skillsoft <’

percipio.

Quick Start Guide

For Learners

Published: Tuesday July 08, 2025




Contents

Contents ... ... 2
SIgN N 4
Explore the Home Page ... ... . . .. 5
Role and Skill Ratings ... 7
Roleselection ... 7
Add yourjobrole fromthe Home Page ... 8
Addorchangeyourjobrole ... ... . 8
Skill selection ... 10
Add oredityourskillrating ... . 12
Prioritize skill content recommendations ... 13
Explore skill content recommendations ... 13
Select Your Skill Interests ... ... 15
Toedityourskillchoices ... ... . 15
Explore the Library ... 16
Explore the Library ... . . 16
Library page organization ... .. 18
SearchforContent ... . . . 21
Tosearchforcontent ... ... . 24
Refineyoursearchresults ... . ... 25
Tousefilters ... 26
Add Content to the Playlist ... ... .. . . ... 27
Learning Goals ... . . 28
Setalearninggoal ... 28

Copyright © Skillsoft Ireland Limited - All rights reserved. 2



Track goal progress ... 29

Learningstreak ... .. 30
Reminders ... 30
Scheduletime ... 30

Copyright © Skillsoft Ireland Limited - All rights reserved. 3



Sign In

1. In abrowser, navigate to your Percipio sign in page.

Let's get started!

Email or login name

Login with your corporate credentials using S50

Mew here? Create an account

2. Enter your user name and password, this maybe your network or cor-

porate credentials if your organization configured Percipio single sign-on.

Note: Passwords are case-sensitive

3. SelectLog in.
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Explore the Home Page

skillsoft @)

Main menu <

95 Library e
Search...
 What's New
S8 MyLeaming @
& Greetings, ! Explore, discover, and master new skills.
@ Role Advisor

Q

Certifications

What would you like to learn today?

LEARNING OF THE WEEK:
Analyze insights with Microsoft Clarity
Learn about Microsoft Clarity.

Start now!

ACTIVE COURSE
Designing With a Team

Web Development

@ Recent Leaming Live Learning Skill Benchmarks Playlists Goals
Skill Benchmarks
B Practice Labs / Get better at your role!
Role Advisor uses your current role to create  personalized
Al Simulations professional development plan to help you expand your skills.
40 Al Assistant sit your Role Advisor
20 wysaunss )
@ Help .
Top picks for Intern © @
[ Logout
@ ‘Skill Benchmarks Books  Audiobooks Aspire Journeys Labs
(b
course course course
L Critical
Thinking
Based on your selected skill interests et skl interests @
[EISTS U Mobile Development Skillsoft Product Roadmap ~ Technology
ademy
D | 3anani Ravi
A course course

Core Kubemetes

Functional Testing with ReadyAPI:
Advanced Test Step Configurations

Recommendations for you @

Business Top-Rated  Leadership Top-Rated

(CTIVE SKILL BENCHMARK SKILL BEN

Intermediate JavaScript Customer Focus L

Interface Elements

Technology Top-Rated

BOOK
‘The Kubernetes Book, 2023 Edition

Popular Channels.

g i

Niranjan Pandey . § >

CouRsE

earning: Tools &

License Agreement ~ Privacy Notice Help

© Copyrignt 2025 Skilsoft Ireland Limited. All righs reserved. PMBOK, PM, PMP, CAPM, PMI-ACF, POMF, PMLRMP and PMISP are:
trademarks of the Project Management nstitute, Inc.

swilsoft . Qo
Powered by percipio.

Enterprise
Frameworks

Get the app

Improve yourselfin minutes a day — anytime, anywhere.Use
my as your site name to get started!

Use the Percipio home page to find and access content.
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1. Logo: Select to access the Percipio home page.

2. Library: The library contains all of your available content. This is where

you can browse by topic.
3. Language selector: Select to change your Percipio site language.

4. My Profile: Select to access your My Learning, My Settings, Help, Log

out.

5. Search: Enter keywords or let the auto fill guide you to the learning con-

tent you want.

6. Role: Select or change your job role to get recommendations on skills

needed to advance in that role

7. Recent Learning: Access the content you've started but not yet com-

pleted.

8. Live learning: If you are entitled, you can see the schedule of upcoming

live courses. Find one and register for it.

