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Overview | Request Booking

Overview

Welcome to the Training PlanneManager User Guid&his guide is designed to explain the
application in user-friendly terms and walk you through how to navigate the system.

The Portal provides access to view anyraining, 1-2-1 #s or meeti ngs that have L
the manager.

The training roadmap for any scheduled training activity is also visible.

Portal Manager

When the manager logs on to the system, he or she is presented with a home page view similar to
the following example.

After selecting the relevant working time zone from the drop-down box, click oncontinue.

CHANGE TIME ZONE

Please choose your Time Zone from the list below. This will enable all dates and times to be displayed in your local time.

(UTC+01:00) Amsterdam, Berlin, Bern, Rome, Stockholm, Vienna ¥

Figure 1: Setting your time zone
The manager has access to:

A manager calendar

A agent calendar

A room calendar

A wall chart

A set your regular working hours

A set exceptions to your regular hours

A change your time zone
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A training roadmap

The option to log out is available from the bottom of the menu.

Training details will only be visible in the portal if training sessions have already been created and
are live Training Planner.




Manager Calendar| Request Booking

Manager Calendar

Clicking manager calendar on the home page will present any scheduled activity in th@raining
Planner View. This will include any team meetingsone-to-ones, or other activity that has been
either scheduled in TrainingPlanner or entered manually in TrainingPlanner.

Click Main Menu at any time to return to the home page.

Legend E Standard View S Planner View
! Scheduled
=
Events partisly or fully scheduled Start Date [5Jan 2010 {+} EndDate [12Sep 2012 [ sont gy [Wanager =] =
[ ) Completed 0 Roger Harlan
Events no longer requiring action Tuesday, 2 March 2010
Other

09100 - 09:30 BST figamer Ao Horon | Altendees: &

Other calendar entries

10:30 - 11:00 BST  froamn foabirian | Attendees: 2

2010

By default any activity will be
presented in the Standard View.

. Team Meeting
P30 BST  manager: Roger Harlan | Attendess: 2

Figure 2: Manager calendar navigation
Clicking on one of the schedule bars will reveal any details associated with that scheduled item.

In the following example, this is a teammeeting and the agents that have also been scheduled are
presented in a list.

manager calendar

1 Required fields
Legend Standard View | Plannerview
Scheduled e
Events partislly or fuly scheduled Search Start Date a0 2010 25 end vote 5o 2072 [ sort oy [Mianger =]
O completed
Events no longer requiring action Tuesday, 2 March 2010
Other Team Meeting
CI|Ck on the —T Manager : Roger Harlan @lRoom : <Mone>
bar t | Employee ID  First Name Last Name
ar 1o revea bigail d . . . ..
ing detai o ol siae The agents listed will also have this activity
meetin etall. P . .
9 o g:grr:;ﬁ Pareers scheduled and visible in their WebPortal.
5009 Ricki Glover
5010 Ricky Glove
10:30 - 11:00 BST ot meoiion { ttencees: 2
Monday, 8 March 2010
08100 - 0B:30 BST  nto 5oty f atendecs: 2

Figure 3: Viewing additional event detail

Clicking the Training Planner View tab will present a calendar view of any scheduled activity, as
shown in the following example. The TrainingPlanner view can be displayed by day, week, or
month, as required.



Manager Calendar| Request Booking

manager calendar
<%\ Required fields

Legend Standard view | Crranner view ), Change the view to Day’
Mo category [ open n new window I click here to Refresh Week or Month as required.
Vour current time zone is (UTC +00:00) Europe/London.

Management Meeting

7 1
o 2 28 2 30 3 01 Sep. 2
3 4 ) 6 7 8 9
New...
10 11 12 (CODULLY 15 16
Togale 24 Hours/Business Day.
17 18 19 20 21 2] 2
24 2 6 p2g 28 2 30

Figure 4: Using the Training Planner view tab
Each ewent is color-coded, as explained in the legend on the left side of the screen.

Training Plannerwill schedule team meetingsandondo-ones based on the agent s

activity in WFM together with their maorkeeghisr Hs av a
or her availability up to date in their Portal.

