DLA Learning Management System
Administrator Job Aids
Overview—v6.1

We are upgrading the DLA Learning Management System (LMS) to take advantage of improvements
in this “best in class” training software. These job aids will acquaint you with new features and
terminology as well as provide you step-by-step instructions for performing the most commonly
performed tasks in the LMS.

Click on the subject link below to go to the specific task.

Introduction to DLA LMS Learning Needs Management
e Define DLA LMS Terminology
e Identify and Use Glossary
e Overview of the DLA LMS Learning Model
e |dentify Areas of the DLA LMS Interface
e Identify Commonly Used Navigation Icons

Searching
e Search Basics

e Commonly Used Search Icons

e Create/Delete Search Filters
Add/Remove Criterion from Search Filter
Select from a List

Save Your Individual Search

Adjust the Display of Search Results
Sort Search Results

Run Reports: Basic Tasks
e Access and Search for Reports
Run a Report
Schedule a Report
Save a Report

Create a Scheduled Offering

Create Scheduled Offering

Add Additional Segments

Add Additional Resources

Copy Scheduled Offering

Edit Scheduled Offering Notifications

Create a Scheduled Offering Using Quick Link
e Add Additional Segments
e Add Additional Resources
e Copy Scheduled Offering
e Edit Scheduled Offering Notifications




Administrator Job Aids

Reqistration Management

Set Self Reqgistration Parameters

Set Reqistration Approval Process

Register Users in an Offering

Register Users in an Offering — from request list
Add Slots to an Offering

Reserve Slots in an Offering

Change Registration Status of User

Reqistration Assistant Tool
e Use Reqistration Assistant to Reqister Users in a Scheduled Offering
e Use Reqistration Assistant to Withdraw Users from a Scheduled Offering
e Use Reqistration Assistant to Add Slots in a Scheduled Offering

Record Learning
e Use Learning Event Recorder to Record Completion of Iltem
e Use Learning Event Recorder to Record Completion of Scheduled Offering
e View User Learning History tab

Record Learning Using Quick Link
e Use Record Learning Quick Link to Record Completion of Item
e Use Record Learning Quick Link to Record Completion of Scheduled Offering
e View User Learning History tab

Notifications
e Create and Send Ad-hoc Notifications from User Search Results
e Create and Send Notifications Using Send Notifications Tool

Use the Required Dates Editor Tool

Use the Required Dates Editor Tool to Adjust Due Dates

Identify Commonly Used Navigation lcons
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DLA Learning Management System

Introduction to Learning Needs Management

Description
The purpose of this job aid is to provide an overview of the core terms and concepts that make up the
DLA LMS Learning model.

Tasks

e Define DLA LMS Terminology
e Identify and Use System Glossary
e Overview of DLA LMS Learning Model
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Define DLA LMS Terminology

User: Any person for whom a record has been created in the users section of the user
management area for whom you wish to keep learning records and to register for courses.
A user is anyone, with administrative access to the application, whose information has
been recorded in the system. The system uses the user's information to restrict his/her access to
the application. A user's privilege is comprised of one or more roles.

Item: Referred to as learning item, this is an assignable unit for which completion
can be tracked and recorded. Items are usually learning-related such as a required
course or training activity. Items can be web-based, instructor-led, or identified as
required reading materials or videos.

— Curriculum: A grouping of items and/or sub-curricula that allows
-] you to more easily assign a given set of learning items to a user, and

to track the completion and maintenance of required learning.

Learning Plan: The Learning Plan is a list of items that a user must complete, with
respective target or deadline completion dates for each. To view the Learning Plan
for any user, bring the user's information into view in the user's section, and click
the To-Do List tab.

Learning Event: A user's completion or attempted completion of a Learning Item.
For example, when users' attendance or participation in a Learning Item is recorded,
a corresponding Learning Event is added to each user's learning history/Completed
Work. Although most Learning Events relate to a specific Item, Learning Events can
also be created for learning that does not relate to a Learning Item (External Events).

Learning History: A detailed list of all of the recorded Learning Events for auser.
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Identify and Use Glossary

€ The Glossary can be 8

accessed by clicking the
Help link on the top of
the menu bar.

@®| Once in the help files, S > )

click Glossary. A list of
terms displays.

Click a term.

The term definition
displays.

Return to Table of Contents
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Administrator Job Aids

Overview of the DLA LMS Learning Model

The Learning Needs
Management Model is the

foundation of the DLA ﬁ = = = o=—— = = |‘I
IJ —_— i = = J

Learning Plan
> — | Item A 5/1/07
Item B 8/1/07
Item C 12/1/07

Learning History
Record ltem B 8/1/07 PASS
Learning Event Item C 12/1/07 PASS

Return to Table of Contents
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Identify Areas of the DLA LMS Interface

Administration

ﬁ DLA Learning Management System 2 Quick Links: w || Preferences | Help | %8 Check System | Sign Out

m User Manage ment Performance Learning Commerce Content Reports System Admin I o
Welcome YourName Help °

Quick Links 9 ‘Welcome to DLA LMS Administration
The DLA Learning Management System (LMS) Administration is part of a robust LMS with poweerful
management tools that give you the ability to:

Record Learning

Store the completion of & course ar any ather
learning related kem, including scheduled
offerings that are now complete, or non-tracked
events that help define what a person in the
system knows based on their entire transcript.

& Faciltate learning and knowledge Activities throughout the organization, including aligning
learning objectives with busziness objectives.

& Manage classroom, Web-based, CD-ROM, on-the-job (2JT) and instructor-led learning, as
Record Learning well as the resources and processes associated with each.

Manage the tracking of resources and scheduled offerings associated with the many

S e e cheruled Ofering categories of learning, including traditional instructor-led training.

Build & learning calendar bazed on instructor-led

and blended tems. Use pre-defined templates ® Track the progress of every User's competency profile, skil gaps, and recertification
for items to build the schedule for learning, or deadlines.

build ad-hoc sessions as necessary.

Add Mew Scheduled Offering|  DLA LMS Help System

Plateau offers a comprehensive task-oriented help system that is rapidly retrievable and easily
translated into effective actions by users. The global online help iz accessible fram the help link in the
Manage User Heeds upper right corner; and the context-sensitive help is available by clicking the help link on the right hand

Assign or remove assignments to groups of corner of each page title.
Users. The assignments can be for curricula,
learning tems, competencies, or competency
profiles In addition, job-relsted assignments can
be performed easily.

