Training registration and user guide for the
Alameda County Training & Education Center

Thank you for your interest in our learning offerings at the Alameda
County Training & Education Center. Self-registration is available
through our learning portal. Keep reading for a guide on how to

register.
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http://alameda.netkeepers.com/TPOnline/TPOnline.dll/Home

Non-county learners

Create a profile

Alameda County Learning Center is our registration homepage. You
will be able to browse the course catalog without logging in
however, registration will require you to return to the home page
to create a new user profile. We suggest that first time visitors
create a profile immediately.

Course Catalog
Program Catalog

AlamedaCountylLearningCenter
“Your gateway to learning”

Login Contact Us Help

Welcome to Alameda County Learning Center Registration Site!
[ e

You can browse our course catalog for descriptions of individual courses andfor program catalog for series of courses without legging in.
Registration and Login Information

Alameda County Employees:

For your first login, your user ID is your county D number and the password is the first letter of your first name (capitalized), first four letters of your last name (lowercase) and your
employee ID number.

Example: Mary Smith, User ID: 012345, Password: Msmit012345.
Non-County Users: /

If you are not an Alameda County employee and have not yet registered to this site, click on the following link: New User Profile Set-Up Page. Once you have completed this process, you
will receive an email cenfirmation with user ID and password infermation.

All Users:

If you have forgotten your password, click here to retrieve it. It will be emailed to you.

[ ox |

For questions, please contact the Alameda County Training & Educaticn Center at acleamingeenter@acgov org or (510) 272-6467.

System availability: 24 hours a day, 7 days a week. Exceptions: Fridays and Sundays, 6:00 pm -12:00 am.



Enter your information as applicable. An asterisk indicates
information that is required. If you are registering on someone
else’s behalf, please enter their information and note your
information as the Registrar.

Catalogs &) =
@ | - Registration Page

Course Catalog

The information below is for the participant attending training. If you are registering others for training, please enter your name as the "Registrar” where indicated below

* Required field

FrstNames| |

A

P E—
Organization Type™:[Nene |

Organization:
Job Tite:
License Type: [No
Prof. Licensed
Address 1%
Address 2|
City*]

State™:

Zip*,

Registrar Name|
(Optional):

cegsraremot
e m—

Create a user name and password. It is recommended you enter a
username such as your email address or a variation that is easy to
remember. The system will accept passwords between 8 and 12
characters in length and must contain at least three of these four
elements:

= upper case letters
= |ower case letters
= numbers

special characters: |, @, #, S, %, etc

Select the OK button when you have entered in a username and

password.

% Create your username and password below

h User Name™:
.

passvoras|
' contm [

/lTl




You will receive a confirmation email from our registrar at
aclearningcenter@acgov.org. Please ensure your SPAM or junk

email filter accepts emails from this web address.

Click on the link inside the email to confirm profile and return to
the Alameda County Learning Center.

I
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From: Registrar <aclearningcenter@acgov.org>

To: Washington, Rashida, Human Res.

Ca

Subject: Your Training Partner Online Password

Dear Simpson, Maggie

‘Welcome to Training Partner Online.
Your new profile has been created.
Your Login information is:

Login: msimpson

Password: Msimpson2013
Passwords are case sensitive

You can access Training Partner Online at http://alameda.netkeepers.co: POnline/TPOnline.dll/Home

Enter your username and password to login. Then select OK.

“Your gateway to learning”™

e AlamedaCountylLearningCenter

Login ContactUs Help

Catalogs 1 Wel to Alameda County L Center

Site!

You can browse our course catalog for descriptions of individual courses and/or program catalog for series of courses without logging in.

gl and Login
Alameda County Employees
Please enter your user ID and password below.

County employees: For the first login, your usemame is your county employee ID number and the password is the first letter of your first name (capitaized), first four letters of your last name (lowercase) and your employee ID. Example: User ID:
012345 Password: Msmit012345.

Other Users.

If you are not an Alameda County employee and have not yet registered 1o this site, chck on the following link: Page. Once you have , you will receive an email confirmation with user ID and password.
All Users

If you have forgotten your password, click here to retrieve it It will be emailed to you

&~
Password: [sesesenes ’
o]

For questions, please contact the Alameda County Training & Education Center at aclearmingcenter@acgoy. o of (510) 272-6467

User 0.

