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ABILITY LMS BASICS

e Start at https://orrs.msu.edu/train
e Log in with your MSU NetID and password.
e For further assistance, email the Help Desk at ORRS.train@msu.edu or call 517-884-4600.
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MY TEAM MEMBERS

View Team Members

From the main menu, select Manager Menu > People.

1R MICHIGAN STATE Ui vers Ty Welcome: B —

Ability Training Compliance

Home My Menu Extra Courses Manager Menu

wople

-

My Transcript &8 Manager

El My Requirements

Reports.

Human Research Protection PICL VNS SENEATICS 0 completions in the last 80 days
(HRPP/IRB)
4 Review Completed T

Financial Conflict of Interest

raining
i Review Expiring Training

The people on your team will appear on the People window. Note the Report Type column, which indicates the source of
each team member’s assignment to your team.

HR indicates that you are this employee’s supervisor of record in MSU HR (EBS).
A (ad-hoc) indicates that this employee was manually added to your training team. Ad-hoc teams indicate supervisory
relationships not represented in MSU HR (e.g., research groups, volunteers).

ﬁ MICHIGAN STATE LIIVERSITY Welcome Manager Demo
FAQ
Ability Training Compliance

People

Home MyMenu | ExtraCourses  Manager Menu

Click learner name to review training assignments

M | e |30

Leamerin  |Leamer Name Full Leamer Name Deparmment. e
el e e N o i

Peter Peter PHYSICAL MEDICINE AND REHABILITATION Assistant Professor-FixedTerm (Osteopathic Medicine Demo, Manager

Cheryl Cheryl FAMILY MEDICINE, DEPARTMENT OF Instructor-Fixed Term Human Medicine Demo, Manager [ ]
Julie ulio INSTITUTE FOR GLOBAL HEALTH Specialist - Ouireach-Continuing Honors Coliege Demo, Manager a
Kathrine  Kathine | SURGERY INSTRUGTOR/RESIDENT Nursing Demo, Manager a

Update Team Members

From the main menu, select Manager > People. Check the Report Type column to determine the source of each team
member assignment.

HR Team Members
HR team members are updated daily via Ability’s EBS feed. To remove an HR team member, request that your unit HR

Administrator update EBS (either terminate the position or update the supervisor of the employee). New hires will be
added to your training team automatically.

Ad-hoc Team Members

To add or remove ad-hoc team members, contact the help desk at ORRS.train@msu.edu.
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ADD OR REMOVE TRAINING REQUIREMENTS

Single Learner: Add or Remove Multiple Tracks

From the main menu, select Manager Menu > People.

R MICHIGAN STATE Lruve s T Welcome I

og out
Ability Training Compliance “

Home My Menu Extra Courses Manager Menu

cople
.

No online enroliments

o My Requirements - Manager

Human Research Protection
(HRPPIRB)

Financial Conflict of Interest

Click the name of a learner.

R MICHIGAN STATE LnivERSITY Welcome Manager Demo
Ability Training Compliance n “

Home MyMenu  ExtraCourses  Manager Menu

Click leamer name to review training assignments

PHYSICAL MEDICINE AND REHABILITATION Assistant Professor-FixedTerm Osteopaihic Medicne Dema, Manager i ]

Cheryl Chenl FAMILY MEDICINE. DEPARTMENT OF Instructor-F ixed Term Human Medicine Demo, Manager HR [i ]

Julio Julio INSTITUTE FOR GLOBAL HEALTH ‘Specialist - Outreach-Continuing Honors College Demo, Manager HR a

Kaivine . Kathrne | SURGERY INSTRUCTOR/RESIDENT Nursing Demo, Manager HR i ]
Showing 1 - 4 of 4 records.

Click on the Track Status tab. To assign tracks to this learner, click the green plus sign. To remove tracks from this
learner, click on the red X.

