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User Guide

This User Guide will help you login to and use the OSD’s Learning Management System
(LMS). You can keep this file open as you work through the LMS or you can print it and
place it on your desk for quick reference.

As with any new system, taking the time to become familiar with how the navigation
works and how the LMS is organized is key to becoming comfortable with OSD’s new
LMS.

As well the LMS is dynamic which means that as programming changes the information
in the LMS will also change. The basic processes will remain the same, but some of the
screens may change or look different.

The following topics are covered in this user guide:
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Step-by-Step LMS Login Instructions
for Manitoba Government Employees

Step 1 Finding your User Name:
You will need a user name to login to the LMS.
Your user name is your personnel number, which can be found on the top
left corner of your pay advice.

e For example: If your personnel number on your pay advice is
123456, then your user name is 123456

User names must have 6 characters

If your personnel number has less than 6 characters you must add the
number of zeros to make 6 characters to the front of your employee
number.

e For example: If your personnel number on your pay advice is
3456, you must add 2 zeros in front of it to create your user name,
which should look like this 003456

Step 2 Creating your Password:
You will need a password to login to the LMS.
You will create your password by taking:
o the last 4 numbers from your user name
e and the first 3 letters of your last name
Note: the first letter must be capitalized, and the rest are lower case.

o For example: Jane Smith’s personnel number from her pay
advice is 123456; which means her user name is 123456. Jane’s
password will be 3456Smi

If your last name contains less than 3 letters, you will need to add the
number 1 at the end of the password.

e For example: If your last name is Ng and your user name is
456789 your password would be 6789Ng1
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Step 3 Loqging into the LMS:

Once you know your user name and password you are ready to type that
information into the login page.

e For example: Jane would enter her user name and password
into the login page and click enter as follows:

Welcome to the LMS
Login Page:

|123456

3456Smi

| Enter |

Step 4 Changing Your Password:

After the first time you log in, you will be asked to change your
password.

Your new passwords must be:
e No more than 7 characters long

e Composed of a combination of upper and lower case letters,
numbers and special characters of your choice

e Some examples of special characters are:

[#:21%+%-<>@ [\ _{}]
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LMS Frequently Asked Questions

1. Why do | need a user name and password to enter the Learning
Management System (LMS)?

The LMS is a secure site and requires each user to login with a distinct
user name and password. This process ensures that only you can access
your learning information.

2. Where do | get my user name and password?
Your user name is your personnel number, which appears on your pay

advice. If you are a Manitoba government employee your pay advice
looks like the example below.

Pay Advice

Relevé - Service de Ia paye M'c"."'to'ba ’ ”

Personnel #/No d'employé: 123456 s Payroll Area/Categorie de paye: 1P Auto Pay Regular Amount/Montant: i‘!
I

|Pericd/Période: 2010.04.10 - 2010.04.23 PP: 08/2010 Date: 2010.04.23

Bank/Banque : S
Account/No du compte: (NP ES e aail

Employee Name
Department

Work Address

City, MB, Postal Code

3. What if my pay advice looks different than the example above?

If you work for the Manitoba government and your pay advice has the
name of a payroll company such as ADP, etc., you should contact OSD at
OSD@gov.mb.ca, and we will help you to login to the LMS.
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4, Do | have to set up an account in the LMS?

No. If you work for the Manitoba government and your pay advice looks
like the example in question 2 above, then an account has been created
for you. If you are not paid by SAP then you will need to have an account
created for you. Please contact OSD at OSD@gov.mb.ca, and we will
create an account for you.

5. What do I do if | forget my password?

On the LMS Login Page there is a link called “email me my password.”
Click on this link and you will be taken to a password reminder page. Here
you will type in your user name and your password will be sent you by
email.

Welcome to the LMS
Login Page: Password Reminder

User Name:
|

/ 1 Submit J
[ Enter /J

Email me my password

If you don’t receive an email with your password, please contact OSD by
email at OSD@gov.mb.ca, and we will help you.

6. What if | have trouble logging in?

If you have trouble logging in at any other time, please contact OSD by
email at OSD@gov.mb.ca, and we will help you.

Learn.Develop.Renew 6
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7. After 1 logged in my screen didn’t look right. What should | do?

You may need to “allow Pop-Up Windows” so that you can see the screen
properly. To allow Pop-Up Windows please follow these steps:

Click on Tools on your browser

From the drop-down menu click on Pop-up Blocker

Then Pop-up Blocker Settings (Diagram 1)

In the "address of website to allow" field type in OSD.learnflex.net
(Diagram 2)

e Click Add and Close the window

Dlaq ram 1 ZiLearnklex = Windows Internet Lxplorer

- y % | # https learnflex.net,

File Edit View Favorites

@convert ~ P Select

elete Brawsing History...  Ctrb+Shift-+Del
InPrivate Browsing i il Service Commission @ | Cubure, Heritage & Chizenship @ | Deskioy

¢ Favorites | 5l £ Free H

2 LoarmFlex Reopen Last Brawsing Sessian

InFrivate Fikering ChrkHshift+F
InPrivate Fikering Settings

Turn OFf Pop-up Blacker
POl ings

osd Y ORGAN|

& STAFF
DEVELO|

Manage Add-ons
Compatibility View
Compatibiity Yiew Settings
rowser Reguirement;

Developer Tools F12

Send to Bluetooth Device. .,

Internet Options

I in your brovaer. From the drop-down manu dlick on pop

you mu Up vindovs. To allow pop-ups click on tosls in your brova: vn menu dick on
to allow’ bex key in OSD.lsarnflex.net and dick 2dd. Closs the

=t allow pop-up
and then pop-up blocker settings. In the "address of website

lick "Continua” to be brought to the LMS Welcome Page
© test that your brovser setting is correct click "Re-Test". You should be brought to the LMS Welcome Page.

Exit Re-test | | Continue

Diagram 2

Exceptions

Pop-ips are curently blacked. ‘You can sllow pop-ups fram specific
i websites by adding the site ta the list below,

Add

Allowed sites:

*.gov.mb.ca
osdloms. learnflex.net

osdpreprod leamflex.net
training. dominknow. com

Matifications and blocking level:
[¥] Play & sound when & popeup is blocked,
Shows Information Bar when & pop-up is blocked

Blocking level.
Medium: Block most automatic pop-ups ~
Leain more about Pop-up Blocker Cloze
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8. | followed the instructions to allow Pop-Ups but | still can’t see the
page properly. What should | do next?

If you are still not able to properly see a page or open an online course
you may also need to allow Add-ons. To allow Add-ons, please follow
these steps:

1. Click on Tools in your browser

2. From the drop-down menu click on Manage Add-ons (diagram 1)

3. A new window will open with a listing of all Add-ons (diagram 2)

4. Scroll down the list. If you notice an item is disabled highlight the item
and click on Enable in the lower right-hand corner of the window

5. When all items on the Manage Add-ons page are enabled, click on
Close to close the window
Diagram 1

Diagram 2
Learn.Develop.Renew 8
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9. What are Add-Ons and why are they important?
Add-ons allow Flash and other small applications to run, which are
typically included in on-line courses.
10. Itried to follow these instructions and I still cannot see the page
properly.
If you are still having difficulty seeing the page properly please contact the
ICT Services Help Desk at 926-3400 or toll free at 1-888-281-1139.
11. What are the other links on the login page?
OSD also provides training and consulting services to external agencies
that are not part of government. The other links on the login page are
intended for that audience:
Create Account - This option is for learners who are not
employees of the Government of Manitoba.
Note to Government of Manitoba of Manitoba
employees: Please do not create an account
here as your account has been created for you.
Browse Calendar > Without logging in, you can access OSD’s
calendar. The courses listed here are targeted to
our external clients so not all courses are shown
here. To view the entire OSD catalogue for
government employees or to register for a
course you must login to the LMS.
12. How do I get back to the login page from these instructions?
To return to the login page from these instructions please click on the
Back button on your browser.
Learn.Develop.Renew 9
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Navigating the LMS

The first page you see when you login to the LMS is the Welcome page. Your name will
appear in the top right corner, just below the Log Off button. For this Guide we have
created a user called “LMS User.”

22 | = | ¥ LearnFlex [ # LearnFlex

Admin Menu Log Off

s with your supervisor. Create 2 Learning Flan. Review your goal

DEVELOPMENT User: LMS User - User Arsa

Osd CORGANIZATION
& STAFF
Welcome

Message Center Learning Plan Courses | Registration Achievement Record

| Welcame | Programs and Services | Learning Tips | About Us | Help and Support | Polides |

Welcome to OSD’'s new

Learning Management System (LMS)!

