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MyTRAINING INSTRUCTION GUIDE

This guide is to be used as a resource for successfully completing training within the myTraining
training management system

LOGGING INTO MYTRAINING

To log into myTraining:

1. Loginto my.ufl.edu with your GatorLink Username and Password

2. From the Main Menu, navigate to My Self Service > Training and Development >
myTraining.

An additional method of logging into myTraining depends on whether you are a UF or UF Health
Shands employee. The steps listed below are specific for each group.

UF Employee

1. Access http://mytraining.hr.ufl.edu
2. Click the University of Florida button.
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3. Login with your UF Username and Password


http://mytraining.hr.ufl.edu/

UF Health Shands Employee

1. Access http://mytraining.ufhealth.org

2. Click the UF Health Shands button
N VRAININGE

learn » grow » achieve

SIGN IN

CREATE ACCOUNT

UF [FLORIDA

3. Login with your UF Health Shands Username and Password

If you do not meet the definition for either a UF or UF Health Shands employee, you would click
the Create Account button.


http://mytraining.ufhealth.org/

NAVIGATING THE INTERFACE

After logging into myTraining, you will see the myTraining Dashboard. The Dashboard is also
referred to as the Home page. The Dashboard contains the Banner and allows you to search for
and access learning activities, view your training transcript, complete evaluations, and access
help.
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Upcoming myTraining Downtime:

Saturday, November 20, 2021
from 3:00 pm to 9:00 pm

We apologize for the inconvenience!
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Self Drop Down

As a Learner, you will see the Self Drop Down button at the top of the
screen on the Banner.

If you click the Self Drop Down button, you will see a drop-down list that
displays several system functions.



When ready to leave myTraining, you must signout from your profile photo at the top right corner of the

screen on the Banner.
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My Team Drop Down

If you are a Manager in myTraining, you can access functions to help
manage training for those you supervise.

MY TEAM

Some examples are assigning training or viewing employee transcripts.

Administration Drop Down

If you are an Author, Training Administrator or higher in myTraining, you [ EIREY L RS
can access functions that allow you to manage activities and rosters,
plus other administrative processes.

On the right side of the Banner, you can search, open Vendor-supplied help, and signout of
myTraining by clicking on the drop down next to the imagine.
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No matter where you are in the system, clicking the myTraining Home logo on the corner of the
banner will take you back to the main Dashboard.
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Directly beneath the Banner is the News and Quick Links sections.

o Timeline. Use it to find, cancel, or start all assigned

P ——
e = training, current enrollments, or past due assignments.

Introducing new
Search. Use it to search the catalog for online or
features on the in-person training offered by UF and UF Health Shands.

myi'RAININGi“ .
Dashboard...

Activity Search Training Transcript Schedule / Calendar

The News section will display any new, important information relevant to you as a learner. For
example, this page may contain announcements, directions, or helpful links.

: Timeline. Use it to find, cancel, or start all assigned
e === training, current enrollments, or past due assignments.

Introducing new
Search. Use it to search the catalog for online or
features on the in-person training offered by UF and UF Health Shands.
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The Quick Links section allows you to access various tools and features in the system.

You can immediately search for your desired learning activities by using the Activity Search
button.

Activity Search Training Transcript Schedule / Calendar

Click the Training Transcript button to show a record of all your activity attempts and related
scores, if any. The Schedule/Calendar button displays a list of current training activities for
which you are registered, along with the status of each activity.

Activity Search Training Transcript Schedule / Calendar

System Tour Evaluations Guides & Help

The System Tour button provides access to a video that takes you on a tour of the myTraining
system.

Activity Search

Training Transcript Schedule / Calendar

System Tour Evaluations Guides & Help

Click Evaluations to access any pending evaluations you need to complete. The Guides & Help
button launches the myTraining Help page where you can search for UF-specific help resources.

