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1. INTRODUCTION

Superior Court of California, County of Los Angeles (Court) is excited to offer you access to SumTotal Learn,
our Learning Management System (LMS). The SumTotal Learn System allows you to electronically access,
register for, and participate in online learning activities. This guide is designed to assist you in navigating
and using the SumTotal Learn System to search for learning activities, participate in learning activities, and
access your individual learning transcript.

The information provided in this document applies to our current, expanded teleworking environment.
Procedures are subject to change at a later date.

Please contact training@Iacourt.org if you have questions regarding its content.

NOTE: The SumTotal Learn System also hosts the Court’s performance and goal-setting management
system, SumTotal Perform. As you navigate the dashboards in SumTotal Learn, you may notice that you
can easily access resources from SumTotal Perform and vice versa.

2. ACCESS AND LOG-IN TO SUMTOTAL LEARN

Preparing to Access SumTotal Learn

To access SumTotal Learn from a computer, tablet, or mobile device not connected to the Court’s
network, you will be required to authenticate your identity. The verification is provided by entering a
Multifactor Authentication (MFA) Code sent to a phone number of your choice.

If your ‘Office Phone’ is your authentication option, you will not be able to receive the phone call when
away from your office. You must select an alternate option for authentication, such as “Text code to my
authentication phone.” This will allow you to enter your cell number to receive an authentication code
text message to a cell phone.

If you are accessing SumTotal Learn from a computer connected to the Court’s network, the MFA
process below will not apply.

Note: The preferred browser for SumTotal Learn is Internet Explorer. Certain SumTotal features may

not perform properly in other browsers E


mailto:training@lacourt.org

2.1 UPDATE YOUR MULTIFACTOR AUTHENTICATION (MFA) PHONE NUMBER

You can update the phone number associated with MFA while connected to the Court’s network. If you
update this phone number, this will also change the phone number associated with the MFA for Office

365.

Note: To change or update the phone number associated with MFA while NOT connected to the Court’s

network, you must contact the Service Desk.

To update the phone number associated with
MFA, follow these steps:

1. Sign in to your Microsoft Office 365 Online
account at www.office.com

2. Click on your profile picture or initials in the

upper right corner

Click on View Account

Go to Settings & Privacy

Click on the Privacy tab

o vk w

o

Overview Sett|ngs & PeraCy

i Security info
Language & Region (preview) Privacy

L1 Devices
@ Fassword Organization's notice

B= Organizations

I

@ Los Angeles Superior Court terms of use

¢ Settings & Privacy

£ My sign-ins Microsoft's notice

Next to the field titled “Los Angeles Superior Court Terms of use,” click View.

@ Los Angeles Superior Court terms of use

m

7. Click on Additional security verification.

Manage account
Change password
Set up self service password reset

Additional security verification

8. Choose your preferred option and enter
your authentication phone number.

9. Click Save.

Additional security verification App Passwords

When you sign in with your password, you are also required to respond from a registered device, This makes it harder for a hacker to sign in with just a stolen password.
View video to know how to secure your account

what's your preferred option?
We'll use this verification option by defautt.
—
Notify me through app v
how would you like to respond?

Set up one or more of these options. Leamn more

Authentication phone United States (+1) i t ] -~—
[ office phone O

Extension|
[0 Aternate authentication phone L ]

Authenticator app or Token Set up Authenticator app




2.2 LOG-IN USING A COURT COMPUTER OR LAPTOP ON THE COURT’S
NETWORK OR VPN

8

Step 1: Access the SumTotal Learn website through CourtConnect at Service and Support >

Human Resources > SumTotal Learn > SumTotal Learn Login.

CourtConnect

Monday, May 17, 2021

A MY HOME LITIGATION AREAS SERVICE AND SUPPORT RESOURCES CEO'S DESK q SEARCH

Courtroom Court Human Judicial and Juror Legal Services/ Communications Self Help
Support Technology Resources Exec Support Services Court Counsel Office Services

Tl i S

W
MY TIME AND BENEFITS

X4 X4

HR RESOURCES CORONAVIRUS UPDATES

X4
REFERENCE GUIDES SUMTOTAL LEARN

Human Resources Reference
Guides

Time entry, pay statements, and
benefits

Access HR information and Find your latest Court updates
resources regarding the Coronavirus here

Access the Learning Management
System

il

e Note: For faster access to SumTotal, you can add the SumTotal Learn tile to your
CourtConnect home page. To add the tile, follow these steps:

o Click the Star icon E on the top right hand corner of the SumTotal tile.

SUMTOTAL LEARN

Access the Learning Management
System




o Click Save to My Home
Save to My Home Cancel

o The SumTotal Learn tile will appear on your CourtConnect homepage.

# MY HOME LITIGATION AREAS

*

SUMTOTAL LEARN

Step 2: If prompted, enter your Court single sign-on username and password.

Step 3: The browser will display the SumTotal Learn Home Dashboard/Landing Page.

WELCOME TO YOUR
PROFESSIONAL DEVELOPMENT HOMEPAGE

MY PROFILE PERFORMANCE EVALUATION LEARNING DASHBOARD & TRANSCRIPT ELEARNING COURSES




2.3 LOG-IN USING A COMPUTER OR LAPTOP WITHOUT THE COURT’S NETWORK
OR VPN

Step 1: Open Internet Explorer. (It is recommended that you use Internet Explorer to open

SumTotal Learn.) E

Step 2: Enter the URL (lacourt.sumtotal.host) into the address bar.

ﬂ http:/Sweww.msn.com,Tocid=iehp l

Ed 151 | Outlook, Office, Sky...

sly &) Surface =

B® Microsoft
Step 3: Log in with your Outlook email and password.

< mdiaz1@lacourt.org

Enter password

Forgot my password

Step 4: As part of the security authentication, a code will be B® \icrosoft

sent to the phone associated with your Court Outlook oot A€ ot e

authentication. Enter the code received in the field provided, Enter code

then click Verify. You will be logged in to SumTotal Learn. I We texted your phone +X
:(OX;:](:T:‘(XOS Please enter the code

Code
Note: To update the method of authentication or change the Having trouble? Sign in another way
phone number associated with authentication, please More information

contact the service desk. @

Note: If prompted, select Yes to reduce the number of times you are asked to sign-in.




