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Introduction

The Mass WBT Enrollments option (under Training Admin > Participation >
Mass WBT Enrollments) allows you to book a large group of employees into a
WBT at the same time.

Before using this option agencies must complete the WBT Deployment
Request Form and send it to OA, LSO Administrator resource account. This
form can be found at the end of this guide. We will ensure there are no
conflicts with any other mass enrolls, and approve or deny requests based
on a first come, first served basis.

If you have any questions during this process please contact OA, HRD so we
can answer them before the mass enrollment is done.

To Access the Mass WBT Enrollments Program:

From LSO tab in ESS

LSO

LSO = LSO
. .. L. Overview Courses
1. Click Training Administrator _
Digplay Course Catalog ‘-'|eW'|
2. Click Participation - Training Administrator [ Print Si
3. Click Mass WBT Enrollments ' | Cou
~ Participation aoJd
+ Dynamic Participation M... :| Ls0
» Manage Participants :I Reta
MSF
+ Manage Mandatory Ass. % E
+ Create External Learner E —

s Change / Digplay Extern...
+ Show Participant History

+ Mandatory Assignment...

+ Mass WET Enroliments

» Correspondence Mass WET Enrollments |2

b Catalog

Active u
¥ Locations

Booking
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mailto:RA-lsoadministrator@pa.gov

Multiple Selection Tool:

There is a multiple selection tool on the right of many of the fields used in
the selection screen. This tool allows the admin to enter multiple pieces of
data or exclude certain data. To access the multiple selection tool, click the

arrow 4 on the right of the field you are entering to pull up the “Multiple
Selection” screen for that field.

x

_/ Select Single Values (1) | Select Ranges Exclude Single Values Exclude Ranges

0.. Sin... m
[ 3
| s
| Jes
[ s

-]

Select Single Values is used to manually enter multiple pieces of data. For
example: Enroll all employees in the following agencies: 13 Military &
Veterans Affairs, 26 Liquor Control Board, 68 Agriculture, and 78
Transportation.

Select Ranges is used to select a range of data. For example: Enroll all
agencies 10 Aging thru 20 State Police. This example would enroll all
agencies with business area numbers that fall between those two ranges.

Exclude Single Values is used when enrolling a range of data but you want
to exclude a certain data from within your range. For example: Enroll all
agencies 10 Aging thru 20 State Police, but exclude 18 Revenue.

Exclude Ranges is used when enrolling a range of data, but you want to
exclude a range of data from within your original range parameters. For
example: 10 Aging thru 20 State Police, but exclude 15 General Services
thru 18 Revenue.

T ]
Once all data has been entered click the Execute Iconwﬁ|| to return to the
main screen.
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To Complete a Mass Enroliment:

4. Populate the following fields: (An * indicates a mandatory field)
*0Object Type - Use the dropdown selection menu to choose “E-Learning”.

*0Object ID - Search for the Course Type Object ID using the search option
in that field. This should be the ET package number, not the course type.

For Example: The course type in the below screenshot is D 50130063. The
ET package is ET 50131519 (You always want to select the last or newest ET
package. If you are not sure look at the ID/Key number, the higher the
number - the newer the package.)

