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Exciting new changes in Knowledge Link!

Catalog

Updated graphics and a
redesigned course catalog

CouRsEs

New icons and interface:
e New modern tab design
e New color icons that represent the types of
learning (online, instructor-led, etc.)
e New catalog experience that makes searching for
courses much easier

New navigation for Assigning and ]
Registering your employees

Load Wore

e's

Salect Al

iManaging Diversity

& PennChart Emergency Medicine Department (ED)
Personalization Labs - Providers
E POCT: pH Testing of Vaginal Secretions - UPHS
- A SefAssgrec

! Princeton PennChart - Research Biller - OCR
e

Improved manager functions:
e View employee progress at a glance
e Assign learning to employees and set requirements
and due dates
e Register employees for schedule offerings

Access to Lynda online learning _ With Lynda, you get:

Created by: Penn Medicine Academy

e Unlimited access to more than 5,000 video tutorials

oy e

M — covering business, technology, software, and

creative skills — from beginner to advanced.

e Learning from expert instructors.

e Convenient learning you can complete at your own
pace, from any desktop or mobile device.

e Bite-size learning. All Lynda courses are broken into
short videos, so you can focus on a key topic of
interest.
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New Catalog

The Learning Catalog is used to browse, search launch a course, and enroll in learning activities. Courses can be instructor-led, online training, or an event that is
a blend of online and instructor-led.

Type keywords in the Search field to search for courses.

Browse by Topics or Refine By section allows you to narrow your search by topic or category
Click Calendar View to see available scheduled offerings.

Click More to view more information or assign the course.

P wnNPE

Catalog

E Browse by Topics o Search Q

7873
COURSES e [@ Calendar View E

Relevance ~~

Refine By
Category
N
Source e
'
: 100 Courses and Counting: David Riv... 11 Things Every Beginner Needs to Le... 15T Receiver — Awareness - Hospital ...
Delivery Method
(COURSE LYNDA_4176) (COURSE LYNDA_4166) (COURSE HS.60002.ITEM.LSTRECVR-AWAR. ..
N
Topics
o
Start Course o Start Course + More Assign to Me + More
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New Supervisor Screens - My Team

Supervisors use My Team to access their learning activities and their direct and indirect reports’ learning activities. The Learning Plan displays the items that the
employee is required to complete, either on a one-time or recurring basis. All items shown are those that the employee has not yet successfully completed.

1. Employee: Click an employee’s name to view their Learning Plan. If they have direct reports, this will reveal their names so you can also view
and manage their learning.

2. Learning Plan: The Learning Plan provides a consolidated view of learning activities requiring action.

View a Registration

w

4. Learning History: The

Search Learning Plan: Joe 0 TEST-01 EE  Triter Find Learning

Learning History tile
Joe 0 TEST-01 Keyword | . Course name or ID Select All v All Assignment Types

provides a list of completed Fina Leaming

work. Browse all courses
5. Supervisor Links: Use

Supervisor Links to quickly Load More W 6

Supervisor Links

manage your team’s Managing Diversity

Assign/Remove Learning

|ea rning activities. Part of PM Customer Focus (Lynda.com) 2 Self-Assigned Record Leaming
. Register/Withdraw Employees
e Assign/Remove foprovar
v
Learning Dashboard

. . PennChart Emergency Medicine Department (ED) Leaming Reports
e Register/Withdraw Personalization Labs - Providers

Em p|0yees 8 self-Assigned
e Dashboard
e Learning Reports

POCT: pH Testing of Vaginal Secretions - UPHS

8 self-Assigned
Status: Joe 0 TEST-01

Curricula
Princeton PennChart - Research Biller - OCR . B overdue (1)

[l Due in 30 days (0)
& Self-Assigned I Due Later (0)

| ENROLLED | Learning History

RN Preceptor Course (pSNA) 2 items completed in the last

30 days

© Begins 6/6/2018 at LANCASTER GENERAL HOSPITAL |
& Assigned by Joseph A Russo
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New Supervisor Screens - Assign/Remove Learning

As a supervisor, you may add learning activities and curriculum on your team’s learning plans. Remember, an item (course) is an assignable activity such as an
instructor-led course or online training. Using the Assign/Remove Learning option, you can assign or remove one or more items to one or more employees.
Only items that are in the catalog can be added. You can also remove items that the employee added to their own personal learning plan.

Assign/Remove Learning

1. Select Assign Learning.

Select the Add button next to Item, Programs and Curricula, to
add Items and Curricula. The Selected Desired Courses from
Catalog window will appear. Hover over the course you wish
to add and click the Select option.

