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PB University Learning Management System

Introduction

Welcome!

In order to provide you with the best online learning experience, PB is implementing a new
Learning Management System (LMS), which will be supported by PB University (PBU). The
purpose of this course is to familiarize you with the elements and features of the new PBU
LMS.

The LMS will become the centralized system that provides access to training courses,
manages your training development needs, and maintains a historical record of completed
training.

There are over 500 courses currently available through the LMS. Some require
management approval which is facilitated by an e-mail request generated by the system.
Other classes are may be accessed without formal approval. Managers may also directly
“assign” training to employees. Please ensure that you discuss your development plan and
the classes you plan to take with your manager.
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Overview

Download Information
For your convenience and future reference, you may download a PDF version of this course.

Click on the ATTACHMENTS link located in the upper right corner of this course window to
access the document and save the file to your computer.
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Learning Objectives

At the end of this course, you should be able to:

= Locate the PBU Learning Management System

= Log on and off of the PBU LMS

= Use the menu to navigate within the LMS

= View a transcript of completed training

= Access your user information

= Search for training

= Enroll in online courses or training events

= Launch and complete online courses

= View enrolled courses and mandatory assigned training

= Access LMS help

PB University Learning Management System
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PB University Learning Portal

Navigating to the PBU Learning Portal

The PBU Learning Portal can be accessed at any time — 24 hours a day, seven days a week -
from any computer with Internet access. You do not need to be logged on to the PB network to
access the system.

To access the PBU Learning Portal, visit https://learning.syntrio.com/pbworld
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Logging in to the PBU LMS

Logging In
Unless you have been told otherwise, your pbworld.com email address is your User ID for the

PBU LMS. When logging in for the first time, use the password training. You will be prompted to
change your password once you log in.

Example: Mr. John Employee logs in to the LMS for the first time. He:

= Types employeej@pbworld.com in the Email Address field

= Types training in the Password field

= Clicks the Sign On button

PBWorld.com
Email Address:

Password:

Forgot your
Password?
Click here.
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Changing the Initial Password

Password Change Screen

When you log into the system for the first time you will be prompted to change your initial
password. Passwords in the PBU LMS are not case sensitive.

= Type a password of your choice in the New Password field.
= Type that password again in the Confirm Password field.

= Click the Change button in the lower left corner [The Home Page will be displayed]

Password change Screen for First Time Users
Ifyou are a firsttime visitar to the anline learning center, you need to change your Password

MNew User, Please change your Password
PBWorld.com Email Address: newuser@phworld.com

i Change Feset
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Navigating the LMS

PBU LMS Home Page

= Displays announcements about upcoming learning events and other useful information
= Provides links to log off and obtain online help
= Includes access to training that is in progress, training assignments, and recommended training

= Provides a menu for easy site navigation

PB University

Welcome John Doe

Ny Home \) In-Progress Training

My Transeript Wielcome to the new PB University training portall
My Profile @ Training Assignments

Catalog

J% Recor ded Training
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Navigating the LMS
PBU LMS Navigation

You can navigate through the LMS by using the navigation bar on the left. This navigation bar is
always displayed in the system. There are four options available for general users. These include:

= My Home- provides access to In-Progress Training, Training Assignments, Recommended
Training, and displays important messages

= My Transcript- provides a history of all training completed via the PBU LMS
= My Profile- displays basic information about you and allows you to change your password

= Catalog- allows you to search the catalog for instructor-led and online training classes

PB University

O ‘.,-z In-Progress Training
| Transciigt

faia Q Training Assignmants

Catalog

J’?\ Recommended Training
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Viewing Your Transcript

Overview

The My Transcript screen displays a historical record list of all training activity and includes both
online and instructor-led courses. The information is organized into three categories:

= Completed Training Records
= Completed Competency Records

= Cancellations, Denials, No Shows, and Other Records

My Home

- My Transcript

My Profile

Catalog
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Viewing Your Transcript

Sample Transcript

This is an example of the My Transcript screen in PB University.