Notice to New users:

Before you explore this new site please take the following actions:

o Verify your contact information and update your email address by clicking on the profile link above.
+ Remember to click Save if you have made a change on this page.

+ Please do not change the External ID number on your profile page as that is your unigue ID that the LMS looks for to
update your learning achievements.

We encourage you to explore the Courses/Registration function to search and register online for OSD courses. Use the Learning
Plan function to map out your development activities

Stay informed of course changes and updates by checking the Message Center everytime you login to the LMS

Track your progress using the Achievement Record function. Please note that we are still in the process of migrating information into
the new LIMS this means that your previous history with OSD has not been added to your profile as yet. If you need access to your
history please send a request via email to osd@gov.mb ca

There are a number of tutorials that can walk you through how to search and register for a course, etc, click on the Help and Support
in the sub-menu above

We welcome your feedback and appreciate your patience as we take our senices in exciting new directions. Contact us at 945-2276
for assistance with navigating our new LMS or to learn more about OSD training services and workshops

Disahbility supports available on request. If you require accommodation please contact OSD directly at
945-2276 or psd@gov.mb.ca each time you register for a workshop

In order to protect your privacy this LIMS does not store any personal health information. OSD gathers
only the information necessary to provide the appropriate accommodation. and we dispose of this
information in 8 secure manner once the specific workshop is completed

In order to provide a healthy working and learning environment for all workshop participants, OSD
requests that you refrain from using scented products when attending any of our programs

Zome learn, develop, and renew with us

/4

/
Please note our accommodation and scent free policies stated at the bottom of
the Welcome page.

Learn.Develop.Renew 10
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The LMS is organized using clickable headers along the top blue bar as highlighted
below.

S5 | - | ¥ LearnFlex ¥ LearnFlex

Admin Menu Log Off

s with your supervisor. Create a Learning Flan. Review your goal

- A LATION
& STAFF
DEVELOPMEMT

Message Center

User: LM3S User - User

Learning Plan Achievement Record

Courses | Registration

| Pregrams and Services | Learning Tips | About Us | Help and Support | Policies |

Welcome to OSD’'s new

Learning Management System (LMS)!

Welcome > The Welcome tab has six subheadings organized to provide
you with information about OSD’s programs and services,
learning tips, help and support, etc. This is where you can
also find out about what's new with OSD courses and other
programming information.

Message Center > The Message Center will deliver specific information about
courses you have registered for, including confirmations,
cancellations, changes in times, or dates. We recommend
that you check here often to keep up to date.

Learning Plan »> The Learning Plan area lists all of the courses and programs
in which you are registered. Here you can view a quick
status of what courses you have completed and which are
pending.

Courses/Registration > The Courses / Registration area is where you search for
courses or programs and then register for the offerings that
work for you.

Achievement Record = Your Achievements are tracked for you here. We are in the
process of migrating information into the new LMS, which
means that your previous history with OSD has not been
added to your profile as yet. If you need access to your
history please send a request via email to osd@gov.mb.ca.

Profile > The Profile holds your work contact information. Please
verify your information and update your email address
and click save. Please do not change the External ID
number as that is your unique ID that the LMS uses to
update your learning achievements.

Learn.Develop.Renew 11
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To read important notices from OSD, you should make it a

habit to check the Message

Center every time you log in. Once you arrive at the Welcome page, click Message

Center in the top blue bar.

"_.!:? alp ‘*LearnFIex

ATION

& STAFF
DEVELOPMEM
Jessar :

Learning Plan

Courses | Registration

Achievemen

Subject Sender

Course Registration

Delete Select All

Previous Page: 1

Generated Sy

Message Type R
M
stem Registration 1

In this example there is one unread message for the user in the screen shot above.

To read messages, click on the subject of the message, which will open a pop-up
window, as shown below. Once you have read the message, use the X in the top right to
close the window and return to the Message Center page of the LMS.

22| - | # LearmFlex

X # LearnFlex

AdminMenu  Log Off

th your supervisor. Create = Learning Plan. Review your gosls vi

ORGANIZATION
& STAFF

OSd Y DEVELOPMENT User: LIS User - User Area
Welcome U IC Learning Plan Courses | Registration Achievement Record Profile

Messages

Unread Messages: 0

Subject

Sender Message Type

05/12/2010

[[] cCourse Registration Generated System Registration

Delete Select All Clear All

previous Page: 1

)

EE

% (= Course Registration - Windows Internet Explorer,

# hitps

_ﬂ:’ Course Registration - Windows Internet Explorer

& https

learnflex. net

learnflex.net,

To print the course
registration information
from the pop-up window
scroll down to the bottom
of the page and click on
print.

Start Date (MM/DD/YYYY): 06/01/2010
End Date (MM/DD/YYYY): 08/01/2010

Subject: Course Registration
Message:

You have been enrolled for the felloving:

u do not cancel vithin
fae.

5 10-day cance
frame you will

Ple approval to attend

ase enusre that y
or you vill be billed dire

There may be pre-vork for this workshop. Please go to the cours

Close | | Print

Dons *, 100%

& mntemet 43 - @ et

12
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Searching for a Course

Your main interactions with OSD’s LMS will occur when you want to register for courses
and programs.

Navigation is important in the LMS. Take a moment to review the screen below.
This is what you will see when you click on Courses/Registration. The blue navigation

bar shows Courses/Registration highlighted in green. In the screen shot below, the
menu shows you options for Courses/Registration.

55 |~ | # LearnFlex _#LearnFlex
Admin Menu Log Off
Create & Learning Flan. Review your go
OSd Y ORGANIZATION
DEVELOPMENT User: LMS User - User Area
Me=zsage Center Learning Plan Achievement Record Profile
whby | Catzlogus | Date | Advanced ebr=tTon | Calendar |
ourses / Registration
Catalogue List View Pending Registrations
1  Manitaba Civil Service Learning and Development
2  Microsoft Courses
3 SAP Courszes
OSD has three main catalogues:
1. Manitoba Civil Service Learning and Development — this catalogue lists all
of OSD’s Workshops.
2. Microsoft Courses — lists all of Microsoft Office 2007 courses. These are all

on-line courses.

3. SAP Courses — provides a listing of the SAP courses offered through OSD.

Learn.Develop.Renew 13
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Notice that there is also a sub-menu just under the main blue navigation bar. This menu
changes depending on which navigation bar heading you have clicked on.

55|~ | e LearmFlex | & LearnFlex X |

Admin Menu Log Off

Create = Lezrning Plan. Review your go

osd Y g

F
DEYELO Bk User: LMS User - User Arza
Welcome Mes—age Center Learning Plan Achievemoat Record Profile
Search by | Catalogue | Date | Advanced | Program Registration | Calendar |
Courses / Registratic
\ /
Catalogue List View Pending Registrations
1 Maniteba Civil Service Learning and Development

2 Microsoft Courses
2 B5AP Courses

You can use one of the following five methods to find a course or program in which you
wish to register:

By Catalogue, using subject and / or curriculum group course lists

By Date which courses are running on a particular date

By Advanced where more specific search criteria can be keyed in

By Program registration

o w0

By Calendar, a more visual way to search by date

Each of these methods of searching will be explained in detail on the following
pages.
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Search by Catalogue

Currently OSD has categorized its courses into nine subject areas. These subjects make
up the Manitoba Civil Service Learning and Development Catalogue and may
change as courses are added or deleted.

Courses relating to these subject areas can be viewed by clicking on the appropriate
subject area. For example, to view courses within the Health and Wellness subject area
click on the link as indicated in the screen shot below.

88|~ | M LearnFlex X | # LeatrFlex

Admin Menu Log Off

Create a Learr

osd Y g

Uszer: LMS Uzer - User Area

DEVELOPMENT
Welcome Message Center Learning Plan Achievement Record Profile
Search by | Cztzlogue | Date | Advanced | Program Registration | Calendar |

Courses / Registration

Manitoba Civil Service Learning and Development Catalogue » List of Subjects View Pending Registrations

(To search for courses by subject click on the applicable

Subjects numbered link. To view all courses click on Curriculum Group. |

Curriculum Group

1 Certificate Programs
2 Communicaticn Skills

wersity and Respec
4 Hezlth and Wellness

=

T
& Leadership
et aad

"=ion
8 Manitoba Government Context
S Other Workplace skills

The following screen shows courses related to Health and Wellness. To see a course
description and more information about the course, click on a course title.

