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sccLearn Orientation Guide (Non-County Employee Edition)

Why Use sccLearn?

sccLearn is used to complete and track training you have completed with the County. Note, some training
provided by agencies is not tracked in sccLearn as they may be utilizing a different system.

How To Use This Guide

This guide is designed to cover the basics of sccLearn — how and why you’d use it. The guide also provides
some answers to frequently asked questions and a glossary of terms and icons. As you work through this

guide, it may be helpful for you to log in to sccLearn and follow along with the guide the first time you use
this tool. Seeing this visually will allow you to better understand the features and capabilities. Once you
become familiar with what is possible, it will be easier for you to navigate the system and jump to the section
of the guide for a visual reminder. Just know that there may be multiple ways to perform the same tasks and
accomplish the same final goal. This guide includes one method; however you may discover the different
ways as you explore the system.

All training in sccLearn is considered an activity, whether it is an Instructor-led class being held in a physical
classroom or a virtual classroom. Self-paced learning courses in the form of Web-based Training and books
are also considered activities.
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I. Getting Started with sccLearn

Accessing sccLearn
e Using your browser, navigate to the sccLearn URL provided by your County contact. Save this link as
a favorite/bookmark so you can quickly access it again.
e At the sign-in window, type in your Username (which may be your full business email address) and
your established password, then click SIGN IN to be taken to the sccLearn Homepage.

SIGN IN
PLEASE ENTER YOUR USERNAME

AND PASSWORD. HSCCLQBI’I’I

CREATE USER ACCOUNT
COUNTY PARTNER ACCOUNT DETAILS

Login Name

PASSWORD RULES: 2 UPPERCASE, 1 NUMBER, 1 SPECIAL (@.%.+\./,1.5.&.2.[.]). MINIMUM 8 CHARACTERS

Password First Name

Don't have an account? Last Name Email
Create Your Own Account

Forgot your password? ;N;;Akﬁrgls ORGANIZATION CODE GIVEN BY YOUR SANTA CLARA COUNTY TRAINING PROGRAM

Organization Cade

e If you do not remember your password, select Forgot Password and follow the prompts to reset your
password.

e If you are a first-time user accessing sccLearn, select Create your Own Account and enter your
details and the Organization Code you should have received from your County contact. Please
contact them for details if you have not received this information.

The sccLearn Home Page
This is the main page where you can access various features pertaining to your learning.

SBLF ‘v~
pasccLearn

Timeline

i

Library
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sccLearn Header Menu and Control panel

The sccLearn Header Menu across the top of the page and the Control Panel along the left side of the page

are always visible/persistent throughout sccLearn so you will always have access to them.

The sccLearn Logo/HOME button (1) will return you to the Homepage from anywhere in sccLearn.
Menu options (on the Header Menu) related to your learning and development, your training,
profile, and other features can be found under the SELF (2) drop down menu.

Search (3) for learning activities (courses, documents, and resources) from the Header Menu or the
Search Widget by typing the term you are looking for. Examples of terms include title, description,
author, or keyword.

Timeline (4) located on the Control Panel, allows you to view your incomplete learning activities by
category, including registered, assigned, critical, upcoming and past due items.

The library (5) also on the Control Panel, allows you to browse the repository for learning activities in
scclearn.

sccLearn Learner Guide (6) provides access to this sccLearn Learner Guide document.

Training Schedule (7) displays your past, present, and future learning activities that you are
registered for.

Training Transcript (8) provides a link to your completed training, including completion date. Note:
Courses completed as part of a certification may only display when the certification itself is expanded
to view the completed activities.

Il. Locating and Completing Training

Locating Activities

All training in sccLearn is considered an activity, whether it is an Instructor-led Training (ILT) class being held

in a physical classroom or a webinar class being held in a virtual classroom. Self-paced learning in the form of

Web-based Training and books are also considered activities.