Track Status

Click here Current Training Requirements

to add
learner to :
alearning Click here
track Click + icol LR R ant. Remove on the Track manager screen.
learner
Group Activity Ty ITOmM @ Title Requied  Course Status Status Date Expiration Date Action

) learning
Bloodbome track mplete

@ course Bloodbome Pathogen Refresher Yes Finished 02/07/2019 0210772020

@ course Medical Waste Management Yes Finished 02/07/2019 02/07/2020
© Tuberculosis  Gomplete

@ course Tuberculosis Awareness Yes Finished 03/11/2019 031072020
© Fraud Awareness-Staff  Complete

@ course Fraud Awareness for HealthTeam Staff Yes Finished 0210712019 02/07/2020
©HiPAA  Compiete

@ course HIPAA Privacy Overview Yes Finished 02/07/2019 02/07/2020
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When adding a track:

Click Next.

Add Learning Track

Add Compliance Leamning Track

Assign a Compliance Leaming Track — a named collection of courses — to the selected Leamer. The ‘Add
Compliance Track' is already selected. Press NEXT to continue.

@ Add Compliance Track

Select the Learning Track(s) to be assigned, then click the Next button.

TIP: If the desired learning track(s) are not appearing on the Learning Tracks list, the Learning Tracks may already be

assigned to the Learner.

Select Compliance Leamning Track(s)

Click a Compliance Learning Track title below to assign.
©r select multiple Compliance Leaming Tracks by holding the CTRL key down and clicking on each target
leaming Track.

When ready, click NEXT to continue.

BUUE GG TAGOE (T
1-9 test

Medical Resident (non-M3U)

Nested Track Test

NIH GCP Social Behavioral Modules
Palice Officer

Safety Track (initial w due date, refresher
Safety Track Back Refresher (1 course 3€ +

Leaming Tracks

Click Next.

Add Compliance Learning Track - Continue

Note that the default assignment date is today. Change the date, if necessary.
Click NEXT to continue.

1. 1-9 test (-9 test)
2. Safety Track (2 tracks) (ST2itr)

Date Assigned 09/27/201 [
(o §

Learning Tracks
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Click Close Window.

Add Compliance Learning Track - Completed

The Compliance Leaming Track has been assigned
Click the CLOSE WINDOW when ready.

=3 e

TIP: After assigning learning tracks, a learner’s status (complete/incomplete) may take up ten minutes to update.

When removing a track:

Click on the learning tracks to be removed (hold down the Control key to select multiple tracks). Click Next.

Leamning Track Edit
Edit

Remove Training Requiremants - Step 1

Wl T removal

Bioodborne Pathogen

Fraud Awareness-S1an
HIPAA
Tuberoulosts
~Tracks 1o remave
Select All Select All

=L

Click Close Window.

Learning Track Edit
Edit

Remove Training Requirements - Step 2

The: selected Lesming Tracks hinve all now be

Please chick Close Window fo returm the list of | Tracks for the Leamer

m
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Single Track: Add or Remove Multiple Learners

From the main menu, select Manager Menu > Learning Track Manager.

R micHIGAN STATE UnvessiTy Welcome Manager Demo

Ability Training Compliance

Home MyMenu  ExtraCourses | Manager Menu

E' My Required Training

Leaming Track Manager

Radiation Training PKB 2 oniino onrokmons

Biological Safety
Fork Truck Operator

Click to see enroliments.

Select a learning track.

ﬁmcmms'mrs INIVERSITY Welcome lhnggﬂf Demo
Ability Training Compliance
Learning Track Manager

Home = MyMenu | ExiraCourses | Manager Menu

Click track name to addiremove person/s from that track
_ @ =

_PKBRD  Leaming Track Radiation Training PKE Here is an example of a Leaming Track description added in the associated properties. Enter the details, and then save the changes Active

ACLA Leaming Track Cermfied LMS Agministrator Active ﬂ
asF Learning Track Blogical Safely acve @)
= e e Select a Learning acve @
cEM Leamng Track  Cnemical Satety for Researchers Testing description Track by clicking on acve @
CHHMWR LeamingTrack  Chemical Hygiene & Hazardous Wasie its name. acve @
EHS-RES  Leaming Track Medical Resident (non-MSU) actve @
FT0 Leaming Track Fork Truck Operator Actve B
ecp Leaming Track e ::;ec;um& i ) v A pl:rw‘:;:u;u“gm at :m L97A A AQUITMIVCIAT WOCTE you il 50 fid InSEUCons o egister and compiee: e Speciic group Bt uzyng g
GCP1 Leaming Track IH GCP 1 Actve 1)
HTA Learning Track Demo Irack 1 Course that is repeated each year (£ach 4 days) acve @
19 test Leaming Track 19 test active I
1RB Leaming Track Hum: h Protection Track Acve @
MO0 GCP  Loaming Track Gl Cilcal Praciicn I6GEY ms. Immedsiately launch the 10 NIH GCP modules or Login 1o CIT] Programs org to add and compiete all the GCP modules there. Completion fecords from CITI are imported ave @
MSUPD  Leaming Track Bolice Officer MSU Police officer annual raining requirements. Acive @)
RAD Learming Track Nested Track Test Acive @
sD Leaming Track Toll Acve I