Manage User Needs

0 The top menu frame (main menu) contains links to the main functional areas in the administrator
interface. When a top menu option is clicked, a left menu displays.

9 Quick Links provides quick access to commonly used functions in the DLA LMS. These same functions
can be found on the first page of the DLA LMS upon logging in.

9 Preferences allows the admin to change his/her locale (language, date/time format, etc.) and time
zone settings.

Help opens the Online Help System with access to contents, index, and search.
Note: Plateau is the vendor that provides the DLA LMS software.

Check System is a tool in the interface that checks users' browsers for compatibility with the DLA LMS.
It is called software check, and is available for both the individual DLA LMS user and administrator.

Sign Out ends the current session.

Q Click the Help link to display context-sensitive help for the specific section currently open. This link
differs from the Help link in the top menu frame, which launches the general help for the Online Help
System.

DLA Human Resources Services 7




Administrator Job Aids

Identify Areas of the DLA LMS Interface, Continued

o I

Based on the top menu option selected a related set of menu options displays in the left menu. If a
menu item has subsections within it a plus [+] is displayed next to the link. Clicking the [+] expands
that menu option. The [+] will change to a minus [-]. Only one menu item can be expanded at a time.

When a left menu option is selected, the corresponding screen displays in the content frame. This is
the working area where searches are conducted to retrieve, view, and edit records.

Breadcrumbs display at the top-left corner of the content frame and identify the area, section,
subsection (if applicable), tab, and mode currently open. Breadcrumbs may contain active links that

facilitate navigation to previous screens.

Return to Table of Contents
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Identify Commonly Used Navigation Icons

Icon

Description

tearch AddMNew  Help

The Add New link can always be found in the top right corner of the content frame.
This link allows the admin to create a new record.

~~

More Options

Catalops Subject Areas
Standard
Dptions
Subject Areas Evaluations

Tabs are used to access the labeled information. The More Options link displays
all available tabs. Once clicked, the link changes to Standard Options.

Apply Changes

Click Apply Changes to save new or edited information in an existing database
record.

Add Click Add to save a new record into the database once an admin has completed
all necessary fields.
Copy Once an admin has accessed a record in edit mode, click Copy to copy the
existing record to a new unique ID.
Delete Once an admin has accessed a record in edit mode, click Delete to delete the
record from the DLA LMS.

|add ene or more from list |

The add one or more from list link opens a search window; one or more search
criteria can be entered to locate and retrieve the desired information.

|Search Add Mew Help I

The Search link opens a search page (more on how to use the search pages
below).

‘Flemrds per Page|25 YIPavge:I 2 3 4 5 =Previous HMext=

User 1D 0 User Name
HAAROM piil Q& Aaron, Henry
LYEABEL 200 B [& | Abel, Lyndsey E

The Records per Page list allows admins to set the number of search result
records displayed on the screen at one time. This setting holds until the admin logs
out of the session. This setting reverts to the system default upon next login.

Pags |1 of 123.

An admin can navigate through search results using the Page feature. They can
scroll through the search results page-by-page or jump to a specific results page.

Select Al J Deselact Al I

On a search results page, an admin can use the Select All / Deselect All links to
select all, or deselect all, results.

The Show All link displays all result records for the current search on one page.

®

The View Record button accesses a record as read-only.

The Edit Record button accesses a record and allows an admin to make updates.

DLA Human Resources Services
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Administrator Job Aids

Description

The purpose of this job aid is to guide you, the administrators, through the step-by-step process of
performing simple and advanced searches for multiple record types within the DLA LMS.

Tasks

Search Basics

Create/Delete Search Filter
Add/Remove Criterion from Search Filter
Select from a List

Save Your Individual Search

Adjust Display of Search Results

Sort Search Results

Search Basics

On each search page, you will most likely see the Contains i
following terms in the drop-down menu Exact
associated with most entities. Any

Starts Wuith

Does Mot Contain

Exact: If you know the precise ID of the record, select Exact from the drop-down menu and click
Search.

Any: Using the precise ID or description of the record, enter one or more criterion separated by a
comma and click Search. For example, if searching for all user records containing the first name
John or Jane, enter the exact first names separated by a comma, select Any from the drop-down
menu and click Search.

First Hame: Ay % Jane, John

Starts With: If you know the first part of an ID or description, select Starts With from the drop-
down menu and type the first few letters or numbers of the record. The matching records display.

DLA Training 10
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Search Basics, Continued

Contains: If you know any part of the record, select Contains from the drop-down menu to
display the matching records.

Is Empty: Some entities will contain the term Is Empty in the drop-down menu. This selection
returns all records where the specified field is empty. For example, if searching for all users
without a job position, select Is Empty from the drop-down menu for the job positions criteria
and click Search.

Job Positions: Iz Empty w k4

You can also choose whether or not you want
your search to be case sensitive by using the
Case Sensitive Search option. The Yes button is
selected by default which means that the system
search is case sensitive. A non-case-sensitive
search may take a little longer.

Case sensitive search: O vas ® No

Commonly Used Search Icons

Icon Description

3 The Calendar picker is associated with the date field. Use it to select and populate the
corresponding date field.

v Click the Create Filter button to find and select a corresponding entity to include in
your search filter.

4 Click the Clear Filter button to clear the content of your corresponding search filter.

= Click the Select from List button to find and select a corresponding entity to include in
your search criteria.

| Click the Clear List button to clear the list of filters of selected entities in your search
filter.

Q Click the Search button to select from a list or find and select the corresponding entity
using a filter.

Return to Table of Contents
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Create/Delete Search Filters

The search filter determines the contents of your result by listing only entities that satisfy all
the criteria specified by your filter. For example, you may want to list only users that have a

particular job position assigned. You need to specify the job position in a filter and apply that
filter to search criteria to see only those users that relate to the selected job position.

Navigate to User
Management > Users.

To create the filter, click
the Create Filter icon F
for job positions.

If you don’t know the job
position ID exactly, search
for it by entering criteria.
In this example, let’s
search for job positions
that contain the word
Safety in the description.

Click Search.

Note: Breadcrumbs appear

Users Help

= Search - by Job Positions

Create Filter Wiew Filter

Create Job Positions Filter For Users

Add IDs manually or create the filter using the search below. The search is case sensitive by default. You
can choose case insensitive search which applies to criteria typed in. Be aware of case insensitive search
could take long time.

