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Welcome to myLearning-- I. Loginto myLearning
FSC)'s professional development
and performance management
portal. This portal is brought to
you by Bridge-- an integrated
and personalized employee
development software.
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This training document is
intended to help employees
learn how to navigate and
utilize the myLearning portal.
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To log into myLearning, use the link on my.fsjc.edu in
the Quick Links section, or type bridge.fscj.edu into
your web browser. Login using your FSCJ One login
username and password.

Note: If you're already logged in, it may skip you directly
to the My Learning page.

Reglstration for Summer Term 2020 is open for all students, View the Summer Schedule now and get the classes you need
View the Summer Schedule wame.
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Once you log in, you will land on your My Learning page
and you will find three links:

e My Learning
e Learning Library
e Training Calendar
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Overview of MyLearning Interface

On the myLearning page, you can view all your online
courses, programs, live trainings, checkpoints, and
surveys. Anything that requires action from you will be
under the “Needs Your Attention” header.

6 7 7
Live Trainings have the Calendar icon [2] and Live © v

Trainings also appear on the “Training Calendar.”
Programs on your My Learning page will be indicated by
the “Program Progress” icon [3]. Courses will be
indicated with the Course icon [4]. Checkpoints (usually 0 > 5‘:’:‘;’::::’“"3“"°“ Survey (Craxesomver )
a part of a program) will be indicated by the Checkpoint

icon [5]. A Program is a type of course that is made up

Learning

N NEEDS YOUR ATTENTION

of a combination of components such as an online Leadership Workshop

. - . s 1Session / Beginning June 22, 2018 / Web Conferencing Available ( recisTer Now
course component, a live training session, and/or a 9 - =
checkpoint.

To search your learning items, use the Search field [6].
To filter the items that appear on the My Learning page,
click the Filter by link [7]. You can filter by type or

— EQUIRED

. N Management Training
status, such as “Live.” e ® ) Neemorsee
Quality 101
o ®) o rnbatayyi / About 40 minutes remaining []J
e <= Complete New Hire Paperwork

View Required Courses

In the Required section, you can view all learning items

you are required to complete. You can view the name of —REQUIRED
each learning item [1], how many days remain to

complete the learning item, and the estimated time it

takes to complete [2]. If the learning item is part of a ¥
program, you can view the name of the program and

learning item status [3].

Manager Training 2 e

@ Renewby June 9, 2017 / Duein 2days / About 11 minutes remaining Q
"

To begin or view a course, click the name of the course. li\ Onboarding
Next step Company Resources / Takes about 8 minutes
. . . 9 Come learn about the company and how it all started!
To begin or preview a program, click the name of the
program.
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View Course Status

You can see the status of your courses by viewing the

circle surrounding the course icon. Courses with a book EEEN REQUIRED
icon surrounded by a faint circle [1] represent courses
that you can begin at any time. Once you have started
the course, you can see how far you have progressed in
the course. Your progress is indicated with shading in g . Learning Together Program
the completion circle [2]. The estimated time to - fﬁ

complete the course is displayed under the course title -

[3].

Due in 7 days / About ? minutes remaining /
Current milestone Welcome to Training

You can also view an overview of the status of your
programs. Programs show a multiple-book icon . .
surrounded by a segmented circle [4]. Your completed 9 # Successful Customer Relatlonshlps

progress is indicated with blue shading. Due in 14 days

g > Create Great Customer Relationships

Due in 19 days / About 7 minutes remaining g

Overdue Courses

Courses that were not completed by the due date will
have a magenta icon and due date text. Click the name BN REQUIRED
of the course to begin.

g Learning Excel 2016

Due 215 days ago / About a few seconds remaining

In this course, you will learn the basic operations and formulas in Excel 2016.

View Courses Added by You

You can join or self-enroll in courses available in the
Learning Library as described below. Once you do, they
will appear in the “Added by You" section.

BN ADDED BY YOU

i) Quality 101

Quality is one of our guiding principles! Come and learn the basics of quality control and how to
create high-quality products.

x
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Remove a Course

If you want to remove a course, locate the course and click the "X" W ADDED BY YOU
remove icon.

i) Quality 101 N

Quality is one

create hig|

»f our guiding principlesl Come and learn the basics of quality control and how tc

quality products.

View a Completed Course

In the Completed section, you can view all courses and

programs that you have completed. Additionally, you [ COMPLETED
can view archived courses [1] and the related data

about the course: expiration date [2], the completion

date [3], if there is an associated certificate [4], and your @ PowerPoint Basics Q
score (if there's a quiz) [5].