On the People tab, to add learners to this learning track, click the green plus sign. To remove learners from this learning
track, click on the person icon with the red X on it:

ﬁ MICHIGAN STATE UNIVERSITY

Ability Training Compliance

—
enu Extra Courses Manager Dashboard Manager Menu

To Catalog D EHS-T-1448 Catalog Name Biosafety Principles
remove Catalog Type Name Learning Track
To add LR )i carneriWeb_PTM php7Action|D=Assign.GrouplD=EHS-T-1448
learners Properties]| signment Criteria| Qualifying Catalog| [Group Docut [Cataiog Audil
People / _igned to the Track

bRERE BN R e

Envoi Linc: https:J/

You will see either the “Assign People to Track” window (if adding learners to the track) or the “Catalog/Learner Delete
Wizard” (if removing learners from the track).
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Search for the desired learners by name or NetID. Once found, click the learners in the Search results pane, and use the

double arrow buttons to move them to the Selected pane, or move them out if accidentally selected.

1 Highiight person(s) in the center column

2. CleK right amow n
3. Click Next (bottom of screen).

Assign People to Track

Leamer ID

Leamer Name Reverse

Record Status ID @ Acive
Any

Leamer Title 1D

Any

AL GLOBAL STUDIES PROGRAM

FAMILY MEDICINE, DEPARTMENT OF

PHYSICAL MEDICINE AND REHABILITATION
Leamer Depantment 1D SURGERY

Any
Honors College
Human Medicne
MNursi
Leamer Location Key Ostecpathic Medicine

Inactive

Search resuls (4)

Peter

Cheryl
Juiio

Kathrine

Select
users to
be added

to the

track

To move
users into

the
Selected
pane

Confirm the correct learners have been selected and click Next. On the next window, confirm the learners who will be

added to or removed from the learning track. Click Next.

TIP: After assigning learning tracks, a learner’s status (complete/incomplete) may take up ten minutes to update.
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REPORTS AND COMPLIANCE TRACKING

Team Reports

From the main menu, select Manager Menu > Reports.

R MICHIGAN STATE Univers Ty Welcome Manager Demo

e peit 3 raq | togou
Ability Training Compliance - -

Home = MyMenu | ExtraCourses  Manager Menu

People

U My Required Training m @ My Transcript

Leaming Track Manager

Y
] Manager

Radiation Training PKB ow [fj2gnie encimaot 2 completions in the last 90 days e
n Training Track

Biological Safety 0%

«l Review Completed Traini
Fork Truck Operator 0% i Review Expiring Trair\i"r;'g
S R T e nos

Click to see enroliments.

Two types of standard reports are available. Track reports include learning tracks assigned to your team members,
including each learner's current status. Choose to summarize by:

e track name - select Learning Track Status By Track
e learner name - select Learning Track Status By Learner

History reports include complete history (all transcripts) completed by your team members. Choose to summarize by:

e course name - select Training History By Course
e learner name - select Training History By Learner

[T T pe— Weicoms Manager Damo
Ability Tralning Compliance

Fepams

Home ~ MyMenu | Exire Courses Manager Mo

Reports - Click on nama to start report procass.

g JLE Selin BT
Lengg JLaA Sais B L
Trouning sty By Leame

Trming Histars by Course

oning 14 o4 reiaie

sioan Selecta
currently
selected Adda saved

Export
filter new ﬁlter ﬁlter to ExCEI
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Check Team Compliance

From the main menu, select Manager Menu > Reports > Learning Track Status By Learner.