3. To add employees, click the Add button next to Employees.
Click check boxes to select employees and their subordinates, if
applicable. Click Add to add the employees to the list of
Employees.

NOTE: To remove an employee from the list of selected employees,
click the X button next to the employee’s name.

4. Click Continue when finished.

For detailed steps to assign and remove learning, click here
to open the job-aid: My Team: Assign-Remove Learning

Created by: Penn Medicine Academy

Select the action you would like to take:

o -%Assign Learning

Ofé oF Mmone amployees,

Assign items, programs and curricula to

Assign Learning

Enler Leaming Activity Delalls

* Flaoured

s F"rnngr.glmﬁ and Curricula

Titte Tipe

T Canesgn &
DEnnC TR | a
worchiow

Employees

% Penn Medicine

(X) Remove Assigned Learning

Remove assigned items and programs
from one of maore employeas, Cumicula
and administrator-assigned iterms and
programs cannot be removed.

Requined C

= =
&
R frigra

Cancel

o
Remove

x
Oﬁ Coniinue
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http://www.uphs.upenn.edu/employeeselfservice/strategiclearning/kl/docs/My%20Team%20-%20Assign-Remove%20Learning%20v2.pdf

New Supervisor Screens - Register/Withdraw Employees

A supervisor can register (enroll) or withdraw employees into/from scheduled offerings from the My Team screen.

Register/Withdraw Employees

1. Select Register Employees.
Select the Add button next to Schedule Offering, to select class.
The Selected Desired Courses from Catalog window will appear. 1
Search for schedule offering. Hover over the class you wish to 2 Register Employees &" Withdraw Employees
enroll and click the Select option. Register Emplaytes into o schedubed Withdraw Ermgleyees from a scheduled
offeding offaring
3. To add employees, click the Add button next to Employees.
Click check boxes to select employees and their subordinates, if
applicable. Click Add to add the employees to the list of
Employees.

Select the type of acton you would like 1o take

Cancel

NOTE: To remove an employee from the list of selected employees,
click the X button next to the employee’s name.

4. Click Continue when finished. Register Employees for Scheduled Offering
5. Click Register Employees when finished.

Enter Registration Details

* Required

For detailed steps to enroll or withdraw employees, click here to open v Scheduled Offering e
the job-aid: My Team: How to Enroll or Withdraw Your Employees

No scheduled offering selected

~ Employees e

No employees selected

Cancel| continue |l 4
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http://www.uphs.upenn.edu/employeeselfservice/strategiclearning/kl/docs/My%20Team%20-%20Register-Withdraw%20Employees%20v2.pdf

New Supervisor Screens - Dashboard

A supervisor can quickly see all overdue and upcoming due courses on their employees’ learning plans by using the My Team screen and the Learning
Dashboard.

Due Date: Select the Due Date field to see learning due within 30 days or 60 days.
Show: Select the Show field to see only “Learning” in the Dashboard.

Overdue Learning: Shows Overdue Learning.

Not Registered: Shows the employee is Not Registered.

Email: Click to email the employee.

e wnN e

— Back
Dashboard © Help

T
_-—-P‘J Emp’oyee TO'DOS \ Show: 9 Due Date: m o

Employee « Title Due Date Status
Franklin, Ben &4 PennChart Overview of Professional Billing in Single Billing 6/26/2017 Available
PennChart SBO Navigation and Inquiry 6/26/2017 Available
PennChart Overview of Guarantor Account Maintenance 6/26/2017 Available
PennChart SBO Set up Payment Flan 6/26/2017 Available
PennChart PB Single Billing Office 872017 Must be registered e
Hamilton, Alex G4 Email Management: Creating Personal Folders and Archiving Yo A 5212017 Available
Washington, George Development and Alumni Relations New Employee Orientation 711472017 In progress

For detailed steps to view dashboard, click here to open the job-aid: My Team: Learning Dashboard

-
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http://www.uphs.upenn.edu/employeeselfservice/strategiclearning/kl/docs/My%20Team%20-%20Dashboard.pdf

New Supervisor Screens - Learning Reports

Supervisors can run various reports. The most common reports are:

1. Learning History (CSV): item completions

2. Learning Hours (CSV): item completions with credit
and contact hours

3. Learning Plan (CSV): assigned learning, required
and optional

Select a Report from the list below to run a report for yourself or your subordinates.
Report Name
~ Learning History

Learning History

On the Reports screen, select the report you wish to run.

