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Options for Accessing 
Cornerstone

Dashboard

Website
https://lkcoconnect.csod.com

1 QR Code

2

3

5

https://lkcoconnect.csod.com/


Username: First initial and Last name              
(Jill Booras= jbooras)
Password: Set by the user

Type in username and password

       Forgot your password?                                         
Click "forgot password" or contact P&C

Logging into Cornerstone
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Banner Menu Options

Action Items/
Annoucements

Banner
Menu Options
Actions Items/ Announcements

1.
2.
3.

Navigating Cornerstone
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Banner



What the Cornerstone
banner has to offer

Transcript
Actions

Register for
in-person  
 trainings

Access past
reviews
Access team
reviews

Online
training
videos

View and
edit goals
View team
goals
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Your Profile: Transcript

Active: To view future registered trainings 

Completed: To view previously
completed trainings 
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Your Profile: Actions

 Assigned tasks to be completed

*Note: To filter the action type, click
on the drop down arrow 
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Goal Setting

Click drop
down to
view
current or
previous
goals

My Goals: 

Click drop
down to
view
current or
previous
team goals

Team Goals: 
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Creating a Goal

To create a
new goal,
click "Create"

Title your
goal
Set start
and due
dates
 Add tasks

1.

2.

3.

*Note:
Managers,
specify if this
goal is for
yourself or for a
direct report
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 Editing a Goal

Click "Create"
To edit a goal, click the dropdown arrow
next to the goal that you want to update.
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Events Calendar

Access the events calendar to see upcoming and
in-person trainings. 
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Events Calendar: Register
for an in-person training

Select "Request"
*Note: Once you
have signed up, you
will receive
confirmation with
an attachment to
add to your
calendar. 

Click the link in
the calendar

To search for an in-
person training:
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Browse for Training:
Online training videos

Search for a topic using the bar at
the top
Use the filters to find a topic 

To search for an online training video:
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Sign up for online training
videos

After finding the training
video, click on the training
module

Click "Launch"

A new screen will appear with the training
module

1

2

3

18



CSL-Linking CSL license to
a course

After logging into Cornerstone, click on the
"Browse for Training" icon on the top banner

On the left,
under "Filters",
click on  the
dropdown
arrow next to
"Subject"
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CSL- Finding a class in
Cornerstone

Choose CSL
ALL for all
courses or
choose a
specific topic

If you are
looking for an
in-person class,
use the
dropdown
arrow next to
"Modality"

*NOTE
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CSL- Finding a class in
Cornerstone

Online and in-person classes will have different icons
Remote classes will state "Online Class"
In-person classes will state "Event"
The title of the course will be bolded
Credit hours will be below the title

Double click the icon
to see:

Duration
Credit Hours
Topic and
Description 
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Input:
License: MA- Construction Supervisor
Expires: Use the calendar to input the expiration date
Number: Add your CSL number

This will print on the certificate your turn into the
state, so make sure it matches your license. You
can look up the number here

Re-Enter Number: Add your CSL number again
Reminder Date: Use the calendar to identify a date
that you'd like to be reminded that your license will
expire

*3-4 months is recommended*

Click "Save"

CSL- Finding a class in
Cornerstone
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Click "Launch"
A new page will
load

Click "Add New
License"

https://madpl.mylicense.com/Verification/
https://madpl.mylicense.com/Verification/


CSL- Finding a class in
Cornerstone
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Scroll down to
"Accept Affidavit"

After reading the
User Affidavit,
click "I accept the
affidavit"

Click "Proceed"



CSL- Taking an online
course
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Click "Launch Content" to begin

*NOTE-
To search for a course you have not completed,
click on "Your Profile" on the Cornerstone
homepage 



CSL- Taking an online
course
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Click "Launch Content" to begin

*NOTE-
To search for a course you have not completed,
click on "Your Profile" on the Cornerstone
homepage 



CSL- Taking an online
course

Click on "Transcript" on the top train

Search through the
classes 

*NOTE- 
You can also use the
search bar to search by
keyword

Click the "Launch"
button next to the
class to start
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Click "Proceed"

*NOTE- 
You will have to read
and sign the User
Affidavit each time
you launch a class



CSL- View and Print
Certificates
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Open any
online course

Click on the
Certificates
icon in the
top left hand
side of the
screen

Click on "View Certificates"

Click the Certificate icon to view as a PDF or download



Performance Reviews and
Goals

To access past reviews, click on "My Personal
Reviews" 

To access team reviews, confirm that
"completed" checkbox is checked
To find a specific person, type their name in
"Title" and click "Search"

28



Menu Options



Menu Options

Click the 3 lines

Scroll down to access
the menu item
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Menu Options: Performance
Check-Ins

Click on "Check-Ins"

If it is your first time using the "Check-Ins" feature:

Step 1:
Click on "Get

Started

Step 2:
Use the search

bar to choose
a participant

and click
"Continue"

Step 4:
Select a date

for the first
meeting and

click
"confirm"

Step 3:
Choose a
check in

template
and click

"Continue"
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Collaborative notes will be used as notes during the
discussion that employee and manager agree upon during
the meeting

The comments are for employee and/or manager to update
in between meetings

     *NOTE: Both parties can edit these notes

     *NOTE: Comments are only editable by the initial author

Menu Options: Performance
Check-Ins

To update previously created check-ins:

Click on the check-in you
want to update
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Picture Item Name Definition

Meeting View/
Topic View

Allows you to view
the screen two ways

3 Dots
Allows you to
download a meeting

Goals
Allows you to view
the goals of others in
the meeting

Follow Ups
Allows you to view
the the tasks created
during your meeting

Menu Options: Performance
Check-Ins

*NOTE

To create a new meeting, click
"New Meeting"

This will autopopulate a date
for the following quarter
     *NOTE: You can adjust the  
      date in "Meeting View"
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