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Description This document explains how to:
Employee Functions: Page #:

e LogintoDTU 2
< Reset your password 2
e Logging out of DTU 3
e Review To Do list features 3
< Access My Learning page 4
e Search for courses 5
e Learning Path Programs 6

o Assessment 6

o Acknowledgement 6

o Observation 7

Manager Functions:

< Review employee tasks 9
e Complete observation 10
- Add a Delegate 11
e Remove a Delegate 12
- Delegator functionality 13
« Reporting 14

o Dashboard Best Practice & Accessing Dashboard 14

o Accessing Mentorship Planning Report 15
e Accessing Reports as a Delegate 16
Contact 16

Guidelines Use your employee ID as your username and your Okta password to log in to the DTU

learning system. Your Okta password is the same password used to access Kronos
and Workday. If you need to reset your password, use the Self-Service Password
Reset (SSPR) application available on the Okta login screen.
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First Time
Logging into
DTU

Step Action
1 On the KC, click DTU. In the drop-
down menu click LMS. DTU DTD Regions
LMS QRGS
2 The DT.U Ie;arning system log in :E" ) i O
page will display. v o
Enter your username (employee Please log in to begin using SuccessFactors for
ID) and password (Okta password) | [tk habilresr-r
in the appropriate fields. are case-sensitive.
Click Log in or the Enter key on 8 ®
your keyboard.
AL ®
3 At first |og in 0n|y1 you will be Discount Tire University Learning Access

presented with a terms and
conditions for use screen.

After reading the content, click
Accept to be taken to the DTU
learning system home page.

Note: If you decline you will not be
able to access the system.

Discount Tire University Learning Access

Please read and accept the following terms and conditions in order to use the Discount
Tire University (DTU) learning solution. By accepting, you agree to the following terms and
conditions

- Not to share, provide, copy or divulge any eLeaming content. "Content" refers to any
materials, documents, images, graphics, logos, design, audio, video and any other
information provided from DTV,

- To access DTU only during your working hours and understand that accessing DTU
outside of your working hours will not result in additional pay.

- T arhara i tha Nream and Visinn af Nizennnt Tirs by 1sinn this Sie e

Accept

nansiniy and
Decline
h

~

v

y

Resetting
Password

Follow the steps below to reset your password.

Step Action
1 Use the Self-Service Password Reset (SSPR) application to reset your
password.
2 On the Okta login page, click the Username
Need Help Signing In link.
To reset your password, be Password

prepared to answer questions
associated with your Workday
account.

These questions include:

e What are the last four digits of
your Social Security Number?

e What is your home zip code?

e What is your primary personal
email address?

| Need help signing in? |

m
I}
o
D
T
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Logging out
of DTU

Home Page
Overview

Follow the steps below to log out of the DTU learning system.

Step Action
1 SIICk gown arrOV\{ to Open . h QSE&Irchforactlons or people A Melanie FloresE
rop-aown menu in upper rig t
corner of screen, next to your
name.
2 §EIGCt LOg OdUt or Close your QSearchforacﬂons or people A Melanie Flores
rowser winaow. Options
m'_

The For You Today section will display any training or tasks that you have due within the next
30 days with the most urgent item at the top. Navigating to your Learning home page will allow

you to easily view training or tasks that are:

e Overdue
e Due Later

* Due Anytime

For You Today

@ Learning Assignments

Online

Selecting a Project Management
Approach (2021 Update)

Due in 2 days
View Details
View All eee

DISCOUNT TIME UNIVERSITY

All required training will automatically display with a due date.

My Learning Assignments

Keyword | ©, Course name or ID

~ OVERDUE

15 DAYS OVERDUE

PROGRAM Perform
£ Self-Assigned

~DUE WITHIN A MONTH

612/2021

& Self-Assigned

§i11/2021
In Progress: Part 1:

RECOMMENDED

4 Essential Roles of Leadership Program
PROGRAM 4Essent!

S self-nssigned

~ DUE ANYTIME

il
=

55 Basics

elLearning NH0O120 rev.1 7/23/2018

& self-Assigned

Learning ~

Mext to complete: Performance Management C...
PRIORITY 2 | REQUIRED
Performance Management Program

nance_Mgmt

Mext to complete: Incident Reporting Certificat ..
PRIORITY 2 | REQUIRED

Sales Apprentice Program
PROGRAM Appr L

Sort By Date | Prierity 7 Filter

All Assignment Types =

Select All hd

VIEW PROGRAM

Introduction

alRoleLead I

CONTINUE COURSE
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Access My The Learning page will allow you to view more information about your assigned courses, view your
Learning completed learning, and browse the learning catalog.
Page

