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July 18, 2019
To: Lynn Pallas-Barber, Assistant Director, Clerk Division
From: Debby Szeredy, Executive Vice President B}{ ."L [~ }9

Subject: HERO System Enhancements
(Notification No. GCCC20190211)

Please find attached a copy of a letter dated 7/17/2019 from Alan Moore,
regarding the above referenced matter. Also note that the enclosures
referenced were not included with the faxed letter.

You are designated as the APWU contact person in this matter. Contact
the USPS representative as soon as possible for discussion, if
appropriate. Please provide notification of your review to me by 8/15/2019.

Please note: Your secretary should update the Notification Tracking
Module in Step 4 CAS as necessary.

Attachment

cc:  Vance Zimmerman, Director, Industrial Relations Department
Idowu Balogun, Director, Maintenance Division
Stephen Brooks, Director, Support Services Division
Clint Burelson, Director, Clerk Division
Michael Foster, Director, MVS Division

DS:mdj



Jul/17/2019 3:06:29 PM USPS - Washington, DC (HQ) 202-268-5343 2/3

RECEIVED

LABCR RELATIONS JUL 1 8 ng
APWU

UNITED STATES o "
ﬂ POSTAL SERVICE OFFOE-OFTH -

July 17, 2019

Mr. Mark Dimondsteln Sant by fax
President
American Postal Workers
Unian, AFL-CIO
1300 L Street, NW
Washington, DC 20005-4128

Dear Mark:

On August 28, 2018, and January 24, your representative attsnded briefings concerning the
cloud-based Integrated Human Resources System named HERO.

HERO system enhancements will be avallable as foillows:

* OnJuly 22, Skillsoft, non-postal training will be made avallable through
LiteBlue, Employees will be able to access the subject courses by logging in to HERO
through LlteBlue on a personal device.

¢ OnJuly 22, HEROProfile will be made available to employees, Creating a HERCProfile
will provide employees with exposure to the organization's leadership and provide a
platform to showcase thelr skllls, abilities, education and certifications, Additionally,
employses will have the ablility to find and connect with others who have simllar skills and

interests.

» OnJuly 26, Career Convarsations will become available, Within HERO, employees will
have the ability to submit a request for a career conversation with their direct manager,
This new tool will give managers a bstter platiorm to discuss ¢areer goals with their

employees,
We have enclosed the following:

Caresr Development
a  Carser Conversatlons QRG/SWI

Detail Assignments
« Detail Asslgnments FAQs

HERO via LiteBlue

¢ Link Aricle

[ FAQs

¢ Stand-up Talk
HEROProfile

* FAQs

= Link Article

s Skills List

478 LENsanT PLaza W
WABHINGTON DO 20280-4101
WAV LIBPE, CoM
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= Tips and Guidelines
e User Guide

» Learner User Guide
« FAQs
Plﬁontact Janet Peterson at 5127 If you have questions concerning this matter,

Sincerely,

Alan S. Moore
Mansager
Labor Relations Policies and Programs

Enclosures



Career Conversations

HERO | Career Development

Purpose: Instructions for (1) Employees requesting Career Conversations and (2) Managers
initiating and documenting Career Conversations.

Request a Career Conversation — Employees

Steps

Key Features

+ Employees have the ability to request a

Career Conversation with their direct
Manager.

4 With access to formal career

conversations, employees can now take
steps in developing their own career
paths.

Considerations

Request a Career Conversation — Employees Only

1
2.
3.

Access HERO.

Click the Essential Links dropdown menu and select HERO.

Click the Career Development icon to navigate to the Career Development
Landing page.

Click the Request A Career Conversation button, the Career Conversation
Form will appear.

Complete the Career Conversation Form, and attach files if necessary.
Note: The Manager field will prepopulate.

Click Submit For Approval.

Managers should encourage employees to
complete their HEROProfile as it helps to
guide productive Career Conversations.

Consider answering the following questions
prior to requesting a Career Conversation to
maximize your desired end results:

—  What do | want to get out of this Career
Conversation?

—  What questions should I ask?

What would | like my manager to take
away from our conversation?

+ Be sure to communicate what you feel

would make the conversation meaningful
beforehand.

Y = o< e
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Career Conversations
HERO | Career Development

Managing Career Conversation Requests — Managers
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Steps

Managing a Career Conversation Request — Managers Only

Verbal Request.

1
2.
3.

4.

Access HERO.

Hover over Home, select Your Assignments.

Your Assighments page appears, click the Career Conversation task listed
under Title.

The Career Conversation Overview page appears with your employees
listed on the left. Select employee.

Follow steps for Document a Career Conversation — Managers. (See Page 3)

Request vla HERO
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Access HERO.

Enter HEROProfile.

Click Actions drop down. Select Requests.

All Career Conversation Request Forms will appear.

View request by (1) clicking gray drop down arrow. Select View. (2) Click
Career Conversation Form.

(1) Approve request (Click Green Check) or deny request (Click Red X). (2)
Click Approve or Deny within Career Conversation Form.

Follow steps for Document a Career Conversation — Managers. (See Page 3)

Last Updated: June 25, 2019

ey Features

Managers receive tasks that will
encourage regular career disussions
amongst their employees.

Offers management of career
conversation activities.

—  Managers have the ability to filter
their tasks based on different
activity.

Scheduling functionality gives managers
the ability to track when and where
career conversations will occur between
them and their employees.

Considerations

Treat the HEROProfile as the foundation of
your Career Conversation.

Review the employee's HEROProfile About,
Resume and Career Preferences tabs to get
an understanding of the employee’s career
desires and skills. (View Team option
allows quick access to your team’s
HEROProfiles.)

Come prepared. Think of how to guide the
conversation based on what you know
about the employee and what you have
discerned from the employee’s
HEROProfile.

What questions would you like to ask?

What do you want the employee to get
out of this career discussion?

HERO



Career Conversations
HERO | Career Development

Document a Career Conversation — Managers
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Steps

Key Features

+ Questions available for managers to help
guide the Career Conversation.

+  Ability to track the progress of the career
development of each employee through
response data.

—  Formal record of reponses of each
career conversation held with each
employee show where employees
stand on their career development at
certain points in time.

—  The system stores up to five
conversations for each employee.

Considerations

Document a Career Conversation — Managers Only

1. Access HERO.

2. Complete steps for Managing a Career Conversation —
Managers. (See Page 2)

3. Hover over Home, and select Your Assignments.

4.  Your Assignments page appears. Click on the Career
Conversation task listed under Title.

5. The Career Conversation Overview page appears with your
employees listed on the left. Select chosen employee.

6. Under Career Conversation Notes, populate text boxes with
response notes.

7. Add additional notes in the Comments section if necessary.

8. If documenting additional employees, Click Save and Exit.

+ Document all key points derived from the
conversation.

+ To ensure documentation is accurate, recap
all of the key points taken during the
conversation.

+ Record identifiers that may indicate
employee’s suitability for development
programs.

+ Record identifiers that may give insight on
possible career paths (jobs, areas, fields) for
the employee.

SUPPORT

Visit the HERO Information and Support Blue page for the latest information on the HERO Career
Development release dates, events and training, and support materials including job aids, videos, and quick

reference guides.

UNITED STATES
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HERO Enhancement | Detail Assignment Visibility

Efforts are underway to increase visibility and management of detail assignments nationwide within HERO.

Learning, Diversity, and Development Frequently Asked Questions about Detail Assignments

How are detail assignments captured?
There are two ways detail assignments are captured:

Rural to EAS: submit the Rural to EAS Detail (Form 50 processing Notification) worksheet to HRSSC.

All other employee types to EAS: Submit through HCES Detail assignment request form in Manager Self Service.

Whose responsibility is it to enter the detail assignment?
The Manager of the detail position is expected to submit the request.

Are all detail assignments submitted?
No, only submit requests for employees detailed for 30 days or longer to an EAS position.

Will the Detail Assignment Request Form replace the need for a PS form 1723 and entries into Time and Attendance
Collection System (TACS) for higher level pay?
No. A PS Form 1723 is still required. You should follow existing process for higher level pay.

What happens to the information once it is captured?
The HCES Management Self Service (MSS) Portal has been enhanced to interpret the information submitted and send it
to downstream applications such as HERO.

What will a detailed employee see in HERO?
HCES enhances HERO by enabling the following:

e HEROProfile will show detail assignment as current job title during detail assignment dates.

e Detailed employees will have access to manage and assign activities for direct reports within the reporting
structure.

e Strategic Learning Initiatives and other training associated with detail assignment will be automatically assigned.

e Managers will have access to document career discussions and manage learning activities for detailed
employees within their organizational unit.

An employee has reported that their reporting relationship or work location is not correct in HERO. What are the steps to
get it corrected?

The employee information in HERO is fed from the Human Capital Enterprise System (HCES). Any corrections must be
made using the standard processes for HCES. If an employee notifies you that information in HERO is incorrect please
refer them to their Supervisor or Manager, who will confirm the employee information is incorrect. The Facility head will
work with District Local Services to initiate the corrections or escalate if needed.

POSTAL SERVICE. | HERO



HERO Enhancement | Detail Assignment Visibility

Efforts are underway to increase visibility and management of detail assignments nationwide within HERO. Currently,
there is limited line of sight into detail assignments leading to an inability to track and monitor this information and

ensure adherence to our policies.

Frequently Asked Questions

Why is this enhancement happening?

Detail Assignment information is required to enable capabilities in HERO. Other benefits include knowledge of who to
contact in an emergency for COOP, auto assignment of Strategic Learning Initiatives by detailed employees, and aligning
to detail assignment policy per Handbook EL-312, Employment and Placement.

How are detail assignments captured?
There are two ways detail assignments are captured:

All other employee types to EAS: Submit through HCES Detail assighment request form in Manager Self Service.