9. Skill Benchmarks: Skill Benchmarks are a way for you to gauge your pro-

ficiency in a particular skill.

10. Playlist: View content you've added to your Playlist. Playlists provide a

quick and easy way for you to organize content that is of interest to you.

11. Promotion strip: If your company chooses to, they can add a strip of

recommended content.

12. Selected Skills: Percipio recommends content based on what you selec-

ted for skills and job role. Each skill you selected shows on a different tab.

13. Recommendations for you: View recommendations based on your
Recent activity and see what content is trending across Percipio in Pop-
ular Channels. You can also see recommendations for achieving skills

associated with your job role and view Top-Rated content, those with the
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highest customer ratings. Select ¢ to remove the content you're not inter-

ested in.

14. Top picks for your role: Gives recommendations based on your

assigned/selected job role.

15. My Settings: Shows you your user profile information including email and

password, as well as notification, leaderboard and language settings.

16. My Learning: The home of all of your learning: past, current and upcom-
ing.
17. My Achievements: Get insights about your achievements, goals, and

other activity you are doing in Percipio.

Role and Skill Ratings

If the setting is enabled by your organization, role and skill ratings allows you to
identify and rate your skill level for both skills associated with your job role and
other skills you want to develop. You get content recommendations based on

your job role and the specific skills that you select.

If you set an aspirational role, you must manage that from the Role Advisor
page. The Role and Skill Ratings page only tracks your current role and skills

associated with that role.

Role selection

If available on your site and if your administrator has not provided a job role for
you, you can specify your job role or a job role you aspire to become from a pre-
defined list of roles. When you specify a role, you see recommendations for
learning skills associated with that role on your home page on the Top picks for
your role strip and from Percipio home page. From the Role tab in the top sec-
tion on the Percipio home page, you can access Role Advisor for a full set of
recommendations and skill benchmarks. The Role Advisor page can also be

found in the left navigation bar.
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You can find the full list of job roles, here.

If your role is added by your administrator, you cannot change it. Otherwise,
you can change your job role to the next-level job role or a different role at any

time.

Add your job role from the Home Page

To add your job role from the home page:

1. If your administrator did not add one for you, you can add your job role.
Select the Role tab in the top section on the Percipio home page. If you

do not see the Role tab, your administrator has this feature disabled.

Assignments Programs @ Recent Learning Live Learning Skill Benchmarks >

Help us personalize your learning experience

w Role Advisor recommends learning to help you level up, shows

ﬂ you what skills others in your role are building, and highlights

new content to keep your skills current

2. Select Select a role if you never specified a role before, or Change role

to update your current selection.

3. Enter anew job role and select Save.

Add or change your job role

To add or change your job role:

1. If your administrator did not add one for you, you can add or change your
jobrole. Go to My Learning > Role and Skill Ratings, or select Role

Advisor from the left navigation bar.

2. Select Add a role if you never specified a role before, or Change role to

update your current selection.
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https://documentation.skillsoft.com/en_us/print/Job_Roles_in_Percipio.pdf

3.

Edit Role

— Your role

Product Manager

We use this information to recommend learning to help you:

» |evel up your role
s see skills that others in your role are building
= stay up to date with new courses, books, and job role journeys

Clear selection

In the Your role field, enter your new role. Enter at least three con-

secutive letters to see available options.

Select Save to save the change. When you go to your Top picks for your
role strip, you now see the new role and new recommendations. You can

only have one active role at a time.

Remove your job role

Every learning journey is unique and fluid. To support your journey, if you no

longer want to receive recommendations based on your job role, you can

remove it.

To remove your job role:

1.

If your administrator did not add one for you, you can remove your job

role. Go to My Learning > Role and Skill Ratings, or select Role
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Advisor from the left navigation bar.

2. If you are on the Role and Skill ratings page, select Change role. If you

are on the Role Advisor page, select Edit.

