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Introduction to Automated Mandatory Training 

Intro
This presentation aims to introduce the 
foundational steps to start the mandatory 
training automation effectively. 

What is automated mandatory training?
Mandatory training is defined as training that 
is required by external agencies based on 
federal, state, or local regulations. Using 
in-house systems (Workday, Banner, Canvas) 
to automate these trainings ensures 
employees complete them on time and that 
all compliance reporting is accurate.

Eligibility for Automated Training
Departments issuing regulatory training that 
meets the definition stated previously.  

Benefits of Automation 
By automating your department’s mandatory 
training, we can improve accuracy, ensure 
consistency, and support timely completion for 
all recurring training requirements.

Examples of Mandatory Training 
Title IX, Clery Act, FERPA, and safety-based 
training 



Setting Up Mandatory Training: Key Requirements

To streamline your departments mandatory training the following will need to take place;

• Your job profiles must accurately reflect each employee’s current role. If a job profile 
does not match an employee’s actual job duties, it will need to be reviewed and updated 
accordingly.  

• Courses must be delivered online and within Canvas. In-person courses or courses 
within other platforms are not supported through this training service currently. 

• Course will need to be re-scheduled on a yearly basis via Banner



Process Overview

Department Review 

The ADS HR team will begin reviewing job profiles associated 
with the trainings required and identify if job profiles need 
updating 

Setup in Workday

Certifications are created for Workday job profiles and 
marketing preferences are finalized

Email Set-up 

Marketing helps set up emails to send to trainee’s and 
department managers. 

Population Enrollment & Banner Setup

ADS teams review the populations to ensure all individuals 
required are included. When scheduling courses in Banner, the 
customer is responsible to reschedule the courses yearly to 
continue to offer them.

Once you’ve ensured your training qualifies for mandatory training and submitted your 
ServiceNow ticket the following process will take place. 

Canvas Set-Up

All course content is input in Canvas course shells. 

Course Deployment 

Once all items above are thoroughly checked, all 
designated employees are registered, and marketing 
notifications are sent to employees/managers and the 
course will “Go-Live”. 

Ongoing Reporting 

All data pertaining to your employee completing the 
issued course is available via Workday or Tableau.  



Process Overview Visualization



Submitting Your 
Request 
Once you confirmed that your training 
meets the necessary requirements you 
can go ahead and submit your request! 
To open the form shown on the right please 
click here. From there, fill out each field as 
thoroughly as you can.
Please provide clear and detailed 
information as it helps us process your 
request more efficiently.

https://liberty.service-now.com/now/nav/ui/classic/params/target/com.glideapp.servicecatalog_cat_item_view.do%3Fv%3D1%26sysparm_id%3D266c5af91b00a61041848665624bcb41%26sysparm_link_parent%3D1effb2b4ecaea0007046dc673a1b39ee%26sysparm_catalog%3De0d08b13c3330100c8b837659bba8fb4%26sysparm_catalog_view%3Dcatalog_default%26sysparm_view%3Dtext_search


After Request Submission: What’s next?

Once you submit your training request in ServiceNow, an ADS team 
member will follow up to review your submission, discuss the 
timeline, and gather any additional details needed to begin your 
request.



Maintaining your course over time

Once your course is deployed, each department is responsible for 
maintaining it’s course over time. Which includes scheduling it 
annually and submitting a ticket in advance if there are any major 
content updates needed in Canvas. 

Ongoing Support 
If issues arise a ticket to clarify or resolve issues is always 
welcomed. Please submit a ticket here if needed. 

https://liberty.service-now.com/now/nav/ui/classic/params/target/com.glideapp.servicecatalog_cat_item_view.do%3Fv%3D1%26sysparm_id%3D3634a4e42b2731001235717bf8da15a7%26sysparm_link_parent%3De15706fc0a0a0aa7007fc21e1ab70c2f%26sysparm_catalog%3De0d08b13c3330100c8b837659bba8fb4%26sysparm_catalog_view%3Dcatalog_default%26sysparm_view%3Dtext_search
https://liberty.service-now.com/now/nav/ui/classic/params/target/com.glideapp.servicecatalog_cat_item_view.do%3Fv%3D1%26sysparm_id%3D6096a060b0fc1000364959ac397af0db%26sysparm_link_parent%3D87a15d80655d1100bdc575f955b98893%26sysparm_catalog%3De0d08b13c3330100c8b837659bba8fb4%26sysparm_catalog_view%3Dcatalog_default%26sysparm_view%3Dcatalog_default
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