System availability. 24 hours a day, 7 days a week Exceptions: Fridays and Sundays, 6.00 pm - 12.00 am


mailto:aclearningcenter@acgov.org

Find courses

Upon logging in, the Course Catalog will appear. To view courses
offered by the Alameda County Training & Education Center,
expand the Countywide folder by clicking the “+” symbol.

Catalogs O]
| @

Course Catalog

E Course Catalog

Please enter the title or keyword(s) you wish to search in the course catalog then select "OK" or select the appropriate folder.
My Leamlng @ For Alameda County Training & Center expand the

y folder below by clicking the "+" symbol next to it.
For Alameda County Behavioral Health Care Services (ACBHCS) courses, select the Training - BHCS folder.

TleKeyword(s): [ |
Filter by Delivery: | Any/All v
ok |

~ rse Folders
| @ M countywide

|/ (23 Training - BHCS

Courses

To view more details of the courses listed under each subfolder,
click on the subfolder of interest then select the course of interest.

Anthony, Susan B. Contact Us

E Course Catalog
[I—
Course Catalog Please enter the title or keyword(s) you wish to search in the course catalog then select "OK" or select the appropriate folder.

My Learning (v)| ForAlameda county Training & Education , axpang
For Alameda County Behavioral Health Care Services (ACBHCS) courses, select the Training - BHCS folder.

Titienceywora(s):
Fiter by Delvery:

by Vg the "+" symBol ReXt o It.

Course Folders
& [ Countywide

Courses

& a1co 5 Cnoices to Exraordinary Productiy
‘ {8 ALCO Curent Course Offerings [ ALCO5Chocesto Productivity - Outiook Lab Session
ALCO Current Course Offerings
=]

& aLcO cPRFIrst AlgAutomatea Etemnal Defbrilator
(2 ALCO Computer & a1co Ercel 2007 Advanced
[z ALCO Semal Prevention for

d Managers

123 ALCO County Policies & Procedures
(23 ALCO Leadership 5 | B acowonzor

Management Skils

33 ALCO Skl Development
23 Training - BHCS




You will be presented with a schedule page for the course you
selected reflecting all scheduled classes for this course. If you are
interested in finding out more information regarding the class,

select the link of interest (General, Objectives, Notes etc.).

Anthony, Susan B. Contact Us

Catalogs ()| || ALCO 5 Choices to Extraordinary Productivity
I
||  Course Catalog ‘ General ‘ Objectives ‘ Agenda ‘ Skills |Pleregui5\tes‘ Notes Schedule |
=) U N Y “
= Upcoming ule
F 1 B List View Calendar View
n Seats
. i Location Avallable ¢
B 1209/2013-12/9/2013  B:30 AM-4:30 PM Alameda County Training & Education Center, Oakland 1 $275.00  Apply

The General link provides course information such as course hours,

description, and any credit information. The Objectives link

provides the learning objectives of the course.

Anthony, Susan B.

E ALCO 5 Choices to Extraordinary Productivity

C| General .. b'edives| Agenda | Skills |F'rereguisites| Notes |Schedu|e

ALCO 5 Choices to Extraordinary
Productivity
Price: $275.00
Hour(s). 7.5
CE Credits: 0
CE Credit Type:
Delivery: Instructor Led Training

] Description
In today's world, there is a greater abundance of opportunity

for both organizations and individuals to accomplish
extraordinary goals. However, all too often, the demands of
our jobs, coupled with the barrage of information coming at
us from so many sources is overwhelming, exhausting and
distracting.

The 5 Choices Essentials enables a significant amount of

Mame:

Anthony, Susan B.

Catalogs @] E} ALCO 5 Choices to Extraordinary Productivity
e

Course Catalog General {{ Objectives|)) Agenda | Skills IPrereguisites| Notes IScheduIe|

3 ©" Objectives
» " You will learn to:

- Act on the important -don't react to the urgent
Go for the extraordinary - don't settle for ordinary

- Schedule the big rocks - don't sort gravel

Rule your technology - don't let it rule you
Fuel your fire -don't burn out




Register for a course

Select the Schedule tab of the class you would like to register for.

