Setting Up an MIT (Manager Trainee) in POSitouch and in the eLearning Center

1. When entering a new Manager in Training (MIT) into the POSitouch system, choose
“M - Manager” from the dropdown menu in the Em. Type (Employee Type) field.

2. In the Dep/Job (Department/Job) field, choose “Manager in Training” as the job type.

NOTE: Unless the Dep/Job is assigned as “Manager in Training,” the MIT will not
be assigned all of the courses, quizzes, exams, and signoffs associated with Tier
1 of the MIT program.
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3. After you click Save Empl, choose “N — Salary, not on reports” in the Wage Type field on the
next screen.
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4. After you click Save Status to add the Manager
Trainee as a new employee, you need to transfer the
record over to the CBT. Click on Miscellaneous at the
bottom of the menu bar on the left hand side of the
screen.

5. From the Miscellaneous menu, click on CBT Em-
ployee Upload to upload the record of the new Man-
ager in Training to the eLearning Center.
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6. While the record is uploading to Talent (the new CBT), you will receive a message stating
“Saving Schedule Data.” Once the upload finishes, the box will close.
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7. The MIT Learning Program (courses) will be automatically assigned to the Manager Trainee.
If the record does not upload successfully, log off of POSitouch and Windows and log back into
both.

e To logoff of Windows, click the Windows Start button. Then, click the arrow to the right
of the Restart and choose Log Off.

Note: A reboot of the POSitouch system would also work to resend the CBT Employee Up-
load again, but this is not recommended while the store is open.

e Once you log back into POSitouch, go into Miscellaneous and click CBT Employee Up-
load again.
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