- StandardOperating Procedure ____________________

Process: Creating and Assigning a Certification
Purpose: This document will outline the process of creating and assigning a certification in the TraCorp system
Owner: Arizona Learning Center Date: | 4.15.2019

Revision: | 1.1

Creating a Certification — Part 1

Notes Action Action Screenshot
Detail _
1 |Lloginto Enter your » 'W
RN\~

TraCorp. UGA
Learning Platform for Arizona State Agencies
username

and password

and click Log Welcome to Log In
In. TraCorp!!!

The new Learning Management System (LMS) of record for
the State of Arizona. Your assigned and required training Password
will now be available to you through TraCorp effective April
17th, 2017.

First Time User Instructions:

Supervisors and Managers with direct reports, dick HERE Log In

N

Forgot Password?




From the left
menu, click on
the

Preferences | Log Qut My Student

Admin Navigation

Control Center Home

Control Center

‘Certifications’ L
. Welcome to the LMS Administrative Control Center. Select tasks from the menu on
Tab. ¥ User Groups
[ LMS Statistics
Filter by v  Where value equals Go
EE Learning Tracks
Title Value
Certifications ‘u‘ Total LMS users 76,425
) Active LMS users 61,926
=) Active but idle users 14,379
@ Active users nof idle 47 547
[_|-Classmum s Total students 67,887
) Active students 54,136
EW&hmar i ® Inactive students 13,701
Cont. Edu. Units =) Active but idle students 9,435
@) Active students not idie 44 751
) Active instructors 243
. Amtinra oarnrmin admine T ALY
i) Refresh | Clear Filter
Contact TraCorp for info on setting up Custom Graphs for your LMS.
H {
Click ‘Add Preferences | Log Qut My Student
ops .y
Certifcation’.
‘} Users Control Center Home Certifications *
:_; User Groups +Add CEﬂif{«f}Eﬂjun +De|ete | search
H . ADCSAD0D3
The Title Add a Title for | The Title New Certification
Should the ShOUId begin Certification Information Content Learning Tracks Ownership
correspond Certification | with your # Name:
with the in the ‘Name’ | ‘Agency

content that

field.

Identifier’.




will be chosen
for the
certification.

For Example:
AD — New
Hire
Certification

Choose the
preferred
‘Assignment
Period’

Option 1:
‘From

Assignment
Date’ will
have the
Certification
due within a
specified
amount of
days from the
assigned
date.

Option 2:
‘Due On

Specific Date’
will have the
Certification
due before a
Specific Date.
This will give
the option to
set the
Certification
as a “one
time” event

Assigned Period

* Completion Type: | None

Warning Peripd: Mone
| From Assignment Date

Certified Period ' Due On Specific Date

Option 1:
Assigned Period
Completion Type:  From Assignment Date
Completion Days: | 45

Warning Period: | 2|

Option 2:
Assigned Period
Completion Type: | Due On Specific Date
Completion Date:  7/20/2018
Date Type: | Annual
Warning Period: 2

This will establish the due date as 45
days after the certification is assigned

This will send out a warning email 2 days

This example will have the cerification
automatically reassigned every year an
the chosen date.




or annual

Warning
Period is used
for email
notifications.
Use the
amount of
days prior to
assignment or
expiration
that you want
the students
to be notified.

Choose the
preferred
‘Certified
Period’

Optioni:
‘Expiration
Type: Days’
This will
determine
how many
days the
certification
will last once
issued.

Option 2:
‘Expiration
Type: Date’
This will set
the
certification
to expire on
the chosen
date. This is
also where
you can set a
certification
to expire on a
yearly basis
by using the
‘Date Type’'.