PB University

Trascripl: Jobn Employes

My Home Completed tr g 1ecoads

My Tramcript Training (Code 4 - Taio) Tope  Stmus  Updated Passial SEC T Sheed o, |

My Profile Accass-126059 - Access 2003 andihe Online oo pags 100 mia o -
pic) u & cart
G100 - Inroduction to BM 100: Onling :

ST {Dugingss Management System V(1.0 * R Ao gl (L & i L e
01 - Innovaton and Craadit Vi10) 1% Complatsd 17103007 PASS 100 3 o | =
LRFD 101 - Infroduction fo AASHTO GOnline - .
LRFD VL), . Complated 1 Q00T PASS 100 13 01 [l
MS0-Security- Office security basics ?Mm Complated TH HH007 A nia o m_ —

Total Credis: &1

Competency records
Training Type Status Date Cradits
No Gompatnelos inthe ranscrpt

Tolal Credits: 0
Cancallations Denlals No Show Otlee 1ecords
Traivin T Stalus Tt
Excel113302 - Advanced Data Analysis in Excel 2003 Online*  Request Denied 1172472007
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Viewing Your Profile

Overview

The My Profile screen displays basic information about you. This information is imported into the
PBU LMS via a data feed from Human Resources (HR). Any changes to information must be made
in the HR system of record. In addition to displaying your user information there are two useful
functions:

= Password update

= Email address update

My Home

My Transcript

- My Profile

Catalog
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Viewing Your Profile

Sample My Profile Screen

This is an example of the My Profile screen for a hypothetical user.

PB University

Welcome John Employee Log Off Help
Profile Information: John Employee
My Home PBWorld.com Email

Address: jemployee@phworld.com

LU hCetiTd Password: = b= CHANGE
EE Number: 1234567
User Roles: Student
Catalog Access Level: nfa
Country: United States
Division: AMERICAS
Location: JACKSONVILLE
Supenvisor: Jane Manager
Job Title: ADMIN ASST |
Tech Title: Unknown
PM Title: Unknawn
Hire date: Tuesday, August 22, 2006
Cost Center:
Address:
City/State Zip/Country: ,
Phone:
Class/Grade: P-9
Email: john employes@clientsite. ™= CHAMNGE

Wy Profile
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Course Progress

Completed Objectives

We have now covered the first five objectives of this course.
At the end of this course, you should be able to:

ég = Locate the PBU Learning Management System
@ = Log on and off of the PBU LMS
@ = Use the menu to navigate within the LMS
{9 = View atranscript of completed training
@ = Access your user information
= Search for training
= Enroll in online courses or training events
= Launch and complete online courses
= View enrolled courses and mandatory assigned training
= Access LMS help

PB University Learning Management System
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Searching for Training

Overview

Search for online courses or instructor-led events through the Catalog menu button. The Catalog
screen allows you to:

= Perform a search using one or more characteristics

= View a class calendar of upcoming learning events

My Home
My Transcript
My Profile

Catalog
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Searching for Training
Basic Search Functions
The search feature allows you to search by course Code or Title, Keyword, Category

(such as communication skills, compliance, sales, etc.), and Delivery Type (such as
instructor-led, online, etc.)

To perform a search, type or select the applicable information and click the Search button.

Wy Howree

Wy Transcript K ]

Category: | All Categaries L4
Cataloy Dalhvary Typa: | Al Types -
Approval Requined?: O ves O Mo
Fallawing ant apps y
Please chiaosa the Delbvery Type above as Led =, I eeloiw.
Locatini | All Locatans 4
Etrscton: | Al lnstrucions -

Wy Prodile

Class Start Dates pron: 121052007 Taz | Month | Day || ‘ear +
u Nﬁn«m 121062007 To: | Month =~ Doy » |‘Year =
mm’:’?‘ Over OMNo
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Searching for Training

Advanced Search Functions

Additional search options include :

Manager Approval (specify whether manager approval is required for the course)

= Instructor-Led course options (such as location, instructor, and dates)

Wy Transcript

Catagony:| Al Caregaries v
Cotaog [ vty bt Instructor-Led * v
Approval Requined?: ) ves O No

Fallawing ant apps y
Please chiaosa the Delbvery Type above as Led =, I eeloiw.

Locatini | All Locatans 4
Etrscton: | Al lnstrucions -

Class Start Dates pron: 121052007 Taz | Month | Day || ‘ear +
Class Registration

Ptk
mm’:’?‘ @ves Oto

From: 131042007 To: | Month =~ Doy » |‘Year =
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Searching for Training

Search Results

This is an example of the search results from a key word search on “project management.”
Please note that both online and instructor-led information is displayed since the delivery
type was not specified in this search example.