Locating Activities using the Library Feature

Click on Library icon (1) (located on the Control Panel) to view the library page arranged by topics. Use the

left-hand panel to expand sub-topics (2). Click on the Topic (3) to view activities.
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schearn SELF v Leaming v | Search

RARY w
e and search for available learning activities. You can use the Topics tab to narrow your results by subject and the Filters tab to apply additional criteria (such as the activity type or dur

TOPICS FILTERS

Full Library

All

> BEHAVIORAL HEALT! e
PARTNERSHIP (124 20 of 31370 results for "*

< Employee (46) All @ Classroom ®Watch L1 Webinar & Read < Listen E Sort By: Name:AToZ ~
> Analytical Skills (8) BOOK
> Organizational Skills (4) - "Leadership Matters?" Finding Voice, Connection and Meaning in
> Personal Interaction Skills (8) 3 Based on the premise that true and influential leaggrship comes from the inside. this thought-provol nts what o=

. & ChrisMabey +1 (8 Skilsot [l f29a0c70 SORNGUS b3aa 605911 7dzbad S
> Self-Manageme ills (27 egister Others
Self-Management Skills (27) HRRRR O O <
> HEALTH AND WELLNESS (56) AUDIO BOOK

#1 Best Seller: Book Marketing Reinvented
In this audio edition, Bryan Heathman reveals a new era of marketing books - an approach in which authors are authentically enga.
> Manager/Supervisor (16) B & BryanHeathman B skillsoft Ml 1813fbc7-09e8-425b-8dc0-abobeBcb74d6

2n 20m EExgagaguad+ NIV LS

WEBINAR COURSE

Coaching: Unlocking Employy

Did you know a coaching leadership style le:
il SCC-00002204

WUTww (O O <

> Learning Bundles (646)

> PARKS AND RECREATION (17)

> PUBLIC SAFETY & JUSTICE (20)
ial

Nel
Webinar (1) ployee performance? In this webinar, you will recognize a trusting part...

Locating Activities using Search Feature

Type the keywords such as the title or topic into the Search (4) bar (located on the Header Menu). As you
begin typing, sccLearn attempts to predict what you are searching for. At any point you can click on the
proposed title or press Enter to display all of the search results.

Filtering and Refining the Selection

Once you have a list of activities related to your requested keywords, browse the selection using the scroll
bar on the right (5). To learn more about any activity, click on the Title (6). The More Actions icon (7)
provides more actions based on the selected activity. To further refine the results, click the available filter (8)
or Sort (9) options.

* Click Favorite (@) (10) to add the activity on your homepage favorites section and quickly find it again.
This is very helpful for Learning Bundles.

Completing an Activity
For some activities, you will need to complete a registration process (1), for others, you may be able to Start
(2) the activity from the More Actions icon. For the most part, sccLearn will guide you in the process you
need to follow. Examples of activities include:

Web-based Training - registration not required, you will see a Start button

Instructor-led Training - registration required, you will see a Register button

Page 6



sccLearn Orientation Guide (Non-County Employee Edition)

™ L T e More
Actions
INSTRUCTOR LED TRAINING COURSE
\ Team Culture of Accountability ;
y Working in fast-paced, highly competitive markets means little time for deadlines to be missed
Il 00024070 Register
wwirwir (0) O View Details

- A ~— e =T T T o T

wwwww 0 <
Actions

WEB BASED TRAINING

® Accountable Leadership
" Accountability is about taking ownership of your own actions, behaviors, and decision-making s

Skillsoft  |Ml  4b24fdfa-c958-11e7-8c81-9212ca482307

Wwirwi 0 View Details

Web-based Training

From the More Actions icon or the activity details page, select Start to begin the activity.

# / Back to Search Results

WEB BASED TRAINING g
9 [ACCOUNTABLE LEADERSHIP
DOBOE 0 QO < Completion Status @% ) kil

Accountable Leadership

= Full Description

Accountability is about taking ownership of your own actions, behaviors, and decision-making. In today's large, often massive organizations, it
can be tempting to pass the buck and duck responsibility. An accountable leader, on the other hand, is one that says and does what they say they
will, ensuring accountability to their team and the organization

In this course, you'll learn about building accountability in your teams, demonstrating your own willingness to be accountable especially when
things go wrong, and fostering an environment of accountability in those you work with.

Instructor-led Training/Webinar

From the More Actions icon or the activity details page, select Register to select dates to attend the activity.

