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Your Initial Email

New Edison users will get an email like the one below to set up their
access in Edison.

Your Edison Access ID and Temporary Password have been established:

Name: John Bunvun
Edison Access [D: ELSJTOHBUNO1
Edison Temporarv Password One-time password

Please tvpe in vour Edison Access ID along with the Edison Temporarv password above. Once vou have
entered the temporarv password, vou will be prompted to setup a new password that vou will use to log
into Edison. You will also be required to set up a secure profile. Please login and change vour password as
soon as possible. If vou have questions on changing vour password, instructions are located at: [dentity
and Access Reference Guide. The Edison Welcome Packet and other helpful documents are available in
Edison on the Training Work Center at: Training>Self Service Training> Getting Started in Edison.

External Agency Learners:

Please use the login information in this message to access the system at the URL provided below. Click
here to change vour password: https:/www.edison.tn.gov

Department of
Children’s Services



Logging Into Edison

e Click Employee Portal Login

https://www.edison.tn.gov

Wed, Nov 28, 2018 1123 AM

gGEmployee Portal Login
Supplier Portal Home Page

& Special Notices

No articles currently available

1st Time Login/Password Reset

First-Time Login/How To Retrieve Access ID

If you have never logged info Edison or you have
forgotten your Access ID click HERE. You will need
your 8-digit Employee 1D found on your Caremark

card or provided to you by your supervisor. Click

HERE to watch a short video on how te log into

Edison for the first time.

o

f:] Edison Maintenance Calendar

Sunday Nov 25, 2015 - Saturday Dec 1, 2018

Mo events found for the date range.

w FAQ

Edison Basics

&3] What is Edison?
= What are the Edison Compatibility Standards?
] Why Passwords Expire Every 90 days?

PARTNERS
FOR HEALTH.

If you have any guestion about your benefits contact
the Benefits Administration Service Center at:
1-800-253-9981 or
615-741-3590 or visit:
fwoww tn.goviparinersforhealth html

hitps:/

Payroll Call Center

If unat hova nuiactinne ahnat unor noverhark ynor hanlk



https://www.edison.tn.gov/

1st Use: Reset Password

You will be prompted to enter your one-time password and create a new one.
Be sure to follow the instructions for password conditions.

Reset Your Password

Please enter your current/temporary password and new password twice below.

A valid password must meet all of the following conditions:
® Password must not contain the following character(s): & ,<="%~"""@.

Password must not match or contain first name.

Password must not match or contain last name.

Fassword must contain at least 2 alphabetic character(s).

Password must ba at least 8 character(s) long.

Password must contain at least 1 lowercase letter(s].

Password must contain at least 1 numeric character{s).

Password must contain at least 1 special character(s].

Password must contain at least 1 uppercase letter(s).

Password must not be one of 12 previous passwords.

Password must not match or contain user ID.

click
Current/ Temporary Password to st

_ click to sxer
New Password Paszword:

Confirm New Password ek to e I |

Afiter confirming your new password, please ONLY HIT ENTER ONCE as there

is a slizht delay while processing your new password.




Security Profile

You will see this page with instructions about what is coming next.

Setting up your Security Profile

Ower the next few pages you will be required to set up your security profile. Please take a moment to familiarize
yourself with this infermation before proceeding. Once completed, your security profile will add new layers of security
to your account by helping us verify you as a trusted user and help you identify us as a trusted site. After you review
this information, please click Continue to get started.

Security Image and Phrase

The security image and phrase feature will help ensure that you are entering your password on a trusted site. You will be

required to select an image of your choice, which includes an associated security phrase and the current date and time.

Security Questions and Answers

The security questions and answers feature will help us verify that you are a trusted user when you forget your password

or if certain security risk levels are exceeded. You will be required to set up answers for a series of security guestions.

One-Time Password

The one-time password feature will send a temporary password to an email address of your choice when security risk

levels are high or if you forgot your password. The email address may be a work or personal address.

