Registering for the OneCard On-Demand Trainings

1. Go to https://pitt.talentlms.com

2. Authenticate with your Pitt Credentials
3. When you access the platform the first time, the home page will look like the screenshot
below.
e Note, if you have been registered for a course already, it will display on the home
page.
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4. To register for a course, click on the “Get your first course” button, or click on the Course
Catalog.
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https://pitt.talentlms.com/

5. The list of currently available courses will display. Utilize the Search Bar in the upper left
corner if you know what training you are looking for. In this instance, you will want to
search for “OneCard”

urse catalog
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Get this course

Financial Compliance for Research
Effort Reporting for Faculty rcroon

In this course we will cover: What is Effort and Why the Fuss Intro to Effort Reporting Cost Sharing Effort
Certification Requirements Certification Proxy and Designee Discussion Key Points to the University’s Effort
Reporting Policy ECC...

In this course, we will examine: What Effort Reporting Is and Why It Is Important Federal Regulations and
University Policy regarding effort reporting Examples of Effort Estimates Cost Sharing Effort Certification
Requirements Requests...

CATEGORIES

Financial Compliance ... (9)
Pitt Worx (12)

Planning and Budgetin... (1)
PRISM (1)

Purchase, Pay & Trave... (8)
Salesforce (1)

Supervisor Essentials... (4)
TeamDynamix (10)

Vincent Payment Solut... (2)
General (2)

6. You can also use the Category filters to narrow your search.
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Purchase, Pay & Trave

This course will detail the policies and procedures a new OneCard holder must follow.

OnecCard Policies & Procedures for Software Purchase ocoz

This course will detail the policies and procedures for purchasing software licenses with a University
OneCard.
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7. To register for a course, click on the Get This Course button. You will want to do this for
both OneCard Trainings shown below.
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Purchase, Pay & Trave... (2)

Pitt Purchase, OneCard Policies & Procedures for New Card Holders oco:

Do & Trave
I ay & i av Ll This course will detail the policies and procedures a new OneCard holder must follow.

Get this course

Purchase, Pay & Trave

Pitt Purchase, OnecCard Policies & Procedures for Software Purchase ocoo:z
dav & [rave
I ay &Trav d This course will detail the policies and procedures for purchasing software licenses with a University
OneCard.

8. Select Start or Resume Course. The First Module in the Content list will open. If you have
already started the course, the course will resume from the last time you opened it.

Note: The moving forward will provide the New Card Holders Training as an example. Keep
in mind you will also need to complete the Software Purchase training as well and those
pages will look a little different.
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Purchase, Pay & Travel
OneCard Policies & Procedures for New Card Holders (ocoo)

Pittg:ll}fglz_}%‘f'gifel This course will detail the policies and procedures a new OneCard holder must follow.

CONTENT
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Starting your course
You can find the courses you are registered to on the Home page. Open the Course.

1. Ifthe Content you are accessing is an on-demand training, a new page will open with a Blue
button. The example below shows the button stating ‘Click to Resume’. This button may say
‘Start’ depending on where you are with the training. Either way, you will click on the blue
button.

OnecCard Policies & Proced... ONECARD POLICIES & PROCEDURES FOR NEW CARD HOLDERS MORE

Click to resume

2. The training will open in a new window. Select Start Course

OneCard Policies &
Procedures for New Card

Holders

3. Complete the course.
o Note: Make sure all the lessons and test are completed. You can verify your progress
on the left side of the screen. You may need to scroll down!
e Note: Once you are finished or would like to continue later, please make sure to use
the EXIT COURSE link on the top right to save your progress.
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Whatis aOneCard? What is a OneCard?

The University of Pittsburgh’s OneCard is a company-billed/company-paid credit

1]

Purchasing with the OneCard = E - ) :
card designed to simplify and decentralize the process of booking travel expenses

= What can|Buy /Not Buy with and procuring goods for your department. The University’s OneCards are Visa credit
my OneCard?

cards administered through JP Morgan Chase Bank.

= Expense Reports and
Retention
The OneCard works like a personal credit card, but with commodity restrictions and
= Security and Controls monthly, daily and transaction dollar limits. Contact your OneCard Administrator at

pittcreditcards@cfo.pitt.edu for your current limits. Do not contact J.P. Morgan
i Chase regardine vour limits v

= Misuse and Sanctions

4. Once you completed the training, you will receive a notification.

OnecCard Policies & Proced... ONECARD POLICIES & PROCEDURES FOR NEW CARD HOLDERS MORE

Passed! Click to revisit.

Completed. Let's continue.

5. The home page will display your progress for all courses you are registered for. Once all modules
are completed, the course will be marked as completed on your home page.
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