Rural to EAS: submit the Rural to EAS Detail (Form 50 processing Notification) worksheet to HRSSC.

Whose responsibility is it to enter the detail assignment?
The Manager of the detail position is expected to submit the request.

Will the Detail Assignment request be required before an assignment begins?

Yes, per the Handbook EL-312, requests for higher level must be submitted and approved by the next higher level
manager prior to the detail assighment beginning.

Will the Detail Assignment Request Form replace the need for a PS form 1723?
No, a PS Form 1723 is still required.

What happens to the information once it is captured?
The HCES Management Self Service (MSS) Portal has been enhanced to assess Detail Assignment information submitted
and send it to downstream applications such as HERO.

What is the timeline for this project?
Previous rollout included Rural Carrier Detail Assignments to EAS. New enhancements are now available for all other
employees detailed to EAS positions for 30 days or longer.

Additional phases will include auto approval of applications tied to specific Occupation codes.

Should Detail Assignments requests be submitted for employees currently on Detail?
Yes if the detail will be 30 days or longer.

Are all detail assignments submitted?
No, only submit requests for employees detailed for 30 days or longer to an EAS position.

POSTAL SERVICEe | HERO
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Will detail assignment information be sent to Time and Attendance Collection System (TACS) for higher level pay?
No, you should follow existing process for higher level pay.

What will a detailed employee see in HERO?
HCES enhances HERO by enabling the following:

e While detailed HEROProfile will show detail assighment as current job title.

e Detailed employees will have access to manage and assign activities for direct reports within the reporting
structure.

e Detailed employee will be auto assigned Strategic Learning Initiatives and other training associated with new
assignment.

Will bargaining unit employee going into a bargaining unit detail be input within HERO?
¢ No, those specific detail assignments will continue using PS form 1723.

R __—===m IINITED STATES |



Projected deployment date: July 15, 2019
Word Count: XXX

The Future is here!
HERO is now open to all employees, enabling you to take control of your career.
By providing access to HERO, we are empowering you to self-develop and enhance your Postal career.

The HERO platform will allow you to showcase your talents, skills, abilities and interests across the
organization. Current HERO features include HEROProfile and Learning.

HEROProfile serves as the center of your HERO experience. It provides a consolidated view of your
details and work experience. You can also edit your profile and share any additional information to
include skills, abilities and interests. Creating a HEROProfile will provide you with exposure to top leaders
within the organization through available search functionalities. Additionally, you will have the ability to
find and connect with others that have similar skills and interests.

The Learning Portal will house thousands of non-postal (Skillsoft) training for self-development both
professionally and personally. All training courses are accessible off the clock anytime, and anyplace, by
logging in to HERO via LiteBlue on your personal device.

HERO will also serve as a one stop shop for other Human Resource tools. You can now access services
such as PostalEase, eReassign, eRetire, ePayroll and many more.

Additional information and support is located on the HERO help page within the HERO system.

Log in and take control of your career today! Please visit HERO at www.liteblue.usps.gov!




HERO Access via LiteBlue

General

What is HERO?
HERO is here to serve as a one-stop shop for employees to access Human Resource tools and information. It provides an
easier, more convenient solution for managing training and other career-development activities. Today, HERO includes

HEROProfile and the Learning Portal.

What can | do in HERO?
You can create a HEROProfile where you can share your work experiences, skills, and career goals. Also, you can search
for and take online, off-the-clock Skillsoft trainings in the Learning Portal.

How do | access HERO?
LiteBlue will now serve as a gateway to access HERO for bargaining-unit employees.

Where is the HERO portal located?
Go to https://liteblue.usps.gov. The HERO portal can be located on the top right-hand side of the LiteBlue homepage
and in the active carousel located in the middle of the LiteBlue homepage.
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How do | login to HERO through LiteBlue?

To log in to HERO you will need your 8-digit employee identification number (EIN) and your self-service password. Your
self-service password was mailed to you at the beginning of your Postal Service career. If you have trouble locating your
self-service password, on the LiteBlue login page, select "CLICK HERE" to open the Self-Service Profile portal to retrieve

your temporary password.

® Your USPS Self Service Password Is the new security sthndard as of Aptil 28, 2014 thot Is used to access a varlety of USPS
self-service applications Including LiteBlue. Tf you have not set up your password In the Self Service Prolite (SSP) application
or you have forgotten your Self Service Password click here

HemployeeD: T 1 ﬂ 15 this Site Secure?
[F]) USPS Password: [ |{Logp On|

Forget Your Password?
Frequently asked questions

Self-Service Profile
New ta BOP7 This s the plece s

Sign In To SSP + Croate youir Bailarvice Profia

* Updam your Bsit-Servics Pessword

+ Updste your PIN

« A b changs an Emall sddrees **

|———---—— = Add or edit security queations

— The Gesl-arvice Password M Sfierent from pour ACE paseword. Thes i for
use with HR online appilcations.

Your PIN js now only used for IVR transactions.

T T hepe: shanes 1 ous profie 5 B e assh mav iy, Vo wort]

have to walt for the First-Class leiter 1o arrive before confirming the change.

Forgot Paseword?

HEROProfile

What is HEROProfile?

HEROProfile serves as the foundation of your HERO experience, offering a consolidated view of your professional
information such as work experience, skills, and career goals. Completing the profile is the first step to planning your
career journey while identifying opportunities to shape your learning, development, and overall growth as a Postal
Service Employee.

Note: Creating a HEROProfile is strictly voluntary.

LTSS TS J IAJITEDD CTATEC 1



HERO | Document

How do | access HEROProfile?
From the HERO portal Welcome Page, hover over the Home menu and select HEROProfile to view and update your
profile.

UNITEDSTATES
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What can | do in HEROProfile?
HEROProfile features three tabs: About, Resume, and Career Preferences. Once complete, each tab allows you to
showcase your professional skills, interests, and expertise. The details of each tab are outlined below:

About — The About tab provides your work contact and location information. You can add additional profile information
including your photo, a brief summary of your current position and professional accomplishments, lists of your skills and
personal interests, and the subjects and topics you find interesting. Information entered here can be seen by all non-

bargaining employees.

Resume — The Resume tab begins with your current position and USPS work history dating back to 1985. You have the
ability to modify your work history and include additional USPS positions or other positions, such as detail assignments
and external jobs. The Resume tab also allows you to add information such as education, strengths, skills, and
accomplishments. Leadership programs you’ve completed have been pre-loaded into your profile and are also editable
for you to include additional information. Information entered here can be seen by all non-bargaining employees.

Career Preferences — The Career Preferences Tab provides you with the opportunity to take a more active role in your
career planning. It is a central location for you to identify your career aspirations, mobility, and interest in learning and
development. Information entered here can be seen by your immediate supervisor, managers within your organizational
structure, all executives, and Human Resources Administrators.

About Resume Career Preferences
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How do I update my profile?
Instructions on entering profile information are provided in each editable section of the HEROProfile.

How do | upload a picture?
Add link to HERO Support page HEROProfile materials.

More information on HEROProfile

Where can | find more information on HEROProfile?
Visit the HERO Welcome Page for more information and HEROProfile support materials including job aids,
videos, and quick reference guides.

Learning

What is the Learning Portal?
The Learning Portal enables employees to easily search and complete training activities and track their development
through user-friendly features.

How do | access the Learning Portal?
You can access the Learning portal from the HERO Welcome Page by hovering over the My Learning menu to view active
training and search for training.

What features are available for me in the Learning Portal?
Currently, all employees have the ability to search and take Skillsoft online courses off-the-clock. These courses are
meant to self-develop skills and help employees explore career interests.

More information on Learning

How can | get more information on the Learning Portal?
Visit the HERO Welcome Page for the latest information on Learning Portal training and support materials
including job aids, videos, and quick reference guides.

TS = [ INITED STATES |
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Empowering You to Develop and Serve

Stand-Up Talk
XX/KN/2019
Own Your Career with HERO!

The future is now; you have access to HERO through LiteBlue! What is
HERO? HERO is our one-stop shop for employees to access Human
Resource Services in one centralized location. It provides an easier, more
convenient solution to accessing services such as eReassign, job bidding,
PostalEase, and many more systems you use. Additionally, you will now
have access to some great new resources to assist you in developing
yourself and reaching your career goals. Two key features available to you
are your HEROProfile and specific online training courses.

HEROProfile serves as the center of your experience within HERO. |t
offers a consolidated view of your contact details and work experience, and
you can also add your skills and interests. Keep in mind that HEROProfile
is strictly voluntary but will be a substantial benefit to your career goals.
Key postal leaders will have the ability to view this information and may be
looking for someone with your unique skills, education, and certifications.

The Learning Portal will give you the ability to complete off-the-clock, non-
postal training courses. The online courses provided offer a wide variety of
subjects and topics to help you self-develop both professionally and
personally.

Access HERO today and begin your career journey! Visit
LiteBlue.usps.gov and click on HERO at the top of the page. Additional
information, frequently asked questions, and support materials are
available on the HERO Support Page once you access HERO.



Frequently Asked Questions (FAQSs)

HERO | HEROProfile

GENERAL

What is the HEROProfile?

HEROProfile serves as the foundation of your HERO experience, offering a consolidated view of your professional
information such as work experience, skills, and career goals. Completing the profile is the first step to planning your
career journey, while identifying opportunities to shape your learning, development, networking and overall growth as a
Postal Employee. Think of it as an opportunity for you to showcase your talent and career aspirations, while introducing
yourself to Postal leaders and fellow employees.

What current system does the HEROProfile replace?

The HEROProfile does not replace any current USPS system. This is a new feature within our HERO platform that allows
you to share and view other’s skills, interests, professional background, and education.