Reports

Home My Menu

Reports - Click on name to start report process. People
5 Learning Track Manager

Extra Courses Manager Menu

Leaming Tracks
Leaming Tracks
People

Course

Ensure that the assigned learning tracks are appropriate for each team member. Assigned learning tracks represent

current training requirements based on job duties or course work.

e To update training requirements, see Add or Remove Training Requirements (Learning Tracks).
e To update your team members, see My Team Members.

Learning Track Status By Learner

Leamer's Name (NetiD)

HRPP-T-1221 Human Research Protection (HRPP/IRB)
Leamer's Name (NetiD)

EHS-T-1449 Bloodbome Pathogen

HT-T-1441 Fraud Awareness-Staff

HT-T-1661 HIPAA

HRPP-T-1221 Human Research Protection (HRPPIRS)

Leamer's Name (NeflD)

RCR-T-1081 Financial Conflict of Interest

HT-T-1447 Fraud Awareness-Provider
HRPP-T-1641 GCP

HT-T-1681 HIPAA

HRPP-T-1221 Human Research Protection (HRPP/IRB)

earner's Name (NetlD)

EHS-T-1442 Bioioglcal Substance Shipping
EHS-T-1449 Bloodbome Pathogen

HT-T-1447 Fraud Awareness-Provider

HT-T-1681 HIPAA,

HRPP-T-1221 Human Research Protection (HRPPARS)
EHS-T-2003 Tuberculosis

Leamer's Name (NetiD)

EHS-T-1249 Bilooaborne Pathogen
HT-T-1441 Fraud Awareness-Staft
HT-T-1681 HIPAA

EHS-T-2003 Tuberculosts

MICHIGAN STATE
UNIVERSITY

Office of Research
Regulatory Support

Complete

Complete
Complete
Complete:
Complete

Complete
Complete
Complete
Complete

Complete

Complete
Complete
Complete
Complete
Complete
Complete

Compiete
Complete
Complete
Complete

12/01/2018

12/01/2018
12/0172018
12/01/2018
12/0172018

12/01/2018
12/0172018
12/04/2018
12/01/2018
12/01/2018

12/01/2018
12/01/2018
12/0172018
12/01/2018
12/0172018
01/27/2019

12/01/2018
12/0172018
12/01/2018
02/152019

123072015

111412018
100472018
10/04/2018
010912018

0772812016
0210712019
07/29/2016
020712019
0772112016

02132018
01212019
0172172019
01212019
032912016
0202512019

020712019
0210712019
020772019
03/11/2019
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To view only Incomplete tracks, look for the filter list near the upper left corner (under the report title), click on the filter list
box, and select Incomplete.

ﬁ MICHIGAN STATE UNIVERSITY

Ability Training Compliance

Reporis > Learning Track Status By Learner

Home My Menu Extra Courses Manager Menu

Learning Track Status By Learner

Show All v

Add filter

Incomplete
T e [mws [ meckomasson

The report will be updated to show only learners and tracks in an incomplete status.

Learning Track Status By Leamner

A incomplete + = Py [

* Show SQL

m Track Date Assigned Track Date Completed Courses Completed

COM-T-1000 Osteopathic Med Students Incomplete 03/09/2019

Learmner's Name (NetiD)

Biosafety Principles Incomplete 12/01/2018

EHS-T-1449 Bloodborne Pathogen Incomplete 12/01/2018 02
HT-T-1447 Fraud Awareness-Provider Incomplete 12/01/2018 o1
HT-T-1681 HIPAA Incomplete 12/01/2018 on
RCR-T-1581 RCR-CITI Incomplete 02/20/2019 0/4
RCR-T-1321 RCRALT Incomplete 02/20/2019 0/29

Leamner's Name (NetiD)

12/01/2018

EHS-T-1446 Chemical Hygiene & Hazardous Waste Incomplete

EHS-T-1448 Biosafety Principles Incomplete 12/01/2018 on

EHS-T-1446 Chemical Hygiene & Hazardous Waste Incomplete 12/01/2018

Leamner's Name (NetiD)

03/09/2019

COM-T-1000 Osteopathic Med Students Incomplete

Name (NetiD)

12/01/2018
EHS-T-1446 Chemical Hygiene & Hazardous Waste Incomplete 12/01/2018 01

Biosafety Principles Incomplete

MICHIGAN STATE | Office of Research
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Individual Learner Compliance

View a Learner’s Track Status

From the main menu, select Manager Menu > People.

