Mississippl Management and Reporting
System

Department of Finance and Administration

MMRS Training Materials

8205 | LSO - SPB Sexual Harassment Effective Date: 11/30/2016
Awareness & Prevention Online Version: 1
Course




8205 LSO - SPB Sexual Harassment Awareness & Prevention Online Course V1 11/30/2016

Contents
Overview
Magic Portal Logon Information

Book Online Courses

Page 2 of 12



8205 LSO - SPB Sexual Harassment Awareness & Prevention Online Course V1 11/30/2016

Overview

Online training courses allow employees flexibility and convenience of completing a course at
their convenience. The SPB Professional Development Online Courses require completion of a
test and survey at the conclusion of the course, while other online courses do not have that
requirement.

Magic Portal Logon Information
The website address used to access MAGIC is: https://portal.magic.ms.gov/irj/portal.

Note: If you have difficulty with viewing the training course, please review MAGIC
Technical Reguirements on the MMRS website for compatibility issues.

If you have problems with your user ID or password, call the MMRS Call Center at 601-359-
1343. Select Option 1 (Security), Sub-option 1 (MAGIC).

Having password problems? Please
\» L dlick on this link for help...

‘mr' Aeopuranity Sysen B Goemmeet fomaion 2

User*

Password *

MAGIC is the Mississippi Accountability System £ogoy
for Government Information and Collaboration.

If you need access oradditionalinformation
please gotothe below website.
http://www.dfa ms gov/dfa-offices/mmrs

Once you log into MAGIC the following screen will appear.
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Log off

History Favorites View Help Welcome: Katie Womack

- E E = E = E E :

Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir s

Overview Universal Worklist Identity Management

Home > Overview Full Screen

MAGIC Information
<<< PRE PROD >>>

Asset Transfer Enhancement

Posted on Tuesday, July 21m 2015 at 10:30 am

When using T-Code ZFAA_SAGY, MAGIC will now
allow you to transfer more than 10 assets at a single
time. Click here for additional information.

To view previous MAGIC information, please review
the list on the MAGIC webpage.

If you are a state employee or contract worker and
would like to receive MAGIC Information via MASH,
send a request to: mash@dfa.ms.gov with

"MAGIC Email Request" in the subject line. You will

only need to send one email to be added to the v
email group and will receive the updates via email

< >

Book Online Courses

Note: All steps must be followed in order for successful completion of this course.
Failure to do so will result in a Course Grade of Failed/Incomplete!!!

Your Action... System Response...
1. Select the Employee Self Service tab. The Employee Self-Service > My Training
screen will appear.

.V‘ ;:u‘ H l |)' Mississippi Accountability System for Government Information and Collaboration Log off

History Favorites View Help

Welcome: Katie Womack

g 3
= - E E E E E E = =2 F
Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Training Coordinator Gentral Training Admit

My Training ~ Manager Seff-Senice  Reports

> Wy Training

A Messages and Notes il

Find

There are no messages or noles for you
| Search Term | ]

| Extended Search |

Qualifications Profile

My Current Training Activities |
My Learner Account Al (0)
= My Training Adiivifies
« Ny Approval Requests Your current training activities in summarized format.
= MyTranserpt Course .7 Delivery Method .7 Schedule .7 Location .7 Learning Progress LT Stant
= Course Prebookings
‘The table does not contain any entries
®  Favorites

Setiings
Refresn

Course Catalog

Finance and Administration
Catalog

Dept of Human Services
Catalog

Catalog
= Public Emplovees Retirement
Sys. Catalo
State Personal Board Catalog

©2007 by SAP AG
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Your Action...

System Response...

2. Select the Course Catalog tab.

The Course Catalog (Overview) will appear.