Click down arrow to open the m a HomeD
1 drop-down menu from the DISCOUNT TIRE UNIVERSITY

Home tab.
2L $ A Home.
2 Select Learning. Home
BTN
My The My Learning page provides useful tiles and links to easily navigate within DTU.
Learning « View/ action assigned tasks/courses under the My Learning Assignments tile which is an
Page alternate view of your To Do list from the Home page.
Overview _ _ _ _
« Display Learning History of completed courses on your employee transcript.
* Access the Search functions to locate courses.
4 Learning v
Tasks to be completed Search options
My Learning Assignments
Keyword| ©. Course name or ID VSéIVerci Ail 777777777 = All Assignment Types ~ e m
Access course
VDU ANVTIME Click for details catalog Browse all courses
CONTINUE COURSE See completed
l;] assignments
Easy Clocking for Employees .
eLearning E000254 rev.1 7/12/2016 Iea::i':\e aacst:i)nn‘::ent f My QuickGuides
= Self-Assigned = g J % Collect
% Collections
REQUEST OBSERVATION MOST RECENTLY ADDED Approvals
[% Repairing the Injury Observation TRIM Power User External Requests
OBSERVATION 0200048 rev.1 11/9/2016 Training My Orders
= Self-Assigned News
ERGIES TRIM Email Training 0 Options and Settings
Speed of Trust for Discount Tire Teams e Lea@g
ILT 1200002 rev.1 8/15/2016 Report-Not Comple
@ Begins 6/13/2017 at Discount Tire Coporate Ofice Report-Not Comple
. - Recommendat... Reports
CONTINUE COURSE
Service Now
@ Tire BaSiCS Training Planner
eLearning NH0040 rev.2 10/13/2016 9
& Self-Assigned
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Search for Use the options below to locate courses. There are two ways to find course offerings:

Courses

1) Type course name / keyword(s)in  Or  2) Click the Browse all courses > link.
search area and click Go.

I Adjustments ]m What do you want to LEARN teday? ﬂ

Browse all courses > [BI’UWSE all courses )]

After you have selected the method of searching for a course, you will be directed to the course
library where you can find additional navigation features.

My Leaing ! Library
®
. Refine search
Library
= Browse by Categories Searct Q Language & Currency View scheduled courses
N
120668
COURSES Apply filters 5 ColenderView 5 B} o8y [Reevance - |
Ny
Refine By
Y ‘Black F Subcontinent: Prevention and Cure Start Course
Learning Type (cou 5492 =
| ~ medical and surgical treatment options. the role of monaclonal antibodies in risk
Source
| » + More
Delivery Method
| ~ ‘Black Fungus” in the Indian Subcontinent: Prevention and Cure Start Course
pE0 ss0- - e
Rating
oo
| v
Categories 4 Mer
| ©
& ‘Brain fog is a lingering condition for many COVID-19 long-haulers Start Course
4l e (VIDEO 1t b)
1 More
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Learning Learning Path programs are automatically assighed to employees by DTU upon hire
Path or completion of a program (i.e. employee completes Service Tech program and then
the Crew Chief program is automatically assigned).
Programs o
Completion timeframes for programs:
New Hire Service Crew Service Sales
Orientation Tech Chief Coordinator Apprentice
ays
Assessments and Courses in a Learning Path will generally include the requirement for an assessment

or acknowledgement to be completed.
Acknowledgements
To access the assessment, click the link and follow the onscreen instructions.

Repairing the Injury &
eLearning ST1130

Revision: 1-7/12/2016 03:10 PM US/Arizona

™

Facilitator and Participant Guide (click to view and print

{1 Repairing the Injury Module (6 minute video
Course Description

(i}

Repairing the Injury FAQ (click to view and print

If there is not an assessment available for the course, employees may be asked
to complete an acknowledgement that can be accessed by the link.

. Air Suspension &
DOC TK0400

Revision: 1-7/12/2016 03:10 PM US/Arizona

{1 air Suspension Vehicles Talk

{1 Air Suspension Vehicles Talk Acknowledgement
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Employee An observation is the electronic version of the certification checklist that is part of Learning
Request Path programs. Work with your manager to complete the observation process.

Observation , o
To request an observation, follow the directions below.