Add IDs {separate muttiple IDs using a commay

in the top left corner Job Positions: ad
indicating where you are in | |c...cn job positions
the search process.

Case sensitive search: O ves @ Mo

Job Position ID: Contsing A4

Leads From Job: Cortaing v

Leads To Job: Contsing A4

Description: Cortains v safety 9

Add/Remove Criteria G) Q Search Submit Criteria Reset

DLA Training 12
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Create/Delete Search Filters, Continued

G Select one or more job
position check boxes.

G Click Submit Selection.

Users

= %earch > by Job Pozitions

Create Fitter “Wiew Filter

Select Job Positions from list

<2 Search fzain

Help

G Submit Selection Reset

Select All £ Deselect Al

filter screen to view the
filter just created.

Confirm your selection(s)
are correct.

€@ Click Submit Filter.

= Search - by Job Positions

View Job Positions Results

lob Position 1D Description Selec
C50 Conzumer Safety Cfficer ]
EH5-HS5-AnGR HEALTH &hD SAFETY AnANAGER F
EHS-SAFETY-I SAFETY OFFICER LEVEL | 9
EHS-SAFETY-1I SAFETY OFFICER LEWVEL NI
Select All £ Deselect all
submit Selection Reset
You are returned to the Users Help

Thiz screan allows yau to view and adit the iterms you have selected. You can also Add additional IDs to
your list. The "Submit Filter" hutton will submit your selected iterns to the previous search. The filter IDs are

case sensitive.

Job Positions:

Job Position D
EH5-5AFET Y-
EHS-5AFETY-1I

Add

e submit Filter | Remove Checked IDs || Reset

Select All £ Deselact All

Description Eemave
SAFETY OFFICER LEVEL | il
SAFETY OFFICER LEVEL 1I |

Select Al Dezelect All

submit Filter Remove Checked IDs Reset

DLA Human Resources Services
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Create/Delete Search Filters, Continued

Once you have submitted
your filter, you are
returned to your original
search screen.

You now see that the job
position attribute has two
(2) criteria selected for this
filter.

You can modify this filter
by clicking the Filter by
Criteria icon¥, or you can
clear the filter by clicking
the Clear Filter icon 7.

Click Search to view
results.

Users Search | iddMew | Help

Search Sawed Searches 0

Enter a walue for each field that you want to use to filter your search. Some fields allow you to select from a
list ofvalues. You can also add or remowe search criteria to further refine your search.

Case sensitive search: O ves @ o

User ID: Containz ~

Last Hame: Containz v

First Hame: Containz v

Middle Initial: Containz v

Role ID: Contains v

User Status: @ actve © motactive O Both
Profile Status: O active O Expired ® Both
Job Positions: [2 Belected]) W SF

Add/Remove Criteria 'ﬁ) Sawe s | Reset

Return to Table of Contents

Add/Remove Criterion from Search Filter

Each entity in the DLA LMS has multiple attributes and you may find that some of the attributes
are more useful than others in conducting searches. The DLA LMS gives you the choice to
determine the attributes of the entity that you would like to use as criteria for your search.

Let’s now search for all users within a specific organization.

Navigate to User
Management > Users.

Click the Add/Remove
Criteria icon &,

DLA Training
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Add/Remove Criterion from Search Filter, Continued

@  sclect the criteria check Close
boxes to add to the search Search Criteria ~
screen.

[#] Last Mame [ state [“lJob Positions

Q Click Submit Query. First Mame L country [l atternate Job Positions
] middie Initial Drganizatinns DﬂsaignmentPrnﬂlea
I Role ID DDrganizatiun Group DCnmpetency Profiles
[“] User Status DCDmpetenw Ll curricula

[ related Admin [items Caompleted DSupewisnrs

[“] Profile Status [items Meeds DOriginatur
[ Hire Date After [items Feguests [JLine of Business

“
e Submit Query

The new criteria appear on | | users Search | ddMew  Help
the search screen.

Search Sawed Searches 0

Enter a walue for each field that you want to use to filter vour search. Some fields allowe wou to select from &
list of values. You can also add or rermove search criteria to further refine your search.

Case sensitive search: O ves & o

User ID: Containz v

Last Hame: Containz %

First Hame: Cortaing v

Middle Initial: Contains v

Role IDv: Contains A

User Status: @ active O Notactive O Both

Profile Status: O active O Expired @ Both
Organizations: Cortaing b T
Employee Statuses: Cortains - |
Add/Remove Criteria © Search | Sawe bz | Reset

Return to Table of Contents

DLA Human Resources Services 15




Administrator Job Aids

Select from a List

The DLA LMS has a number of reference lists that you can select from without creating and
submitting a filter. Review the list, and check the objects you want to use in your search filter.

Let’s continue to use our example of searching for users. We now want to search for users within
the H9 organization, or an organization you have access to, who have an employee status of
Exempt.

€ n the Organizations Users Search | Help
textbox, type H9 or an
organization you have Search Saved Searches (I
access tO . Enter a value for each field that you want to use to fiter your =earch. Some fields allow you to =elect from a list of
values. Y'ou can alzo add or remeove =earch criteria to further refine your ssarch.
9 Next to the Employee Case sensitive search: O ves ® No
Statuses field, click the User D: Starts Wit B
Select from List icon . S .
= = Starts With %
First Name: Starts With |v
Widdle Initial: Startz With
Role II: Starts With v
User Status: @ active O notactve O Both
Organizations: Starte With »|| [Hg

@

Employes Statuzes: Starts With |% j
Add/Remove Criteria iiﬁ"ii Iﬁ] = I " i

You see a list from which Users Help
you can select one or more
Obj eCtS tO populate the » Search = by Employee Statuses

related field. om Fitor

Select Employee Status from list
Q Select the check box(es)

for the record(s) to be << Search Again
selected. ° Submit Selection | Reset
@ Click Submit Selection. Records par Page 25 ¥ {3 total recorcs) S
Employee Status D Description Seledc
ACT ictive F1
FT Full Time O
LE&WE Tempaorary Leave ]
PT Part Time Q
TEMP Temparary "]

Records per Page 25 % (5 total recards) Select &ll £ Deselzct All

submit Selection Reset

DLA Training 16



DLA Learning Management System

Select from a List, Continued

The selection has been
added to the search filter.
Review the filter for
accuracy.

@ | Click Submit Filter to
continue.