Please click Continue to set up your security profile. == |




Security Profile

Selecting your Security Image and Phrase

The security image and phrase feature is used to
ensure that you are entering your password on our
official site. The image below is your currently

selected security image and phrase where you will
enter your password when logging into Edi inth
future, T lect a different image, which includ
auto-generated phrase, please click Change y
image and ph until you find an imag d ph
wou like. Once selected, please click Continue to
procee d.

Please remember to never enter your password when
logging into Edison unless you see your personalized

Your pers |
ty image
Your pers |
ssssss ty phrase
Learn mi bout y person d ity imag d
phra
Change yo g d ph

N Department of

Children’s Services

You can change the image
and phrase by clicking the
link at the bottom.

Once you are content with
the picture and phrase, click
Continue.

You will be taken to a
section to select and
answer 5 security
guestions.

After answering security
questions, you will be taken
to the Edison Home Page.



Edison Home Page

e C(Click the “Down Arrow"” beside the ELM Header to see the menu.
» C(lick “Learning Home"

Wed, Nov 28, 2018 11243 AM

T
[ Self Service
N

! Generzl Information

S ‘]] Payroll

LY
i _f%' Human Resources

ELM News
ELM Support Info
Leamning Home

3?1 FSCM
Gi}q?j\ Training

Edison News Alerts c

A\
o

Mews and Events

@ FAQ

Travel Expense Report Budget Check Issue

There is currently an issue with budget checking expense reports wit

Edison Travel Module. If you are e g a status being stuck "In

Process™ on an expense repor isak 1issue and we are actively

working to resolve it. We apologize for any inconvenience and will post an

update to this once the issue is resolved.

MNew Time and Labor Query

The Edison Time & Labor team has created a new query that will help your
ency in troubleshooting Edison Security and Access for an employes.

click this news alert for more information

in the

Search Box Placeholder

~

E] Edison Maintenance Calendar -~

Sunday Nov 25, 2018 - Saturday Dec 1, 2018

b

Mo events found for the date range.

Full Page View

My Reports

Report
External
Leamers

TNTL330

@
]
4

Folder
General

2018-11-28-11.245
General

NRA1.21.01 170




Navigating ELM - Navigator

NavBar: Navigator

Edit My Links

Navigator

HCM

ELM

FSCM

Portal Administration

Self Service

Manager Self Service

Enterprise Learning

Set Up ELM

*®
>
Self Service
Learning Learning
Personal Information Home My Learning

Find Learning

Certification Status

Learning Objectives

Supplemental Learning

*




The Learning Home Page

* The Learning Home Page provides quick links to everything you need.
e Quick Links are to the left.

< Learning Home Learning Home Workcenter

Learning Home Workcenter W& <« | | eaming Home

—® &

Search for Learning New Learning

Main Reports

@y Links

L]

= _Q“iCk Links Enter a keyword and select the Search button o initiate the search.

Find Learning « |Impact of Fostering on Birth Children
My Learning @ CH-EA4566-190115-01 - Classroom
Certifications Advanced Search

S Learning Objectives « Seli-Care for Foster Parents

- CH-RP4573-TV-190507 - Assignment / Task
Supplemental Learning o (B Al
" -
;“ c (L . + Seli-Care for Foster Parents
VACINTENTECEAming CH-RP4573-TV-190402 - Assignment / Task
RN | All Leaming M . Social Media and Cyber Safety
CH-RP4572-TV-190413 - Classroom
Title Type Required Status Due Date
Seli-Care for Foster.. Assignment / Task Enrolled + Fostering from the Single Parent Perspective
Social Media and Cyb... Classroom Enrolled CH-RP4569-TV-190418 - Classroom
Fostering from the 5... Classroom Enrolled

@ Find Learning

View More Details

& My Learning




Find Learning

* You can search for learning by typing directly into the “Search for Learning” search
bar or by clicking “Find Learning” to the left.

* In the Search for Learning box, you may search by the title of the training or by the
course code.

 The course code is an 8-character code that generally starts with four letters followed

by four numbers. Example: CHDE4027 is the course code for Creating Normalcy
through Prudent Parenting.

