Skills@Columbia Navigation Guide

The following guide provides detailed instructions on how to access and
complete the Doing the Right Thing courses available through Skills@Columbia.
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Doing The Right Thing — Web Based Training
General Navigation Guide

1. Access Skills@Columbia on the Learning and Development website at
http://hr.columbia.edu/learn-dev/e-learning. Click the Skills@Columbia link
or use the Online Learning link in blue font on right side of the screen.

2. Click Launch to log into Skills@Columbia.
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3. Enter your UNI and Password in the popup window.
Skills@Columbia website.

Click Login to launch

=0 |IN| | |

Login
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Doing The Right Thing — Web Based Training
General Navigation Guide

4. Click the Columbia Catalog of Courses folder.
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Doing The Right Thing — Web Based Training
General Navigation Guide

6. Select appropriate Doing the Right Thing course.

m  “Manager and Supervisor Harassment and Discrimination Awareness” for
Managers, Supervisors or staff members working in a leadership role

= “Preventing Harassment and Discrimination in the Workplace for Staff

Welcome columbiaadmin_momingside, Logged n: Aug 17, 2010 10:43 AM | Help | Log Cut =
Heme | Admin

2 L] Doingme Right Thing
=2

Y uanaos
@ [ uanagament & Leadership Develnpment
@ ) essenual micioson ang Adobe Sotware Skilg
@ | course Cumcuta
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Doing The Right Thing — Web Based Training
General Navigation Guide

7. Click Launch (or the blue arrow) to begin or continue the course.

Skills@Columbia Catalog - Windows Internet Explorer

G@ @[] https./skilsatcoluimbia skilpert. coms ilortFe main actioneontent=catalog S8 [*][>] [ cooae

File Edit  View Favorites Tools  Help
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Welcome Tanea, Logged In: Aug 17, 2010 10:43 AM | Help | L&

b H J
Skills@Columbial o |
— [ Sewrch

Catalog

a ‘D Columbia Catalog of Courses
‘ Doing the Right Thing
) Manager and Supenvisor Harassment and Discrimination Awareness @ [Launch]

>

1ID: _scorm12_cuny_cu_mar
Overview/Description =
Columbia University is committed to providing a werking and learning environment free from unlawful

discrimination and harassment and to fostering a nurturing and vibrant community founded upon the fundameantal
dignity and worth of all of its members. It is an equal oppertunity and affirmative action employer. It does not
discriminate against or permit harassment of employees or applicants for employment on the basis of race, color,
sex, gender (including asnder identity and expression), pregnancy, religion, creed, national origin, sge, alisnags

and citizenship, status as a perceived or actual victim of domestic viclence, disability, marital status, sexual
orientation, military status, partnership status, genetic predisposition or carrier status, arrest record, or any other
legally protected status.

In this program you will review University policy that describes appropriate warkplace behavior, courses of action

] llj Mar & Leadership D
@ ] Fecantial Mirrnenfl and Adnha Snfwara Slills &

J ]
| | | @ mtemet | /- Ruwoow -

NOTE: the course will open in a separate pop-up window
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Doing The Right Thing — Web Based Training
General Navigation Guide

First Screen:

The first screen that appears will provide users a list of recommended technical
settings to complete the Doing the Right Thing training course. If a Java error
message appears the user should contact hrlearning@columbia.edu.

'(1 https: f{cclibrary. skillport, com/custom/skillsatcolumbiacc fwebiscormS 1 25PLW launch. htmi?startpage=_scorm12_cuny_cu_phdw/player, htmlgsessic 5

Preventing Harassment and Discrimination in the Workplace &2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Preventing Harassment and Discrimination in the Workplace
Course Overview

In order to receive the appropriate credit for completing this course it is important to verify and possibly update software and application
settings for the computer you are using. We recommend using Internet Explorer to run this course if you are using a Windows machine.
The Skills @ Columbia platform does not support other web browsers in Windows; however, Mac users can run the course on Mozilla Firefox.
We also recommend the following settings for your computer:

» Load the latest version of Java onto your PC (Contact hrlearning@columbia.edu if you are unable to download Java directly to your

» Disable all pop-up blockers on your computer while you are running the course (if applicable)
» Restart your computer after loading Java and disabling the pop-up blockers (if applicable)
» Be sure to click the red "x" in the lower right hand comer of the last screen in the course

Once you have installed or verified the above settings for your computer you may continue running course. If you experience any technical
issues in completing this course please contact  hrlearning@columbia.edu.

