OFFICE OF )
SU Resources

BOWLING GREEMN STATE UNIVERSITY

Online Training and Development Opportunities & Access Guides

From The Office of Human Resources

HR Training Specialist: Suzi Saunders @ smsaund@bgsu.edu

Director of EEO/PD/ER: Dr. Lisa Dubose @ |dubose@bgsu.edu

If you have any technical difficulties accessing these courses, please reach out Suzi Saunders, HR Training
Specialist, at smsaund@bgsu.edu. NOTE: To guests with disabilities, please indicate if you need special
services, assistance or appropriate modifications to fully participate in this event by

contacting Accessibility Services, access@bgsu.edu, 419-372-8495. Please notify prior to the event.
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Please visit the Bridge LMS system to see what online sessions are being offered for the month.
There you may register directly for the courses being offered. If a course listed below, is not
available or listed on the Bridge calendar and you would like access to it, please do the following.

To access the following courses and to receive the login information/link, please send Suzi
Saunders, HR Training Specialist, (smsaund@bgsu.edu), an email containing the course name you
would like to register for. She will respond with the link to access the course.

Searching for Success:

w

o

®©

10.
11.
12.
13.
14.
15.
16.

17.

18.

19.

20.

Difficult Conversations in the
Workplace

Creating and Sharing Your Vision in
the Workplace

Setting Goals with Employees

Hosting Productive Meetings in the
Workplace

The Power of Change

How to Delegate Effectively

Fostering Healthy Workplace
Relationships

10 Common Communication Mistakes
Supervisory Skills 101- Online version
Success Tips from Evan Carmichael
Awaken the Giant Within Part 1
Awaken the Giant Within Part 2
Giving Feedback

Appropriate Workplace Behavior
Engaging Employees Effectively
Leadership Success Tips from Apollo
13

Leadership Success Tips from Forest
Gump

How to Build Strong Professional
Relationships

How to Handle Personality Conflicts
in the Workplace

How to Provide Exceptional Customer
Service

21.

22.

23.

24.
25.

26.
27.

28.
29.
30.
31.
32.
33.
34.
35.

36.
37.

How to Have Influence in the
Workplace

Sipping Success from Starbucks Cup:
Leadership Tips from Starbucks
Being an Authentic Leader in the
Workplace

Intrinsic Motivation in the Workplace
Embracing Different Personality
Types in the Workplace

Becoming a Valuable Player

How to Become More Indispensable
at Work

How to Boost Your Morale in the
Workplace

How Great Leaders Inspire Great
Action

Leading and Influencing in the
Workplace Without Authority
Handling Invisible Conflict in the
Workplace

Act Like a Success, Think Like a
Success

Search Committee Training
Managing Your Time Effectively
Creating Workplace Success

Ethical Leadership

Positive First and Lasting Impressions
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Atomic Learning/Hoonuit Course Offerings
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Courses Offered by Atomic Learning/Hoonuit

Leadership Styles

How Do I Build an Effective Leadership
Team?

The Art of Influence

Effective Meetings

Effective Presentation Design

Effective Listening Training

Navigating Relational Conflict

Over the Rainbow Customer Service
Training

Decision Making

The Art of Execution

Communication Tune Up Training

Goal Setting

Persuasion & Negotiation Training
Successful Time Management

Asking Essential Questions

Online Marketing 101

What are Strategies for Working in a
Group?

How Do We Plan with Purpose? A look at
Effective Professional Development
How do I Deal with Resistance to Change?
FERPA Training

Emotional Wellbeing and Stress
Reduction

Responsible Decision Making
Developing Self-Management Skills
Developing Healthy Relationship Skills
Professional Etiquette

Professionalism in the Workplace
Nutrition, Movement and Emotional
Wellbeing

Strategic Leadership: Beliefs, Mission and
Vision, 2nd Ed

29.
30.

31.
32.

33.

