How to Change Due Dates for Learners Returning to Work After Leave or Absence

Step 1. From Learner’s transcript immediately after changing to Active status. Show Active Training Only (training not
completed).

TRANSCRIPT EDiTUSER » | ADD EXTERMAL COURSE » | EXPORT » | PRINT TRANSCRIFT » Hire Date: 4/25/2017 | i
Fitter By All Types v | Show All Traini...  » ompletedon ... w All Licenses & ... « BrainSparks Op... « + Filters | x Clear
Show Al Trainings
Specify Dates...  » | Show Completed Apply || Clear
. Show Active Trainings Only
|| Show Unmet Skills Checklists
Learners marked complets for any accredited course will not receive the accreditation.
= Delete: Restore Deleted Change Due Date Mark as Complete 116 of 16
| Title | Type | Grade | Last Access | Available DueDate | Completed | BrainSparks
Corperate Compliance and Ethice
& FEL-ALL-0-CCETH Course  80%  S/15/2017 152017 SMSR017
1 houwr
Corperate Compliance and Ethice
® FEL-ALL-0-CCETH Gourse  100%  12113/2017 11/302017 1201472017
1 houwr
Cultural Diversity
& FEL-CDWMCC-COMP-0 Courss  §1% 7192017 63012017 TH92017
1.25 hours
- HIPAA and Behavioral Health
|= O REL-HHS5-0-HHP Course 6/30/2015
2 hours
HIPAA and Behavioral Health
& FELHHSO0-HAE Courss  93% 7312017 6302017 73172017 50%

2 hours

HIPAA Do's and Don'ts: Electronic Communication and Social
M Media
O geauonsocw Course 63072015

0.5 hours

HIPAA Do's and Don'ts: Electronic Communication and Social

Mediz Y

Step 2: Select due date range that includes the leave period through current date.

TRANSCRIPT EDITUSER » | ADDEXTERMAL COURSE » | EXFORT » | FRINT TRANSCRIFT » Hire Date: 4/252017 | i

Filter By All Types v | | Show AlTraini.. = | | Completedon.. v | | AllLicensss&... | | BrainSparksOp.. » |+an

| Specify Dates... v | 12/01/2017

[ Show Unmet Skills Checklists
Learners marked complete for any accredited course will not rec

3| 1 2 3 4
= Delete Restore Deleted Change Due Date 2 o 10 116 of 16
15 18 17 18 0 =
Title: ist Access | Awailable Due Date Completed BrainSparks
|

1 22 23 24 25
Corporate Compliance and Ethics

4 L__ I.ISQUI? 413207 aM3mM7

® FREL-ALL-0-CCETH
1 hour
Corporate Compliance and Ethics
& FEL-ALL-0-CCETH Select Date from before 130T 121142017
1 hour leave period. Then select
Cultural Diversity today's date, the date you are
@ REL-COWMCC-COMPO taking them off of leave. BEOCOIT THSE0AT

1.25 hours

o HIP&4 and Behavioral Health
= () REL-HHS-0-HHF Course 630/2015
2 hours




Step 3: Select the trainings and change all of their due dates at once.

TRANSCRIPT § CURRENT || LICENSE/CERTIFICATION | ATTENDANCE RECORD So now you have selected all

untaken (active) training that
came due during the leave

TRANSCRIPT =nmuycee e snnesTeonel coupse s | Sweon gt o, period

Filter By All Types v Show Active Tr...  « Due Date Range All Licenses & ..

Specify Dates... = 12/M120M7 ¥ - 08/07/2018 Apply || Clear

Show Unmet Skills Checklists

Leamers marked complete for any accredited course will not receive the accreditation.

Delete Restore Deleted Change Due Date Mark as Complete 120f2

| Title | Type | Grade | Last Access | Available Dus Date | Completed | BrainSparks
HIPAA and Behavioral Health

g ‘E : REL-HH5-0-HHP GI30/2018

HIFAA Do's and Don'ts: Electronic Com

Select the trainings and
REL-ALL-0-HSOCM click Change Due Date
(0.5 hours

Chen

e302Me

Step 4: Due date should give learner 30 days to complete training from the time you reactivate them.

CHANGE DUE DATE m x

Availability Date | § ]
Then select a due date 30 days from
today, when you are taking them off
i Leave and putting them in Active
Due Date |§ status.
‘ 09/0e/2015 ]
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Su Mo Tu We Th iz specified. A blank Availability Date makes the course available
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