fra— Fows érn covits
# of cowmses matchng aiterlc 33 H 419 ¢ H
Wy Transcipt Lode Tithe a4 Dascriphion o Type Cabeguy
Wy Protis W PROUDSTT A inedetion o Praject Misgement amling ™ Project Management
salnid
Cataing W PROJUSEZ  Aesatvang Prifect Rk Gnling = Projest Management
selnid
W PROOSD Communicaions Poning and informatin Gnling = Projest Management
selnid Dustribusion
7 PROUDSIZ  Cotroling Prject Scope Onling ™ Project Management
saimit
W Promct Greaing and Detning a Preject Gnling = Projest Management
swimt 132450
| Proma Enlespriie Prope! Managesnist Onling ™ Micrersel Office
swma 201357
B PROUDSST  Estmiating Acthaty Costs Online ™ PBrojest Management
seimil
B PROJODAT  Ethecs and Professonal Knowsedge Onling ™ PBrojest Management
seimil
PROJDEH ST el Oniing ™
<)
W P00 INTRODUCTION TO PROUECT MAMADEMENT  InstuionLed. Project Management
seimil =
B PMOOI0  INTRODUCTION TO PROUECT MAMAGEMENT  InstucionLod Projest Nanagemunt
seimct -
L EE Online ™
selnct. & Projct
' Menbaring sessionsl Onling ® Projest Management
salnet PHROK Guide
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Enrolling & Launching Online Courses

Enrolling and Launching Online Courses

Enrolling in and launching online courses is simple. Follow these 3 steps:

1. Use the Search function to locate a course you wish to take. The results of your search will be
similar to the example shown below.

2. Click the Select button next to the course you wish to take.
[The course summary screen displays.]

Catalog Listing

Rows in earn credits

Rows in this color indicate inactive courses
# of courses matching criteria: 1

Code Title or Description Type Category
Hhihd-37 Wiriting Skills Online * Hamvard Management Courses

PB University Learning Management System




Enrolling & Launching Online Courses

Enrolling and Launching Online Courses, Continued

3. Click the Take Course button to enroll in and launch the online course.

The course launches in a new window. Follow the instructions on screen to complete
the course, or to exit and return to it at a later time if necessary.

Please turn off pop-up blocking software!

HMM-37 - Wiiting Skills - [ Online *]

Abstract: Learn how to putyour readers' needs first to take the headache out of writing—and help
extend your influence as a manager.

Prerequisites: This course has no prerequisites assigned to it.

Harvard Management

il |7
Category: Courses Approval Required? ™
Length: 0min Credits: 0
Cost: $0.00 Vendor: HBS

Passing Score: 100

PB University Learning Management System

Enrolling in Instructor-Led Courses

Enrolling in Instructor-Led Courses
Use the Search function to locate the instructor-led course in which you wish to enroll.

1. From the Catalog screen, click on the Class Calendar icon.

Wy Home

L Keyword Ssarch:
Lo Ziriee Category: 4l Caragaries v
Cataboy Dhedbvmry Typi: | A0 Types -

Approval Requined?: O ez O No

Fallawing art appicable anty
Please choose the Delvery Type above as Led =,

Locatione: | All Locatiaons ~
Instiisctor | Al Instructons -
Class Start Dates pron: 121052007 Taz | Month | Day || ‘ear +

inﬁn«u 121062007 To: | Month =~ Doy » |‘Year =
::\um‘:’; Over OMNo
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Enrolling in Instructor-Led Courses

Enrolling in Instructor-Led Courses, Continued

2. Select the Location of the class from the drop-down menu, then click the Search button.

Input Criteria for Class Calendar

Select Course Code v

Cowrse:* S
or ‘ Select Course Description hd

Location:* | Select a Location

ation

Dubai. United rab Emirates { Dubai. Dubai UAE )
PE - Austin { Austin. T US)
To view all ¢ PE - Chicago { Chicago, ILUS)

PE - Landsdowne. WA ( Landsdowne, WA US)
PE - New York [ New York NY US)

PB - Newark, NJ ( Newark, NJ USA)
FB-Tempe (Tempe, AZ US)
WWEBINAR [ Any, Any Any )

o any criteria.

PB University Learning Management System
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Enrolling in Instructor-Led Courses

Enrolling in Instructor-Led Courses, Continued

3. The calendar of events for that location will appear. Scroll through the calendar to locate the
date of the class event.

4. Click on the applicable course link from the calendar.

Class Calendar

Location: PB - New York (New York, NY US)
- November 2007 »-
sun Mon Tue Wed Thu Fri Sat

1 2 3
4 g 1 z S g 10
11 12 13 14 15 16 17
18 12 20 21 22 23 24
‘ ED-00024 - Giving
and

25 26 27 28 29 0
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Enrolling in Instructor-Led Courses

Enrolling in Instructor-Led Courses, Continued
The details of the class event for that location are displayed for your review.