Select the Apply text to the right of that class.

Contact Us

Anthony, Susan B.

Catalogs @

[

Course Catalog

@ ALCO 5 Choices to Extraordinary Productivity

| General ‘Ob'e:tives‘ Agenda | Skills F'rereguisite5| Notes ‘Schedule )
e

@ !
P 9
i B List View m Calendar View

f. -
Avallable . ..o

[ _My Learning

Location

& 12/92013-12/912013 8:30 AM-4:30 PM Alameda County Training & Education Center, Oakland 1 $275.00 Apply

A confirmation email of your registration status will be sent to your

email address on file. For fee classes, the confirmation email will
include an invoice and details regarding payment. Your enroliment
will not be finalized until we receive payment for class, prior to
training date.

If a class is not available and you would like to be notified by email
when it is offered, you can add your name to the waitlist by

clicking the Course Waitlist link

Anthony, Susan B.

Catalogs () E ALCO 7 Habits for Highly Effective Managers
[ e

Course Catalog | General [Ob'm'vesl Agenda I Skills IPrerguisitesI Notes |Sd|edule

Upcoming Schedule

lﬁ List View m Calendar View

Seats
Available

Dates Times Location Costs

Actions

/ [E¥ course waitlist

To register for another class select the Course Catalog link or enter
in keywords in the catalog search box. You also have the ability to
use the back and forward navigation buttons in your internet
browser.



View your training record

To view your training record, expand My Learning from the
navigation pane. Select Training Records to view your training
record. You may filter by year or status. To print a transcript, select

Print Internal Transcript Report near the bottom of the page.

Catalogs 2 < e
g ® '% Training Record
@

Comse Cetnlod I Filter by year and/or status: [2013 | |Competed v I
My Learning

Learning Event

Training Recor 11/19/2013  ALCO Advanced Customer Service Skils ~ Completed

General Info & 102212013  ALCO PowerPoint 2010 Intermediate Completed (=Y

|  update Yourinto & 1022013 ALCO Project Essentials Completed g
Waitlisted Courses

| 2% 11/26/2013  ALCO Speaking to Influence Others

Actions

B Print In Transcri rh

Q}AQQP( for a Learning Event

A complete training transcript will appear in PDF format. Select the

Printer icon. Please note: You must have Adobe Acrobat Reader
installed to your computer to view the printable transcript. If
needed, you can download and install Adobe Reader at
http://get.adobe.com/reader/.



http://get.adobe.com/reader/

Update your information

Select the Update Your Info page to update your contact
information or to change your password. Please use the following
format for fax and phone numbers (510) 555-1234. Passwords are
required to be at least eight characters and include at least 3 out
of 4 of the following: lower case, uppercase, number, or symbol.

Anthony, Susan B. Logout Contact Us

Catalogs @

e Update Your Info

Course Catalog To make changes fo your personal information, enter in the information below and click OK when finished. Please use the following format to enter in Phone or Fax information: (area code) number with dashes, e g, (510) 272-6467.

LEL o
Learning Events Address 1
p——— I

General Info ciy

Update Your Info State:

2P cote
-
Fac (59 5 55 .
License Type:
Prof Licenses |

ok |

=
' Change Password

contmaton| |
OK

Select OK to update changes.



Alameda County employees

Sign in with your password

To register for training, begin by entering in your user ID and
password. For the first login, your username is your county
employee ID number. Your password is the first letter of your first
name (capitalized), first four letters of your last name (lowercase),
and your employee ID. For example, Michael Smith. User ID:
012345 Password: Msmit012345.

After logging in, you will have the ability to change your password
by clicking the “Personal Information” link. If you have forgotten
our password, you can select the link on the homepage and have
it emailed to you.

Login Contact Us Help Help

Catalogs @
Course Catalog
Pragram Catalog

Welcome to Alameda County Learning Center Registration Site!

You can browse our course catalog for descriptions of individual courses and/or program catalog for series of courses without logging in.
Registration and Login Information

If you are a County employee or have previously registered, please enter your user ID and password below.

If you have not yet registered to this site or are not an Alameda County employee, click on the following link: Registration Page.