How do | access the HEROProfile?

You can access the HEROProfile from the Blue page by clicking the Essential Links menu and selecting HERO-Integrated
HR System. You will automatically be logged in and redirected to the Welcome Page. From the Welcome Page hover
over the Home menu and select HEROProfile to view and update your profile.

When will the HEROProfile be available?
The HEROProfile was released in October 2018 for non-bargaining employees and will be available to bargaining
employees in future releases.

EMPLOYEES

What can | do in HEROProfile?

HEROProfile features three tabs: About, Resume and Career Preferences. Once complete, each tab allows you to
showcase your professional skills, interests and expertise. The details of each tab are outlined below:

= About - The About tab provides your contact and location information. You can add additional profile
information including your photo, a brief summary of your current position and professional accomplishments,
list your skills and interests and share the subjects and topics you find interesting. Information entered can be
seen by all non-bargaining employees.

e Resume — The Resume tab begins with your current position and USPS work history dating back to
1985. You have the ability include additional USPS positions or other positions, such as detail
assignments and external jobs. The remainder of the Resume tab allows you to add information such
as education, strengths, skills, and accomplishments. Leadership programs have been pre-loaded into
your profile, and are also editable for you to include additional information. Information entered can
be seen by your immediate supervisor, managers within your organizational structure, all executives,
and Human Resources Administrators.

POSTAL SERVICEs | HERO



Frequently Asked Questions (FAQs)
HERO | HEROProfile

s Career Preferences — The Career Preference Tab provides you with the opportunity to take a more active role in
your career planning. It is a central location for you to identify your career aspirations, mobility and interest in
learning and development. Adding information to this tab is voluntary. Information entered can be seen by your
immediate supervisor, managers within your organizational structure, all executives, and Human Resources

Administrators.

How do | update my profile?
Instructions on entering profile information are provided in each editable section of the HEROProfile.

Who can view my information in the HEROProfile?

All non-bargaining employees can search and view your About Tab information. Information entered in the Career
Preferences Tab can be seen by your immediate supervisor, all executives and Human Resources.

NOTE: All editable information is voluntary.

Does the Resume section replace my eCareer profile?
No, the Resume section does not replace your eCareer profile. You will continue to use the eCareer profile to apply for
postal positions.

What is the difference between the eCareer profile and the HEROProfile?

While the HEROProfile has similar features and data fields as your eCareer profile, it will not be used for hiring or
recruiting purposes. The HEROProfile should be used as a means of self-promoting your professional experience,
networking cross-functionally with your peers based on your interests, and engaging in meaningful career discussions
with your manager. You should continue to update and maintain your eCareer profile to apply for internal jobs within
the Postal Service.

I am a former participant in the Corporate Succession Planning (CSP) or EAS Leadership Development
Program (ELD). Does the HEROProfile replace my CSP/ELD profile?

Yes, The CSP and ELD programs have been discontinued. HEROProfile is now used as the tool to capture your
professional background and career experiences and is used by leadership inform succession and career development
plans.

What fields in the HEROProfile are pre-populated?

HEROProfil
Tabs? Rl Pre-Populated Data Fields Manually Updated Data Fields
About Direct Phone, Email, User ID, Location, Address, Summary, Interest, Subjects
Personnel Area, Personnel Subarea, Cost
Center, Pay Location, Team hierarchy
Resume USPS Positions, Leadership Programs Other positions, Education, Certifications/Licenses,
External Training, Skills, Language Skills, Key Strengths,

LSS .l JIAITED CTATLEC 1



Frequently Asked Questions (FAQSs)
HERO | HEROProfile

Special Projects/Key Accomplishments/Awards,
Volunteer/Community Activities

Career N/A All fields
Preference

What do I do if the manager listed in the About tab “Team” structure is incorrect?

If the manager (for your position of record) illustrated in the team reporting structure is incorrect, your manager may
contact your local Human Resources department (Local Services) to submit appropriate changes in HCES.

NOTE: With the exception of Rural Carriers, detail assignments will not be reflected in your team structure in HERO.

What do | do if the job location in the About tab is incorrect?

If the location and/or address (for your duty station) is incorrect, your manager may contact your local Human
Resources department (Local Services) to submit appropriate changes in HCES.

NOTE: With the exception of Rural Carriers, detail assignments will not be reflected in your location in HERO.

What if the prepopulated information about my leadership programs listed in the Resume Tab is incorrect?

You may add missing Leadership Programs by clicking the + icon. You may only edit the dates of prepopulated
Leadership Programs.

MANAGERS

How can | use the HEROProfile as a manager?

The HEROProfile provides you with access to an abundance of information to get to know your employees and other
employees, including their background, skills, interests, etc. Specifically, all managers will have access to view the Career
Preferences tab for employees within their direct and indirect management chain to help guide career discussions and
understand your employees’ professional goals and development needs.

NOTE: Executive-level managers will have access to view the Career Preferences tab for all employees.

What do | do if the employee(s) listed in the About tab “Team” structure are incorrect?

If your team reporting structure is incorrect, contact your local Human Resources department (Local Services) to submit
appropriate changes in HCES, or send an email request to the appropriate HR Liaison (for HQ managers).

NOTE: With the exception of Rural Carriers, detail assignments will not be reflected in your team structure in HERO.

What do | do if my employee’s job location in the About tab is incorrect?

Contact your local Human Resources department (Local Services) to submit appropriate changes in HCES, or send an
email request to the appropriate HR Liaison (for HQ managers).

NOTE: With the exception of Rural Carrier Details, all Detail assignments will not be reflected in your location in HERO.
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Frequently Asked Questions (FAQs)
HERO | HEROProfile

MORE INFORMATION

How can | get more information on the HEROProfile?

Visit the HERO Information and Support Blue page for the latest information on HEROProfile release dates, events and
training, and support materials including job aids, videos, and quick reference guides.
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U.S. POSTAL SERVICE

From Employee Resource Management VP Simon Storey
[DATE]

Got a profile?
HEROProfile the foundation of your career

If you're interested in advancing your Postal Service career? This is a great opportunity to
showcase your talent and career aspirations, while increasing your visibility to Postal leaders

and fellow employees.

HERO, introduced last year, allows you to manage your career development activities in a
single online platform. While building your HEROProfile is voluntary, completing the profile is
the first step to planning your career journey. By completing your HEROProfile, you can
promote your work experience, skills and career goals. HEROProfile includes three sections;
About, Resume, and Career Preferences. While each section is strictly voluntary, we
encourage employees to leverage their talent while building their HEROProfile.

Succession Time?
Let’s meet Antwon Buggs!

Antwon began his Postal Career in 2012 as a TE in Arlington Virginia. Antwon’s career shortly
took off and within 6 years Antwon was promoted to Postmaster in McLean, Virginia. He quickly
garnered the knowledge of operating a delivery unit through hands-on training and a resilient
dedication to excellence. Antwon learned to identify opportunities and implement processes to
meet and exceed business goals.

During Antwon's time in Alexandria, he took it upon himself to initiate career conversations with
his manager, which helped lay the foundation to advance his career. During his career
conversations, an IDP was created to identify developmental activities and assignments to help
Antwon’s career excel. As Antwon stated, “simply request a conversation with management and
they will assist you in creating an Individual Development Plan (IDP) and how to build your
HEROProfile. This will help develop and guide you to your next perfect position”. As a result of
Antwon’s career conversations, effective IDP and completed HEROProfile he is currently
detailed as a Technology Project Analyst at Headqaurters.

For additional information, including reference guides and FAQs, go to the HEROProfile Support
Blue page.




Skills Quick List
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HEROProfile serves as the foundation of your HERO experience, offering a consolidated view of your professional
information such as work experience, skills, and career goals. Completing the profile is the first step to planning your
career journey, while identifying opportunities to shape your learning, development, networking and overall growth as a
Postal Employee. Think of it as an opportunity for you to showcase your talent and career aspirations, while introducing
yourself to Postal leaders and fellow employees.

Proficiency

1. Beginner (Limited experience)

2. Intermediate (Practical application)

3. Advanced (Applied theory)

4. Expert (Recognized authority)

Analytical
Algorithm design
Analytical methods

Data warehousing
Diagnostic Information Gathering
Estimate

Prioritization
Process mapping
Research methods
Statistical analysis
Systems analysis

Business Case Management
Business development
Business intelligence
Business management

Business (Continued)
Compliance monitoring
Contract management

Communication
Active listening

Communication- Persuasive
Communication- Written
Concern for others
Cooperation

Corporate Communication

Group facilitation

Internal Communication
Networking

Nonverbal communication

Communication {Continued)
Reading comprehension
Relationship management

Analyze Contract Management Report development
Budget Customer Focus- Business ReRerHpresentation
Compute Economics ResPect . !