5. Click the To Enroll button.

ED-00024 - Giving and Receiving Constructive Feedback {112307-N¥Y)

Location - PB - New York { One Penn Plaza New York, NY US )
Class Duration: 11:23/2007 to 11:23/2007

Registration date: 10/15/2007 to 11/20:2007

Class Coordinator - System Administrator

Additional Class Information: Lunch will provided

Meeting Date: 1172372007
Meeting Time: 9:00 Ak to 11:00 AM EST
Meeting Site/Room: Unknown or nfa
Instructor(s): CHARMAIME MCFARLANE

Class Details - TO ENROLL | [ALL CLASSES

*Click to wiewy if you can enrall

PB University Learning Management System

Enrolling in Instructor-Led Courses

Enrolling in Instructor-Led Courses, Continued

The Class and Resource Schedule displays.

You will have the option to Enroll or Request permission to enroll in the class.

=

anroll raquest
Class Listing for ED-00024 -- Giving and Receiving Constructive Feedback ALL CLASSES
# of classes matching criteria: 1 1
Enroll Class Class Begins Calendar Meetings Location Available

Code Space
112307- Moy 23 2007 9:00AM :.y C‘%. FB - New York { One Penn Plaza Mew York, 15

request Y EST schedule etais MY LIS )

PB University Learning Management System
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Enrolling in Instructor-Led Courses

Enrolling in Instructor-Led Courses, Continued

6. Click the enroll button. enroll

[The Enroliment Confirmation displays.]

Enroliment Confirmation

Congratulations! You have been enrolled for the NBLCWEB - NetBank Learning Center Online Demonstration (nblc-030206-
2) classroom training..

ok
7. Click the OK button.

Note: You may go to the “In-Progress Training” area to view or modify your enrollment.

PB University Learning Management System
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Course Progress
Completed Objectives

We have now covered the first eight objectives of this course.
At the end of this course, you should be able to:

64} = Locate the PBU Learning Management System

@ = Log on and off of the PBU LMS

@ = Use the menu to navigate within the LMS

@ = View atranscript of completed training

(“4 = Access your user information

@ = Search for training

(fg = Enroll in online courses or training events

@ = Launch and complete online courses
= View enrolled courses and mandatory assigned training
= Access LMS help

PB University Learning Management System




Accessing In-Progress Training

In-Progress Training

You may access any training that you have not completed by clicking the In-Progress Training link
from the home page. This will also display any classes in which you are enrolled.

PB University

Welcome John Employee

My Home In-Progress Training

L ‘Welcome to the new PB University training portall

Wy Profile é Training Assignments

Catalog

J@ Recommended Training

PB University Learning Management System

Accessing In-Progress Training

In-Progress Training Example

You may click the link to continue taking a course that is in progress. You may also view instructor-
led classes in which you are enrolled by clicking the applicable link. Clicking the Enrolled link
allows you to cancel your enroliment if necessary.

PB University

Welcome John Employee
In-Progress Training: John Employee

My Home
|_My Transcript I Training (Code - Title) Type Status  Updated Ti;'i': ,ﬁ:ﬁm
My Profile CPDAPBH4280 - Workplace Harassment - United States R ®
o ‘(Emmoy’ee Edition) {Latin American Spanish) W{1.0) Cpie i 7
alo
o HhiM-02 - Budgeting V(10). Online* Incomplete 1062972007 139

HhM-F¥WO1 - Improving Communications Facilitated Yarkshop Instructar-
‘(Pm‘tland—?mrﬂ?' Starting on 01/1512008) Led* il A Ay
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Accessing Assigned Training

Training Assignments

You may access any training that is assigned to you by clicking the Training Assignments link from
the home page. Courses on this list have either been assigned by your manager or are required

company training.

PB University

Welcome John Employee

My Home Q In-Progress Training

My Transcript Wielcome 1o the new PB University fraining portall

thyRrenis Training Assignments
Catalog

J% Recommended Training

PB University Learning Management System

Accessing Assigned Training

Assigned Training Example

This is an example of the Assigned Training screen for a hypothetical employee. You may click the
links to view information about each course. The completion deadline is also listed.