Activity Search Training Transcript Schedule / Calendar




SEARCHING FOR LEARNING ACTIVITIES

You can search for learning activities by using the Activity Search button, the Search box on the Banner
or the Library icon. Any search function allows you to find an activity by typing in any part of its name or
activity code. For example, if you are looking for New Employee Challenge, Part 1, you can type in
“New”, “Part 1”, or “UF_NEO100".

Activity Search or Banner Search

1. Click the Activity Search button in the Quick Links section or the Search box on the Banner.
2. Enterin the search criteria into the Search textbox and click the magnify lens icon.

3. Search results will appear underneath.
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Library Search

1. Click the Library icon on the left side Banner

2. Choose either the UF or UF Health Shands libraries.
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TOPICS  FILTERS Full Library
All % Q

i 20 of 2083 resuls for "="

> UF Health Shands

All ®Watch & Read «3Listen Sort By: NametAToZ -
DOCUMENT
Pl 1Y 10 Minute Training: Summer Severe Weather Driving
[ 1 1| IS 15 & Eriet traiming lesson that provides valuable INTormETon on driving IN SUmiMer weather conditons.
wr Il UFHS_NSG_SummerDriving_OLT
o=

CURRICULUM

P/ |1 2015 Biologic and Chemotherapeutic Therapy for the Non-cancer Pediatric Patient
1T T MAY 2015 (NO CE Credit)
b\ /4 This course iz designed to provide nurses with the knowledge base needed to safely care for children and adolescents receiving ch...
il wi /3_Bio&ChemaTherapy OLT
T =
ASSESSMENT

r— % 2015 Inpatient Pharmacy Technician Competency Asszssment
.{é.



Once you have chosen the desired library, you will see all available activities displayed on the
right of the screen. Enter the search criteria into the Search textbox and then click the magnify
lens icon.

Click the X to the right of the Library title to show the filter options.

LIBRARY x

You can also filter the results to display only activities that meet certain parameters by clicking
the Filter button.
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COMPLETING TRAINING

There are various types of learning activities available in myTraining. The most common learning
activities are listed below.

Online Courses

A standalone learning activity that either contains an internal assessment or
does not include an assessment at all.

To launch an online course, click the three dots, then click Start.

ONLINE COURSE

he | HIPAA & Privacy - General Awareness il
1 The main focus of this training is health information; however, the same principles may be applied 1o all types of
-l Il uF_PRVEDD_OLT

@ | view Details

Curricula A curriculum is a package of multiple learning activities.
To launch a curriculum, click the three dots, then click Register.
CURRICULUM
F/ \Y Bedside Shift Report Process for 6 West RNs and PCAs
[ 1 1] ove communication between patients and stalf, standardize the shieaes
yr | Register
View Details
Take the components of the curriculum in the order listed.
ACTIVITIES DETAILS
Document
MANDATORY: Bedside Blood Glucese Monitoring with the Accu-Chek ®
Inform Il Glucose Meter 2017 PDF mg © Required by Parent
Assessment
MANDATORY: Bedside Blood Glucese Monitoring with the Accu-Chek ®
Inform Il Glucose Meter 2017 Quiz mg © Required by Parent
Instructor-Led An Instructor-Led course/class is a face-to-face learning event that will occur at
Courses/Classes a particular date and time. After registering, you will attend the class session at

the proper time at the indicated location.

To register for an Instructor-Led course/class, click the three dots, then click
Register.

COURSE: INSTRUCTOR-LED

» Introduction to Microsoft Teams
y This intraductery training is meant for beginners wha would like ta get their fest wet! Laam the basics af Mierosof
il UFTT L Register

View Details




Then, find the desired class session and click Add.

ACTIVITY REGISTRATION

COURSE: INSTRUCTOR LED TR

[ ?\ Introduction to Microsoft Teams
A UFJTT360_ILT # Uniimited

& Muttiple instructors @ 221. The HUB: Gainesville. FL

ACTIVITIES (1) : Select an activity

Filter: Seat Availability: Location: Start (MM/dd/yyyy):

End (MM/dd/yyyy):

| searc Q| | Avilable ¥ Live Webinar v g 020 \g [
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C?\ Introduction to Microsoft Teams
Wl UF_TT360.ILT 5 12/7/2020 9:00 AM EST

& Multiple Instructars @ Live Webinar, Live Webinar
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Lastly, click Register.
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Document

PDF files can be accessed in myTraining.