Data Driven Decision Making: An

Introduction

Strategies for Communicating with Teens

Communication Styles
Microsoft Office Suite:
a. Word
b. Excel
c. Powerpoint
PATHWAYS:
a. Health, Wellness and Emotional
Wellbeing of Staff
b. Professional Growth to Improve
Instruction
c. Excel 2016 Essentials
d. Office 365 Essentials
e. Word 2016 Essentials
f. Leadership Strategies
g. Awareness of Mental Health
Issues
h. Paper Writing Essentials
i. Photoshop Creative Cloud 2017-
Essentials
j. SPSS 24 Essentials
k. InDesign Creative Cloud
Essentials
l.  Premiere Pro Creative Cloud
Essentials
m. Illustrator Creative Cloud
Essentials
n. Dreamweaver Creative Cloud
Essentials
0. Planning and Design

If you have any technical difficulties accessing these courses, please reach out Suzi Saunders, HR
Training Specialist, at smsaund @bgsu.edu. To guests with disabilities, please indicate if you need
special services, assistance or appropriate modifications to fully participate in this event by
contacting Accessibility Services, access@bgsu.edu, 419-372-8495. Please notify prior to the
event.
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ACCESSING ATOMIC LEARNING/HOONUIT TRAINING:

These are on-demand trainings you can take at any time through the Atomic Learning/Hoonuit
portal.

To access Atomic Learning:
Bgsu.edu> mybgsu> login> click on Quick Links at the top of the page> Misc Links> Atomic Learning

WELCOME EMPLOYEES HELPDESK ALERTBG QUICK LINKS ~SIGN OUT

cANVAS VETERAN STATUS EMAIL DISABILITY UPDATE PERSONAL INFORMATION
MANAGER INFORMATION FINANCIAL TIME AND LABOR SUPERVISOR TIME AND LABOR EMPLOYEE CONTRACTING
i VIEW BILL & MAKE PAYMENT APPROVE MY MONTHLY REPORTERS TIMESHEET [ON CAMPUS ONLY] INSTRUCTOR CONTRACTS
ST D R ET BGICARD SERVICES. APPROVE MY BIWEEKLY REPORTERS LAUNCH PAD [ON CAMPUS ONLY) ‘SUMMER CONTRACTS
e rtaa — APPROVE MY STUDENT HOURLY REPORTERS ‘WEB CLOCK [ON CAMPUS ONLY] GA CONTRACTING
BENEFITS SUMMARY CHANGE PASSWORD PAYROLL INFORMATION mIsc
BENEFITS ENROLLMENT CHANGE SECURITY QUESTIONS VIEW PAYCHECK ATOMIC LEARNING
ADD SERVER ACCOUNT X INFORMATION INTERNAL STAFF POSITIONS
ALERTBG EPOSIT [ON CAMPUS ONLY] MANAGE PARKING ACCOUNT
C CONSENT MAINTENANCE REQUEST
/W-2C FORMS [ON CAMPUS ONLY) INIURY/ILLNESS REPORT

Payroll Information
‘ W-4 Tax Information

@ (on

LABOR [ON UPDATE PERSONAL BENEFITS
CAMPUS ONL NFO

Consent

View W-2/W-2¢ Forms
& (on campus Only)
IT SECURITY ACCESS FORMS
Benefits Information
Family Status Changes/Life Web Report Library
Event « FMS Web Report Library Access
Form
Benefits Summary
Benefits Enrollment
er
iver
htpsi//secure2.atomiclearning.com/ssofshibboleth/BGSU -

When you reach the dashboard for Atomic Learning/HOONUIT, select the search box and type in
the title of the course or topic you are looking for. Once you click search, the course name and
courses like it, will pop up and you will be able to select your course of choice.

Please remember you will need headphones or speakers to hear the course. If you have any
technical difficulties, please do not hesitate to reach out.
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Atomic Learning (Hoonuit) Dashboard

@ onut o Suzanne Saunders + | @ =
S ATEMIG LLARNING

Sl

Discover New and Popular Instructor Tools, Programming and Design Topics. Change Topics &

Discover

Adobe p
Photoshop CC

llustrator® is the Industry-standard vector graphics

app which lets yo

re Web pages.

» communicating with your stus

SEARCHING FOR A CERTAIN COURSE: Sample i.e.- Leadership

When you access Atomic Learning go to the search button and search Leadership. The image below
is what you will pull up. You can click on the course you want to take and begin the courses.