. Once you have completed the registration process, you will receive an email confirmation with user ID and password.
If you have forgotten your password, click here to retrieve it. It will be emailed to you.

Contact Us

.h 1 User ID:
™, Password:
0K

For questions, please contact the Alameda County Training & Education Center at acleamingcenter@acqgov org or (510) 272-6467. Telephone Senvice Representatives are available
Monday through Friday §:00 am to 5:00 pm.

10



@
Courss Catslog
Pregram Catslog

My Learning  (z)
Czlendar
Training
Personal Info
Supervisor Info
Learning Flan
Programs
Transcript

Understand your homepage
Upon logging in, your personal training page displays your

upcoming classes, trainings in progress, and any classes pending
supervisor approval.

Upcoming classes: Classes that have been approved by your

supervisor.

Unfinished Units: Online or instructor led classes that you are in

progress to complete.

Pending Events: Classes that have not yet been approved by your

supervisor.

If your toolbar in the left column is not expanded, click on the
arrows in the “Catalogs” tab and “My Learning” tab to unhide your
toolbar options.

= .
. Training
Upcoming Classes

Date Class Location

ﬂ 11872012 ALCO Advanced Driving Skills Alameds County Training & Education Center, Oskland
& 1/26/2012  ALCO Outlook 2007 Fund tals w2  Alameds County Training & Education Center, Oakland

Learning Events Containing Unfinizhed Units

Date Event Units

Pending Learning Events

(1872012 ALCO Political Astuteness/Savvy v2 Pending Approval
# 1212012 ALCO Excel 2007 Fundamentals Pending Approval

Actions
%Agph: for a Leaming Event
[ Contact My Suparvisor

11



Navigate the site

Select Course Catalog to sign up for a class or select the Program
Catalog to sign up for a course series. Any multi-day course will be
found in the program catalog.

You can search for a specific course in either catalog by entering
text into the search box and select OK. Selecting the + sign allows
you to preview the course catalog by browsing courses.

| Course Catalog

©
Course Catalog

Please enter the title or keyword(s) you wish to search in the course catalog.
Program Catalog

Title/Keyword(s):
Filter by Delivery:  Any/al
0K

Course Folders Catalogs )
r

1 Countywide ] @
Course Catalog
Program Catalog

E Course Catalog

Please enter the title or keyword(s) you wish to search in the course catalog.

Title/Keyword(s):
Filter by Delivery:  any/al
0K

Course Folders Courses
B (@ Countywide

ALCO Computer
ALCO County Palicies & Procedures
ALCO | eadership Development
ALCO Management Skills
ALCO Skill Development

Login Contact Us

- @

Course Catalog
Program Catalog

% Course Catalog

Please enter the title or keyword(s) you wish to search in the course catalog.

"% Search

Title/Keyword(s):

Filter by Delivery: Anyjal =
0K

Course Folders Courses

B Countywide & aco Addressing Emotions at Work i
ALCO Computer B Al CO Business Process |mprovement
ALCO County Policies & Procedures | ¢ ALCO Communicating and Relating: Break Down Barriers in the L
Woaorkplace 3
ALCO Leadership Development & aco Developing Effective Proposals and Workplans
ALCO Management Skills B ALCO Effective E-mail
=i o ALCO Skill Development & ALCO Ethics 4 Everyone
$ & aco Facilitating Effective Meetings v2.
8 & ALCO Focus: Achieving Your Highest Priorities v3
& ALCO General Office Ergonomics
& aco Giving and Receiving Constructive Feedback

B2 Al CO Grammar Fundamentals
& aco Handling Emotions Under Pressure
& aco High Impact 10-minute Presentations v2 -

12



Once clicking a particular course, links across the top of the page
will give you more information. The General tab will display course
description. Objectives shows the learning objectives, etc. Explore
these tabs to learn more about a particular class.