3. From the Edit role pop up, select Clear selection to remove your current
role.

4. Select Save to save your changes.

Skill selection

For each job role, Skillsoft identified focus skills that people who are successful
in that role have. For each skill, we identified content that would help you
acquire that skill. Within this structure, we also identified 5 levels of competency

for each skill and mapped our content to each level.
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Skill Profile

Your role is currently set to: Product Manager

# Changerole  -als Visit your Role Advisor page

Skills - Add, update and rate

Rate your skills on a scale from 1 to 5. Your skill profile will personalize your learning recommendations,

Core Product Manager skills

oy N N
|+ | Agile Methodologies | + | Analytics | + Business Analysis
N L Ny
_\I N [/—\
5 Communication |+ | Creativity + | Cross-functional Co...
vy R R
.t Lt N
| 3 | DataAnalysis | + ) Decision-Making | + | Leadership
SN A A S
N N )
|+ | Marketing Strategy | + Organization |+ | Problem Solving
N/ L N
N N N
|+ | Product Design | + | Product Roadmappi.. | + | ProductStrategy
Ay Ny Ny
n n )
|+ | Project Management |+ | Technical Knowledge I‘ t ) Time Management
h—y Ly —
it Pl
|+ | UserExperience De... | + | UserResearch
R N
M‘f skills Q, Add a skil
‘o e
|: i :I Team Leading |+ ) Wirtual Teamwork
LS L .f"

Skills listed for each job role vary, but the rating system for each skill is as fol-

lows:

1. Level 1: Novice. You have a fundamental awareness of the skill with lim-

ited practical experience. You are able to perform basic tasks with strong

guidance.
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2. Level 2: You have a solid understanding of applying the skill. You can
perform basic tasks independently and more advanced tasks with guid-

ance.

3. Level 3: You have a full understanding of applying the skill. You can per-

form most tasks with minimal guidance.

4. Level 4: You have extensive knowledge of the skill and can apply it inde-
pendently for all tasks. You can direct the work of others and contribute to

their skill development.

5. Level 5: Advanced. You are considered a subject matter expert of the
skill and can handle complex and unique challenges with ease. You are

able to coach and mentor others at all levels.

After you add a job role (or your admin defines one for you), you can see all

associated skills. For each skill, you can:

* Add or edit a rating
e Prioritize it for content recommendations

* Explore content associated with it

If you do not see a skill listed that you have or think you need, you can add it to
your Manage other skill ratings section. When you add a skill to this section,

the system will make content recommendations for you.

To add a skill:

1. In the Manage other skill ratings section, enter the skill in the Add a skill

box.

2. Select from the list that best matches the skill you want to add. The skill is

added to your list.

3. You can now rate the skill or explore associated content.

Add or edit your skill rating

To add or edit a rating:
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1. If you are adding a rating for the first time, to the left of the skill name,

select the +. If you are editing a rating, select the number.

f \ \'.
| 3 | DataAnalysis : |+ | Decision-Making
Ay S

2. Indicate the level you have achieved with the skill by selecting the appro-

priate dot, Novice level is to the left, Advanced level is to the right.

X

Get started based on where you are

What's your level of expertise in Agile Methodologies?

Select your skill level
Let your upskilling begin! Rate your level in this skill to get more
precise recommendations.

3. Select Save.

Prioritize skill content recommendations

If you are not interested in receiving content recommendations for a particular

skill, you can de-prioritize that skill. To de-prioritize a skill, select the Actions
menu i, and then Not interested.

To re-prioritize the skill, select the Actions menu i, and then Undo.

Explore skill content recommendations

To see content associated with the skill and the level you selected, select the
Actions menu i, and then Explore this skill. You see a Skill page
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recommending content you can use to increase your skill level for your job role.
If Percipio can't find specific content based on your criteria for skill, level, and
job role, you can follow the link to View all content to see a Search results page

that you can sort and filter to identify the most meaningful content for you.
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Select Your Skill Interests

The first time you sign into Percipio, you are prompted to select the skills you
want to develop. Based on your selections, Percipio shows you personalized
recommendations for content available to you in your library that you are likely
to find the most interesting and relevant. The content displays in a navigable

strip on the home page, making it easier to discover content important to you.

To edit your skill choices

1. Select Skill Interests in My Learning from the left navigation bar.
2. Choose a skill you want to develop
3. Select the rating that best describes your proficiency in that subject.

4. Select Save.

Copyright © Skillsoft Ireland Limited - All rights reserved.
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Explore the Library

The Percipio Library contains all of the learning assets available to you. These
assets are organized into a hierarchy to help you find content quickly and eas-
ily. You can explore the library, search for content, and add your favorite assets

to your playlist.