Users Help

= Search - by Employee Statuzes

View Employee Status Results

This screen allows you to wiew and editthe iterms you have selected. ¥ou can also Add additional IDs to
your list. The "Suhmit Filter” button will submit your selected items to the previous search. The filter IDs are
cage sensitive.

Employee Status: Add

e submit Filter Remove Checked 1Ds Reset

Select ll £ Deselect Al
Employee Status 1D Description Remove

PT Part Time Fl

Select Al £ Dezelect All

Submit Filter Remove Checked IDs Reset

G Now that a criterion is
selected, click Search to
view results.

Note: To clear the list of
selected entities, click the
Clear List icon 1.

Users Search | 4ddMew | Help

Search Sawed Searches '&)

Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a
list ofvalues. You can also add or remove search criteria to further refine your search.

Case sensitive search: O ves @ No

User ID: Containz w

Last Mame: Cortains A

First Hame: Containz w

Middle Initial: Containz -

Role ID: Containz w

User Status: ® active O Notactive O Both

Profile Status: O active O Expired @ Bath
Organizations: Startz With ~  EHS h i
Employee Statuses: [1 Selected] = ]

Add/Remove Criteria © e search | Sawe bs | Reset

DLA Human Resources Services

Return to Table of Contents
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Save Your Individual Search

You can save a search filter and reuse the criteria specified in the search later. The search
filter is individual-based and available only to your login.

0 Click Save As once the Users Search | AddMew | Help
search criteria have been
deflned Search Saved Searches 'ﬁ)

Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a
list ofvalues. You can also add or remove search criteria to futher refine your search.

Case sensitive search: ) ves & o

User ID: Containz w

Last Mame: Cortains v

First Name: Contains A

Middle Initial: Containz 4

Role ID: Containz w

User Status: ® active O Notactive O Both

Profile Status: O active O Expired @ Both

Organizations: Startz With % EHS b

Employee Statuses: [ Selected] = ]

o

Add/Remove Criteria © search | Sawe s | Reset

The system prompts you for | | saved searches Search | Help

an ID for your saved search
and a brief description of

= Search = Save Search

the search. Save Search

@  Enter an ID in the Saved + -« Foquired Fiolds
Search ID textbox. = Saved Search ID: 4 EHS-PT e

9 Enter an intuitive Description: Al part-time EHS employees e
description in the @D o e

Description textbox.
@ Click Submit.
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Save Your Individual Search, Continued

e NeXt tlme yOU Want tO use Users Search | Addhlg Help
this exact search, click the [—B—
Saved Searches icon [ on | |- saved searches ©
the search page and select | [**¢ < EHEPT ] ek
the SearCh name yOU WISh Description: All parttime EHS emplovees Hame Remove

EH5-PT (&1l part-time ]
to conduct. Entar a value for each figld that vou want to use ta filter your search. S(EHS emplovees)

list ofwalues. ¥You can also add or remove search criteria ta further refi
Note: If you select a saved

search, the search ID and Case sensitive search: © ves © o

description appear at the User ID: Conteirs hs

top of the page. Last Name: Cortaing v
Fiurst Hame: Contain: o

Return to Table of Contents

Adjust the Display of Search Results

Your search result is the set of related entities that fit the search criteria you specified. You
may, however, choose to review the results by specific fields not based on all of the attributes
of the search result.

@ Click the Field Chooser [ Field Choosar © |o
icon El above the search Send Notification
results list to determine N
- - alect erelact
which attributes of the
listed entities that you o |
Want and in Wh|Ch COIumn. User ID _— User Name & Motify
ERBCHAMBERLIN |1 |< | Chamberlin, EHca B i
@ sclect the attribute(s) that Close
you want to display. In this Field Chopser
example, let’s show the
Supervisor in the third 1 Lsger D Active Terminated
column and the 7 UserMame Address Email Address
organization ID field in the _
fourth column Emp Status City Has Access
e Click Submit Emp Type State | Province Locked
Note: The column number Job Location FPostal Code Region ID
is sequential (i.e., 1, 2, 3). Job Position Country Rale ID
Carmain 1D 9 [ 3 Supewisnr] Profile Status
4 | Qrganization Itﬂ Hire Date
® it
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Adjust the Display of Search Results, Continued

View the new fields added | |fi.u chosser ©
to the search results.

send Motification

Select all S Deselect Al

Records per Page 25 % (6 total records)

User ID User Name & [ Supervisor Organization 1D || Motify
ERBCHAMBERLIN D. |:I Chamberlin, Erica B PADSHEPHERD EHS [
LABHOLLAAN D. EI Hollman, Laura B IATSLMERS EH% O
CLEPITHER Q & Pitner, Claire B KAEBROCEMAN | EHS O
DABRILEY Q = Rilewy, David B CHihBURKERT EH% O
K ABVAN 20 [ | van, Katrina B PADSHEPHERD | EHS id
aMpwaMBERSE (D [ [ wambersie, Ann B LALTHOMPSON | EHS O

Records per Page 25 % (6 total records)

Select all S Deselect Al

Return to Table of Contents

Sort Search Results

Once you have the results you are looking for, you can sort it based on key columns on your list
(except the Description column/field).

Q To sort the list by an Field Chooser &

entlty’ Slmply flnd the Send Motification

column and click the

header: an up arrow head S ——

indicates ascending order, Records per Page 10 % Page: 1 2 3 4 B Previous Mexts (231 total records) Page |1 of 24. el

A > Z, and a dOWn arrow User ID c Superviser Organization ID | MNotify

head indicates descending MOJAFTAL 21 (& | Afzal, Mohammad J IATSLIMERS EHS O

order, Z > A. JBDALEERTI 21 [ | alberti, Jamie D K14 SMART EHs O
E R AMRHEIN (20 [ | amrhein, Eric W CHMBURKERT | EHS ]
MELANDERSON (20 [ | Andersan, Megan L DAPWEINBALN, | EHS O
S ARCE (20 [ | trce, Sandy RYCDAVIS EHs O
JEABACO 2 i | Baco, Jesse & PARBUSCH EHS O
KALEAIRD (20 [ | Baird, Katherne L ERJSLAFF EHS O
SCABAKER 21 [5 | Baker, Scott & LABHOLLMAN | EHS O
JELBE&VERS 20 5 | Beavers, Jessica L MELANDERSCM | EHS i
TOLEENNETT 21 [ | Bennett, Todd L PADSHEPHERD | EHS O
Recards per Page 10 % Fage: 1 2 3 4 B sPrevious Mext (231 total records) Page |1 of 2d. E

Return to Table of Contents
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Run Reports: Basic Tasks

Description

The purpose of this job aid is to guide administrators through the step-by-step process of using
the basic tasks to work with reports in the DLA LMS.