The steps will vary depending on which MFA preference you

selected.

B® Microsoft

to signin.

Stay signed in?

Do this to reduce the number of times you are asked

(_) Don't show this again

- =

2.4 LOG-IN TO SUMTOTAL LEARN USING A MOBILE DEVICE

Step 1: Download the SumTotal Mobile App from the

Google Play or App Store.

»

’

Getiton

Google play

Available on tt

App Storlee

Step 2: Enter the mobile Site URL: lacourt.sumtotal.host,

then click Next.

9
sumtotal’

Enter email to connect mobile app

OR

Enter your mobile site URL

lacourt.sumtotal.host

NEXT




Step 3: Enter your court Outlook email and password,
then click Sign in.

Step 4: As part of the security authentication, a code will be sent to
the phone associated with your Court Outlook authentication.
Enter the code received in the field provided, then click Verify. You
will be logged in to SumTotal Learn.

Note: To change the phone number associated with authentication
please, contact the Service Desk.

Note: If prompted, select Yes to reduce the number of times you are
asked to sign-in.

The steps will vary depending on which MFA preference you
selected.

B® Microsoft

Enter password
|| Password

Forgot my password

B® Microsoft
HermithAEMIlarAiirt Are
Enter code

-1 We texted your phone +X
XXXXXXXXO05. Please enter the code

to signin.
Code
Having trouble? Sign in another way
More information
B® Microsoft

Stay signed in?

Do this to reduce the number of times you are asked
L_j Don't show this again

to signin.
. @




Step 5: You will be promoted to set-up an offline pin. Create and
enter a 4- digit pin, select the box to remember your Username, then A
click Done. ﬁ

SETUP OFFLINE PIN

&

+ Remember my Username

Step 6: You will be logged in to your SumTotal Learn account. You may select the menu icon E
in the upper left navigation to search for courses, participate in learning activities, and view your
training transcript.

#A Home

7= Courses

£ My Checklists
Evaluations

[ Training Transcript

X, Content Uploads

& Team
& signout

3. EXPLORE THE SUMTOTAL LEARN SITE

When navigating through the SumTotal Learn site, there are icons regularly used to access different areas
of the system. This section will provide you with a general overview of the main header buttons and
functions as well as some of the key terminology used throughout the site.

10



3.1 HEADER MENU

At the top of the SumTotal interface, you will find the Header menu. You can use this menu to find your

way around the application from any page using the following buttons.

(o[ [2] O @~

The Home Button icon directs
you back to the SumTotal Learn

Home Dashboard/ Landing Page.

SELF

The Self dropdown menu includes

links to pages and functions related
to yourself, including other
dashboards, your profile, learning
plans and history, and more.

People

Learning

Mavigation

The Learning dropdown menu
displays 3 search options:

e People: Search for employees

e Learning: Search for courses

e Navigation: Search for pages
in SumTotal

H

The Enterprise Search bar allows you
to search SumTotal Learn for
courses, people, or pages, depending
on which filter is chosen in the
Learning dropdown menu.

The Help icon provides online
help with the SumTotal system,
including instructions and
tutorials.

O

The Profile icon displays your profile
details, including your name, work
email, job title, and direct manager.

On the left of the SumTotal interface, you will find the Navigation menu. You can use this menu to navigate

to following commonly used pages:

Home

The Home Page directs you back
to the SumTotal Learn Home
Dashboard/ Landing Page.

=

Timeline

The Timeline displays your in-
progress courses

11




. . The Learner Dashboard displays the
The Library displays all

LY i ] ] | H timeline and quick links to access
: elLearning and virtual instructor- Learmer . .
Library pashboard your training schedule and training
led courses. ]
transcript.
== My Team displays your reporting relationship at the Court.

My Team

3.2 HOME DASHBOARD/LANDING PAGE BUTTONS

Upon logging in to SumTotal, your home dashboard/landing page will display the following shortcut tiles:

LEARNING DASHBOARD &

MY PROFILE PERFORMANCE EVALUATION TRANSCRIPT

ELEARNING COURSES

e My Profile: Access your profile information including information about you and a list of your
direct reports (if applicable).

(Your profile can also be accessed by clicking on the profile icon n in the header menu).

e Performance Evaluation: Access information related to historical performance evaluations. (Your

SELF ~

performance evaluations can also be accessed from the Self dropdown - Performance

->My Assessments).

e Learning Dashboard & Transcript: View information related to your own Learning Activities and
Training Transcript.

(Your learner dashboard can also be accessed from the Self dropdown in the header
menu).

()Y
e elearning Courses: A shortcut to view the library of eLearning courses available to you.

12



3.3 USE NAVIGATION TO FIND THE LOCATION OF SUMTOTAL PAGES AND
FEATURES

If you are unable to locate a feature or page in SumTotal, you can use the “Navigate” feature. In this
section you will learn how to search for a specific page within SumTotal using the “Navigate” feature.

e C(lick the Learning dropdown menu and select Navigation.

n

People

Learning

Navigation

e Type the page or feature you would like to navigate to and click the enter key on your keyboard
to search.

learner dashboard

o Following are commonly searched pages that can be accessed through the navigation:
= Learner Dashboard Page: List of trainings that you have registered for or currently
have in progress. See section 7.1 of this guide for more details.

= Self-Reported Training Page: Submit a training credit request for outside training
facilitated by an alternate provider that is not offered through Sumtotal Learn. See

section 10 of this guide for more details.

= Training Transcript Page: A transcript of all of your completed trainings that can
be downloaded or emailed. See section 11 of this guide for more details.

e A page opens with results of pages in SumTotal that match the words that you included in the
search bar. Locate the page you would like to access and click the Navigate button.

13



J NAVIGATION ~ learner dashboard Q ]

9 results for "learner dashboard” Sort By: Best Match =

Learner Dashboard
A customizable dashboard for learners,

Self/Learner Dashboard NAVIGATE

Dashboard

Used to access the Hiring dashboard and reportlets.