My Learning Assignments Sort By Date | Priority 'V Filter

From the My Learning Kgy.,-.ugrd Selact Al - All Assignment Types -

ASSIQnmentS tlle’ > DUE WITHIN A MONTH

Click View Program “ DUE LATER

11/6/2022 i . VIEW PROGRAM:|
Mext to complete: Service Tech Introduction C

PRIORITY 2 | REQUIRED
Service Tech Program
PROGRAM SveTech ]

£ Assigned by Michelle Fisher

Click Request
2 Observation for the
appropriate course.

u* Tire & Wheel Inspection Observation

This course will certfy that an employee has properly demonstrated how to inspect tires and wheels

»~ SEND NEW OBSERVATION REQUESTS
Click + Add
3 Observers
) [: Add Observers
User aie
Search User
Enter a value for each field that you want to use to filter your search. Click Search to display the results.
Click Search to display User D: (‘S wih
4 list of employees at S E— | : N
store or results for the Fitame: ( Sstin_9) |
R . Job Codes: [ Starts With )
criteria entered. S ———
Email Address: Starts With

Resel

Note: Defaults to the street name of the store, not store number.

Continued on next page
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Continued from previous page

Employee Step Action
.
equest
q View User Search Results
Observation —
Records per Paga| 10 % Page:1 2 3 «Previous Mextr (21 tolal records) Page 1 of3 [E3
Select Al / Deselect All
User Name Job Code Organization Region Add—
Click the Add checkbox Biggs, CW S 1770 Harker Heights XS
Burnett, Marlon J 1810 Harker Heights TXS
neXt to the Manager Clark, Timothy 1810 Harker Heights TXs
and / Or Sr ASSIStant Cruz, Georgio 1810 Harker Heights TXS
Manager Who W||| be Earl, Jordan 1810 Harker Heights TXS
5 performlng the Edwards, Joseph Todd 1810 Harker Heights TXS
b . Flowers, De'Andre Dauan 1810 Harker Heights TXS
0 Serva’tlon N Foster Jr., Cameron D 1810 Harker Heights TXS
Hill, Maurice 1810 Harker Heights TXS
C“Ck Ad d ) Jennings, Michael Daniel 1810 Harker Heights TXS L)
Rocords per Paga| 10 % Page-1 2 3 «Previous Mext» (21 tolal records) Page 1 of3 29
Select Al { Deselect All
Note: You may select more than one person when

requesting an observation.

Provided by: L&D
Designed by: L&D — MF/TG

The observer(s) you
selected will now be
6 displayed.

Click Send to complete
the request.

The pending
observation will display
in your Learning
Assignments.

7 The Manager and/or Sr.
Assistant Manager will
see a pending request
from you on their To Do
list to complete the
observation process.

Guiding Vet

+ Add Observers

Sent Observation Requests

There are no sent obsenvation requests.

cles In & Out Observation &

v SEND NEW OBSERVATION REQUESTS (1 pending)

v Guiding Vehicies in & Out

Ceitification
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Manager DTU Functions

Reviewing
Employee
Tasks

Provided by: L&D
Designed by: L&D - MF/TG

Follow the steps below to view your employee’s assigned and overdue training from the

Learning page.

Step Action
1 From the Home drop-down _
menu, select Learning. i Home~
Home
Learning

Company Info

Employee Files

2 Click the pie chart in the My
Employees tile.

My Employees

3 Click on an employee to view the
training they need to complete.

Note: The exclamation icon is a
quick visual to inform you that an
employee is overdue on training.

yoneame | (7 | eonry 2 | mecmes v
L3 Inflating Tires
eoameg 571070 e 711008

& Aswigred by Jotw L Bess
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Complete
Observation
for
Employees

Provided by: L&D
Designed by: L&D - MF/TG

Observations are the electronic versions of the certification checklists included in the Learning
Path programs. The observation checklist is to be completed once you feel the employee has
attained the required knowledge and skills on the topic. This is the last piece in certifying an
employee for a course.