R MICHIGAN STATE L v i Welcome il s

Ability Training Compliance

ﬂ Manager

El My Requirements

Human Research Protection
(HRPP/IRB)

Financial Conflict of Interest

Click the name of a learner.

‘ MICHIGAN STATE 4/ ER Welcome Manager Demo

Ability Training Compliance

Psople

Home My Menu Extra Courses Manager Menu

Click learner name 1o review training assignments.

PHYSICAL MEDICINE AND REHABILITATION Assistant Professor-FixedTem Osteopathic Medicine Demo, Manager
Cheryl Chenl FAMILY MEDICINE, DEPARTMENT OF Instructor-Fixed Term Human Medicne: Demo, Manager MR ﬂ
Julio ulio INSTITUTE FOR GLOBAL HEALTH Specialist - Outreach-Continuing Honors College Demo, Manager HR a
Katnrine . Katnane | SURGERY INSTRUCTOR/RESIDENT Nursing Demo, Manager HR (i ]

The track status tab will display currently assigned learning tracks, and the learner’s status in each course within the
tracks. Assigned learning tracks represent current training requirements based on job duties or course work. A track
status of Complete indicates all required training is complete and up to date. Any other track status indicates either a) the
learner has either never completed the assigned track, or b) training has expired.

Learner Empioyment [History AL = S

Current Training Requirements

Click + icon to add new requirement. Remove on the Track manager screen.

Group Activity Type Name c Required Course Status Status Date Expiration Date

© Bioodbome Pathogen ~ Complete

@ course Bloodbomne Pathogen Refresher Yes Finished 0200712019 02/0712020

@ course Medical Waste Management Yes Finished 0200772019 02/07/2020
© Tuberculosis ~ Complete

B Course Tuberculosis Awareness Yes Finished 03/11/2019 03/10/2020
© Fraud Awareness-Staff ~ Complete

m Course Fraud Awareness for HealthTeam Staff Yes Finished 02/07/2019 02/07/2020
©HIPAA  Complete

@ course HIPAA Privacy Overview Yes Finished 02/0772019 02/07/2020

To update training requirements, see Add or Remove Training Requirements (Learning Tracks).

TIP: To print a track status report, use the print functionality in the browser while on the Track Status tab.

MICHIGAN STATE | Office of Research
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View a Learner’s Training History (Transcript)

From the main menu, select Manager Menu > People.

1R ruckaoan sTary v L]

Ability Training Compliance _

Homo My Meng

als
s Manager

g online enmiments

Click the name of a learner.

R MICHIGAN STATE Unive Welcome Manager Demo

Ability Training Compliance

Home = MyMenu  ExiraCowrses | Manager Menu

-———___w*—m

Peter PHYSICAL MEDICINE AND REHABILITATION Assistant Professor-FixedTerm (Osteopathic Medicne Demo. Manager [i ]
Chemyt Chery FAMILY MEDICINE, DEPARTMENT OF Instructor-Fixed Term Human Medicing Deme, Manager HR (i ]
Julio o INSTITUTE FOR GLOBAL HEALTH Specialist - Outreach-Continuing Honors College Demo, Manager HR i ]
Kathrine Kamone | SURGERY INSTRUCTOR/RESIDENT Nursing Demo, Manager HR a
Snowing 1 - 4 of 4 records
Click the history tab.
‘ MICHIGAN STATE UNIVERSITY Welcome Manager Demo

Ability Training Compliance
Eeople > Leamer History

Home | MyMenu | ExtraCourses  Manager Menu

Learner ID| Leamer Name Reverse. Kathrine Email Address testsaba@ora msu.edu
Title Name Depariment Name SURGERY Dvision Name