Certified Period

# Expiration Type:

Warning Period:

Optional Grace Period

Recertification Days:

Option 1:
Certified Period
Expiration Type:
Expiration Days (0 = never):

Warning Period:

Option 2:

Certified Period

Expiration Type:
Expiration Date:
Date Type:

Warning Period:

None »
None
Days
Date

Days w
365
2

This example will have the cerification
expire every 365 days

Date w
7/20/2018 |
Expire every year on the above date

2

This example will have the
certification expire every year
4 on 7/20




Grace Periods Determine if Choose how Optional Grace Period
are not the many days
. . Recertification Days:
required certification you want the
needs a Grace | grace period LI S
Period to last and
when the
useris to
receive
notifications.
Click the Mew Certification
Content Tab

Certification Information Content

M
Assigned Period

Completion Type: Mone

Warning Period:

Certified Period
Expiration Type: MNone

Warning Period:

Optional Grace Period
Recertification Days:

Warning Period:

Learning Tracks

Crwnership




Multiple
pieces of
content can
be selected if
desired. This
should only
be used if
there are
associated
resources for
the content.

If multiple
courses need
to be
selected, itis
recommended
that a
‘Learning
Track’ is used.

Select the
content that
is going to be
used for the
certification

New Certification

Certification Information

Awvailable Content

Content Learning Tracks Ownership

Search:

Content
® (] ADC

=43 AD - Administration

Code Type

® [C] Arizona Lea ming and Development Unit

=9 ADOA Courses
E ADCSA004. 3 Domains of Mobile ADCSADDS

#| =] CIS001-1, Top Ten Security Awareness Fund CIS001-1
{l:E CI2001, The Top 10 Security Awareness Fun CIS001

Onling training content (SCORM)
A - (SCOBM
Onling training content (SCORM)
Online training content (SCORM)

ificaticn 1001 LOHPDO0]

=] cIS0014, Acceptable Use Agreement Form  CIS0014
=| CIS001B, Acceptable Use Agreement Attest: CISO01E
=| CI1Z002 - Privacy Awareness Training Cl3002

Other Online Resource
Online Test'Questiocnnaire
Online training content (SCORM)

-

Assigned Content

Search:
Conient Code Tips
CIS001-1, Top Ten Security Awareness Fundamentals Cl2001-1 Online training contant (SCORM)




This is not
required if
content has
already been
assigned from
the previous
tab.

When using a
Learning
Track, the
Certification
will not go
into effect
until all
associated
courses are
complete.

10

Click the
Learning Track
tab to assign a
Learning Track
to the
certification

New Certification

Certification Information

Learning Tracks
® (C7 TraCorp Learning (0}
# (1. TraCorp Demo (1)

Content

Learning Tracks

= A
= A
=l
=l
=l
|
= A
= N
= A
=l
=l
=l
=l
|
= A
= A
= A
=l
=]

Statewide Mandatory Courses for Mew Employees (5)

=
Ol iahant o L

Statewide Mandatory Courses for Mew Supervizors (15)

Incident Command (1}

FY¥17 CE Correctional Officer Il {2}
FY¥17 CEB Cormrectional Superviser (14
FY17 CB Correctional Officer Il {714}
FY17 CB Cormectional Officer IV (12)
FY¥17 CB Cormrectional Administrator (12)
FY¥17 CB Mon-Security Staff (10)

FY¥17 CB Mon-Sacurity Supervisor (11)

F¥17 CE Education (12)

FY¥17 CE Education Supervisor (13}
FY¥17 CEB Physical PlantWarehouse/Fleet (1.3}
FY17 CB Physical PlantVWarehouse/Fleet Supervizor (13)

FY17 On-Site Contractors (12)
FY¥17 ADC Mon-Supervisors (5)
FY¥17 ADC Supervisors (§)

FY¥17 CB Weapons (5)

MNew ADC On-Site Contractor Employee Crientation (5)

New ADC Employee Orientafion (5)

Selected Learning Tracks
Statewide Mandatory Courses for New Employees




Ownership 1

Last Mame

This will allow | 11 | Assign an 1. Click the New Certification
the assigned owner for the | ‘Ownership’ — : :
L. Certification Information Content Learning Tracks
owner to certification tab.
make changes I
to the 2. Click ‘Add o adg owners | T
certification. Owners’. Usarm First Mame
Owners must
be Full UGAs.
3. Search for | JelectUsers
the desired Filter ue)lere Last Mame w | startz with | w ||salas
user.
First Last Email
Active Usern... MName Mame Address  Agency  Division
= 11662... JEMHM... 3A&LAS  JLSal... DE
] 14916... STACI SALAS  Sfacie... CH
= 672415 FKIMB... 3ALA... KSAL... DC DC25
= gsalas1 grizel salas grizel.... AD
] {ngsuga Grizel Salas grizel.... AD
] Displaying users 1 - 5of 5
4. Click ‘Select
User’ o Select UCS-EF!-l |
This is not the | 12 | Click ‘Save’ to

last step.
Certifications

finalize the
creation of

@n Clzar Filker
Functi. ..