Program to Run Mass Booking and Correspondence in the Background

® [o
x|
Selection Name D Code
Rlusciiyns E-Learning - » [dstate L 00000006 19STATE (=
Object ID ~ [E5 0A Sponsored Training for All Agencies L 00000018 ENFORALL A
Business Area o ~ [E5 Enterprise Web-based Training L 00000019 EMENTWET J
Organizational Unit to v [0 Enterprise Safety WBTs L 50088807 8lentsafety C
Employee Group to rOn Mandatory WBTs L 50088823 81newhireman  (
v En sor Mandatory WBTs L 50088897 {
Employee Subgroup to - 1
» [ 1so WBTs L 50088904 81lsowbt {
Fosttion to » [ Archived W L 50088907 siwbtarchive ¢
Job o ~ 5 HR Professionals WETs L 50088910 81HRwbt (
Role |i| + [2] Mp410.10 - EEO Policy D 50000025 ENMD41010EEQ €
| Test Run L D Recruiting Diversity D 50000035 ENDIVERSE {
L D SEAP Coordinator Training D 50000106 ENSEAPCORD {
Correspondence Selection & D Workplace Violence Prevention 2016-2017 |D 50130063 EMWPVPrevie C
Send Correspondence + [ workplace Violence Prevention 2016-20|ET 50130064 ENWPVPrevie C
+ [ Workplace Violence Prevention 2016-20|ET 50130110 ENWPVPrevi6 C
+ [ workplace Violence Prevention 2016-20|ET 50130117 ENWPVPrevi6 C
Background Job Selection + [ workplace Violence Frevention 2016-20|ET 50130850 ENWPVPrevie  C
Background Job Name + [[7] workplace Violence Prevention 2016-20/ET 50130856 ENWPVPrev16 C
E-Mail to send Spool |?| + [ workplace Violence Prevention 2016-20/ET 50131518 ENWPVPrevi C
- - [ Workplace Violence Prevention 2016-20 ET 50131519 ENWPVPrevi6 =
» 3 office of the Budget WBTs L 50089463 81obentwbt il
0 4 «

VEEE %]

NOTE: If you cannot find an “"ET” package to select, this means that
the course has not yet been tested. Please book yourself in to the
course as a learner and test that the course tracks to 100%
completion.

*Business Area - Enter your Business Area, or use the search option to
select it from the list. Use the multiple selection tool, if necessary.
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Organizational Unit - You can enter a single organizational unit or a range
of units. If you want to search for an org unit; type 0018*. By using the
leading zeros and the Business Area followed by an asterisk your search
results will be limited to only the org units within in the Business Area
entered.

*Employee Group - Use the Multiple Selection icon to enter groups
to exclude from this process. Using the “Exclude Single Values” tab, enter
the values you want to exclude.

NOTE: You will always exclude C, G, & R, but may make other
selections based on business need.

h——_
| SIS Select Single Values | Select Range: Exclude Single Values § Excli
(i) Y 20 S &
EEGrp Name of EE group D
A Annuitant——— ]
C PA ConservationCorp D
E Official Board Mbr —
G PA National Guard [ ]
N Non Permanent D -
P Permanent J -
R Health Registrar Nt Sl
u Per Unit
1% External Person
z Conversion

I
Click the Execute Icon l to return to the main screen.

*Employee Subgroup - Use the Multiple Selection icon to enter
groups to exclude from this process. Using the “Exclude Single Values” tab,
enter the values you want to exclude.

NOTE: You will always exclude U9, but may make other selections
based on business need.

Select Single Values -~ Select Ranges | Exclude Single Values (1)

B

— 1
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Position - You can use this field to include or exclude 1 or more positions
as long as they have met the entered criteria (i.e. they are currently
assigned to the identified business area or the selected organizational unit
range).

Job - You can include or exclude a specific job(s) title, when booking a WBT
by using this field.

**NEW** Role - Previously there was a Supervisor check box that allowed
you to select only those with the supervisor role. With this new feature, you
can now filter your mass enrolls by any role(s). Using the search feature@,
you can browse and select the role you want to include in your mass
enrollment. If you are including multiple roles, you will want to use the
multiple selection tool.

Job o
» Catalog : :
Role 3" |
» Locations —
: |« Test Run

NOTE: If you are unsure of which roles to use, please contact the OA,
LSO Administrator resource account for assistance.

To Search for the roles, use the search feature . You will see the below
box.