leadership Search Q Advanced Filters

Resulls by Course/Series @ Results by Tulorial B Resel AIS

Showing 1 ta 15 of 15 results

TUTORIAL  TOTAL
< SERIES TITLE © APPLICATION COUNT  TIME
How Do | Bulld an Effective Leadership Team? Leadership 2 35m:25s
The Art of Influence Artof Infl ] 32m5Ts
Effective Meetings Effective Mleetings 18 45misds
Effective Presentation Design Presentation 23 2m:51s
Effective Listening Training Effective Listening 16 45m:32s
Navigating Relational Conflict Navigating Relational Conflict 25 1h:08m:5Ts
Over Rainbow Customer Servic Customer Service 17 51m:36s.
Decision Making Decision Making 25 1h06m3ss
The Art of Execution Art of Execution 15 46m:3ts
Communication Tune Up Training Communicatio 16 1hoom3Ts
Goal Setting 1 05mi18s
Online Marketing 101 Marketing 10 1h27m:32s
Evaluating Technology Resources Technology Resources ] 29m:205
Bloadborne Pathogen Training Bloodbarne Pathogens 13 12m21s
FERPA Tr FERPA 15 18m:56s
show| A =) rows 1015 0f 15 results

4 Indicates My Campus Training
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Courses Offered by Impact Solutions:

Leadership:

O XN W e

16.
17.
18.
19.
20.
21.
22.
23.

Leading Effective teams
Succeeding as a Supervisor
Applying Leadership Basics

Time Management

Managing Stress

Coaching and Counseling

Creating a Strong Leadership Team
Conflict Intervention
Executive-to-employee
communication Strategies

. Motivating Employees

. Attention Management

. Conducting a Performance Review
. Creating an Effective Sales Team

. Delegating

. Disciplining and Redirecting

Employees

Discharging Employees

Attention Management

Office Politics for Managers
Managing Disagreement

Managing Negative People
Managing Projects

Providing Effective Feedback
Recognizing Employee Performance

24. Setting Performance Goals and

Expectations
Communication:

1. Basics of Effective Communication

2. Basics of Effective Selling

3. Building Strong Customer
Relationships

4. Business Writing Basics

5.
6.
7.

Dealing with Difficult Customers
Successful negotiation

Telephone Skills for Quality Customer
Service

Professional Development:

1. Applying Emotional Intelligence in the
Workplace

2. Appreciating Personal Differences

3. Becoming an Effective Team Member

4. Dealing with Violence in the
Workplace

5. Developing a Strategic Plan

6. Financial Basics for Non-financial
Managers

7. Intercultural Business Etiquette

8. Negotiating for the Sales Professional

9. Organizing your Workspace

10. Recognizing and Avoiding Burnout

11. Recognizing and Managing Anger

12. Recognizing and Responding to
Signals of Violence

13. Solving Problems as a team

14. Valuing Diversity

Work/Life Balance:

1. Achieving Personal goals

2. Balancing Work and Family

3. Overcoming a Loss of a Loved One

4. Personal Financial Planning

5. Increasing Self-Awareness

6. Improving Mindfulness

7. Attention Management

8. Health and Wellness

9. Stress Management

If you have any technical difficulties accessing these courses, please reach out Suzi Saunders, HR
Training Specialist, at smsaund@bgsu.edu. To guests with disabilities, please indicate if you need
special services, assistance or appropriate modifications to fully participate in this event by
contacting Accessibility Services, access@bgsu.edu, 419-372-8495. Please notify prior to the

event.



mailto:smsaund@bgsu.edu

DFFICE OF
BGSU. | HumanResources
BOWLING GREEMN STATE UNIVERSITY
Accessing Impact Solutions Online Learning Resources

Impact Solutions has a many resources available to the staff and faculty of BGSU on their website. In

order to access their website, please visit: www.bgsu.edu/human-resources/benefits /work-life-

balance.html

BGSU. OFFICE OF HUMAN RESOURCES

CAREERS BENEFITS/COMPENSATION EMPLOYEES MANAGERS PROFESSIONAL DEVELOPMENT EEO/COMPLIANCE GIVEf} MYBGSU EMALER

R -

WORK LIFE BALANCE

EMPLOYEE ASSISTANCE PROGRAM (EAP)

ance 24/7, call

Work Lie Balance

IMPACT's wel

you and you

BENEFITS

Susan Goetz

From there, click on the Impact Solutions website link outlined in red. You will then arrive to the
main page of Impact Solutions. Once there, please click on the Go to Member Login button.
Remember that your username will be BGSU.

>About IMPACT > Specialists in Support >Contact Us >Employee Assistance >Personalized Medical > Specialized
solutions to Higher Education & WorkiLife "with a Guidance® (PMG) Consultation

personal touch” services

@mpactsolutions

Remember our login is BGSU

> Read more about IMPA

3, We are the official EAP ~ z
Provider of the Inter- IMPACT Solutions is
' University Council of Ohio.

widely recognized
Specialists in Support to Higher Education as a leader in the
+ Empioyee Assistance and WorkaLfe for your Faculty ans EAP field.

