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Paycom Learning Fact Sheets

All training for JNCS staff will be completed through Paycom Learning.

You can register for an instructor-led training or complete a self-study course by logging in to your

Paycom portal. Paycom Learning makes it easier for you to register for trainings, access training

materials, and keep track of your certifications.

Please review these instructional fact sheets to start using Paycom Learning.
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How to Log In to Paycom

. How to Clock-In Hours for Training
. Introduction to the Paycom Learning Dashboard

. How to Reqister for Instructor-Led Trainings

Logging in to an Instructor-Led Training

. How to Take Self-Study Courses

. How to Take Self-Study Courses with External Links -

Workplace Violence Prevention Policy

. How to Take Self-Study Courses with External Links -

Sexual Harassment & Discrimination Prevention Training

Additional Help

0.

How to Upload a Certification

10. How to Complete a Course

11. How to use HD Meeting for Instructor-Led Online Trainings

12. How to Take Tests for Training Courses

13. How to Change Language Preferences in Paycom
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How to Log In to Paycom

Paycom is a necessary tool that it is used throughout the entire organization. Please take the
time to get to know the site. It can also be downloaded on your phone.

Go toG’aycom.com Q)

AUTOMATE DECISIONS SO YOU CAN FOCUS OV,

EXTRAORDINARY

& LOGIN REQUEST MEETING

Click “Login”

Client

Employee

Choose "Employee”

Accountant
R payconr

EMPLOYEE SELF-SERVICE®
Input your username, password, and the last 4
digits of your SSN

Note: If you forgot your credentials, please
click Forgot Username or Password link.

Employee Self-Service®

Choose an Optlon to Verify yOUr 8CCOUnt, a teXt Step L‘:u-_‘ T'.'.'JIFQL"'.OI v’l-'..l|l'_'.II.I-ZL'JlI"Jl'
message or email notification.

Q00

Once the 6-digit authentication code has been e - |
received, enter the numbers in the designated area. ElpeyEEsSliSe e

Step Two: Enter Authentication Code

All done! Welcome to Your Homepage.

[ remember this devicer

VERIFY

&

Time Management Time-Off Requests

@
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How to Clock-In Hours for Training

Log in to Paycom.

Select the tab “Add Hours”
Under the Time Management

tab, click "Web Timesheet”

Web Time Sheet

Time Sheet Time-0ff Summary
& Dec 16, 2024 to Dec 31,2024 12/16/2024 - 12/31/ 2024 (Current Period) - §
Add Punch | | Add Punch Pair | Add Hours
Date Pay Code N Allocation ouT Ove
Time Management
Web Time Clock
Web Time Sheet
Input the date of the Add Hours X
training - You can always
click on the Calendar to a 12/19/2024 E mm/dd/yyyy D Exclude Weekends
the side of the date to —
change the date. Training [TRG] v |75
Click on Pay Code and Allocation
select Training (TRG).
w w

Hours will vary depending
on training, please w  Training- [TRN] v
confirm with trainer or o

supervisor for correct v

hour input.

Note: Allocation

information is different T

for each person, if you do Comment will vary Click on shift and select
not know your depending on training, Training (TRN).
department, sub- please input the correct

department or division training name or self-

please leave empty. study.
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Introduction to the Paycom Learning Dashboard

e Log in to Paycom. Assigned Learning: Courses you are
o Search for Learning. registered for or have been assigned to you.

e Then click My Learning. Assigned Learning

-~
iy ANOLAN
=
~ 40% Complete
Self-Study Course L Path .
Learni ng Your Harassment Time
Discr... Management for
My Learning e
Mandatory [¥] Due 01/20/2
My Certifications 022 1h 14m | Employee
Resume Learning: Courses that you Browse Available Learning: Live
started but not yet completed. required training classes you can register

for, or self-study classes you can take on

Resume Learning demand through Paycom.

40% G . :
0% Ceinglese Browse Available Learning

i &/‘ _|f‘g" LA - .g', |l
Path Salf-Study Course: H Instructor-Led Training H InstructorLed Trairing
Time Management for Employees SIR Mandated JNCS Foundtions JNCS Mandt 1
Reporter... 1&2

After completing the courses and earning your certification, you'll
be able to clock in and out, appro...

3h | Compliance Training Compliance Training Compliance Traini
1h 14m | Employee DETAILS RESUME

@ A /oL

—

My Learning Home
Self-Study Course 3 Self-Study Course

Assigned Your JNCS Mandt 1&2 JNCS SIR Manc
Classis... Reporter H...