Note: You can explore the library in the selected Percipio lan-

guage only. To see more content offerings you may be entitled to,

change your language setting, then explore again.

Explore the Library
To explore the Library:
1. From the left navigation bar, select Library.
2. From the Library page, you can:
° Use a quick link to jump to a specific type of content
° Select the specific area and then a subject
° Browse available certifications

° Form the Discover section, explore specific content such as an
Aspire Journey, the Bookshelf, CAISY Al simulations, Live learning

calendar, and Skill Benchmarks.
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lrnr_lang_settings.htm

Home

85 Library

See all that our learning library has to offer!

QuickLinks  f5] Live Learning Calendar @ Aspire Joumeys 5 Bookshelf @ Alsimulations £ Skill Benchmarks

Company Inc. skill areas

Akara New Hire Orientation Akara processes
Skill Areas
Artificial Intelligence (Al) Business Operations
Data Digital Transformation

Prepare for a certification

ol American Society for aws
TA Quality (ASQ) —_— AWS '

Clinstiute G+ Institute Cisco Comga
m=.,  Digital Marketin 7
s In:mute 9 EC-Comncll  EC-Council Google

Discover the learning method that's best for you!

r lu Follow a guided path
|
|

Aspire Journeys deliver a comprehensive curriculum with
hands-on practice and assessments towards a unigue leaming
goal.

Aspire Journeys B

Aspire Journeys for Business Skills &

Aspire Journeys for Codecademy b

Aspire Journeys for Leadership b

Practice conversations with CAISY

CAISY makes crucial conversations easier by providing a safe
space 1o practice and receive real-time feedback.

Explore CAISY Scenarios B

Gauge your skill proficiency

Skill Benchmarks assess your skill level in a particular area and
provide personalized recommendations 1o improve your skills.

Visit Role Advisor B

Discover Skill Benchmarks m

Manager Development

Cloud Services

Diversity, Equity, & Inclusion

BCS Professional
Institute

CompTIA

Google

Engage in live learning
Experience realtime engagement with an experienced
instructor with a centralized portal to register for and access

live courses

Live Learning Calendar P
Skillsoft Bootcamps B

Skillsoft Leadercamps b

Read or listen on the go
Explore a library of books, audiobooks and summaries.
Download the Percipio app and download audiobooks for the

road

Explore the Bookshelf B

Skillsoft’s The Edge Podcast B
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Library page organization

The Library page is organized to help you easily find the content you need.
Quick links show first taking you directly to a page showcasing all items of a par-

ticular type.

Next you may see is content your organization curated for you. Under that you
see Skill Areas. Within each of these categories, you see topic areas. Drilling
down into topic areas, you see subjects related to that topic. Going still deeper,
within a subject, you see channels, which are very focused groups of content

organized by content type.

» Category: on the Percipio library page, you see the Skillsoft menu cat-
egory: Skill Areas. Custom areas and subjects can exist here or in a cus-
tom category for your company. If a custom category gets created, it

displays above Skill Areas.

* Custom category: If your admin creates a custom menu category,
you see custom areas and subjects specific to your organization in

this category.

» Skill Areas: The main category that contains all Skillsoft areas and
possibly some custom areas depending on how your admin has

configured your library.

* Areas: broad groupings of content that display under the standard or cus-
tom categories. Areas are arranged alphabetically in the library under

their category.

* Subject: topic-level grouping of content that display under an area.

Select an area to see its subjects.

* Channels: Channels are the core building blocks of the library. A channel
further refines the subject into sub-topics of related content presented in

an organized way. You cannot complete a channel.
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* Journey: Journeys are another of the core building blocks of the library.
A journey offers a defined learning path of related content presented in an

organized way. You can complete a journey.

* Content: Contentincludes courses, videos, books, book summaries,
audiobooks, audio summaries, live courses, Skill Benchmarks, Practice

Labs, TestPreps, and any custom content your admin adds.

After the Skill Areas section, you see a section for Certifications available to

you.

» Certifications: Certifications are a unique category within the Library.
You can browse certifications from various vendors and select channels
focused on presenting targeted content for a particular certification path.

You only see certifications in the library if you are entitled to them.