S Read More | Waich Video
+ IMPACT Stugent Life Assistance® - Flling he 247 gap when
Your staf is NOT availabie. Reag More | Watch Video

Employee Assistance and Work/Life Experts.

« Unique ofenngs 1 school sysisms and heaiicare fciltes

+ Personalized service o business, industry and
municipaiiies

Read hiore [ Waikh Vigeo

Personalized Medical Guidance® (PMG)

Medical and Pnarmacy Heallhcare Enhancement and Cost
Reduttion Serviees

Insert BGSU into the username of the Member Login box. Hit ‘click’ to sign in. (Please Note: You
will be required to create a username/password for the training sessions you enroll in. That will
happen in one of the later screens after following the directions below. For easiest login, please
register with your BGSU username and current password.)
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©mpactsolutions'

‘Guing Fou Iiveugh Lfe

Welcome to our new and Improved web site with:

New Design - Easy to navigate tiies
Mobie Friendly - Connect anywhere using your sm.

iduaiized Login Option - Store your favorite
Over 20,000 Resources - On he
More Tools - Including sef-assessments. video
And Lots More!

phone, tablet and other
content, worksheels and forms
emotional wellbeing. finances, legal Issues and personal & professional deve
'S, QuizZzes, over Iraining courses, articles, calculators and more

To begin exploring, enter your information in the appropriate login below and gol

MEMBER LOGIN
Usemame*
[BGsu|

MANAGER LOGIN

Usemame".
Password"
HR LOGIN
Usemama*
Password”
SIGN IN

Forgot your username or password? Contact IMPACT at 1-800-227-6007 for assistance

Once you are signed in you can browse the entire Impact Solutions dashboard for all sorts of great
resources.

BGSU _—
A

Bowling Green State University
g Need support now? Call: 800-227-6007

Grief and Loss

©mpactsolutions
@ e

Garding You Thvough

Welcome
Weicome to BOWLING GREEN STATE UNIVERSITY on the Web, the new and improved IMPACT EAP work/ife site with enhanced mobile and search capabilities.
The IMPACT Employee Assistance Program (EAP) offers confidential support, 2417, for you and your household members, dependents fiving away from home, and

parents & parents-in-law. To learn more about what IMPACT provides click here or call B00-227-6007 To access a copy of your Summary of Benefits and Coverage
please click hese

You can also e-mail your account manager Barb Furst

ith non-urgent questions by clicking hese or simply call the toll-free hotline at 800-227-6007.

We bekeve that no challenge is too difficult to overcome with the support of qualified professionals and appropriate resources, and we are here to help guide you
through fife

Sincerely, The IMPACT Solutions Team

Newsletters Savings Center Financial

Calculators
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Accessing Training Opportunities:

On the main page, scroll to the bottom of the screen. There you will see the Training icon you can

click on.
Resilience Emotional Wellbeing Personal Growth Relationships
90 more - more s
NP @9
[ | . —
Relocation Locators Training Center Webinars
R

Social Media

Recipes

PRICY 8 SECURITY | TERMS & CONOITIONS | SITE INDEX. © 2017 IMPAOT SOLUTIONS EAR A rights resenved.

This will open you up to a variety of training options including everything from leadership to
communication.

BGSU. -

Bowl Green State University
. Need support now? Call: 800-227-6007

Home > Training Center

® o1

Communication

Child & Elder Care Sales Skills Interpersonal Skills
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When you want to take some Leadership training courses. Click on the Leadership box and from
there you can see the Most Popular Courses and Courses tabs for your training opportunities. If you
click on any of the trainings offered, you may have to create an individual account so they can track
your accomplishments.

This is free through the university, you will just need to create a username, password and
passphrase for access. Once this is done, you will be prompted to take the online course where you
can receive a certificate at the completion.

BGSU o
!

Bowling Grean State Univarsity
Need support now? Call: 800-227-6007

Home 2 > Leadership

Leadership

Most Popular | Courses

Leading Effective Teams Coaching and Counseling

Succeading as a Supervisor Creating a Strong Leadership Team

Time Management

1 6

2 T

3. Applying Leadership Basics 8 Conflict Intarvention
4. 9. Executive-to-employee Communication Strategies
5.

Managing Stress 10 Motivating Employees

In order to find additional courses, make you are selecting the “Courses” tab next to the “Most
Popular” tab. This will open up the entire library under that topic header and you will be able to
view all of the courses available.