N -

Role

/ICORP/LC_700 AUTHS
/ICORP/LC_BW_AUTHS
/ICORP/LC_CORE_AUTHS
/ICORP/LC_HR AUTHS
/IPRO/RUTHOR
/IPRO/AUTHOR DISPLAY ONLY
/IPRO/CONTENT MANAGER
/IPRO/CONTRACT AUTHOR
/IPRO/CONTRACT VIEWER
/IPRO/GROUP_MANAGER
/IPRO/MANAGER
/IPRO/PROF_CONTRACT AUTHOR
/ISDFPS/ALE_SYNC
/ISDEPS/IM MASTER EQUI
/ISDFPS/ME_ADM
/ISDEPS/ME_ADM SCND
/ISDFPS/ME_HR
/ISDEPS/ME_MM
/ISDFPS/ME_PM
/ISDEPS/ME_PM_SCND
/ISDFPS/ME_REP
/ISDEPS/WM-ANZEIGER
/ISDFPS/WM-MANAGER
/ISIDEX/U02_01C
/ISIDEX/U10_01C
/ISIDEX/U1l_01C
/ISIDEX/U12 01C
/ISIDEX/U22_01C
/ISIDEX/U24 01C
/ISIDEX/U26_01C
/ISIDEX/U32 01C

| /ISIDEX/U34_01C

033 (e (S|

6|Page



Using the filter icon | You can restrict the results to certain parameters.

We suggest using *Supervisor*
[E Restrict Value Range X

_ Resictions |

Role

|“Su[gs.'r\.risor=t

|

[ c)[2¢]

This will provide you with a much easier list to work with.

(S Role 14 Entries x

Role

OO Eree

SAF_BC BGRFC_SUPERVISOR
SAP CFM IHC SUPERVISCR

SAF CIN_SD SUPERVISCR

SAP CIN TDS SUPERVISCR
SAP_FSCM_IHC SUPERVISOR

SAP HR PT TIME-CA SUPERVISOR
SAF HR PT TIME-SUPERVISOR
SAF GM PP SUPERVISOR

YLL:LSC SUPERVISCR 0000
YLL:LSC_SUPERVISOR COPA
YPC>ESS SUPERVISOR 1200
YPC>ESS_SUPERVISCR_T200
YPC>ESS_SUPERVISOR 9200
YPC>ESS SUPERVISCR EX14

BB

Check the boxes for the roles you want to include.

We suggest creating a variant for your most commonly used roles.
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Common Roles:
While all supervisory only enrollments should include
YPC>ESS_SUPERVISOR_EX14

- PennDot will also want to include YPC>ESS_SUPERVISOR_7800,

- Attorney General will also want to include YPC>ESS_SUPERVISOR_1400,
and

- Auditor General will also want to include YPC>ESS_SUPERVISOR_9200

For example: PennDot will want to include:
YPC>ESS_SUPERVISOR_EX14 & YPC>ESS_SUPERVISOR_7800

Test Run - Always select this field initially to confirm the number of records
that will be impacted by this enroliment is what you expected. By checking
the box, the program will run in test mode and provide data such as the
Selection Criteria entered on selection screen and Total Employees Selected.

NOTE: Bookings Created Successfully, Booking Errors and
Correspondence Errors will not be displayed in test mode, and will only
show after you run the “real” job.

Send Correspondence - This field defaults as unchecked (will not
automatically send the standard WBT Notifications/Emails to learners).
However, if you do want the notifications sent to learners by LSO, check this
box.

*Background Job Name - A unique identifier should be included in this
field to identify the job. A suggested naming convention includes the Date,
Title of the WBT and initials of the person running the job.

*E-Mail to send Spool - You must include at least your email to receive a
copy of the output report. You can include multiple emails by using the

multiple selection| | field icon.

T,
5. When all parameters have been entered, click the execute icon |%”
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Example Parameters:

LSO = LSO = System Administrator = Participation = Mass WBT Enroliments

Program to Run Mass Booking and Correspondence in the Background

V] v« eqne = L]
Program to Run Mass Booking and Correspondence in the Background
& o
Selection

Object Type E-Learning -

Object ID 501315149

Business Area 13 to

Organizational Unit to

Employee Group = C to

Employee Subgroup BE to

Fosition to

Job to

Role |§|

|| Test Run

Correspondence Selection

["15end Correspondence

Background Job Selection

Background Job Name 7.8.16_ WORKPLACEVIOLENCE_MM
E-Mail to send Spool RA-LSOADMINISTRAT.. |E| ¢
This indicator means that ~ The multiple selection
you are excluding that indicator(s) will turn green if
value. you have included multiple
values.