After Certifications, you see a Discover section where you can find the best con-

tent type to meet your learning needs.

Follow a guided path: This block contains:

* Aspire journeys: Journeys are structured learning paths which
provide content to achieve the skills for a specific job role or func-
tion. This block displays all Aspire journeys by topic for easy

access.

* Engage in live learning: This block contains the Live Learning

Calendar, as well as Skillsoft Bootcamps and LeadercampsLeadercamps

that display if you are entitled to the content.

* Practice conversations with CAISY: This block takes your directly to all

Al simulations helping you practice difficult conversations.

* Read or listen on the go: This block shows the Bookshelf where you
can browse and search for books, audiobooks, and summaries that are

entitled to you. You can also find podcasts.
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* Gauge your skill proficiency: This block targets skills for your role and

gaining skill proficiency. Access Skill Benchmarks or your Role advisor

page.

The last section on the Library page, Browse full collections, showcases con-
tent contained in a specific collection to which you are entitled. It helps you eas-

ily see what is popular and newly added to the site.
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Search for Content

Use Percipio search to quickly find content, such as courses, videos, books,
skill benchmarks, channels and journeys. Percipio uses an intelligent search
engine that displays suggested search queries as you enter text into the search

field to help you quickly narrow your search.

If Al-assisted search is enabled on your site, you might see an Al-assisted
response and related search terms if your query is supported by Al-assisted

search.

From the initial search results, you can further filter or scroll to see top matches.

As you scan the top matches, you see specific content item details.
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Filter by 2,527 results for "excel" Sort by: Best Matc

Type - . - CHANMEL A k4R

Excel
O Article 29

Excel is the powerful spreadsheet component of Microsoft Office.
N Discover Excel and its many uses

[ Aspire Journey 2
O Audio Summary s
[ Audiobook 11

[ Book 402

CHAMNMEL "_)'>
TOSA Excel

Acquire the skills needed to utilize Microsoft Excel in a work environment

[ Book Summary & ) N ) i
as you prepare for the TOSA Excel 2016, TOSA Excel 2019, and TOSAE...

O Channel 5
[ Course 223 '
D Lab T COURSE A~ i 4.4(4248)
L Ep— - Getting started in Excel 365
D Ell £ - = Excel Microsoft 365 (2021)
Show More v == = Excel 365 is the spreadsheet application in the Microsoft 365 suite. In this
course, you will explore how to find and open the Excel 365 application,...
a
41m Skillsoft Beginner Jun 2021
Subject + From Channel: Excel TOSA Excel
Content Source + BOOK S
—— Microsoft Excel 365 Bible
, e Your personal, hands-on guide to the latest and most useful features in
Expemse + EXCEI 365 Microsoft Excel 365 Excel 365 is Microsoft's latest cloud-based version ..
15h 4m Skillsoft Everyone Mar 2022
by Michael Alexander, Dick Kusleika
Duration + From Channel: Excel !
Best Chapter Match: Introducing Excel
Training Credits +
COURSE ~ % 4.5(2081)

Adding & arranging data in
Excel 365

Subtitles/CC @

+

e e
: Excel Microsoft 365 (2021)

In Excel 365, it is easy to add new content to workbooks and change how

L I values are arranged. This course demonstrates how to add and manage ...

44m 43s Skillsoft Beginner Jun 2021

From Channel: Excel TOSA Excel

Depending on the type of item, you might see:

* New: Indicates that the content item was added in the last three months.

* Content type: Located above the title, this indicates the type of item such

as course, video, book, etc

» Status: Located to the right of content type, this indicates whether you
started or completed the item previously. If nothing shows, you have not

yet accessed the item.
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* Action icons: Located to the right of status, these allow you to share the

item with colleagues, rate, or save the item to your playlist.
* Title: Indicated by bold text, this shows the title of the item.

* Description: Located below the title and technology version, indicates

what you can expect to learn from the content item.

* Duration: Located below the description when applicable, this shows the
estimated time needed to complete the item in hours, minutes, and

seconds.

* by: Located below the description when applicable, this shows the name
of the author or instructor. You can select the name to view results for all
of the content available by the author or instructor. After selecting the
author or instructor, the search box displays Author:[author name];.
You can append additional search terms following the semicolon in order

to search for that term within the results for that author/instructor.

