Defensive Driving Guide
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PURPOSE

The Defensive Driving course can be done online through the Employee Development Center. This guide walks through
requesting the Defensive Driving course, accessing the course, and completing all parts of the training.

LOG INTO THE EMPLOYEE DEVELOPMENT CENTER

To take the course you will need to sign into the Employee Development Center; if you need help logging in, contact the
help desk using the contact information at the end of this guide.

1. The Employee Development Center can be accessed from this page, http://link.nebraska.gov/.
2. Type your User Name, press tab and then type your password.

3. Click Sign In (or press Enter).

REQUEST THE TRAINING

If you haven’t been assigned the course yet, you can assign it to yourself by searching for the course.

1. After loggingin, use the Search box in the upper-right corner to search for “Defensive Driving.”
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2. The course will show up in the search results; choose the “Defensive Driving — Transportation Service Bureau”
course to view the details:

—  Defensive Driving - Transportation Service Bureau 2016

E Curriculumn | Administrative Services | $0.00
Mast vehicle accidents are actually the result of human error. If an error is made at the wrong mement, an accident or
collision will result. & consistent, defensive approach to driving is the best way to reduce the likelihood of driver error. The
goal of this course is simple: to provide you with the knowledge and safe driving techniques you need ...
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3. Click the “Request” button underneath the course to assign it to yourself; managers will also see an “Assign” button
that can be used to assign the course to their team members.

Defensive Driving - Transportation Service Bureau 2016
Curriculum . Administrative Services . 1 minute . $0.00
0

Most vehicle accidents are actually the result of human error. If an error is made at the wrong moment, an accident or collision will result. A consistent, defensive approach to
driving is the best way to reduce the likelihood of driver error. The goal of this course is simple: to provide you with the knowledge and safe driving techniques you need to
prevent collisions and violations.

e Note: The button will say “Launch” instead of “Request” if the course has already been assigned.

AccEeSS THE COURSE

After the course has been assigned, it can be accessed from the Transcript page. If you haven’t already been assigned
the course, see the section above.

1. From the home page, click the Transcript button - you will be taken to the My Transcript page.
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2. Onthe Transcript page, locate the Defensive Driving course and click the red “Open Curriculum” button to the right.

Welcome to the Learning and Performance system!

This has been redesigned to reduce clutter and make it easier to focus on areas of
importance. We have a guide that covers the changes and where items on the old page can
be found by clicking here.

Additionally, with the recent updates to probationary reviews and goals, and in preparation
for next year's annual review, we've created some training that talks about the philosophies
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e Note: If it doesn’t say “Open Curriculum,” click the down arrow to the right of the button to see
more choices.

Open: Defensive Driving - Transportation Service Bureau 201...
Due: Mo Due Date  Status: In Progress

Open Curriculum -

3. This will take you to the training details page, showing all sections of the course. On the right side next to each
section, there is an “Options” column — click “Launch” to open the training in a new window.

Curricubum \"\..
Wiew © A0 Traisdra Agtivabed Trairing Pt Baiie i Trdanisa
TITLE [€L1CK Ol 7o SBE SOURLE DESCRIFTION] TVPE D DATE EXCUSED STATUS DPTIONS CETAILS
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e Note: The training opens in a new window, so it can be stopped by pop-up blockers; if the training
doesn’t open, look for a notification towards the bottom of the page stating a pop-up was blocked.
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4. Avideo will begin playing —you can click the Next button to progress through the various parts of the training. At the
end of the training section, there will be a test. Once the test is completed, close the window.

5. You can then open the Policies and Procedures manual for review. After reviewing, click the “Mark Complete” link to
indicate you reviewed the manual.

Curriculum
View @ All Training Activated Traming Not Activated Training
TITLE {CLICK ON (¥ TO SEE COURSE DESCRIPTION) TYPE DUE DATE  EXCUSED STATUS OPTIONS DETAILS

Defeasive Driving - On Line Course (Min. required: 1) Secben

¥ Defensive Driving - Small Vehicles Online Class [ Mo Completed Launch 2 ]l
Ded. Ersob

Driving - Employee Policy Manual (Min.

required: 1) Saction

¥ TS8 Policies and Procedures Manual Oscvment Nore No Regatered Launch | Mark Compiete 20

e Note: You may need to reload the page after finishing the training video for the “Mark Complete”
and “Launch” options to appear for the manual.

COMPLETE THE ACKNOWLEDGEMENT

After the online course and manual are done, finish the course by completing the acknowledgement.
1. Go back to your transcript by going into the “Learning” menu at the top of the page and then click “View Transcript.”
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Events Calendar
Defensi sportation Service Bureau 2016
Search for Training

2. The Defensive Driving course will be on your transcript page with a red Acknowledge button next to it. Click the
Acknowledge button to complete the acknowledgement and finish the course.

—  Defensive Driving - Transportation Service Bureau 2016 Acknowledge v
i Due: No Due Date  Status: Pending Acknowledgement

PRINT THE COMPLETION CERTIFICATE

A certificate of completion is available for the Defensive Driving course if needed. Access the completion certificate by
following the steps below.

1. Go back to your transcript by going into the “Learning” menu at the top of the page and then click “View Transcript.”

Home Learning Reports Connect Performance
| W
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Events Calendar
Defensi sportation Service Bureau 2016
Search for Training
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2. View training courses that are completed by clicking the gray Active button and choosing the Completed option:

/oo, FISCAL YEAR ENDING  /7_ ™ , COST
1.58 HRS ru‘ 6/30/2017 \ %/ £.00

AGGREGATE TRAINING COMPLETED

Active ¥ By Date Added ™ All Types ™

v Active

Completed iecurity Mentor: 02 Password Security e
Archived 1e Date  Status: Pending Acknowledgement Training Purpose: None

3. Click the red “View Certificate” button to the right of the Defensive Driving course to access the completion
certificate:

/oo, FISCALYEAR ENDING /™ COST
1.58 HRS !"'“1 6/30/2017 \ ‘5/ $.00
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Search Results (3)

—  Defensive Driving - Transportation Service Bureau 2016 View Certificate |
i Completed: 8/23/2016 Status: Completed Training Purpose: None

LINK HELP DESK CONTACT INFORMATION

If you have questions regarding the performance review process or need your logon info, please contact the LINK help
desk. The LINK Help Desk provides assistance for the following programs:

e The Employee Work Center
e The Employee Development Center

Email: as.linkhelp@nebraska.gov

Phone: 402.471.6234

Employee Development Center Page 4 of 4 September 2016

s e



mailto:as.linkhelp@nebraska.gov

	Purpose
	Log into the Employee Development Center
	Request the Training
	Access the Course
	Complete the Acknowledgement
	Print the Completion Certificate
	LINK Help Desk Contact Information