X Social orientation
Consulting Event planning Speaking
Data ana!ySIS _ Grant writing Strategic Communication
Data engineering Risk assessment Sympathy
Data mining Sales Team building
Data Mining Strategic Execution Teamwork
Data presentation Strategic Planning Telecommunications

Writing

Cybersecurity

Cyber Crime Investigation

Evaluate Assertiveness Cybersecurity Collection and Threat
Forecast Business writing Analysis

Manage Data or Records Collaboration Cybersecurity Governance and Program
Mathematics Communication- Oral Management

Digital Solutions Innovation
Secure Systems Development
Secure Systems Operations and
Maintenance

Systems and Networks Protection

Creative writing General
Business Developing rapport Active learning
Administrative Editing Adaptability
Auditing Email etiquette Attention to detail
Business acumen Empathy Collaboration
Business analysis Facilitation Collaboration & teamwork

Creativity
Critical thinking
Customer Focus

UNITED STATES
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General (Continued)
Decision-making
Dependability
Ethics

Flexibility and agility
Growth Orientation
Innovative thinking
Integrity

Leveraging Technology
Patience

Problem solving
Professionalism
Quality Focus
Respect
Responsibility
Safety Focus
Self-Management
Service orientation
Stress tolerance
Synthesizing

Taking Inltiative
Thoroughness

Time management

Information Technology (IT)
Cloud and distributed computing
Content management

Database administration
Hardware installation

LAN/ WAN/ Networking

Mac, Linux and Unix Systems
Middleware and integration software
Mobile development

Network and information security
Operation and control

Operations analysis

Programming

Quality contro! analysis

Repairing

Storage systems and management
Tech support

Technology design
Troubleshooting

Ul/Ux

User interface design
Virtualization

Web architecture and development
framework

Web development

Leadership
Assertiveness

Business Acumen
Change Readiness
Concern for others
Cooperation
Diplomacy
Diversity and inclusion
Growth Orientation
Inspiring trust
Mediation
Motivational skills
Negotiation
Professionalism
Responsibility
Results Driven
Safety Focus
Strategic planning
Team building

Management
Assertiveness

Change management
Coaching

Complex problem-solving
Concern for others
Constructive feedback
Continuous Improvement
Cooperation
Coordination

Delegation

Diplomacy

Expectation management
Inspiring trust
Interviewing

Leadership

Management of resources
Mediation

Mentoring

Monitoring

Motivating others
Motivational skills
Performance management
Professionalism

Program management
Project management
Responsibility

Safety Focus

Solution selection

Staff management

Management (Continued)
Strategic planning

System evaluation

Team building

Teamwork

Persuasion

Client relations
Conflict management
Courtesy

Customer service
Developing rapport
Diplomacy
Negotiation
Persuasion

Social perceptiveness

Software

Adobe

Apple

C++

Database management and software
Digital media

Java development

Java script

Lexis Nexis

Linux

MATLAB

Microsoft Access
Microsoft Excel
Microsoft Office
Microsoft Outlook
Microsoft PowerPoint
Microsoft Project
Microsoft Publisher
Microsoft Visio
Microsoft Word
MicroStrategy

Minitab

MySQL

Oracle

Payroll software
Perl/Python/Ruby
Python

R

SAS

Shell scripting languages
Software engineering
Software installation

UNITED STATES
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Software (Continued)

Software management

Software QA and user testing
Software revision control systems
SPSS

sQL

Standard office software

Tableau

Unix

Technical

Advertising

Branding

Cash management

Channel marketing

Content marketing

Content strategy

Financial analysis

Financial reporting

Financial statement and financial ratio
analysis

Forecasting and financial statements
Inventory management

Liability management

Market research

Marketing campaign management
Media planning

Online marketing

Projecting cash flows

Public relations

Receivables management

SEM marketing

SEQ marketing

Social media

Training & presenting information
Supply Management (ADD)
Procurement (ADD) (ADD

Y 5 o7 o
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Tips & Guidelines
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HEROProfile serves as the foundation of your HERO experience, offering a consolidated view of your professional
information such as work experience, skills, and career goals. Completing the profile is the first step to planning your
career journey, while identifying opportunities to shape your learning, development, networking and overall growth as a
Postal Employee. Think of it as an opportunity for you to showcase your talent and career aspirations, while introducing
yourself to Postal leaders and fellow employees.

HEROProfile
Tab

About

Resume

Career
Preferences

UNITED STATES
Y ] -ostay service:

DO

v Upload a work-appropriate profile photo.

v Create a professional summary that best describes
your career story, achievements, key strengths, and
professional areas of interest.

v Keep your summary brief and concise. It should give
others a snapshot of your career at a quick glance.

v Add personal and professional interests to your
profile. Remember, this opens opportunities for you
to network with other employees who share similar
interests.

v Add subjects related to your current position and
aspiring positions. This allows you to find training to
help you develop yourself now and in future roles.

v Keep your resume up-to-date to highlight your latest
personal and professional achievements.

v Use pre-loaded data such as USPS Positions and
Leadership Programs as a starting point and edit your
information as needed.

v Be specific. Provide examples of projects you've
participated in or led. Use numbers and metrics to
highlight results, where applicable.

v Include your external {non-Postal) experience and
training.

v Share your volunteer and community activities to
highlight your contributions outside of the Postal
Service.

v Provide thoughtful answers that will help facilitate
effective career development conversations with your
manager.

DON'T

X Upload photos that are:

o inappropriate for work —including group
shots, social activities, or photos in athletic
or swimwear

o related to political parties, candidates, or
causes

o related to your religious affiliation

X Include personal information such as social
security number, political party, marital status or
religious affiliation.

X Add any statements or comments that might
harm the Postal Service’s reputation or brand.

X Add content that could subject USPS to liability
or a security risk.

x Add content that is inaccurate, misleading, or
dishonest.

X Leave out valuable information that helps
demonstrate your knowledge, skills, experiences
and achievements.

X Add other positions (Postal or non-Postal) that
are not relevant to your career goals and
interests. This may overshadow your relevant
experiences.

X Skip this section if you are interested in
discussing your career goals and development
with your manager.

HERO
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OVERVIEW

HEROProfile serves as the foundation of your HERO experience, offering a consolidated view of your professional
information such as work experience, skills, and career goals. Completing the profile is the first step to planning your
career journey, while identifying opportunities to shape your learning, development, networking and overall growth as a
Postal Employee. Think of it as an opportunity for you to showcase your talent and career aspirations, while introducing
yourself to Postal leaders and fellow employees.

This guide is designed to help you create and manage your HEROProfile. Adding information to the HEROProfile is
voluntary.

NOTE: The information in this guide is intended for instructional purposes only. The screenshots - including content,
graphics and functionality may differ slightly from the live HERO system.

Navigating the HEROProfile

Icons and Tools

Asterisk N Items with * are mandatory.
Located on the far right of the field or section. Used to edit or delete

More Options lcon v information. (May also be used to select options from a drop-down menu.)
Edit Icon Located to the right of a field. Used to add and edit information in a field.
Options Icon

Located in the top right corner of each page. This gives you the option to

iPrsedlgnRole export, print, run reports, etc., depending on the current page.

Permissions)

Located to the right of the section heading. Used to add an entry to the

Plus Icon + .

section.

Located to the right of an item. Used to remove the selection from your
Remove icon )

profile.

Located to the right of a field. This opens a pop-up in which you can search
Select Icon . .

for and select predefined items.

] . Located below the predictive text search box. This opens a list of all

View Full List View Full List . . :

predefined items available to select.
View Team — Located in the top right corner of the HEROProfile. This opens the View
(For Managers Only) Team fly-out on the left of the screen which displays your team’s profiles.

D s - - senvic:
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Accessing the HEROProfile Homepage

1.
2.

3.

From your computer or mobile device, log into Blue at: http://blue.usps.gov/wps/portal/
Click the Essential Links dropdown menu and select HERO - Integrated HR System.

R spRasee CE—

Accounting

Board of Govemons
Connecting with Customars
Continuous [mprovemant

Corporats Information Security Offics
Carporsta library

€sDC

Accass

eAwards

oBuy/eBuy2

oCorver

MR Shaned Serviie Coter (HRAST)

On the HERO Welcome Page, hover over the Home menu and click HEROProfile.

UNITED STATES
POSTAL SERVICE - HERO
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Editing Your Photo
To Upload/Change/Delete a photo:

= I DTS

n

Click the Settings icon in the upper-right corner of the screen and select the My Account link.

Hover over the upper-right corner of the photo to enable the More Options drop-down menu to appear.

Click the Change link. This opens the Upload Photo pop-up.

Click the Browse button to select the photo. Once the file is selected, an Upload button displays to the right of
the Browse button. The acceptable file types are: .png .gif .jpg or .bmp.

Click Upload. This uploads the photo.

Click Save. The image is displayed throughout the HERO system, including the HEROProfile tab.

POSTAL SERVICE. | HERO
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HEROProfile Tabs
The HEROProfile page consists of the following tabs:

e About —The About tab provides your contact and location information. You can add additional profile
information including your photo, a brief summary of your current position and professional
accomplishments, list your skills and interests and share the subjects and topics you find interesting.

o Resume — The Resume tab begins with your current position and USPS work history dating back to 1985. You
have the ability include additional USPS positions or other positions, such as detail assignments and external
jobs. The remainder of the Resume tab allows you to add information such as education, strengths, skills, and
accomplishments. Leadership programs will be pre-loaded into your profile, and are also editable for you to
include additional information.

e Career Preferences — The Career Preference tab provides you with the opportunity to take a more active role in
your career planning. It is a central location for you to identify your career aspirations, mobility and interest in
learning and development. Adding information to this tab is voluntary. Information entered can be seen by your
immediate supervisor, managers within your organizational structure, all executives, and Human Resources
Administrators.

NOTE: Only the individual user can edit their HEROProfile.

About

The HEROProfile — About tab is the default landing page for the HEROProfile. This tab displays your contact information,
summary information, skills, interests, team hierarchy, and additional information. Any information displayed on this
tab is visible to all USPS employees.

Jane Smith
Supervisor, Customer Service

About Resume Carear Preforences
Dlrect Phono
855-555-5656 Address
Emall
#mad s0crecsttuaps gov
User ID i
12348478 @ e
Location =
Anytown, USA
Summary
Excepuonal professional wilh 15 yaars of cuslomar service experience—Iha las| 5 at the managament ievel Accomplished Salesperson wilh 5 years sales F
Currently kaining, ing. and daily of 12 and supervises service and delvary operalions of (he

Anytown, USA posl office. ! strive to provide (he highest qualily customer service (o our | am ping my sklis for upward mability
opportunities. My short term goal Is |0 bacome an EAS-18 Posimaslar.

