State of Arizona Learning Management System
Supervisor User Guide

As a supervisor, you're
provided with your own user
group administrator account.
Your “user group” is a
grouping of your direct
reports in a single location in
the LMS.

To Log In, use the following
information:

Username: Your EIN
followed by an 'S’ (without
the apostrophes)

Password: Your temporary
password is:
NewUser1 (case sensitive)

Click the Log In box.

Welcome State of Log In
Arizona's Employee Learning Portal 1234565
Use Google Chrome for optimal performance and completion of your Online Training.
Username is your EIN with an S R NewUserl

User Guides and ]
Resources Temporary Password is: NewUser1

N TraCorp Login Hints:
Supervisors S LOGIN

State Employee use your EIN as your username (Ex: 123456)

orgot Password?

New Users Supervisors login with your account, your EIN with an "S" at the
end. (EX: 1234565)

UGA's Non-State Employees use your assigned username (Ex: AD123456)

Instructors

FAQ's

NOTE:DO NOT CALL the HRIS Help DESK for LMS issues!

Arizona Department of Corrections Staff ONLY Click Her=.

State Employees, Contractors, Volunteers and all other MON-S5TATE Employees please contact your
agency training representative at the link below for any issues with your account or with
TraCorp. Agency Training Contacts
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Users Tab
On the right is the Admin Navigation and Control
Center location.

Across the top of the screen are:

UG Admin Help:

Select this option to go to the TraCorp Help
location.

Help Guides:

Access to Supervisor’s and User Group
Administrator’s guides.

Preferences:

Select this option to view information about
yourself. Some data is editable; grayed out
data is frozen and cannot be edited.

My Student:

Select this option to go to your student
account. This will allow you to launch on-
line courses and register for classroom
courses as a student rather than as a
supervisor.

Log Out:

Select this option to leave the LMS.

5 Admin Help  Help Guides

Preferences My Student Log Cut

Admin Navigation

Control Center Home

Welcome to the LMS Administrative Control Center. Select tasks from the menu on the left.

LMS Statistics

Filt=r by ~ Where value equals

Title
Total LMS users

i Active LMS users
= Active but idle users
@ Active users not idle

Total students

i Active students

@ Insctive students

= Agtive but idle students
@ Active students not idle

. Active usergroup admins

- i e e e -

> Refresh | Clear Filter

Go

Value

e —
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When you select the Users tab from the Admin Navigation bar, a list of your direct reports will appear on the right side of the screen in the Control
Center.
e Active employees are shown with a green dot with a check mark (see the graphic on the right). Inactive employees will be red.
e Note: DO NOT click on the green
icon. Doing so will inactivate the
user’s student profile. To reactive @trol Center Home | Users X
the profile, contact your agency

T . Filter users where Username w | starts with v Go | Clear Filker | Show Inactive | User Type: | Student
User Group Administrator. Click for .
UGAcontact list - UGA Contact List. Email Process {Jobm Sup...
° The Username is the emp|oyee EIN. Active Username - First Mame Last Mame Addr... Agency ... Level Class) Hire Date Code  Depariment
To View an employee, place your e IBMAY IKaz.. DT DTE10 10/01/2007 DT7.. 06005
mouse pointer on the employee and @ KEITH KFE_. DT DT610 07/08/2012 DT7.. 06005
double click. e LESLIE LTA.. DT DT610 08/18/2013 DT7.. 06005
This will bring up the Edit User box for this v BETH BGr.. DT DTE1D 12/31/2018 DT7... 06005

employee.


https://hr.az.gov/content/uga-contacts
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Notice that all the options on the User Information tab are
grayed out. You cannot edit any of this information for

your direct reports.