Tasks

e Access and Search for Reports
e Run a Report

e Schedule a Report

e Save a Report

Access and Search for Reports

0 Navigate to Reports. o
@ | Use the Search and o

filter the reports Hst.
©)| Click submit.
o

Click Sort By to sort the
reports list by Title or by
Category.

DLA Human Resources Services 21
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Access and Search for Reports, Continued

Click:

« ' : Editicon to edit
the report details, i.e.,

description, comments,

domain.

« =: Exporticon to
export the report as a
zip file.

. E3: Expand icon to
expand the list of
available reports in the
report group.

Click more to see
additional report
description.

Category (Admin only)
User Management
[ performance
O Learning
[T content
[ system admin

[ wiscelianeous

Publication Status
@ puplished
O Unpublished

Application
@ acmin
O user

Saved Reports Reports Report Jobs

119 Reparts

sort 8y: iR

Class Data

The Class Data report describes a class; including the
learning items; curricula; and offerings associated

wit...more
@rning
Class Progress

The Class Progress repart returns the progress of users in a
class toward completion of the class's learning.

Performance
Competencies with Related Competency Profiles Legacy

Class Location

Export Library | Import

Learning
The Class Location report returns the locations associated

with a class; such as the location of scheduled off...more

Performance
Competencies with Related Competency Profiles

The Competencies with Related Competency Profiles report;
given competencies; returns the competency profiles

..more 3

Performance
Competencies with Related Items

The Competencies with Related Competency Profiles report;

given competencies; returns the competency profies
..more

User Management
ompetency Assessment
The user Competency Assessment repart returns; for each
user and competency; the user's required mastery
lewel...mare

Performance
Competency Assessment Data

The Competencies with Related Items repart; given
competencies; returns the learning items they are
associated...more

User Management

Competency A Comparison

The Competency Assessment Comparison Repart to
compares the competency ratings for a user with the
organizatio...more

User Management
Competency Assessment Lepacy v

4

— N cmpetency Assessment

Competency Assessment By Competency

Competency Assessment By User

The user Competency assessment report returns; for each

User Management

[

[

uzer and competency; the uzer's required mastery

lewvel...more @

Return to Table of Contents

Run a Report

Navigate to Reports.

Use the Search and
Browse By features to
filter the reports list.

Locate the report you
want to run. In this case,
let’s run the Scheduled
Offering Roster report.

Click the report title
link.

DLA Training
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DLA Learning Management System

Run a Report, Continued

@  Vodify the report title if
necessary.

Q Enter a report header
and footer to add to the
report.

©®  select a report
destination from the
drop-down menu.

ﬂ Select a report format
from the drop-down
menu.

@ Click the filter icon to
search for and select the
scheduled offering to run
this report.

@ Click to mask or unmask
user IDs on the report.

€| Click:

« Run Report to run the
report immediately.

« Schedule Job to
schedule the report to
run as a background
job, once at a future
date, or on a recurring
basis.

Scheduled Offering Roster Browse | Help
= Fun Report

Run Scheduled Offering Roster

Report Title: Scheduled Offering F Q

Report Header:

Report Footer:

Report Destination: Browveser W e

Report Format: HTML e

Scheduled Offering: @
w i

(1000] Exact

Mask UserIDse @

[Run Report Schedule Job Save Report Reset

cet Adobe
Reader"7

Note: Only published reports display the Schedule Job button.

Return to Table of Contents
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Administrator Job Aids

Schedule a Report

0 Navigate to Reports. 0

@ Use the Search and
Browse By features to 9
filter the reports list.

Locate the report you
want to schedule. In this
case, let’s schedule the
Scheduled Offering

Roster report. 9
@ | Click the report title
link.
e M0d|fy the report title if Scheduled Offering Roster Browse | Help
necessary.
= Run Report
9 Enter a report header Run Scheduled Offering Roster
and footer to add to the
report.
p Report Title: Scheduled Offering F Q
@ sclect a report Report Header: e -
destination from the Report Footer:
drop-down menu. Report Destination: Broweser % G
Report Format: HTML e
@ Select a report format
from the drop'down Scheduled Offering: — v @
menu. {1000} -
Mask UserDs Q
@ | Click the filter icon to (10
SeaI’Ch for and Se|eCt the Run Report | Schedule Job | Sawve Report | Reset
scheduled offering to run
this report.

Click to mask or unmask
user IDs on the report.

@ Click Schedule Job.
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Schedule a Report, Continued

Click the Schedule this
job to be executed on
radio button to schedule
the report to run on a
specific date and time.

Note: Click View
Available Time Slots to
see a list of times you
are allowed to run the
report.

Click the Schedule this
job to recur as follows
radio button to schedule
the report to run at the
specified recurring basis.

Click Finish.

Browse Help

Scheduled Offering Roster

= Fun Report

Schedule Background Job

You have opted to schedule this reportto run in the background. Please complete the following information
ifyou want this action to run at a specific date and time. Ifyou choose to he naotified by email upan
campletion, please select"Motify via ermail upon completion” checkhox and specify an email address. If
wou wish, the repor file can he emailed to you wwhen it has been generated, or you can download the repart
file ance the report is complete fram the Background Report Jobs module or, ifthe repart has been
scheduled as a recurring job, you can download the report from the Recurring Repart Jobs module.

(® Run this job immediately, if allowable.
() Schedule this job to be executed on: Yiew Availahle Time Slots m

Date: ﬂ
Time:
Time Zone: AmericaMew York (Eastern Standard Time) ~
() Schedule this job to recur as follnws:@
@ Daily
Crvraskly Day:
O manthly Date:
Ti f Day:
1me of flay 12:00 &M
Time Zone: AmericaMewy York (Eaztern Standard Time) A

Job Description:

Notify via email upon completion

Email:

Email the Report F

Reset Finizh

DLA Human Resources Services
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Administrator Job Aids

Save a Report

0 Navigate to Reports. o

@ | Use the Search and
Browse By features to 9
filter the reports list.