In the Training Planner View tab, the manager can enter any noravailability time which Training
Planner will take into account when scheduling any activity.

nager Calendar Entry

Subject |\

Starttime [7TH1/2013 = |3:30AM -~ Endtime 711142013 = |3:.45AM ~

Description

—

Figure 5: Defining non-availability time

To enter any nonavailability time, right-click on the required date, and three options are
presented:

New
Go to Today g Selecting this will take the TrainingPlanner view to the current date.

Toggle 24 Hours/Business Day § Selecting this will present the TrainingPlanner view in
a 24-hour view.

For example, to enter a holiday, selecNew.

The New Manager Calendar Entry dialog box is then displayed.
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Enter details inthe Subject box, and complete theStart time and End time boxes if the entry is
for a single day.

Select a category in the dropdown list. (Categories are colourcoded, as explained in the key on
the left side of the screen.)

To create an entry for multiple days, select theRecurrence check bax.

manager calendar
s Required fields

Standard View 1 Planner View

& Open in new window 2 Click here to Refresh

Your current time zone is (UTC +00:00) Europe/London.

Roger Harlan

10 1 12 Go to Today

New...
Toggle 24 Hours/Business Day...

17 18 19 20 21 2 23

24 2% 26 27 2 2 30

Figure 6: Setting the recurrence option

For multiple-day entries, use theRecurrence option to create individual events on the Standard
View tab.

In the following example,atwed ay hol i day i s bei ngsalendae fhedtarti nt o t |
time is 05/09/2012 at 08:30, and the end time is 05/09/2012 at 17:00. This will then create two
separate holiday entries on the standard view.

Subject. Holiday

Starttime 05092012 ~|[08:30 -] Endtime os0@z012 ~|[i7o0 -]

Category: | Holiday hd |
Description Authorised Enter the start time

and an end by date.

[ Recurrence

€ Hourly GEvery 1 T das)
& Daily

© Every weekday
© Weekly

€ Monthly
 Yearly

¢ Noend date ¢ End after < oceurrences @ End by 0B/09/2012 ~
[ o |

Figure 7: Creating a new manager calendar entry
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Select the relevant category in the dropdown list. This will display the entry with the associated
name and colourcoding for easy visibility. (The categories are created in Training’lanner.)

New Manager Calendar Entry

Subject |Holiday

Starttime (05092012 ~|[08:30  ~|  Endtime [05092012 ~|}17:00 |

| Holiday
Management Meeting
Sickness
N
—

¥ Recurrence

" Hourly & Every 1 s dayis)
& Daily
" Every weekda
 Weekly " g
" Wonthiy
 Yearly
 No end date € End after Coccurrences @ End by |08/09/2012 =

[ESe] | concel |
Figure 8: Setting a category for the new calendar entry

After you select the Recurrence check box, the recurrence options become available. In this
example,because the entry is for two dayspPaily has been selected together with an end datef
weekends are to be excluded skect Every weekday.

Subject [Holiday
Stanttime (05092012 = (0830 +]  Enatime 05002012 ~|[17.00 ]

Categary. [Holiday

} Description Authorised

¥ Recurrence

€ Houtty Gevey 1 | dants)
@ Daily
€ Every weeka
© Weskly " !
€ Monthly
 Yearly
Choenddate  © End afler Soccumences @ End by [00872012 +
«[ <] Saptember 2012
S M T W T F 8F
1
24 3 | 2 3 & s 7 s B 2

Figure 9: Setting additional recurrence options

Click Save when all of the details have been entered and the event will then appear in the
manager calendar.
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s Required fields
Legend Standard View G’m
T open nnew M: o Refresh

i

Your current time zone is (UIC +00:00) Europe/London.

