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User handbook

Hi, and welcome to TalentLMS.

Your organization has chosen this platform to provide you with training.
Here, you’ll learn how to navigate your account and manage your experience.
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Your learning experience is based
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In TalentLMS, you are referred to as a Learner. As a Learner, you can view,
select and complete courses, check your own progress and engage with your
Instructors from your computer or mobile

Logging in to your account
Use a unique
username
YOU WERE INVITED TO CREATE YOUR OWN ACCOUNT. HERE’S HOW! and a work
email
1. Visit the Clearwater COG’s Online Training Center.

2. At the top of the homepage, click Sign up and fill in the required details.

3. An email will be sent to you with an activation link so you can log in to your account!

C' #@ dearwatercog.talentims.com/index o x M o ;
Customize and control Google Chrome
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e Please sign up using your first and last name as you would like it to appear on
your certificates.

e A work-related email is your best option to use. In order to use th training
website, you will need to use a valid email to activate your account. We will
also send training reminders, information, and related materials to this
address.

e A unique username is required to sign up. Please use a secure password and
write it down.

¢ You will be prompted to select the type of agency you work for: Provider,
County Board, Self-Advocate, and Other. Please choose the one that closest
relates. If none, please select other.


https://clearwatercog.talentlms.com/index

FIRST NAME

e.g. John

LAST NAME

e.g. Doe

EMAIL ADDRESS

e.g. jdoe@example.com

USERNAME

e.g. jdoe

PASSWORD

AGENCY

Select an option...

Create account

Enrolling in courses
There are a few options to enroll in a course to take. Here’s the easiest!

CLEARWATER ClearwaterCog.org  W. Tuttle | Learner ~ -
COUNCIL OF GOVERNMENTS

Search courses gname 2 B

Basic Principles and Requirements for Providing HCBS Waiver Services 3320

This 2 hour course provides an overview of provider responsibilities, medication administration
certification levels, provider certification process, required initial training and where to obtain the training,
free choice of provider, and...

Bill of Rights m

This one-hour course will assist you in understanding the Bill of Rights for Individuals with Developmental
Disabilities. This course explains how to deal with uncertain situations when trying to determine what is in

the best interest of the...




ENROLLING IN COURSES ON YOUR OWN

1. Browse the Course catalog for courses made available by your organization
and select the blue “Get This Course” button under the image for each course. If you
plan on taking multiple courses, select which bundle best fits your needs from the

right hand side.
The next page will be all the courses listed under that particular bundle. At the top of

the catalogue, select the blue “Get All For $500” button.

This will bring up the payment tab. From here, you can either use an access code for
discounted training or proceed to PayPal.

4. To use an access code, click on “Got a Coupon?” and enter the code in the text box.
The coupon will give a notification when it has been accepted.

ClearwaterCog.org ~ W.Tuttle | Learner ~ - Messages - search >

CLEARWATER

Home / Course catalog / New Provider/DSP Bundle

Search courses Getall for $00.00 = JEIERN:= ::: CATEGORIES
- General (21)

$30.00

BUNDLES

©» COG All Training Acc... ($500.00)

Basic Principles and Requirements for Providing HCBS Waiver Services

This 2 hour course provides an overview of provider responsibilities, medication administration
certification levels, provider certification process, required initial training and where to obtain the trainin,

. free choice of provider, and... P County Board ($500.00)

©» New Provider/DSP Bun... ($90.00)
P Provider Agency ($500.00)

You have this course

Payment

Basic Principles and Requirements for Pr...

Course

Price  $30.00

Checkout &I

& You will be safely redirected to PayPal to complete
your payment




Payment

Course Basic Principles and Requirements for Pr...

Price  $30.00

Got a coupon ?

Coupon

Checkout [EIEeTale

& You will be safely redirected to PayPal to complete
your payment

Navigating courses

To complete a full course, you'll typically need to complete different

types of units, like training, quizzes, and engage with different types of
material. These might be videos to watch, websites to navigate, fill in the blank
and multiple-choice questions.

HOW TO COMPLETE GENERAL UNITS

Typically, a course will consist of different units.
Please wait for each file to load completely before begin navigating it. To complete a unit you
might need to:

e Click the Complete button.

e Answer a question. If correct, you’ll move to the next unit. Each course has it's own
quiz and each learner will need to get a score of 80% to pass.

COMPLETING A COURSE

Once you have completed all units of a course successfully,
a pop-up window will appear indicating you have completed

e



the course. You will be prompted to download the certificate for completion. You will
be able to access these certificates through your online account, but we encourage
the best practice to save a copy for your records.