Skllls

interests

Y 2 - o< o
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The following sections appear within the About tab:

Contact Information

e Direct Phone — displays your direct phone number from your user record. When viewing this content from a
device that can make phone calls, clicking the phone number link will dial the phone number.

e Email — displays your USPS email address from your user record. Click the email address link to compose a new
email using Microsoft outlook.

e User ID — displays your Employee ID.

e Location —displays your organizational unit location.

e Address — to the right of your contact information, your organizational unit address appears as either text
and/or within a map.

Summary
The Summary section allows you to provide a brief synopsis of your professional career and key accomplishments. To
add/edit your summary information:

1. Click the Edit icon on the far right.
2. After completing the Summary information, click the Save button to save the changes, or click Cancel to discard

any unsaved changes.

Skills
The Skills section displays the skills selected under the Resume tab. Instructions on how to select skills are listed in the
Resume section.

NOTE: If you do not select skills under the Resume tab, then this section will not populate on the About tab.

Interests
The Interests section may be used to display your personal and professional interests. To add/edit interest information:

1. Click the Edit icon on the far right. This enables a text editor that allows you to edit the interests.

2. To add an interest, enter the interest name and then either press the [Enter] key on your keyboard or insert a
comma directly after the interest name.

3. Toremove an interest, click the Remove icon to the right of the interest name.

4. After editing the Interests information, click the Save button to save the changes, or click Cancel to discard any

unsaved changes.
NOTE: Spell check is not enabled in this section.

Subjects
The Subjects section may be used to select and display your favorite training subjects. To add/edit subject information:

1. Click the Edit icon on the far right. This enables a text editor that allows you to edit the subject.

2. To add a subject, click the Select icon. This opens a pop-up in which you can search for and select predefined
training subjects. Up to 25 subjects can be selected under this section.

3. To remove a subject, click the Remove icon to the right of the subject name.

4. After editing the Subjects information, click the Save button to save the changes, or click Cancel to discard any
unsaved changes.

B POSTAL SERVICE. | HERO
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Resume

e The HEROProfile - Resume tab allows you to view and edit your resume sections. The Resume tab can be used to
showcase your professional experience and skills. Adding information to this page is voluntary and can be seen
by your immediate supervisor, managers within your organizational structure, all executives, and Human
Resources Administrators.

The following sections appear within the Resume tab:

Jone Smith
- Suparvisal, Customer Barvce
Gy =

Avout Carost Profurances

Current Position

SUPERVIBOR, CUSTOMER SERVICE

Recent Postal Positions (as of November 2017)

Other Positions +

Company: Unilud Btates Puaizl Bervics -
Poaition; Aullig Bluseres, Cusiites Buryes
Dessription:
« Biperenea 16 furs Roulos and 2% Cay Roatas by rvakuntng T dey woNInads and route nasgnments; inckeding IIMporary changes B
WUERNLLING Cwnrtinion W
o Falalhated wenn pehadhilis anc allocsiad hours ko meet servics requirements; reschaduled sas.gnmenta based on changes in mal volume and r
amplayeo availabikly
« Supervised window survices ar impraved weil kme i line by 37% using Lean Six 8igma best pruclices
Start Date; 5/472013  End Date; 7/8201)
Current Position:

Company: Unlied Btsies Postsl Service -
Posillon: Rurst Carrier
Dascription:
+ Deirverad sorted mall on assigned roules
» Provided excellani cusiomer Bernce And Answer cusiomer quenes sbout PO reguialons and services
» Consulisd wilth Supervisors on salsty hazards, unususl Inddents of conditons relating ko mal delivary
o Adbvined cusherees on postil productl end services
Btart Oate: 4/1872011  End Date: 7/172000
Caurrant Poslilon

Current Position

The Current Position section is pre-populated with information from your Human Capital Enterprise System (HCES) user
record. Under Current Positions, you can click the More Options drop-down menu on the far right and select Edit to add
detailed information about your current position.

USPS Positions

The USPS Postal Positions section is pre-populated with information from your Human Capital Enterprise System (HCES)
user record. The USPS Postal Positions will reflect all previous postal positions since 1985. Under USPS Postal Positions,
you can click the More Options drop-down menu on the far right and select Edit to add the grade, location and
organization for each position. This section will auto-update as your positions change.

Other Positions

The Other Positions section can be used to add other relevant job experience, including current detail assignments (30
days or longer) and/or external positions. Use the description to provide an overview of your duties. To add/edit your
other positions:

POSTAL SERVICEe | HERO
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1. Click the plus icon (+) to the right of the section heading.
2. After entering the Position information, click the Save button to save the changes, or click Cancel to discard any
unsaved changes. Additional positions can be added by clicking the plus icon (+).
Education

To add/edit education information:

1.
2.

3.

Click the plus icon (+) to the right of the section heading.
Click the Select icon on the far right. This opens a pop-up in which you can search for and select predefined

education types, institutions, majors, and level completed.
After entering the education information, click the Save button to save the changes, or click Cancel to discard

any unsaved changes. Additional education information can be added by clicking the plus icon (+).

Certifications/Licenses
To add/edit certifications and licenses:

1.
2.
3.
4,

5.

Click the plus icon (+) to the right of the section heading.

Enter text in the Search field. Predictive search results appear in a menu below the field.

Select an item from the predictive search results, and it will be added above the Search field. Additional
information may be requested based on the selection.

If your certification/license is not listed, you can select Other to include details in Other Certification/License

entry field.
After entering the certifications/licenses information, click the Save button to save the changes, or click Cancel

to discard any unsaved changes.

NOTE: See HEROProfile Certification/Licenses List for a complete listing of certifications and licenses.

POSTAL SERVICEes | HERO
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External Training

To add/edit external training:
1. Click the plus icon (+) to the right of the section heading.
2. Enter text in the required fields.

3. After entering the Position information, click the Save button to save the changes, or click Cancel to discard any
unsaved changes.

Language Skills
To add/edit language skills:

i

Click the plus icon (+) to the right of the section heading.

2. Enter text in the Search field. Predictive search results appear in a menu below the field.

3. Select an item from the predictive search results, and it will be added above the Search field.

4. After entering Language Skills, click the Done button to save the changes, or click Cancel to discard any unsaved

Key Strengths
To add/edit key strengths:

1. Click the plus icon {+) to the right of the section heading.

2. Enter text in the Search field. Predictive search results appear in a menu below the field.

3. Select an item from the predictive search results, and it will be added above the Search field.

4. After entering Key Strengths, click the Done button to save the changes, or click Cancel to discard any unsaved
changes. Once you click Done, another screen will pop up requesting additional information about proficiency

level and details.
5. After entering the additional information, click the Save button to save the changes, or click Cancel to discard

any unsaved changes.

Leadership Programs (Unofficial Learning Record)
To add/edit leadership programs:

1. Click the plus icon (+) to the right of the section heading.

2. Enter text in the Search field. Predictive search results appear in a menu below the field.

3. Select an item from the predictive search results, and it will be added above the Search field.
4
5

Select the Leadership Program and add the completion date
After entering the Leadership Program information, click the Save button to save the changes, or click Cancel to

discard any unsaved changes.

Special Projects/Key Accomplishments/Awards
To add/edit special projects, key accomplishments and/or awards:
1. Click the plus icon (+) to the right of the section heading.

2. Type in the Description box details about Special Projects/Key Accomplishments/Awards.
3. After completing the information, click the Save button to save the changes, or click Cancel to discard any

unsaved changes.

UNITED STATES
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Volunteer/Community Activities
To add/edit volunteer and community activities:

1. Click the plus icon (+) to the right of the section heading.
2. Type in the box details about Volunteer/Community Activities.
3. After completing the information, click the Save button to save the changes, or click Cancel to discard any

unsaved changes.

Skills
To add/edit an entry to the Skills section:

1. Click the plus icon {+) to the right of the section heading.

2. Enter text in the Search field. Predictive search results appear in a menu below the field.

3. Select an item from the predictive search results, and it will be added above the Search field.

4. After entering Skills, click the Done button to save the changes, or click Cancel to discard any unsaved changes.
Once you click Done, another screen will pop up requesting additional information about proficiency level and
details.

NOTE: See HEROProfile Skills List for a complete listing of skills.

Career Preferences

The HEROProfile - Career Preferences tab provides you with the opportunity to take a more active role in your career
planning. It is a central location for you to identify your career aspirations, mobility and interest in learning and
development. Adding information to this tab is voluntary. Information entered can be seen by your immediate
supervisor, managers within your organizational structure, all executives, and Human Resources Administrators.

Jane Bmith
- Bupanac: Cuseomar Barvce
-
NIt anbbrabin b g Eberrmeh fashe b s il i sad sy slibe wred bt s et

® I & U T oz .

What would you lite 1o lewm more aboul?
® s ® U 4z gz -8 =

What do you velue mest in terms of your s/ eer PIogressant

Select

Flmmes salest Avm mrme Al frmat srrmbseme pories errmry s mes vl

rteat
Please sotert your secondary arem of Intererl.
As you comidee your developmental nesds and career apiralions Whish Kalement Gedl sligns with your wiilngness (o relecals (er Careet opporiunities within ihe Pastal
Servicer

Smimrt

Wiich locslions would you censides relocaling Lot Select all ihat sppily.
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To edit the Career Preferences tab:

1. Click the Edit icon in the upper-right corner of the Career Preferences section.
o For fields that contain a text box, you may enter text in the appropriate field. To check the spelling of
the text box contents, click the ABC icon in the text box toolbar. This opens the Spell Checker pop-up.
o For fields that contain a drop-down menu, click the arrow to the right of the field to select an option
from the list.
e For fields that contain a Select icon, click the icon to the right of the field to display a list of options. You
can Search in the box at the top, or click the plus icon (+) to the left to display each category of options.
2. After editing the career preferences, click Save to save the changes, or click Cancel to discard any unsaved
changes.