88|~ | ¥ LearnFlex X | #e LearnFlex

ORGAMIZATION
& STAFF
DEVELOPMENT

Mes=zage Center

osd Y

Welcome Learning Plan

Search by | Cat=

Courses / Registration

Admin Menu Leg Off

Craeste = Learr

Uzer: LMS User - User Area

Achievement Record Profile

ogue | Date | Advanced | Program Registration | Calendar |

Manitoba Civil Service Learning and Development Catalogue
f5ubject » Course List

Course List Curriculum Group

L = Ter |y MEE] VIART
2 FIVE STEPS TO MANAGING WORKPLACE &
3 LIFE-WORK BALANCE

4 PRE-RETIREMENT LIFESTYLE PLANNING

SOMAL STRESS

AEE L AL e

[ ~eRuaLLCES Ty MOTION: TTION TO ACTION

7 WORKPLACES IN MOTION: MOTIVATING OTHERS INTO ACTION

»» Health and Wellness

View Pending Registrations

(To search for courses by subject click on the applicable
numbered link. To view all courses click en Curriculum Group)
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For this example, we clicked on a course called Pre-Retirement Lifestyle Planning.
This screen gives you information about course content, dates, location, etc. Click on the
More Info button to see more information about this course. A pop-up window will open
per the example at the bottom of the page. Click Close to close the window.

oy
==l iLearnFlex X iLearnFIex

Admin Menu Log Off

Create = Learning Plan
OSd Y ORGANIZATION
& STAFF
DEVELOPMENT User: LMS User - User Arza
Welcome Message Center Learning Plan Achievement Record Profile

Search by | Catz 2 | Date | Advanced | Program Registration | Calendar |

Courses / Registration

Manitoba Civil Service Learning and Development Catalogue *» Health and Wellness Subject » PRE-RETIREMENT View Pendin
LIFESTYLE PLANNING Course » Course Information Registrations

FRE-RETIREMENT LIFESTYLE PLANNING / OSD - RET001 / N/A 2010

[nstructional Media: Instructer-led

Description: Thizs half-day workshop vill provide =n opportunity for individuzls to reflect and consider effective approaches td
make 2 plannad transition out of the paid workforce inte retirement.

Who should attend: All individuals interested in proactive, productive planning te mzke the meost of retiring frem the workferce.
(For pension and insurance information, please refer to the Civil Service Superannuation Board Warkshops at

b.mb.ca.)}

L earning Objectives: # identify strategies to balance a lifestyle that does not include regular working hours
# understand the key needs to meet during retirement
# assess a new paradigm for success that does not include contribution in 2 workplace
#® develop a preliminary "Flan for Leisure” and 2 le uctured lifestyle

Dealivery Provider Name: Default

Competency Authority: asD

fuition: 5110

pdditional Information: CAMCELLATION POLICY: Registrants who do not cancel 10 working days prier to course start date, or who dong|
attend, will be charged the full fee. Substitute attendees are zllowed. If you are within the 10-day pericd you
miust contact 5435-2276.

Credit Weight: i
Sessions Start Date End Date Location Price
MM/ DD YYY MM/ DD YYY
0SD-RETOO1 e e ~ R ) i ] i ; ]
KV10020550 0&/01/2010 0&/01/2010 Plzce Louis Riel - 130 Smith St £110.00 | Mor;- Info | | Register |

0SD-RETOO1 P P ~ R ) ] i ; ]
KV10020560 01/17/2011 01/17/2011 Plzce Louis Riel - 130 Smith St £110.00 | re Info | | Register |

r'".; More Information - Windows Internet Explorer,

»> https learnflex.net % @

PRE-RETIREMENT LIFESTYLE PLANNING

OS50 RETO01 - KV100320559 NJA 2010 Cla=ss Limit: 18 Spaces Remaining: 17 Pending: O
Start Date [MM/DC 06/01/2010
End Date [MM/DD 06/01/2010

You must cancel within 10 days of the start date or you will be charged the full fee. CANCELLATION DATE:: 05/17/2010

Presenter: Armand Leclerc,

Session Timetable

Day Time Room Region Location

06/01/2010 8:30 AM Te 12:00 PM Hudsen Reem Winnipeg Plzce Leuis Riel - 130 Smith St
. Print ] . Close ]
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Search by Date

If you know the date that you are available to take training, you can do a date search for
courses that are scheduled to run on that date. Use the date search tools to enter your

criteria.

88|~ | # LearnFlex | # LearrFlex

osd Y g

DEVELOPMENT

Message Center

Date Search

Learning Plan

Search by | Catalogue | D=

Admin Menu Log Off

irning Plan. Review your goals with your supervisor. Creste 2 Lez
Uzer: LMS Uszer - User Area
Achievement Record

te | Advanced | Program Registration | Calendar |

Target Catalogue:
Sessicn Start Date:

Session End Date:

View Pending Registrations

All

Search

For example, if you are interested in courses that are running between September 1,
2010 and October 29, 2010, you would pick that date rate range from the drop down
windows as shown below and click Search.

el | M LearnFlex | # LearnFlex

ORGANIZATION

osd Y &

DEVELOPMENT
Message Center

Date Search

Learning Plan

Search by | Catalogue | Dat

Admin Menu Log Off

Crezte =2 Learning Flan. F

User: LMS User - User Area
Achievement Record

e | Advanced | Program Registration | Calendar |

Target Catzlogue:
Session Start Date:

Session End Date:

1 ACCOUNTING - INTRODUCTION

2 ASSERTIVE COMMUNICATION SKILLS

3 CONDUCTING PROGRAM EVALUATIONS

4 CREATIVE THINKING FOR PROBLEM SOLVING
5 CUSTOMER SERVICE ESSENTIALS

& DEALING WITH DEFENSIVE BEHAVIOUR

View Pending Registrations

Manitoha Civil Service Learning and Development w

September w 1 w 2010 |»

October v (29 w| |2010 W

Search

Search Results

The search results are listed on the bottom of the page as displayed in the example
above. As with the Catalogue search, you can click on a course title to get more
information about the course and register for it.
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Advanced Search

Advanced search allows you to enter as many search criteria as you wish. For example,
you might only be interested in instructor-led courses held in your region. Simply enter
data or make selections where you need to, and then click Search to get a list of
courses that match your criteria.

The example below shows the results of an advanced search looking for instructor-led
courses in Brandon. From here you can then select a course and register.

| 8 LearrFlex

Create a Learning Plan. Review your goals with your supervisor

ORGANIZATION

osd Y

& STAF
D};vELcF)FMENT User: LMS3 User - User Area
Welcome Mes=sage Center Learning Plan Achievement Record Profile

Search by | Catalogue | Date | Advanced | Program Registration | Calendar |

Advanced Search

Search Criteria Search Results View Pending Registrations

search

Target Catalogue:

EFFECTIVE COMMUNICATION STRATEGIES FOR DIFFICULT
CONVERSATIONS

|I'.1anit0ha Civil Service Learning and Development V| 2 ESSENTIALS OF SUPERVISION: MODULE FIVE
Subject: 3 ESSENTIALS OF SUPERVISION: MODULE FOUR
i"t‘” vi 4 ESSENTIALS OF SUPERVISION: MODULE TWO
Curriculum Group: 5 HOW TO THINK LIKE A PROJECT MANAGER WITHOUT BECOMING ONE
|OSD v| 6 INCORPORATING ABORIGINAL PROCUREMENT IN GOVERMMENT TENDERS
7 INFORMATION SECURITY AWARENESS
Enter Course Title:
J Page 1L of 1
Enter Course Keywords:
|
Instructor Name:
|
Price Range:
| Tol
Session Start Date:
= il—8— 8
== o —8— 8
Course Credits: @ ALL O OFF O ON
Course Type:
| Al v]
Curriculum Orientation:
[ Al v
Delivery Provider Name
| Al v
Job Position (this feature not enablad):
[ v
Region:
| Brandon v
Location:
| Al v/
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Search by Program Registration

To search for programs, click on the Program Registration link. Select OSD as the

Curriculum Group, and then enter a title of the program if you know it. If you leave the

title blank, your search will return a list of all of the programs. Click Search.

B3| | M LearmnFlex X | # LearmFlex

Admin Menu Log Off

Create a Learning Plan. Review your goals with your supervisor.