Vit |

History Favorites

-

Home Employee Seff-Service

My Training
Employee Self-Service > My Training

= Information

= Training Admin/Coorginator 2

Find

| search Term

Extended Search

My Learner Account

Wy Training Activiies
by Approval Requests
My Transcript

Course Prebookings
Favorites

Qualifications Profile
Setings

Course Catalog

= Finance and Administration
Catalog

= DeptofHuman Senices
Catalo

= 143 Development Authority
Catalog

= Public Emplovees Retirement

Stal 2l Board Catalog

View Help

= = =
SRM WebGUI

External Leamer General Applications

Manager Self-Service  Reports

Course Catalog (Overview)
Top-Level List | Hisrarchy Display

Dept of Human Services Catalog

AGING AND ADULT SERVICES
CHILD SUPPORT SERVICES

CHILDREN AND YOUTH DIVISION

CLASSES OPENTO ALL DHS EMPLOYEES
COMMUNITY SERVICES DVISION
ECONOWIC ASSISTANCE OFFICE

EAMILY AND CHILDRENS SERVICES
PROFESSIONAL DEVELOPMENT

SOCIAL SERVICES BLOCK GRANT DIVISION
SUPPORT SERVICES DIVISION

YOUTH SERVICES OFFICE

ms nt Authori

PROFESSIONAL DEVELOPMENT

State Personal Board Catalog

Mississippi Accountability System for Government Information and Collaboration

=

Analytics

= = [ =

Training Administrator

Log off

Welcome: Katie Womack

HR Administrator Training Coordinator Central Training Admit

Full Screen

Finance and Administration Cat

ACCESS CHANNEL FOR EMPLOYEES

COGNOS

DFA MRS STAFF ONLY.

DFAIOPT-PURCHASING & TRAVEL
ENIE

ICS CLAsSES

IMAGE 2000

MAGIC

WAGIC END USER TRAINING

MATAICONTRACT AWARD

MERLIN

1S ENTERPRISE LEARNING MGHT SYS

NEOGOV.

PAYMODE

PROFESSIONAL DEVELOPMENT w

PROGRAMMING

PROTEGE

SAAS

SPREADSHEET
STIMULUS 360
WEBPROCURE

Public Retirement Sys. Caf

AGENCY SPONSORED COURSES
PROFESSIONAL DEVELOPMENT

Your Action.

System Response...

3. Select the State Personnel Board
Catalog.

The Subject Area State Personnel Board
Catalog screen will appear.

G-3I8
AL ALY l'ﬁ
4 Back History Favortes View Help

r - — -
= = =

SRM WebGUI

Mississippi Accountability System for Government Information and Collaboration Log off

‘Welcome: Katie Womack

cC cC ~ = =

HR Administrator

Home Employee Self-Service External Learner General Applications Analyties Training Administrator Training Coordinator

My Training ~ Manager Self-Service  Reports

Senice > My Training

Find ~ Subject Area State Personal Board Catalog

| Search Term Course Catalog. > State Personal Board Catalog

Extended Search

Assigned Subject Areas

ed to

My Learner Account
Subject Area ¥

My Training Activities

ADMINISTRATIVE SUPPORT CERTIFICATION PRO
Wy Approval Requests

AGENCY SPONSORED COURSES

® My Transcript
= Course Prebookings BASIC SUPERVISORY COURSE
- Favortes (CERTIFIED PUBLIC IANAGEMENT PROGRAI

Qualifications Profile
= Sefiings

HUNAN RESOURCES CERTIFICATION PROGRAN

PROJECT MANAGEWENT
SPB ONLY

Course Catalog

Finance and Administration
| - L

= Dept of Human Senvices TS

Catalog

1S Development Autharity. igned to

Catalog

Public Emplovees Retirement Gourse

Sys Calalog

«  State Personal Board Catalog

Delivery Method

SPB COMFERENCE TEST Conference
Susans School

TEST CONFERENCE DELIVERY METHOD Conference 4
©2007 by SAPAG < >

Course Program

<« >
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Your Action... System Response...
4. Select the Professional Development The Subject Area Professional
under Assigned Subject Areas. Development screen will appear.

I'l ;I'l-‘. H [ Ij] Mississippi Accountability System for Government Information and Collaboration Log off
History Favorites View Help Welcome: Katie Womack

r‘ T/ - - - - v

g — = E = = = = N E

Home Employee Sell-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Training Coording -

My Training Manager Self-Service | Reports

FHUPESSIUNALISI M 1NE WURRFLALE WG 1y

Navigation E] ~ PROMOTE/MAINTAIN RESPECTFUL WORK ENVIRON Instructor-led Training ~
I PROTECTING YOUR AGENCY'S ASSETS Instructor-led Training
Irsining fiome PSCRB RULES AND REGULATIONS UPDATE Instructor-led Training
*  pformation QUALITES OF A SUCCESSFUL MENTOR Instructor-led Training
= Training Admin/Coordinator RESPONDING TO A CHARGE OF DISCRIMNATION Instructor-led Training
RIGHTS & RESPONSIBILTES Instructor-led Training
Find STUATIONAL L EADERSHIP Instructor-led Training
I:| STRAGETIC PLANNING AND GOAL MGMT 101 Instructor-led Training
STRATEGICALLY NETWORKING Instructor-led Training
SUCCESSFUL TEAM MEETING Instructor-led Training
SURVIVING CRISIS Instructor-led Training
Lo e Emmi TEAM BUILDING: FINDING THE “I" N TEAM Instructor-led Training
o My Training Activiies TELEPHONE ETIQUETTE ONLINE COURSE Instructor-led Training
= My Approvasl Reguests TEST ONLINE COURSE Static Online Training
® My Transcript ITHE 7 HABITS OF HIGHLY EFFECTIVE PEOPLE Instructor-led Training
®  Course Probookings o THE ACCIDENTAL PROJECT MANAGER Instructor-led Training
: %‘m Frofie THE PUBLIC MANAGER'S LEGAL TOOLBOX Instructor-led Training
F— THE VALUE OF ETHICS I THE WORKPLACE Instructor-led Training
THE WEB OF ADA FNLA, AND WORKER'S COMP Instructor-led Training
TRAMNNG NETWORKING MEETING - MAY NTG Instructor-led Training