# | Backto Search Results

INSTRUCTOR LED TRAINING COURSE
[TEAM CULTURE OF ACCOUNTABILITY|

"

C‘f‘
Q = completion Status (0% ) m

Team Culture of Accountability DETAILS ACTIVITIES

= Full Description

Working in fast-paced, highly competitive markets means little time for deadlines to be missed. Projects and company success can be affected
radically when one team or function has miscommunicated or not met expectations and a great challenge in addressing accountability is about
creating beliefs that support an accountable culture. In this workshop, participants will define accountability, identify personal, professional and
environmental obstacles, learn tools to initiate and manage expectations, all in service of creating a culture of accountability in others.

For more information on LED's Manager & Supervisor Program, go to LED website.
Course intended for Managers & Supervisors, CEMA represented and Confidential Administrative employees.
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Based on the class and the availability of seats, sccLearn may provide you with a variety of options such as
Registration Allowed; Waiting Lists; Registration Blocked; and the option to Express Interest.

When Registration is Allowed

Look for Registration Allowed indicator (1) and the Available Seats (2) for the class dates provided. Click Add
(3) to select the class dates and click Register (4). You will receive an email from sccLearn confirming your
registration. You may see optiona/l&gistration Notes (5) providing useful details about the course.

[ACTIVITY REGISTRATION 1 ) + REGISTRATION SUMMARY
= (VIR REGISTRATION ALLOWED To remove a selected activity from the list, click %
a’\ S Mindful Leadership
N 4

WEBINAR COURSE
AR = Il SCC-00006434- & Unlimited

s Mindful Leadership
REGISTRATION NOTES

After you successfully register for the webinar class in sccLearn, you will receive the webinar link and further information the day before the webinar. Questions about this
webinar can be sent to: led@ceo.sccgov.org.

ACTIVITIES (1) : Select an activity

Filter: Seat Availability: Location: Start (MM/dd/yyyy): End (MM/dd/yyyy):

[ Search Q] [ Available V] [ Virtual Classroom V] [ e.g. 07/14/2021 ]m [ e.g. 07/14/2021 ]m

(=T UGV REGISTRATION ALLOWED
\& " Mindful Leadership
o~ N I 5CC-00006434--00000003 & 11 Available Seats
B 8/5/2021 12:00 P) & Kathleen Sexton m

9 virtual Classre ual Classroom 8 8/6/2021 9:00 AM PDT
8/6/2021 11:00 AM PDT
(View in my time zone )

e

REGISTRATION NOTES

After you successfully register for the webinar class in sccLearn, you will receive the webinar link and further information the day before the webinar. Questions about this
webinar can be sent to: led@ceo.sccgov.org.

I CANCEL I I EXPRESS INTEREST I @

If a Waiting List is Available

Seats will not be available when a class is full. If the class owner has configured a waiting list, you will still be
allowed to register for the class and informed that you are being placed on a waiting list (6). You will receive
a confirmation that you have been placed on a waiting list. If a registered learner cancels their registration,
you may be offered the seat by email notification based on the order you registered for the waiting list. If you
do not accept the offered seat, the offer will expire, and the seat will be offered to another learner.

A Warning: View the warning next to the selected class to identify if you will be placed on the waiting list or if your registration is pending approval.
By
AC\ VITIES (1) : Required selection is complete

Critical Thinking
Filter: Seat Availability: Location: Start (MM/dd/yyyy): End (MM/dd/yyyy):

Search Q] [ Waitlist Only f6 v Virtual Classroom VI
A
- T

Critical Thinking

Il SCC-00006285- \ & Unlimited

e.g. 07/14/2021 ]m e.g. 07/14/2021 ]@

Il 5CC-00006285--00000002 & No Seats Available

(9 7/26/2021 12:00 PM PDT & Darrylyn Swift
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If Express Interest is Available

If the available dates do not work for you, click EXPRESS INTEREST (7) if it has been configured. The required
comments are for your reference only. Once you have Expressed Interest in the course, you will

be automatically notified when the next class is scheduled. You will need to register for that next class when
notified; the Express Interest feature does not enroll you in the next class.

