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Accessing Completion Reports in Tumbleweed

1. | Up-to-date reports can be generated as needed for ad-hoc purposes through Tumbleweed. To
manually generate a Workplace Violence Prevention report, first log in to your CUNY
Tumbleweed account. For information on how to log in to Tumbleweed, contact your campus’
Human Resources office.
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2. | Upon logging into Tumbleweed, you will see folders titled eSPARC and Workplace Violence
Prevention on the main screen. Double-click on the folder you need to access to open it.
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In each folder, you will see a folder for your campus, titled by Campus Code. Double-click the
folder to open it.
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In your campus folder, you will see a file with your campus code and “report” in its filename. This
file is the most up-to-date account of your campus employees’ Workplace Violence Prevention
progress. This file will be available in Tumbleweed for 30 days from the date in the filename. If
you wish to archive the file, you can do so by Downloading (see Step 5) and then saving the file
onto your desktop.
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Click on the file once to view its full name on the bottom of the Tumbleweed window. The date
in the filename of the report will be in yyyymmdd format. Search for the report that you intend
to work with. Use the Sort function on the top-right of your screen to sort through multiple files,
if needed.
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Right-click on the file and select Download to generate an Excel spreadsheet of the most up-to-
date report of your campus employees’ Workplace Violence Prevention progress.
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Monthly Reports Overview

1. | On the first business day of every month, a report will be generated and sent to you via email.
The report will be in Microsoft Excel format and will contain four tabs: Summary, Completed, Not

Started and In-Progress.
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The Completed, Not Started, and In-Progress tabs will contain employees who fall under these
designations in regards to Workplace Violence Prevention Training completion. Employees’
EMPLID, Last Name, First Name, Email, Title, and Department will be displayed. The Completed
tab will also present employees’ dates of completion.
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Use the Filter function in Microsoft Excel to identify employees who need to be contacted. To
access the Filter function, click on Data in the Excel dashboard and then select the Filter function.
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Use the drop-down arrows on any one of the rows to filter employees. Each of the title-rows on
the spreadsheet (EMPLID, Last Name, First Name, Email, Campus Code) will have its own drop-
down arrow. This applies for every filtering purpose. Employees who are Complete, Not
Started or In-Progress can be filtered and identified in this way. After selecting a title-row to
filter and clicking its drop-down arrow, use the check-boxes in the drop-down window to further
filter employees for your specific business purpose.
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After filtering the spreadsheet, select, right-click and copy your intended content (for the
purposes of this demonstration, we are selecting and copying email addresses). This content can
then be pasted in other mediums, such as Microsoft Outlook or Office 365 for mass
communication purposes.
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Accessing Workplace Violence Prevention and E-SPARC Trainings

1 | In your web browser, navigate to CUNY’s homepage. From the login drop-down menu on the top
right of the page, select the Blackboard option.
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2 | Use your CUNYfirst credentials to login into Blackboard. Forinformation on accessing CUNYfirst,
contact your campus’ Human Resources office.
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On the Blackboard Home Page, navigate to the My Organizations drop-down list on the right side.
Search for your campus’ Workplace Violence Prevention (WVP) or E-SPARC training for the current
fiscal year. Your campus’ trainings are the only links that should be accessible under this list.
This link will take you to your campus’ home page on Blackboard.

UNY
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On your campus’ home page, employees should read the Welcome message and the Instructions
for the trainings. Employees should follow the instructions to complete training and to view their
completed certificates.