TRANSCRIPT

The Transcript page is part of the HEROProfile and also accessible under your My Learning tab. Every employee has a
personalized transcript which allows them to manage their training. The transcript displays the status of each learning
object (LO) requested by, assigned to, or required of the employee, which allows you to determine the training status.
Depending on the training status, you can register, launch, and perform a variety of other training functions directly
from the transcript.

HEROProfile > Transcript Actions ¥ Snapshot

L4

The following information appears on the transcript page:

Options Icon

Learning Plan: Sarah Smith ViewTeamta

Use the transcnipt to manage all xctive training

Training Category fiter Training Sort t ing Object Type Filter Transcript Search

Active ¥ By Date Added ¥ All Types ¥
Search Results (28) ¥ HceCetfea Certfcators
Leadership Skills 101 m
‘—“'-ﬂ‘ i e ———

e Training Category filter - filters the training based on whether the training in the transcript is active, completed,
archived, or removed from the transcript.

e Training Sort — allows you to determine the order in which transcript items are displayed on the page such as
Title, Completion Date, Status, Date Added, Training Type, Due Date, Family, Category, and Expiration Date.

e Learning Object (LO) Type Filter — filters the items within a transcript by a specific LO type, such as Online Class,
Cohort, or Certification.

e Transcript Search — searches for training items within the selected category of the transcript using the Search
textbox. To search for a training item, enter the appropriate keywords in the Search textbox then click the
Search icon.

POSTAL SERVICEe | HERO
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The Options icon may be available based on your user permission and is located above the transcript search box. This
allows you to:

e Assign Training — select this option to assign training to a direct or indirect report.

e Export to PDF — select this option to print the current view of the transcript page to PDF. Only the training that is
currently displayed is included in the printed transcript. If there are multiple pages, then only the current page is
printed.

e Print Transcript — select this option to view an HTML printable version of your transcript. Depending on which
training category is selected when you select this option (Active, Archived, Removed), a printable version of the
corresponding transcript training category is generated.

e Run Transcript Report — select this option to run the Transcript Report.

ACTIONS

The Actions page includes required training and other assigned actions. When you log into HERO you may be alerted to
action items on the Welcome Dashboard. Action items can be viewed and launched from the Actions tab even when no
longer visible on the HERO Welcome page. Action items can be filtered and sorted by due date, type, priority and
assignment date.

HEROProfile ~ Transcript Actions Snapshot
—_——————

By default, the actions are categorized and sorted by Due Date. Click the sort order drop-down menu to sort by
Assignment Date, Priority, or Type.

HIROProfie = Transcript Actiom ~ Snapshot

QO # Sarah Smith # Actions
Actions

Show All™ By Oue Date ™

Launch: Y19 MRSE Politkcal Activity and The Match Aoy “
- Duwr. 2)LT017 Staten Fegputernd
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SNAPSHOT

The Snapshot page allows you to upload, view and manage your documents. You have the option to save documents in
various folders and search for folders or uploaded documents within using the Search field.

HEROProfile ¥ Transcript Actions ¥~ Snapshot

To upload a document to Snapshot, click the Documents box. From the Documents page, select a folder to house the
document and click Add File to upload the file.

HERCRle = Tamopt  Adions Y Snapthat

HERO Profile ~ Feedback Transciipt Actions ~ Snapshot —
@ > Sarah Smith > Snapihot Q> Sarah Smith > Actions

Snapshot Actions

Documen s
ShowAl® by Due Dnte”
h ”
Lacnche Y19 HRSC Polbical Actty nd The Hotch Act _
Do 210201 S e et

SUPPORT

Visit the HERO Information and Support Blue page for the latest information on the HEROProfile release dates, events
and training, and support materials including job aids, videos, and quick reference guides
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CONTENTS

This user guide contains step-by-step instructions for employees to complete the following activities in
the HERO Learning Portal:

ACCESS HERQ ...........ouureen i s e e e s s e A S R A A it 1
SEARCH FOR TRAINING ... .. cuuttriieteiiieeiraissinsiassssesteseasieiasassssasssessssasiossmssssenssnssssesessssssssseinsssssensemsssens 3
BROWSE FOR TRAINING. iiivissirssinivimssinms i i i mies s oy s s i svom v essnsdaonaie rvisnn 5
VIEW TRAINING . ... ...ouuon vemsonsesssssisess i s s e 6 s s i s 6
ViEeW ASSIQNEA TTEIMUIIG < . vveevieeireeisiieririerreeteesesse st saaesee e s ssare b aaaestastesseeseseessesasssshsnssssessasnrereeenses 6
N ACTNG THBIIING . ... . oot Ao aavs ST Ve B Ao s s N VA e G R HaAts 7
View COMPIBLEA TTAIMNNG . ........cccouvvurmiriseieeeesereseeesairesesreesieeseis i bassasssssesseaseaessesseresassasabsbasessesbarasnsesss 8
VI@W ATCRHIVE TIAINUIIG .....vvveveeeeeeiee e eeeeeeeinsasssasassveeeeseeassssssaeeeeeee s e snsbasassssassssbassseseeaesnesssabasasensnsnnnnses 9
Export, Print, and Run Reports for Active / Completed Training (TranScripts) ............cccccccvcveeeeeeeninn 10
LAUNCH AN ONLINE TRAINING COURSE .....cottiiiirtiiaaiieieeeiinnseaesesinssssasesesesssessssesesssssssssssssesssssneas 12
SUPPORT.......ociiiiitireeeieinnsieessssesninmeessenssses s oo R N i R SR R A S S SR e T B S 14

NOTE: The information in this guide is intended for instructional purposes only. The screenshots - including
content, graphics and functionality may differ slightly from the live HERO system.
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ACCESS HERO

1. From your computer or mobile
device, log into Blue at:

hitp://blue.usps.qoviwps/portal/

2. Click the Essential Links dropdown
menu and select HERO.

NOTE: Google Chrome

If you are accessing the Blue Page
via Google Chrome, you will be
directed to a sign-in page to enter
your ACE ID and password
credentials before accessing the
system.

Y 5 o<1 . service

Last Updated: June 27, 2019
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Board of Governors

Connecting with Customers

Continuous Improvement

Corporate Information Security Office

Corporate library

CsSDC

eAcoess

eAwards

eBuy/eBuy2

eCareer

eHRSSC forms

Election Mail

ePayroll |
ePassword reset
eTravel [
Employee deals [ |
Executive Leadership Team
Facilities Response Line

Family Medical Leave Act (FMLA)
Find it

Forms
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3. You will be directed to the Welcome
page where you will have the option
to:

e Hover over the My Learning
menu to assign training to your
employees, or

e Scroll down to view Your To
Do’s list to view and launch
required training and actions.

Learner User Guide
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SEARCH FOR TRAINING

- 1. There are multiple ways to search

for training: Enter course
. OPTION 1: e
. ;r:rgot:;:\:]ealz)ernli :)haeges'eear:::ehr must finigh before 11:59pm CDT on September 30th or your work will be lost] Please start all nuw training in H Search icon ]
field
b. Click the Search icon. 2

Welcome To HERO!

OPTION 2: |

a. Hover over the My Learning |

menu and click Search for ‘
Training.

UNITED STATES
POSTAL SERVICE

[fyor ™™= pnoleting a tralning in the LMS, you must finish beforf
. HERO.
NOTE: Predictive Search
When entering a query in any
Search field, predictive search
results will display below the Search
field as soon as two characters are
entered. You can click one of the Leacare]
predictive search results to execute e
ralning
a segrc;h based on the selected 2 Enter Search
pred|Ctlve search result. HR Leadership Development - VLR... Criteria
B cso Onboarding Course 10026501
—< Ei Leading Teams through Change
L Bl knowing when to Take Leadership...
Predictive
Search Results A& Bl suilding Career Development Prog... ‘

B= POSTAL SERVICE. | HERO
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| 2. The Global Search page displays [

with the results of your search. Training Category
| Global Search

Click the Training category link to

view the search results. ‘ oo ()
:m.;"’ e o i Refine Search

To narrow your _search. ' EDOm g e —
a. Click the Refine Search link nE—

below the search field.

. ) forme . Deslgning a Customer Sarvics Strategy

b. Select the appropriate filter

values in the Refine your search

sechon | - D..:lhr\g.v.nhlraf_!mnumInddonuand:ompldnn

c. Click the Search button.
Global Search

Refine Your 1 ' : . /
Search

3. To filter search results by training

type, click the applicable Training ‘ Training
icon to the left of the search results. icons | Training Clear
—

Hover over each icon for a

description. - lll! = o

| [ B O i

4 (D] E e
&

POSTAL SERVICE. | HERO
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| 4. Click the Course Name link to view
additional details regarding the
training. Global Search |

Refine sasrch

Tralning results (1) 4 Course Name

‘ - OPS Operations Management and Rink

Saline Clagk | Unitae 2ises Postal Service (USPS)
Thih 2nourse was designad (o educate LIPS taff on ther yio the protectior tor theut
MEgRed In‘aIMAticn fegources BADLGH $Helne LACUFILY CONTrol, BN CONBALIlY dndl FRCaVARy ACTIVINeS

o
- |
=
m:
4
.
9o
=
>
@
o
®
[l
o
o
o
)
a |
®
.
7]
i
)
<
®

with the course description and
other information, as well as Training Details
available action buttons.

OPS Operations Management and Risk

Click the Request button to add the Online Class  Uniled States Postal Service (USPS) 1% minules

training to your active training list. | s {EE0

(See VIeW ACt[Ve Tralnlng SeCt[on This courte wat Ganigned to eaucate USES staff on 1heir raspontibiity 10 implemant the protection for tha atiigred inf resources through eMective
X A . secunty COnITeln ang comtiraty Ind recovery actamtien.

for instructions on where to find the

course.)