ORGANIZATION

osd Y

& STAFF

DEVELOPMENT Uszer: LMS User - User Area
Welcome Meszzage Center Learning Plan Achievement Record Profile
Search by | Catalogue | Date | Advanced | Program Registration | Calendar |
Program Registration Search
View Pending Registrations
Curriculum Group: |{8RN] w

Title S=arch |

[ Search ]

Your search result will show all of the programs that are available for registration. Read

about the program and then select More Info or Register.

g9l . | M LearnFlex x| # LearmFlex

Admin Menu

osd Y g

DEVELOPMENT User: LMS User

Create 2 Learning Plan. Raview your goals with your supery

Log OFf

- Uzer Area

Welcome

Mes=zage Center

Learning Plan

Achievement Record

Profile

Search by | Catalogue | Date | Advanced | Program Registration | Calendar |

Program Registration Search

View Pending Registrations

Curriculum Group: |OSD "
Title Szarch |
Search

Title Price Status
Essentials of Supervision Certificate Program |. More Info ] |. Register ]

f§Program Purposes:

# The Essentials of Supervision Certificate Program [EOQS) is designed te develop the skills required to effectively supervise staff. Participants
receive trzining in communication, performance managsment, conflict reselution, and self-management skills,

Target Audience:
# The EOS is for current or future frent ling supervisors, The EQS provides an spportunity te acquire transferable post-secondary credits,
fProgram Structure:

# Thes EOS censists of five 2-day Maodules,
# Each module is 2 stand-zlens workshep with 2 connection te the other medules, It is recommended that participants taks the meodules in sequence
n L
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Search by Calendar

To use a more graphic search tool, try clicking on Calendar. This option displays
courses in a calendar format but still allows you to enter some criteria. When you see a
course that interests you, click on the link to get to the course information and
registration page.

Below is an example of a calendar for Instructor-led courses in May, 2010.

29 |+ | b LearnFlex ¥ | e LearnFlesx
Admin Menu Log Off
OSd Y ORGANIZATION
& STAFF
DEVELOPMENT User: LMS User - User Area
Welcome Me=s=zage Center Learning Plan Achievement Record Profile
Search by | Catalogue | Date | Advanced | Program Registration | Calendar |
Calendar
View Pending Registrations
4 | P [May v [2010 1¥] Todsy Day | Wesk | Month | All Instructicnal Medi %] | Outlock Meeting Opti v/ | Go
May 2010
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
25 26 27 28 29 30 1
2 3 4 5 6 7 &
9 10 11 13 14 15
09:00=-04:20p 05:00=-04:20p
(GMT -06:00) (GMT -06:00)
ACCOUNTING - ACCOUNTING -
INTRODUCTION INTRODUCTION
(KV1002261) (KV1002261)
Elzce Louis Riel Flace Louis Riel -
- 130 Smith 5t 150 Smith 5t
(Crocus Room) (Crocus Room)
| 1847 17 18 19 20 21 22
09:00a-04:30p 09:00a-04:30p 09:00s-12:00p 08:30a-04:40p
(GMT -06:00) [GMT -06:00) (GMT -06:00) (GMT -06:00)
SPEAKING MANAGING WORKPLACES SAP -
YOUR WAY TO UNDER THE IN MOTION: RECRUITMENT
SUCCESS COLLECTIVE MOTIVATING (SR100420032)
(KV10030563) AGREEMENT OTHERS INTO SAP Training - S00
Place Louis Riel (KV100320550) ACTION - 2153 Garry 5t
- 190 Smith St Place Louis Risl (LM10040302)
23 24 25 26 27 28 29
08:30=-04:30p 08:30a-04:30p 08:30=-04:30p 08:30=-04:30p
(GMT -06:00) (GMT -06:00) (GMT -06:00) (GMT -06:00)
SAP - SAP - PROGRAM SAP - PROGRAM SAP - PROGRAM
FINANCIAL ACCOUNTING ACCOUNTING ACCOUNTING
REPORTING (120005R) (120005R) (12000SR)
(121045R) SAP Training - SAP Training - SAP Training -
SAP Training - 900 - 215 Garry S00 - 215 Garry 900 - 215 Garry
900 - 215 Garry St St
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Registering for a Course

Once you have chosen the course you would like to attend, click on that course to arrive
at the Courses / Registration page for that specific course.

There are two registration processes. One process applies to courses that are offered at
no cost to civil servants and one process where there is a tuition fee. Both processes
are easy to follow and you will be prompted with instructions as you go.

To determine if there is a cost to attend a course, check the Tuition and Price areas on
the registration page (see the red highlighted areas in the example below).

Registering for a No-cost Course:
In the example below you will notice that there are a number of sessions offered for this

course. First determine which date you would like to attend and then click on the
corresponding Register button for that date.

B8 [ & LearnFlex | ¥ LearnFlex

Admin Menu Log Off

Create a Learning Plan. Review your go

osd Y g

DEVELOPMENT Uszer: LMZ User - Uzer Area

Mezsage Center Learning Plan OUrses gistratic Achievement Record

Search by | Catzlogue | Date | Advanced | Program Registration | Calendar |

Courses / Registration

fManitoba Civil Service Learning and Development Catalogue » Manitoba Government Context View Pending
Subject » INFORMATION SECURITY AWARENESS Course » Course Information Registrations

INFORMATION SECURITY AWARENESS / 0OSD - ISAD01 / N/A 2010
[ nstructional Media: Instructer-led

Description: The government has developed an Information Security Awareness program in order to teach employees how tof
Protect information. Detect signs of trouble, and to React zppropiztely. The importance and content of the
Electronic Networks Usage Policy will also be discussed.

employees who uses a government computer asset should attend an Information Security
=zion. &ll government employees are required to understand their l2gal and srganizationzl

= with regard to information security.

pho should attend:

NOTE: This workshop is intended for Government of Manitoba employees only.

L earning Objectives: # Sensitive information - How to recognize and protect sensitive infermation that is stored or transmitted
electronically.

# Passwords - How to select and effective password and protect your passwerd from misuse.

# Computer Viruses - How to detect 2nd prevent computer viruses.

# E-mail Security - When to gcpen e-mail attachments, recognize hoaxes, prevent spam and protect

vourself from e-mail scams.
ored by the Information Protection Centre of ICT Services Manitobs and there is no tuition fee for >

/

Delivery Provider
Fompetency A
Fuition:

Credit Weight:

Sessions Start Date End Date Location Price
MM/DDYYYY MM/DDYYYY

osD-I5A001

0009115RE0S 06/08/2010 06/08/2010 Place Louis Riel - 130 Smith 5t More Info | | Register |
DSD-ISA001 I I e e \q -

100217SRGOG 05/25/2010 05/25/2010 Super 8 Hotel - 1457 Main | \ore Info | | Register |
05D-15A001 e . o R | :

100217SRCO7T 05/26/2010 05/26/2010 Vickoria Inn - 35330 Victoria Ape |_Yore Info | | Register |

OSD-ISA001

1002175RGOS 05/27/2010 05/27/2010 Vickoriz Inn - 25330 Victoria Al | fMore Info | | Register |

O5SD-1I5A001

1002245RC09 06/17/2010 06/17/2010 SUPER 8 THE PAS, 1717 Gordon Av

( More Info | | Register |
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When you click Register a pop-up window will appear with a number of messages.
Please make sure you read these messages to ensure you understand the implications
of clicking OK.

In the case where there is no charge to attend these messages will not apply. However,
even if there is no charge you should ensure you supervisor has approved your
attendance as you would be away from your office.

Electranic Networks Usage Policy vill alse be discussed.

Who should attend: Any government employes whe uses = gevernment computer asset should sttend an Infermation Sscurity
Avarens ion. All government employess are required to understand their legal and organizational
responsibilities with regard to inform

Message from webpage

NOTE: This workshop is intended for

| earning Objectives: . :IEEr;::;\:ie:;“S?rmatlon How i 2) élr.ek}mu STEEEN wanthto e » l .
+ Passwords - How te select =n \_\/ icking OF means you Ve YOUF SUPErYISor's approval to_ reglster.
* Computer Viruses - How to df Appllcahle_l’ees t:\_nll be invaiced ta your Jdepartment,l’nrgal_ﬁlzatlnn. _
* E-mail Security - When to op If you register without your supervisor’s approval you will be biled directhy.

yourself from =-mail scams.

Delivery Provider Name: Default
Fompetancy Authority:

Fuition: hep is sponsered by the Information Protection Centre of ICT Servi there is no tuition Fee for
[redit Weight: 1 e
Sessions Start D En_:l D Location Price
MM/DD/ MM/DD/

OSOSQE:-II;I:GOSJSI 06/08/2010 06/08/2010 Place Louis Riel - 150 Smith 5t More Info Register
B 05/25/2010 05/25/2010 Super 8 Hotel - 1457 Main St More Info Register
I 0s/26/2010 05/26/2010 Victeriz Tnn - 3550 Victoria Ave More Info | | Register
lgoszti;ls;sog; 05/27/2010 05/27/2010 Vickoriz Inn - 2350 Victoria Ave More Info Register
180523_:;;&05; 06/17/2010 0&/17/2010 SUPER 8 THE PAS, 1717 Gordon Avenue More Info Register

When you click OK, you will receive a confirmation notice as in the screen shot below.

