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Metrix Navigation
Getting Started tutorial

The Getting Started tutorial reviews the 3 key Metrix Learning features and is written out on the
following pages of this Guide. It may also be viewed on YouTube: https://youtu.be/ml ElgBtHHO

Find tutorial in Metrix:

The first time anyone logs in, the tutorial will appear in  Tutorials are also located beneath the Help tab:
a pop-up window:

Welcome to Metrix Learning

Account ¥ Help »

Tutorials
User FAQ
T Certification FAQ

AT

Support

I | I| - | Browser Check I
™ ——
You can view this tutorial at any time by geling to Help > Tutoriais e ™oy,
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Metrix Learning offers 3 key features. The first is the Career Pathways tool. This step allows you
to target any of 200 different occupations and receive a recommended learning plan based on
the skills required. You may also select the Entry-Level Pathways to work on developing soft
skills. Here’s how it works:

i You will initially be brought to a list of generic skills. Rate your proficiency in at least
25 of the skills, then click “Back to Pathways” to proceed.

My Pathways - Skill Rating

Please rate yourself on the following skills for the Business Analyst pathway Back to Pathway

Skills Rating Definitions:

None - | have little to no experience with this skill

Beginner - | have some basic knowledge or have briefly werked on this skill

Intermediate - | have used this skillhave aver 50 hours of training/feel comfortable using this skill
Advanced - | have over BO hours of traininghuse this skill regularly in my job or day-to-day activities
Mastery - | have expertise in this skillioutd teach this ta others

Skill Description Required My Skill Rating
Scorn
» Academic Skills Basic level of education including reading and writing, math, and critical thinking ‘80 MotReed B
» Administration Basic knowledge of the process or activity of running a business or organization 85 Basic Knowledge (40-85)
» Business Analysis  Business Analysis 100 LY . |
» Critical Thinking Using logic, reasoning, and analysis to address problems 90 Mastery (20-100) &

Essentials
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ii.This is the Career Pathways Tool. First, select a target industry, then a goal occupation.

DA A AN E SRS St P ALEMREET Tt Akl W LGRS S AT S RS A RETANECS e WAAEAR L G PN BRI e AL DA WS U [ s s S memes

Pick an Industry and Pathway

Industry Path: Occupation:

Busines_sm(”{\dministra’giy‘ewqnagement} ,‘l‘ 'B_us:irgss Analyst__ -

pathway =
Academic
Skills & N
Workplace — stratic’r‘= Overage
Skilis T Gap
M sl i
o
mé?:; Business
) Analysis
ement

Proiect V Criticat
) ‘én:em Thinking
g Essentials
Personal BS

Skills Exsgl

2016
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iii. Based on the answers you submitted in the self-assessment, a wheel will populate
identifying the skills associated with your goal occupation, and how you’ve rated
yourself, Blue and green indicate that you either meet or exceed the skill requirement,
while red indicates a skill gap. If you notice any blank skill areas, this means that you
had not initially rated yourself in the skill. You can do so at any time by clicking on the
“Rate Skills” button.

iv. Skills are categorized at 4 progressive levels: Foundation> Industry> Sector> and
Occupation. As you take training to remediate your skill gaps, your progress will be
updated in the table on the right. Scroll down the Metrix page to review the
recommended learning plan.

Courses / Resources

§ Whaiary Your AbiMty  Begirmer suts ) swicw
E Wty Tour Ablbity  Bugsivne Btafus . Enemotis Sl
& Personal Skills Masiary Your Abity  Bagirrer suvs @ suncep
‘E g::":;;:“"d Waviary Your bty  aginnes swie () sieen ia
3
g Macciaty YourAbillty Begirner statur. () Mooz i
Mamiery Your Abillty Begirmer Status . Excenrds Skl
a Human Beasources Mastnry Your Abllity Baginnes Stalus . Skl Gap
B
J", Admeregiratiion Maziery Your Abliity Baginmar Stoius . £xil Gop
gémar eon Maxery Your Abllity  Baginnet Santun . sl Gap
& Mavery Yous Ability  Baginner ot @ skt
8
g_ Mazinry Your Ability  Bgirnar Biatun . Sadl Gap
= Mastry Yous Ability  Bagirna Sestun . Shl Sap



SkillUp™ PA User Guide

v. Skills are listed in progressive order, and their colors correspond to their skill level. Click
on the skill title to see all associated courses. When you’re ready to begin, click on the
“Add to Plan” link to the right of the course. Once the course has been added, you can
launch the course directly from the Career Pathways Tool by clicking “Launch”.