Selfflob SearchiDashboard NAVIGATE

4. FIND OR BROWSE LEARNING ACTIVITIES

To participate in SumTotal courses, you have the option of browsing the library of learning activities by
topic or searching the learning activities by keyword. In this section you will learn how to browse
learning activities by topic and how to search for learning activities by keyword or name while using
SumTotal on a computer.

4.1 BROWSE LEARNING ACTIVITIES USING A COMPUTER

e C(lick on the Library Icon in the Navigation bar.

e Inthe Library, click on a delivery method to browse a list of Learning Activities. eLearning
activities can be completed at any time while Instructor Led (Live) courses have sessions with
specific start and end times.

LIBRARY

ELEARNING (139)

INSTRUCTOR LED (LIVE) (1)

4.2 SEARCH FOR A LEARNING ACTIVITY BY NAME USING A COMPUTER

e Select Learning in the dropdown menu to the left of the blue search bar to only return learning
activities.

14



e Enter your search term in the search bar. You can use the asterisk (*) to search for partial words
(for example, entering finance* will return results for "finance" and "financial").

e Press Enter to perform the search.

business Q

[ LEARNING ~

22 results for "business" Sort By: Best Match ~

COURSE

Enabling Business Process Improvement

Process improvements can transform a business, increasing efficiency, product quality customer satisfaction, and prefits. But to ca
Il bs_aop48_a01_enus

@

COURSE
Audience and Purpose in Business Writing
To write effective and appropriate business messages, you need to know your audience and your purpose. In this course, you'll dis.

Il comm_51_aD1_bs_enus

El o

4.3 BROWSE LEARNING ACTIVITIES USING A PHONE/TABLET

In this section you will learn how to browse learning activities by topic and how to search for learning
activities by keyword or name while using SumTotal on a phone/tablet.

e Click on the Menu icon

n129 o LTE (@)
4 Search

Good Morning
JOHN

e Click on Courses.

mn<

< Search

Administrative Assistant

# Home

1= Courses

= My Checklists

15



4.4 SEARCH FOR A LEARNING ACTIVITY BY NAME USING A PHONE/TABLET

e Click on the Search icon

n:12+ w! LTE ),

<« Search

Good Morning
JOHN

o Enter your search term in the search bar.

n12+ ! LTE )

4 Search

< Search [ 4

= )

Developing Your Business Ethics =<2 ¥
It's not always easy to decide between right and
wrong at work. Making ethical decisions can...

4 Course

5. REGISTER FOR A LEARNING ACTIVITY

In this section you will learn how to register for eLearning activities and instructor-led courses from the

SumTotal Learn Library.
5.1 REGISTER FOR ELEARNING USING COMPUTER

e Click on the More Actions EI button on the right-hand side and click Start.

COURSE
Audience and Purpose in Business Writing

To write effective and appropriate business messages, you need to know your audience and your purpose. In this course, you'll dis...

Il comm_51_a01_bs_enus

El o

e Select Start in the drop-down menu that appears

View Details

Add To Development Plan

Manage Assignments

16



e Pop Up Blocker: The course should launch in a separate window. If it does not, you may need to
disable the pop-up blocker on your browser. To disable the pop-up blocker, follow the steps
below:

Chrome: H

Pop-ups blocked:

o
x X

1. Click on the icon to see site-specific options.
2. Select “Always Allow Pop-ups and Redirects.”
3. Click Done.

U

ways allow pop-ups and redirects from https://

O Continue blocking

M
Internet Explorer: e m

1. Click the Tools icon at the top right of your browser.
2. Click Internet options.
3. Click the Privacy tab.
4. Under Pop-up Blocker section, deselect the checkbox next to Turn on Pop-up Blocker.
5. Click Ok.
] General Securi PrivaCy Content Connections Programs Advanced
_ x M settings
v ¢ || Search.. o~ %% € I Sites Advanced
Print > I I
File > Locati L]
Zoom (100%) > Never allow websites to request your Clear Sites
Safety > — physical location
Open with Microsoft Edge CrlsShift+E | ™ Pop-up Blocker b
Add site to Apps [ Turn on Pop-up Blocker Settings
View downloads Ctrl+)
Manage add-ons InPrivat C
F12 Developer Tools Disable ensions when InPrivate Browsing starts
Go to pinned sites
Compatibility View settings
Internet options !
About Internet Explorer a

- oK Cancel Apply

17



e The elearning activity will open in a new window. Click the Play icon in the middle of the screen.

e Please note that your screen may look different depending on which course you choose.
ol
e To expand to full screen, click on the full screen icon L located on the bottom right of the

player.
e To zoom in and out with a keyboard shortcut, hold CTRL and press the + key to zoom in.
e Hold CTRL and the - key to zoom out.

5.3 REGISTER FOR ILT USING COMPUTER

e Click the More Options E button and then click Register

ILT COURSE
Odyssey Basics

Course provi des court users, wno do not POssess prior wi
Il LASC20085 Register

& View Details

ILT CLASS Add To Development Plan
Offering of Addressing the Needs of D|  Manage Assignments

es the diverse community served by L \ng

/26/2021 09:00 am PST  End: 01/26/2021 12

Register Others

e The activity registration page will open. On this page you can filter the offerings for the course by
seat availability, location, and start and end date.

ACTIVITIES (1) : Select an activity
Filter: Seat Availability: Location: Start (MM/dd/yyyy): End (MM/dd/yyyy):

Q Available v All v = =

e Locate the offering you would like to attend and click Add.

18



ILT CLASS
Offering of Odyssey Basics

IMl LASC20085-0004 B 1/20/2021 8:30 AM PST m

1/20/2027 4:30 PM P5T
( View in my time zone )

e The session will appear. Select the session you would like to attend and click Add.

ACTIVITIES (1) : Recommended: Select 1 activity(s)

SESSION REGISTRATION ALLOWED

j Number of available spots.

Session1

& 1 Available Seats

7:00 PM PST m

B 1/20/2021 8:30 AM PST
1/20/2021 4:320 PM PST
( View in my time zone )

e Click Register

I CANCEL I I EXPRESS INTEREST l REGISTER

6. PARTICIPATE IN ELEARNING ACTIVITIES

In this section you will learn how to participate in eLearning activities from the SumTotal Learn Library.

