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Options for Accessing.
Cornerstone

1 QR Code

2 ) Website
https://Ikcoconnect.csod.com

3 ) Dashboard
D | ff-@ﬁﬁiéﬂ*%ﬂkigtﬂEE%ﬁBQ?-

Quick Links

&= Crisis Management Plan
Request for Overtime

1 Office Floor Plans
‘B Office Extension List
Q, Search sStaff

Lessoms | EARMED SUBMITTED

- Temp Fire Alarm - Elevator Recall

- Delivery of Elevators & Equipment in Urban Environments
- Roofing production rates
- Formwork Failure



https://lkcoconnect.csod.com/

Logging into Cornerstone

Type in username and password
e Username: First initial and Last name
(Jill Booras= jbooras)
e Password: Set by the user
Forgot your password?
Click "forgot password" or contact P&C

C' @ lkcoconnect .csod.com o 12 w 0O 0

& cornerstone

®



Navigating Cornerstone

1.Banner
2.Menu Options
3.Actions Iltems/ Annhouncements

Banner Menu Options

T
—— EJ
Performance ]
Review

Events
Setting Calendar

WELCOME

PR _
Welcome 1o your persanal hub for all things takent management! As LKCO continues to
grow the business and build on big thinking, we know we cannat 6o that wilheut cur Do Date Win 2022 Performance

mos! valuable asset - all of you. This hub (s a w0l for every team member, regardiess

Wiew: New Hire Safery Ovieniation (S1ans 107/2022) Hone Annual Performance Review
of lenure of SEnionty, 1 push their Carser 19 the next kevel, We et all empliyees to Hone Start
30 Vallse 3nd grow With US. 0 returm, we promise 1o akways have your back and give View: Hew Hire Orlentation (3tarts 1WNI0EH) Step |  Step Name Ouner | Lo
You oppartunities to keam, thrive and excel View: OSHA 30 | Starts 12312022) Hone

" 1 Ii-assessmant | Employes |11/30/.

Sebeci Session; QWS Field Training [Stars 11422023} None Sell-Assessmant | Empl 1130422

View: QM3 Field Traiming (Starts 1/10/023) Kona 2 aper [12/12/22

Launchs: Fum at Work: 01: The Imporiance of Humar Hone

3 Leadership | 1/12/23
Review/Goal |Manager&|
4 1/16/23
Converzation | Employee
Employes

5 | sign-Off & Goal | Employes | 1/16

te

Action Items/
Annoucements



Banner



What the Cornerstone
banner has to offer

. e Access past
e Transcript o Register for

in-person reviews
e Actions p . e Access team
trainings reviews

e View and

] e Online
edit goals . .
. training
e View team .
videos
goals



Your Profile: Transcript

Active: To view future registered trainings

Transcript: Kaitlin Ludwig ViewTeam & | [ = |

Use the transcript to manage all active training

Sort by Filter by Training Type Search by Keyword

Date Added ™ All Types = Search

First Aid/CPR/AED Certification

D Due 1 1006

Status : Certified  Expiration Date = 10, Training Type : Certfication

OSHA30
D Duse : Mo Due Date  Status : Certified  Expiration Date : Mane  Tralning Type : Cert

Completed: To view previously
completed trainings

Iranscript: Kaithin Ludwig | ViewTeam s || -

Use the transcnpt to manage all active training.

er by Training"Seagtus Sort by Filter by Training Type Search by Keyword

Completed Completion Date ™ All Types e Search

Certification Renewal (10/19/19)

View Training D...
‘ Completed : 1/11/2022 Status : Completed Training Type : External Training

First Aid/CPR/AED Training

View Training D... -
l Completed : 1/11/2022  Status : Completed  Training Type : External Training

OSHA 30

View Training D... o
‘ Completed : 12/30/2021 Status : Completed  Training Type : External Training

10



Your Profile: Actions

Assignhed tasks to be completed

Transcript Actions ¥ Snapshot

fb > Jill Booras ) Actions

Actions B

Description for this tab displays here. This is frtml friendly and can be configured in the Universal Profile General Preferences.