REGISTRATION SUMMARY

Fo remuoras a webeted acinity from the B, clek B

[ACTIVITY REGISTRATION

—

5 WA G55
5 ;

Fa
EGISTRATION NOTES

Y op—— o ik b i § it # ilan the dos badans th wak

webin Cin b e I U @

I 1 1
CAMCIL | I'\tbl‘é HTEREST |

ool L4 b W

If Registration is Blocked
If a Registration Blocked message is displayed, click the highlighted notification message (8) to view the
reason (9). Remember, you may still have the option to Express Interest.

© Registration blocked: See the status of selected activities for more details.

g g WEBINAR COURSE CLICK HERE TO VIEW REGISTRATION WARNINGS ﬂ
—~

B Introduction to Process Improvement: Qutline the Steps

,_ S8 i scc-00006282- & Unlimited
REGISTRATION NOTES
After you successfully register for the webinar class in sccLearn, you will receive the webinar link and further information the day before finar. Questions about this

webinar can be sent to: led@ceo.sccgov.org

© There are no scheduled classes available for registration. Click Express Interest to be notified when the next class becomes available and/or contact the training

provider for more information.

Dropping / Canceling Registration

Once you have registered or initiated the activity, the More Actions icon will provide an option to Cancel
Registration if you need to do so. Alternatively, you can look for the registered activity on your Timeline or
Training Schedule and Cancel Registration.

WEBINAR COURSE

So You Want to be a Supervisor?
Moving from being an individual contributor to supervisor is a big step. Some individuals are unsure, wond
View Details Il scc-o0006439- View Details

Cancel Registration W wr o Cancel Registration
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lll. Tracking your Training

There are multiple ways to track training that is upcoming and training that has been completed. The Home
page is the best way to access most of these features. In addition to the items displayed on the home page,
there are buttons to provide additional details.

Timeline for Upcoming Training

Any scheduled training that you have registered for and assigned training that needs to be completed (such
as the Sexual Harassment Prevention Training), will be displayed on your Timeline which is accessible from
your Control Panel. The Categories (2) are displayed across the top, with the Course Details (3) appearing
below the category. The glossary provides a description of categories.

Pscclearn  ser v

n ALL

TASKS  LEARN

Refresh |z sortBy~

1 1
CURRENT CRITICAL

e r— SESSION

ﬁ CJIC Basics %

Start Date Status
1/4/2019 Registered VIEWDETAILS -~

Training Schedule
The Training Schedule (accessible from the Homepage button) provides standard categories by which you
can filter and view your training activities.

TRAINING SCHEDULE ‘ ‘ REQUIRED TRAINING ‘ ‘ TRAINING TRANSCRIPT ‘ ‘ GETTING HELP

TRAINING SCHEDULE

This is a list of current training activities for w

hre registered. ﬂ

PENDING SIGNATURES COMPLETED CANCELED WAITING LIST OR PENDING APPROVAL

Search ...

CURRENT/UPCOMING PRESSED INTEREST

ALL ONGOING ACTIVITIE PCOMING ACTIVITIES FIXED DURATION ACTIVITIES
Displaying 7 of 7 Records 10 25 50 1

Export To Excel #=k Print Cancel Registration Q View Calendar

O Activity Name = Status Code Region Start End Actions
Date Date
O Accessing Exchange Remotely and m 207_di_enus START ~
Using Forms in Outlook 2010

Skillsoft Course
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Some points to keep in mind as you explore the Training Schedule:

e The CURRENT/UPCOMING (4) category will be displayed. Click on a category to display activities
associated with that category. Export (5) the details of your Training schedule category to Excel.

e The Status (6) of each activity is provided. The glossary provides a description of each status.

e To cancel current/upcoming activities, click the Selection check box (7) to the left of the activity followed

by Cancel Registration.

o The Completed (8) category displays your complete training history available in sccLearn. All completed

training will show as Attended, however the completion details will vary based on how the activity was

configured by the owner, so you may not always see a score for a Web-based Training.

Training Transcript and Completion Diploma/Certificate

The Training Transcript (accessed via a homepage button) is a helpful record for showing your completed

training activities, including completion date and duration, and includes Web-based and instructor-led

training classes since 2012. Select the date range (9) to filter the results displayed and Print/Export (10) your

transcript.