6.1 PARTICIPATE IN ELEARNING USING COMPUTER

e Click on the More Actions EI button on the right-hand side and click Start.

COURSE
Audience and Purpose in Business Writing

To write effective and appropriate business messages, you need to know your audience and your purpose. In this course, you'll dis...

[l comm_51_a01_bs_enus

El o

e Select Start in the drop-down menu that appears

View Details

Add To Development Plan

Manage Assignments

19



6.2 PARTICIPATE IN ELEARNING USING PHONE/TABLET

e Inthe library of courses, click the blue Start button.

1M:29 9

< Search

< Courses Q

w LTE )

Audience and Purpose in  «2 %
Business Writing

To write effective and appropriate business
messages, you need to know your audience a...
In Pragress

F Avoid Procrastination by  « %
v Getting Organized Instead
.l Procrastination reduces your productivity while

causing you stress at the same time....

6.3 PARTICIPATE IN ILT COURSE HOSTED IN WEBEX

e Check your inbox for a meeting invitation from the SumTotal Learn system. The invitation will
include the details including the course description, meeting date and time, and link to the virtual
meeting room.

e Click the link in your email and to join the Webex course. A new window will open with the
meeting link.

Meeting number (access code): 133 796 1859
Meeting password: ethics

Monday, August 10, 2020
8:00 am | Pacific Daylight Time (San Francisco, GMT-07:00) | 2 hrs

e A new window will open with the meeting link.

Code of Ethics and Fairness

Monday, August 10, 2020 | 8:00 am Pacific Daylight Time (GMT-07:00) = 2 hours = @ Not started
Host: Sarah Watson ~ Add to my calendar

» More information

When it's time, join your meeting here.

If you are the host, start your meeting.

By joining this meeting, you are accepting the Cisco Webex Terms of Service and Privacy Statement.

20



When it’s time to join the meeting, the Join button will be green. Click on Join.

Type your name and email address in the available fields. The Join button will turn green. If you
are using a court issued computer or laptop, you will automatically be connected to the Webex.
If you are using a non-court issued device, click on Join by browser located next to the Join
button. You will not be required to download anything.

» More information

Your name: = Joe Employee

Email address: [ JEmployee@email.com ]
Try the new Webex web app!

v Nothing to install
== Join by browser @ )
C + Simple, intuitive, and even faster

+/ |deal for participants who need basic meeting features

If you are the host, start your meeting
Learn more

By joining this meeting, you are accepting the Cisco Webex remiswrommvive anu ruvasy owwemens

Click the audio connection options in the Webex Meetings. Next, choose how you want to hear
the audio in the meeting.

Marketing Campaign Ideation
10:00 AM - 11:00 AM

2 Change Background 4

4 Use computer audio o
¥ Callmeat +1123-456-789
Q callin

@ Don't connect to audio

£3 Connect to video system ' €3 Audio: Use computer audio ~ x & Test speaker and microphone
L

@ Mute v G Stopvideo ~ Join Meeting

o Use computer for audio—Use your computer with a headset or speakers. This is the
default audio connection type. You can change your headset, speakers, and microphone.

o Call me—Enter or select the work or home phone number that you'd like the meeting to
call.

21



o Call in—Dial in from your phone when the meeting starts. A list of global call-in numbers
is available after you join the meeting.

o Don't connect audio—You won't hear any audio in the meeting through your computer
or phone. Use this option if you're in the meeting room but want to use your computer to
share content in the meeting.

e You will enter the virtual meeting room via the web player and be connected to your facilitator

and other participants.

7. PARTICIPATE IN ASSIGNED ELEARNING ACTIVITIES

In this section you will learn how to participate in trainings that have been assigned to you.

7.1 PARTICIPATE IN ASSIGNED ELEARNING USING COMPUTER

e Click the Self dropdown on the top left hand corner and click on Learner Dashboard.

brary Learning
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e Click Assigned in the Training Activities Menu on the left of your screen

MY LEARNING

QUICK LINKS

e Click the blue button on the right-hand side of the assigned task to take action on it.

% COursE
‘? American Disability Act - LEP
Status
Assigned
% COURSE B
‘? CJER - CJER Online: Professional Development For You And Your TeamaA (#7310)

Status
Registered

o If your manager has assigned you the activity, you will see the Register button for the

activity. Click the Register button to register for the activity. Your manager will receive a
request to approve the registration.

o If your manager has registered you for the activity, you will see the Start button. Click the
Start button to begin the activity.

7.2 PARTICIPATE IN ASSIGNED ELEARNING USING PHONE/TABLET

e Click on Courses.

# Home

7= Courses

= My Checklists

e Click Assigned.
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1:129

4 Search

< Courses Q

! LTE @)

CURRENT DOWNLOADED | ASSIGNED

Audience and Purpose in  « @

Business Writing

To write effective and appropriate business
messages, you need to know your audience a...
In Progress

8. CANCEL REGISTRATION FOR A LEARNING ACTIVITY USING A COMPUTER

=

e C(Click on the Timeline Icon.

e Locate the course you would like to cancel the registration for. Click on the arrow next to the
Start button and click Cancel Registration.

START '

View Details

Cancel Registration

Add To Favorites

e Click on Confirm Cancellation.

Course

T Workplace Safety and Health

I BACK | CONFIRM CANCELLATION |

9. RECORD COMPLETION OF A LEARNING ACTIVITY

In this section you will learn how to record completion for learning activities. SumTotal will automatically
record completion for most of the courses in the library. However, some mandatory courses still require
that you submit verification of completion in order to obtain credit hours.
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9.1 ACTIVITIES THAT AUTOMATICALLY RECORD COMPLETION ON A COMPUTER

CJER- Employee Motivation

Upon completing this course and closing the window, a pop-up box will appear requesting that you certify completion of the course. Upon selecting "Yes", you certify
that you have completed the training in its entirety and are hereby responsible for the content provided. Falsely certifying course completion may lead to disciplinary @

) Course @ 1 Hour 9 Minutes | CJER65005e o

| View Details

e Click Start
IMPORTANT: Do not close any windows while participating in the eLearning activity. This page
must remain open while you participate in the eLearning activity as it will record the elapsed time
and your completion of the course.