In the above example, you’ll see that we are testing the mass enrollment of
all employees in Agencies 13, 26, 68, & 78. C, G, and R (PA Conservation
Corp, PA National Guard, and Health Registrar) are excluded. Also excluded
are U9 (Volunteers).
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Results:

When the program runs in test mode, you will receive the following output

document.

Program for Mass Bookings into WBT

User : BOOT00227

Program: ZH MASS_LSC_BOOKINGS

Commonwealth of Pennsylvania
Human Resources Planning
WBT Mass Bookings
Selection Report

Selection field Option Low walue High value
Background Job Name Equal to 7.8.16 WORKPLACEVIOLENCE MM

Business Area Equals 13

Business Area Equals 28

Business Area Equals 68

Business Area Equals 78

Cbject ID Equals 50131519 00000000
Object Type Equal to ET

Employee Group Hot equal C

Employee Group Not egual G

Employee Group Not equal R

Employee Subgroup Not equal us

Test Run Equal to X

E-Mail to send Spool Equals RA-LSOADMINISTRATOREPA.GOV

E-Mail to send Spool Equals JHRICAK@PA.GOV

E-Mail to send Spool Equals MARTMCGUIREPA.GOV

Total Employees Selected 24,381

Bookings Created Successfully : 0

Booking Errors 1)

Correspondence Errors 4]

Page 1 provides the Selection Criteria that we entered on the previous

screen along with the “Total Employees Selected” (24,381).

6. Compare this number to how many you planned to enroll. If there is a
large discrepancy, review the top of this report to check your selection

criteria.

NOTE: Bookings Created Successfully, Booking Errors and
Correspondence Errors all default to ‘0’ since this is a test run.
However you should be able to see all the parameters you listed on
the previous page. Check these for accuracy.

7. If you are ready to complete the enrollment, use the green back &

icon to return to your input screen.

8. Uncheck the 'Test Run’ checkbox, then to run the program, select the

execute @ jcon.
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You will receive a message at the bottom of the screen indicating that your
mass enrollment has been scheduled. The “real” Mass Enrollment will always
run in the background.

Background Job 7.8.16_WORKPLACEVIOLEMCE_MM has been Scheduled

Once the mass enrollment is completed, the E-Mail addresses entered on the
selection screen will receive the below email notice.

SAP Job: 7.8.16_WORKPLACEVIOLENCE_MM

HR_BATCH Background User for Produc <LSOAdmin@PA.GOV >
Fri 7/8/2016 3:13 PM
04, LS50 Administratar; Hricak, Jay; McGuire, Marie

] Message & |Spool #28280.htm (55 KB)

Program ZH_MASS5_LSO_BOOKINGS
Print spool # 28280 in attachment
Spool Created: 07/08/2016 14:35:02

Do not reply to this E-mail.

NOTE: If you did not receive an email, it may mean the job did not
process and someone from IES should contact you. Please be patient
in waiting for the email, as the size of the mass enrollment can affect
how long it takes for the background job to complete.
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By clicking on the attached spool received in the email notice, you will
receive the following output document.

Program: ZH MASS LS50 BOCKINGS Commonwealth of Pennsylvania

User : HR BATCH Human Resources Planning

Variant: FO070022000583 WET Mass Bookings
Selection Report

Selection field Option Low walue High value

Business Area Equals 13

Business Area Equals 26

Business Area Equals (13

Business Area Equals 78

Cbject ID Equals 50131519 00000000

Cbiect Type Equal to ET

Employee Group Not egual ®

Employee Group Not egual =

Employee Group Not egual R

Employee Subgroup Not egual s

Total Employses Selected : 24,381

Bookings Created Successfully @ 24,342

Booking Errors : 39

Correspondence Errors : 0

Program: ZH MASS LS50 BOCKINGS Commonwealth of Pennsylvania

User : HR BATCH Human Resources Planning

‘Variant: P0O070022000589 WBT Mass Bookings

Employee Error Report

Personnel Number|Course IDError Description

00005789 50131519 |Participant does not have status 'Active'. Cannot be booked
00029378 50131519 |Participant does not have status 'Active'. Cannot be booked
00053570 50131519 |Participant does not have status 'Active'. Cannot be booked
00058656 50131519 |Participant does not have status 'Active'. Cannot be booked
00061425 50131519 |Participant does not have status 'Active'. Cannot be booked
00089603 50131519 |Participant does not have status 'Active'. Cannot be booked