Figure 10: Display of the new event

The event will also appear on theStandard View tab as an entry for each date.

manager calendar
#\ Required fiekds

Standard View Planner View

Legend
) schedled Search
Events partially or fully scheduled
O completed
Evets i ger rugiing acion Tuesday, 2 March 2010
Other

A Team Meeting
Other calendar entries 09:00 - 09:30 BST  anager: Roger Harlon  Attendses: 6

Teom Meeting
© 10:30 - 11:00 BST Mansger: Roger Harlsn | Attendees: 2

Monday, B March 2010
" o8 Team Metting

Wednesday, 5 September 2012
08:30 - 17:00 BST Holiday

Thursday, 6 September 2012
08:30 - 17:00 BST Holiday

0 Roger Harlan

- GO
Start Date e 2010 [ endoue fzsmanz (75 sort 6y [Manager =

Figure 11: Display of the new event in the standard view

To edit an existing entryHand only events created on theTraining Planner View tab can be
changedH right-click on the entry and this will present three options:

A Edit § Change the original entry either by individual date or by the complete set of

multiple dates.

A Delete § Delete the individual date.

A Delete Future Occurrences § Delete the multiple dates associated with the entry.
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Select the appropriate option.

manager calendar

%\ Required fields

Standard View | Planner View

jum| Open in new window % Click here to Refresh

Your current time zone is (UTC +00:00) Europe/London.

27 28 2 30 31 01 Sep 2
3 4 5| 6 e 8 )
Ed..
% Delete..
10 11 12 % Delete Future O 4 15 16
17 18 19 20 21 2 23
24 25 2% o1 28 2 E1]

Figure 12: Editing an existing entry
In this example,Edit has been selected, which presents two further options:
A Edit only this occurrence ¢ Edit the individual date.

A Edit the series ¢ Edit the complete set of multiple dates.

Location : Main Menu > Manager Calendar

manager calendar
/4 Required fislds

Legend Standard View Planner View
‘ Mo Category ‘ Open in new window 2 Click here o Refresh

Your current time zone is (UTC +00:00) Europe,/London.

[Sickress |

B Editing a recur

& Edit onlythis occurrence.
" Editthe series.

[ cancor |

A

Figure 13: Options for editing an existing entry
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Agent Calendar

Clicking agent calendar from the menu will display a list of agents that the manager has access to.

The list of agent names is presented in the bottorreft corner of the screen. The list of agents will
be managed automatically if there has been integration with an internal compay data source, or
this will be manually managed by the Portal Administrator).

Location : Main Menu > Agent Calendar
Roger Harlan - [roger] Logout

agent calendar
Required fiekds

Legend

Search - = =

_ stat oate [EAR 2072 ™ endoae fZSep 7072 1™ st oy [Name =]
Scheduled e ! !

Everts partaly or fuly scheduled © Information

O completed There is curently no data 1o show.

Events nolonger requiing action Tick cne or more Agents on the left-hand side and click the Go button to view all of these calendars together, or click your name under "My Calendar” to view your own

my calendar calerdar

& Roger Harlan

managed calendars

Select All | Unselect Al

8 wgai ssams gq——— A list of managed
agents will be visible
to select from.

Figure 14: Display of managed agents
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Selecting agents and then clickingsow i | | automatically |l ist the agent
specified date range.

agent calendar
s Required fields
Legend

Search - - =
Jan 2010 . 2 Sep 212 - Name ¥ |
o e Start Date n i EndDate { Sort By
Events partially or fully scheduled 3| Wa‘ Adams
@ completed Tuesday, 2 March 2010
Events o o reqitg action
09:00 - 09:30 BST Jeomteetin,
my calendar
& Roger Harkan Friday, 5 March 2010
Test Training Request (TTROO1,
managed calendars 12:00 - 13100 BST  1ranzr: charbe Dixon | Rocm: R —
st | Unselect A Monday, 8 March 2010
8 F abigail Adams Team Meeting

0B:00 - 08:30 BST e Rome ik

Figure 15: Display of agents' training activities

Clicking one of thetraining session bars will expand the bar to reveal the trainer, the room, and
any session details. The training status is coloucoded, as explined in the legend on the left side
of the screen.

Figure 16: Viewing additional event detail
The option to view scheduled activity for all of the agents is available by clickin§elect All.

This option allows the managertoviewal | of the teamHAs schedul ed acti
presented in a view similar to the preceding example, with all of the scheduled training activity
listed down the right side of the screen.
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