Archived / Completed 8 months age / Your Score 100%

https://www.gocgle.cem www.google.com

. ) Communication Style []Js
@  Expires September 22, 2016 / Completed a yearago / view certificate [ Your Score 100%

Learn how to impro ur communication§ ‘customers ani orkers by iden g your
own communication strengths and weaknesses.

View or Download Attachments

Courses and live trainings with attachments display an

BN COMPLETED x
attachment icon with the number of attachments. To o
open a list of the attachments, click the Attachment - Management Training
. Management Training
icon [1]. To download the attachment to your computer, d ; .@

click the Download icon [2].

[ 8Essentials of PBL (1}.pdf .L
@ Regulatory Training ]
o i

How to Enroll in a Class

Click on the Learning Library tab [1]. In the “Learning
Library”, you can scroll through online courses,
programs (multi-element courses), and live trainings mylLearning [7

NG LEARNING LIBRARY  TRAINING CALENDAR

listed there by Category. It is recommended that you
use the “Search Box” [4]. You can type the course [&] @ seancn Stnsy v Tt v W7
number or tags and categories that interest you. You Category e

can also use the sort, filter, or tags drop downs [4] to

refine your results. You can also find live trainings listed N == s ‘,‘
on the “Training Calendar” tab [2], which updates ) \é < pil Ed
A e——= i g0

consta nt|y so be sure to check it often. Bridge Learn: Admin Bridge Learn: Manage Bridge Learn: Author Bridge Learn: Overview Course >
Training

Training for Managers Bridge

I this

Learn how 10 use Bridge Leam as Learn sim
3 manager.

—>—  m— rccHNOLOGY @)
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Hover the mouse pointer over the class title and click
the Enroll button. Note: Programs are courses that
require multiple elements. You can preview a program
before taking it by clicking on Preview.

Bridge: What is Bridge?

It's a modern, mobile Learning

Platform to help organizations train,

retain, and engage their learners.

5

PREVIEW

o

ENROLL

25Live Advanced Training

This is an advanced training for 25Live

and has a combination of live and

online components.

.

To confirm your registration for the course, click the
Register Now button.

You've been invited to take the following course:

PD9999 FSCJ IN THE TECHNOLOGY AGE - ONE PERCENT; 2

NO, THANKS REGISTER NOW

In the Learning Library, when you click on “Enroll” for a
live session training it will bring up all the available
sessions for that class separated by date [1]. You will
see the course name and time for the course. On the
right, you will see a down arrow [2] that you can click to
expand details about the Live Training and the option to
click “Register.” You can see the location, if it is a web
conference [3], and how many seats are remaining [4].

Once you click “Register,” the course will appear on
your My Learning page with the calendar-like icon
(mentioned above). If you click on the class title, it will
take you back to this page where you can select another
session or unregister.
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— TECHNOLOGY (2)

PD 9999 Introduction to

PD 9999 Technology and Photoshop - One Perce...
Hybrid Learning One Pe...

—>

—>

PD 9999 Introduction to Photoshop - One Percent Hours; 2

— TUESOAY, APRIL 21, 2020

PD 9999 Introduction to Photoshop - One Percent Hours; 2

Learn the basics of how 10 use Adobe Photoshop.

m— THURSDAY, APRIL 30, 2020

PD 9999 Introduction to Photoshop - One Percent Hours; 2

o

Lean

New York -04:0¢

the basics of how to use Adobe Photoshop.
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How to Begin an Online Course

When you click on the title of the course in your My
Learning tab it takes you to the start of the course. You
start on the cover slide. Click the Begin Course button
[1] to begin.

FSCJ
You can start a course, then leave it when you need to.
When you return to it later, you will resume where you
left off if the class is still active and if you haven't gone 4 S hoithsg Bibracid ami
past the due date. » g

PD9999 FSCJ IN THE TECHNOLOGY AGE

Note: If a course doesn’t have a cover slide you will
begin the course on slide 1.

Enter a Program

To begin taking the first course in the program, click the
Let's Get Started button. L

Professional Development

3 Steps / Takes about an hour

LET'S GET STARTED

Coaching and Feedback U)

No due date / About 28 minutes remaining

i coaching model, effective methods for giving feedback and constructive

Thriving Through Conflict ﬂ)

Takes about 22 minutes

Someone ealls you a jerk to your face. What do you do about it? Everybody feels frustrated, angry, or even annoyed by

another person sometimes. But, there’s a tried ar

This concludes the “How to Use myLearning” document. We hope this was helpful to you. Find other helpful training documents and
videos at:

e training.fscj.edu
Email the Training and Organizational Development Department at:

e hrtraining@fscj.edu
e orthe Bridge Administrator, paul.hoffman@fscj.edu
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