Mzry, Smith A
Catatogs & E. ALCO Business Process Improvement
©
Courss Catalog Generat )| Colecties | Agends | Sdis | Prerecuiskes | s Scnedule Fanum

15 1351 D200, ONS O3f CI355 Will PRovios You Wit proven

= aches 0 Improve your business processes and Tocus mane
enfilon o e Rasks whikch make e most difierence for e

PEMICIDarRs WIll I3 Seyeral Ways 10 collect and use oata Wt exksl
e depariment. They will als0 leam foails 10 anahze he collecied

E ALCO Business Process Improvement

Coourse Catslog

Program Catslog

EEruda | kil |Prersquisites| Motes | Scheduk

Upon successful completion of this workshop, leamers will
be able to:

I ldentify process improvement opportunitiss

I Define the value of data, what is and how it is used in
[the process improvemsent project

- Learn various tools for collecting and anahyzing data

+ Create process maps of the 3= is and to be processas
- Seweral improvemsent approaches from which you can

lzelect to implement your process improvemsnt project
from the five {§) step plan to the DMAIC method

- How to effectivehy use gathersd data on cost, guality
and time

13



Learn the enrollment process

A scheduled class may appear for enrollment. Select Apply for the
session of interest. If a session is not available and you would like
to be notified by email when it is offered, you can add yourself to a
waitlist by clicking Course Waitlist.

E ALCO Business Process Improvement

@
Course Catalog | oenersl | Objectives| Agends | Skils  |Prersquisites|  Notes Schedule
Program Catalog

Upcoming Schedule

Calendar [ List View | [ Calendar View
Training |
Persanal Info Dates Location
Supervisor Info B 2120122102012

Learning Plan

Programs
Transcript Actions /
T E‘:{ Course Waitlist

If you are attempting to enroll in a multi-day course, you must
enroll through the Program Catalog. Follow the same procedure to
register for the first class in the series and you will be automatically
enrolled in all classes

associated with that series.

ALCO Gareer Essentials For You and the
Organizatien 2

<= Program Catalog

Course Catalog

Please enter the title or keyword(s) you wish to search for in the Program Catalog.
Program Catalog

='Search
Name/Keyword(s):

oK term o nt of those sdlls to.
= geod fit between you and the crganization. This
s of clazses is intendad to help you plan

Program Folders Programs " [Topics otfered i this seies incluce:

(3 Countywide ] ALCO Career Essentials For You and the y
Ouganastons . ST
ALCO Manager Development Program v2 s |- Interviewing for advantage

Requirement

Actions

Your supervisor will be notified by email of your pending
enrollment. Please note: a seat is not reserved in the class until
your supervisor approves your enroliment.

14



View general account information

Under My Learning to the left of your screen, you will find options
to help you view your critical information.

Catalogs &)

My Learning ()

Calendar
Leamning Events
Leamning Plan
Training Record
General Info
Update Your Info

To view your password, phone, fax, or QIC information, go to
General Info. Your current supervisor information is also available
at this link. If your supervisor information is incorrect, request
your current supervisor to contact your department’s HR division
to update.

15



Update your information

Select the Update Your Info page to update your contact
information or to change your password. Please use the following
format for fax and phone numbers (510) 555-1234. Passwords are
required to be at least eight characters and include at least 3 out
of 4 of the following: lower case, uppercase, number, or symbol.
Select OK to update changes.

Anthony, Susan B. Logout Contact Us

Catalogs @

L e

Course Catalog To make changes to your personal information, enter in the information below and click OK when finished. Please use the following format to enter in Phone or Fax information: (area code) number with dashes, e.g., (510) 272-6467.

My Leaming i
Learning Events Address 1:[123 ManStreet |
Training Record Address 2.
General Info City.

Update Your Inf State:
2p coe
enar
Fax:|(555) 555-5556
License Type: [None |

Prof. License#:

E’J Update Your Info

0K

|

=Y ‘Change Password

Er—
™ ——
Confimation: |
[ox ]

Behavioral Health Users: To store your professional license

information on file for Continuing Education certification, enter in
your License Type and Professional License # then select OK.

16



View your training record

To view your training record, expand My Learning from the
navigation pane. Select Training Records to view your training
record. You may filter by year or status. To print a transcript, select

Print Internal Transcript Report near the bottom of the page.