Working Remotely as a New Hire View as Instructor - < Quiz~ Files~ More ~ |

v/ 3Ways to Onboard Remotely
v Asking the Right Questions

Quiz

The test contains 3 questions
You have 30 minutes to complete it

Start test

Viewing your progress
You can keep track of your training from two different spots on the platform.

1. On your dashboard, you’ll find the micro-stat bar showing
some general stats.

2. From your dashboard, go to Progress on the right panel
to access more detailed reports.

talent mlms - Mary Logotheti | Learner -~ Messages Help ~ | search -
Search my courses @ g Last accessed B = @ Course catalog
Find new courses
57 2 15h 36m 2 3185 iG] Frosress ﬂ
courses in progress completed courses training time badges points = Find out haw you s dofng

with your training

3 3 oin grou
0. Webinar Series ~ 200 Join group
O™ To get access to group

courses and discussions

v % , é Conferences
% & View your conferences

Working Remotely as a New Hire =10 Training Remote Teams % Discussions

Hald conversations with fellow




HERE YOU’LL FIND:

Don’t forget!

Save your certificates!

Overview - your training progress at a glance

Courses - stats about your progress in each course you are enrolled in
Certifications - all the certifications you have received, and the option to
download them

Timeline - a detailed log of all the actions related to your profile

Frequently Asked Questions

How do | reset my password?

To reset your password, you will need to use your username
or email as an identifier. Click here for a step-by-step guide.

What type of email notifications will | receive?

You can expect to receive emails related to actions your instructor
has taken and would like to communicate with you.

For example, when they have enrolled you in a new course,
or they’re reminding you about a webinar that is about to start,
or an alert that feedback from your submitted assignments is ready.

The email address you'll see is noreply@talentims.com.
If these emails end up in your Spam folder, mark this email address
as ‘safe’ in your email provider.

Where do | access files that have been shared with me?

There are two places to look for files shared with you:


https://help.talentlms.com/hc/en-us/articles/360014573094-How-to-reset-your-password
mailto:noreply@talentlms.com

b)

a) From the course you are viewing. Click on Files at the top right
to access files shared.

b) From your user profile. Hover over your name at the top of the
page, click My files and view any files shared directly with you.

What happens if my computer shuts down
or my connection is lost while I’'m completing a course?

You can abandon and resume a course at any point. Just return to the
course, click Resume, and you'll be able to continue from the last unit
you accessed. If you were in the middle of a test, you'd be able

to resume from the last pending question.

If the test has a timer, the answers of that attempt will be submitted
to the point that they have been completed.

Can | see my TalentLMS calendar
on the calendar app that | use?

Yes, you can find more details here.

Which events are displayed on my calendar?

You can switch between two views in your calendar to see different events.
(Events are typically live training, webinars, or meetings)

My events: “My events” is selected by default. Here, you see all events
you are already registered for.

Available events: Click on My events to switch the view to Available
events. Here, you see sessions that are available as part of your
assigned courses but that you have not yet registered for, as well as
other single events or conferences (that are not part of a course) that
your organization has set up and you are allowed to register for.


https://help.talentlms.com/hc/en-us/articles/360014658293-How-to-access-your-calendar-from-other-applications

Home / Calendar

today February 2021 month  week | Myeventsw  Export~
Available event
‘ SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY @ Avenevieevents RDAY
5
@ 10:00 Morning Teaching S¢ @ 1:30 Digital Footprint
7 8 9 10 1 12 13

® 21:30 Pre-Audit Training

14 15 16 17 18 19 20

© 21:30 Pre-Audit Training @ 1:30 Digital Footprint

21 22 23 24 25 26 27

© 21:30 Pre-Audit Training

« How can | see the portal in my preferred language?

Navigate to the top of the page, hover over your name to reveal
the dropdown options, and click My Info. You will be able to change
your language and the timezone if needed.

o Can I change the order in which my courses are displayed?

Yes! From your dashboard, click on the Date icon (above your
micro-stats bar) and select how you prefer to view your courses.
From here, you can also choose if the Category will be visible or hidden.

Search my courses [6) Soae B B @ Course catalog
Find new courses
ORDER
Name '
71 1 42m 6 35 59 Progress
courses in progress completed courses training time badge Date ints. = Find out how you are doing

Status with your training

Last accessed =
- 208
O 10 get access to group

Categories

courses and discussions

g Conferences
View your conferences

.2 =y

po—
”
Training Remote Teams Working Remotely as a New Hire z.01 Leading Remote Teams QJ Discussions
Hold conversations with fellow
[11% ] COMPLETED O o ] seers

For any questions, please call the Clearwater COG at 419.898.8264
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