Page 1 provides the Selection Criteria you entered in the mass enroliment
tool, along with the Total Employees Selected (24,381), Bookings Created
Successfully (24,342), Booking Errors (39), and Correspondence Errors (0).

Program: ZH MASS LSO BOOKINGS Commonwealth of Pennsylvania
User i HR_BATCH Human Resources Planning
Variant: P0070022000589 WBT Mas=s Bookings

Employee Error Report

Personnel Number|Course IDError Description

00005789 5013 9 |Participant does not have status 'Active'. Cannot be booked
00029378 5013 9 |Participant does not have status 'Active'. Cannot be booked
00053570 3013 8 |Participant does not have status 'Active'. Cannot be booked
00059656 5013 9 |Participant does not have status 'Active'. Cannot be booked
00061425 5013 9 |Participant does not have status 'Active'. Cannot be booked
00088603 5013 9 |Participant does not have status 'Active'. Cannot be booked
00103872 3013 9 |Participant does not have status 'Active'. Cannot be booked
00119153 50131519 |Participant does not have status 'Active'. Cannot be booked
00449783 50132169 |Participant does not have status 'Active'. Cannot be kooked
00450033 30132162 |Participant does not have status 'Active'. Cannot be booked
00464200 50132169 |Participant does not have status 'Active'. Cannot be kooked
00476109 30132162 |Participant does not have status 'Active'. Cannot be booked

Page 2 shows the Personnel Numbers associated with an error and the error
description.

NOTE: The most common errors are “There is no Internet Mail address

maintained for recipient” and “A current booking already exists for this
course content”.
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You can also check the Dynamic Course Menu and verify the results, i.e.
total number booked, booking date and names/personnel numbers for the
employees who have been booked successfully.

Course Catalog
~ [] oA Sponsored Training for All Agencies
~ [ Enterprise Web-based Training
4 D Staff Alert Sender Training
4 D Federal Tax Information
4 D Risk Based Multi Factor Authentication
» [ Enterprise Safety WETs
» [ New Hire Mandatory WBTs
» [ New Supervisor Mandatory WBTs
» [ 150 System WBTs
» [ Archived WBTs
~ [ HR Professionals WBTs
+ [2) MD410.10 - EEO Policy
b D Recruiting Diversity
’ D SEAP Coordinator Training
i D Workplace Violence Prevention 2016-2017
» OB EN:ENWPVPrevis
» OB EN:ENWPVPrevis
» S8 EN:ENWPVPrevis
» ©CE EN:ENWPVPrevis
» OB EN:ENWPVPrevis
» OB EN:ENWPVPrevis
v O<E EN:ENWPVPrevi
* Joseph Michael Abalos
* Sherri A Abbatiello

* Patricia Abbott
* Aisha Abdulhadi

Further information

Web-Based Training
Web-Based Training
Web-Based Training

Web-Based Training
Web-Based Training
Web-Based Training
Web-Based Training
Internal

Internal

Internal

Internal

Internal

Internal

Internal

O 00075160

0 00210600

0 00077300
0 00210671

Further information

9999 Booked
9998 Booked
9999 Booked
10000 Booked
10000 Booked
10000 Booked
10000 Booked

00:00 0% MNo Access
00:17 100% Completed
00:00 0% No Access
00:00 0% No Access

Key

00000018
00000019
50000039
50105159
50129642
50088807
50088823
50088897
50088904
50088907
50088910
50000025
50000035
50000106
50130063
ET 50130064
ET 50130110
ET 50130117
ET 501320850
ET 50130856
ET 50131518
ET 50131519
F 00729430
P 00706952

