Learning Management System (LMS)

Session Registration Guidelines
July 24, 2013

The following guidelines can assist users in registering for a scheduled session (class) of an offered event (course).

Step 1: Sign on to BEACON (https://mybeacon.its.state.nc.us/irj/portal)

7 SAP NetWeaver Portal (TR v [ &= v Page~ Saf1

INCID -
| Password -

Customer Senvice | System Status | Privacy and Security | Legal

Step 2: Click on the “Learning” tab

Welcome to the BEEACON Portal

The BEACON portal provides you with the too
personal information. For additional support i
Shared Services website at www.osc.nc.gov/
BEST Shared Services Center from & a.m. to }
866-NCBEST4(U) (1-866-622-3784) outside the R}

Note: The portal will be unavailable weekda
maintenance.

News of Interest

Step 3: Click the “Submit” button

If you experience any issues connecting to the NC Learning Center,
please contact the BEST Shared Services at BEST(@osc.nc.gov

Click "Submit" to enter NC Learning Center

Submit (
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https://mybeacon.its.state.nc.us/irj/portal

Step 4: Click “Yes”

Step 5: Click on “Browse for Training”

Security Warning

Do you want to allow this?

Current site: hitps://mybeacon.its.state.nc.us
Trusted site: https://ncgov.csod.com

The current webpage is trying to open a site in your Trusted sites list.

Yes Na
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Browse for
Training

Step 6: Click on “Go to Search”

—>

Step 7: Type in the training event (course) name in the search box and click on the magnifying glass button

Browse for Training

Browse for Training

Business, Administration and Finance

v

v

Compliance & Regulatory

v

Healthcare

v

Human Resources

»

Management & Leadership

-

Professional Development
Public Safety
Technical Training (job specific)

»

»

v

Technology

Find exactly what you're looking for using a more detailed Search.
» Go to Search

Hazardous Communication

More zearch options

< July 2013 =
SUN | MON | TUE |WED | THU | FRI | SAT
30 1 2 3 4 5 6
7 8 9 10 | 11 | 12 13
14 | 15 | 16 | 17 | 18 | 19 20
21 | 22 | 23 | 24 25| 26 2
28 | 20 | 30 A 1 2 3
4 5 6 T 8 9 10

Your Upcoming Sessions

No Sessions Scheduled

View all

Page 2 of 5



Step 8: Click on the desired event (course)

Search

1 Training results

Training

[] Online Course
[C] Event

[] Curriculum
7] Waterial

[] Library

[] video

Hazardous Communication

Wore search options

Training results

O Hazardous Communication

| Event | Transportation | $.00
overs potential hazards in

place

Step 9: Click the “Request” button for the session you want to sign up for

Hazardous Communication

Event| Transportation | 2 Hours 0 Min

Covers potential hazards in the workplace.

DETAILS
Event Number: DOT-02384
Content Owner: DOT
Current Version: 1.0
Last Revision Date: 6/20/2013

Department Goal
Supported:

Make our organization a great place to work

Subject(s). Safety and Wellness
Training Contact: Cornerstone Admin clientservices@cyberu.com

Available Languages: English (US)

Available All

1:00 PM 3:00 PM
Dwuration: 02:00

Location:
Language(s). English (US)

Selectthe session link to view the details and assign the session.

; Locator Seats
SIS Number Available
Session Details 6031 40

1002312013 (Wednesday) 10/23/2013 (Wednesday)
8:00 AM 10:00 AM
Dwuration: 02:00
Location: Garner, Training Site , Transportation
Language(s). English (US)
Session Details 6033 40

10/31/2013 (Thursday) 10/31/2013 (Thursday)

Garner, Training Site , Transportation

Waitlist

Options

Request

Request

(2 Results) /

rd

Step 10: After clicking the “Request” button, the system will take you to your “Active” training screen and will
show the session you selected with a status of “Pending Approval”

Active Completed Archived

¥ Add External Training

Title All Training -] Q

Title Type Due Date
f':; Hazardous Communication (Starts 10/23/2013) Session None

Pending Approval

5 || B

1-2 g -

Options

Withdraw
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Step 11: Click the “Log Out” button to exit the system

My Account | Log Out | Help

=nding 6/30/2014

3| B
All Training vl K Previous 1-2of2 v Next
Type Due Date Status Options
‘Starts 10/23/2013) Session None Pending Approval Withdraw

Step 12: Click on the red “X” in the top right-hand corner to close the “Cornerstone” screen ,

n/Default.as

Google p~
Help

| DAILYw ) Maps~v | MISCv | NCDOT~ | Orgenizations v | Plenningv | SAP v | Search~ | Standardsv |, Suppliesv | Workplace Safety v |, Bills v

% v B v 0 @ v Pagev Safetyv Tooksv @~

Cornerstone

ON DEMAN D Empowering People

Welcome to Cornerstone OnDemand. | Please Sign-in

Login
Username:

Password:

Forgot Password? Loein@

Step 13: Click “Log Off” to exit BEACON

If you experience any issues connecting to the NC Learning Center,
please contact the BEST Shared Services at BEST@osc.ne.gov

Click "Submit" to enter NC Learning Center
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Step 14: Click “Yes”

BE

€ | SAP NetWeaver Portal -- Webpage Dialog
IE‘? https://mybeacon.its.state.nc.us/irj/serviet/prt/portal/p 4

& Are you sure you want to log off?

0 Internet | Protected Mode: Off %

Step 15: Notify your supervisor that you have registered for training so they can go into the system and click their
approval
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