Locate the report you
want to save. In this
case, let’s save
Scheduled Offering

Roster report. 9
@ | Click the report title
link.
e M0d|fy the report title if Scheduled Offering Roster Browse | Help
necessary.
= Run Report
e Enter a report header Run Scheduled Offering Roster
and footer to add to the
report.
p Report Title: Scheduled Offering F Q
@ | select a report Report Header: S
destination from the Report Footer:
drop-down menu. Report Destination: Broweser % G
Report Format: HTML e
@ Select a report format
from the drop'down Scheduled Offering: — v @
menu. {1000} -
Mask UserIDse
@ | Click the filter icon to @
SeaI’Ch for and Se|eCt the Run Report | Schedule Job | Sawve Report | Reset
scheduled offering to run
this report.

Click to mask or unmask
user IDs on the report.

9

Click Save Report.
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Save a Report, Continued

€ Enter an ID for the saved
report.

@ Enter a description of the
saved report.

® Click Submit.

Save Report Browse | Help

= Run Report = Save Report

Save Report

* = Required Fields

* Saved Report ID: Q @
Description: @

@ Submit Reset

The saved report displays
on the Saved Reports
tab.

@ To run a saved report,
click the Run icon & in
the Actions column.

| Help |

Saved Reports Reports

[rone) none) none)

Learning SchedOff1 Scheduled Offering Roster Scheduled Offering Roster

Report Jobs

Search irts

Browse By

Category
[ user Management
[ performance
[ Learring
O content
[ system admin

O wiscellaneous

Submit

DLA Human Resources Services
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Administrator Job Aids

Create Scheduled Offering

Description

The purpose of this job aid is to guide DLA LMS administrators through the step-by-step process
of creating and editing a scheduled offering. Related terminology is provided.

Tasks

Create Scheduled Offering

Add Additional Segments

Add Additional Resources

Copy Scheduled Offering

Edit Scheduled Offering Notifications

Terminology:

Scheduled Offering: A scheduled offering is an item or activity scheduled for delivery on a
specific date and time.

Segment: Unit of division of an item offering based on duration that facilitates variable
resource scheduling.
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Create Scheduled Offering

€@ Navigate to Learning >
Scheduled Offerings. e

@ | Click the Add New link.
The Scheduled Offering
wizard displays.

®  select the Item type 1. Selagt a Type
Optlon' @ tem O Schedule Block
e Use the search icon O-a — 2. ldentify the Scheduled Offering
to search for and select * ttem Type:  course v @)
an item (by default the *ltem ID:  ©, ADMD10D
Item Type and Item Title | || Titte:
fields will be populated Description: (5 )
once an item is *Domain:  C, PUBLIC 6
Se|ected) . Facility: MY (Mewe York Office) v

Enter a description of the
scheduled offering.

G Specify the appropriate
Domain and Facility.
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Administrator Job Aids

Create Scheduled Offering, Continued

View the calendar. The — Calendar Preview
facility’s holidays and
non-working days are

=z = September 2009 = =:

blocked out. Sunday Monday | Tuesday |Wednesday| Thursday Friday Saturday
an i 1 2 3 4 ]
] 7 ] El 10 1 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 an 1 2 3

Legend : D - Schedule Dates ﬂ? - Conflict

@ | Click the calendar icon —3. Set Up the Segment ©
:":“’l to select a start date. = Start Date: (bbb dlwwy ) m SEPM 452009
* Start Time: (Chemm A4 P 03:30 am @

* Time fone: AmericaMlesw York (Eastern Standard Time) m

Enter a start time.

Note: Enter the start time in the format displayed (i.e., hh:mm
AM/PM) on your specific system.

Change the time zone of
delivery, if necessary.

Select Resources, 4. Select Resources

including instructor, Primary Instructor: Q, JEpapams & O not-authorized

location, and eqUipment' Primary Location: CLASS-MY-01 (Mew York Clazsroom 01) v 2
Equipment: LCDM [LCD Prajector) v %

Note: If the scheduled

offering is delivered via
VLS, select the VLS
server and enter the
password.
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Create Scheduled Offering, Continued

View the calendar again.
The facility’s holidays
and non-working days are
blocked out.

Note: Resource icons

& ijllustrate other dates
when resources are
already allocated.
Conflicts are denoted

with a conflict icon *3.

Click Next.

—Calendar Preview

Resource Usage View: Eoquipment

=z« = September 2009 = ==

| Sunday Monday Tuesday |(Wednesday| Thursday Friday Saturday
a0 1 1 2 3 4 h

& ¥ B q 10 1" 12

13 14 15 16 17 18 19

X1

20 21 22 23 24 2h 26

27 28 29 a0 1 2 3
Legend : D - Schedule Dates ﬂ? - Conflict
Schedule DatefTime

StartTime End Time

SepS1452009 08:30 At SepS1452009 04:30 P m

@ Mext

If there are conflicts, a
warning message
displays. Click No to go
back to resolve the issue,
or click Yes to continue.

Warning

Warning Details:

e Aconflictwas detected for this scheduled offering.
® The instructor(s) are not autharized ta teach this item.

Do you wish to proceed?

Mo es

DLA Human Resources Services
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Create Scheduled Offering, Continued

@ Add the SCheduIed Add New Scheduled Offering o
Offering to a related Initial Detais » Publish  Confirm . @
catalog by clicking the

Select the Catalogs that should display the Scheduled Offering to users. Catalogs are used fo determine which users see what scheduled offering. You will elect only from the list of
catalogs that contain the ltem that you are scheduling.

search icon “ to search | |m
and select a catalog. Dty e

Related Catalog

If the item resides in a a @
catalog, it will already

Effective Administrative Support Professional Simulation

SepH 472009 08:30 AM - Sep/1 42003 04:30 PM

List of Selected Catalogs

[Remave All]
be |iSted Catalog 1D Catalog Description
- K50-GEM K50 General Remove
55 Skillsoft Course Catalog Remove

. PUBLIC Remove
@ Click Next.

Previous | Mext

Note: If enabling self registration, the scheduled offering must
reside in a catalog the intended users can view.

@ Confirm results_ Add New Scheduled Offering Help
Click Submit. ®

Previous | Submit

Review the Summary of the scheduled offering you are adding to the system. Ifyou are satisfied with data that you have entered, click Submit to add the Scheduled Offering to the system.