Process | (Job
Lewvel Class)
DE335

CH255

DC24x ADC - .

Show Ir

Hire !
Date |

ez, |
02180 1
09230 |

Save ]

Cancel ]




must still be
assigned to a
User Group.

the
Certification.

Assigning a Certification - Part 2

From the
Admin
Navigation
tabs on the
left, Click on
‘User Groups’

-'} Users
';4. User Groups “

HH Content

Learning Tracks
e

|_____|{Jassmum Sessions

My Student

Admin Navigation Control Center

Control Center Home

Welcome to the LMS Administrative Control Center. Select tasks from th

LMS Statistics
Filter by

Title
Total LMS users
€ Active LMS users

=) Active but idle users
@ Active users nof idle

Total students

) Active students

|
Preferences | Log Out

r

v  Where value equals ¥ | Go

Value
76,425 -
61,926
14,452
47 474

67,857
24,186




Double Click
the desired
User Group

Preferences | Log Out My Student

Control Center

Control Center Home

Admin Navigation

Cont. Edu. Units

Record Entry

- News & Updates

Welcome Banners

+A|:I|:1 Mew User Group x[}e#ete
=-S5, All User Groups

9. Al Instructors (0}

9, All Students (0)

3 ALTCS ROTE - PAS ()
&% Cert Phase 3 (0)

% HEA - Health-e-Arizona (4)
&% HR Department ()

#9, Licensed Pl Analysts (0)
29 Mon-State Workers (105,
% OPD Test (0)

2 PCI-IT ()

#9 PCI - Non Supervisar (0)
9, PCI - Supervisors (0

9, PCI000S (0)

&3 PCI10004 - iTD {0)

&% PR - Mon-State Workers (3)
#2 Secyrity Awareness (0)

User Groups *

24 Siate Of Arizona - Agencies, Boards, Commissions, and Councils (111)

T, SUpervisor (0]

21, Supervisors (1)

o mem —

Click ‘Assigned
Certifications’

(Editl.l‘serGroup- 2

| 4= | Tracks Awailable Learning Tracks

Assigned Certifications

All Certifications

I =/ apcsaoooz
=] Aliza Brinkerhoff
1 Andv

_.___.__.__.__.;__.Iu —

T AT

Assigned Certifications

9

!

Utoassignment Rules

o T

<

Accessibility Restrictions| =

s




Multiple
Certifications
may be
assigned if
desired.

Select the
desired
Certification(s)
to assign

4= | Tracks Available Learning Tracks | Assigned Certifications | Autoassignment Rules

Assigned Certifications

Accessibility Restrictions| =

=|-JADCSADNODZ

=| Aliza Brinkerhoff

= Andy

=|—' DT - LAW1002, Fair Employment Pracfices

=|/OT - LAW10035, Diversity

=|—' DT - LAW100EEMP, Preventing Inapprepriate Behavior

=| ' DT - PCI0001, PCI Security Standards on the Phone and Cnline
=|' DT - PCI0002, PCI Security Standards for Back Office

=|' DT - PCI0003, PCI Security Standards for Managers

=|' DT - PCI0004, PCI Security Standards for IT
OT - PCIO00S P eourity Standards at the Point of Sale

= LAW1000 - STANDARDS OF COMDUCT FOR STATE EMPLOYEES
= LAW1005 - DIVERSITY

400 O LT ALARY =l=Tal ==} S EH AT

= 1# LaW1006EMP - Preventing Inappropriate Behavior and Workplace Harazsment

L)

=" Phase 3 Test 11
=] ' Phase 3 Test 12
="' Phase 3 Test 13

F

Click ‘Save
Changes’

Save Changes ] Cancel

e’