& online activity is in progress. Do not close this page. You will be automatically redirected on completion.

CJER- EMPLOYEE MOTIVATION

aQdaeaa
We have attempted to launch your course in a new window, but a popup blacker is preventing from epening it. Please click the below button to relaunch the course.

START

e Complete the course in the new window that opens and close the window after the training has

been completed.

&\, Online activity is in progress. Do not close this page. Youl|

CJER- EMPLOYEE MOTIVATION

=g

We have attempted to launch your course in a new window, but a nonun hlocker s prev

@ Employee Motivation - court videos — o X START

@ Not secure | www2.courtinfo.ca.gov/qer/803 htm

CALIFC

Judicial Resources Network. THE JUDICIA

Leadership & Court Staff Education

Toolkits Programs Calendar Courses & Videos Education Rules Faculty & TCs Leads

Leadershio & Court Staff Education >

e Depending on the eLearning activity, the training will automatically be added to your transcript
or the following question will appear. Click Yes to record completion. If you click No, SumTotal
will not record completion of the course.

Have you completed this activity?

| NO YES
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9.2 ACTIVITIES THAT AUTOMATICALLY RECORD COMPLETION ON A
PHONE/TABLET

Depending on the eLearning activity, the training will either open in the SumTotal app and automatically
be added to your transcript after completion, or a new window will open once you click Start. If your
elearning activity opens in a new window, follow these steps to record completion:

e Complete the course in the new window and click SumTotal to return to the app.

= ! LTE @)
« SumTotal

AA  Not Secure — www2.courtinfo.ca.gov G

= o)

®

e Click Yes to record completion of the course. If you click No, the Sumtotal app will not record

completion of the course and you will have to start the course again.

COURSE COMPLETION

Have you completed this course?

NO YES

9.3 ACTIVITIES THAT REQUIRE VERIFICATION OF COMPLETION

For courses that require you to submit verification of completion, you will find that a PDF document
opens after you click Start. Follow the instructions in section 10 of this guide to submit verification of
completion for mandatory courses.

Note: The preferred device to participate in these courses is a computer. The courses may not be
accessible on a phone or tablet.

| - Ethics Orientation - Conflict of Interest Course.pdf - a X

@ lacourt.sumtotalhost/learning/DataStore/LACOURT_PROD/Learning/data/20200422_175940_2720/Ethics%200rientatio...

Ethics Orientation / Conflict
of Interest Course

The Ethics Orientation / Conflict of Interest course is offered by the Center for Judicial Education
and Research (CJER). As a Los Angeles Superior Court employee, you will be completing the
training through the CJER website and will be required to submit the certificate of completion to
the Court's Employee and Organizational Development Unit.

LUV EEY If you are a Form 700 filer, you will need to complete this course every 2 years.
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10. SUBMIT VERIFICATION OF COMPLETION FOR MADANTORY TRAINING

Under the California Rules of Court (CRC), Rules 10.474(b)(2) and 10.474(c)(2), California Labor Code
6401.7(a)(4); and State Administrative Manual Section 0752 Continuing Education, all California trial
court managers, supervisors, and other personnel must complete minimum education requirements.

This section provides you with essential information about mandatory training courses, including how to

verify completion to receive training credit in SumTotal Learn.

Course Title

Audience

Recertification Requirements

Ethics Orientation

Access the course HERE.

Defensive Driver Training

Access the course HERE.

Sexual Harassment
Prevention (Non-Supervisory)

Access the course HERE.

Preventing & Responding To
Sexual Harassment For
Supervisors & Managers

Access the course HERE.

Form 700 Filers

Employees with a valid driver's
license

Non-Supervisory Employees

Supervisory Employees

* Every two (2) years.

e California Rules of Court
Rule 10.455.

Click HERE for details.

* Every four (4) years.

¢ State Administrative Manual
(SAM) 0751.

Click HERE for details.
* Everytwo (2) years.

e Government Code 12950.1.
Click HERE for details.

* Every two (2) years.
* Government Code 12950.1

Click HERE for details.

To submit verification of completion for mandatory training courses, including Ethics Orientation (Form

700 filers), Defensive Driver, and Preventing & Responding To Sexual Harassment For Supervisors &

Managers, follow the steps below.

27


https://lacourt.sumtotal.host/Core/pillarRedirect?relyingParty=LM&url=https:%2F%2FLACOURT.sumtotal.host%2Flearning%2Fcore%2Factivitydetails%2FViewActivityDetails%3FUserMode%3D0%26ActivityId%3D192%26ClassUnderStruct%3DFalse%26CallerUrl%3D%2Flearning%2Flearner%2FHome%2FGoToPortal%3Fkey%3D0%26SearchCallerURL%3Dhttps%253A%252F%252FLACOURT.sumtotal.host%252Fcore%252FsearchRedirect%253FViewType%253DList%2526SearchText%253D700%25252520file%2526startRow%253D0%26SearchCallerID%3D2
https://www.courts.ca.gov/cms/rules/index.cfm?title=ten&linkid=rule10_455
https://lacourt.sumtotal.host/Core/pillarRedirect?relyingParty=LM&url=https:%2F%2FLACOURT.sumtotal.host%2Flearning%2Fcore%2Factivitydetails%2FViewActivityDetails%3FUserMode%3D0%26ActivityId%3D193%26ClassUnderStruct%3DFalse%26CallerUrl%3D%2Flearning%2Flearner%2FHome%2FGoToPortal%3Fkey%3D0%26SearchCallerURL%3Dhttps%253A%252F%252FLACOURT.sumtotal.host%252Fcore%252FsearchRedirect%253FViewType%253DList%2526SearchText%253Ddefensive%25252520driver%2526startRow%253D0%26SearchCallerID%3D2
https://www.dgs.ca.gov/Resources/SAM
https://lacourt.sumtotal.host/Core/pillarRedirect?relyingParty=LM&url=https:%2F%2FLACOURT.sumtotal.host%2Flearning%2Fcore%2Factivitydetails%2FViewActivityDetails%3FUserMode%3D0%26ActivityId%3D189%26ClassUnderStruct%3DFalse%26CallerUrl%3D%2Flearning%2Flearner%2FHome%2FGoToPortal%3Fkey%3D0%26SearchCallerURL%3Dhttps%253A%252F%252FLACOURT.sumtotal.host%252Fcore%252FsearchRedirect%253FViewType%253DList%2526SearchText%253Dsexual%25252520harassment%25252520prevention%25252520%252528non-supervisory%252529%2526startRow%253D0%26SearchCallerID%3D2
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=12950.1.&lawCode=GOV
https://lacourt.sumtotal.host/Core/pillarRedirect?relyingParty=LM&url=https:%2F%2FLACOURT.sumtotal.host%2Flearning%2Fcore%2Factivitydetails%2FViewActivityDetails%3FUserMode%3D0%26ActivityId%3D191%26ClassUnderStruct%3DFalse%26CallerUrl%3D%2Flearning%2Flearner%2FHome%2FGoToPortal%3Fkey%3D0%26SearchCallerURL%3Dhttps%253A%252F%252FLACOURT.sumtotal.host%252Fcore%252FsearchRedirect%253FViewType%253DList%2526SearchText%253Dsexual%2526startRow%253D0%26SearchCallerID%3D2
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=12950.1.&lawCode=GOV

