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Registering
Your Device



JoStevens
Sticky Note
Should I remove the page numbers on the header pages?


Register your device with Cornerstone

From the home page in
the VTrans Learning
Management System:
1) Click on the Settings
icon and
2) select 'My Account'

&
TRAINING CENTER

My Account

Home Learning ILT Certification Reports Content Admin My Te|

Help

Log Out

TTC) team is dedicated to your professional growth and to
vant training. Invest in your career and explore learning
wledge base.

We encourage feedback on course offerings, click on the '‘Contact Us' button below to send us
suggestions.

VIransesss G

u TRAINING CENTER

Home Learning ILT Certification Reports Content Admin My Team Integration Suite Classes/Resources

" My Account Preferences

MY PROFILE TRANSCRI Preferences Options ¥

My Training | & Preferences

q s Jo Stevens
Maintenance & Ops Bureau

Financial Manager Il
D ‘ Devices

Settings

3) Click on ‘Devices’.

On Vacation

{Change your status to Out of Office if you'll be away on an extended leave)

Select Signature

S Ghenens ¥

Cancel Save
- 0000000000000 ] [
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Add Device

U
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Home Learning ILT Certification Reports Content Admin My Team Integration Suite Classes/Resources
H 1 H H
« vl 4) Click on ‘Add Device

Devices

x Preferences
Register your mobile phone, tablet, or computer by clicking "Add Device™. Registering your device will allow you to log into the Cornerstone

® } desktop/mobile app with your unique PIN.

“ Social

Click the Disconnect button if you want to deregister your device. Please note that you will no longer be able te log into the Cornerstone app using a
I D | PIN from this device unless the device is re-added.
Devices

5) Name your device

6) Enter a 5-digit code that you will remember
(such as an employee ID or zip code)

7) Then click ‘Next'.

This window will pop up:

Add Device

Please follow the steps below to complete the registration process of your device. Please
keep this window open until your device has been registered.

Enter a name for the device associated with this registration, e.g. "My iPhone”.

Device Name

Enter a 5-digit numeric code for your PIN.

PIN




Add Device

8) Follow the instructions on the
‘Add Device’ screen (highlighted in
the example to the right).

Note: You may want to leave this
window open or print the screen for
the next step — you will need this
information to enter when
downloading the Cornerstone
Mobile App.

PN 05602

9) Then click ‘Close’ when finished
with this screen.

Continue to the next page for

instructions on loading the app on
your mobile device.




Downloading
the

Cornerstone
Mobile App




CORNERSTONE MOBILE APP
DOWNLOAD

il Verizon = 9:19 AM

_-l" & Monday
©) e
Settings Calendar Clock App Store

‘: Begin by opening up the ‘App Store’.
Tap the icon on your iPhone™*.

B GooglePlay  searcn [ a |
Cate

& Apps

‘ My apps
Shop

visit https://play.google.com/ to
aeacdsed download the app to your phone/device.


https://play.google.com/
https://play.google.com/
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Featured r—

Tap on the
'‘Search’ icon.

See All

SpotAngels -
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Hanx Writer
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. Cornerstong O
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Using the keypad, type
In 'Cornerstone’ to
search for the app.
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Select
'‘Cornerstone Mobile'
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Cornerstone
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Cornerstone OnD...

Tap on
‘Install’
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Cornerstone
) Mobile™
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You can tap on 'OPEN'
here or go to your home
screen where the
Cornerstone Mobile

) icon will be after the
= app finishes
" downloading.
Cornerstone
Carnarstone CECL
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Top Charts Search

I
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ull Verizon 2 8:17 AM R 79% @) 4

Settings Calendar Clock App Store

6 Open the Cornerstone
App to complete

Cornerstone

registering your device.

Log In with Credentials

Log In with SSO

Tap on ‘Register Device’.

Register Device

Enter the information saved from
your screen in steps 8 and 9 of
Registering Your Device (reference
page 6 of this instruction manual).

Portal (your organization) Portal: Vermont

Device key: system
Device Key generated

PIN: The 5 digit code
PIN you selected

Then tap on ‘Register’.