BB | & LearnFlex | & LearnFlex

Admin Menu Log Off

Crests 2 Learning Plan. F

osd Y g

DEVELOPMENT User: LMS User - User Arca
Welcome Message Center Learning Plan « 2 L C Achievement Record Profile
Search by | e | Date | Advanced | Program Registration | Calendar |
Registration
fatalogus List # List of Subjects » Course List # Course Information * Register

frhank you for your Registration.
Registration Successful

Course Title: INFORMATION SECURITY AWARENESS
The government has develeped an Information Security Awareness program in order to teach
Description: employess how to Protect informstion, Detect = of trouble, and to React appropistely. The
impertznce 2nd content of the Elactrenic Networks Usage Policy will zlso be discussed.
Instructional Media Instructor-led
Location: Victoria Inn - 3550 Victoris Ave
Season: N/A
Presenter: Erin G Taves
Start Date (MM/DD/YYYY) 05/27/2010
End Date (MM/DD/YYYY) 05/27/2010

[rhis course has been added to your learning plan.
Flezse check your Message Centre regularly for notification of cancelled classesz and other information.

Click here to continue to learning:

Continue
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Registering for a Course with a Tuition Fee

When a course has a tuition fee you will see the amount displayed on the course
information page as indicated by the red circles below:

s
oo~ [ W Learnriex x| i LearnFlex:

Admin Menu Leg Off

Create a Learning Flan

OSd Y ORGANIZATION
b Uzer: LMS User - User Area

DEVELOPMEMT
Welcome Me=z=zage Center Learning Plan Achievement Record Profile

Search by | Catzlogue | Date | Advanced | Program Registration | Calendar |

Courses / Registration

Manitoba Civil Service Learning and Development Catalogue » Health and Wellness Subject » PRE-RETIREMENT View Pendin
LIFESTYLE PLANNING Course * Course Information Registrations

PRE-RETIREMENT LIFESTYLE PLANNING / OSD - RET001 / N/A 2010

[nstructional Media: Instructor-led

Description: Thiz half-day workshop will provide an opportunity for individuzls to reflect and consider effective approaches td
mzke = planned transition out of the paid workforce inta retirement.

JWho should attend: All individuals interested in proactive, productive planning te make the most of retiring from the workforce.

sisn and insurance infasrmation, please refer to the Civil Service Superannuation Board Workshaps st
b.mb.ca.)

identify strategies to balance a lifestyle that does not include regular working hours
understand the key needs to meet during retirement

assess a new paradigm for success that does not include contribution in a workplace

develop 2 preliminzary "Plan for Leizure” and 2 less structured lifestyle

Learning Objectives:

Delivery Provider Name:
Fompetency Authority:
Fuition:

pdditional Information: CANCEMLATION POLICY: Registrants who do not cancel 10 working days prior to course start date, or who dong
mkasrd, vill be charged the full fee. Substitute attendees are allowed. If you are within the 10-day period you
must contact 943-2276.

redit Weight: 1
Sessions Start Date End Date Location Price
MM/ DD Y'Y MM/ DD Y YY
0SD-RETO01 . e N R : 0 ] [ ) i
KV100205580 06/01/2010 0&6/01/2010 Place Louis Riel - 150 Smith ft £110.00 | More Infc:] I Reg|ster]
05D-RETOD1 - - - R ) I ] [ : |
KV10020560 01/17/2011 01/17/2011 Place Louis Riel - 150 Smith §t $110.00 | More Info | | Register |
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When you click Register, you will be prompted to confirm that you are sure you want to
register. Please read this message carefully.

By clicking OK you are confirming that you have approval from your supervisor to
attend and that fees are to be invoiced to your department or organization per the
billing information you entered.

You should also be aware that if your department does not approve your
attendance you will be billed directly.

88|~ # LearnFlex * | ¥ LearnFlex

Admin Menu Log Off

Create a Learning Plan. Review your goals with your supervisor

osd Y g

DEVELOPMENT User: LM3 User - User Area
Welcome Mesz=age Center Learning Plan Achievement Record Profile
Search by | Cat gue | Date | Advanced | Program Registration | Calendar |

Courses / Registration

Manitoba Civil Service Learning and Development Catalogue *» Health and Weallness Subjact » PRE-RETIREMENT View Pending
LIFESTYLE PLANNING Course » Course Information Registrations

FRE-RETIREMENT LIFESTYLE PLANNING / OSD - RETO01 / N/A 2010

[nstructional Media: Instructor-led

Description: This half-day workshop will provide an cpportunity for individuals to reflect and consider effective approaches to
mzke 2 planned transition out of the paid workforce into retirement.

Who should attend: All individuzls interested in proactive, productive planning to make the most of retiring from the workforce.

Ex

£
L

on and insurance informatien, please refer to the Civil Service Superannustion Beard Workshops at
mb.ca.)

identify strategies to bzlan Messase from wehpage
understand the key needs
z=szess 2 new paradigm for
develop 2 preliminary "Fla

DEnsi

| earning Objectives:

Are you sure you want to register?
Clicking OF. means vou have your supervisor's approval to register,
Applicable Fees will be invoiced to your departmentforganization,

Pelivery Provider Name:  Default If you register withouk your supervisor's approval you will be billed directly,

Competency Authority: osD
Tuition: 5110
pdditional Information:  CANCELLATION POLICY: Registra OK ] l Cancel ]
attend, vill be charged the full fee
must contact 545-2276.

Credit Weight: 1
Sessions Start Date End Date Location Price
MM/ DDYYYY MM/ DDYYYY
0OSD-RETOO1 I i - R : [ ] [ ) ]
KV10030559 06/01/2010 06/01/2010 Flace Louis Riel - 150 Smith 5t s110.00 | More Info | | Register |
OSD-RETOO1 P P . R ) [ ] [ ) |
KV10030560 01/17/2011 01/17/2011 Plzce Louis Riel - 130 Smith 5t 5110.00 | More Info | | Register |
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When you click OK you will be brought to a series of billing information pages that
require you to key in information in order to complete your registration.

88|~ | M LearnFlex X | e LearnFlex
Admin Menu Log Off
Crezte 2 Learr
OSd Y OI&E&.‘;;I.{A'IOP-
STA
S User: LMS User - User Arza

DEVELOPMENT
Message Center

Learning Plan ourses gistratic Achievement Record

Search by | Catalogue | Date | Advanced | Program Registration | Calendar |

Course Selections

Registration

P | Catalogue
Item Status Total
] | Courses () 1. 0SD-RETO01 PRE-RETIREMENT LIFESTYLE BLANNING Enrclled F1i0.00
Billing Inf ti
2 | Billing Information Subtotal  $110.00

3 | Payment Method
L Remove | lBackto Catalogue | Next

4 | Confirmation

fRegistration Summary

1 item(s) Subtotal
£110.00

In the above example you will see the course you are registering for listed.

To continue with the registration process click Next. If you wish to cancel out before the
registration process is completed highlight the course and click Remove.
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When you click Next you are brought to the Billing Information page.

Here you are required to fill in your billing information. The most important information
on this screen is the email address of the person responsible to pay the invoice.

88| - | M LearnFles | 8 LearnFlex

Admin Menu Log Qff

e a Learning Plan. Review your goals with your supervisor. Craat

Osd Y EI;E&&?IIA'IOI\

DEVELOPMENT Uzer LMS Uszer - User Arza

Mez=zage Center Learning Plan OUrses gistratic Achievement Record
Search by | Catzlogue | Date | Advanced | Program Registration | Calendar |
Course Selections
Registration

LPJ Catalogue

Ifimveice is to be sent te another person for payment click @ Work O h
Other te enter the billing addrass enly for that persen. vior ather

1 | Courses * Mzme: LMS User

+ Add 73 g
9 | Billing Information ~aaress |1£ Elm Street

Address 2 |

o3 | Payment Method

* City: |your city

Confirmation
Li] # Country: | Canada L
Registration Summary

* Province [ State: | Manitoha L
i itemn(s) Subtotal

£110.00

* Postal Code / Zip Code |REC OHO

* Telephens Mumbsr |945—1234

Telsphens Mumber Ext

Fax

Email: OSD@gov.mb.ca
Enter the email address of the persen respensible for pal-:-;rll—:nt SLIDEI"-v'iS'JI'.I'IEIITIE@Q'Zl'v'.l'ﬂh.CC-l

Next

To enter a different address for that person click on the Other button and key in the
address information only.