Paycom University
™ completed: 12/22/2021 | Compli

ance Trainin
e =
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How to Register for Instructor-Led Trainings

Log in to Paycom. Select the course you want to
register for under “Browse
Under the Learning tab, click Available Learning”

"My Learning”

Browse Available Learning

Learning
Instructor-Led Training -} instructor-Led Training
i JNCS Mandt 1&2 JNCS Foundtions 1&2
My Learning
My Certifications

Compliance Training @ Compliance Training

Request the time slot Available Sessions

that works best for Session Location Status Date/Time Enroll
you. Check your 01/05/2022 - 01/05/2022
emails for approval Virtual 10:00 AM - 2:00 PM (PST)
Conf|rmat|on. Virtual 01/06/2022 - 01/06/2022

10:00 AM - 2:00 PM (PST)

Note: Be sure to confirm the time slot DO NOT PRESS START BEFORE THE
with your supervisor before registering. SCHEDULED CLASS TIME.

You are gOOd to go| This will prevent you from being able to

drop the class if you need to reschedule.

2 ﬁi %3’1_5‘&”

(%

Instructor-Led Training Instructor-Led Traiming

JNCS Mandt 1&2 JNCS M
Details

8

Mandatory ) Due 01/30/2022 Mandatory [ pue 01/30/2022
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Logging in to an Instructor-Led Training

IMPORTANT: It is HIGHLY RECOMMENDED to take Paycom Training Classes on a computer desktop
or laptop, NOT on a mobile device. Paycom and HD meeting must be open at the same time.

v If you do not have access to a desktop or laptop computer, please check with your
supervisor to arrange a workspace for you to take the class.

* If you must use a mobile phone, please make sure you are able to open your HD
meeting and Paycom at the same time.

Log in to Paycom. @

Go to Learning.

Then click My Learning.
My Learning Home

Assigned 21
In the Paycom Learning Dashboard
. . Paycom Universit
click on “Assigned” 3 /

History

it ad Vel ™ Due 01/03/2025

Mandt 1 and 2
The Mandt system teaches strategies for building healthy relationships with :hmmtﬁiﬂhg

support. Training focuses on providing non-physical strategi...

Mandatory 30m | Mandatory Training Details

Look for the assigned

training and click “Start”

In the session tab ~ Mandt1and2 Mandt 1 and 2
- 0%
yOU W||I see Estimated Tim# Remaining: 30 min
N . (’ Waiting on Instructor
Waltlng on Mandiiand |- ‘) Attendance will be marked by your instructor after atending a session.
" Session

Instructor, |
Mandt 2.0 Chapters 1-3 Review

p|ease click Bocument Selected Session [ENENE

- Mandt 2.0 Chapters 1-3 Test Day 1 Date Time Vietual Leasning

the Iln k Quiz | 30m i 01/02/2025 10:00a - 02:30p (PST) Join Meeting
Mandt 2.0 Ch: 4 Revi:

JOIN M E ETI N G E:::I.ﬂ.:n.‘ i e Day 2 Date Time g Vietual Leasning

on th e d ay of ‘tO e 01/03/2025 10:00a - 02:30p (PST) Jain Meeting
Quiz

o Note: Please do not take the tests ahead of time!

OfficeSuite HD Meeting®

Launch meeting through HD while
also having the Paycom tab open.
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How to Take Self-Study Courses

Some training classes are 'Self-Study Courses.' You are automatically enrolled and can complete
them at your own pace before the due date. To take a Self-Study course:

Log in to Paycom.

Go to Learning, then click My Learning.
My Learning Home

‘Assrgned 21

Paycom University

Click on “Assigned”

The “Due Date” is at P oueor19r2025
Universal Health Precautions Histary

the top.
Click “Start” to begin

Universal health precautions are a set of safely measures and practices c:eslgne:‘] to prevent the

transmission of infectious diseases in healthcare and social servi,

the training. Mandatory  50m | Mandatory Training Dem@

O p ent h € f irst Universal Health Precautions

Universal Health Precautions

B3%

section in the Menu
on the left-hand

Universal health precautions are a set of safety measures and practices designed to prevent the transmission of