Course Catalog UNDERSTANDING DIFFERENT MGMT STYLES Instructor-led Training v

= Finance and Administration ~ < | »

Catalog

TS

Your Action... System Response...
5. Select the Sexual Harassment Awareness | The Online Training: Sexual Harassment
& Prevention Online Course. Awareness & Prevention screen will
appear.

:‘- ;‘7 ﬂ [ | Mississippi Accountabity System for Government Information and Collaboration

| Log on|
History Favorites View Help Wieicome: Katie Womack
Home Employee Selt-Service Extemnal Leamer SRM WebGUI General Applicalions Analytics Training Administrator HR Administrator Training Coordinator Central Training Administrator Biling Adminisirato ¢

My Training  Manager Sef-Senice | Reports

My Training Ful Scree

Havigation [F] A oniine aining : sexuaL 8 3 1~

o faiog > Staie Personal Board Calalog > FROFESSIONAL DEVELOFUENT > SEXUAL HARASSUENT PREVENTION

Training Home.

Infermaien The reaults of the prerequisites check indicate that you can bogk this course. For more informatian on the "Baok on this page.
ainng ddmiCoordinator

Descrption
Fina SEXUAL HARASSUENT AVVARENESS AH0 PREVENTION
1 Search Term
[ Esiens Searcn r——
s for i coursz 16 M, maimum 120 Weutes) Toe colrse i avaiabie e e Booking date urt 04232817
My Learner Account
= ity Tromnn Actites fee
. S—
R — Fres o Charge
- Courss reseotings
* Emones
= Cumtcansns profie Course Languages Avaiabie
o g
Course Catalag.
Links to More Information
Rppp—
Comog + 8205150 578 Protessons Deveionen
- Deptatumen e
. sboment Autioc
Hook

The resas of he prevequisies check indicate ihal you can bosk this course

22007 by SAF AG v

< >
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Your Action...

System Response...

6. Select Book this Course.

The “Do you want to book this course?” box
will appear.

Message from webpage

e

:I Do you want te boek this course?

| oK

| | Concel

Your Action...

System Response...

7.

Select OK. (You may need to “Refresh” the
screen.)

The Start Course Now screen will appear.

I‘u ;“_: H [ mississioni Accountabilty System for Government Information and Collaboration

Hslory Favorites View Help

Emplayee Seif-Service External Learmnes SRM WebGUI General Appications Analylics Training Admin

My Training ~ Manager Seff-Service | Reports

Training Home Deseription

2 s Icensed from 1072572016 s 04232017,

| Log o

Weicome: Katie Womack

| v
strator HR Administrator Training Coordinator Central Training Administrator Billing Administrator 4 d

Your Action... System Response...
8. Select Start Course Now. The Course will begin.
9. Once slide 23 has been completed, there The Sexual Harassment Awareness And

will be a required Sexual Harassment Pre-

Quiz.

Prevention Results will appear.

Page 7 of 12



8205 LSO - SPB Sexual Harassment Awareness & Prevention Online Course V1 11/30/2016

o Sexual Harassment Awareness And Prevention (15:31 / 29:50)
MISSISSIPPI

Results
Menu Notes
Your Score: 100% (30 points)
Passing Score: 80% (24 points)
b v/ Result:

25. Retaliation .
26. Grievances, Complaints, ... / Congratulations, you passed.

27. State Grievance Policy

-

28. State Grievance Process
29. Chain of Command ksues
30. Appeals with the Employ...
31. Equal Opportunity Empl...
32. EEOC Complaint Proced...

33. EEOC Determination Review Quiz
34. Review

35. Sexual Harassment QUIZ

-

36. Completion

37. Survey - 1% -

Your Action... System Response...
10. Select FINISH. The remainder of the course will begin.
11. Once the Course is concluded, you must The Results screen will appear.
complete the Sexual Harassment Quiz.
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. . = Sexual Harassment Awareness And Prevenfion (27307 Z5:50]
@8 \[SSISSIPPI
B8 ik i rsonniL BoAR:
Results

Menu Notes

Your Score: 100% (50 points)

Passing Score: 80% (40 points)

Result:

/ Congratulations, you passed.