Show All ™ By Due Date ™

Due Later
o ew: New Hire Safety Orientation (Starts 10/3/2022) View Training D...
Due : No Due Date  Status : Registered

o View: New Hire Orientation (Starts 10/3/2022) View Training D...

u Due : No Due Date  Status : Registered

[ View: OSHA 30 (Starts 12/31/2022) View Training D...

n Due : Mo Due Date  Status : Registered

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

11



Goal Setting

My Goals: My Goals ——
e Clickdrop e wocs e
down to
view
current or Moo
previous Aot 2
goals

Grow the team
Status : Completed Due Date £ 7/31/2023 3

Team Goals: e o [
e Clickdrop
down to -
view e
current or
previous .
team goals

12



Creating a Goal

To create a
new goal,

click "Create"

1.Title your
goal

2.Set start
and due
dates

3. Add tasks

*Note:
Managers,
specify if this
goal is for

yourself or for a

direct report

My Goals

My Goals Team Goals Hierarchy

Current Period ¥ 17172022 B8 || 12/31/2022 | B8

Create Goals

When setting up your Specific Measurable Attainable Relevant Time-Bo

our annual review please $8t up two goals as this will impact future annual rating

Click here for an Overview and Examples of SMART Goals

Title *
Start Date Due Date ~
1212022 | @ 1272172022 | B
Categories
Select options -
Tasks*

Add Tasks

Attachments

Aszignment *

Select which users this goal should be assigned to

@Omions -

13



Editing a Goal

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

M)r' Goals @ptions -

My Goals Team Goals Hierarchy
Current Period ™ 1/1/2022 BB || 12/31/2022 | [EB Search
Display Cancelled Hide d

My Goals

Grow the team -
Status : On Track Due Date : 7/31/2023 o

C |
Onboarding e

Status : On Track Due Date: 7/31/2023 View History

Roles & Responsibilities for other departments =
Status : On Track Due Date: 7/31/2023 b

14



Events Calendar

Access the events calendar to see upcoming and
in-person trainings.

< December, 2022 » Day  Week m Agenda

@ Al Evonts My Evonts =

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
27 28 29 30 1 2 3

4 5 6 7 8 9 10
Hk\N'F Illalnlng — !.'ll_l_l'ell IS.!MY Al\'_\ﬂ(,:nle‘ll: = UMS !.-!cl.d Trae ming

1 12 13 14 15 16 17
MEWP Training Dirkver Salety Awaraness

raimieg; R
C31: Understanding & Executing
Eenpairmsent Plans
208 PM « Lee Kennedy Main Office
o P

18 19 20 21 22 23 24

25 26 27 28 29 30 3

OSHA 30

15



Events Calendar: Register
for an in-person training

13 14 15
M MEWP Training Driver Safety Awareness
o Sea rC O r a n I n = 12:00 PM - Lee Kennedy Office E 00 PM -Lee Kennedy Main Office -
CSL: Understanding & Executing _;--'/

Impairment Plans “~. CS5L: Understanding & Executing Impairment Plans 12113 - 1213

person training:

Lee Kennedy Main Office - Training Room

. ° . 20 2 Hours Code ReviewCovers what an impairment iz and what an

[ ) CI IC k t he I I n k I n impairment plan sheuld contain, who is respensible for the
development of a plan and when does it get submitted. We'll also
discuss permitting, how to reduce likelihood of rejection, common

pitfalls, and the owner's responsibility in th...

t h e Ca I e n d a r | Session Contact Kaithn Ludwig

27 78 29

Session Details X

SESSION

e Select "Request” Cs-121322
*NOte: Once you [F) Tue Dec 13, 2022, 2:00 PM - 5:00 PM EST

Register by Mon, Dec 12, 2022, 2:00 PM

h : d @ Lee Kennady Main Office - Training Room
ave SIg ne u p, you 122 Quincy Shore Drive, Cuiney, MA, USA 02171

will receive o
Confirmation With <3  CSLAI  CSL- Code Review

[E 36 out of 50 seats available
an attachment to —_—

617-825-6930 x181

kludwig @leekennedy.com

add to your
Ca Ienda r. PARTS / SCHEDULE

DEC  Tue, Dec 13, 2022, 2:00 PM - 5:00 PM EST

1 3 C5L: Understanding Executing Impairment Plans
Lee Ker:ﬁeq‘.y Main Office - ]ra!nlr:g Room