Announcements
Baruch College WVP
20192020 New Announcements appear directly below the repositionable bar. Reorder by dragging announcements to new positions. Move priority announcements above the repositionable bar to pin them to the top of the list and prevent ney
superseding them. The order shown here is the order presented to students. Students do not see the bar and cannot reorder announcements.
Announcements

Home
Create Announcement

Workplace Violence
Prevention Training

Campus-Specific

; New announcements appear below this line
Information @

WVP Completion
[

Disabling Pop-Up Blocker: Welcome to Workplace Violence Prevention Training
Tools Posted on: Wednesday, September 11, 2019 11:16:10 AM EDT

Help The City University of New York has a tradition of providing a safe environment for its students, facuilty and staff. In compliance with New York State Law and University Policy, all employees are required to
complete this training at the time of their initial hire and then at least annually thereafter.

certificate B

Full-time employees must complete this training before june 30, 2020. If you are a part-time employee. complete this training before the end of the current semester. You do not need to complete this
training in one sitting. Blackboard allows you to pause and resume where you left off at a later date. Instructions for accessing and completing the training are located below.

Organization Your campus may offer in-person classroom training in lieu of, or in addition to the online course. Ifyou have questions regarding this, please contact your Human Resources Office or your campus
Workplace Violence Advisory Team (WVAT). If you have questions about the content of this course, please email the OHRM and Leaming Office (PDLM) at
ViolencePrevention.Training@cuny.edu.

Management

Control Panel

Content Collection

) Instructions to Complete Training
Organization Tools

Posted on: Wednesday, September 11, 2019 11:26:00 AM EDT
Evaluation

*We recommend using either Internet Explorer or Mozilla Firefox to complete this training.
Grade Center
1. To complete this training, disable your pop-up blocker. If your pop-up blocker is not disabled, you will receive an error message indicating that the page is not found and the file has been removed. If

Users and Groups you need assistance, please review the attachment in the course menu on the left, entitled Disabling Pop-up Blockers.

o SEmERET 2.1f prompted, choose to Run Adobe Flash on your device.

kages ) " " .
Bacaz=sanliies 3. Click on Workplace Violence Prevention Training in the course menu on the left.

Hel

& 4. To advance to the next slide within the course, click on the "Next slide" button which will appear on the bottom of each slide after an allotted amount of time. To register as having completed the
course. you must view every slide in the presentation and click on the "submit” button at the bottom of the last slide at the end of the course to close the training window. Exiting the training
window without clicking on the "Submit” button in the final slide will not register your completion.

5. NYS Law requires that all employees be provided with information on specific workplace violence risks in their work environment during employee training. Click on Campus-Specific Information listed in
the course menu on the left to access this information.
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Updating Your WVP Campus-Specific Information

To begin, sign into Blackboard and look under My Organizations to view the Workplace Violence
Prevention or ESPARC training for your campus.

In the Workplace Violence Prevention training, Campus Specific Information must be kept up to
date for employees to view while accessing their training. To update your Campus-Specific
Information, click on Campus Specific Information on the left side of your Blackboard dashboard.

= ¢ n Office of
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and Learning
CUNY Workplace -
Violence Prevention
Announcements
New Announcements appear directly below the repositionable bar. Reorder by dragging announcements to new positions. Move priority abouve the itionabl:

of the list and prevent new announcements from superseding them. The order shown here is the order presented to students. Students do not see the bar and cannot reorder annoy

Create Announcement

New announcements appear below this line seeeees 0 SN

Welcome
Posted on: Friday, December 7, 2018 10:24:05 AM EST

The City University of New York has a tradition of providing a safe environment for its students, faculty and staff. In compliance with New York State Law and University Policy, all emplayees are
required to complete this training at the time of their initial hire and then at least annually thereafter.

Fulltime employses must complete this training before July 31, 2019. If you are a part-time employee, complete this training before the end of the current semester. You do not need to complete
this training in one sitting. Blackboard allows you to pause and resume where you left off at a later date for and the training are located below.

Your campus may offer in-person classroom training in lieu of, or in addition to the online course. If you have questions regarding this, please contact your Human Resources Ofice or your
campus Workplace Violence Advisory Team (WVAT). If you have questions about the content of this course, please email the OHRM P D and Leaming Office
{PDLM) at ViolencePrevention Training@cuny.edu.

ORGANIZATION

On this page, you will find your Campus-Specific Information. Click the file to open it.