Please note, you must also view every page in the course in order to receive credit. Click the Right Arrow below to begin.

) D tore O x

Done € Internet dg v Hamw v
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Step 8

Doing The Right Thing — Web Based Training
General Navigation Guide

8. You have the option to turn the audio off by clicking the picture of the bell.

] https: jeclibrary.skilpart.com/customfskilsateolumbiacswebjscorm{s 1 25PLwWlaurch 'startpage= scorml2_cuny_cu_phdwjplayer hmissessic| Sl || &)
Preventing Harassment and Liscnimination in the Workplace wly COLUMBIA UNIVERSITY )
IN THE CITY OF NEW YORK 0 |
Preventing Harassment and Discrimination in the Workplace enu | glossary | job aids | help
Course Overview
Introduction
You know the woman who works in the office next
to you, the one who everyone teases about her
age? Or the Asian man or the woman in the
wheelchair who people poke fun at? What about the
waoman who is constantly subjected to sexual
advances by her colleague?
q) xd
~|
< i I B
Done & mternet 43 - ®|io0%m v

9. Advance to the next screen by clicking the forward arrow. (The arrow will
flash in green once the course narrator has read all text on that screen).

& _scorm12_cuny_cu_phdw/player. html - Windows Internet Explorer
& | https:| v skillpart, ca f
Freventing Hara ent and i
Preventing Harassment and Discrimination in the Workplace
Course Overview

ale’ COLUMBIA UNIVERSITY o
IN THE CITY OF NEW YORK b

Educate Yourself

‘You might be wondering how things can escalate
and get so out of hand.

This course will help you learn more about
University policy that prohibits harassment and

discrimination in the workplace, as well as
expectations for appropriate workplace behavior,

) Q@ 208 © < Step 9 x|
] | &

Done & mternat 5 Hoow v
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Doing The Right Thing — Web Based Training
General Navigation Guide

10. To replay the audio for a screen click the two arrows.

= _scorm12_cuny_cu,_phdwiplayer. html - Windows Internet Explorer

IN THE CITY OF NEW YORK

Preventing Harassment and Discrimination in the Workplace
Course Overview

Standards of Conduct

These standards or expectations are in accordance with the
University's high ethical standards and with its goal to
continually improve, maintain its status as a world-class
university, and be an employer of choice.

These expectations are described further in the University
Administrative Code of Conduct and the Equal Employment
‘Opportunity and Nondiscrimination Policies and Procedures on
Discrimination, Discriminatory Harassment and Sexual
Harassment.

Preventing Harassment and DIscrimination in the WDI’KDEICE ‘el COLUMBIA UNIVERSILY A

9 Step 10 & e (0O

< i} |

Dane € Internst S5 v W 100%

4

11. To return to a previous slide or text click the back arrow.

& _scorm12_cuny_cu_phdw/player.html - Windows Internet Explorer

IN THE CITY OF NEW YORK

Preventing Harassment and Discrimination in the Workplace
Course Overview

Standards of Conduct

These standards or expectations are in accordance with the
University's high ethical standards and with its goal to
continually improve, maintain its status as a world-class
university, and be an employer of choice.

These expectations are described further in the University
Administrative Code of Conduct and the Equal Employment
‘Opportunity and Nondiscrimination Policies and Procedures on
Discrimination, Discriminatory Harassment and Sexual
Harassment.

Staff members shauld also be aware of the courses of action
they can take if they encounter harassment or discrimination, or
if they are subjected to retaliation for reporting incidents of
harassment or discrimination in the workplace.

Preventing Harassment and Discrimination in the wWorkplace WL LOLUMBIA UNIVERSILY &)

q) Step 11 @D sas (O

< 1l |

Dong € Internat i3 - # 100%
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Doing The Right Thing — Web Based Training
General Navigation Guide

12. The course will provide a number of hyperlinks to Columbia University
policy. These policies will open in a separate pop-up window.

& htip:ifeene colsmbla edufcuicompliance/pdin/Cade_af_Conduet.pidf - Windews lotarnat Explorer
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13. To advance to the next screen when the next arrow is blocked by a pop-up
window, close the pop-up window by clicking the small gray “x” in the
upper right hand side of the pop-up window screen then click the next arrow.