< Learning Home Learning Home Workcenter

Leamning Home Workcenter €  « | Leaming Home

Main Reports @
@y Links S a- p .

Search for Learning New Learning

~  Quick Links Enter a keyword and select the Search button fo initiate the search.
Find Learning . Impact of Fostering on Birth Children
My Learning @

CH-EA4566-190115-01 - Classroom
Certifications Advanced Search

) - Seli-Care for Foster Parents
Learning Chbjectives *
oo CH-RP4573-TV-190507 - Assignment / Task
Supplemental Learning -g = (B
e -
£ . « Seli-Care for Foster Parents
My Current Learning

CH-RP4573-TV-190402 - Assignment / Task

View| All Learning M . Social Media and Cyber Safety
CH-RP4572-TV-190413 - Classroom
Title Type Required Status Due Date
Seli-Care for Foster.. Assignment / Task Enrolled . Fostering from the Single Parent Perspective
Social Media and Cyb... Classroom Enrolled CH-RP4569-TV-190418 - Classroom
Fostering from the 5... Classroom Enrolled

@ Find Learning

View More Details

& My Learning




Find Learning

e Results will provide all classes currently available for the given course. The list
shows the date and location.

* |f you have selected the class you want to attend from the calendar on the website,
match the class code given on the calendar to the class code listed in Edison and
click Enroll for that class.

CHDE4027 )
Search Results View All  First 1-1of1 Last

[#] Expand [=] Collapse

Creating Normalcy Through Prudent Parenting (CHDE4027)

- (1) View Reviews Flan for Later

This fraining introduces and instructs paricipanis on how to create normalcy through reasonable prudent parenting standards
characterized by decizion making that iz intended to create a more normal life for children and youth in out of home placement. View

Details

Class Code Type Dwuration Start Date Location Price

CH-MG4027-190206-01 Classroom 3 Hrs 02/06/2019 Mazhville, TH Enrall -
CH-5C4027-130204-01  Classroom 3 Hrs 020472019 Columbia, TH Enrall

CH-5H4027-190225-01  Classroom 3 Hrs 0272812019 Memphis, TH Enrcil

CH-3W4027-190226-01 Classroom 3 Hrs 0272672019 Jackson, TH Enroll

CH-TV4027-190211-01  Classroom 3 Hrs 02111/2019 Chatianooga, TN Enrcll




Find Learning

e Clicking on the class code will provide additional information.

CHDE4027 (35
Zearch Results View All  First 1-1of1 Last

[#] Expand [=] Collapse

Creating Normalcy Through Prudent Parenting (CHDE4027)

& (1) View Reviews Plan for Later

This fraining introduces and instructs paricipanis on how to create normalcy through reazonable prudent parenting standards
characterized by decision making that is intended to create a more normal life for children and youth in out of home placement. View

Details

Class Code Ty, Duration Start Date Location Price
CH-MG4027-190206-01 3 Hrs 02/08/2019 Mashville, TH Enrall
CH-3C4027-150204-01  Classroom 3 Hrs 020472019 Columbia, TH Enroll
CH-SH4027-190225-01 Classroom 3 Hrs 027282019 Memphis, TH Enrcll
CH-SWa027-190226-01 Classroom 3 Hrs 0272672019 Jackson, TH Enroll

CH-TWV4027-120211-01  Classroom 3 Hrs 02/11/2019 Chattanooga, TH Enrcll




Find Schedule

Creating Normalcy Through Prudent Parenting
(D)

You can view further details about the Class by selecting the various links. You can enroll in the class by selecting the
Enroll buiton or add the class to to your Learming Plan by selecting the Add to Flan bution.

