umersossceon vemyauns
b | RMS - Bioodborne Pathogens, self paced, 2015, 2016 ‘general lab assignment_kloss lab_sept 2015 Sep-24-2015 Oct18-2015 Not Started Direct (=]
th e R emove b u tto n. b | General Lab Safety 2015 General Lab Safety for PI Smith Ghem Lab Sept 24 2015 AUg-D4.2015 Aug-14-2015 Not Started Direct (=]
b | BAC Modia-Based UAT1 BAC Non-ILT Curriculum Jun-22-2015 Jun-24-2015 Not Started Direct @
b | RMS Shipping Biological Substant es Training1 THFire Jun-22-2015 Juk22-2015 Not Started Drrezt @
b | Electrical Safety Training 2015 TH Fire Jun-22-2015 Juk22-2015 In Progress Direct
b | Drug Free Workplace smh 3.5.2015 Onboarding Policy smh 35.2015 Jun-22-2015 JukD6-2015 Not Started Direct (@]
b | Fire- Fire Extinguisher Fire- Fire Extinguisher Jun-22.2015 Juk22.2015 In Progress Direct u
© User: Lisa Weinberg (Jenny Clark)
D | JMP- TestILT Includes Test- 3-17-15 Course: JMP - TEST ILT Includes Test 3-17-15 AdHoc Setup Jub17-2015 Not Started Direct = -

<

»

14 4 | Page| 1ort1] B Pl | @ | Records perpage:20 ||  ReportData as of 09252015 02.05 Pt

l Remove ID::pLavm records1 - 20 of 202

11.You will receive a message asking if
you are sure you want to delete these
assignments. To continue, click OK.
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12.0nce you click OK, you will receive a
second message telling you that the
courses were successfully removed.
Click OK.

stemi/Home

The page at https://und2.uat.metricstream.com says: =

Selected courses removed successfully.

_ [_] Prevent this page from creating additional dialogs.

message. —
nent_kloss lab_sept 2015 Sep-24-2015 Qct-18-2015 Mot Started Direct
Gap Aniyss - (e ) e | e DD S
14 W he n th e G ap An alys I S R e p o r-t L‘_ Course Curriculum or Adhoc Applicable on Due By Status Supervisor Relationship Remove Assignments
3 user: Donna Thempsen (Jenny Clark)
reo p ens yo u see th at th e remove d b | RMs- Bloodborns Pathogsns, seif pased, 2015, 2016 general lab assignment_koss lab_sept 2015 Sep-24-2015 Ort-18-2015 Not Startsd Direct 8]
)
. b | UH feril Lit Safety Training 6 2015 UH Aerial Lit Safety Training 7 2015 Sep-242015 Oct242015 Not Started Drect o
C | aSSeS are n 0 | 0 n g e r aSS | g n e d . b | Athletics-Policy and Procedure ndsp_test_staff meeting Sep-23-2015 Oct-05-2015 Not Started Direct o
b | Blectrical Safety Training 2015 THFre Jun 02.2015 Jun 122015 In Progress Direct
b | BC Media-Based UAT2 Aged BC Curriculum UAT2 Aged Apr-08-2015 Apr-10-2015 In Progress Drrest
b | BAC Media-Based UAT1 BAG Nom-ILT Currizulum Mar-08-2015 Mar-11-2015 In Progress Drest
B User: Jeff Welling (Jenny Clark)
» | HR Confidentiaty 2015 HR Confidential Information Currizulum Jun-22-2015 Sep-20-2015 Not Startsd Drect o
3 User: Joe Jackson (Jenny Clark)
» | RMS- Bloodborne Pathogens, sef paced, 2015, 2016 generallab assignment_kioss lab_sept 2015 Sep-24-2015 Oct19-2015 Not Startsd Drect o
5 | General Lab Safety 2015 General Lab Safety for Pl Smith Chem Lab Sept 24 2015 Aug-04-2015 Aug-142015 Not Started Drect =]
b | Btectrical Safety Training 2015 THFire Jun-22.2015 Juk22-2015 In Progress Direct
b | Drug Free Workplace smh 352015 Onboarding Folcy smh 352015 Jun22.2015 Jul08.2015 Not Started Direct =]
b | Fire- Fire Extinguisher Fire- Fire Extinguisher Jun-22.2015 Juk22-2018 In Progress Direct
B User: Lisa Weinberg (Jenny Clark)
» | JMP - TestILT Includes Test - 3-17-15 Course JMP - TEST ILT Includes Test 3-17-15 AdHoz Setup JuHT-2015 Not Started Direct 5]
» | Dog Safety Test 0315 Train DT ad oz 4215 JuF17-2015 May-02-2015 Not Started Drrect =]
b | TRANDT ILT320 154 TRAINDT ILT test 32015 JUH7-2015 Mar-27-2015 Not Startsd Drrest o
b | TRAIN DT course Afor 31815 TRAIN DT Course B3 18 15 Juk17-2015 Mar-23:2015 Not Started Direct o
b | TRAIN Buiking Rep Class DT 347 TRAIN DT Buikling Rep Test 317 JuH17-2015 Not Started Direct o
- . o o s o
15.When you are finished working with T
* My Trainings | fisor
the Gap Analysis report, click the . =
Gap Analysis [f] + [ Losd Freference [v]| save | celets B9 & &
g
N g
DONE button to return to the — e o TS —— i | B
g
3

Supervisor tab.
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