The individual Diploma/Certificate of Completion (11) can be printed to provide proof of attendance for

successfully completing an individual activity. Activities that were completed as part of a certification may

not appear on the transcript however, you can click the certification title to view certification details.

TRAINING TRANSCRIPT

Select a year or date range to filter completed training reg
Date Range "

Start Date End Date

A TI2017 04:43pm |‘F-|v| 472018 02:43pm N
Your name

List of completed activities from 4/17/2017 to 4/17/2018
E-mail:

Primary domain:
SCC

rrimary job:
ACTIVITIES
Activity
= W SkillSoft Coury @ ¥Fitten Communicatic
| v web Based Tralning: RM Scorm Test on Mablle

Estimated Credit Start Date
Hours

iI| EXPORT TO PDF |

Manager:

Primary organization:

Completion Date ~ Expiration Date Attended Duration

Page 11



sccLearn Orientation Guide (Non-County Employee Edition)

IV.Frequently Asked Questions (FAQ)

How do | create a IT support ticket about a sccLearn issue?
If my Web-based Training doesn't launch?

If | completed a Web-based Training and didn't get credit?
Call Ask Clara at 408-970-2222.

Which browser(s) should be used to access my required trainings in sccLearn?

To ensure you do not encounter any issues accessing your required trainings, we strongly recommend using
either the Google Chrome or Microsoft Edge Browsers. It is your responsibility to ensure your browser is
updated to the latest version.

How do | reset my password? Why am | having issues with resetting my password?
When external users attempt to reset their passwords, a password reset confirmation e-mail will be sent to
the address used to create the account.

Resetting Your Password in sccLearn:

To reset a lost password, you will need to access and follow a link from a password reset confirmation e-mail
sent to the e-mail associated with your sccLearn account. Follow these steps to reset your password.

Access the original login link provided to you by your County contact to access the login page.

1. From the main login page, select Forgot your password?(1). You will be directed to a Forgot Password
window. Enter the Username (2) used for the account. Select the Send by email (3) option, followed by
NEXT (4) to receive a confirmation message stating that an e-mail will be sent to you (5).

SIGN IN FORGOT PASSWORD SIGN IN

PLEASE ENTER YOUR USERNAME PMLEASE ENTER YOUR UISERNAME
AND PASSWORD. USERNAME AND PASSWORD.

e [l scicctbow youwant toreset your [l SRR

SIGN IN O Send by email mﬂhimﬂmh

& Security Questions 5

Don't have an account?
Create Your Cnwn Account MNEXT
Forgol your password? Cancel SIGM IN |

NOTE: It can take several minutes for the email message to come be sent. Please also check any spam or junk
folders to ensure you receive the message.
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2. Once you receive the e-mail will from DoNotReply@isd.sccgov.org with the subject line ElixHR Password
Reset, click the link in the email to reset your password. NOTE: If you do not receive your email after 10
minutes, call the Ask Clara Helpdesk on 408-970-2222.

From: DoNotReply@isd.sccgov.org <DoNotReply@isd.sccgov.org>
Subject: ElixHR Password Reset
Dear 1

You requested to reset your password for the account with username

Please follow the link below reset your password.  https://scclearn.sumtotal.host/Broker/Account/ResetPassword.aspx?Requestid

3. Enter your new password following all password requirements outlined on the page. Look for the green

checkmark (6) beside each requirement to indicate it has been met. Select SAVE (7) to continue. You will
be directed to the main login window. Enter your Username and new password (8) to SIGN IN (9) to
your account.

SIGN IN

PLEASE ENTER YOUR USERNAME
AND PASSWORD.

[ Enter your Usemame m
[ Enter your now password | |

RESET PASSWORD
Your new password must conlain:

@ Characters: At least 12
o Numbera At leaat 1 P
o Lowertais charsctors: AR laamt 1

o+

Upparcade charsctars: AL laast 1
HEW PASSWIORLD 0

CONFIRM NEW PASSWORD

SAVE T

Don't have an acoount?
Create Your Own Account

Cancel Forgot your password?