Catalogs 2 -
c ® % Training Record
@

Course Calzo I Filter by year and/or status: [2013 v| [Completed v I
My Learning, /-

Learning Event

Training Record 11/19/2013  ALCO Advanced Customer Service Skils  Completed =3

General Info # 10222012 ALCO PowerPoint 2010 Intermediate Completed B

Update Your Info # 1022013 ALCO Project Essenti Completed =)

Waitlisted Courses

| ¥ 112512013 ALCO Speaking to Influence Others

Actions
8 Print Internal Transcript Report h
&\ Apoly for a Learning Event

A complete training transcript will appear in PDF format. Select the

Printer icon. Please note: You must have Adobe Acrobat Reader
installed to your computer to view the printable transcript. If
needed, you can download and install Adobe Reader at
http://get.adobe.com/reader/.

17
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@

Catalogs

@
Course Catslog
Program Catslog

My Learning  (z)

Calendar

Training

Personal Info
Supervisor Iny
Learning Plan,
Programs

Transcript

L S§
N

[

Create your learning plan

Under My Learning, you will also see a Learning Plan selection.
Here you can catalog classes you are interested in taking and assign
personal goals for completion along with deadlines. This is a useful
tool to keep focused and on-target with your desired development.

This section is visible to your supervisor.

Eg Learning Plan

Personal Development Plan

Personal Development Plans content is added by the employee or their manager based on searching the course cataleg or finding other development activities of inte
may be edited or deleted if they have not been approved by a supervisor. To enrcll on any activity, click on the Activity name.

Development Activity Reason Plan Status  Target Date gy,
I aco Developing Effective Proposals and Workplans Personal Development On Wishlist 82572012 Edit Remove
Actions

W& Add to Leaming Plan
&IComact My Supervisor

18



Alameda County supervisors

In the Learning Center site, supervisors will see a box on the left
panel for supervisor selections.

Approve employee enrollments

To approve enrollments, select Enrollment from the left pane. To
view class details, select the Course link. To approve or deny each
enrollment, select appropriate option in the drop down, then click

OK. Approvals will not save if you do not click OK.

Adam, Joesph B.

Training
Personal Info
Supervisor Info
Learning Flan
Programs . o
- To confirm enroliment applications:
Transcript
| | 1. Use The status comido box nexd o aach annoliment.
i Press She O buSon.
Supervisor
Enrcliments Course Status
Learmners 1182012  Mary, Smith A ALCO Advanced Criving Skills Completed
Leaming Flans & 1/26/2012 Mary. Smith A, ALCO Qutiook 2007 Fundamentals v2 Completed
AN # 12312012 Mary, Smith & ALCO Excsl 2007 Fundsmentsls Enrolled
& 212012 Mary, Smith A. ALCO Business Process Imiprovement | fandng 2oprowe
# 2182012 Mary, Smith A, ALCO Political Ast /Savvy vi remme

T

19



To

View employee training records

view your employees’ transcript, select Enrollments from the

left panel. In the Learner Enroliments box, select the learner then

click OK. To view your employees’ learning plan, select Learning

Plans in the Supervisor selections in the left panel.

Course Catalog
Program Catslog

My Learning
Calendar
Training

Personal Info
Supervisor Info

Learning Flan

Programs

Transcript
Supervisor ? 2)

Enrcliments.

Learners
Lesrning Pla

/

To

E Review My Learners' Learning Plans

‘T Find Learner Learning Plans

Sat the status of the applications, then select OK to submit. Selecting "Delete” will delete the application.

Applied
& 11132012

[ ok |

Learner
Mary, Smith A

Complete By
ALCO Developing Effective Propossls and Workplans 8/25/2012

On Wahizt o,

Update supervisor status

view a list of your employees, select Learners under the

Supervisor box in the left panel. If your list of employees is

incorrect, contact your department’s HR division to update.

Adam, Joesph B.

Catalogs

@

4 | Adam, Joesph B.

Course Catalog
Program Catalog

@

Learners Managed

My Learning

®

Name Emp. No.  Phone EMail

Calendar
Training
Personal Info
Supervisor Info
Learning Flan
Programs
Transcript

B Mary, Smith &, 012345 (510) E55-1234  mary.smith@scgov org

Actions
&8 iew All Learners

Supervisor

@

Enrcliments.
Learners /

Lezrning Flans
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