We blanked out key pieces of data that would reveal our
example employee. Yours will not be blanked out.
Click the “Show User Assignments” button to view what

iahit User

Required Information

Username:
First Name:

Change Password:

training courses are currently assigned to this employee. T

Additional Registration Information

Agency:

Process Level:

Hire Date:

Job Code Description:
Department:

Term Date:

At Will Status
Description:

Position Description:
Supervisor First Name:

Supervisor Email
Address:

Process Level
Description:

User Information User Change Log

User Groups My Certificates Content Activity

Email:
Last Mame:

Confirm Password:

Division:

Function {Job Class):
Job Code:

Supervisor Code:
Supervisor Link:

At Will Status:
Position:

Adjusted Hire Date:
Supervisor Last Mame:
Agency Description:

Department
Description:

Employment

Save Changes | Show User Assignments | Cancal
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Reports Button

prer—

% Users Contral Center Home Usars Reports ©

When you select the Reports Button, it will
bring up the Reports listing as shown on the )
ight side of this page. Your reporting is iy e=rming Tracks
g . . . — Mote: student records are current up to the previous day only
restricted to the following options: | Reports

e You can only report on a single direct @ ne Saved Reports Show reports that you have saved or that others have shared with you.
report or all your direct reports. ’

Select a report from the list below.

Shudent Activity Repart All training records for a single student
° _Use the I_lnk below fc_)r additional Shudent Transcript Transcript for a single student
information on creating reports: | Cantent Recerds Training records for students for a single piece of content.
i rack ds ini i i .
http://www.alc.az.qov/cbt/TraCorpL Lesming Track Recon Training records for students for a single learning track

MS Documents/Reports122016.pdf Cartifications Certification report by user, user group, or certification.



http://www.alc.az.gov/cbt/TraCorpLMS_Documents/Reports122016.pdf
http://www.alc.az.gov/cbt/TraCorpLMS_Documents/Reports122016.pdf
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Save Reports

Follow the steps below to save report settings for future use:
e Select the report by clicking on the report title.
e Fill out the report criteria.
e At the bottom of the screen, click on “Save Settings”

e Type the title and notes.

e Click “Save”

Rgbert Options - Content Report

Format:

Content Activity:
Diate Range
Dake Typa:
Date Range:

Date Range
applies to:

Other Options:

Completion:

Content With
Multiple Records:

Group Records:

Filds (note; PDF
reports ahways
have cartain
fields):

Sort By:
Filter By:

Filter Terms:

Spreadshest (C5V)
Both

o
E
p=
i)

[ Only recerds wf due dates (downloads only)

Remaove unassigned content
All Results

Show all records individually

Show all records individually

Usarnams
First Name
Last Name
Emnail

Last Name

Vo filker

No filker

Ta:

ol

[¥] Active Users Only
Include Bundled Children

Create Report [
Save Report Template
Report: Content Records
Title: Records for LAWL00SEMP
Mokes:

Save
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All saved reports are located under Saved Reports.

To run the saved report, click on Saved Reports.

A list of saved reports will appear.

Double-click on the report you wish to
run.

Control Center

Control Center Home Reports ~

Select a report from the list below.

MNote: student records are current up to the previous day only

| M Saved Reports

Saved Reports

Title

I Records for LAW1006EMP

Slips, Trips and Falls

Report

Content Records

Content Records

Created By

| Show reports that you have saved or that others have shared with you.

Created

3132019 4:2% pm
10/26/2013 12:53 pm



State of Arizona Learning Management System
Supervisor User Guide

Click on “Create Report” when the window opens. Réport Options - Content Report
Format: Spreadshest (C3V) P
Content Activity: | Both w
Date Range
Date Type: Salect 3 valus »
Date Range: From: | (fny) 3 Ta: (Any) [
Date Range Any Field b
applies to;
Other Options: [7] Only records wf due dates (downloads only) [F] Active Users Only
Remove unassigned content Include Bundlad Children
Completion: All Results w
Content With Show all records individually b
Multiple Records:
Group Records: Show all records individuzlly R
Fields (note: POF  Usarmame
reports always
have cartain TELETE
fields): Last Name
Email =
Sort By Last Mame o
Filter By: Mo filter w
Filter Terms: Mo filter

Create Report § Save Settings