= Dashboard

— Dashboard

open to the dashboard O 0 =
(see images on the left) Pending Trainings Due i
the first time you set up. Approval So0n

* You will automatically

You have successfully

registered your device.
‘Using the Dashboard’
instructions continue on

O

Trainings Due Soon

page 12. Search For 2
 On the next page you Training . . @

will see what the screen Depending on settings,

looks like when you your dashboard may look

like either one of these

th th t
open the app the nex mages.

time and instruction to
log in with your 5 digit
code.

Search For Training



JoStevens
Sticky Note
Do I need to re-work this section below?


Tap on the three lines.

= Dashboard

0 0

Pending Trainings Due
Approval Soon

Search For Dashboard
Training

Team

\ Transcript

Approvals

Options
{:O} Settings

[:—i Sign Out

This will open up
the menu and
you can tap on

‘Sign Out'.

TRAINING CENTER

Open the Cornerstone
Mobile App on your device.

=

TRAINING CENTER

Log In with Credentials

Log In with SSO

|
Log In with PIN

‘ Y

Tap ‘Log on with PIN’.

Train

Register Device

TRAIN\NGCENTER‘ Using the number

keypad, enter

your 5-digit PIN.
my iphone (This is the 5-digit
code you selected
Enter PIN . .

Selelerel When registering

your device.)

13



Each time you log in, a disclaimer will display:

The VTrans Learning Management System Mobile App, allows training
that can be requested, assigned and completed from smart phones and
tablets anytime, anywhere. By using this system, you understand and
agree to the following terms:

| have read and understand the State’s employee overtime and
electronic communications and internet use policies, including, but not
limited to, State Policies 11.2 and 11.7 and, additionally, State Policy

5.6. By using the Cornerstone Mobile App, | understand and agree to

the following terms:

» | will only access for a legitimate business need.

* | will not share or disclose information in any manner or for any
purpose that is not specifically required for the performance of my
official duties.

» | will ensure that any information | access is stored in a secure
manner that reasonably protects it from unauthorized access.

» | will not use any information for my personal benefit or for the
unauthorized benefit of any person or entity.

* | will not share my assigned login or password without express
written direction from the Department of Human Resources, and
understand that unauthorized disclosure will result in immediate
revocation of system access.

* | understand that violating the State’s conduct or confidentiality
policies and/or compromising the security of the system may result
in disciplinary or corrective action, up to and including dismissal from
employment.

The VTrans Learning Management System
Mobile App, allows training that can be
requested, assigned and completed from smart
phones and tablets anytime, anywhere. By using
this system, you understand and agree to the
following terms: | have read and understand the
State’s employee overtime and electronic
communications and internet use policies,
including, but not limited to, State Policies 11.2
and 11.7 and, additionally, State Policy 5.6. By
using the Cornerstone Mobile App, | understand
and agr nl
accesz ScrO” down. W>i/||
not sha anner
or for any purpose that s not specifically
required for the perfornfance of my official
duties. 3. | will ensure tifat any information |
access is stored in a sefjure manner that

reasonably protects it flbm unauthorized access.

4. | will not use any infofmation for my personal
benefit or for the unautfjorized benefit of any
person or entity. 5. | wilBhot share my assigned
login or password with&Ut express written
direction from the Department of Human
Resources, and understand that unauthorized
disclosure will result in immediate revocation of
system access. 6. | understand that violating the

Ctatn’ec ~AanAdiirt Ar ~Aanfidantialihg naliciac and/Ar

Disclaimer

Disclaimer

nications and internet use policies,

1g, but not limited to, State Policies 11.2
"and, additionally, State Policy 5.6. By

1e Cornerstone Mobile App, | understand
ree to the following terms: 1. | will only
for a legitimate business need. 2. [ will
re or disclose information in any manner
ny purpose that is not specifically

d for the performance of my official

3. 1 will ensure that any information |

is stored in a secure manner that

ably protects it from unauthorized access.
not use any information for my personal
or for the unauthorized benefit of any

or entity. 5. | will not share my assigned

- password without express written

in from the Department of Human

i Tap on ‘Continue’.

acCcess, o Turae
conduct or confidenf§ality policies and/or
ymising the security §f the system may
1 disciplinary or corrfictive action, up to

luding dismissal frorl| employment.