Class Code CH-MG4027-190208-01 Class Name Creating Normalcy

Type Classroom Contact Sandra Brown
Price Per Seat — Drop Charge —
Start Date 02/06/2019 End Date 02/06/2019
Last Enrollment Date — Last Drop Date —
Available Seats 10 Available Waitlist 0
Language English Duration 3 Hrs
Owverview Objectives Met Schedule Prerequisites MNotes and Attachments

Description This training introduces and instructs participants on how to create normalcy through
reasonable prudent parenting standards characterized by decision making that is
intended to create a more normal life for children and youth in out of home placement

Class Syllabus

To receive credit for this class you must complete all required tasks.

1 Prudent Parenting
Required Sessions

(Duration : 3 Hrs)
Cverview Objectives Met Schedule Prerequisites Motes and Attachments

Recommend Learning

Close

e This page indicates the
contact person for the
class.

e Clicking on Schedule
will give you the start
and end time for the
class.




Find Schedule

Creating Normalcy Through Prudent Parenting
(0)

You can view further details about the Class by selecting the various links. You can enroll in the class by selecting the Enroll button or add the class to to
your Learning Plan by selecting the Add to Plan button.

Class Code CH-MG4027-190206-01 Class Name Creating Mormalcy Through Prudent Parenting
Type Classroom Contact Sandra Brown
Price Per Seat — Drop Charge —
Start Date 02/06/2019 End Date 02/06/201%
Last Enrollment Date — Last Drop Date —
Available Seats 10 Available Waitlist 0

Language English Duration 3 Hrs

Owerview Objectives Met Schedule FPrereguisites Motes and Attachments

Scheduled Sessions

Day Date Start Time End Time Time Zone Instructor Location

Wednesday * 02/06/2019 9:00AM 12:00PM CST Larry Puckett MNashville, TN

* Required Sessions

Overview Objectives Met Schedule Frereguisites Motes and Attachments

Recommend Learning

Close




My Current Learning

 On the Learning Home page, My Current Learning shows recent activity. This area
provides limited detail on classes.

* For more detail, click on “My Learning” from the Quick Links menu or under “My
Current Learning”

¢ Learning Home Learning Home Workcenter

Learning Home Workcenter @« | Leaming Home

Main Reports

Gy Links C — JO %’

Search for Learning New Learning

~ _Q“iCK Links Enter a keyword and select the Search butfen fo initiate the search.

Find Learning . Impact of Fostering on Birth Children
8 My Learning @ CH-EA4566-190115-01 - Classroom
B Certifications

Advanced Search « Sel-Care for Foster Parents
CH-RP4573-TV-190507 - Assignment / Task

Learning Objectives
Supplemental Learning

~
. S ar + Sel-Care for Foster Parents
My Current Learning

CH-RP4573-TV-190402 - Assignment / Task

View | All Learning v + Social Media and Cyber Safety

CH-RP4572-TV-190413 - Classroom

Title Type Required Status Due Date

Seli-Care for Foster.. Assignment / Task Enrolled + Fostering from the Single Parent Perspective
Social Media and Cyb... Classroom Enrolled CH-RP4569-TV-190418 - Classroom
Fostering from the 5... Classroom Enrolled

@ Find Learning

View More Details

- ¥ My Leaming




My Learning Page

* Only classes that you have enrolled in or completed since you have been in Edison will
show on the My Learning Page. You will not see classes that you completed prior to

being in Edison.

* You can select from classes with activity from the last 90 days or all learning since you

have been in Edison.

My Learning

=View  All Learning - Last 90 Days vi Go
[ &1l Learning - Any Status, Type or Date | _
My Led ..:, ing - L ast 90 Day
Title Type
Fostering from the Single Parent Perspective Classroom
Seli-Care for Foster Parents Assignment / Task
Social Media and Cyber Safety Classroom

Status

Enrolled

Enrolled

Enrolled

EI View Calendar @; Request Mew Learning ﬁ Learning Home
<]

Date

01312019

01/31/2019

01/31/2019

| (21 1-30f 3
Action My Ratings
Drop
Drop
Drop




My Learning Page

* You can see detail about a classes on this page. You can sort by clicking on the links in
the Title Bar.

* For example, clicking on “Title” will sort the courses by title. Clicking on “Type” will sort
by the type of class, etc.