- - infectious diseases in healthcare and social service settings. These precautions include proper hand hygiene, the use
STEVERISIHERR Eocauiliors | V] of personal protective eguipment (PPE), safe handling of bodily fluids and sharps, and adherence to infection control
side and review ' '
protocols.
. . How to turn on Subtitles or Cap... ®
th e d escri pt 10N an d YouTube| Sm + Direct Support Professionals (DSPs) require this training because they work closely with individuals who may
" " have disabilities or compromised immune systems, making them more vulnerable to infections.
English Universal Health Preca_. ) ) . L . . ) . N .
p U rpose Of th e ¥ouTube | 30m (] « DSPs assist with personal care, administer medications, and provide support involving potential bedily fluids
. ) exposure,
trainin a. ASL Unbiersal Health Preceutlo... g, - By receiving universal health precautions training, DSPs « ir clients, and
VeuTube f :
uphold legal and ethical obligations to maintain a safe al Universal Health Precautions st standards
Universal Health Precautions sl... 0 of care in our field. B3%

Powsrpoint Estimated Time Remalning: 10 min

Universal Health Precautions Q...
Quiz | 10m Universal Health Precautions

Note | S

Haow to tum on Subtitles or Cap...

YouTube | Sm

Watch the videos directly in Paycom. Avoid

YouTube | 3

watch ’r . n ‘fn"]’“m ASL Universal Health Precautio...

YouTube

clicking "Watch on YouTube," as Paycom will

)

o

English Ur:i.velsal Health Preca._. 0

not mark the video as completed with a blue °
)

Universal Health Precautions sl..
Powerpoint

checkmark.

Universal Health Precautions Q...
Quiz | 10m

LUNDERSTANDING
JNIVERSAL HEALTH
PRECAUTIONS

Review PowerPoint presentation(s) before taking the test.

Universal Health Precautions Quiz
Click on “Start Quiz” and begin.

9 Questions

P

Make sure to click on all the tabs on the menu and clock-in hours for training.
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How to Take Self-Study Courses with External Links

Some training classes are 'Self-Study Courses.' You are automatically enrolled and can complete
them at your own pace before the due date. To take a Self-Study course:

Self-Study courses with external links are limited to Sexual Harassment and Discrimination Prevention
Training and Workplace Violence Prevention Policy.

Note: Please use a computer or laptop for this training, as these specific courses cannot be completed
on a mobile device.

Workplace Violence Prevention Policy

Log in to Paycom. My Learning Home

Go to Learning, then click My Learning.
Assigned pe

Click on “Assigned” ‘ o
Paycom University

History

B bue 01/15/2025

The “Due Date” is at
the top.

Click “Start” to begin
the training.

Warkplace Violence Prevention

|
- & You or someane you know could be invalved in workplace violence anytime, anywhere. This course will

give you a basic understanding of what constitutes workplace v..

Mandatery  49m | Paycom Content Di:'.ul@

Workplace Violence Prevention

0% Complete

Workplace Violence Prevention

- 0%
. w ” . E . You or someone you know could be involved in workplace violence anytime, anywhere. This cowrse will give you a basic understanding of what
Esiimated Time foamalning: 43 min ¥
C | I C k Sta rt ’ t h | S " constitutes workplace violence, the waming signs to watch for, and what you and others around you can do 1o prevent it. ideal leamers include all
employees,

will take you to an

Workplace Vielence Prevention |
external website. f

Follow along with the course on your computer

or laptop. After successfully passing the test at U .

the end, log in to Paycom to confirm you have I. Solutlons
completed the course. There is no certificate. |

Make sure you have the time available to complete
the course in one sitting.
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How to Take Self-Study Courses with External Links

Some training classes are 'Self-Study Courses.' You are automatically enrolled and can complete
them at your own pace before the due date. To take a Self-Study course:

Self-Study courses with external links are limited to Sexual Harassment and Discrimination Prevention
Training and Workplace Violence Prevention Policy.

Note: Please use a computer or laptop for this training, as these specific courses cannot be completed
on a mobile device.

Sexual Harassment and Discrimination Prevention Training

Log in to Paycom. @

Go to Learning, then click My Learning.
My Learning Home

ik on sslgned

The “Due Date” is at JNCS Sexual Harassment E
the top. Discrimination Preve@'on

Click “Start” to begin Training / Capacitacitoh en

the training. prevencion de discrimina

\ JNCS Sexual Harassment v

Open the second slide in the Menu and review the Discrimination Prevention Training /

instructions and technical requirements. ‘Capacitacion en prevencion de
discriminacion por acoso sexual de
Click on the URL / website link provided to begin JNCS

the training. You can take the course in whichever

_ https:/iwww.dfeh.ca.govishpti v
language you are most comfortable with.