Continue




Turning on
Notifications




= Dashboard
— Settings

Click on the 0] 0] Make sure that

three lines to g frainings bue ‘Notifications’
open the ] is turned on by
main menu. i = Dashbos checking the

m Q Search bOX to the Application Information >
4 right.

Search For

From the Training Dashboard C

Main Menu, ApETe This will allow

tap on E for reminder

‘Settings’. Transcript aIerts_ On_ Notifications
pending items i

ot and notify

Train Supervisors or

{c} setings Q Managers that

. employees

have trainings

that need

approval.

Approvals

Options




Using the
Mobile App
Dashboard




/ = Dashboard — Dashboard

When you enter your 5 digit PIN, and

you accept the disclaimer by selecting e =
‘Continue’, you will be directed to the 0 0 5
‘Dashboard’. This is a home page that Pending Trainings Due

will alert you to any training due or any Approval Soon

pending approvals for those who are O
approving training. Trainings Due Soon
Note the 3 lines in the upper left hand
corner of the screen. By tapping on S

these, a menu will display on the left

hand side and you will be able to select

options from there. Search For Training




Tap on the Menu
icon which are the 3
lines in the upper
left hand corner.

= Dashboard

O

Pending
Approval

=

Search For
Training

O

Trainings Due
Soon

ZANN

The selections to choose from are:

* Dashboard - your ‘home page’

e Team - your group that you are
assigned to with your
manager/supervisor

* Transcript - active and
completed listing of your
training

e Approvals —only visible to
Supervisors, Managers and
designees

e Settings

e Sign Out

We will review each of these
functions on the next few slides.

This is what the menu looks like:  Managers and
Supervisors will
N OWEIRERIEE g/so see an

m Q Searc Approvals’

selection:
Dashboard Q

()

Qo Dashboard C
(m]m] Pend
Transcript Apprc
22 -
3 Transcript
Options Approvals
. Searct
{:0:} Settings Bl Train
@ Settings .
| : Sign Out Q

[j—) Sign Out

TRANING CENTER

TRAINING CENTER



Dashboard:
My Team




Tap on ‘Team’

/ ‘) Search

D' 'shboard

Transcript

Approvals

Searct
Train

Settings
- 3

E:—> Sign Out

Options

TRAINING CENTER

Your Team will display.

If you find any subordinates or your
reporting manager/supervisor is not
correct — please notify Human
Resources to report the information.

This data comes from the State of
Vermont VTHR system and needs to be
corrected through Human Resources.
AOT Human Resources

Tap on the Menu icon to return to the
main menu.

MaryAnn Borland
Bus Application Support Spec

Tammy Kelley

Administrative Srvcs Cord |

Gretchen King

Administrative Srvcs Cord |

Christine Hetzel
VTrans Training Ctr Prog Mgr



mailto:AOT-HumanResourcesStaff@vermont.gov?subject=VTHR%20data%20-%20correction%20needed

Dashboard:
Transcripts




Your active training will

Tap on “Transcript’ appear. Tap on the 3 dots in Tap on ‘Completed’
the upper right corner.

eeeeC Verizon =

Q = Dashboa

\Q Searckh
—

Dashboard

VTrans Leadership Institute Active
Status: In Progress
A VTrans Users - Browsing For :
iy

- | Training > Completed
Status: In Progress

<3} Transcript

Approvals

Options

Searct
Train

Settings
- e

E:—> Sign Out

TRAINING CENTER



You can view all your
training that is in
completed status here
by scrolling through.

When you want to
return to the ‘Active’
training you can tap on
the 3 dots in the upper
right hand corner.

When you want to
return to the ‘Main
Menu’ you can tap on
the 3 lines in the upper
left hand corner.

Return to
Main
Menu

(o

Dashboard

Transcript

Approvals

Options

{0:} Settings

E:é Sign Out

VTrans Users - Validating
Your Profile And Transcript
Status: Completed

Effective Performance
Status: Completed

Mandatory EEO Training for
Supervisors & Managers
Status: Completed

Interviewing & Hiring
Status: Completed

Managing Under the
Contract Part |
Status: Completed

First Aid CPR AED
Status: Completed

Select
‘Active’
Training

C

Active

Completed




Dashboard:
Approvals




Next, we will go over
‘Approvals’ for Managers,
Supervisors, or designated
Approvers.