Campus Specific Information

¢ h . .
Campus Specific Information

CUNY Workplace F 3
Violence Prevention

Build Content + Assessments Tools Partner Content «

Announcements

Disabling Pop-up B Baruch College - Campus-Specific Information
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A Microsoft Word file will open. In this file, click on View in the taskbar and select Edit
Document.
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Click on Review in the taskbar and select Restrict Editing.
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THE CITY UNIVERSITY OF NEW YORK

BARUCH COLLEGE WORKPLACE VIOLENCE PREVENTION FROGRAM

CAMPUS-SPECIFIC INFORMATION

HIGH RISK LOCATIONS/RISK FACTORS

This section is completed by your College, based on the results of the most recent physical site
evaluation. It lists the risk factors identified during the physical site evaluation and recommends
approprigte measures to address these risks.

Description of Generally speaking, work spaces were found to have appropriate security in
Identified Risk Factors
place throughout the campus. However, union representatives on the
November 22, 2011 physical site evaluation identified the following:

1. In certain areas that serve the public, the cubicle configurations make
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A menu titled Restrict Editing will appear on the right side of your Microsoft Word window.
Select Stop Protection in this menu and enter the password provided to you by PDLM for your
Campus-Specific Information document.
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appropriate measures to address these risks.

This section is completed by your College, based on the results of the most recent physical site
evaluation. It lists the risk factors identified during the physical site evaluation and recommends

Description of

Identified Risk Factors
place throughout the campus. However, union representatives on the

November 22, 2011 physical site evaluation identified the following:

Generally speaking, work spaces were found to have appropriate security in

1. In certain areas that serve the public, the cubicle configurations make
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Restrict Editing

Your permissions

This document is protected from
unintentional editing.

You may only view this region.
Find Next Region | Can Edit

Show All Regions | Can Edit

/] Highlight the regions | can edit

Stop Protection

After entering your password, make the necessary edit(s) to the document. Once you have
completed making edits, make sure to select Limit formatting to a selection of styles under
formatting restrictions. Additionally, make sure the editing restrictions allow for Read Only
access to the document. There should be checkmarks appearing next to both options.
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This section is completed by your College, based on the results of the most recent physical site
evaluation. It lists the risk factors identified during the physical site evaluation and recommends
appropriate measures to address these risks.
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Identified Risk Factors.

Generally speaking, work spaces were found to have appropriate security in
place throughout the campus. However, union representatives on the
November 22, 2011 physical site evaluation identified the following:

1. In certain areas that serve the public, the cubicle configurations make
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Select Yes, Start Enforcing Protection under Restrict Editing on the right side of your Microsoft
Office window and enter your password twice to restrict editing access to the document.
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Your Campus-Specific Information is now updated and protected. Upload the file onto
Blackboard. Be sure to delete the previous Campus-Specific Information file to avoid confusion
amongst your employees.
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Uploading WVP Campus-Specific Information on Blackboard

=

To upload your Campus-Specific Information onto Blackboard, click on Campus Specific
Information on the left side of your Blackboard dashboard.

Office of
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CUNY Workplace
Violence Prevention

Announcements

New Announcements appear directly below the repositionable bar. Reorder by dragging announcements to new positions. Move priority above the itionable b)
of the list and prevent new announcements from superseding them. The order shown here is the order presented to students. Students do not see the bar and cannot reorder announs

ate Announcement

New announcements appear below this line

nformation
Posted on: Friday, December 7, 2018 10:24:05 AM EST

ertificate @
e The City University of New York has a tradition of providing a safe enviranment for its students, faculty and staff. In compliance with New York State Law and University Policy, all employees are

required to complete this training at the time of their initial hire and then at least annually thereafter

@ Full-time employees must complte this training before July 31, 2019. If you are a part-time employee, complsts this training before the end of the current ssmester. You do not need to complete
this training in one sitting. Blackboard allows you to pause and resume where you left off at a later date. Instructions for accessing and completing the training are located below.
Help @

Your campus may offer in-person classroom training in lieu of, or in addition 1o the online course. ff you have questions regarding this, please contact your Human Resources Office or your campus
Workplace Violence Advisory Team (WVAT). If you have questions about the content of this course, please email the OHRM P D and Learning Ofiice (PDLM) at

ViglencePrevention Training@cuny edu_

2. | On this page, hover your mouse over Build Content. Under Create, select File.
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Click on Browse My Computer and select the Campus-Specific Information file from your
desktop. Give the file a name (it is recommended that you include your campus name and
‘Campus-Specific Information’ in the file-name). Once you have completed this, click the Submit
button on the bottom-right side of your window.