(Note: the system recognizes you as the person registering for a course and
automatically puts your name in the “Name” field — this cannot be changed,;
however you can key in an alternate address of the person where the invoice is to
be sent.)

Click Next to move to the Payment Method page.

Learn.Develop.Renew 26
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The Payment Method page requires you to indicate the method of payment. This is a
required field and you cannot complete the registration process unless you choose one
of the following methods SAP / Cheque / Other.

Please Note: Credit cards payments are not accepted.

08|~ | M LearnFlex x| M LearnFlex

Admin Menu Log Off

Create = Learning Flan. Review your gozls with your supervisar

osd Y g

DEVELOPMENT User: LMS Uszer - User Area
Welcome Message Center Learning Plan Achievement Record Profile
Search by | Catalogue | Date | Advanced | Program Registration | Calendar |

Course Selections

Registration

P | Catalogue
) Plezses Mots:: Credit Cards Not Accepted

1 | Courses * Payment Method: S2P/Cheque/Cther |S..-P|

2 | Billing Information

* Required fields . Next ]
3 | Payment Mathod

4 | Confirmation

JRegistration Summary

1 ikem(s] Subtotsl
£110.00
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When you click Next you are brought to the Confirmation page. Please read over the
information you have keyed in.

==1hd & LearnFlex | ® LearnFlex

Admin Menu Log Off

Create a Learning F

osd Y g
STA
gLVLLof‘MLM User: LMS User - User Area
Me=z=age Center il ourses C £ Achievement Record

Search by | C cgue | Date | Advanced | Program Registration | Calendar |

Course Selections

FPlease verify your account information is correct. Click Profile on the blue bar
above to make corrections to your profile and save. Click the back button in your
j Courses browser to return to this menu. To cancel at this point click on Courses select the Rlgcess Request,

course znd click Remowva. To continue click Process Request.

2 | Billing Information
Registration

3 | Paymant Mathod
— Billing Information

l4 ,| Confiznaban Name: LMS User

fddress: 123 Elm Street

. . City: Your City

1 item(s) Subtotal Bostal Code: R3C OHO
5110.00

[Registration Summary

Province: Manitoba
Country: Canada
Telephone Mumber: 345-1234
Email: OSD@gov.mb.ca
Enter the emazil address of the
persen responsible for paymentsuperviser.name@geov.mb.ca
here

Payment Method

Payment Method: Credit Cards Not Accepted
zyment Msthad

SAR/Chequs/Other: =
Course Selections
Item Status Total
1. OSD-RETO01 PRE-RETIREMENT LIFESTYLE PLANNING Enrolled $110.00

Total $110.00

Click Process Request to finalize the registration. You will receive a registration
confirmation message. Click Print to print out a copy for your records. When your
registration is final you will also receive a course registration message in your Message
centre. Click on Message Centre and click on Course Registration message to review.

88|~ | M LearnFlex | W LearnFlex

Admin Menu Log Off

Create 2 Learning Plan. Review your goals
Osd Y ORGANIZATION
STAFF
5 User: LMS User - User Areal

DEVELOPMENT
Welcome Message Center Learning Plan € Ses gis € Achievement Record Profile

Search by | Catalogue | Date | Advanced | Program Registration | Calendar |

Registration confirmation
IThank you

[rhis confirms that you have successfully registered. Invoicing occurs after the workshops has been delivered.

Client: LMS User

Paymant Type: Cradit Cards Not Acceptad Order Numbar: GOMInt-128 Date: 05/12/2010
Item Status Total
1 - OSD-RET001 PRE-RETIREMENT LIFESTYLE PLANNING Enrolled $110.00

Total £110.00

Flez=e print 2 copy of this confirmation for your records. Mo other confirmation will be issued. Browse Catalogue
Print
[RaLLY;
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There may be occasions where you have to exit the registration process from a tuition-
based course before you have entered all the required information. You can go back and
complete the registration process by clicking on View Pending Registrations from the
Courses/Registration page.

& LearnFlesx

Admin Menu  Log Off

Create 2 Learning Plan. Review your goals with your supervis

osd Y g

DEVELOPMENT User: LMS User - User Arsa

Message Center Learning Plan “ourses | Registration Achievement Record

Search by | Catzlogus | Date | Advanced | Program Registration | Calendar |

Courses / Registration T~

Catalogue List View Pending Registrations >
i  Maniteba Civil Service Learning and Development
2 Microsoft Courses

3 SAP Courses

You will be brought back to the first page of the course registration page as in the
example below. Click Next to continue and follow the instructions to finalize the
registration process.

B8 | - | # LeamFlex X | # LearnFlex

Admin Menu Log Off

Create a Learr|

osd Y g

DEVELOPMENT Uszer: LMS User - User Arza
Welcome Meszage Center Learning Plan Achievement Record Profile
Search by | Catzlogue | Date | Advanced | Program Registration | Calendar |

Couvurse Selections

Registration

P | Catalogue
Item Status Total

jij Courses () t.0OSD-RETODL PRE-RETIREMENT LIFESTYLE PLANNING Enrelled £110.00

2 | Billing Information Subtotal £110.00

3 | Payment Method _ L -
| Remove | lBackto Catalogue | Next

4 | Confirmation

fRegistration Summary

1 itermn(s) Subtotsl
£110.00
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Registering for On-Line Courses:

OSD offers a series of on-lines courses as well as classroom courses. The current the
catalogue of on-line courses are Microsoft Office 2007 courses.

To register for an on-line course click on Microsoft Courses as indicated in red below.

25|~ | e LearmFlex | M LearnFlex x|

Admin Menu Leg Off

Create a Learning Flan. Review your go

osd Y g

CEVELOPMENT User: LM3 User - User Area
Welcome: Me==zage Center Learning Plan Achievement Record Profile
Search by | Catzlogue | Date | Advanced | Program Registration | Calendar |

Courses / Registration

View Pending Registrations
1 Manitoba Civil Service LeMwing and Development

2  Microsoft Courses

= ugn gy

A list of course subjects will appear and you would then choose the topic you are looking
for and click on it.

W LearnFlex

Admin Menu Log Off

Create a Learning Plan. Review your geals with your supe

osd Y g

DEVELOPMENT User: LMS User - User Area
Welcome Meszage Center Learning Plan Achievement Record Profile
Search by | Catzlogue | Date | Advanced | Program Registration | Calendar |

Courses / Registration

Microsoft Courses Catalogue » List of Subjects View Pending Registrations

(To search for courses by subject click on the applicable

Subjects Curriculum Group numbered link. To view all courses click on Curriculum Group. |
1 Acce
2 Emcel 2
3 InfoPath 2007
4 Office Live

3 OneNote 2003

& OneNote 2007

7 Outlook 200

& PowerPoint 2007
El

Project 2007

10 SharePoint Designer 2007

11 Visio 2007
12 Word 2007
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In this example we will register for Getting Started with Microsoft Office Word 2007.

# LearnFlex

Admin Heny  Log Off

Create = Learning Plan. Revi

Osd &/ " ORGANIZATION
& STAFF
D

LOPMENT User: LMS User - User Area

Message Center Learning Plan Kalllg: Achievement Record

Search by | Catalo | Date | Advanced | Program Registration | Calendar |
Courses / Registration
Microsoft Courses Catalogue » Word 2007 Subject » Course List View Pending Registrations
. . tclick an the applicable
Course List Curriculum Group DiSct SHEk on e saplica o)

click on Curriculum

5419 Getting Started with Microzoft OF Waord 2007
5420 Editing and Proofreading Documents Microsoft Office Word 2007

b 7 o =t e el L =T = =T o =
5423 Working with Graphical Elements in Microsof
5424
S445

ffice Word 2007
ce Word 2007

h Longer Documen
Mi fice Word 2007

soft O
Others and Personal

ce Word 2007

ce Word 2007

: Collaborating witt g Microsoft Of

+ Working with Advanced Features of Microsoft

ool Mo

The Microsoft on-line courses are offered at no cost so the same no-cost registration
process for classroom applies for on-line course registration as well.

You will notice that the start and end dates are different than classroom dates. Microsoft
on-line courses are offered on a license basis which coincides with an overall contract
date.

