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The Loqgin Screen

1. Go to http://link.ne.gov/ to locate and click the link for the Employee Development Center.

2. Your username is one of the following items:
e Your work email address.
e Your Payroll & Financial Center user name.
e Your Payroll & Financial Center address book number.

o NOTE: If you have problems logging in with any of these user names, please send an
email to the help desk at as.linkhelp@nebraska.gov.

3. Your default temporary password:  Password1*

4. Click Login.

Employee Development Center
LINK

Welcome to the State of Nebraska
Employee Development Center

Please Sign in

Username: || |

Password: | |

LoGING)

Forgot Your Password?

Need Customer Support?

Please email as.linkhelp@nebraska.gov
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Change your Password

1. Enter your current password.
2. If prompted, follow the instructions to change your password; be sure to confirm the new password.

e NOTE: It may be more convenient to set your EDC password to match your P&FC password.

3. Click Save.

Enter your Work Phone Number
1. Enter your work phone number using the following format: 402-555-1234.

2. Click Submit.

If you do not have = work phons #, plesss entsr your managsr's work phons # or sn sltsmats contact numbsr whars you can be reached.

Phone: 402-471-3652

Welcome to the Employee Development Center Home Page

On the Home Page you can access training, see your upcoming training sessions, or view your inbox. You can
also search, request, or launch training and tasks from this page.

Q Search (
My Account | Log Out | Help

i*i Employee Development Center

KNOWLEDGE

CAREER

HOME PAGE LEARNING CERTIFICATIONS BANK REPORTS MY TEAM CONHECT PERFORMANCE PLANHNING

Welcome | My Scheduled Tasks | My Announcements

Welcome, John Dorian, to the State of Nebraska Employee Development Center

bt g
1= m k '+ Performance Review
o [
i'_;_’Carear Planning (:\ Knowledge Bank

p/ Evaluations To Complete for Courses I've Taken ‘=4 My Upcoming Sessions (click here for full list) 4% Training Required for My Job
No Required Training

No Pending Evaluations No Sessions Scheduled

& oo i e Mg Trining Assiancd o W (eick here for ful i)
/ NG 2

No assigned training

View transcript No Training in Progress
{0 approved training selection(s))

(Registered for 0 training selection(s))
My Interest & Waitlist Tracking , o Training Suggested for My Enrichment
=
W My Performance Tasks (click here for full list} You have no wattlisted sessions.
‘You have not indicated interest in any events. No suggested training

Due Date

) Please complete Demo 2013 Manager Annual 3132013
Performance Review of Carla Espinoza Step

My Certifications/Designations/CE

Mo Certifications
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11.

12.

13.
14.
15.

16.
17.
18.

Tabs or pages — modules or functionality.

Search - type in word(s) to search for training and tasks.

Help - links to online help, in case you get stuck.

Transcript — your training transcript.

Career Planning - your succession path.

Connect - the Development Center’s social media page.

Knowledge Bank — your agency’s policies and procedures, along with user guides.
Performance Review - your past and current performance evaluations.

Evaluations to Complete for Courses I've Taken - displays any pending evaluations from completed
training.

. My Inbox and Action Items - links to view your transcript, announcements, postings, or approval

requests.

My Performance Tasks — displays any pending or due tasks assigned to you for performance
evaluations.

My Certifications/Designations/CE - displays your certifications, like CPR, Basic First Aid, Medication
Cetrtification, or Defensive Driving.

My Upcoming Sessions — displays your upcoming classes.
Training in Progress — displays the training you have in progress and is not completed.

My Interest & Waitlist Tracking — displays sessions you are waitlisted for and any event you have

expressed interest in. Event Name is clickable and displays additional information about the event and

allows you to select a session from the pop-up.
Training Required for My Job - displays the training required for your job.
Training Assigned to Me - displays the training that has been assigned to you.

Training Suggested for My Enrichment — displays the training assigned to you from your development
plan.

Search for Training

The search area of the Employee Development Center enables you to search for training, events, curricula,
knowledge bank items (known as postings), tests, online course libraries, online courses, and quick courses.
There are several ways that you can search for training. Begin your search in the following areas:

1.
2.

e Search field located in the upper right corner of each page.

e Browse for Training subjects.