Follow along with the course. Make sure you have the time ﬁ
available to complete the course in one sitting. Download
your certificate when finished. Upload a File
Fila. -
Upload your certificate to receive credit. Make sure to click T
"confirm" to finalize your submission.
Google Lrve
Return to the class on Paycom Learning and click on the Decpuee:

third slide in the menu titled “Upload your Certificate." OneDve
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ONLY for Sexual Harassment

How to Upload a Certificate| Prevention Training and

Uploading Outside CPR
Certificate

Download your course certificate after you complete a Self-Study Course. When saving the
file to your computer, add your full name to the file name.

File name: | Vanessa Lewis - SB 1343 Supervisor Certificate v |
Save as type:  PDF J(*.pdf) v
e Folders Save e
YOUR NAME
N JNCS Sexual Harassment v

Discrimination Prevention Training /
.Capa_c'rtat.iun €N prevencion de
Return to the class in Paycom Learning and diserininacion JP:‘F:EWS" sealde

click on the third slide in the menu titled

“Upload your Certificate" @ https:/iwww.dfeh.ca.govishpt/ v

> m Upload your Harassment and

Discrimination Prevention Certific ate
HERE/ Sube tu Certificado de

; wpi " “ S n Prevencion de Acoso y Discriminacion
Click on “File...” and “Choose File. AQui

Browse to the location where you
saved your course certificate. [\ =

1 v
Upload a File -é T
ploade

Select the certificate and click *Open.”

Flat Your content has been successfully
uploaded.
Chiose zﬁme Please submil for review.
Googie Urive
the correct file, then click “Submit.”
Dropbox

OneDrive - :
b 4

Click “Confirm” in the pop-up Confirm

window to confirm your submission. Are you sure you want to submit the uploaded file?

4 Double check that you have uploaded

CANCEL CQON FIE%‘!

All done! You will receive a notice of
approval or feedback by email within 7
days.
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How to Complete a Course

Check your emails after training. You MUST click the
link in the “"Performance Evidence Approved” Email to
complete your course.

After your certificate or required form is
approved by the Training Department, you
will receive a “"Performance Evidence
Approved” email. Click the link in the

$§) JAYNOLAN I d paycom:
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Performance Evidence Approved

o= ||
systemmes =l I
To @ Marina Gavryushkina  Mon 8:33 AM

Employee Name: GAVRYUSHKINA, MARINA |

Employee GAVRYUSHKINA, MARINA | Upload
Your APWSI Mandated Reporter Certificate HERE
has been approved on 03/21/2022 10:33 AM by
Jstark. You must select the hyperlink below in
order to log into Employee Self Service and view
your Performance Evidence to mark the course as
complete.

“Performance Evidence Approved” Email.

SIR and Mandated Reporter Online Training

Log in to Paycom and Review your
Performance Evidence.

Every item in a course menu should be
marked with a blue check mark.

Note: If you do not see a blue check mark,
click on the tab. If your certificate was
approved, this will make the check mark
appear.

Check your emails for the “"COURSE
Completion Notification” email.

All done! You can check your 'History' in
Paycom Learning to confirm 100% completion.

EMPLOYEE SELF-SERVICE ®

JNCS Sexual Harassment
Discrimination Prevention
Training / Capacitacion en
Prevencion de Discrimina
100%

Estimated Time Remaining:

JNCS Sexual Harassment Discri...
Nate

https:/www.dfeh.ca.gov/shpt/
Hyperlink

Upload your Harassment and Dis...
Performance Evidence

COURSE Completion Motification

systernmessage@paycomonline.com
To @ Marina Gavryushkina

Employee Name: GAVRYUSHEINA, MARINA |
Employee Email: mgavryushkinai@jaynolan.org

COURSE Completed : SIR and Mandated Reporter Online Training Certification
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How to Use HD Meeting for
Instructor-Led Online Trainings