E _scorm12_cuny_cu_phdw/player.html - Windows Internet Explorer ‘

& | https:fcclibrary skilport,comjicustom/skillsatcolumbiace fwebyscorms 12 5PLW launch, html?startpage=_scorm12_cuny_cu_phdw/player, htmisessic g |E|

rPreventing Harassment and DIscrimination In the Workplace aly COLUMBIA UNIVERMLY 4
1N THE CITY OF NEW YORK b |

Defining and Recognizing Workplace Harassment menu | g
Recognize Workplace Harassment

Could this be Considered Harassment?

Is it possible Patricia may be experiencing harassment in the workplace?

Select an answer and click *done’ to receive your feedback. Click reset’ to attempt the question again.

® B Step 13

B Yes

This is correct. Patricia‘s situation may not be classified
as harassment as she indicated her male colleagues’
behavior is not unwelcome. However, this type of
conduct is not appropriate in the workplace.

In accordance with the Equal Employment Opportunity.
and Nondiscrimination Policies and Procedures on
Discrimination, Di inat t Sexual
Harassment, discriminatory harassment is defined as
subjecting an individual to humiliating, abusive, or
threatening conduct that creates an intimidating, hostile,

or abusive work environment.

q) » x
i, il 1 l|
Done & Internet 43 v Wi0w <
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Doing The Right Thing — Web Based Training
General Navigation Guide

14. Click the red “x” arrow on the lower left side of the screen to exit the course.
Skills@Columbia will bookmark the last screen you viewed upon exiting.

html - Windows Internet Explorer

f _scorm12_cuny_cu_phdw/playe

skillpart.com/custo

Preventing Harassme

Preventing Harassment and Discrimination in the Workplace
Course Overview

menu ||;J|G5:?HV",' | job aids ‘ help

Creating a Culture of Respect

All members of the University community are expected to
adhere to applicable University policies and to cooperate with
the procedures for responding to complaints of discrimination
and harassment. Staff members are also encouraged to report
any conduct they believe to be in violation of these policies.

Staff members play a critical rale in helping the University
maintain & culture of respect. It starts with each of us Doing
the Right Thing.

IN THE CITY OF NEW YORK

1

@

q) Q sos (0 O

| B

0 Internet

Cone

Fy v H100%

 Step14|

15. To access the last page you access, click Yes. To play the course from the
beginning click No.

" scorm1 2_cuny_cu_phdw/player.html - Windows Internet Explorer

& https://cclbrary skillport, com

Do you wish to return to your
previous page?

Yes No

o Internet

Done
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Doing The Right Thing — Web Based Training
General Navigation Guide
16. Access the Menu option at the top of the screen to view your current progress

in all course topics

& | https: killport.co

Freventing Harassmer"\La-Dﬂ-LlISCﬂmlﬂi
Preventing Harassment and Disci Step 16
Course Overview

Creating a Culture of Respect

All members of the University community are expected to

any conduct they believe to be in violation of these policies.

Staff members play a critical role in helping the University

—_scorm12_cuny_cu_phdw/player.himl - Windows Internet Explorer

maintain a culture of respect. It starts with each of us Daing

cu_pt

n 1n the Workplace Ly COLUMBIA UNIVERSITY 4]

Y | job aids ‘ help

adhere to applicable University policies and to cooperate with
the procedures for responding to complaints of discrimination
and harassment, Staff members are also encouraged to report

IN THE CITY OF NEW YORK

the Right Thing.
d) QR s (0 O x
=1
< | &
Done @ Internet &y v Hioow -

NOTE: the Menu pop-up window will appear.
gray “x” to close the menu screen (see below).

=_scorml 2_ciiny eil_pho

Click the small

Sexual Harassment Defined

Confronting and Preventing Harassment

Defining and Recognizing Workplace Harassment

Menu
Lessons Topics
Preventing Harassment and Discrimination in the $ (B Course Overview

@ Current Location Not Started |~ Started and Incomplete |B Completed

[
=

Daone

0 Inkernet

a -

H100%
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Doing The Right Thing — Web Based Training

General Navigation Guide

17. Access the Glossary option at the top of the screen to look for specific terms
that have been defined throughout the course

f _scorm12_cuny

Freventing Harassment an

Preventing Harassment and Discn‘minabc\
Course Overview

Creating a Culture of Respect

Staff members play a critical role in helping the University
maintain a culture of respect. It starts with each of us Daoing
the Right Thing.

cu_phdw/player.himl - Windows Internet Explorer

All members of the University community are expected to
adhere to applicable University policies and to cooperate with
the procedures for responding to complaints of discrimination
and harassment, Staff members are also encouraged to report
any conduct they believe to be in violation of these policies.

