How to edit a previously submitted monthly training report

From the dashboard:

1. Clickthe ‘magnifying glass icon’ next to the agency name of the report you want to modify.

Dashboard

Submit Monthly Training Add User Monthly Compliance Report Quarterly Compliance
Information Report

Reports Due My Agencies

Agency Test Account o Search:
Name

A P t Test A t
genqutamniiiesticcat o |Q i Agency Parent Test Account

LSy Agency Test Account
Q Subsidiary Test Account

Showing 1 to 3 of 3 entries

Previous | 1| Next

Submissions from Previous Month

Search:
Name *  Submitted
Q  Agency Test Account 01/20/2024

Showing 1 to 1 of 1 entries Previous | 1| Next

2. Underthe ‘Training History’ tab, click the magnifying glass of the monthly training report
you would like to edit/modify.

Agency Information Agency Users
Agency ID Status Search:
33333 Active User Name 4 Role
Agency Name Agency Dicplay Name Cassian O'Bryan Ethics Officer
Agency Parent Test Account Parent Test Accont COELIGTester Test Training Compliance Officer
Agency Care Of Agency Acronym Jane Tester Ethics Officer
Tami Cannon Contact
Agency Type Showing 1 to 4 of 4 entries Previous | 1] Next
Parent
Number of Employees
500
Effective Date
Created By Medified By
MarlenaDiaz14 - 1/19/2024 €:34:31 PM MarlenaDiaz14 - 1/31/2024 12:46:17 PM
Training History ~ Activities
Search:
Month ., Employee Count Number of CETC Sessions Conducted Number Completed CETC Nurmber Completed On-Demand CETC Combined Total of CETC and On-Demand Training
January 500 4 501 34 535
February 45 3 450 10 460
January 1009 34 23 1 24
Showing 110 3 of 3 entries Previous | 1] Next
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3. Confirm that you have selected the correct year and reporting month. Click ‘Edit’ to modify
the training information. If you are an agency user that reports training information for
multiple agencies, you CANNOT modify the agency name from this view.

View Monthly Training Report

Reporting Year Reporting Month Agency
2024 January Agency Parent Test Account

Total number of employees
500

Number of Live CETC Sessions Conducted Number that Completed On-Demand CETC
4 [ 34

Number that Completed Live CETC Combined Total of CETC and On-Demand Training
501 535

Submitted By Modified By
i Di. - 1/25/2024 1:31:27 PM
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4. Update the applicable sections as needed. Below are instructions on what to report in each
field.

Update Monthly Training Report

“Reporting Year “Reporting Month “Agency
2025 1ol

“Total number of employees
o
“Number of Live CETC Sessions Conducted *Number that Completed On-Demand CETC

“Number that Completed Live CETC Combined Total of CETC and On-Demand Training

e L ot

e Total Number of Employees: Include the number of employees listed in your
agency profile.

o If your employee data hasn’t been uploaded or is missing in SETA, enter
the total number of active employees who are on your agency profile.

o Ifyou are identified as a parent agency in SETA, include the total number
of employees for your parent agency and all subsidiaries.

e Number of Live CETC Sessions Conducted: Include the number of live CETC
sessions conducted at your agency.

e Number that Completed Live CETC: Include the number of employees who
completed live training (in-person or remotely) at your agency and/or attended a
live CETC hosted by COELIG.

e Number that Completed On-Demand: Include the number of employees who
completed the COELIG on-demand ethics training via the Statewide Learning
Management System (SLMS), your own learning management system or the on-
demand MP4.
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o For new hires: indicate the number of new hires and existing employees
who completed the on-demand ethics training in your monthly (agency-
reported) aggregate statistics. This only applies for the July — December
2025 monthly training statistics.

5. Click ‘Update’ to save your changes, or ‘Cancel’ to discard.

Update Monthly Training Report

“Reporting Year *Reporting Month *Agency
2024 ~ | Januay ~ || Agency Parent Test Account

“Total number of employees
300

“Number of Live CETC Sessions Conducted *Number that Completed On-Demand CETC
4 34

*Number that Completed Live CETC Combined Total of CETC and On-Demand Training
501 535
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