Download the completion verification document from the course and save it to your computer.

Click on the library icon

to access and complete the mandatory training course.

Click on Mandatory Training.

LIBRARY

ELEARNING
INSTRUCTOR LED (LIVE)

Click on the title of the course you will be submitting a verification of completion.

A

Defensive Driver

oo SOOI O Il individuals with a valid Driver License and must be take...

I EXTES0020e

In the “Learner Attachments” section, click Upload.

DOCUMENT
DEFENSIVE DRIVER
ATTENDED
Q< Completion Status

Attempt History

Defensive Driver

Acquired

DETAILS ACTIVITIES

4

Full Description

This course is mandatory for all individuals with a valid Driver License and must be taken every 4 years. Open the course using Internet Explorer.
A flash plug in is required and if you use the Chrome browser it might be blocked. The Defensive Driving Training will allow you to recognize and
reduce risk before you step into the vehicle by using trip planning and by conducting a pre-trip vehicle inspection; modify your driving habits to
safely drive in hazardous weather conditions; identify the dangers of distracted driving; and describe how to see and anticipate not only what is
happening around you, but also what might happen by being aware of your surroundings, perceiving what's going on around you, and managing
your speed and space accordingly.

-

Schedule and Pricing

Additional Information

» Learner Attachments PENDING FILE UPLOAD

-
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e The “Attachment Upload” screen will open. Enter the document name.

"oy DEFENSIVE DRIVER Attachment Upload

Name *

£
*o gyt

Defensive Driver Certificate

&) Document Upload a File *

& DANIEL RAMOS

© 2 hrs 30 mins Drop file here or click to upload

Comments

e Click on Drop file here or click to upload to select the completion verification document.

P DEFENSIVE DRIVER Attachment Upload

Name *

&
et

Defensive Driver Certificate

& pocument Upload a File *

& DANIEL RAMOS

© 2 hrs 30 mins Drop file here or click to upload

e Locate and select the document stored on your computer, then click Open.

> ThisPC » Desktop » Certificates

folder
Renamed a = elearning Instructional design Certificate - ATD 2020
ployee ™ Test Learner Business Analysis Foundations Business Process Madeling
™= Test Learner GTD certificate
the Caourts ™ TestLearner Defensive Driver Certificate

iles

~| | Custom Files
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e Click Upload.
Attachment Upload

Please upload your certificate of completion.
Name *
Defensive Driver Training
Upload a File
TestLearner Defensive Driver Certificate.pdf

CHANGE FILE UPLOAD

Comments

Defensive driver certificate

e Click Done.

Attachment Upload
Please upload your certificate of completion.

Name *

Defensive Driver Training

Upload a File *
 oone.

Comments

Defensive driver certificate

e A green banner will appear indicating that the document has been successfully uploaded. Click
Submit.

File uploaded successfully. x

Attachment Upload

Please upload your certificate of completion.

Name *

Upload a File *

Drop file here or dick to upload

Comments

Defensive driver certificate

Uploaded Files

File Name Source Size Created Date s

Defensive Driver Training TestLearner Defensive Driver Certificate.pdf 5433k 7/7/2021 10:49:03 PM

CANCEL




e The course details page confirms the attachment has been “SUBMITTED FOR REVIEW.”

The “UPLOAD” button is no longer available. You have now completed all the steps for your

submission.

DOCUMENT
DEFENSIVE DRIVER

0 < [ status (0% ) m

DETAILS ACTIVITIES

‘

Full Description

This course is mandatory for all Individuals with a valid Driver License and must be taken every 4 years. Open the course using Internet Explorer.
A flash plug in is required and if you use the Chrome browser it might be blocked. The Defensive Driving Training will allow you to recognize and
reduce risk before you step into the vehicle by using trip planning and by conducting a pre-trip vehicle inspection; modify your driving habits to
safely drive in hazardous weather conditions; identify the dangers of distracted driving: and describe how to see and anticipate not only what is
happening around you, but also what might happen by being aware of your surroundings, perceiving what's going on around you, and managing
your speed and space accordingly.

Schedule and Pricing

Additional Information

Certification Details

Library Details

Learner Attachments' SUBMITTED FOR REVIEW — .I‘(,—,?_':_fl‘l

11. SELF-REPORTED TRAINING

In this section you will learn how to submit a training credit request for outside training facilitated by an
alternate provider that is not offered through Sumtotal Learn. Per the Court's Education Policy,
employees who participate and complete outside training will submit a record of completion for any
outside training to Human Resources. This request should only be submitted after the training has been
completed and the employee has record of completion. Once the request is submitted, the Human
Resources Employee and Organizational Development Unit will review outside training documentation
to determine whether it meets the established criteria for training credit.