o
LULUMBIA UNIVE

RSTT Y &
IN THE CITY OF NEW YORK R

d) QR s (0 O x

=1

< | @
Done @ Internet Sy v Hiwoow v

NOTE: the Glossary pop-up window will appear.
to close the menu screen (see below).

o 7

gray “x

- skillport.cam/

f.-__smnm2_cun\_r_cu_phdw1player.html - Windows Internet Explorer

Glossary

A B E:F

N

QPQRSTHU

Terms
Disability
Discrimination

Discriminatory Harassment

Definition

Y

Cione

0 Inkernet

- H 00w v

%
Ebl’

Click the small
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Doing The Right Thing — Web Based Training
General Navigation Guide

18. Access Job Aids option at the top of the screen to print copies of the job aids
presented throughout the course.

f _scorm12_cuny_cu_phdw/player.html - Windows Internet Explorer

= v skillpart.com)costo
Preventing Harassme

IN THE CITY OF NEW YORK

Preventing Harassment and Discrimination in the Wi Step 18
Coutse Overview

Creating a Culture of Respect

All members of the University community are expected to
adhere to applicable University policies and to cooperate with
the procedures for responding to complaints of discrimination
and harassment. Staff members are also encouraged to report
any conduct they believe to be in violation of these policies.

Staff members play a critical rale in helping the University
maintain & culture of respect. It starts with each of us Doing

the Right Thing.
() Q@ sos 00O x B
v
© | &
Done OInternet fy - E100% - i

NOTE: the Job Aids pop-up window will appear. Click the small

o7

gray “x” to close the menu screen (see below).

( _scorm12_cuny_cu_phdw/player. himl - Windows Internet Explorer

brary skillport, com)

Job Aids 52

SkillBrief 1: Two Types of Sexual Harassment
SkillBrief 2: How to Recognize Sexually Harassing Behavior
SkillBrief 3: Examples of Possible Sexually Harassing Behavior

SkillBrief 4: Courses of Action

&l

Done & Internet 3 v ®|ioow -
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Doing The Right Thing — Web Based Training
General Navigation Guide

19. Access Help at the top of the screen for general navigation tips

2_curiy_cu_phd/play Sessic
wly LOLUMBIA UNIVERSITY

E", https:| = skillport.com)cus 0 C| 2
Freventing Harassment and Discrimination

Preventing Harassment and Discrimination in the Workplace
Course Overview

IN THE CITY OF NEW YORK

Creating a Culture of Respect

All members of the University community are expected to
adhere to applicable University policies and to cooperate with
the procedures for responding to complaints of discrimination
and harassment. Staff members are also encouraged to report
any conduct they believe to be in violation of these policies.

Staff members play a critical role in helping the University
maintain a culture of respect. It starts with each of us Daing
the Right Thing.

d)

il

0 Internet

Cione

&y v Hioow -

NOTE: the Help pop-up window will appear. Click the small

gray “x” to close the menu screen (see below).

= _scorm12_cuny_cu_phdw/iplayer. html - Windows Internet Explorer

Forward - Clicking this button allows the user to navigate to the following step or screen.
Backward - Clicking this button allows the user to navigate to the previous step or screen.
Pause - Clicking this button pauses the audio on the current screen,

Replay - Clicking this button allows the user to replay the current screen.

Menu - Clicking this button allows the user to view the course Menu,

)

Glossary - Clicking this button allows the user to view the definition of terms from the course.

Iie

Job Aids - Clicking this button allows the user to view an index of all resources in the course.

Audio On/Off - Clicking this button allows the user to enable or disable the course’s audio.

< I

0 Internet

Cione
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Doing The Right Thing — Web Based Training
General Navigation Guide

“
X

20. To receive credit for completing the course, click on the red in the lower

right side of the screen after you have opened and read each screen.

webfscorm/S125PLW launch. htmiPstartpage=_scorm12 cuny_cu_phdw/player. htmlisessic 5

d 1 https: {/cclibrary. skillport. comfcustamyskills stealumbiac

Preventing Harassment and Discrimination in the Workplace &2 CoLUMBIA UNIVERSITY
INTHE CITY OF NEW YORK

Confronting and Preventing Harassment menu | glossary | job aids ‘ help
The University's Role in Preventing Harassment

Summary

Columbia University has high ethical standards and its goal is to continually improve and maintain its status as a world-class university and
be an employer of choice. It is essential to promote an environment that allows everyone who is part of the Columbia community to do their
best work, be respected, and have as positive an experience as possible at the University. It begins with each of us recognizing our role and
responsibility in Doing the Right Thing.

q) x Step 20

Done & Tnternst d3 v ®|aow -

NOTE: If Users click the next arrow another reminder to click the
red “x” will appear (see below.)