P 90010018
P 00723740

[ T e T e T e TR B Y e ol e o B e I e T

07/01/2016
07/01/2016

07/01/2016

07/01/2016

ShText
ENFORALL
EMENTWET
ENSTFALERT
81FedTaxInfo
ENRiskBasMFA
81entsafety
81newhireman
81superwbts
81lsowbt
81wbtarchive
81HRwbt
ENMD41010EEQ
ENDIVERSE
ENSEAPCORD
ENWPVPrevlis
ENWPVPrevl6
ENWPVPrevl6
ENWPVPrevl6
ENWPVPrevle
ENWPVPrevl6
ENWPVPrevl6
ENWFVPrevle
Abalos
Abbatiello

Abbott
Abdulhadi

Below is a screenshot after this mass enrollment was completed. Note how
we started with ET package number 50131519, but there are now 3 new

packages. This is because LSO limits the enrollments for each WBT package
to 10,000. We enrolled over 24,000 employees.

~ D Workplace Violence Prevention 2016-2017
» ©C8 EN:ENWPVPrevls Internal
» ©Z8 EN:ENWPVPrevls Internal
v ©CE EN:ENWPVPrevi6 Internal
v ©CE EN:ENWPVPrevi6 Internal
v ©CE EN:ENWPVPrevi6 Internal
» OC8 EN:ENWPVPrevis Internal
» OS8 EN:ENWPVPrevls Internal
v ©CE EN:ENWPVPrevi6 Internal
v ©CE EN:ENWPVPrevi6 Internal
v ©CE EN:ENWPVPrevi6 Internal

Web-Based Training

9999 Booked
9998 Booked
9999 Booked
10000 Booked
10000 Booked
10000 Booked
10000 Booked
10000 Booked
10000 Booked
2370 Booked

D 50130063
ET 50130064
ET 50130110
ET 50130117
ET 50130850
ET 50130856
ET 50131518
ET 50131519
ET 50132169
ET 50132175
ET 50132183

ENWPVPrevle
ENWPVPrevle
ENWFVPrevlt
ENWPVPrevle
ENWPVPrevle
ENWPVPrevle
ENWPFVPrevlit
ENWPVPrevlt
ENWPVPrevle
ENWPVPrevle
ENWPVPrevle
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If the Send Correspondence option was selected Learners who have been
successfully booked will receive a correspondence similar to what you see

below.

¥ LSO Trg WBT Enrollment by Admin ET 50132160.DF - Adobe Reader | - - e = )
File Edt View Window Help *
Bon | ABRZRGBEEM| @ @ n| =@ s HB| ez Tools | Fill&Sign | Comment

July 8, 2016

You have been booked in a required Web-Based Training: Workplace Violence Prevention 2016-2017
This message is being sent from an unmonitored account. Please do not reply to this message.

Course Description: Target Audience: All commonwealth employees. This on-line course provides employees with practical
information on workplace violence and how to contribute to a safer workplace.

Add. Course Info:
ADA Information:

To access this training:

Go to http://www myworkplace.state pa.us/

Click on the “My Training” link

Find your “My Training Activities” section

Click the “Web-Based Training” tab

Click the “Start Now” link next to the required course to begin playing it

OB WON =

If you have questions about this training, please contact your supervisor or your agency training officer. If you are
experiencing technical difficulties with the LSO, please contact the HR Service Center. They can be reached at:
866.377.2672 | Monday - Friday | 7:00am - 5:00pm.

A record of your completion will be stored and maintained in the LSO.

m
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WBT Mass Enroliment/Deployment
Request

Please forward to OA-HRD at ra-lsoadministrator@pa.gov at least
two weeks in advance of the requested mass enrollment date.

Agency:

Contact Name:

Contact Email:

Course Titles:

Requested Mass Enrollment Date:

Number of Employees to be Enrolled:

Training Start Date:

Training Completion Date:

Course Size (in Mb):
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