There are a couple different
ways to view them. The first
is to go from the Main Menu
and select ‘Approvals’.

The notification that shows
you there is a pending
approval is in the upper left
corner of this screen. The
number inside the red circle

indicates how many items are

waiting for your action.

On the Dashboard, the
number in the ‘Pending
Approval’ box indicates the
number of approvals waiting
for your action.

Tap on ‘Approvals’

.
()

Dash »oard

Trénscript

Approvals

Options
(:O:} Settings

[:—> Sign Out

TRAINING CENTER

= Dashboa

O

—

 Search

Pend

Apprc

Searct
Train

Or from the Dashboard, tap
on ‘Pending Approval’.

= Dashboard

Pending
Approval

Search For
Training

O

Trainings Due
Soon

ZANN




This screen will appear and
you will tap on the >’ on
the right hand side.

< Details

Computer Basics
Status: Pending Approval

u 5 Computer Basics

y Tammy Kelley
| Date Requested: 11/21/2017 > mma COMPUTER BASICS

v Approve ™ Defer X Deny - Instructor: Joseph Leclair
(Primary)

Start Date: 12/13/2017 3:30 AM
EST

End Date: 12/13/2017 9:30 AM
EST

Location: VTTC Extension
Building Computer Room

From here you can view the
details of the requested
training by tapping on the >
again on the right.

4




Once you are
done reviewing

the training o

information, u - Computer Basics

you may

approve or 2 _?. gitrz r;zq:f:sllsgz 112172017
deny the > npprove P Defer & Deny

training from
here. Just tap
on the
corresponding
action.

Approve

The next

screenis a

comments

section.

This is an 3000 characters left
option, Clear Submit
however, we

recommend

leaving a

comment

when denying

a training.

When

completed,

tap on

‘Submit’.




Once you have
approved or denied
the trainings that
were pending, there
will no longer be a
red circle next to the
Notification symbol
in the upper left
hand corner.

The ‘Pending
Approvals’ box on
the dashboard will
also reset to zero.

— Dashboa

m (Q Search

Dashboard

C

Pend
Appre¢

=

Transcrig?

Approvals

Searct
Train

Settings
- e

[:—> Sign Out

Options

TRAINING CENTER




Using the
Search
Feature




To begin a search, tap on the

=— Dashbo
magnifying glass icon that
. . Q Search All Training People
appears in the upper right hand
corner of the Main Menu. Q
Dashboard
Pend
Apprc¢

Transcript

This screen will appear.

Approvals

Searct

Options Trars

@ Settings

B—) Sign Out




— Search

(Q Search

() Computer basic [x)

All Trainin People . . All Trainin People
° 0 the ‘Training’ selection. ( o ? > 0

1 - Start by tapping on

2 - Enter in the name of
the training you are
researching.

3 - Tap on ‘Search’.

qwer t vy ui oop

a s d f g h j k |

& Z X ¢ Vb nm x

123 @& O space I




B Details

— Search

he detais of this

All Training People class are opened.

| her
o ] BN Computer Basics S The Symbo_ ere Computer Basics
The training titles Event will be available Event

will populate and for Managers,
you can view details

. o Computer Basics Il SUp.erVIsors or
by tapping on the L e designees to Q

>’ symbol next to assign training to

the class you would staff.

like to view. Description
Ta p on 'Show A"' This class is intended to inform students with little or

. f ” no computer exposure to the basics of computers.

to view the u Additionally this class is designed to introduce
description Of the Windows 7 and demonstrate the majority of user...
class. Show All
Scroll down to Details
view the Sessions Price: $0.00

. Training Units: N/A
avallable' Language(s): English (US)




This is the full
description of the
class displayed.

Description

This class is intended to inform students with little or
no computer exposure to the basics of computers.
Additionally this class is designed to introduce
Windows 7 and demonstrate the majority of user
interface and personalization features. This class is
structured into 2 parts, a formal instruction block and
an open discussion block.

Show Less

Details

Price: $0.00
Training Units: N/A
Language(s): English (US)
Provider(s): Vermont Agency of Transportation
Subject(s): ... Technical, ... VTrans Technical
Objective(s):
e Getting Around the Desktop
e Personalizing Your PC
e Find Your Files
e Learn how the Internet works
Credits: 6
Duration: 6 hours
Event Number: COMPBASIC

Show Less

If you scroll
down further
the session(s)
will appear. For
this class there
is only one date
available and
can be selected
by tapping on
the session
title.