To open a PDF document, click the three dots, then click Start.

DOCUMENT
P/ N Acute Stroke Management 2017 (Neurosurgery)
A\ /4

Lear Jhjectives:1. Lin the "stroke alert” timeline 2. Demonstrate knowledy

17_PDF

seores
| View Details
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CANCELLING REGISTRATIONS

You can cancel your registration any time before an Instructor-led course begins. For online courses,
you can cancel any time.

Activity Cancellation

1. Access the activity you wish to cancel from your Timeline.

2. Click the down arrow next to the Start or View Details buttons.

3. Click Cancel Registration.

# | I VTRAINING SELF MY TEAM ~ ADMINISTRATION ~ Learning * | searc

b n TIMELINE

LEARN

2 Refresh | sortBy~

1

L UPCOMING

My Team
e % COURSE: INSTRUCTOR-LED
y Achieving Results

View Details
0 Cancel Registration
1 ONLINE COURSE
careersAtUF Add To Favorites
-

4. Confirm the cancelled activity no longer appears on your Timeline.
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COMPLETING YOUR TRAINING

After you attend an Instructor-led course, your attendance will appear in the myTraining system within
1-3 business days. Attendance is recorded immediately for certain UF Health Shands Instructor-led
courses.

Online Courses
1. Locate the online course in your Timeline and click the Start button.

2. Navigate through the course and take the final assessment, if offered.

After completing the course, you will see “Attended” on the Activity Description page. Record of your
attendance will also appear in your Training Transcript.

CHECKING YOUR TRAINING TRANSCRIPT

All activities that you have completed will appear in your Training Transcript whether you successfully
passed any included assessments or not.

EPORTTOPOF |

Viewn:

TRAINING TRANSCRIPT

Sebect a year or date range to filter completed training records. [—— -

RONDA CLEMONS MITCHELL

ACTIVITIES

Acthvity Start Date Complotion Date . Expiration Date Score Code Complation
Status

By default, transcript information is sorted by Completion Date. You can also sort the transcript
contents by any of the header categories.

You may also export the transcript data to a PDF file or print a hard copy if desired. The PDF file will
appear in a separate browser tab.

1. Click the Export to PDF button.
2. Click the File link.

3. Save and/or Print the displayed PDF file.
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TRAINING TRANSCRIPT

Select a year or date range to filter completed training records.

Data Banzawl

PRINT

View:

Standard v

SumTotal

To download a file, click the link.

F_il%
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TRAINING TRANSCRIPT FOR RONDA CLEMONS MITCHELL

List of completed activities
Username:
41839908

User number:
41839908

ACTIVITIES

Diploma Oniline Course:
Rule

Diploma Online Course:
Rule

Online Course
Diploma i
Online Course:
Introduction
Orline Course:

Orlline Course:

Awareness
Online Course:

i 'Jalnma ine Cot
Tr:

from 8/30/2016 to B/30/2017

E-mail:
null@sumtotalsystems.com

Activity

Identity Theft and the Red Flags

: Identity Theft and the Red Flags

myTraining Panner Program -

Careers at UF

HIPAA & Privacy - General

Physician Filling
Training for Residents & Fellows

Date

Start

8/29/2017
8/29/2017
8/29/2017
8/18/2017
6/15/2017
6/15/2017

6/1/2017

6/1/2017

Date
8/30/2017
8/25/2017
8/29/2017
8/18/2017
6/15/2017
8/21/2017

6/1/2017

6/1/2017

Descending ‘COmpletion  Expiration

Date

Score

Estimated
Credit
Hours

Code

UF_PRVBO5_OLT
UF_PRVB05_OLT
UF_PRVB05_OLT
UF_MTP100_OLT
UF_PSTOS8_OLT
UF_PRVS00_OLT
UF_PBCB01_OLT
UF_PBCB01_OLT
UF_PBC801_OLT

UF_PBC801_OLT

Completion
Status

Attended
Attended
Attended
Attended
Attended
Attended
Attended
Attended
Attended

Attended
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COMPLETING EVALUATIONS

As part of our continuing desire to improve training at UF/UFHealth, you will receive a request to submit
an evaluation after each learning activity you attend.