* Technology title and version: Located below the title when applicable,
indicates the specific technology, such as Excel, and the technology ver-

sion, such as Microsoft 365, that this item covers.

* Content source: Located to the right of duration in the content card when
applicable, this indicates where the content comes from such as, Skillsoft,
a partner, vendor, or custom content specification. Custom content added
by your organization that meets your search criteria, displays under the

Content source value specified in the Organization name.

* Expertise level: Located to the right of content source, this indicates the
level of content contained in the item such as, for everyone, beginner,

intermediate or expert.

* Published date: Located to the right of expertise level, this indicates

when the item was published in Percipio or for books, the actual pub-
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lisher's publish date. Skillsoft does not update the date when content is

republished.

¢ |fanitem in the search results is:

* part of a course, the From Course field links back to the asso-

ciated course.

* part of a channel, the From Channel field links back to the

associated channel(s).

* part of ajourney, the From Journey field links back to the

associated channel(s).

* part of a career journey, to which the learner is entitled, the
From Career Journey field links back to the associated

Career Journey.

a book, the Best Chapter match field links directly to a

chapter in the book that best matches your search terms.

The Percipio Search returns 20 results per page. To see additional results, click

Show More at the bottom of the Search results page.

To search for content

1. Inthe top search bar, enter your search term.

leadership

skillsoft™

leadership

leadership insights on problem solving &
decision making

leadership insights on leading innovation

ions of Generative Al

utting-edge technology that can be used to optimize content creation,

leadership insights on leading with agility

88 Library leadership foundations

i customer experience enhancement for everyday businesses. Explore...

Center for Creative Leadership

g My Leaming
N Institute of Leadership & Management (ILM)

Role Advisor leadership vision

leadership principle

@ Certifications

Greetings, Taya! EXplore, ieadership theories

(2 skill Benchmarks

2 Select o\ or press Enter. The search results display.
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Refine your search results

Use filters to refine your search results. These may vary based on the content
returned in the original search results, filters selected, and the Search filter set-

tings configured by your organization's administrators.

* Sort by: select Best Match to view the closest results based on your
entered search terms, or use Newest to see the most recently-released

content that matches your entered search terms.

* Type: provides all asset types available that match your search terms.
Select the types of content for how you want to learn. The most com-

monly searched for content types are types pinned to the top of the list.

* Ratings: Use these filters to limit the results to content that has the selec-
ted rating. Content with that has not yet been rated is excluded from the

search results.

* Duration: provides various search options for time to complete the con-

tent.

Note: The Duration filter is not available in ELSA.

* Language: only displays when the search results contain more than one
language in the results. Use this filter to limit the results to the selected

language.

* Subject: allows the learner to filter results by the Library subject(s) to
which the content belongs. This can help learners narrow in on the topics

they are targeting.

* Content Source: provides the vendor or provider who created and main-
tains the content. When your organization has added custom content
items, custom journeys, live courses, and dynamic content, you can filter

the Content source to the value defined in the Organization name.

* Expertise: provides various search options for level of knowledge.
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Note: Books are tagged as Everyone and are only included

in filtered Expertise results if you select Everyone as one of
your filters. Channels do not have an explicit Expertise level,
and are included in filtered results regardless of the Expert-

ise filter selection.

* Training Credits: provides the option to search by training certifications.

* Subtitles/CC: when turned on, allows learners to see content in search
results that have subtitles or closed captions. This is also important for
users who are searching English courses and are looking for courses with

subtitles that are translated into other languages.

To use filters
You can select multiple filters to narrow your search results.

The selected search filters display on the left of the Search page and the

search results update with each selection.

Note: When using the filters, the counts update to reflect the new

filtered results. If all of the selections are filtered out, the filter

value is removed from the list. To get it back, unselect filters.

The filter options vary based on the content returned in the original search res-

ults.

Example: If you search for Java, then select Course from the
Type filter, you will notice that Codecademy and Cybervista dis-
appear from the Content Source filter. This happens because
there are no Java courses for those sources. If you unselect
Course from the Type filter, Codecademy and Cybervistare-

appear under the Content Source filter.
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Add Content to the Playlist

Playlists provide a quick and easy way for you to save content that is of interest
so you can it take at a later time. By default everyone has a Save for later playl-
ist where they can add items. Your organization may choose to offer you the

option to create multiple playlists so you can organize and categorize your con-
tent into different playlists. With multiple playlists you have more control to cre-

ate, edit, remove, and share them.