Search L

My Account | Log Out | Help

Enter text in the search field.

Click the Search icon or hit enter on your keyboard.
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3. You can also perform a specific search by entering text in any of the fields (Title, Description, Location,
Locator number, or Instructor) or select from list using the searching icon.

Browse for Training

1. Click Search button on your Home Page.
2. Click the browse for training subject to see training associated under that subject.

3. Click sub-subject, if applicable.

Search
Set search criteria by checking and un-checking Learning Object types. To perform 2 single type search, click on the Learning Object type icon.
@
f-T ’ =) = )
\{ A L &
e ’ e L/ %]
‘ Online Class Event Curriculum Posting Test Material Certification
L]
|Tit|e | |Dez:ripticn |
|Subject _J'Jl |Prc"-ider ﬁ| |Ccmpeten:',- ]
|Lc:atic:n _J'Jl |In5tructcr |

4. Click the training title in the search results to see additional details and/or to request or assign training.
5. You can use the Sort By functionality by clicking the radio button to sort results by Title, Type, or Provider.

6. Thisis a list of the Training Type Icons to search for training by type.

Types of Available Training, with icons

/| Online Class — A self-paced course delivered over the Web to your computer.

G) Quick Course — A short course, or segment of a course, delivered through EDC and taking about 15 minutes or less.

™ |Event - Classroom-based training.

I3 |Curriculum - A series of training that could include one or more types of training.

i/ |Posting — User contribution to the Knowledge Bank. Could be a discussion, Q&A, online resource, white paper,
presentation, or other document.

ﬁ_f Library — A bundle of Online Classes or Quick Courses.

w |Test — A test conducted online; it might include various question types as well as other guidelines regarding time limit
and number of re-entry or re-take opportunities.
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View vour Transcript

Every employee has a personalized transcript from which he/she can register, launch, select, withdraw, renew,
and/or complete training. The transcript also displays the status of each training item requested by the
employee or that has been assigned to him/her.

Active Completed Archived

@ Add External Training = || EY
[Title | [all Training v O
Title Type Due Date Status Options

\ - Event Mone Approved Select Session
t_‘_‘ Workday Report Virtual Training

Event Mone Mot Started Mon

m

r' ' Crucial Conversations
et

Using the Status column of the transcript, you can determine if your training is pending, approved, denied, etc.

Reqister for Training

1. Search for the training you would like to access.

2. Click the training title.

Ir

——u Basics of Effective Communication (Second Edition) (Includes Simulation)

Basics of Effective Communication (Second Edition) (Includes Simulation)

Online Class | Element K | 2 Hours 44 Min

— Details

Description: Communication is not one event; itis a complex series of processes. We can achieve effective
communication by carefully managing each of the processes in the series. This course will help you learn
the specific management techniques that will help you communicate more effectively.

Price: Total Price 5.00
Accreditation /
Training Standard:

Continuing
Education Units 0
(CEU):

Available
Languages:

Mot Applicable

English (US)

3. Click Request.

e NOTE: Before you can attend or launch this training, it will need to be approved by your supervisor.
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Launch an Online Course

1. Go to Transcript on your home page.
2. Click Launch next to the online course you would like to start.

e NOTE: You will need to ensure that your pop-up blocker is disabled to launch the online course.

Withdraw from Session

1. Go to Transcript on your home page.

2. Click Withdraw next to the training from which you wish to withdraw.

Session Details

Event Name: Correcting Performance Problems
Date / Time: (1) 10/11/2012 8:00 AM - 10/11/2012 12:00 PM
Location: ROADS - Lincoln Operations Building = Roads Training Room 152
Price: $57.00

SESSION WITHDRAWAL OPTIONS

Flease select & reason v

Comments

3. Select a withdrawal reason from the drop down menu.

4. Enter any comments if applicable.
5. Click Submit.

LINK Help Desk Contact Information

The LINK Help Desk provides assistance for the following programs:
e The Employee Work Center
o The Employee Development Center

¢ The Recruitment & Selection Center

URL: https:.//ciohelpdesk.nebraska.gov/User/ContentPages/Home.aspx
Emaiil: as.linkhelp@nebraska.gov
Phone: 402.471.6234
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