Title: Effective Administrative Suppornt Professional Simulation
Description:

Identifier: COURSE ADMO100 1103830730000

Schedule Segments Information:

Sep/ 1472005 03:30 A Sep/14/200% 04:30 PA,

Resources Used:

Instructor: JEDADAMS
Location: CLASS-NY-D1
Equipment: LDt

Publishing Information

Publish to 3 Catalog(s)

Catalog ID Catalog Description
KS0-GEM K50 General

55 SkillSoft Course Catalog
PUBLIC

@ View the scheduled Scheduled Offerings Search | Add Hew | Help
Offerlng record' = Search = Search Results = Edit Summary @

Scheduled Offering ID: 3765

Item: COURSE ADMO100 (Rev 1.5 - Dec /2372004 02:38 PM America fMew ork)
Title: Effective Administrative Suppor Professional Simulation
Standard
Options
Motifications Cost Calculation Cost Summary Pricing Catalog Chargeback

Segments Regiztration Contacts Materialz Cuztom Fieglds

Edit the Scheduled Offering

* = Required Fields

Apply Changes Rezet Copy Scheduled Offering,.. Delete

Return to Table of Contents
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Add Additional Segments

c CIICk_the SChedUIed Matificationg 1 ost Calculation Cost Summary Pricing Catalog Chargeback
Offerlng Segments tab' Summary Segments Registration Contacts Materials Custom Fields

SCI’O” dOWﬂ to VieW the Update the Segments for the Scheduled Offering
existing segment(s).

Apply Changes Rezet
Total Hours: 8.00

Segments
Choose a segment to
- Segment 1
copy and click Copy
Dai |y S egmen ts. * Start Date [ sepi 42009 * End Date [ sepn /2009
Start Time 0530 AM End Time 30 PV
* Time Zone Americaew York (Eastern Standard Time) i
Primary Instructor: 0O, JEDADAMS Primary Location: CLASS-NY-01 (Mew “ork Classroom 01) v
Segment Description: Effective Administrative Support Pro e

Edit Resources Copy Resources to Al Copy Daily Segments

Send Notification [“]Check Conflicts

Apply Changes Rezet

@® | Enter a number of times Scheduled Offerings Search | idd New | Help
to copy.
= 5earch » Search Results - Edit Segments = Copy Daily Segments
@  sclect the Check
Conflicts and/or Send Scheduled Offering ID: 3765
Notiﬁcation CheCkboxeS. Item: COURSE ADMO100 iRew 1.5 - Dec /232004 02:38 PM America fMew vark)
Title: Effective Administrative Support Professional Sirulation
Selected Date to Copy: SepM 4/2009
©® | click copy.

Return to Scheduled Offering

Segments for the Selected Date

Segl  Segment Start Date/Time End Date/Timea Location Instructar
1 Effective Sep/ 1472009 08:30 Sepf 1472009 0430 Mewr York Adams,
Administrative Suppart A AmericalMew P AmercalMew Classroom Jeffrey D
Professional ark Yark o
Simulation
* Mumber of Times to Copy: |2 e

Check Conflicts: Send Notification Copy | Reset

Return to Table of Contents
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Administrator Job Aids

Add Additional Resources

For the segment you wish
to add resources, click
Edit Resources.

Segments
Segment 1 Remove [
* Start Date [ zepn 4r2009 * End Date [ sepi 412009
* Start Time 0830 AM * End Time 04-30 M
* Time Zone AmericaMew York (Eastern Standard Time) v
Primary Instructor: Q, JEDADAMS Primary Location: CLASE-NY-01 (Mews York Classroom 01) w

Segment Description: Effective Administrative Support Pro

Edit Resources Copy Resources to All Copy Daily Segments

Select the tab
corresponding to the
type of resource you wish
to add.

Click the add one or
more from list link to
search for and add
additional resources.

Scheduled Offerings Search | Add Mew | Help

= 5earch = $earch Results - Edit Segment » Edit Equipment

Scheduled Offering ID: 3765

Item: COURSE ADMOT00 (Rev 1.5 - Dec £23 52004 0258 P America/Mew York)
Title: Effective Administrative Support Professional Simulation
Segment: 1 (Effective Administrative Support Professional Simulation)

Start Date/Time:
End Date/Time:

Sepi14r2009 08:30 AM Americaiblew York
Sepi14r2009 04:30 PM Americaibew York

Locations Equipment

Add Equipment to the Scheduled Offering Segment

Return to Scheduled Offering

Instructars Materials Cust, Resources

* = Required Fields
Enter Equiprment ID or add one or maore from list e
Equipment ID:

[“lcheck Conflicts | add | Reset

DLA Training
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Add Additional Resources, Continued

@  When finished adding
resources, click Return
to Scheduled Offering.

Note: Click Copy
Resources to All at the
segment level to copy
the new resources to all
segments of the
scheduled offering.

e Return to Scheduled Cffering
Instructors Locations m Materialz Cust. Resources
Add Equipment to the Scheduled Offering Segment
* = Required Fields
Enter Equipment ID or add ane or more from list
Equipment ID:
Check Conflicts  4dd | Reset
Edit the Equipment for the Scheduled Offering §
Check Conflicts: Apply Changes | FReset
Select il £ Deselect All
Equipment Start
1x) Time
Mame Start Date End Date End Time
(Type) Crur. Femaove
PO [ sepriamoos | 0830aM | [ seprapopg 0430 PM 8.00 O
Fodium (POD) * Time Zone:
AmericaMew Y ork (Eastern Standard Time) w
LCD1 ™ sepmanons| DE30aM M gomapaog| D430PM &.00 Fl
LCD Projectar (LCDY) * Time Zone:
Americamew York (Eastern Standard Time) w
Select All £ Deselect Al
Check Conflicts: Apply Changes | Reset

Return to Table of Contents

Copy Scheduled Offering

€ | Sclect the Summary tab
of the scheduled
offering.

@ Click Copy Scheduled
Offering...

Cost Summary Pricing Catalog Chargeback

Motificatiol ozt Calculation
Segments

Edit the Scheduled Offering

* = Required Fields 9

Apply Changes Reset Copy Scheduled Offering... Delete

Registration Contacts Materials Custom Fields

@ | Set copy preferences by
checking associated
boxes.

Note: Click Help for
additional information
on each option.

O

] Copy Group Instance
] Copy Mew Scheduled Offering to the catalog
[] Use itemn default seqgment day numbers

] Copy to consecutive Days

DLA Human Resources Services
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Administrator Job Aids

Copy Scheduled Offering, Continued

Select a copy frequency.

Select the first scheduled
offering copy start date.

Click Next.

Note: If you choose an
option other than Copy
Single, enter a
scheduling frequency as
seen below. This
determines how many
new offerings are
created and how
frequently they are
scheduled.

