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Classes Screens in Advanced HR 2.0

Available Classes will appear in the employee’s My HR menu tab when they login to their Employee Dashboard. It is
here that the employee will sign up for classes. These classes need to be created first, however, and then made
available to the employee. You can easily create classes, you can acknowledge it, and you can report on it (who signed
up for a class, who acknowledged it, etc.).

Employee Maintenance

Training classes allows the employee to  Enploes Summary

sign up for classes. These training
classes need to be created first, and
then made available to the employee.

Let’s create a Training Class by going to
HR Admin - Company Setup - Class:

Company Setup

geuooosooon

Creating a Class

You create a Class by going to HR Admin - Company Setup - Class. To learn how to create a Class Type, refer to the
Advanced HR 2.0 Administrator Guide.

If the user is not locked into a company, they will see all the classes for all the companies that they have access to. To
create a new class, click the green New

button.
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A New Record will popup where you can begin to create your class. As you can see from the example, we are creating a
Fork Lift Operation training class.

R v v orienain

Company Class Info
Company* Title
Bl Brown's Auto Supply (BAR) (WEB1200) - New Hire Orientation
Description

New Hire Orientation

ltems covered are the company policies, confirming benefits enrollment farms completed during the onboarding process and any questions the
employee might have

Each Department head will do a presentation on what their team does and how best to communication with them

Conclusion of a Office Tour.

» If you haven't yet, select your Company from the dropdown.

* Give your class a Title.

» Give your class a Description.

» Enter any class details like start Time and Location, and maybe any credits.

» The Class is Open Yes/No toggle is where you make the class available for people to enroll in.

Enter the Class Details.

Class Details
Instructor Location
HR Admin Room C
Duration (in hours) Credits
(0] 2.00 © 12.00
Class Time [ Class Is Open
05/25/2018 09:30 AM ] i VES

i

RESET EMPLOYEE ACKNOWLEDGEMENTS D

Let's take a closer look at the red Acknowledgements button:

For any previously created Class, the user can Reset the Employee Acknowledgements.
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For any previously created Training Class, the user can Reset the
Employee Acknowledgements.

Class Is Open

NO YES

th

RESET EMPLOYEE ACKNOWLEDGEMENTS 'D

Clasi Reset Employee Acknowledgements

Clicking this button will reset the
acknowledgement status for every employee

' enrolled in this class.
| Use this if you are changing pertinent class
. details, such as time or location, and want )WLEDGEMENTS D
the acknowledgement icon to re-appear for

this class on the Employee Dashboard.

icon will open an

=y
1

Note that clicking on the
information popup.

Classes can be Acknowledged by the employee on their Dashboard. Once a class is created, saved, and assigned to
the employee, they can Acknowledge that they are going to attend the class. Below you can see a sample employee
Dashboard with an acknowledgement icon showing in the My Upcoming Training Classes section of the screen.

Documents
Already Attached

These documents are already attached to this record

The final step is to attach

— ; Size (KB
documentation or images to the Company dosument pet o . o
class. These will be available to Employee Handbook pdf i &
the employee when they enroll. ok pe o &

@ Forklift_Truck jpg §7 ]ﬁ[

Browse or Drag/Drop documants

Remember to click Save Changes
when complete:

Class: J5 ki {He1:0]
SaveaNext Recnrd”

& Browse ...
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Enrolling Employees in Classes

There are two ways to enroll Employee Maintenance
employees in Training Classes: % Employee Summary

& Achievement
& Alternate Rate

Go to HR Admin - Employee
Maintenance - Class
or Class Rapid Enroll.

& Document (¢
. & Education
Class Rapid Enroll allows the user & Emergency Contact
. & Employment Detail
to enroll multiple employees at &10
. . & Labor Allocation
once into a particular class. & License
& Note
& Pay Stub
& Review
& skill
& Tax (Federal

Note: Unless the Class is assigned to the & Tax )

employee(s), they won't be enrolled. & Time Off

2 Wis

There are two ways to enroll employees in Classes:

* Go to HR Admin - Employee Maintenance - Class
or

» Class Rapid Enroll.

Class Rapid Enroll allows the user to enroll multiple employees at once into a particular class.

Note: Unless the Class is assigned to the employee(s), they won'’t be enrolled.