& LearnFlex

Admin Menu  Log Off

Create = Learning Plz

o HZATIO
osd Y g

DEVELOPMENT User: LIS User - User Arza

Mesz=age Center Learning Plan ZE Registrati Achievement Record

Search by | = | Date | Advanced | Program Registration | Calendar |
Courses / Registration
Microsoft Courses Catalogue » Word 2007 Subject » Course 5419: Getting Started with Microsoft Office Word 2007 View Pending|
Course » Course Information Registrations

[ourse 5419: Getting Started with Microsoft Office Word 2007 / Microsoft - M5-5419 / N/A 2008

nstructional Media: Online

bescription: This t hour online course covars the ba and knowledge you vill nesd to gat started using Microsoft®
Cffice Word 2007, This includes working in the Word 2007 environment, basic fils commands vithin =

document, and displaying different visvs of 3 document. This course slso covars creating and saving

documents, =5 well 25 previewing =nd printing documents.

Objectives
At the end of the course, students vill be able to:
& Explore the Microsoft® Office Word 2007 environment.

® Customize the M ft®@ Office Word 2007 program.
® Create and use Microsoft® Office Word 2007 documents.

This content is alse available through the follow
Collection 5258: Core Training for Mic
pelivery Provider Name: Microsoft
ompetency Authority: 0so

gt
Word 2007

uition: There is no cost to attend this co

p.dditional Information: This course will expire 12 Months

redit Hours: 1

redit Weight: 1

Sessions End D Location Price
MM/DDS o
Microsoft-MS5-5410 TR St 3

English 0e/27/2008 06/27/2013 TBA | More Info | L Register |
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The same registration message will appear for on-line courses as it does for classroom
registrations.

Message from webpage

| P Are you sure wou wank to regisker?
3 \"‘.4") Clicking 2K means wou have your supervisor's approval bo register,
Applicable Fees will be invoiced to your department/organization,
IF wou reqgister without vour supervisar's appraval you will be billed directly,

ok ] [ Zancel

The same message is also delivered confirming your on-line registration. There are no

course maximums set, so you will always be able to register and immediately launch an
an-line course.

o LearnFlex

Admin Menu Log Off

Create = Learning Flan. Review your goal

Osd Y UHKJAM.{A 10N

D \«'LLD"\« MT User: LMS User - User Arza
Welcome Message Center Learning Plan Achievement Record Profile
Search by | C=tzlogus | Date | Advanced | Frogram Registration | Calendar |

Registration

|"=talogue List » List of Subjects » Course List » Course Information » Register

IThank you for your Registration.
Registration Successful

Course Title: Course 541%: Getting Started with Mic ft Office Word 2007

v Eills and knowledge you will need to get = tarted using
T working in the Word 2007 environment,
i hm 2 dc_ument, and displaying d ferent views of 2 decument. This course alse cov
zaving documents, =5 well 23 previeving =nd printing documents.

commands
=ting and

Objectives

. At the end of the course, students will be zble to:
Description:

® Explore the Microsoft® Crrl_e Word 2007 environment.
* Customize the Microsof ‘ord 2007 program.
# Create and use Microsoft@ Office Word 2007 documents.

This content is

available through the following:

Collection 3238 Trzining for Microso ffice Word 2007
Instructional Media Online
Location: TEA
Season: N,
Presenter: Neo Instructors
Start Date (MM/DD/YYYY) 06/27/2008
End Date (MM/DD/YYYY) 06/27/2013

curse has been added to your learning plan.
wour Learning Plan, click on the 'Launch’ button to launch your course. Please check your Mes
'an'elled classes and other information.

sage Centre reqularly for notification of

Click here to continue to learning:

| Continue |
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When you press continue you are returned to your Learning Plan page and you will
notice that a launch button appears. Click the Launch button to start the on-line course.

& LearnFlex

AdminMenu  Log Off

Create = Learning F

OSd Y ORGANIZATION
STAFF
o User: LMS User - User Area

Courses | Registration

DEVELOPMENT
Message Center

Achievement Record

s | Instructor-led | Online | Programs | Calendar |

Learning Plan
Online Click the Launch Button to Begin

Course Name Status Location/Time Registration

[course 5419: Getting Started with Microsoft B I

bfice Word 2007 (English) kkatnch,| Engall=d wdew,  lfancel
Printable Version

While your course is loading you will see the following screen. It may take a few
moments for the course to load. If the course does not load please email us at

OSD@gov.mb.ca and report the problem.

Loading Elementk. Course Content

Wiaking For hitpss:lersd dnarmilex et jo-clasoomifram [
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When the course is loaded and ready to start it will open in a pop-up window. To start
the course click on Begin the Course as highlighted in the red circle below:

Course 5419: Getting Started with Microsolt Office Word
2007

Estimated Time of

Campletian: Ll

-

e Eghion

Audinncalali Infermatian Wedar

Fashnugr werd 2007

Avmilupte e var

_Gvassies.| Caurss Cataile  Assamsmant  System Saauimmests
trtroduction

L =

In this example the course provides you with a table of contents to help you navigate the

course. The course keeps track of the sections you complete. If you have to quit the
course you can X out of it and come back later.

T o
osd ¥ ¢ B
Waltoms Mesnage Centel Laarming Flan Cowrses | Registraton Achievement Record

Course 5419; Getting Started with Microsoft Office Word
2007

Eatimatac Time of
Cemplabear R

Micrasoft | Learning
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To go back into the course you would go back to your Learning Plan page and click on

Launch.

When you are back in the course you will notice that the percent complete is registered.
In this case only 4% was completed. To resume the course click on Resume the
Course. You will be brought back to the table of contents area where you will see a
checkmark indicating you have completed that section and an arrow marking the spot

where you should begin. Click here to resume the course.

o Learmrex

Admin Menu  Log Off
osd Y

Welcome

uREjANllA'lG'\
EAAS User: LMS User - User Area
Profile

DEVELOPMENT

Message Center Learning Plan Courses | Registration Achievement Record

& https 1 learnflex et = claos

Course 5419: Getting Started with Microsoft Office Word
2007

Estimated Time of

4% Complete

Completion: g
Published:
Language: English

Audienca(s): Information Worksr

Technology:

Course Type: training.com

& hitps

Y

=

Availatle Offline:
B Office Word 200

Microsoft | Learning

Ouemview. [ Cou

[&[Table of Contents Bockm¥kNatedHeln

P [

L] Course Overview

-] Navigation Overviey
= ey

Course Information

Getting Started with Word
documants, as vl 2007

oduct Overview
[ Glossary

nalyse Active Directory

Objectives and Design a Plan

At the end of the cg

[FlDesign Public Falders
and Connectivity Strategy

® Explors th
* Customiz
o Creats an [FlDesign an Exchange
Server 2003 Strategy
[FlDesign for Reliability

and High Availability
FlDesign far Organizationall
Connectivity

Done

[IDesign Exchange Server
5.5 to Exchange Server
2003 Deployment Strategy
[Glossary

[0.0]<)

Show Transcript »

N

L]

| &

glntemet £y v ®00% <
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Wait Lists

The LMS keeps track of the number of people that have registered for an instructor-led
classroom course. The typical course maximum for this type of course is 20. If you click
register and the course has reached its maximum you will receive a message letting you
know that you have been placed on a wait list.

28|~ | M LearnFlex | M LearnFlex

Admin Menu

Learning Plan. Review your goals with your supervisor.

Log Off

Create'a

osd Y g

DEVELOPMENT

User: LMS User - User Arca

Message Center Learning Plan Achievement Record
Search by | Catalogue | Date | Advanced | Program Registration | Calendar |
Registration
[Catalogue List » Lizh ol S — TUTEE LTS

Thank you for your Registration.

[This course is currently full so you have been placed on a waiting list for this course
Session Level Enrollment Size Reached

ﬁ% INFORMATION SECURITY AWARENESS

looed 2o 1ok

- fhas deo
Description:

Instructional Media

—
employees how to Protect information, Detect signs of trouble, and to React zppropiately. The
importance and content of the Electronic Networks Usage Policy will also be discussed.

Instructor-led

Location: Place Louis Riel - 150 Smith St
Season: A

Presenter: Jackie Schwark

Start Date (MM/DD/YYYY) 06/08/2010

End Date (MM/DD/YYYY) 06/08/2010

mSreness program in order to teach

fThis course has been added to your learning plan.
Flezse check your Message Centre regularly for notification of cancelled classes and other information.

Click here to continue to learning:

Continue

When you click Continue, regardless of whether you are registered or on a wait list, you
will be brought to your learning plan and you will see the course listed there. If you are
on a wait list you will see a status of Waiting as in the example below. If someone
cancels out of that course, and you were next on the list to attend, the status will change
to enrolled. You can also call OSD at 945-2276 to confirm your status.