Learning History (CSV) I

~ Learning Hours

Learning Hours (CSV) I

. . . Learning Hours Group By Employee Status
For detailed steps on how to run these reports, click this

link to open the job-aid: My Team: Learning Reports

Learning Hours Group By Employee Type

Learning Hours Group By Job Code
Learning Hours Group By Job Location
Learning Hours Group By Organization
Learning Hours Group By Supervisor

Learning Hours Group By User

~ Leamning Plan

Learning Plan

Learning Plan (CSV)

~  User Information
User Information

User Information (CSV)

-
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http://www.uphs.upenn.edu/employeeselfservice/strategiclearning/kl/docs/My%20Team%20-%20Learning%20Reports.pdf

What is Lynda?

Lynda is an online video service that provides access to thousands of courses and tutorials taught by experts and industry leaders. Employees may use Lynda to
learn a new subject or brush up on an existing skill you already have.
With Lynda, you get:

e Unlimited access. Choose from more than 5,000 video tutorials covering business, technology, software, and creative skills — from beginner to advanced.
Software tutorials include products widely used at Penn Medicine such as Microsoft Office and Adobe's suite of products.

e Expert instructors. Learn from industry leaders, all in one place. Convenient learning. Complete courses at your own pace, from any desktop or mobile
device. Your progress is saved so you can pick up where you left off.

e Bite-size learning. All Lynda courses are broken into short videos, so you can focus on a key topic of interest. Watching small snippets of longer courses
helps you gain knowledge across numerous subjects. Helpful resources. Reinforce new knowledge with quizzes, exercise files and coding practice
windows.

Lyndacom

Types
Al 576 results for healthcare Sorted By  Best Malch =
Playlists

ming Path:
Leaming Paths LEARNING PATH

Courses .
Become a Healthcare Project Manager

i Privacy cancerns and régulatory constraints are common roadbiocks for healthcare project managers. This learming path will prépare you o meat
those challenges. as well as provide you with a foundational 1o be an Project manager.

Skill Level
5 Courses  Mar 30, 2018

i1 Beginner

W Intermediate

B Advanced
Appropriate for all COURSE

~ Selling into Industries: Healthcare win Lisa Farte Mclsod

Duration -y
Leam how to Increase your sales and your impact when selling into the healthcare industry

Less than 10 min
e © wnero do you fit in the world of healthcara? (2m 44s)
55 than 30 mi
Less than 1 hour u 35m 355 W Intermediate  Views: 1776 Soo Relatod Courses ~

Subjects

Business

COURSE
I

Dezcriptive Healthcare Analytics in R with Monika Wahi

Business Skilis

Lesim how 1o conduct & descriplive anelysis of heslihcare datasets using R by analyring the Behavioral Risk Factor Survalllance
Security System (BRFSS),. a public health survedllance survey, This course teaches you 1o independantty design, develop, and execute a full
Big Data BRFSS analysis,

Cloud Compdin

4h15m WM Advanced Views: G4 659 Soo Related Coursos

| eadarshin
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How to access Lynda - first time access

You can access Lynda courses through Knowledge Link at http://knowledgelink.upenn.edu. You may also access courses directly via the Penn Lynda website
at http://lynda.upenn.edu. In either case, you will need to log in with your PennKey and password. Please note:

e Do not attempt to access your Lynda account via the public Lynda website.
e If you do not access Lynda via Knowledge Link, your learning history will not be recorded in Knowledge Link.

The first time you access Lynda:
e You will be presented with the option to use an existing account, or create a new account. Choose the option to create a new account.

e Then you will be asked to enter an email address. Enter your Health System or UPenn email address.
e Once you complete these steps, you will not need to repeat them again

Lynda.com’

Create your lynda.com profile

First name Last name 5 o
‘Your organization can access and retain '
your learning activity
Our Privacy Policy applies.

Email

Enter your health system email address then click SAVE
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Applications of Lynda - Support New Initiatives

With over 7,500 course offerings, Lynda can be used to support department or system wide initiatives, such as implementation of the “Be” Standards, action
planning based on the Employee Engagement survey results and development planning around the Behavioral Competencies.

Lynda modules such as “Giving and Receiving Feedback”, “Coaching and Developing Employees” and “Having Difficult Conversations” align with tools available
through the PMA Talent Management Website designed to build a feedback rich culture.