'{1 https: jicclibrary, skillport, comycustomy'skillsatcolumbiaccweb/scorm5 1 2SPLW launch, html?startpage=_scormiZ_cuny_cu_phdwfplaver. htmlésessic g

Preventing Harassment and Discrimination in the Workplace &2 CoLumBIA UNIVERSITY

IN THE CITY OF NEW YORK

Confronting and Preventing Harassment menu ‘ g ¥ | job aids | help
The University's Role in Preventing Harassment

You have completed the Doing the Right Thing online training course.

Click the red "x" in the lower right hand corner of the screen to exit and register completion of the course,

@

q) @] 60f6 {\ ®

Dane €D mermet G v W 100% i
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Doing The Right Thing — Web Based Training
General Navigation Guide

21. If Users click the next arrow another reminder to click the red “x” will appear.
wish to exit the course. Click Yes (see below).

_scorm12 cuny cu_phdw/player. html - Windows Internet Explorer :: | 1 |

(‘1 https: /fcclibrary. skillpork.comfcustamskilsatcolumbiace fweb/scormfs 125PLW launch. htmlzstartpage=_scorm12_cuny cu_phdw/player. htmlisessic ﬂ [Q

Do you wish to exit the course?

No

Done L] @ mernet || R -

22. You can verify the system recognizes you have completed the course by
clicking My Progress (located in the Shortcuts menu on left side of screen)

Welcarme Tanes, Logged I Aug 17, 3010 10:43 AM | Halp | Log Cur

ghwumui‘_: Hame | Adein

[ EITINGEED | search

My Pruacess

CATALODG OF COURSES
tn Progress [
Corent Hgh

| o Last hcomtued | Fral Acoeand Compites o ooy
MR Secticlecdlosdemahi Bic.., e US 452 Aug 132018 Aup 13, 2000 - - [ 31 |
W Emestloento:lssiooief | en US.45. Aug 130 Aug 13,2010 . . »a 'l
' Buaneas Case. Precarrg o US 410 Aug Y3018 Aug1d, JOn0 . . [ 3%
R o olisesenes LEADOIZE  Aug 32018 Aug 13,2010 - = S 1
' Lisderahio Resechalc Leagnaon. ieas 05,0 . Aug 132008 Aug1d 000 . . [ 3™
! oeeraa BoesmSeninn O sech e, Aup TL200 Awg 12,2000 e L 11
I8 frowing Viven o Take Lesgen®a . e BLEL. A 13210 Aug 182000 Mmoo g
' SECERIGN R TL RERIE LEADOMT  Aug il 2018 Aug 13 d0m0 ¥ ¥ .‘
B Copncafoocss Dequen G LEADOISZ  Aug i3I A 132010 . % [ 3=
W Eeeces tir Facitaing Crocal Thi., POGISY Aug I ING  Aug 1l J000 . . [ 318
W Gmsenameny Ssestinel . POUISE Agin9 Awg 132010 = = [ =1

v Koo -
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Doing The Right Thing — Web Based Training
General Navigation Guide

23. Click the Completed tab to view courses you have completed.

Welcome Tanea, Logged Ins Rug 17, 2008 10:43 &M | Help | Log St =

24. Change the default Date Range to ALL.

Wealcome Tanes, Logged In: Aug 17, J010 10:43 &M | kel | Log Oue &

o Last icoemamd  Fral Actessmd  Cosgieted =
B MaososandSuerwr Seane scermil AugB.I0N Hevd 008 o 15,3000
B EmsoeoewssendDecre | scomii AURITINE D208 Nov 2008
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Doing The Right Thing — Web Based Training
General Navigation Guide

25. Click the Certificate icon to a certificate of completion for the specific course
completed.

Wealcome Tanes, Logged In: Aug 17, J010 10:43 &M | kel | Log Oue &
Home | Admin

B MaososandSuerwr Seane sceril AugB.I0N Hevd 2008 o 15,3000
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26. A separate pop-up window will appear. Click the File option in the main
menu to print the certificate.
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CERTIFICATE

Or CoMPLETION

This is to certify that
Tanea Flanders
Aas completed the course

Manager and Supervisor Harassment and Discrimination
Awareness - _SCOrm1z_cuny_cu_mgr

on

11/19/09
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