You will receive these requests via email. You can also directly access an evaluation by clicking the
Evaluations button on the Dashboard.

Dashboard Evaluations
1. Click the Evaluations button.
2. Click the Start button next to the evaluation request you wish to answer.
3. Answer all the questions in the evaluation.

4. Click Submit.

® Timeline. Use it to find, cancel, or start all assigned

e = training, current enrollments, or past due assignments.

Introducing new
Search. Use it to search the catalog for online or

features on the in-person training offered by UF and UF Health Shands.
myi'RAleoi“ R ¢

Dashboard...
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LEARNING ACTIVITY EVALUATIONS

This is a list of all evaluations assigned to you. Select from the View list to see pending, expired, and completed evaluations.

Search: Help View:

@ Pending evaluati

Evaluation Name . Activity Name Code Due Date

UF Physician Billing Compliance CME Evaluation Physician Billing Compliance Training for Clinical ~ UF_PBC805_OLT 9/1/2017
Faculty (1.1)
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11. Additional comments/explanations:

Great course.

12. How can this program be improved? (Please list both strengths and weaknesses.)

13. Based on your educational needs, please provide us with suggestions for future program topics and formats.

Offer more frequently.

FINISH LATER

Completing evaluations via email

1. Open the evaluation request message within your email application.

2. Click the evaluation link found within the email message.

RAININGT™

learn » grow » achieve

Hello, Ronda Mitchell.

You recently completed UF_MPP100_OLT myTraining Partner Program - Introduction, a training provided by the University of Florida. Your
feedback is valuable. Please complete the evaluation for this training by 9/3/2017.

Click here to complete your evaluation.

Please note that all feedback you provide is anonymous.

This message was automatically delivered by myTraining notification services,

NOTE: myTraining is a shared training management system between UF and UF Health. "SumTotal" is the vendor for this platform and
"myTraining" is the brand name chosen by UF and UF Health. Because this system is cloud-based, some links in automated notifications such
as this one will not include "ufl.edu.” If you are concerned about your cyber security and do not wish to leverage the functionality of this
notification, you can access the myTraining system in two other ways:

1. Visit http://mytraining.hr.ufl.edu

2. Log in to myUFL. Click Main Menu > My Self Service > Training and Development > myTraining

3. Loginto myTraining to access the evaluations page.

4. Complete the evaluation and click the Submit button.
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PRINTING DIPLOMAS

Certain learning activities that you have successfully passed will provide access to a diploma
that you can print if desired.

1. Click the Training Transcript link in the Quick Links section
2. Locate the activity that contains the diploma (you may need to scroll)
3. Click the Diploma icon

ACTIVITIES
Activity Start Date Completion Expiration Date Score Estimated Credit Code Completion
Date v Hours Status
Online Course: Identity Theft and the Red Flags Rule 8/29/2017 8/30/2017 UF_PRVB05_OLT  Attended

4. Confirm the correct information appears in the displayed diploma

5. If you wish to print or export the diploma as a PDF file, click either the Print or Export to
PDF button. (If you don’t wish to print the diploma, click the Close button)

| PRINT ” EXPORT TO PDF ” CLOSE l

IMTVTRAINING?

J learn » grow » achieve
The University of Florida recognizes
Ronda Clemons Mitchell
for the successful completion of
Identity Theft and the Red Flags Rule

8/30/2017

UF [FLORIDA
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