Why am | experiencing issues accessing or progressing through my required trainings?
There may be various reasons why you are having trouble accessing or completing your trainings. We’ve
identified common obstacles that you may encounter and how to resolve them in the recommended
browsers. These issues include managing your browser’s cache, disabling pop-up blockers, and navigating
your training.

How do | resolve Caching Issues with my Browser?

Clearing the cache and cookies for your browser is an important first-step in troubleshooting your browser

experience. The process is similar across browsers but with a slightly different user experience.

1. For any browser press CTRL + SHIFT +DELETE on your keyboard simultaneously. You will automatically be
directed to a “clear browsing data” menu in your browser.

2. Follow the next steps according to the browser you are using.
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Microsoft Edge

Google Chrome

Ensure:
e Time Range: All time

e Cached images and files is checked.

Clear browsing data

Timse: range

Al tene
Birenwniirg histeay
Coakios snd slber sty data

i Cached images and files

Select Clear now

Ensure:

e Time Range: All time

e Cached images and files is checked.

jpar brgwaing data

Select Clear data

How do | manage/disable Pop-Up Blockers on my browser?
To access your content in sccLearn, you must ensure that all pop-up blockers are disabled and/or sccLearn
content links are whitelisted (exceptions that can circumvent pop-up blockers). Managing these settings will

vary according to the browser you are using.

Microsoft Edge

Google Chrome

1. Access your Settings in the top right corner and select
the ellipses.

2. Towards the bottom, select Settings and then Cookies
and site permissions

23 Settings

1. Access Chrome Settings

2. Select Privacy and Security and then Site Settings.

@ Settings Q, Search settings
2 You and Google 5]
Safety check
B Auofil Y
e iy ] e ° Chrome can help keep you
@  Appearance
Q, Search engine Privacy and security
Default by
= crault browser — Clear browsing data
| u Clear history, cookies, cach

() Onstartup

® Caookies and other site dat3)
@ Languages Third-party cookies are blod
#*  Downloads Security

e Safe Browsing (protection {]
T Accessibility \

— Site Settings

=
\ System ~"  Controls what information {
49 Reset and clean up

i Privacy Sandbox

Trial features are on

M Fyiencions A
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3. Scroll down to and select Pop-ups and redirects

Settings

4. Under Allowed to send pop-ups and use re-directs,
select Add and enter: https://scclearn.sumtotal.host:443

B Profiles
+) Privacy, search. and services

(& Share, copy and paste

s Coo nd site permissions
Allowed to send pop-ups and use redirects Add
3. Scroll down to Pop-ups and redirects.
5. Select Add.
(77 Pop-ups and redirects
Add a site
Site
4. Select Add and Enter: https://scclearn.sumtotal host:443
Cancel Add

Add a site

Site:

htlps:,‘fsccleam‘sumtota\.hust:ME#

Add

https://scclearn.sumtotal.host:443
5. Select the blue Add button.

How do | obtain an Organization Code?
Contact the Department that assigned the training.

How do | know what training | need to complete?

Contact the Department that assigned the training.

How do | navigate the training that | need to complete?

Contact the Department that assigned the training.

My course player disappeared. What happened?
When you launch a web-based training in sccLearn, the content opens in a new, smaller window. When you
click outside of this window it becomes minimized. To return to your training, identify your browser’s icon in

the task bar of the bottom of your screen. Open click on and/or hover over the icon and select the

appropriate window.
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Are reminder e-mails sent when a deadline for my training is approaching?

For approaching deadlines of classes (Instructor-led Training and Webinar), a reminder notice is sent both 7
calendar days and 3 calendar days before the class. For required certifications, you will generally receive a
notification 30 days and 7 days before the certification is due. For non-required Web-based Training classes,
there are no end dates for these classes and therefore no notices to complete are sent.

Why did I receive a “No Show” status for a class?

For classes that you have registered for but did not attend, you may receive a “No Show” status for the class.
You will be notified of this status via email notification. Contact the Department that assigned the training if
this was not correct.

Where is my history of completed training? How far back the records go?

