[image: image43.png]CLEARBROOK

® Enrich Lives. Embrace Potential.

For Individuals with Intellectual and Developmental Disabilities.




[image: image44.jpg]




Paycom LMS User Guide
This guide will show you how to register for a class on Paycom Learning, how to drop yourself from a class in Paycom Learning (formally known as un enrolling), and how to check your training hours. This guide will provide you with step by step instructions on how to register and drop from classes in Paycom Learning on a computer as well as from a mobile device.

Registering for a class: Computer Access

www.paycom.com
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 Sign into Paycom using the icon on your desktop or by entering 
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! Click on the Login button and select Employee

Employee

Enter in the following information:

 Username
« Password
* Last4digits of SSN.

At the top ribbon click on Learning and select My Learning
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Once you are in My Learning, you will have a few different ways to view information you need.
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When you view your Assigned Learning, you can see details of the training by clicking details. 
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If you click start by accident, nothing will happen. You will see this message. That means, you will not obtain credit for the training until you complete the session. The Training Department will mark you complete, after you complete the training.
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How to check you completed trainings and check training hours:
If you want to see a list of all your completed trainings and to see how many hours you have completed, please follow the steps below.

You should still be under My Learning

Click History 
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Click the Export button at the top
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Once you click export, an excel spreedsheet will appear at the bottom of your computer screen. This will allow you to open it to view all your completed trainings.
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This excel sheet will show you all of your completed trainings. 

Column A-Name of the Training 

Column B-Type of training (self study is online sessions and Instructor lead is in person

Column C-Completed Date of the session

Column D-Training Hours

Column E-Ces (For QIDP positions)

Column F-Disregard, we are not using column F for anything 

To find out how many training hours you have, use addition to add up all the hours in Column D for trainig hours. 

To find out how many CEs you have, use addition to add up all the hours in Column E for Ces. 
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Annual Training Reminder of DSPs and Adminis: Everyone is required to complete annual trainings regardless of your position. Listed below are reminders of what you need to take.

This list doesn’t include management level positions and some positions may require additional trainings. Reach out to The Training Department for any questions. 

	Administrative Positions:

OSHA Fire Safety

OSHA BBP

Anti-Harassment Training

Rule 50

*All trainings listed above is on Infinitec.
	Community Day Service Positions:

OSHA Fire Safety

OSHA BBP

Anti-Harassment Training

Rule 50

Food Handler-Every 3 years

Body Mech. Refresher (Paycom)

AHA FA CPR-Every 2 years

Safety Care Refresher Every Year

Driver Safety Refresher- Every year  


	Residential Program Positions:

OSHA Fire Safety

OSHA BBP

Anti-Harassment Training

Rule 50

Food Handler-Every 3 years

Body Mech. Refresher (Paycom)

AHA FA CPR-Every 2 years

Safety Care Refresher Every Year

Driver Safety Refresher-Every year 


	ICF Positions:

OSHA Fire Safety

OSHA BBP

Anti-Harassment Training

Rule 50

Food Handler-Every 3 years

Body Mech. Refresher (Paycom)

AHA FA CPR-Every 2 years

Safety Care Refresher-Every Year

Driver Safety Refresher  

ICF Abuse and Neglect Training 
	HBS Direct Staff and Clinical Positions:
OSHA Fire Safety

OSHA BBP

Anti-Harassment Training

Rule 50 DCFS

AHA FA CPR

ICF Abuse and Neglect-(clinical position)




How to register for a training
Go to My Learning 
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Click Browse Available Learning and pick the class you are requesting to take
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Click Details to double check this is the training you are requesting.

If this is the correct session, click select session
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Once you click, a green check will appear, then click request. 
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You only need to hit the request button one time. This will send your request to the Training Department. 

Please Allow up to 72 hours for The Training Department to review and make the approval or denial 

You will see your request went through when it says Pending Approval 
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If you try and regestrer again, it will no longer give you an option to request the training again.
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Once approved, your request will apper in the Assigned Learning section

You will not receive an email notificaiton communicating you were approved from the training, you must check the assigned learning section for approval.
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How do you remove yourself from a training?
Once your training appears under Assigned, you will have the opition to drop yourdelf from the roster.
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*You cannot drop yourself from the roster the day of a training. You must email trainingreg@clearbrook.org to be removed from a training.*

To drop click drop 
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Hit confirm to drop

You will receive an email(Clearbrook emaill)  notification saying you have been dropped from the training.
[image: image26.png](») Inbox % = Filt

Select all messages G 2
Upeunny sesxibn Drop - PHI MANAGER REFRES...  2:03 PM

CLEARBROOK Upcoming Session Drop - PHI MANAGER REFR...




[image: image27.png]Upcoming Session Drop - PHI MANAGER REFRESHER 05/09/2023 09:30 AM CST

CLEARBROOK

Upcoming Session Drop - PHI MANAGER REFRESHER 05/09/2023 09:30 AM CST

Hello Jennifer K,

You have been dropped from a session in PHI MANAGER REFRESHER
Click here to view other available sessions in this course

Course Description
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Review Session





Registering for a class via Mobile Access
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How to register for a training
Go to Browse Available Learning and click the training you need. Then click Select Session 
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You only need to hit the request button one time. This will send your request to the Training Department. 