Create File

Use the File content type to add a file that can be selected and viewed as @ page within the course or as a separate piece of content in a separate browser window. Also, a collection of files or an entire
lesson, including cascading style sheets (CSS), can be developed offline and uploaded into a course from a local drive and viewed in order. More Help

* Indicates a required field.
SELECTFILE

Select a local file by clicking Browse My Computer or one from within Course Files by clicking Browse Course. Enter a Name for the file and choose a Color for the text to appear in the list of content. Click
No to display the file within the Course envirenment or Yes to display it as a separate piece of content with no Course page heading.

Color of Name B bk
% Find File Browse My Computer | | Browse ComentCuHe:\mn\
FILE OPTIONS \

Open in New Window O Yes @ Mo

< Name

Add alignment to content O Yes @ Mo

STANDARD OPTIONS

Click Submit to proceed. Click Cancel to go back.

Your Campus-Specific Information has now been uploaded onto Blackboard and will be accessible
to all of your campus employees.

Campus Specific Information

-G T Success: Baruch College - Campus-Specific Information created.

CUNY Workpl o -
] Campus Specific Information

Announcel

Build Content Assessments Tools ~ Partner Content

ole
ining

When your Campus-Specific Information needs to be revised, you can do so by opening this file,
making the necessary revisions and then uploading the new file. As you upload a new Campus-
Specific file, be sure to delete the previous file to avoid confusion amongst your employees.

10
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Accessing, Printing and Saving Completion Certificates

Once you have completed Workplace Violence Prevention or E-SPARC training, employees can
access and print their Completion Certificate by clicking on Workplace Violence Prevention
Certificate or E-SSPARC Completion Certificate on the left side of your Blackboard dashboard.

Announcements

Office of
Human Resources Management
Professional Development and Learning Management

CUNY Workplace
Violence Prevention

Announcements

Welcome

Posted on: Wednesday, October 31, 2018 9:13:06 Al EDT

The Gity University of New York has a tradition of providing a safe emironment for its students, faculty and staff In compliance with New York State Law and University Policy, all emplayees are required
to complete this training at the time of their initial hire and then at least annually thereafter.

Fullime employees should complete this training before July 31, 2019, If you are a partime employes, please complete the training before the end of the current semester. You do not need to complete
bis training in one sitting. Blackboard allows you to pause and resume where you left of at a later date. Instructions for accessing and completing the training can be found below.

ampus may offer in-person classroom training in lieu of, or in addition to the online course. If you have questions regarding this, please contact a member of your campus Human Resources Office.
e questions about the content of this course, please email the OHRM P D and Learing Offics (PDLM) at ViolencsPrevention.Training@cuny: edu

Workplace Violence Prevention Training
Posted on: Monday, December 3, 2018 :35:43 PM EST

To complete this training

1. Click on the Workplace Violence Prevention Training link from the menu on the left
2 Each slide of the presentation will have a "Next Slide” button that appears to advance onto the next slide. This button will appear on each slide after an allotted amount of time has passed. Employees
will need to view each slide of the presentation to be considered "Complete.”

3. NYS Law requires that all employees be provided with information on specific workplace violence risks in their work emvironment during employee training. Click on Campus-Specific Information provided
in the menu on the left to access this information.

4. Once completed, click on the Workplace Violence Prevention Certificate link from the menu on the left and click the small printer icon on the Workplace Violence Prevention Certificate.

On this page, you will find your Certificate of Completion.