Step Action
Locate observation requests from
your My Learning
Assignments list. My Learning Assignments 1 I soncoy Dot priony 7 i
Click Open Observation Keyword 0. Couse name or 10| Select Al v | [ Ausssgnment Types v
1 Or Dot hisiaraig sl e
Click Resume Observation (if L g ey T
previously started). 5 ) ) o
Regional AVP Standardized Workflow Certification-
Task Checklist for Johnny DiscountTest
OBSERVATION 0200940 rev.1 3/22/2022
The Ob'ser'vat'lon—Task My Employees
Checklist is displayed.
Indicate the Completion Status
for each required task by
2 selecting the appropriate box:
= Pass
= Needs more practice
a3
Overdue On Time
Record Completion — Select to indicate
employee is now certified by successfully
performing all required tasks. Completion will
display on employee’s transcript in their Learning
History.
Save and Close — Use this option to save
progress when more time is needed to complete
3 Click appropriate action observation or employee needs more practice
' on one or more tasks. You can resume the
observation at a later time to complete.
Save — Saves observation without closing.
Record Failure — Records a “no pass” for employee
and he/she will need to resubmit a new observation
request for another attempt. This action is not
recommended.
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Add a
Delegate

Provided by: L&D
Designed by: L&D - MF/TG

Follow the steps below to add a delegate (e.g. Sr. Assistant) to be able to manage

the learning for your store.

Note: The delegate must be manually updated by the Store Manager each time the

Sr. Assistant Manager changes at the store.

Step Action
Click Home > Learning. j
1 Home
Learning
In the Links section on the Learning page, click
Options and Settings.
Add to Learning Hist...
Approvals
External Learning R...
2 g
News
Reports
Click Add. Delegates
Add..
Edit...
3
1. Inthe Search field, type the name of the employee that you would
like to grant delegate access.
2. The name will display in a drop-down menu as it is recognized by
the learning system. Select the name.
Add Delegate
4
[ Jenelle Zehrind ] Advanced Search
Jenelle Rae Zehring
0809
Logistics & Training
CancelJ @
1. Click the radio button next to Predefined Permissions.
2. Click Save.
Add Delegate
5 Jenelle Rae Zehring O Inactive Delegate
f;gTigicgi;ng;;g:ﬁgcs SETTEEr @® Predefined Permissions |
Change User
Cancel m

Page 11 of 16
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Remove a Follow the steps below to remove a delegate.

Delegate Note: The delegate must be manually updated by the Store Manager each time the

Sr. Assistant Manager changes at the store.

Step Action
Click Home > Learning. '
1 Home
Leaming
In the Links section on the Learning page, click
Options and Settings.
Add to Learning Hist...
Approvals
External Learning R...
2 g
News
Reports
1. Click the name of the employee to remove.
2. Click Remove.
Delegates
Carolyn S Smith [Predefined Permissions] Add...
3 Jenelle Rae Zehring [Predefined Permissions] Edit...
Click OK.
thereinal.plateau.com says
4 Are you sure you want to remove this user (Carolyn S Smith) as your
delegate?
Provided by: L&D Page 12 of 16 Published on: 09/08/16 ver 1.1
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Delegator
Functionality

Provided by: L&D
Designed by: L&D - MF/TG

If you have been assigned as a “delegate” for your manager, follow the steps below to perform

manager tasks for your manager.

From the Home tab,
click the drop-down
arrow located in the

1 :
main.
Select Learning.
2 Click Delegators under

Links.

Click on the person you
3 are a delegate for.

A new browser window
will display showing
you the Learning page
view of your manager.

Click the pie chart to
view the manager’s
employees.

You will now be able to
see all assigned or
completed learning for
employees reporting to
your manager by
selecting an employee
from the list.

i Home~

DISCOUNT TIRE UNIVERSITY

Home

Learning

e e e e B

Links

memnmnnes
e

My QuickGuides

Select an Employee from the
list below, and a new window

will open for you to act on their
behalf

Catirina P Klein
All Activities Are Current

Relum lo Home of Calinna Kiein__ Close Delegate

§8 IE Son8y Dale | Priority T Fiter My Employees

Select Al - Al Assignment Types ~

You dont have any sssignments

L) )
Duein 7 days  On Time

Find Learning

You are acting on bena of anothar user (Cairna Ksin)

Rt %0 Home of Calr)

5S/Visual Management
L SC4030 rev. 1 711272016

A Message from Michael
etea o3 4112017
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Reporting Reporting in the DTU learning system provides comprehensive training summaries to
identify where employees are in their learning journey.

Two reports are available to assist in developing our people:

Programs & Required Training Dashboard — A real-time report that runs in
under a minute providing the most up-to-date information on the progress of
employees in their Learning Path program and required training.

Mentorship Planning Report — A real-time report that provides information
on the specific courses that have and have not been completed in an
employee’s Learning Path program.

Note: Only managers will have access to view data in these reports. For employees
set up as a delegate for their Store Manager, see the section below on Accessing
Reports as a Delegate.