11.1 SUBMIT A SELF-REPORTED TRAINING REQUEST

e Ensure you are logged in to SumTotal Learn by following section 2.2 or 2.3 of this guide.

e Click on the Self menu on the top left corner of the screen.
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Click on Learning and then click on Self-Reported Training.
fr

Home

=V Dashboards > Favorites
Timeline

Learner Dashboard Knowledge Documents

([} -

Learner
Dashboar

The Self-Reported Training page will open. Click on New.

SELF-REPORTED TRAINING

This is a list of your self-reported training. You and your manager may be able to enter training you have taken or will take that is not represented in the system library.
Search: Help

()

New Delete Mark As Complete

The Self-Reported Training Properties page will open. Under the “Name” field, enter the name of
the external training that you completed.

Note: As you enter the name of the training, be sure to specify some details to help you clearly
identify the training. Following are some examples:
o Month, Year, Title, Location
o Aug 2021, Administrative Assistant External Training, Quiet Cannon
o 2021, Diversity Conference: Supervisory Workshop, San Diego
Name:*

Administrative Assistant External Training

To upload a certificate of completion, click on Browse.

Upload Attachment/Certificate:

BROWSE...

Note: Accepted files include JPEG, PNG, PDF.
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e A new window opens. Click on Choose File.

UPLOAD FILE

Browse and select a file to upload.

Choose File | Jo file chosen

e Choose a file from your computer and click Open.

« v 4 BB > ThisPC > Desktop » v &  Search Desktop yel
Organize New folder = - |
~ A
s Quick access
[l Desktop
4 Downloads
= Documents
&= Pictures
§ Certificate of
Internet Security When You Completion
Form-Based Approvals
Mapify
v V|
File name: | Certificate of Completion V| All Files v
e Click Ok.

UPLOAD FILE

Browse and select a file to upload.

Choose File | Certificate of...pletion.png

| OK || CANCEL |

e For the Description field, write a description of the course.
Description:

Participated in the Time Management training series
provided by ABC Inc. The training covered best practices
to ensure we manage our time efficiently and effectively
by prioritizing tasks and using planners.

For the Activity type field, the response will be auto-populated as Self-Reported — General
Training. Do not change this field.
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Activity type:*

self-Reported - General Training v

For the Start Date field click on the calendar icon to choose a start date and change the training
start time.

Start date:

Bl  Decemberz020 SRR
Su Mo Tu We Th Fr Sad

1 2 3 4 5
5 7 @Mg 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 36
27 28 9 30 31

el el
GBJ. 5[]J am
Dec 29,2020 Clear x

For the End Date field click on the calendar icon to choose an end date and change the training

end time.
End date:
v|
[ oecember2020 TN

Su Mo Tu We Th Fr Sa

1 2 3 4 5
6 7 & 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 B0 A

N el . | T
GQA. 5[]__I am
Dec 30 2020 Clear X

For the Duration field, enter the length of the training. Depending on the length, you may enter a
number in the day(s), hour(s), and/or Minute(s) fields.

Duration:

Day(s) Hour(s) Minute(s) Second(s)
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Check the box that reads “Training SHOULD be reflected on my transcript.”

(] Training should NOT be reflected on my transcript
Training SHOULD be reflected on my transcript

Click Next.

o JEE

A summary page opens. The User Name, First Name, Middle Name, Last Name, and Work-Email
Address fields will be auto-filled with your information. Review the remaining fields with the
details of your self-reported training request to ensure the information is accurate.

Note: The Activity Code field does not need to be completed.

User Name First Name

| 123456 | | John |
Middle Name Last Name

| | Dee |
Work E-mail Address Activity Title

| jdoe@lacourt.org | | Administrative Assistant External Training |
Activity Code Activity Description

Participated in the Time Management Training series provided by ABC Inc.
This training covered best practices to ensure we manage our time

Activity Type Estimated Duration
|. Self-Reported - General Training ".| Dantsl Hourts) Minute(s) secondis)
ER N E N K
Training End Date ;I'raining.sr.arﬁ Date . . .
| 12/1/2020 iz | 11:45 AM | | 12/1/2020 2] | 9:45 AM |

Verify that the information is accurate, update any fields that may need correction, and click
Submit Form.

CAMNCEL SUBMIT FORM
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11.2 REVIEW THE DETAILS OF SUBMITTED SELF-REPORTED TRAINING REQUEST

SELF ~

e Click on the Self menu on the top left corner of the screen.

e Click on Learning and then click on Self-

Reported Training.

L

Home

—=\/ Favorites

Timeline

Dashboards

Knowledge Documents

> Self-Reported Training

Learner Dashboard

([}

. ]
ull
Learner
Dashboar

e The Self-Reported Training page opens. All Self-Reported Training requests that you have
submitted appear on this page. To check the details of your submitted self-reported training
request, click on Self-Reported Training under the Form field.

O Name Activity Start Date - End Date Status Comments Document Form
Type Attached

0 # Administrative Assistant External ... Self- 12/1/2020  12/1/2020  Approved Request has been approved. No additional document Self Reported Training
Reported - nformation is neede:
Gener...

e A new page opens with the details of the self-reported training request that you submitted.

PView Details

ADMINISTRATIVE ASSISTANT EXTERNAL TRAINING

Current Status: Pending Approval (1/1)

User Name First Name

| 123456 | John |
Middle Name Last Name

| e |
Work E-mail Address Activity Title

‘ jdoe@lacourt.org

‘ Administrative Assistant External Training ‘

Activity Code

Activity Description

Activity Type

‘ Self-Reported - General Tralning v‘ Day(s) Hour(s) Minute(s) ~ Second(s)
)] o] o]

Training End Date Training Start Date

‘ 12/1/2020 ] 11:25 AM ‘ 12/1/2020 2 ‘ 9:25 AM ‘

Participated in the Time Management Training series provided by ABC Inc.

Estimated Duration
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e To close this window, click Cancel.