= LearnFlex

Admin Menu  Log OFf
Create a Learning
osd ORGANIZATION
& STAFF
DEVELOPMENT
Message Center

User. LMS User - User Area
Achievement Record

Courses | Registration

== | Programs | Calendar |

Learning Plan

Instructor-led

Course Name

Status Location/Time Registration|
NFORMATION 5 ¥ - = i
R N WiSitiig lullicy haCagcald
Printable Version
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The Learning Plan page keeps track of the courses and programs in which you have
registered. You can review the location and time of the course and check your status. If
you are registered in course your status will show as Enrolled as in the example below.

¥ | e LearnFlex
Admin Menu Leg Off

95 | - | # LearnFles
Crezate & Learning Pla

Uzer: LMS User - Uzer Area

OSd Y ORGANIZATION
& STAFF
DEVELOPMENT
Welcome Mez=zage Center Courses | Registration Achievement Record Profile
| All Courses | Programs | Calendar |
Learning Plan
Instructor-led
Status Location/Time Registration
Enrolled | Vie‘WJ | Cancel |

Course Name
[NFORMATION SECURITY
Printable Version

WWARENESS (1002175RG0OE)

To view more details about the course click View. Click Print to print those details.

=i | M LearnFlex x| M LearnFlex
Admin Menu Log Off
n. Review your goals with your supervisor. Create a Learning Pla
osd Y gy
STAI
g._VLLDnM._M User: LMS User - User Arca
Welcome Message Center Courses | Registration Achievement Record
Learning Plan
Instructor-lad
Course Name Status Location /Time Registration
MFORMATION SECURITY 3
hWARENESS (1002175RG08) Enrolled View Cancel
Printable Version
D g do ernet Explore =]
> https learnflex.net % @
INFORMATION SECURITY AWARENESS LMS User
0SD ISA001 - 1 GOS8 N/A 2010
Start Date [} 05/27/2010
End Date (MM/D 05/27/2010
Presenter: Erin G Taves
Last day to cancel out of session is: 05/27/2010
Session Timetabla
Day Timea Room Ragion Location
05/27/2010  $:00 AM To 12:00 BM Branden I"f:”ia Inn - 3550 Victoriz
Print Close
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You can also cancel out of the course from your Learning Plan page. Click Cancel and
a pop-up box will appear asking you to confirm your request to cancel.

& LearnFlex

Learning Plan. Review your goals with your supervisor. Creste =

osd Y g

DEVELOPMENT Uszer: LMS U=er - User Arsa)

Message Center Learning Plan Courzes | Registration Achievement Record

=== | Programs | Calendar |

Learning Plan

Instructor-led

Course Name Status Location/Time Registratio
[NFORMATIOMN SECURITY

o waRENESS (100217SRGOE) Enrolled | View | | Cancel

Frintable Version

Message from webpage

9

4 Are vou sure you wank to cancel this course?
-

[ Ok, ] [ Cancel

NOTE:

If you are within OSD’s 10-day cancellation policy this cancel button will be “greyed out”
or inactive. This means that you will have to call OSD at 945-2276 to cancel.

If you fail to notify OSD within the 10-day cancellation timeframe you will be
charged.

The Learning Plan page also enables you to view and manage the certificate programs
in which you are registered by clicking Programs. The programs are broken down into

modules and are registered separately. You can view the program requirements, get
session information, and register for programs from your Learning Plan.
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There is a Calendar View on the Learning Plan page where you can see a personalized
view of your registrations in a calendar format where you can get more information and
session details.

You can also save this date in your Outlook calendar as a meeting notice as follows:

Display the course date in Calendar Day view.

Choose Save as Outlook Meeting and click on Go.

A pop-up box will open letting you know that action is required.

Click OK; a message will appear asking you whether you want to open or save
this file. Click on Open.

PwpdhPE

S5 - | M LearrFlex X | e LearmFlex
Admin Menu Log Off
OSd Y ORGANIZATION
giva_oaM;_M User: LMS User - User Area
Welcome Meszage Center Courses | Registration Achievement Record Profile
| All Courses | Programs | Calendar |
Calendar e e
4| | P may v|[27 %] [2010 %] Todsy Day | week | Month [ All Instructional Mefi % | [ Save as Outlook Mee|v] |G
Cutlook Meeting Options
Thursday, May 27, 2010 \Export to ICS Format
Expcr‘t to CSV Format
08:00 AM Export to XML Format
08:30 AM
05:00 AM
09:30 AM
10:00 AM 09:00 AM - 12:00 PM{GMT -06:00)
INFORMATION SECURITY AWARENESS(1002175RG08) - Enrclled
10:30 AM Victoriz Inn - 3530 Victoriz Ave
11:00 AM
11:30 AM

11:00 AM

Message from webpage

] This option allows vou bo book your learning directly into vour Outlook Calendar. Please set vour reminder notice to 2 weeks prior to this course date,
) as that timeframe aligns with our 10-day cancelation policy.

File Download - Security Warning @

UL UL FIM Do you want to open or save this file?

02:30 PM :‘E Mame: CalExpart.ves

Tupe: vCalendar File, 919 bytes
From: osd.learnflex.net

Open | [ Save | [ Carcel

[ "-I “while files from the Intsmet can be useful, this file tpps can
\" potentially haim wour computer. If pou da nat trust the source, do not
"7 open or save this software. What's the rsl?
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When you click Open you will be brought to your personal Outlook Appointment page.
Notice that all the information regarding date, time and location of the course are filled in
for you.

NOTE: An important action you must take is to set the reminder to 2 weeks prior
to the course start date as this date will coincide with OSD’s 10-day cancellation

policy.

If you are not able to attend the course, the 2 week reminder date will be the last day
you can cancel without being charged. If you do not cancel prior to this date and do not
attend the course you or your department will be required to pay the full tuition fee.

To set the reminder date click on the down arrow and scroll down the options. Select 2
weeks which is the last option in the list. Click on Save and Close to update your
calendar.

i INFORMATION SECURITY AWARENESS - Appointment
! Fle Edt Wew Insert Format  Tools  Actions  Help

|l Save and Close | =4 Il | #0¥Recurrence... | ﬂlg\-’ite attendees | ¥ I | = [~ 3 -] ﬂ% | @ !

Appointrment | Scheduling

Adjacent to another appointment on vour Calendar,

Subject: | IMFORMATION SECURITY AwdaRENESS |

Location: |Vict0ria Inn - 3550 Yictoria Ave v | Label: ||:| Mone \'4 |

Starttime;  |Thu 2010-05-27 v| [1mooam v | Cal day evert

1:00 PM “

Show time as: |. Eusy v

End time: Thu 2010-05-27

[v] reminddr: |2 weeks

INFORMATION SECURITY AWAREMESS

Conkacks. .. l | | [Categories... ] | | Private []
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Achievement Record

The Achievement Record maintains a record of the course and program completions
that you have achieved through OSD. The various sub-links on this page will show you
various aspects of your achievements. You can also print this page for your records.

22 |+ | e LearnFlex M LearnFlex
Log Off
Create a Learning Flan. Review your goals with your s
osd Y g
DEVELOPMENT User LMS User  User Arza

Me=zage Center Learning Plan Courses [ Registration Achievement Record
| | Achievements | Programs | Transcript |
Achievement Record
Default
Course Name Course Code Achievement Grade Comments Certificate
Date
MM DD
HOW TO THIMK LIKE A PROJECT MA... OS0-PRIOO4A 12480 06/02/2005 Complete
STRATEGIC STAFFING: MANAGING ... OS0D-HRMOL11 0S1021IKI10 11/28/20089 Complete

Printable Version

Achievements are updated at the end of every month. If you took a course this month,
you likely won't see it in your achievement record until the middle to end of the next
month.

Updates are made based on the attendance roster of each course where either the
instructor has taken attendance, or the person has initialled the attendance sheet.

Transcripts

The Transcript feature will list all your completed courses; however if you need an
official transcript you must contact OSD for this request. Official transcripts are printed
on letterhead and sent directly to the requesting institution or to you directly.

Please Note:

With the migration to the new system, it was not possible to globally import the
achievement history of all past course participants. This means that OSD must import
the history of past participants through a manual process. It will take some time to
accomplish this. OSD will only migrate achievements from 2004 onward; however, the
records will remain accessible should information prior to 2004 be required.

If you are currently registered in a program and need your records, please contact OSD
at OSD@gov.mb.ca to arrange for your information to be imported to your account.
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