£ _ "]
w C o om
My Lea r’nlng EI View Calendar %‘j Request Mew Learning ﬁ Learning Home
=\iew [ All Learning - Last 90 Days v Go
[ Il Learning - Any Status, Type or Date |

YIS, Al Learning - Last S0 Days |@  130f3
Title Type Status Date Action My Ratings

Fostering from the Single Parent Perspective Classroom Enrolled 01/3172019 Drop

Seli-Care for Foster Parents Assignment / Task Enrolled 01/31/2019 Drop

Social Media and Cyber Safety Classroom Enrolled 01/3172019 Drop




My Learning Page

* You can drop a course from this page should you need to do so. If you enrolled in a class
that you later realize you are unable to attend, please drop the class to make room for

others.

My Learning

=View  All Learning - Last 90 Days vi Go
All Learning - Any Status, Type or Date

My Lea . mg - Last 90 Days
Title Type
Fostering from the Single Parent Perspective Classroom

Seli-Care for Foster Parents Assignment / Task

Social Media and Cyber Safety Classroom

Status

Enrolled

Enrolled

Enrolled

EI View Calendar @i‘ Request Mew Learning ﬁ Learning Home

| (21 1-30f 3
Date Action My Ratings
01/31/2019 Drop
01/31/2019 Drop
01/21/2019 Drop




My Learning Page

* Please be aware that the “Date” column shows the date of the last status update. In this
example, the date shows the date that the student enrolled in the class.
 The Date DOES NOT indicate the date that the class will occur.

i iew C ! b
My Lea ming EI Wiew Calendar %:1 Request New Learning ﬁ Learning Home

=\iew [ All Learning - Last 90 Days v Go
[ Il Learning - Any Status, Type or Date |

i All Learning - Last 90 Days

gl

My Le | (21 1-30f 3
Title Type Status Date Action My Ratings
Fostering from the Single Parent Perspective Classroom Enrolled 01/3172019 Drop
Seli-Care for Foster Parents Assignment / Task Enrolled 01/31/2019 Drop
Social Media and Cyber Safety Classroom Enrolled 01/3172019 Drop




My Learning Page

* Clicking on the title of the class will take you to the Class Progress page where you can

view additional detail.

My Learning

=\iew [ All Learning - Last 90 Days v Go
All Learning - Any Status, Type or Date

All Learning - Last 20 Days
gl

Title Type

Fostering from the Single Parent Perspective hrnnn‘

Seli-Care for Foster Parents Assignment / Task

Social Media and Cyber Safety Classroom

Status

Enrolled

Enrolled

Enrolled

EI View Calendar @i‘ Request Mew Learning ﬁ Learning Home

| (21 1-30f 3
Date Action My Ratings
01/31/2019 Drop
01/31/2019 Drop
01/21/2019 Drop




The Class Progress Page

This page provides additional information about the class as well as access to location
and schedule.

Class Details
Class Code CH-RP4569-TV-190418 Clazs Name Fostering from the Single Parent Perspective
Type Classroom Contact —
h I d Price Per Seat - or - Drop Charge - or -
T e Class ate Enrcllment Status Enrclled Confirmation Number 4669457
IS prOVIded Start Date 04/18/2019 End Date 04/18/2019
here' Last Enrollment Date - Last Drop Date -
Duration 3 Hrs
Progress Schedule Grades and Attendance Motes and Atfachments Payment Detfails Approvals

Class Progress

Progress Enrolled Grade Mot Graded TO see the
Paszing Status Pending Comments &= Sta rt and
end times

Class Syllabus
You must complete this class by 04/18/2019. an d
To receive credit for thiz class you must complete all required tasks

location
1  Fostering from the Single Parent Perspective g
Required Sessions Wiew Schedule and Locafions _ Cl |Ck h ere:

Progress Mot Attempted

Drrop Recommend Learning

) Tobe able to add event to your calendar, set up your calendar in the Learmning Preference page.