Available Lrgunges

)

BROWSE FOR TRAINING

1. From the Welcome page, hover

over the My Learning menu and
. .. UNITED STATES H E RO
click Browse for Training. POSTAL SERVICE «

Y -
POSTAL SERVICEo» | HERO
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2. The Browse for Training page |

enables users to browse for training | 3
by subject, date, training type, and | . Srewsel(or Tenming . Course Name
rating. . T

- A Cltical-to-quasiity Tree - What's TR
Users can also use additional filters

located on the left of the page to find [ s e e Dt o Besion
necessary training items. o - - :
— L: A Mstigst ‘s Gadddo &0 Divorsity, lnhisian, and Acoammadetion (Upsets Avellsbie)
Click the Course Name link to view | [eongbton :
additional details regarding the T
| .. t Abbrevisting, Capitaliing. sad Using Numbers
' training: Browse for -

| Training filters

— e - Asrwns JOI0 Maarpn sl VBA

[S) Atcons 0 Urpluyes Mudical and Lapones Records

3. The Training Details page displays
with the course description and other
information, as well as available T
action buttons. P e

Training Details

ey D
Click the Request button to add the I ot e s O i 1 S 4 A i
training to your active training list.
(See View Active Training section for
| instructions on where to find the
course.) |

VIEW TRAINING

View Assigned Training

1. From the Welcome page, view Your

i .
|
To Do's list to locate assigned |
training. ‘ 2 Your To-Do’s
Your To Do's
|

Up to five items will display based

Due Date
on due date, with past dates and/or Launch: 1SEC FY18; CyberSafe 201: Dat Protection 9202018
most recent dates ordered first. Open’ ISEC 1 Y18 CybeSafe Fundsmentaty 92072018
Lavnch: HRSC FY17: Counseling at Hisk Linployees None

If you have more than five assigned
training or action items in the
system, click the Your To-Do’s title

| to view your actions. |

Y . -7 sevice
’7 POSTAL SERVICE. | HERO
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| 2. The Actions page displays a

| complete list of your training Actions
courses.
The courses will be categorized by ShowAll> By Dua Date v
Past Due and Due Later.
The following information is Color Strip k 4 Title
displayed for sach course:
e Color Strip
o Red — Past due
o Orange — Due in next seven
days ' ) ing: Starting You T
o Green — No immediate action | ‘ 33’:;“”'5';‘0}3 4§fmﬂ?nganr:m9'm"gv e
required
o Title )
o Due Date ‘ B oo s S
e Status
¢ Priority Flag (Click the Priority | Status
flag to mark the action as high [ ki “
priority. When the priority flag is Priority F
selected, the priority flag is red.) {  Flas |

View Active Training

| 1. From the Welcome page, hover % -
over the My Learning menu and ! R
| click My Active Training. B osaciivee. HERO

Homs Connect My Loarmiog g Adtieser Wy ol L I Lt

Tty Sopterdus on Oy Active Training AUV AR CT yesar g rtal sl [ by wits b ¢
Breums for Truining

A Search fos Tralaing )

tyol S™™C*==  goleting a tralning In the LMS, you must finish befor
HERO.

7 POSTAL SERVICE. | HERO
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Training

2. The My Active Training page |

displays with the Due date and - funetions

. Status of all active training courses ‘ Sort Ordler p— \
(i.e., training courses requested by V, e~
or assigned to you). Aetivew  ByDusDate AllTypes™ R
By default, the active training list is mm“lur: — A
sorted by due date. Use the sort B o s s e

order drop-down list to sort by title,

status, date added and/or training K 12401 - HQ Onboarding: Starting Your Carear
‘ Duet 1152010 Statur: In Progien
type. |

| Use the SearCh fleld to fu rther fllter . Manipulating Formulas and Using Forms in Excal 2010
your list by entering the name of TN
the course you wish to find, and :

clicking the Search icon. ' B oot o [ ]

| Use the training functions drop-
down list to launch a course, view
the curriculum and/or view training
details depending on the status of
the training item.

Operations Manag and the Crganizati
Duei fe Due Dote -Statun Regeittend

View Completed Training

1. From the Welcome page, hover —
over the My Learning menu and wreosmres |
click My Active Training. Sdms, ' HERO

Home  Cesswct  Mylowsing  FRapors A facndl  Bupport  dwportani Unk
‘—‘_—w&l‘ﬂ

Browsa tor Training

A Sunrch for Tralning

)
Hyo E==Cém  nhisting a tralning in the LMS, you must finish befor

HERO.
'. =
| ) - Status
2. The My Active Training page
displays with the Due date and }
) . Completed ¥~ By Completi v Al Types~
Status of all active training e y Completion Date apes
courses. Active |
Click the Status drop-down list and v Completed dards of Ethical Conduct
select Completed. Archived : 11/20/2017  Status: Completed

B posTaL SERVICEs | HERO
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3. The search results will display all
training items in Completed status.

Click the View Certificate drop-
down list to view your certificate of
completion or View Training
Details.

NOTE: LMS Training History

| Your transcript will include all
courses completed in HERO as
well as the last records of the
following LMS courses:

o Last three years of training
e Courses with durations of 24 hours or
more
[ o Critical training courses (e.g. OSHA,
| maintenance and legal-compliance
training)
o National training programs (e.g., New
Supervisor Program, Managerial
| Leadership Program, Executive
Foundations, etc.)
e Prerequisite courses

View Archive Training

1. From the Welcome page, hover
over the My Learning menu and
click My Active Training.

Y B o7 ccrvice
B= POSTALSERVICE: | HERO
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2. The My Active Training page
displays with the Due date and Status

Status of all active training }

e,
: ArchivedY ! ByTitleY © AlT hd
Click the Status drop-down list and i rc|ve ....... i = ypes
select Archived.

Active
| Completed
Note: Archived training removes i PRGN R0 1] Sty
v Archived ie Date  Status: In Progress

training out of the Active or
Completed transcript and moves it
into your Archived transcript.

3. The search results will display all
training items in Archived status.

Archived ™ ByTie™  All Types™

Search Rasults (1)
ISKC FY17) CyberSafe 2011 Data Protection _
- Dusi No Due Dete  Satum in Progiess
View Training Details
ey I
- Ouet No Due Date  Statusi In Progreds |
Launch
View Training Detats

Demonstraling Business Acumsn
- Do B Chis Dtle - Seatus: Reghivved

Employse Engagement

‘ View Training Details and click
Activate to move Archived training
back to your Completed or Active
training transcript.

“Training Type: Oniine Ciews =
[ Activate
Version; 22

Tralning besrn| O Vs 0 M

| 1. Follow instructions for View Active ‘
Training or View Completed

Training to navigate to the

appropriate page. |

Click the Options drop-down list to
export, print or generate a report of
_your active training. ‘

Y 5 o7 service s |
POSTAL SERVICE» | HERO
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| 2. Click Export to PDF to open and/or
save training records in PDF
format.

Only training items that are
currently displayed when the
option is selected will be included
in the PDF.

The PDF file name will export as
"[User First Name] [User Last
Name] - Transcript -
MM/DD/YYYY."

3. Click Print Transcript to print
training records.

If there are multiple pages, then
only the current page is printed.

Click the Back button to return to
the My Active Training page.

- R T R AR

Last Updated: June 27, 2019
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generate Excel report of training
records by Type, Training Title,
and/or Subject.

You May further filter the report by
Date and/or specific a training
records you wish to include within
the Advanced section.

NOTE: EDW Reports:

The Enterprise Data Warehouse
(EDW) system will be available to
all EAS employees to view historic
training information from LMS.
EDW reports will not include
training records from HERO.

pieted training. Onc  export to PDF
Print Transcript
Run Transcript Report

. Transcript Report: Mia Jones

LAUNCH AN ONLINE TRAINING COURSE

1. There are two ways to launch an ‘
online course:

OPTION 1:

a. From the Your To-Do's list, click
the link of the course name you
wish to launch.

OPTION 2: |

a. Hover over the My Learning tab,
and select My Active Training.

b. Click the Launch button to the
right of the course you wish to
complete.

For courses with multiple
modules, click Open Curriculum
to view all modules, then click
Launch to the right of the
module you wish to complete

- LT SR TR L o

Last Updated: June 27, 2019
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dale® by Ces® WA Tree ™ |
Banih Basete (1

IMEC FY181 Cybiartale 361 Durn Froveation
[ ity
BREC Y 1% CyloarBate Finednmmntsly _
| Rt

VY18 Praviaong Bunngsthosnil Cuatams Cara 10026377
= - g

i 1 B D S 1 B

2. Read the FSLA statement, and
click Agree to certify compliance
with FLSA regulations.

In order to comply with FLSA regulations, I am certifying
that, If I am a non-exempt employee, I am participating In

NOTE: Non-Exempt employees this online course while on the clock.

Do not begin the course if you are
unable to certify that you are

completing training while on the *__
clock. i

3. The online course content will
launch in a new browser window.

Use the course navigation buttons
to proceed through the training and
complete the course. Click Exit to
close the window once the course
is completed.

Course Overview

Y o o< Convic
POSTAL SERVICE» | HERO
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SUPPORT
Click HERE to view additional information and support materials for the HERO Learning Portal. For technical
support:

| HQ / HQ Related Empldyees
B A o e i B |

| Area Employees
District Employees - |

. =i
pPosTALSERVICE. | HERO
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GENERAL

What is the Learning Portal?
The HERO Learning Portal enables employees to complete training activities. The user-friendly platform enables quick navigation and

access fo:
A) Search for and browse training
B) View learning transcripts, including active, completed and archived training
C) Register for and launch online courses
D) Sign-up to participate in instructor-led or virtual learning sessions.