My Achievements

My Achievements

CUNY Workplace
Violence Prevention

Krunal Bavishi_PreviewUser

You have 0 new achievement(s)

1L Eamed Achievements Unearned Achievements

CUNY Workplace Violence Prevention
Certificate
At the conclusion of training, you will receive

o @ iii
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Click the printer icon on the right side of your certificate to view your certificate

CUNY Workplace
Violence Prevention

place Vi

nti

My Achievements

1.

My Achievements

Krunal Bavishi_PreviewUser

on Training You have 0 new achievement(s)

All Achievements

CUNY Workplace Violence Prevention =
Certificate
At the conclusion of training, you will receive |

A pop-up will appear on your screen with your certificate. Click on Print Certificate at the bottom

left of the pop-up window to print your certificate. Note that your certificate will not have

“ PreviewUser” after your name.

My Achievements

- e

CUNY Workplace
Violence Prevention

My Achievements

P @ Blackboard Leam - Moxilla Firefox

- o

m x

g; @& nttpsi/fobr ol jewCertificate.do?course id=_1653958_1&ac =+ @ ¥

w

Pr

y QY e L
) Human Resources Mai nagement

o Profesicnsi Development and Learmiog Management

This is to certify that

Krunal Bavishi_PreviewUser

has successfully completed

CUNY Workplace Violence Prevention

on

December 4, 2018

Eamed Achievements Uneamed Achievements

Print Certificate —

12




To save your certificate, right click within the pop-up window and select Take Screenshot.

(3 My Achievements
= c )
} My Achievements
CUNY Workplace all
Violence Prevention |
I @ Blackboard Leamn - Mozilla Firefox — [m) x
il & & nhip: cuny.edu/fweb: hievements/previewCertificate.do?course_id=_1653958_1&ac *** vyl =
Office of | -
Human Resources Management
Professional Development and Learming Management B e
| This is to certify that
| - - -
| Krunal Bavishi_PreviewUser
| has successfiully completed
CUNY Workplace Violence Prevention
on « > a ﬁ e —
December 4, 2018 Save Page As.
Save Page to Pocket
Send Page to Device >
Print Certificate View Background Image
Select All
View Page Source
View Page Info.
Inspect Element (Q)
Jopas Reanas
= I
I—-—.\mmm—s—

Employees should drag their mouse over the pop-up window to select the region they want to
take a screenshot of.

= ¢
My Achievements

CUNY Workplace '
Violence Prevention

| Krunal Bavishi_PreviewUser

@ Blackboard Learn - Mozilla Firefox [m] e

¥ @ @ hitps;//bbhosted.cuny.edu/webapps/achievements/previewCertificate. do?course_id=_1653958_1&a ** @& ¥ | =

(0 i

Save full page  Save visible My Shots 2™

Drag or click on the page to select a
region. Press ESC to cancel.

mher 4.
‘ Cancel ‘
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After selecting a region to screenshot, select the Save button on the bottom right. A new tab will
appear on your browser.

My Achievements

ot
§5 Human Resources Management
Pelesins Doveiopment s Loaringsnogumont

Krunal Bavishi_PreviewUser

CUNY Workplace Violence Prevention

December 4, 2018

Open the newly formed tab on your browser. You will see your completion certificate presented
here. Click the Download icon on the top right of the screen, select Save File and then select OK.

ER R @ higssceenshots firefoseem Vo WUE - @ LoD HE =
@ s 5 scess your shots seross devices 313 s3ve yoUr fvorites forever,
1 Blackboard Learn 7 + w f el
oo iy o Just o sipies 14 533
ﬁy W Resaurces Management
Krunal Bavishi_PreviewUser
CUNY Workplace Violence Prevention
December 4, 2018
@ 51 = or a0 o 10 cuessyour shots s i and seve your fevores foreve

[ ?Iackboard Lean:ﬂ Vi 4 0} 2%

Opsming Screenshot 2018124 Blackboard Leam ang *

Ve have chesenta opene
5 Screenshor 2010-12-04 Blackboard Leam g

i i PG fle 081 KD
e

it shule iefe o it s e

otce o
[ Human Resources management
Prosesiens Gempspmen sns Loseg wansgemant

avishi_PreviewUser

CUNY Workplace Violence Prevention

December 4, 2018
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Adding an Employee into Your Campus’ Blackboard Training

Once a month, Blackboard will input new employees using information from CUNYfirst. If you

need to manually add an employee into your campus’ Blackboard, you can do so by navigating to

Users and Groups in Organization Management and selecting Users.