Quatification Your Ability Status

ACADEMIC SKILLS Reguirement: 80 User: 0

Asset Type Score  Action
Abbreviating, Capltatizing, and Using Numbers LOID 0 Launch
Creating Wall-constructed Sentences LOID Add to
Plan
Getting the Details Right: Spetling Basics LoD Addto
Plan
Using Punctuation Marks LoD Addto
Plan
Using the Parts of Speech Loio Add to
Plan

As you remediate your skill gaps, you’ll notice your red areas updating to blue or green.

Catalog

The second Metrix feature will direct you to search the catalog. You can also access the catalog
by clicking Catalog > Browse in the top navigation bar, or “Search” in the navigation bar. You
may search for activities by keyword, filter between course providers, type of course (mobile
ready), length of the course, or by content provider or language (English, Spanish, or Mandarin

Chinese).
Filters
Pravider v
Type ~
Mabite Ready
Objacy D
Length ~

Language ~
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Use the keyword box to enter a topic like Word 2019, then click Go to see the different
resources Metrix has to offer. To learn more about a course, click on its title, and then add it to

your My Plan.
Catalog Search
Filters Your search returned 65 results
Word 2019 Go Current Criteria: Term: werd 2022
Provider v Name Provider
Word 2019 (Windows}: Opening & Setting Up SkillSaRt
Type v
Werd 2019 {Windows): Editing documents SkillSoft
Length ™ Word 2019 (Windows): Formatting Documents SkilSok
Language hd Woard 2019 (Windows): Using Find & Replace Tools SkillSeft
Word 2019: |lustrating Documents SkitiSeft
Word 2019: Sharing & Collaborating on 3 Document SkillSoft
Find A Job

The third Metrix feature provides a direct link to PA Careerlink, Pennsylvania’s statewide job
search tool.

ERBIC & thousar
POeNtial care

Pathways Catalog

Type in a goal occupation or skill to find local demand. Then, click on Search Jobs to search.
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jin]  pacHBATin 0890 [
B 4 Otncial Pennsytvania Govemmen: Weoate 2 Transiste
Pennsytvania REGISTER
@;&unk INDIVIDUALS | EMPLOYERS | TRAINING PROVIOERS | HELP | ESPAROL & SIGNIN

JOB SEEKERS

INDIVIDUALS WITH MATURE WORKERS RE-ENTERING THE STUDENT & YOUTH VETERANS
DISABILITIES WORKFOACE WORKERS

EXTRAS

Skill Tracks

Skill tracks are bundled groups of courses that focus on a specific skill. The Skill Tracks page in
Metrix organizes skills into categories and allows customers to add an entire course bundle to
their learning plan.in one step. You can choose from over 300 skills to work on. Completion of
an entire skill track results in-a digital badge, which can be used to boost your resume and
professional profiles, like LinkedIn.

To add a skill track, click the “Add to my plan” link located on top of the track.

Catalog - Skill Tracks Search The Catalog  View Certification Tracks
Skill tracks are designed to provide groupings cf courses based on a particular tapic. These course graupings wilt help you work on variety of basic and Imroductory
skills,
Basic Skills [28) S At To My Plan
Academic Sklls (7) ~ ingss M
Basic Business Math: Charts and Graphs
4]
Business Math (4) Basic Busi P Ratl
Business Writing (3) Basic Busi - Usi Deci
Creative Thinking (6)
Critical Thinking Essentials (3)
Grammear 101 (3)
Grammar 102 (3)
Problem Solving (5)

General Skills (4) v
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Certification tracks
The last way to browse for courses is by certification track, option 2 beneath the Catalog menu.

Plan | Catalog ~ Career Search

Browse

Industry Certifications
- pathwaysc Skill Tracks

Divided into 3 categories, Business, Desktop, & IT, the certification tracks can help you prepare
for over 100 industry recognized certifications including Microsoft Office Specialist, Project
Management Professional, and CompTIA.