You can add content to your Playlist from almost anywhere in Percipio, includ-

ing the home page, your search results, the library, and when accessing the

content itself.

« From any content card, select the Actions menu :. Select:

* Playlist add/remove: This allows you to put the item in an existing

playlist or a new playlist that you can create.

* To access your Playlist, select My Learning from the left navigation bar,

then select Playlists.

>
< Activity
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Live learning Learning activity Skill Benchmarks Learn together Playlists

Role Advisor

@ Certifications B

(2 skill Benchmarks
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Learning Goals

If your Percipio site administrators have the learning goals feature turned on,
you can use Percipio to help you sustain a growth mindset through weekly

learning in the following ways:

» Set weekly goals: learners can set a weekly goal to reflect the time they

want to invest in learning.

* Track goal progress: learners can track the progress made against their

weekly goal.

* Get learning reminders: learners can opt to receive reminders to help

stay on track

* Schedule time: learners can schedule an appointment in their calendar

to learn

Set a learning goal

Get started by determining how many minutes you want to commit to learning

each week. Then specify it:

1. You can set a learning goal when you first start using Percipio. Or, if
you're already using Percipio, select My Learning from the left navigation

bar, then choose My Achievements.

2. From the My Achievements page, find the box that says Set Your Learn-
ing Goal, then select Set goal. If you previously set a goal and you want

to change it, you will see Change goal in the box with your goal progress.

From the mobile app, select Set a learning goal:
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My Learning Goal

Make time for learning by setting a weekly
goal!

Set a learning goal!

3. Choose one of the following options for your weekly goal: 15, 30, 45, or

60 minutes. A learning week in Percipio starts on Monday and ends on

Sunday.
4. Select Save and continue.
5. Select one or more days and a time that is best for you to learn regularly.

6. Select Add to calendar and choose the calendar software where the
event displays. Your options are Google (online), Microsoft Outlook, or

Apple Calendar.

7. Open the downloaded calender item and save it to your calendar.

Track goal progress

After you set your goal, Percipio tracks your progress. You can view your pro-

gress from My Achievements.

Content that is tracked for your goal includes: courses, videos, books, audio
books, book summaries, audio summaries, Skillsoft bootcamps and lead-
ercamps, labs, TestPreps, custom MP3 and MP4, and Wintellect. It also

includes time spent in Skillsoft course knowledge checks and course tests.

Some content cannot be tracked against a goal because Percipio can't track its
duration. This mostly occurs for items that are linked outside of Percipio and
custom live courses (instructor-led training). If you launch an item that Percipio
can't track, Percipio displays a message telling you that consuming this content

won't count toward your weekly learning goal.
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Learning streak

If you complete your learning goal for more than one week in a row, you're on a
learning streak. You stop your streak if there is a week where you don't achieve

your goal. You can see your current and best streak from My Achievements.

From the web:

@

Great job! Keep going!

10 of 30 minutes

Weekly goal progress

Keep leaming

You're on a streal!

]

Current Streak

Best Streak

From the mobile app:

Great Job! Keep going!

10 of 30 minutes

Weekly goal progress

Change goal

Reminders

When you set a learning goal, reminders can help you complete your goal each
week. To get reminders, allow notifications for Percipio in the mobile app. The

reminders appear on Thursdays if you haven't completed your weekly learning

goal yet.

Schedule time

Learners can schedule learning time on their calendar to complete their weekly

learning goal. To schedule time:
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1. Select My Learning from the left navigation bar, then choose My
Achievements. From the My Achievements page, find the box that says
Set Your Learning Goal, select Set goal. If you have previously set a
goal and you want to change it, you will see Change goal in the box with

your goal progress.

2. Choose one of the following options for your weekly goal: 15, 30, 45, or

60 minutes.
3. Select Save and continue.
4. Select the desired days and time.

5. Select Add to calendar and choose the calendar software where the
event displays. Your options are Google (online), Microsoft Outlook, or

Apple Calendar.

6. Open the calender item and save it to your calendar.
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