History

Course History

W W B

CITI-3588-WBT CITI Introduction to RCR (RCR-Basic)- New Finishea P 0202212017
CITI-2883-WBT CITI Plagiarism (RCR-Basic) Finished P Pass 000 0202212017
CITH-2321-WBT CITI Financial Responsibilly (RCR-Basic) Finishea P Pass 000 022212017
CIT1-2107-WBT CITI Research Misconduct (RCR-Basic) Finished P Pass 0.00 0202212017
CITI-2106-WBT CITI Peer Review (RCR-Basic) Finishea P Pass 000 022212017
CITI-2105-WBT CITI Mentoring (RCR-Basic) Finished P Pass 0.00 0202212017
CITH2104-WBT CITI Data Management (RCR-Basic) Finished Lif Pass 0.00 0202212017
CITI-2102-WBT CITI Collaborative Research (RCR-Basic) Finished P Fass 0.00 0202202017
CIT2101-WBT CITI Authorship (RCR-Basic) Finishea P Pass 0.00 022212017
CITL1285WBT CITI Conflicts of Interest in Research Involving Human Subjects. Finished P Fass 000 0202202017
EHSB-0000A-SCO Bioadbome Pathogen Awareness Finished P Pass 000 0702912016
EHSB-4001-HON Respirator Initial N5 Finishea P Pass 000 0372512016 037252017
HRPP-2241A-SCO Overview of Human Research Prolection Finishea P Pass 000 1072015
HRP-2244 HRP Legacy IR8 Infial Finisnea P Pass 000 1272013
CITI-1397-WBT CITI Research with Children - SBE Finishea P Pass 000 272013
CITI-1283-WBT CITI Case Study Plagiarism (RCR-Blomed) Finished P Pass 000 172772013
CITI-1282-WBT CITI Introduction to the Responsible Canduct of Research Finished P Pass 0.00 12772013
CIT1278-WBT CIT! Informed Consent Finished P Pass 0.00 172772013
CITLA270-WBT CITI History and Ethical Principles Finished P Pass 0.00 112772013
CITI1266-WBT CITI Avoiding Group Harms - U S. Research Perspectives Finishes P Pass 0.00 1/27/2013

TIP: If the Learner’s Learning Track history window has a filter applied to it, click Reset to clear the filter.
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View a Learner’'s Employment History

Look on the Learner’'s Employment tab if you need to find the names of others who may also be assigning Learning
Tracks to a Learner. From the main menu, select Manager Menu > People.

1R Michican sTaTe e

Ability Training Compliance

Home My Menu Extra Courses Manager Menu

E] My Requirements E My Transcript

Human Research Protection 0 completions in the last 90 days
(HRPP/IRB)

Financial Conflict of Interest a Review

Completed Training
i Review Expiring Training

Click the name of a learner.

R MICHIGAN STATE LiivER

Ability Training Compliance

Pecple

Home My Menu Extra Courses Manager Menu

Click learner name to review training

Welcome B

&"1 Manager

mibx

Welcome Manager Demo

m

Peter PHYSICAL MEDICINE AND REHABILITATION

Chery _Cheryl FAMILY MEDICINE, DEPARTMENT OF Instructor-Fixed Term
Juiio ko INSTITUTE FOR GLOBAL HEALTH Speciakst - Outreach-Continuing
Kathrine: _Kainone | SURGERY

Click the Learner Employment tab.

T

Ability Training Compliance

Peogle > Learner Employment

Home My Menu Extra Courses Manager Menu

Learner Name Reverse, Kathrine

Learner ID
- Department Name SURGERY

Assistant Professor-FixedTemm

INSTRUCTOR/RESIDENT

Osteopathic Megicine Demo, Manager
Human Medicine Demo, Manager HR ﬂ
Honors College Demo, Manager HR a
Nursing Demo, Manager HR (7]
Showing 1. 4 of & recoras
Welcome Manager Demo

Email Address testsaba@ora.msu.edu
Division Name

Demo, Manager INSTRUGTOR/RESIDENT SURGERY
. Angela K InstiuctorResigent-On-Call CHM WEST MICHIGAN
Stephanie Nurse Clinician |

OBSTETRICS GYNECOLOGY & REPRODUCTIVE BIO

MICHIGAN STATE | Office of Research
UNIVERSITY Regulatory Support

Aciive
Active
04/2012012 Inactive

Showing 1 - 3 of 3 recorcs.
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Monday Morning Email Reports

Each Monday morning, you will receive a single compiled email report including:

e Expired and/or overdue training for your team members
e Training due within the week for your team members

You will not receive an email if your team does not have any urgent training concerns.

Note that the Monday reports only include training assigned through learning tracks. It is important that managers monitor
and update tracks assigned to their team members.

To update training requirements, see Add or Remove Training Requirements.
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