Completing a certification track does not mean that you are certified. However, certification
tracks are intended to provide all-inclusive training to help an individual fully prepare for the

real exam.
Business Certifications {14) v el ol
Desktop Certifications (21} ~ PowerPoint 2019 (Windowsl: Getting Started
PowerPoint 2019 (Wi - Creating P ;
Microsoft Office (21) v
2 PowerPoint 2019 (Windows): Inserting & Manipulating Text
IT Certifications {131) v

P Point 2019 (Wi - ing P .
PowerPoint 2019 [Windows): Enhancing Presentstion Designs
PowerPoint 2019; Using Multimedia in Presentations

P Point 2019. 0 izing P . :

PowerPoint 2019: Adding Data to Presentations
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My Plan
Once you're ready to begin courses, go to your “My Plan”. The My Plan is where you track and

manage the courses you’ve decided to take. Every course you add, whether through the career
pathways tool, skill tracks, certification tracks, or the catalog, will be stored here.

My Plan Filter by course status
Launch Activities  Report  Achievements  Pathways [T
BNotStated @ Strtd @ @
Bulkkcﬁumn

Courses Type Status Complate
O © Passed 06/16/21
© O Peasced 06/16721
© © Passed 06/16/21
© © Passed 06/16/21
© O Possed 06/16/21
(n) Not-Started

The track name next to a course lets you know if the course is included in a certification or skill
track.

To start a course, click on the name of the course, or click launch. The course will then appear in
a separate window. Once a course is launched, you will notice your Status update to Started
with an orange bubble. A minimum score of 80% is required to pass a course. The system may
require up to 24 hours to update your progress. Once updated, your course status will reflect a
Completion and you will have immediate access to your course certificate when you click on the
PDF icon. To delete courses from your My Plan, click ‘Remove’.

You can also filter your My Plan for Not Started, Started, and Completed courses by clicking on
their corresponding check boxes. The keyword search filter allows you to look up a specific
course or assigned track

You can toggle between your My Plan and My Report pages using the navigation tabs above
your My Plan.
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My Report
Activiies  Report  Achievements Pathways  ILT
The report below displays your activity, and current progress with Metrix Learning.

ot

DNotStartsd @ Started @ Complated ﬂ

My Activition: 226 Paseadh 57 Falled: 7 Overall Time: 89:50:36

Showing: 1 to 25 of 163 recard(s}

Fitter: an B m

ALABCDEFGHIJIKLMNOPQRSTUYWXYZ

Name Assigned By Type  Status Score Complete

DOT Secyrity for Shipment of jainszer (=] N Not-Started -

Hazardous Materials

Reacting to Co-workers WhoTry  jzinszer o & Started % - ®

Taking Advantage

Crafting Sales Strategies jainszer o & Started - @

Lean and Six Sigma jzinszer 0 § Started % - ®
i jals: Leading with  jainszer [ @ Started % ~ BE ®

Emoti ;

Essential Skills for Professional jzinszer ;] @ Started % - ®

Telephone Calls

“My Report” will display a summary of the courses and hours you’ve completed in Metrix, as
well as details of your progress within each course. Your report can always be exported into an
Excel spreadsheet when you click “Download Overall Activity Report” at the top of the page.

Achievements
My Plan Need Help?

Activities  Repart  Achievements  Pethways  ILT

Business Writing Anger Management Workplace Harassment

View / Print View / Print

Print Al
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The achievements page shows all badges earned for a specific account. Badges are earned from passing
and completing each course in a Skill Track. Users can view or print their badges by clicking on ‘View’ or
‘Print’ under the badge name.

Pathways
My Plan B Need Help?
Actidties  Ragort  Achievements  Pathways AT

Industry Pati Slusimess {Aominstratve/Maragament) pathway
Occupation:  2usnoss Analyst

Foundaton
Intustry
Sector
Oceupation

Workplace M g
e Sdvaaranneggy T

min |

N
o
seadt
nmusg
[

racet
2018

Your Ability Status
Acudemic Skills Beginner (0 ® Skill Gap (80)
Personal Skills ] Mastery (95} [ ] Exceeds Skill
Workplace Skills Mastery (100) [ ] Exceeds Skitl

Clicking on Pathways shows the selected pathway and progress.