Class Method - Enrolling One Employee in a Class

With the Class menu option, you enroll one employee in a class.
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Classes

:I ° B

Actions Name Employee  Tite - Description ﬁ 2 EeEn Location
n ,‘fﬂi}f“j-le 6 Auto e Training on how to use the Auto Software. This software is used for scheduling customer appointments and billing customers Doorane Off site
n g{g;’vh"én 2 Auto we  Training on how to use the Auto Software. This software is sed for scheduling customer appointments and billing customers AR 0ff site
y o New Hire Orientation Items covered are the company policies, g benefits pros o5
n Brown, 2 Newtiire  questions the employee might have. Each Department head will do a pres B T e o e hem O2S2018 05/25/2018  Room C
P Conclusion of a Office Tour. v
New Hire Qrientation tems covered are the company policies, confirming benefits enrollment forms completed during the enboarding process and any p
n e e e Questions the employee might have. Each Department head will do a presentation an what ther team does and how best to communication with them Sorasi2018  06/08/2018  Room €
Conclusion of a Office Tour.
i ) New Hire Orientation ltems covered are the company policies, confirming benefits enrollment forms complsted during the onboarding process and any s/
n Eﬂi)f“f‘le 6 gﬁ:ﬂ:‘;:fw questions the employee might have. Each Department head will do a presentation on what their team does and how best to communication with them, 83,3253’91 8 Room C
! Conclusion of a Office Tour. .
Marks, Sexusl 00/06/2018 West
B Maks g Sexual | Sexusl Harassment required annusl training for all staff 0D/06/20 pcorN,
an
H £ s A ply (BAR] : sal Hara: it 1al Hara it Figquired An - =
Employs et Dot 3 :
2 & fi .
Employee Acknowledged
Send Emai notification to Employes?

Select the Employee you <
wish to enroll. '

Select the Class Type.

Once enrolled, you can
Send an Email
Notification.

You use this screen, not to create a new record, but to enroll an employee into a class. Select the Class from the Class
Type dropdown. Since this is the first time enrolling the employee into the class, there is no acknowledgement yet.
However, as a manager, you could come into this screen later to see if the employee ever did acknowledge the class.
You can also set up a stock Email notification to the employee for classes using a template editor in the Company tile.
You can also enter any Notes about the class here. Once you click Save Changes, the employee is enrolled in the

class.

Now that we’ve enrolled the employee, for that employee, their My Upcoming Classes tile will display all classes that

Remember to Save Changes.

have been assigned to the employee. They can Acknowledge the class by clicking the “thumbs up” icon.
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Rapid Enroll Method - Enrolling Multiple Employees in a Class

Rapid Enroll lets the user enroll multiple employees at once into a class. It also allows you to assign grades or add notes
to employees all at one time.

It's important to remember that Rapid Enroll cannot create a class. Its function is enroliment only.

Go to the Classes Rapid Enroll Dashboard. Click on a class row to open it.

Classes
S & DOWNLOAD filte A
Actions Class Title Class Description Class Time m - Location
Sexual Harassment Sexual Harassment required annual training for all staff 00/06/2018 07:00 PM West Boardroom
Auto Software Training on how to use the Auto Software. This software is used for scheduling customer appointments and billing customers 09/10/2018 05:30 AM Off site
" < - > » Page: 1 of1 GO Pagesize: 2 CHANGE ltem 1t0 2 of 2

Here is our Sexual Harassment class with the attendee list. Use the No/Yes toggles to enroll as many employees as
you would like. Remember to click Save Changes when complete.

Send Email notification to Employee? Q
ND YES
Enrolled Name [} Division / Branch / Department / Team / Position Grade or Result Notes
No  ves Baker, Don 22 1/%e///08 Grade 2
P
NO YES Baker, Tammy 20 1/1e///01
7
NO VES Blaine, Betty 23 1/1e//7/03
%
NO YES Brown, Stephen 2 1/1e///150
P
NO YES Couture, Thomas 1 1/1e///01
£ -

Employees View their Assigned Classes

To learn how the employees view the classes they are assigned to, click on the following link:
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Notification Related to Employee Enrollment in Training Classes

Note that there is a Notification that Admins can set up to inform employees when they have been successfully enrolled
in a training class or were enrolled by a manager/admin. Admins go to HR Admin — Communications — Notifications
and select the Classes Category, to set up this item.

Delivery when  Confirmation Email sent to Employes when they successfully enrolled or were enrolled by an

Classes Enroliment in Class ! Target Employee eventosours  Admin/Manager in a class
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