Behavioral Competency Model

Develop and understand competencies without
taking people out of their role for classroom training

Example “Ensures Accountability”

T T T —
B B e Bt Loy B et |

x #* [LB ;’Fﬁa:

i

—4 Employee Engagement Action Planning
Employee Engagement Driver %a/sa 6;::
L p—
Over the past TI5% | -54%
ﬂ?él_ - n——u:;u- et
il 54.3% | -3.0%
l& g 58.7% | -2.4%
.
" - 76.7% | 2.1%
40.7% | -2.3%

Patient Experience Standards
ool g
PR ESE NJ . ,
EMPOWERED

coissaoRAYE

ACCOUNTABLE

¥ single mament

pport

']

Talent Management Website & Toolkit

~
=)

o

9
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Applications of Lynda - Supplement Existing Classroom Content/ Activities

While Lynda will not replace all classroom based learning, it provides refresher or supplemental content for the PMA Manager Fundamentals course, the
Manager FOCUS Series, Project Management and Process Improvement education.

Lynda also provides development opportunities for both managers and those they lead in technical and non-technical areas.

Supplemental Learning for Managers ‘

Semerty |

e ———— 1 Supplemental Learning for Development ‘
Example: Manager who attended Focus courses se

refresher on select topics

¢ Penn Medicine Academy *
o®

Example: New or experienced employee with developmental opportunities

® Pann Madicine Academy
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Application of Lynda - Provide New Content

Lynda offers numerous tutorials on commonly used software such as PowerPoint, Excel and Adobe as well as more advanced skills on Tableau, Articulate 360

and Google Analytics.

New Technical/Software Content

Artculate

\,
ot )
\ 2L )
e

Studio 360 Content

Library

Storyhine 160 Artsoulate Live

q—i—p+ab|eou*

® Penn Medicine Academy -

-

GOU‘gle Analytics
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How to assign Lynda course from Catalog

From your Learning Plan, click Browse All Courses:

1. Click the dropdown button under Source and select Lynda.

Enter title or keyword in the Search box.
Click on the Search magnifying glass.
Find the course and click More.

Click Assign to Others.

e wN

—
= Browse by Topks el 11 Things Every Beginner Needs to Learn to Lave Hlustrator

3620
COURSES SOCIAL LEARNING

Lynda (&)
Refine By Ciear Al
Categary
Source Clear

UNIV: Division of Finance

UNIV: Ervironmental Health & Radiation S

UNIV: ORS, IRB & IACUT Start Course

LINI Parsiman Srhanl nf Mardirina

11 Things Evary Baginnar Needs 1o Leam ta Lave Hlustratar

Details

It this wrorkshop Adobe Certified Instructor Russell Viers distills his vast knowledge of Adobe llustrato
up awhola warld of passibilities. Bafars you know it yau'll be playing around with art and lages and craat

.- Mare

For detailed steps to complete the assignment, click here to open the job-aid: My Team: Assign-Remove Learning
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[ Catendar View E

Lynda (9 | "
o """"""""""""""""""" 1 11 Things Every Beginner Needs to Le...
V| Lynda COURSE LYNDA_ 4166

=0

Relevance

Start Courea

to M

things thet open

icate designe by

% Penn Medicine
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Where to Locate Job Aids

Click here to explore all Knowledge Link Job Aids: Knowledge Link Job-Aids

Search for the section titled: For Managers and Delegates

& Penn Medicine

ADMIN NEWSLETTERS KNOWLEDGE LINK JOB-AIDS PENNKEY HELP | LYNDA FAQ

KN@WILEDGELINK

Knowledge Link Job-Aids

For KL Administrators For Managers and Delegates
Basic Administration Help My Team Tab
- Knowledge Link Architecture - Assign-Remove Leammning
- Scheduled tem or Online ltem Settings Guide - Enroll-Withdraw Employees
- Naming Cenventions Guidelines - Learning Dashboard
- How to Create an Online ltem - Learning Reports
- How to Create a Scheduled ltem
- How to Launch Proxy Delegation
- Delegating Manager Functicns
Searching and Reporting - View as a Delegate

- How to Search and Filter in Knowledge Link
- Running Reports (including commaonly used reperts)

- Compliance Reporting in Knowledoe Link For End-Users
Scheduled Offerings - How to Take a Quiz
- How to Create a Scheduled Offering - How to Review eLearning from Leamning History

- How to Enroll/Withdraw Users from a Scheduled Offering

- How to Give Credit { Close Qut Scheduled Offerings

- How to Send Motific ations Browser Support

- Quickly Update All Segments in a Scheduled Offering
(/IDEQ)

A
Quizzes v
- How to Preview, Edit, and Publish a Quiz
- Add Quizzes to ltems Google Chrome
- Activating Quizzes in Scheduled Offerings . Click here for configuration instructions
- How to Reset a Quiz
- How to Review Quiz Results

Internet Explorer 11 (Preferred Browser)
Click here for configuration instructions.
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