ATTACHMENT 1 to Policy No. LEG FIN 1_09_01 entitled, “Procard Policy”

Instructions for Managers to assign “State of Montana Procurement
Cardholder Training” to employees

1. Go toyour login screenin SABHRS. Click on the “Talent” tile.
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2. Step 2: Click on “Company Single Sign-On.”
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3. Signin with your C# and your password you use to sign in to SABHRS.

4. Clickon “MyTeam.”
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5. Clickon “Learning.”
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6. Clickonthe ellipsis and choose, “Assign Learning.”

< Team Learning

Angela Carter's Team
Assign Learning

‘ Search by learners Q

Reports Direct reports Enrollments Current X Enrollment Status Enrollment Type Due Date Business Title | Department Business Unit

Record External Learning

3items Sort By Overdue, Most to Least Recent v H Learners | Learning Items

. . = Voluntary
DM Daniel Messerli leuureL luundr/ Due within 30 days

EAccounting Budget Specialist

. - Required Voluntary
ND Nickole Davison 1&“ ed 0” untary Due within 30 days

EBudget Analyst

Tamnora Rarkae Ranuirar Mehintans

7. Fillinrequired fields.
1. Assignment Type
a. Required
2. StartDate
a. Today or whenever you want your employee to start
3. Due Date
a. Required due date of training
4. Learning ltems
a. Picktraining from the pick list
i. Forthis example, | picked the required due date of 11/14/2025 and the
“State of Montana Procurement Cardholder Training.”

Assign Learning

Assi t details
.
Assignment Type Start Date
Qﬁquuired * ) ‘ - ‘ (1(0,:0/25 ) ‘

\____/

g
Due Dats
11E/134E,125 3 ‘ Context Segment - ‘
Learning4

Select a learning item Offering
State of Montana Procurement Cardholder Trainin, State of Montana Procurement Cardholder Traininy

\__________-/ @ 'f you don't select an offering, each learner can make their awn selection.

Learners
Assignee Selection Type
Person hd ‘ Person -
Required

Note to Learners




8. Assign “Learners.”
1. Under “Learners,” pick “Person.”
2. Starttyping your directreports in the adjacent box — if you have approval to assign learning
to this person, they will show up
a. Pickthe personyou wantto assign training to

Assign Learning | cancel |

Assignment details

Assignment Type Start Date

Required ‘ ‘ 10/6/25 ‘

Due Dat

1‘1711725 ‘ Context Segment - ‘
Learning items

Offering
State of Montana Procurement Cardholder Traininj

Select a learning item
State of Montana Procurement Cardholder Trainin,

@ I you don't select an offering, each learner can make their awn selection.

rners

Assignee Selection Type

Person ') M Berk \ ‘
Tamnera Berkas

NM

EAccountant

9. Click “Add” to add additional learners.

Learners

Tamnera Berkas %
EAccountant
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Add as many “Learners” as required.

Learners

‘—'—Add‘

Tamnera Berkas
EAccountant

Daniel Messerli
EAccounting Budget Specialist

Maia Zelenak
ESenior Accountant

Nickole Davison
EBudget Analyst

Tiffany Cox %
EPurchasing Specialist

Note to Learners

10. You may add your own text to “Note to Learners,” or a “Justification.”

11. Once all your fields are filled and your “Learners” are assigned, click “Assign.”

—

Assign Learning [ canca |
11/14/25 L] Context Segment -

Learning items

Select a learning item Offering .
State of Montana Procurement Cardholder Trainin; State of Montana Procurement Cardholder Traininy

@ 1 you don'tselect an offerng, each lsarer can make therr own selection

Learners

‘+Aﬂd‘

Tamnera Berkas %
EAccountant

Daniel Messerli

EAccounting Budget Specialist X
Maia Zelenak X
ESenior Accountant
Nickole Davison X
EBudget Analyst
Tiffany Cox

Y X

EPurchasing Specialist
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CONCLUSION: Your “Team Learning” dashboard allows you to look at assignments, status of
training, and due dates. For example, below is a small snippet of all the training I’ve required in
Financial Office:

< Team Learning

Angela Carter's Team

‘ Search by learning items Q

Reports Direct reports X Enrollments Enrollment Status | Enrollment Type = Completed Date Learning ltem Type  Department Business Unit Filters Clear (1)

32items Sort By Overdue, Most to Least Recent | i Learners ‘ Learning ltems. l
P Learners
State of Montana Procurement Cardholder Training 6

e . Learners
Communicating with Empathy 1 Due within 30 days

2018 Statewide Cyber Security Awareness Course Learners

Expected effortis 0.9 - 1h 6
N . . Learners

ADITSD HIPAA - Privacy Rules for Business Associates Course 1
ADSHR Ethics Training Course T
" P " : .. Learners

ADHR 2019 Harassment and Discrimination Prevention Training Manager 2
" P . : .. Learners

ADHR 2019 Harassment and Discrimination Prevention Training Employee )
ADITSD 2019-2020 Statewide Cyber Security Awareness Training Learners

Expected effortis 1.1- 1.1h 6

If | want to find out details of the “State of Montana Procurement Cardholder Training,” | click on
that training. You can see that only one hasn’t taken the training. | want to send an email to remind
them to take the training. Click the “Share” button, and it will bring up a new email to the person
and includes the subject. You will have to compose the body of the email.

< State of Montana Procurement Cardholder Training

‘ Search by learners (o}

Reports Direct reports X Enrollments Enrollment Status | Enroliment Type =~ Completed Date Learning Item Type Department Business Unit Filters Clear (1)

bitems Sort By Due Date, Oldest to Newest ~ |

— Completed Enrollment Status
6/13/24 Completed q
— Completed Enroliment Status
12/1/22 Completed q
Due Date Enrollment Status ”
= e i 7
Completed Enrollment Status
— 4/10/23 Completed <
Completed Enrollment Status
- 9/9/25 Completed <
— Completed Enrollment Status
1/4/21 Completed V
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