Mandt1 and 2 Mandt 1 and 2
- 0%
10 minutes before (’ Waiting on Instructor
Mandt 1 and 2 - ‘) Attendance will be marked by your instructor after attending a session,
your live class [
session, click Join Ma"dtfn SERSRISSaE Selected Session SIS
Meeting Iink |n yoU r Mandt 2.0 Chapters 1-3 Test Day 1 Date Timse Virtual Leaening
Quiz | 36m 01/02/2025 10:00a - 02:30p (PST} Join Meeting &
Paycom. Mandt 2.0 Chapter 4 Review
Document Day 2 Dt Tims Virtual Leaming
01/03/2025 10:00a - 02:30p (PST} Join Mesting
Mandt 2.0 Chapter 4 Test
You will have the option of downloading Confirm Request

the HD Meeting app or to open in

. Would you like to continue to download OfficeSuite HD
browser. Choose which you prefer. Meeting to this computer?

If you already have HD Meeting installed,
it will open automatically. n fans

Enter your name
When prompted, enter your full name

and your email address. This helps the Vanessa Lewis - viewis@jaynolan.org

trainers keep track of attendance.

(/] %ember my name far future meetings EMAIL
ADDRESS

YOUR NAME Gl

Keep your camera on. Remember to stay muted

until it is your tun to speak. Click "Raise your [ o 0 @ 'e' O

hand" if you have a question. Raise Hand yes no go slower go faster maore

Click "Join Meeting" to join the class.

Use the chat box to interact with the trainer and OfficeSuite HD Mecting Group Chat
other participants.

Use the menu at the bottom of your screen to
adjust your audio and video settings, and or

leave the session. K

To:  Everyone

_'J- ~ 'A‘ ~ 1:: 1!. " Type message here...

Unmute Start Video Invite Participants
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How to Take Tests for Training Courses

Instructor-Led Trainings

T —— P Due 01/03/2025
On the day of an instructor- Mandt 1 and 2

The Mandt system teaches strateqgies for building healthy relationships with the individuals receiving
support. Training focuses on providing non-physical strategi...

led training log in to Paycom
and click on the assigned

Mandatory 30m | Mandatory Training Details

course.

Mandt 1 and 2 Mandt 2.0 Chapters 1-3 Test

- 0%

. . Estimated Time Reémaining, 30 min 39 Questions
When trainer instructs you to —

take the test, please follow Mandt 1 and 2 - m\

directions as to which test to s Ay
Mandt 2.0 Chapters 1-3 Review 0

Document

Mandt 2.0 Chapters 1-3 Test | E
Quiz | 30m

Note: Please do not take the tests ahead of time. If you fail a question, you will have to retake the entire test.

Self-Study Courses

select and click “Start Quiz”

Click on the assigned self- —9

i Universal Health Precautions

study course located in T
UNIVERSAL HEALTH
PRECAUTIONS §  Universal health precautions are a set of safety measures and practices designed to prevent the

your My Learning
Dashboard.

transmission of infectious diseases in healthcare and social servi.

o - Ncamplm Mandatory 50m Mandatory Training Details

R

i Universal Health Precautions Quiz

———————————— B3%

Estimated Tema Romaining 10 min .
9 Questions

After watching the m
:I:ive::al"eallh Precautions o

required videos and

. . How to turn on Subtitles or Cap.. Q W
reviewing the
. English Universal Health Preca...
material select the o , 8 ﬁ
VEriEw otes
i ASL Universal Health P, o...
tab that reads quiz ASL Untravsal Hescth Precautic—: g
. (D somin Course Details
and click Universal Healh Precautions s1.. g,
Powerpoint Topic:  Mandatory Training Universal health precautions are a set of safety measures and practices
“Start Q viz” Universal Health Precautions Q... designed to prevent the transmission of infectious diseases in healthcare and
Quiz | 107 Tags: | Self Study social service settings. These precautions include proper hand hygiene, the use
of personal protective equipment (PPE), safe handling of bedily fluids and

Note: Self-Study courses and quizzes can be taken at your own time but before the due date.
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How to Change Language
Preferences in Paycom

Log in to the Paycom app.

Click on the person icon at
the top right corner of the Z

GAVRYUSHKINA, MARINA |

page. This will bring up your
account information.

Click "Preferences” HELP CENTER | PREFERENCES 4——

Language Preference

Scroll down to "Language
Preference" and use the P Vi e

English v
drop-down menu to select

your preferred language. Englch
Espariol

To finalize the change, click
"Update” at the bottom of the page. ‘ CANCEL ‘ UPDATE

All done!

Your Paycom dashboard should now appear in your preferred
language.