Note: Even though this screen displays the results of your quiz, you have not yet
finished all the requirements for completion.

R R R

Your Action... System Response...
12. Select Finish. The “Click here to take the survey” screen
will appear.
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Sexual Harassment Awareness And Prevention [29:47 / 29:50)

AISSISSIPP
08 MISSISSIPPI
Menu Notes

A required step in receiving credit for this course is to
complete the é question survey found at the link below.
PLEASE NOTE: all steps in the instructions “8205 LSO-SPB
Prof Dev Online Course” must be followed in order for
successful completion of this course. Failure to do so will
result in a course grade of Failed/Incomplete.

After the survey has been completed, the next steps are
to click "DONE", close the survey screen, and then click
' “LOG OFF” in the lower right corner of this screen.

!Click here to take survey

37. Survey - ‘“ > o
Your Action... System Response...
13. Select Click here to take the survey. The Survey screen will appear.
14. Select Done after the survey has been
completed.
15. Close the Survey Screen. The “Click here to take the survey” screen
will re-appear.
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B8 MISSISSIPPI

Menu HNotes

Sexual Harassment Awareness And Prevention (29-47 / 25-50)

A required step in receiving credit for this course is to
complete the 6 question survey found at the link below.
PLEASE NOTE: all steps in the instructions “8205 LSO-SPB
Prof Dev Online Course” must be followed in order for
successful completion of this course. Failure to do so will
result in a course grade of Failed/Incomplete.

After the survey has been completed, the next steps are

to click “DONE", close the survey screen, and then click
' “LOG OFF” in the lower right corner of this screen.

Click here to take survey

37. Survey =

v

>

[seings] [ o] [ | [oaor]

Your Action...

System Response...

16. Select Log Off.

The “Start Course Now” screen will appear.

17. Review the Completion Status near the
bottom of the screen.

One of these messages appears:

“The course was passed successfully, but it
has not been set to ‘completed.'” or

“The course was not passed successfully.”

If you receive the message:

“The course was_passed successfully,
but it has not been set to '‘completed,’ you
will then follow the remaining instructions.

If you receive the message:

“The course was not passed
successfully,” choose Cancel when asked
to confirm participation. You will need to
retake the course at this point.
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Log off

History Favorites View Help

Welcome: Katie Womack

— ¥ — - ~ — — — »
Home Employee Self-Service External Learner e-Grants General Applications Training Coordinator Course Administration Training Administrator Centi -

My Training Manager Self-Service | Reports

Employee Seli-Service = My Training Full Screen
Navigation E] ~ ~
g b Booking Date 101252016
- Course is licensed as of 101252018
Training Home
Course is icensed unti 110412016
—— First Accessed on 1012572018
= Traning Admin/Coordinator PR .
ast Accessed on
Total Compietion Time to Date 46 Minutes
Find Wax. Number of Accesses 0003
Current Number of Accesses 0002
Objectives Achieved 100.00%
Extended Search peciives Achiey
Completed Learning Objects 100.00%
Completion Progress 100.00%
My Learner Account Current Status. 100.00%
Completion Status The course was passed successfully, but it has not been set to ‘completed..
= My Training Activilies
= iy Approval Requests
= My Transeript
= Course Prebookings Confirm Participation / Set Course to 'Completed"
= Favortes
= Qualiications Profie You have successfully passed the course; please select the link below to Confirm Participation and Set Course to Completed. Selection of this fink il upload the successful course completion to your transcript
T E— o Confirm Participation / Set Course to ‘Completed'
= Seftings
Start Course
Course Catalog
X Start Course Now v
= Finance and Administration
Catalog
= Dept of Human Services v < >
Catalog
L S ———

Your Action... System Response...
18. Once you have passed the course, select The “Do you want to confirm participation in
the Confirm Participation/Set Course to this course?” screen will appear.
Completed link.

Message from webpage [ S

I Do you want to confirm participation in this course?

| ok || Cancel

Your Action... System Response...
19. Select OK. The system will update this screen with
“Your participation in this course has been
completed” and will change the Completion
Status accordingly.

The course will be added to the employee’s transcript during an overnight process.

NOTE: If the employee does not pass the course, they may retake the course. The employee
will have three (3) opportunities to complete the quiz. If the employee does not pass after the
three (3) times, they will be required to re-register for the course and start over.
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