Your history of already completed courses can be found on your Training Schedule (accessed via a homepage
button) under the completed category or on your Training Transcript and Completion Diploma/Certificate.
You should see your records going back to 2012.

Is sccLearn mobile friendly?

Mobile access on cellphones is not yet available.

Why is my completed class is not showing on my transcript?

Please allow time after the completion of the class for the department sccLearn administrator to mark your
attendance. Once this has been completed, the class should appear on your transcript for you to print you
diploma. If the class is associated with a certificate or curriculum, it may not appear as an independent item
in your transcript. To view items associated with certificates, click on the title to view all the completed
components or view your completed activities on your Training Schedule.

Is there a “grace” period to complete a required class that doesn’t fit my schedule?

Contact the Department that assigned the training.

V. Glossary of Terms and Icons

Activity

Includes Instructor-Led Training classes, Web-based Training, and other resources available in sccLearn.

Cancel/Drop Class
Once you have registered for an activity, you have the option to cancel your registration so that it no longer
appears as an in-progress/future activity for you to complete.

Certificate of Completion

Refer to Diploma
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Class (Instructor-led Training (ILT) or Webinar)

An activity in sccLearn which is an “offering of” a course. The ILT class is typically completed in person. The
Webinar class is typically completed via an online platform such as zoom. Classes may be completed in a
single day or have multiple sessions occurring over multiple days.

Course (Instructor-led Training (ILT) or Webinar)
The name of the learning activity which provides details such as description and duration. A course is
typically associated with several classes which provide the specifics such as date, time and location.

Diploma
Also known as a Certificate of Completion. You diploma is your record of completion for your activity. The

diploma can be printed from your Training Transcript.

Express Interest
When a class is not currently scheduled for a course, you are interested in, or you are not available to attend
the scheduled dates, you can Express Interest to be notified of a future class offering.

Icons

More Actions - available when displaying search or library results. The icon will be

located beside an activity. Click the icon to view additional options available to you.

Add to Favorite - available when displaying search or library results, as well as

viewing details of the activity. Click the icon to add the activity to your My Favorites
Q on your homepage. This is particularly helpful for returning to Learning Bundles as
you cannot register for them, nor do they appear on your training schedule.

Share Activity - available when displaying search or library results, as well as viewing
details of the activity. This is helpful if you would like to share the activity with a
colleague. Click the icon for the URL which you can simply copy and share.

[:] Diploma (Certificate of Completion) - available on the training transcript and allows
you to view your Diploma.

9 Attempt History - located on completed Web-based activities and allows you to

view your previous attempts at completing the activity.

Registered Training/Registration
You may enroll in a class that is open for registration. Registered training is training that you have registered
yourself for. As seats may be limited, registering for the class would ensure you were able to secure a seat in

the class.

Page 17



sccLearn Orientation Guide (Non-County Employee Edition)

Session

An occurrence of a class (i.e. day 1 of a two-day class). You will typically need to attend all sessions to
complete the class.

Status

The status of any activity may be shown as:

ATTENDED
CANCELED

IN PROGRESS
PENDING APPROVAL
REGISTERED
WAITLISTED

Timeline

for completed activities (Web-based, Instructor-led or Certifications)
for activities you have canceled/dropped

for online activities that have been started, but not completed

for activities that your registration requires an approval for

for activities registered for but not yet started

for activities that you are on the waitlist for

Timeline allows you to view your incomplete learning activities by category:

TOTAL

CURRENT

UPCOMING

PAST DUE

ASSIGNED

CRITICAL

REQUIRED CERTIFICATIONS

Training Schedule

all in progress, registered, or assigned activities
registered/in-progress

registered activities that have a scheduled date and time
overdue

required or recommended

expiring in the next 30 days and organized by due date
Assigned training that has been flagged as a certification

Your training schedule lists all of your training history in sccLearn. The activities are organized in categories

such as current in-progress training, cancelled training, completed training, etc.

Training Transcript

Your training transcript lists all of the training you have completed in sccLearn. Activities that were

completed as part of a certification may not appear on the transcript however, you can click the certification
title to view certification details.

Web-based Training (WBT)

Self-paced learning courses that you can complete independently.
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