If there are
more sessions
to view, you
may tap on
Show all which
also indicates
how many
sessions are
available in
parenthesis.

Description

This class is intended to inform students with little or
no computer exposure to the basics of computers.
Additionally this class is designed to introduce
Windows 7 and demonstrate the majority of user...

Show All

Details

Price: $0.00

Training Units: N/A

nguage(s): English (US)

Prowvider(s): Vermont Agency of Transportation

=== 2112 - COMPBASIC009 >




Register
for
Training




This is
where you
can request
training.

If you scroll
down, the
details of
the location
and time
will appear
as shown
on the
image to
the right on

the bottom.

< Details

Computer Basics
Session

Description

This class is intended to inform students with little or
no computer exposure to the basics of computers.
Additionally this class is designed to introduce
Windows 7 and demonstrate the majority of user...

Show All

Details

Price: N/A
Training Units: N/A
Language(s): English (US)

Tap on the ‘+
sign in the
red circle.

< Details

Description

This class is intended to inform students with little or
no computer exposure to the basics of computers.
Additionally this class is designed to introduce
Windows 7 and demonstrate the majority of user...

Show All

Details

Price: N/A

Training Units: N/A

Language(s): English (US)

Provider(s): Vermont Agency of Transportation

Show All

Schedule

o COMPUTER BASICS
. State of Vermont > VTTC > VTTC > VTTC
Extension Building Computer Room
&q 12/13/2017 8:30 AM EST - 12/13/2017 2:30
. PM EST




You will be asked if you
are sure this is the class
you want to register for.
If so, tap on the ‘Yes’
button. Tapping on ‘No’
will cancel the request
and send you back to the
prior page.

Description

This class is intended to inform students with little or
no computer exposure to the basics of computers.
Additionally this class is designed to introduce

W

|

Are you sure you want to request
this training?

Yes

Trammg units: /A
Language(s): English (US)
Provider(s): Vermont Agency of Transportation

Schedule

- State of Vermont > VTTC > VTTC > VTTC
Extension Building Computer Room
®&% 12/13/2017 8:30 AM EST -12/13/2017 2:30
< PMEST




= Transcript

Q Title

The status on both the < Details
session screen and your
transcript will update to
‘Pending Approval’ until
this class is approved by
your Manager, Computgr Basics

Supervisor or designee. o —

KR  Ccomputer Basics

.‘ Status:@Pending Approv.

Details

Duration: 6 Hours O Min

Provider: Vermont Agency of Transportation

Version: 1.0

Description: This class is intended to inform students
with little or no computer exposure to the basics of
computers. Additionally this class is designed to
introduce Windows 7 and demonstrate the majority of
user interface and personalization features. This class is
structured into 2 parts, a formal instruction block and an
open discussion block.

Downloaded: N/A

Progress

Due Date: N/A




= Transcript

Q Title

EEEER  Computer Basics S

< Details

Once the class has been approved,
the status updates once again to

‘Registered’.

Computer

If you need to withdraw from a St

class, you will need to log in to the
VTrans Learning Management

Details
System to process that request. , oo
Duration: 6 Hours O Min
In the event that you are Unable to Provider: Vermont Agency of Transportation
Version: 1.0
dO SOI please Ca” (802) 828'3768 Description: This class is intended to inform students

or ema || with little or no computer exposure to the basics of
computers. Additionally this class is designed to

AOT-VTTC Reg|st ration @ vermont.gov introduce Windows 7 and demonstrate the majority of

user interface and personalization features. This class is

structured into 2 parts, a formal instruction block and an
open discussion block.
Downloaded: N/A

Progress
] I

_ Due Date: N/A - -



mailto:AOT-VTTCRegistration@vermont.gov

User
Support




Support for Mobile App

If you need assistance please call (802) 828-3768
or email
AOT-VTTCRegistration@vermont.gov

Note: The ‘Launch’ feature is disabled for use at this time
and users will be notified when it becomes available.

High Visibility Garments

- Status: In Progress D >
> T/\T,‘:<<

[aN§fueiiule

TRAINING CENTER
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