16



Browse for Training:
Online training videos

To search for an online training video:
e Search for a topic using the bar at
the top
e Use the filters to find a topic

jrning Search
| a
= 4\@‘ 4\@‘ 4\@‘

Dwr'.r aw_Racru 01. Tha Im p-ortam: I'
~~~~~
— ..* -
\—r La 11 n.l .l. ry l
Three routes lﬂ cod = FPersonalBrand @ Leedership Training :
communication wn;u you nesed to

- — —

17



Signh up for online training
videos

1 ) After finding the training ‘ %\_’,
video, click on the training Online Clss

Three routes to good
module

communication

In Progress

o0 Launch

2 | Click "Launch"

OMLINE CLASS

Three routes to good communication ONLINE CLASS

Three routes to good communication
Last Updated 08/11/2021 Duration 15 minutes

Details

o
- s . Launch ~
To explore the 3 routes to good communication. _x000D_ - Tuning your non-verbal
communication._x0000_ - Communicating openly. x000D_ - The 5 levels of listening. v
Show More
Assign

3 | A new screen will appear with the training
module

@ Launch - Ga

8 Ikcoconnect.csod.com/Ims/scorm/clientLMS/ScermFrames.aspxTaice_sid=AICCI0ZEIN2YTG_SopSvHWMWPg&aicc_url=hitps://Tkcoconnect.csed.com/LMS fscorm/aicc.aspi

‘ Three routes to good communication

18



CSL-Linking CSL license to

a COUrse

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

e On the left,
under "Filters",
click on the
dropdown
arrow next to
"Subject”

—
ol
Filters Reset
DURATION e
TYPE e
MODALITY e
SUBJECT @
RATING e
PROVIDER e
LANGUAGE e

SHOW ONLY MOEBILE ENABLED

19



CSL- Finding a class in

Cornerstone

e Choose CSL
ALL for all
courses or
choose a
specific topic

*NOTE

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

Filters Reset
DURATION hd
TYPE v
MODALITY A
SUBJECT ~

Computer Skills (79)

Construction Specialty (489)

V| CSL Al (31)

CSL- Business Practices (7)
CSL- Code Review (11)
CSL- Elective (9)

C5L- Energy (2)

C5L- Workplace Safety (3)

Filters Reset
DURATION W
TYPE W
MODALITY T

Watch (1071)

\/ Attend (32)

Read (3)

Collections (1)

20



CSL- Finding aclass in
Cornerstone

CSL

COinline Class

ovement Joints in
Brick Masonry

e Double click the icon
to see:
o Duration
o Credit Hours
o Topic and
Description

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

Nanaging Difficult
Conversations

ONLINE CLASS

Complete Streets - An Introduction to the Complete
Streets Concept

Last Updated 08/11/2021 # Duration 2 hours

Details

* #2 Elective Hours® This course presents an intreduction to the fundamental principles of Complete
Streets. The planning and development of Complete Streets projects is presented. You will also learn
about the elements of planning for Complete Streets and designing and implementing Complete
Streets programs.

Show More

21



CSL- Finding a class in
Cornerstone

® CIiCk ! LaunCh" ONLINE CLASS
. 2015 International Building Code
@) A neW page WI I I Essentials — Fire Safety
load
e Click "Add New
License" License

MA - Construction

e Input:
o License: MA- Construction Supervisor
o Expires: Use the calendar to input the expiration date
o 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
o Re-Enter Number: Add your CSL number again
o 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*

Number Re Enter Humiber

‘ Save I Cancel

e Click "Save"



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

CSL- Finding a class in
Cornerstone

Scroll down to

n o T ACCEF—"E Affidavit
Accept Affidavit
User Affidavit
After read I ng the | hereby represent, warrant and confirm, under
User Affidavit | also accept the Terms of Use.

CIiCk "| accept the \/I accept the affidavit

affidavit"

Click "Proceed"

23



CSL- Taking an online
course

e Click "Launch Content" to begin

2015 International Building Code Essentials — Fire Safety

Maodules

=

Progress: 05 Seore: 0%

*NOTE-

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

Goal Events
Setting Calendar
J \i
{
i !
|
Ah d

24



CSL- Taking an online
course

e Click "Launch Content" to begin

2015 International Building Code Essentials — Fire Safety

Modules
Progress: 0% Score: 0%
*NOTE-

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

11 .
[ ey e o

@ =

Goal Events

Setting Calendar
| \
i

< .

e

S -

25



CSL- Taking an online
course

