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Purpose

catalog.

The purpose of this job aid is to guide users through the step-by-step process of using the catalog to
locate and assign items to their To-Do List. Each task demonstrates a different method of searching the

J

Task A

Locate and Self-Assign Items Using
Simple Catalog Search — 4 Steps

Vs

"

Task B v

Locate and Self-Assign Items Using
Advance Catalog Search — 9 Steps

Vs

d

Task C v

Locate and Self-Assign Items by Browsing
Catalog — 3 Steps

Task A. Locate and Self-Assign Items Using Simple Catalog Search

€ Navigate to the Catalog

search box above Easy [ e R
Li nks - BT Theresa A DrAmiCD Vi Talert Profle is I lets
eresa A D R
[
Morth dmerica Steel Sales
To-Do List
Search To Do list... 2 Show: | Everything - m

Welcome Theresa DAmico | o Check System | Sign Qut

Overdue

14 days owerdue L@l Improving Your Sales Performance

Must be registersd

13 days overdue [ Developing Your Full Sales Potential
Must be registered

Due within a week
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9 Enter keywords to search —
for in the item’s title and Catalog | sales cummunicatinno

description.

@® Click the Search icon
Q Adpprovals Performance Rew
).

Easy Links

Extermal Requests Record Learming
Reports
Skills

Order Tick

. Welcome Theresa D'Amico | 4 Check System | Sign Out
[ 4] Locate the item you want PLAT=AU

to add and click Add to “ Organization

TO_DO LISt' Catalog sales communication E ‘ T ——— ©
. . W curdcula M instructor-led ¥ Ontine W Blended ¥ Other
Note: To revise the search, e e
enter new keywords or
check/uncheck search criteria | || S fesuts
Catalog Search Results
checkboxes at the top of the *
Search Results page_ Title ». - : I‘vpe Price Status Action
Advanced Sales Communication Techniques: Part One - Request Schedule
0 Add to To-Da List
~0.00
(USD)
Advanced Sales Communication Techniques: Part Two a Request Schedule
Add to To-Da List
~0.00
(USD)
Gaining Access to Key Personnel at Your Target Accounts & Request Schedule
Add to To-Do List
~0.00
{USD)
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Task B.

Locate and Self-Assign Items Using Advanced Catalog Search

Navigate to the Catalog
search box above Easy
Links.

PLAT=AU

Home

Theresa A D'Amico
Sales Associate

Morth smerica Steel Sales

Organization

Welcome Theresa DAmico | 4 Check System | Sign Out

Your Talent Profile is Incomplete

To-Do List

[ search 7o Do list. Ql

Overdue
14 days overdue L@l Improving Your Sales Performance
Must be registersd
13 days overdue L Developing Your Full Sales Potential
Must be registersd

Due within a week

Enter keywords to search
for in the item’s title and
description.

Click the Search icon

().

Catalog

Qrder Tic

Select or de-select the
checkboxes to refine your
search.

Click Advanced Search.

management

V¥ Curricula M Instructor-Led

I” Exact Phrase [ Search All Languages

¥ Online

¥ Blended

Advanced Search

¥ Other m )

Refine the search by
selecting the desired
Keywords radio buttons
and checkboxes.

Enter any other defining
keywords for title,
description, ID, subject
area, delivery method,
and source.

Select the Search All
Languages (Applies to
Title, Description, and
Subject Area) checkbox,
if applicable.

Click Go.

Catalog management
@ Advanced Search
¥ curdcula M instructor-led W Online ¥ Blended W Other
™ Exact Phrase [ Search All Languages 9
| AA ~A C 1 Q, .

Keywords
¥ Instructor-Led

¥ Online
¥ Blended

e Title: |contam5 dl

Description: |Cunlain5 jl

D: |[onla|n5 jl

¥ Other (Select one or more) Subject Area: |[onla\n5 dl Select
" Only ltems Delivery Method: |Cunlain5 jl Select
' curricula Source: | Contains dl ‘ Select

" Only Offerings

ﬂ [T Search All Languages (Applies to Title, Description, and Subject Area)
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Q Locate the result you
want to add and click the
associating action button.

Search Results

Catalog Search Results

Title «

A New Manager's Responsibilities and Fears

A New Manager's Role in the Company's Future

Type

[

#

Price. Status Action

Request Schedule

Q Add to To-Do List

Request Schedule

~0.00
(UsD)

Add to To-Do List
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Task C. Locate and Self-Assign Items Using Browse Catalog

G Click Catalog above Easy
Links.

Welcome Theresa DAmico | g Check System | Sign Qut

PLAT=AU

Home Organization

Delegators v

Theresa A D'Amico
Sales Associate

our Talent Profile it Incomplete

Morth dmerica Steel Sales

F "
To-Do List
[ Search To Do list... o) Show: | Eversthing -

Overdue

14 days overdue  [Z Improving Yeur Sales Perfor mance
Must be registered

13 days overdue [l Developing Your Full Sales Potential
Must be registered

Due within a week

@ | sclect a subject area to
expand.

Advanced Search

Catalo ' )
: | Go |

W curricula W Instructorled ™ Online W Blended [ Other
™ Exact Phrase [~ Search All Languages

Browse Catalog | Calendar of Offerings

Subject Area Menu Items Currency: |4 -

[Expand Al [Coliapse All

WA :chievine Results  (17)

Apprentice Program (1)

i’ Please select Subject Area to view related ltems.

Building Organizational
Commitment  (13) =

Note: The number in parenthesis indicates how many items are currently
available for that subject area.

9 Locate the item you want
to add and click Add to
To-Do List.

Advanced Search

Catalog |
=

W curricula W Instructor-led ¥ Ontine ¥ Blended I Other
I ExactPhrase I Search All Languages

Browse Catalog | Calendar of Offerings

Subject Area Menu Items Currency: | A -

[Expand All [Coliapse Al] Achieving Results  (17)
Al & An Essential Guide to Giving Feedback =
Achieving Results  {17) Description : The performance of any business depends upon the performance of everyoge Request Schedus
Apprentca Prigiim /(1) within the organization. To More -
Building Organizational Cost: ~0.00 Length: User Rating: N/A Status:
Commitment  (19) (uso)
Change Management  (10) & Completing the Project
Cleanroom Related SOPS  (5) Description : Every successful project comes to an end. In contrast, unsuccessful projects Request Schedule
li f hi Mare -
Computer and Netwark Hardware MR Add to To-Do List
2
@ Cost: ~0.00 Length: User Rating: N/A Status: --
Energy  (14) | {UsD)
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Notes
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