Please Allow up to 72 hours for The Training Department to review and make the approval or denial 

You will see your request went through when it says Pending Approval 
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Please Allow up to 72 hours for The Training Department to review and make the approval or denial
Once approved, your request will apper in the Assigned Learning section
You will not receive an email notificaiton communicating you were approved from the training, you must check the assigned learning section for approval.
How do you remove yourself from a training?
Once your training appears under Assigned, you will have the opition to drop yourdelf from the roster.
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*You cannot drop yourself from the roster the day of a training. You must email trainingreg@clearbrook.org to be removed from a training.*

You will receive an email(Clearbrook emaill)  notification saying you have been dropped from the training.
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Hello Jennifer K,

You have been dropped from a session in PHI MANAGER REFRESHER
Click here to view other available sessions in this course

Course Description

PHI Refresher for Management only
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How to check you completed trainings and check training hours:
If you want to see a list of all your completed trainings and to see how many hours you have complete, click History and then hit the export button. 
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116 Medication Administration Review Self-Study Course 08022022 035 000
SAFETY CARE INSTRUCTOR RE-CERTIFICATION Self-Study Course 067302022 500 8.00
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VIRTUAL OJT TOURS Self-Study Course 06212022 700 000
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COMMUNITY DAY SERVICES POLICIES AND PROCEDURES COVID-19 Self-Study Course 06212022 150 000
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ANTIHARASSMENT AND SEXUAL HARASSMENT PREVENTION TRAINING (MANAGER AND SUPERVISOR VERSION) Sel-Study Course 02152022 150 000
ANTLHARASSMENT AND SEXUAL HARASSMENT PREVENTION TRAINING (MANAGER AND SUPERVISOR VERSION) Sel-Study Course 02250022 150 000
RULE 50 Self-Study Course 02242022 100 000
FOOD HANDLER Self-Study Course 021022022 250 000
DSP ONLINE INFINITEC Self-Study Course 021022022 40.00 000
Black History Month Presentation 2022 Self-Study Course 020012022 000 000
HR Mgr. Recruiting Training Instructor-Led Training 0112772022 150 000
DSP Grief and Depression Training. Self-Study Course 01212022 100 000
NEO WELCOME Self-Study Course 011062022 000 000
Anti-Harassment and Sexual Harassment Prevention Training Self-Study Course 011052022 125 000
BODY MECHANICS REFRESHER Self-Study Course 120172021 100 000
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'DCFS Mandated Reporter Training 2 Hours CE's Self-Study Course NA 200 2
RULE 50 DCFS Self-Study Course NA 100 000
DSP ONLINE INFINITEC Self-Study Course NA 40.00 000

OSHA Fire Safety Self-Study Course NA 0.50 0.00




Things to remember about Paycom Learning
1. When you complete a class on Paycom, you will receive an email notification saying the course is complete. 

You DO NOT need to forward the email to training. The system will automatically mark you complete. You can go to completed training and see the completed class. 
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Hello Jennifer K,
You completed the following course:

« Stress Management and Mindfulness 1 training hour
Course Details

Learn about stress and the effect it can have on health. Develop strategies to manage stress through diet, exercise, and lifestyle modification. Gain
aninsight into mindful eating and how to apply it to everyday life. Explore other practices to be mindful and present in daily living.
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2. Paycom will remind you of a course a week in advance. When you see the notification and notice you cannot make the training, drop yourself from the class.
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Session Reminder - Physiological Response to Stress & Yoga

Hello Jennifer K,
Your session for Physiological Response to Stress & Yoga will take place in 1 day.

Start Time: 05/02/2023 @ 11:00 AM CST

End Time: 05/02/2023 @ 11:30 AM CST

Location: https://zoom.us/j/96071520313?pwd=b2x6MXQ5Z0xR SDNIQ0dOVIBP $3h1Z209
Password: 349227





3. If a session is full, the class will be marked as full. If no other dates are avaialbe, you will have to wait until the next training calendar is released to take the training session. Please be proactive about your training! Do not wait until the last mintute to take a class you need. 
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The Assigned tab shows you all the classes you were assigned (approved) to take. If you are unsure about being on a roster for a training, you can go do Assigned and it will show you. If you do NOT see a class you requested in the Assigned section that means you are not on the roster for that training.





By clicking details, you can see the time of the training, the location, the date and it will say enrolled (that means you are on the roster to attend the training.) You can also see how many training hours the session is worth.  





Paycom University are optional self-help trainings offered by Paycom. You are not required to complete these trainings. If you complete a Paycom training, the Paycom system will mark you complete. 





History will show you a list of all the classes you have completed. You will see the name of the training, the date of completion and the number of training hours. If you need to see if you completed a training, please use the history tab. 





This gives details of the completion date, and the training hours completed. 





This shows the training is complete





If you click the 3 dots, it will give you more details about the complete class. 





Click Export





Pending Approval means your request went through. 





Once you click export, a list of all your trainings will appear. Learning Units will show you your training hours. You would use addition to add all your Learning Units to find out your training hours. You will do the same in the column labeled continued hours, you would use addition to add to find your CE hours. 





If you have any questions, please email � HYPERLINK "mailto:trainingreg@clearbrook.org" �trainingreg@clearbrook.org�
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