PB University

Log Off Help

Welcome John Employee
Outstanding Training Requirements: John Employee
My Home Training Assignment Title or Description Deadline
FB Asia HMM - Communication
My Transcript Shills HMM-04 - Presentation Skills Due in 364 days.
HMM-18 - Persuading Others Due in 364 days
eI Hhihi-22 - Megotiating Due in 364 days.
HMM-37 - Wiriting Skills Due in 364 days.

Catalog

PB University Learning Management System
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Accessing Recommended Training

Recommended Training

You may access recommended training by clicking the Recommended Training link from the home
page. These are courses that you have the option to take, but are not mandatory. They may
include courses identified in your development plan. The system does not track a due date so you
may complete them at your own pace.

PB University

Welcome John Employee

Wy Home Q In-Progress Training

¥ Tiaiacrak WWielcarne to the new PB University training portall
Wy Profile é Training Assignments

Catalog

J% Recommended Training

PB University Learning Management System

Accessing Recommended Training

Recommended Training Example

This is an example of the Recommended Training screen for a hypothetical employee. You may
click the links to view information about each course. The current status is also listed.

PB University
Lisaaming Plan Status: Jolhiy Envgiloyes
[ 1 Fan Title ot Descripsion Status.
Harand Wanage Menlor Frogram HMM-02 - Firance Essentials MO Ackion
My Tramsciipt HMM-03- Coaching Mo Action
HHM-04 - Préesantation Skils Inamplt
L HMM-05 - Marketing Esserals Ho Aton
Catalon HWM-06 - Strasegy Eoecution Mo Acson
HMM-0T - Froject Managerment Mo Ackon
HMM-08 - Budgeting Incomplata
HMMAD - Busingss Caso Divelonmen o Action
HMM-11 - Business Plan Development Mo Acton
HMM-17 - Strategic Thinking Mo Acton
MM 3 - Customur Focus Mo Acken
FHMM-14 - Dactsion Making Mo Acson
HMHN-15 - Padbmancs Messurement Ho Aok
HMM-16 - Reaining Employees Mo Acton
HMM-AT - Stress Managemant Mo Acion
HMM-18 - Persyadg Ohirs MO Acon
HMM-13 - Change Management Mo Acson
HMM-20 - Toam Management Mo Acticn
HMM-21 - Divaloping Employees Mo Acton
HMM-13 - Negotiating Mo Action
HMM-23 - Hiring Mo Acken
HMM-24 - Leading sed Mottvating Mo Acson
HMM-2% - Parfamiance Appealsal Mo Acion
HMM-26 - Feedback Exsentials Mo Acton
HMM-27 - Carser Managamank Mo Acion
M- 2 - Digmig i an Emplovee Mo Acken
FHMM-23 - Team Leadershin Mo Acson
HEM-30 - D o Acien

PB University Learning Management System
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Obtaining Online Help

Need Help?

The online Help system is a great way to learn more about the features and tools within our LMS.

Locate the online Help by clicking the Help link in the upper right corner.

PB University

Welcome John Employee

My Home \:> In-Progress Training

W Trartcint Wielcame to the new PB University training partall
My Profile é Training Assignments

Catalog

J% Recommended Training

PB University Learning Management System
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Obtaining Online Help

Need Help?

The Online Help feature provides detailed information about how to use the LMS.

[ZZEEET RoboHelp ®

(L] Usin the L5 as & Studert — | About Using the LMS as a Student
|7 about Using the LMS as a Student
i gk rOgress i aring Students use the systerm to engage in training activiies and to review the

|7 Wiewing Your Transcript
|7 Wiewing Qutstanding Training Assignm
|7 Wiewing Recommended Training

status of their own training records. Specifically, student users can
perform the following tasks:

|7 Wiewing Personal Profils + View in-progress training
|7 Editing Personal Profile 3 : - _
|7, Ssarching the Catalog « Yiew outstanding training assignments

Searching Class Calend
e = Yiew training recommendations (if applicable)

+ Miews personal transcript

« Search course catalog

« Enroll inTake training

+ Miew and edit personal profile

|7 Envoling in or Taking Training
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Course Complete

Congratulations!

You should now be able to:

@g = Locate the PBU Learning Management System

€9 = Log on and off of the PBU LMS

@ * Use the menu to navigate within the LMS

Q@ = View atranscript of completed training

@ = Access your user information

EEA) = Search for training

@ = Enroll in online courses or training events

@9 = Launch and complete online courses

@ = View enrolled courses and mandatory assigned training
6&) = Access LMS help

If you need additional assistance using the new PBU LMS, please email us at

pbu@pbworld.com.

PB University Learning Management System
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