What systems will the Learning Portal replace?
The Learning Portal has replaced the Learning Management System (LMS) as of October 1, 2018.

Who can use the Learning Portal?
All EAS employees and contractors have access to the HERO Learning Portal at this time.

How do | access the Learning Portal?

You can access the Leaming Portal from the Blue page by clicking the Essential Links menu, and selecting HERO-Integrated HR
System. You will automatically be logged in and redirected to the Welcome Page. From the Welcome Page hover over the My
Learning menu to view and complete activities within the Learning Portal.

NOTE: If you are accessing the Blue Page via Google Chrome, you will be directed to a sign-in page fo enter your ACE ID and
password credentials before accessing the system.

Is the Learning Portal available through LiteBlue?
Currently, HERO can only be accessed from the Blue page within the Postal network. HERO will be made available via LiteBlue at a
later date.

Can | take courses in the Learning Portal via my mobile device?
Training courses are not available via mobile device at this time. This will be a future enhancement.

What is the difference between “searching” and “browsing” for training?

Search for Training refers to when a user has a specific idea on the training they are looking for, whether they know the actual title,
subject or provider of the training. On the other hand, Browse for Training refers to when a user has a general idea of the type of
training they would like to take, and provides a broader view of the different available training for them to browse through and select.

EMPLOYEES

Where can | find my Strategic Learning Initiatives (SLIs)?

SLlIs will be assigned to you automatically, and will appear in Your To-Do’s list on the HERO Welcome page. If you have more than
five SLIs assigned, click the Your To-Do’s header link to view a list of all SLIs.

POSTAL SERVICE. | HERO
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Can | still search and complete courses in the Learning Management System (LMS)?
LMS is no longer available, all learning / training activities must be completed in the HERO Learning Portal. Any courses
started in LMS that were not completed by October 1, must be restarted in HERO.

Can | take a course that does not directly align with my department or position?

There are currently no restrictions on the courses you can take, with the exception of courses that may require a prerequisite. Course
rules and restrictions may be specified at a later date in conjunction with the release of the Learning Portal on LiteBlue.

How do | know if training has been assigned to me?

Hover over the My Learning tab and click My Active Training or view “Your To-Dos" fo identify your assigned trainings and due
dates.

Will the system notify me if | have a courses that are approaching the due date, or past due?
Providing that the email notifications were set up to send out messaging, yes the system can send out past due notifications.

The due dates assigned to courses are used as a reminder to complete the training. If a course remains past due for more than one
year, it will be removed from your list of training.

For SLls, you are required to adhere to Postal policies and due dates. Failure to complete SLIs will result in escalation to management.

While taking my training in the Learning Portal, a pop-up box displays with a warning stating
my session will expire if | remain idle. Why does this happen?

This message is to inform users they have not interacted with the application and the session will soon expire. If you do not interact
with the application by the time given in the pop-up box, you will automatically be logged out. To continue taking your training, click
“OK" and your session will be restored.

If you are logged out, navigate back to the Blue Page and click on the HERO - Integrated HR System link under Essential Links.

How do | know if | completed a course?

On the Welcome page, hover over the My Learning tab and click My Active Training. The My Active Training page will display a list
of your Active training by default. Click the Status drop-down list and select Completed. The search results will display all training
items in “Completed” status. See the Leamer User Guide for detailed instructions on how to view completed training.

Can | delete a training course that was selected in error?

Instead of deleting a training course, you should archive the course. To archive a training course, hover over the My Learning tab and
click My Active Training. The My Active Training page will display a list of trainings with their respective due date and status. Click the
training you desire to archive.

The Training Details page will appear. In the top-right corner of the page, select Move to Archived Transcript. The course will then be
relocated to the archived folder. View all archived trainings on the My Active Training page by clicking the Status drop-down menu
and selecting Archived.

How can | view my training transcript?

To view a report of your active and completed training in an Excel report, hover over the My Learning menu and select My Active
Training. From the My Active Training page, click the Options drop-down list and select Run Transcript Records. See the Learner

User Guide for detailed instructions on how to run transcript reports.

ey ——=uy | INITED STATES |
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Does my HERO Learning transcript include training courses completed in LMS?
Your HERO Learning transcript will include all training courses complete in HERO, in addition to the following LMS records:

Last three years of training

Courses with durations of 24 hours or more

Critical training courses (e.g. OSHA, maintenance and legal-compliance training)

National training programs (e.g., New Supervisor Program, Managerial Leadership Program, Executive Foundations, etc.)
Prerequisite courses

How can | view courses completed in LMS that were not transferred to my HERO Learning
transcript?

The Enterprise Data Warehouse (EDW) system will be available to all EAS employees to view historic training information from LMS.
EDW reports will not include training records from HERO.

MANAGERS

How can | assign training to my employees?

Managers have access to assign training to direct and indirect subordinates by searching for a course, and clicking the Assign button.
See the Manager User Guide for detailed instructions on how to search for and assign training.

How can | view my employees training progress and transcripts?

Standard reports are available for all supervisors and managers to view training activity status (e.g., past due training, pending
requests, and training progress) for their direct reports. Managers also have the option to select Indirect Subordinates when running
reports which will allow them to view information for employees within their reporting chain. See the Manager User Guide for detailed
instructions on how to run manager reports.

Please note that your employees' transcript will include all training courses complete in HERO, in addition to the following LMS records:

Last three years of training

Courses with durations of 24 hours or more

Critical training courses (e.g. OSHA, maintenance and legal-compliance training)

National training programs (e.g., New Supervisor Program, Managerial Leadership Program, Executive Foundations, etc.)
Prerequisite courses

Please use the Enterprise Data Warehouse (EDW) system to view historic training information from LMS. EDW reports will not include
training records from HERO.

Content Owners

How do | get my course in HERO?

Prior to the LMS retirement over 600 USPS courses were migrated over to HERO from SAP LMS. If your course is not available in the
HERO Leamning Portal contact the Training and Development and complete the Learning and Development Training Request Form.
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ADMINISTRATORS

How do | know if | have been assigned an Administrator role?

Administrator roles are automatically assigned based on occupation code for the position titles listed below.

Admin Role Position Title

Learning Administrator Learning Technology Team Lead
Learning Technology Strategist
Learning Technology Support Specialist

HQ Liaison Administrator TBD

Local Cost Center Administrator

TBD

LDDS Administrator (Area)

Learning Development & Diversity Specialist

MLDD Administrator (District)

Manager, Learning Development & Diversity
Human Resources Specialist

Training Technician

Driving Safety Instructor

Maintenance Learning Administrator

Manager Maintenance Operations (HQ)
Supervisor Maintenance (HQ)

Area Maintenance Specialist

Manager Field Maintenance Operations (Lead)
Manager Maintenance Planning & Support
Manager Vehicle Maintenance Facility
Supervisor Maintenance Operations
Supervisor Vehicle Maintenance

Supervisor Maintenance Operations Support
Supervisor MDC Maintenance

Maintenance Engineering Specialist
Maintenance Support Planning Specialist
Maintenance Management Specialist
Maintenance Specialist

Maintenance Field Support Specialist

National Maintenance Learning Administrator

Manager Maintenance (Lead)

Manager Maintenance Operations

Manager Maintenance

Manager Maintenance Engineering Support
Maintenance Engineering Specialist
Maintenance Support Planning Specialist
Maintenance Management Specialist
Maintenance Specialist

Maintenance Field Support Specialist
Maintenance Software Specialist

NCED Administrator Registrar
Reporting Admin - Area TBD
Reporting Admin - District TBD
Reporting Admin — National (HQ) TBD
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If you are a person on detail, you can request access to your specific role via eAccess. Enter into eAccess > Select Request Access
> Enter HERO > Select the appropriate role based on your detail position.

*Assignments for certain Administrator roles are currently in progress and will be communicated to the appropriate user groups as roles
are defined.

What types of courses can Administrators access to “Create an Event”?

Field Administrators have permissions to “Create an Event’ for courses, such as career conferences, seminars, and locally sanctioned
courses. Field Administrators do not have permissions to “Create an Event” for national program courses.

How can | enter After the Fact (ATF) Training in the Learning Portal?

AFT entries can be recorded via Express Class in the HERO Learning portal. From the Welcome Page hover over the My Learning
menu and select Express Class.

Who has access to dashboard reports?
Dashboards have to be shared with you in order to view.

How often is the dashboard report information updated?
Reports will refresh automatically each day, but you can also manually refresh your reports in the dashboard. From the Welcome page,
hover over the Reports tab and click Dashboards.

The Dashboard page will display. In the top-right corner of the page, click Refresh from the Options drop-down menu. This will refresh
all reports simultaneously.

Will “Not Started” be added to the Dashboard Reports?
The dashboard report will include Registered, In Progress, and Completed. When someone is listed only as Registered in a report, this

denotes that the employee has not started the training.

How will anomalies be managed through the Learning Portal?

An anomaly list does not reside in the HERO Learning Portal. However, an employee can be exempted for an individual course by their
Manager or Administrator. The employee will display on the compliance report as an exemption. Note: Once an exemption is entered it
cannot be removed. If the employee returns to work a new learning assignment will need to be created.

How should | escalate questions from my Area/District that | am unable to answer?

Utilize the HERO Learning Support Request Form to escalate questions from the Area / District. Click here to access the form. Once
you access the form, click on Learning Support Request Form > Respond to Survey.

MORE INFORMATION

How can | get more information on the Learning Portal?

Visit the HERO Information and Support Blue page for the latest information on the Learning Portal release dates, events and training,
and support materials including job aids, videos, and quick reference guides.
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