Dashboard Using the Programs & Required Training Dashboard will help to develop our people
Report Best and assist stores in scheduling to demand for all roles.
Practice

SVPs/VPs/AVPs should share the importance of using the dashboard report
with existing and new Store Managers.

AVPs should run the dashboard report prior to or during store visits to monitor
the progress of employee development.

Store Managers should run the dashboard report weekly to assist with
allocating training hours to employees and mentors.

Store Managers may use the dashboard report as part of the monthly
business review (CTA) in support of DTMS.

If a Store Manager is not using the dashboard report, the AVP will remind the
manager of the importance and provide guidance on how to use the report to
develop our people.

Store Managers may use the Mentorship Planning report as a compliment to
the dashboard report to view specific courses that have not been completed
in each employee’s learning path program.

Accessing the Follow the steps below to access the Programs & Required Training Dashboard

Action

Log in to the DTU learning system using your 0N
Okta/Windows username and password.

Dashboard report.

Report Step
1
2

Under the Reports section, click the Programs &
Required Training Dashboard tile.

Programs & Required
Training Dashboard

Provided by: L&D
Designed by: L&D - MF/TG
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Accessing the Follow the steps below to access the Mentorship Planning report.

Mentorship Step Action
Plannin . , .
R a ¢ 9 Log in to the DTU learning system using your
epor Okta/Windows username and password.
1
Click Home > Learning.
2
Learning
In the Links section on the Learning page, click
Repo rts. Add to Learning Hist...
Approvals
3 External Learning R...
News
Options and Settings
1. Click the > located next to Mentorship Reports
2. Click Mentorship Planning report.
Select a Report from the list below to run a report for yourself or your direct reports.
Report Name
4 > ltem Status
Mentorship Reports
|Memorship Planning - For Managerl
> Program and Course Dashboards
1. Click the All radio button next to User.
2. Click Run Report.
Run Mentorship Planning - For Manager
User: O self O Direct Reports O Al Direct Reporls
O Include Alternate Direct Reports
Report Title: Mentorship Planning - \:
Report Header:
Report Footer: [
S i .
Report Destination: |Browser  v|
Report Format: :PDF v:
Page Break Between Records
Completed Date From: [
(MMDD/YYYY)
Completed Date To: [
(MM/DD/YYYY) -
Program Status: O Completed ® Not Completed O Both
8 Include Activities Reset

Employees on Employees on leave in Workday will still display in your My Team/My Employees
Leave lists and may show overdue for training assigned during their leave. The
employee(s) is expected to complete their assigned training when return to work.

Employees on leave will be removed from completion reports provide by DTU
Learning & Development, so they do not impact the regions completion percentages.
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Accessing
Reports as a
Delegate

Contact

Provided by: L&D
Designed by: L&D - MF/TG

Follow the steps below to access reports on behalf of the Store Manager.

Important: The Senior Assistant Manager must be set as a delegate for the Store

Manager (page 11).

Step Action
Log in to the DTU learning system using your
Okta/Windows username and password.
1
Click Home > Learning.
2
Learning
1. Inthe Links section on the Learning page, click
Delegator.
2. Click the name of the person you are a delegate
3 for. Select an Employee from
the list below, and a new
window will open for you
to act on their behalf
Catirina P Klein
1. A new browswer window will open displaying the Learning page for
your manager.
2. Inthe Links section, click Reports.
‘You are acting on behalf of another user (Catirina Klein) Direct links are not supported in Delegate Mode Retum to Home of Catirina Klein Close Delegate Window |
My Leamning Assignments H Sort By Dale | Priofity 'V Fitter My Team
4 Keyword “ourse name or 10 All Assignment Types =
You don't have any assignments
ptions and Setting:
Click the > located next to the Select a Report from the list below to run a report for yourself or your direct reports
report you would like to run. Report Name
? Item Status
5 Men[orsmp Reports
| Mentorship Planning - For Manager
Program and Course Dashboards
| Program and Course Dashboard for Store Manager
1. Click the All radio button Run Program and Course Dashboard for Store Manager
neXt tO User- User: O Self O Direct Reports O All Direct Repms
2. CIICk Run Report. O Include Alternate Direct Reports
Report Title: | Program and Course C
6 Report Header: | 2021
Report Footer:
Report Destination: | Browser v
Report Format: HTML ~|
@ Page Break Between Records Reset

For further assistance, contact DTU Learning@discounttire.com.
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