The Class Progress Page

The start and end times are provide below. To see the address of the training
location, click on the city.

Class Details [+

Class Code CH-RP4569-TV-190413

Type Classroom

Price Per Seat

Enrollment Status
Start Date

Last Enrollment Date

Progress

Schedule

— Gr —

Enrolled

04/18/2019

Grades and Attendance

Scheduled Sessions

Day Date

Thursday *

* Required Sessions
Drop

04182019

Start Time

G:00PM

Recommend Learning

Class Name Fostering from the Single Parent Perspective

Contact —

Drop Charge
Confirmation Number
End Date

Last Drop Date

Duration

Motes and Attachments

End Time

9:00PM EDT

Time Zone

— Gr —

4669457

04/18/2019

3 Hrs

Payment Details

Location

Cleveland, TH _

ﬁ To be able to add event to your calendar, set up your calendar in the Leaming Preference page.

Approvals




Finding A Training Address

Cleveland, TN
Facility Cleveland Fire Dept Address 355 5 Ococee Sireet
Building N Cleveland, TH 37311
uilding Name Bradiey
Room Name Room Number

Maximum Occupancy Floor Number




Launching a Computer Based Training

Class Progress

Title VI (1 hr)

(2) View Reviews

Class Details (7

Class Code CH-CB0005-190000-01 Class Name Title VI (1 hr)
Type \Web BEased Training Contact Vicky Puckett
Price Per Seat — Drop Charge —
Enroliment Status Enrolled Confirmation Number 4441156
Start Date 07/02/20138 End Date 06/30/2019
Last Enrollment Date 07/02/2018 Last Drop Date —

Duration 1 Hrs

Progress Schedule Grades and Attendance Notes and Attachments Payment Details Approvals

Class Progress

Progress Enrolled Grade Not Graded
Passing Status Pending Comments
Class Syllabus

You must complete this class by 06/30/2019.
To receive credit for this class you must complete all required tasks in order.

1 Title VI CET
Optional  Web-based Launch

Progress Mot Attempted

2 Title VI Post Test

Required  Web-based Launch

Progress Mot Attempted

Recommend Learning

If the course is
computer based, you
can launch the
course from the Class
Progress page.

For computer based
classes, you will see a
launch link instead of
a schedule and
location link.

Click the launch link
to launch the class.




Launching a Computer Based Training

e Clicking launch on the Class Progress page will bring up a Table of Contents.

e Click “Launch” again and the training will appear in a separate window. Be sure to
disable pop-up blockers on your browser.

e After you have watched the training, return to this page. It will still say “Not
Attempted” under status.

e Click Return to Class Progress to update the status. If you wait more than 30
minutes to click Return to Class Progress, your progress may not be recorded.

Wiew Progress Page

ldRIe Ul LUl ILETILS
Brenda Carpenter, TRAINING & CURRICULUM DIR 1 CO Training

Component Name: FA-INFOSEC-01-12012018 Type: Web-based
Class: Information Security Awareness Training Duration:

Table Of Contents
Title Status score

State of Tennessee Carousel 1 Mot Attempted Launch —
Return To Class Progress _




* Once clicking Return to Class Progress, you will see on the syllabus that the
progress status has changed to Completed.

Class Syllabus

You must complete this class by 06/30/2019.
To receive credit for this class you must complete all required tasks in order.

1 Title VI CBT
Optional Web-based

Progress Completed _

Re-Launch




Where to get help

Start with the Edison Help inside Edison for & avBar
common problems: Click the Navigator
then Edison Help Desk.
« (Call the Edison Help Desk:
— 866-376-0104 or 615-741-4357 B

— Open 7:00 am to 4:30 pm CST, Monday-Friday
— Edison cannot assist with any issues related to

Edit My Links

TFACTS or to any problems related to your L =se
personal equipment. l @
- Contact your FPS worker ‘5‘_
- Contact Stacy Arnold at stacy.arnold@tn.gov | "
Or 61 5'741 '0239 g My Preferences



mailto:stacy.arnold@tn.gov
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