e Click on "Transcript" on the top train

I (l EE KENMEDY

Jill Booras Bio ¥ Feedbac 1® Actions ¥

f:l > Jill Booras ) Bio
e Search through the

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

Click the "Launch" m

button next to the
class to start

Search by Keyword

Search

Accept Affidavit

*NOTE- User Affidavit

| hereby represent, warrant and confirm, under per

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

| also accept the Terms of Use.

J | accept the affidavit

e
26

e Click "Proceed"



CSL- View and Print
Certificates

e Open any
online course

e Click on the

Certificates 2015 Interr
icon in the

top left hand

side of the

screen Modules

e Click on "View Certificates"




Performance Reviews and
Goals

e To access past reviews, click on "My Personal

Reviews"
My Assigned Reviews My Personal Reviews
i
Annual Performance Review - Summer 2022 &/1/2021 - 7/31/2022
Annual Performance Review - Winter 2019 12/3/2018 - 12/31/2019

e To access team reviews, confirm that
"completed"” checkbox is checked

e To find a specific person, type their name in
"Title" and click "Search"

My Assigned Reviews My P | R
=
Status:

Mot Started n Progrfss Completed By Incomplate O Expired

‘h& Complete Managar Assessment Step for Kaitlin Ludwig

28



Menu Options



Menu Options

e Click the 3 lines

e Scroll down to access
the menu item

Jill Booras

Learning & Development Coordinator

Home
Welcome
Scheduled Tasks
Universal Profile

Learning

Performance

ﬁ My Account

? Help

Announcements

(% Log Out

Annual Pe

Step#| step Name

1 [Self-Assessment

2 Manager
Assessment
3 Calibration | Ls
a Review/Goal 1
Conversation
Employee
5 | Sign-Off & Goal
lAardate

30



Menu Options: Performance
Check-Ins

e Click on "Check-Ins"

o

Jill Booras

Learning & Development Coordinator

Home

Learning

Performance
Goals
Perfarmance Baandws
Competency Assessment Su.,

Check-Ins

=
B

£ My Account
T Help

= Loa Out

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

Get your check-in started
today!

& 2
Step 1.
Click on "Get

Started | ..

Craate & chitkdm with sy,
amysme

Prepars, deussnl and follsw
UP S U g

FsEE B angoing, twe-wiry

Create a new check-in X
Step 3:

Choose a Choose a check-in template
check in Guarterty Employee-Manager Check-in
template st il ket M
and click
"Continue"

Previous

Create a new check-in ¥

Step 2: Choose a participant for your check-in
Use the search | ...

an employee

bar to choose | “ ]
a participant SUGGESTED PARTICIPANTS
and Click @ e Kaitlin Ludwig - Director of People and Culture
"Continue"

Step 4:

* First Meeting Date
Select a date

for the first [ | )
meeting and
click » Select a date for your meeting, this can be
"confirm"

& Locked by administrator

31



Menu Options: Performance
Check-Ins

To update previously created check-ins:

Welcome back

Continue or start & new check-in 1o deive alignment
coaching and continuous development ‘

&
a
e Click on the check-in you i |ﬁ;7’ W
want to update

UPCOMING PAST RECENTLY MCDIFIED
Check-n Follow-Ups Follow=Ups Due Follow-lps Hext
Incomplets Sean Overdug Mesting
FEB
14

Create new check-in

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

*NOTE: Both parties can edit these notes

e The comments are for employee and/or manager to update
in between meetings
*NOTE: Comments are only editable by the initial author

Feb 14, 2023
@-
My annual goals are
To enhance the new hire experience including onboarding and creating materials 2023-2-23 B
@Jill Booras
Implement CMIC training and documeniation 2023228 B
@Kaitlin Ludwig
211472023 PST + Edited + View History + Saved

JB  The initial first round of trainings ended on 2/8. The most updated version of the playbook is attached. CMIC Playbook

211472023 FST » Edited + View History « Saved

32



Menu Options: Performance
Check-Ins

*NOTE

e To create a new meeting, click

"New Meeting"

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

[ Meeting View

Picture

Item Name

Definition

Meeling View

Meeting View/

Allows you to view

Topic View the screen two ways
Topic View
o Allows you to
o Dots .
o 3 download a meeting
Allows you to view
Goals the goals of others in

the meeting

Follow Ups

Allows you to view
the the tasks created
during your meeting

33