Organization
Management

Control Panel
Content Collection
COrganization Tools
Evaluation

Grade Center

Users and Groups

Groups

Users

Customization
Packages and Utilities

Help

Select Find Users to Enroll at the top of the window.

Announcements Find Users to Enroll

Disabling Pop-up Blockers

Workplace Violence Search: Username |~ Notblank v Go
Prevention Training

Workplace Violence
Prevention Certificate
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Select Browse.

* Indicates a required field.

ENROLL USERS

Enter one or more Usernames. Separate multiple Usernomes with commas. Click Browse to search.

# Username |‘ I Browse... |

Role Participant &2

Enrollment Availability @ Yes () No

Click Submit to proceed. Cancel

In the User Search, it is recommended that you search by Username (EMPLID) and that you filter
to Equal to. This will narrow your results as much as possible. Once you have found the

employee, select him/her and click on Submit.

Users
search Username v Equalto |~ Go |Options: User Information ~
O STATUS FIRST NAME LAST NAME . USERNAME EMAIL
O

Displaying 1to 1 of 1items Shaw All Edit Paging..

Fancel

On the ensuing page, be sure to update the employee’s role to Participant.

ndicates a required field.

ENROLL USERS

rnomes with commas. Click Browse to search.

Enter one or Usernomes. Separate n

Username 1111111 Browse...
Role Participant v
Enrollment Availability ® Yes O No

Click Submit to proceed. Cancel




Manually Overriding Training Completions
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1. | If you need to manually update an employee’s training status to Complete, you can do so by first
selecting Full Grade Center under Grade Center in Organization Management

Organization
Management
Control Panel
Content Collection
Organization Tools
Evaluation

Grade Center

Meeds Grading
Full Grade Center

Incomplete-InProgress

Users and Groups

Customization

Packages and Utilities

Help

2. | In the Grade Center, search for the employee and click the drop-down menu near his/her training

completion in the table and select View Grade Details.

Grade Center : Full Grade Center
The Full Grade Center displays all columns and rows in the Grade Center and is the default view of the Grade Center. More Help

Create Column Create Calculated Column Manage Reports Filter Discover Content Work Offline
w7
o MoweToTop  Emai Sort Columns BY:  \ayoucposition "9 4 ascending
Grade Information Bar avedjuly 9, 2019 7:49 PM
WEIGHTED o
O  LasTNAME FIRST NAME USERNAME LAST ACCESS AVAILABILITY oL @TOTAL E-LEARNING
o COURSE

~
O |Abae James 23010614 Available
O |Abbott Kenneth 23032218 Available

| View Grade Details |
Exempt Grade

O | Abdul-Matin Ibrahim 16060975 Available
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On the View Grade Details page, select Manual Override. Update the employee’s grade to
100.00 and add any relevant notes under Grading Notes. Then select Save.

Attempts Manual Override Column Details Grade History

override Grade
FeetbaCk o TeaTner
T T T T Paragraph - Arial - 302pt) ciECE-T-#2- & @iYNa
%Doa = EEE T v — =B
QOQ@EE fi vmsws - T « ©© & B HTHL £S5
A
v
Path: p Words:0
Grading Notes
T T T T Paragraph - Arial - 3(12pt) ciECE-T-£2- @ EiNa
%Doa EESE =TT v — = &
Q@ & Bl fi wMashurs - T & © @ 5 H HTHL 55
"
v
Path: p Words:0

=