11.3 CHECK STATUS OF SELF-REPORTED TRAINING REQUEST

Once you have submitted a Self-Reported Training request, you can check the status of your request to
determine whether it is pending approval, has been approved, or has been denied.

SELF ~

e Click on the Self menu on the top left corner of the screen.

e Click on Learning and then click on Self- ~
Reported Training. Home

=W Dashboards » Favorites
Timeline
Learner Dashboard Knowledge Documents

ii‘ Self-Reported Trainin,
Library .

Learner
Dashboar

e The Self-Reported Training page will opens All Self-Reported Training requests that you have
submitted appear on this page. To check the status of the request, review the Status and
Comments fields. The Status column will display one of the following: Pending Approval,
Approved or Rejected . If the training approver includes notes or is requesting an action from
you, the message will display in the grey box under the Comments section.

] Name Activity Start Date » End Date Status Comments Document
Type Attached
O # administrative Assistant External ... Self- 12/1/2020  12/1/2020  Approved additiona document
Reported - -
Gener...
O Name Activity  Start Date « End Date  Status Comments Document
Type Attached
0 # administrative Assistant External ... Self- 12/1/2020  12/1/2020 | Rejected f completion for | decument
Reported - -
Gener...
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12. TRAINING TRANSCRIPT

In this section you will learn how to access, print, and export the Training Transcript to view the trainings
that you have completed.

12.1 ACCESSING YOUR TRAINING TRANSCRIPT USING A COMPUTER
e C(Click on the Home icon.

e Click Learning Dashboard & Transcript.

WELCOME TO YOUR
:SSIONAL DEVELOPMENT HOMEPAGE

LEARNING DASHBOARD &
PERFORMANCE EVALUATION ELEARNING COURSES

¢ Under the Quick Links, Click on Training Transcript
QUICK LINKS

@ Getting Started &
Training Transcript
ﬁ Training Schedule
[#” Training Analysis

e The Training Transcript page opens. On this page, you can filter the trainings that you have
participated in by date range. To choose a date rage, change the start and end date and click
Refresh.

Select a year or date range to filter completed training records.
Date Range +
Start Date End Date

12/25/2019 09:47am v| 12/258/2020 09:47am vl REFRESH
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e If you have submitted Self-Reported training, click on Date Range and click All to also view
approved self-reported training on your transcript.

Select a year ~r r=te range td

Date Range hd
All
m |EE
2020
2019

Date Range

12.2 PRINTING AND EXPORTING TRAINING TRANSCRIPT USING A COMPUTER

To print or export the training transcript to a PDF document, click on the Print or the Export to PDF
buttons located on the top right-hand corner of the training transcript page.

| PRINT || EXPORT TO PDF |

a MY TEAM
H
H

TRAINING TRANSCRIPT

Select a year or date range to filter completed training records.

TAY Date Range v
Ubrary Start Date End Date

8/11/2020 03:41pm [ES~| 8/11/2021 03:41pm [EE REFRESH

12.3 ACCESSING YOUR TRAINING TRANSCRIPT USING A PHONE/TABLET

e Click on the Menu icon

nA2v ! LTE @)

4 Search

Good Morning
JOHN
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e C(lick on Training Transcript

mn<
« Search

o LTE =l

Good Mornir]

JOHN

Administrative Assistant

A Home

RESUME LH
1= Courses

My Checklists

Evaluations

a)

Training Transcript
COURSE
Content Uploads Organizing |

o

12.4 EXPORTING YOUR TRAINING TRANSCRIPT USING A PHONE/TABLET

e Click on the PDF Icon

8349 il LTE @ . S:ii"“v Wil LTE )
< Seareh < Training Transcript il
. . . A
< Training Transcript @ ACTIVITIES

@ Cyber Security- CEO Fraud

.. Code: KB400006e
Estimated Duration: 600
Start Date: 4/30/20, 3:23 PM

@ Cyber Security- CEO Fraud Completed Date: 5/14/20, 3:09 PM
.. Code: KB400006e
Estimated Duration: 600 = Avoid Procrastination by Getting Organized
S Instead
Start Date: 4/30/20, 3:23 PM ﬂ Code: pd_32_a02_bs_enus

. . Estimated Duration: 1320
Completed Date: 5/14/20, 3:09 PM i o KR B (X

Completed Date: 5/14/20, 10:32 AM

e Choose one of the options to export the transcript. The Transcript x

PDF Document - 58 KB

options available will depend on the apps that are

enabled on your phone and can include email, text, and @ 8 ™M

print. If you have an email account connected, tap on the

AirDrop Messages Mail Gmail

icon to email the transcript. If you are wirelessly

Ci
connected to a printer, you can also click the printer icon > G
to print the transcript. Markup ®
Print — ﬁ;‘]
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13. ADD LEARNING ACTIVITY TO OUTLOOK CALENDAR

After you register for a class, you may receive a notification email. The email will include information
about the class and a link for you to add the class to your Outlook calendar.

A Open the link from the notification email using Internet Explorer.

After clicking on the link you will be taken to a page that displays the following message:

UPDATE OUTLOOK CALENDAR

Updating your Qutlook calendar with details about the learning activities "Session 1". Please do not
close this window or leave this page until the update is completed.

Update Status:: Updating

You may be prompted to install the Outlook Schedule Service from SumTotal.

e Click on Install on the notification banner.

This website wants to install the following add-en: 'SumTotal Systems, Outlook Schedule Services' from "SumTotal Systems LLC'.  What's the risk? Install x

e A pop up will appear asking you if you want to install the software. Click on Install.

Internet Explorer - Security Warning *

Do you want to install this software?
. Mame: SumTotal Systems, Outlook Schedule Services
Publisher: SumTotal Systems LLC

¥ | More options Install Don't Install

T
| While files from the Internet can be useful, this file type can potentially harm
- wour computer. Only install software from publishers you trust. What's the risk?

The installation should be automatic, and the Update Outlook Calendar will update to Complete. Check
your Outlook Calendar to confirm the class has been added.

UPDATE OUTLOOK CALENDAR

Updating your Outlook calendar with details about the learning activities "Session 1". Please do not
close this window or leave this page until the update is completed.

Update Status: Complete
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