® Copy Singleeo Capy fhultiple-Daily Based

08:30 Adh America/Mew York 9

O Copy fultiple-Weekly Based O Copy Multiple-Monthly Based

* Hew Start Date: .TI

o Copy Single ® Copy fultiple-Daily Bazed O Copy ftultiple-Weekly Bazed o Copy fultiple-Monthly Based

* Mew Start Date:
™ ocrinsnone | 02:30 A AmericafNew Yark

Schedule every 1
® End sfter: 5
O End after: .”_wl
Include Registration Cut-off Date

warking dav(s)

schedules

Mext

Confirm copy results.
Click Copy.

search | Help

Scheduled Offerings

= Copy Scheduled Offering

Copy the Scheduled Offering

Scheduled Offering ID: 3765

Title: Effective Administrative Suppont Professional Simulation

Copy Group Instance: Mo
Copy Hew Scheduled Offering to the catalog: Mo
Use item default segment day numbers: Mo

Copy to consecutive Days: Mo

Hew Start Dates: Ccti5/2008 08:30 AM Americalbew York
OctiBr2009 08:30 AWM Americaifew York
Qcti7r2009 08:30 AWM Americaifew York
Qctidr2009 09:30 AWM Americailew York
Qctiarz009 08:30 AWM Americailew York

Copy

Include Registration Cut-off Date: Yes

Send Hotification:

Once the copies are
created, you can access
them with the links on
the final screen.

Mew Offering IDs and Start Dates: 3725-0cta/2009 0830 A Americalt ew ok
ATEE-OCUE2009 0330 A AmericalMew York

e AT8T-0ctiTr2009 0830 AW AmericaMew York

ATE-0ctra/2009 09320 A AmericalMew York
ATEQ-0cy/2009 0330 A AmericalMew York
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Return to Table of Contents

Edit Scheduled Offering Notifications

0 SeIeCt the NOtiﬁcat_ionS tab Of st Calculation Cost Summary Pricing Catalog Chargeback
the SChedUIed Offenng' SUMMmary Segments Regiztration Contacts Materials Custom Fields
9 Scroll down to view the Edit the Registration Motification for the Scheduled Offering
notification you wish to edit. e
Prewiew | Apply Changes | Reset
Note: You may edit the User: <label key="notification. Enrollment StudentSubject"=
nOtificationS sent by the Supervisor: =label key="notification Enroliment SupervisorSubject"/s
fo”owing triggers: Instructor: <label key="rctification Enrolimert InstructorSubject"/=
Other: =label key="nctification Enroliment CthersSubject"f=
_ H H Body: <LOCP= A
Offerl ng Cancel Iatl on =label key="nctification Enrollment Message Text1"f-
- User Registration SSROLLLE WSO
- User Withdraw LOOP=
+1; <label key="nctification Enrollment Mes sage Text 2"
- User Wa!ﬂ!St arg0="=3RCLLUP_STLUD_ID=" argl=" v,
- User Waitlist Removal ®
- User Pending Status Prewiew | apply Changes | Reset
Click Preview to view the
notification.
9 In the notification body, you Thiz note confirms wour registration in the following learning activity
will see syntax tags. <BSCHD-CPNT:
«BSCHO-CESC=
@ These indicate a database value
that is included in the emails.
e TO mOdlfy the bOdy Of the Body: e it contains s
notification, locate the body O .
1 <=label key="notification Enrollmen i Text1"=
section and add text. o o et Enveliment MessageTe
- - =LO0P=
You may remove existing labels LOOF= v e
and tags, or add text around
Preview Apply Changes Reset

them.

Click Apply Changes.

Note: Click Help for more information on syntax tags and how
to use them in notifications.

To attach a document to the
notification, click Browse to
search for and select the
document.

Click Apply Changes.

Attachment for Registration Hotification

Current Attachment:

Brovze.. ﬂ

@ Apply Changes Reset Clear the Attachment

Hew Attachment: I

Return to Table of Contents
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Create Scheduled Offering Using the Quick Link

Description

The purpose of this job aid is to guide you through the step-by-step process of scheduling an
item using the Add New Scheduled Offering Quick Link.

Tasks

Create Scheduled Offering

Add Additional Segments

Add Additional Resources

Copy Scheduled Offering

Edit Scheduled Offering Notifications

Terminology:

Scheduled Offering: A scheduled offering is an item or activity scheduled for delivery on a specific
date and time.

Segment: Unit of division of an item offering based on duration that facilitates variable resource
scheduling.
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Create Scheduled Offering Using Quick Link

i DLA Learning Management System Quick tinks:

m User Management  Performance  Learning ~ Commerce  Content  Repg

Welcome your Name

€ | Select Add New
Scheduled Offering from
the Quick Links
drop-down menu or from

i) | Preferences | Help | 48 Check System | Sign Out

Quick Links
Record Learning

Welcome to DLA LMS Administration
The DLA Learning Management System (LMS) Administration is part of a robust LMS with powerful

the Home Page Quick
Links.

tools thet give youthe ailty to

Store the completion of & course or any other
learning refated tem, including scheduled
offerings that are now compiste, of non-dracked
events that help define what & person inthe
system knowvs hased on their entire transcript

» Faiitate learning and knowvlecge Activities throughout the organization, including aligning
learning ohjectives with business chiectives.

» Manage classroom, Yelb-based, CD-ROM, on-the-job (9JT) and instructor-Jed learring, &s

Record Learning wrell as the resources and processes assaciated with each

z Manage the tracking of resources and schesuled offerings associated with the many
Add Hew Scheduled Offering

ceteguries of learring, ncluding tradtional instructar-les training.
Build & lzarning calendar based on instructar-lec

and blended items:. Use pre-defined templates # Track the progress of every User's competency profile, skil gaps, and recertification
for tems to build the schedule for learning, or deadines

bl ad-hoc sessions as necessary
&dd Mew Scheduled Offering| PLA LMS Help System

NS lteau offers a comprehensive task-oriented help system that is rapidly retrievable and easily

translated into effective actions by users. The global online help i3 accessible from the help link in the.

upper right cormer, and the contexd-sensitive help is available by cicking the help link on the right hand

carmer of each page fitle.

Manage User lleeds

Assign or remove assignments to groups of
Users. The assignments can be for curricula,
leaming items, competencies, o competency
profiles In adtion, joh-relsted assignments can
be performed easily

Manage User Needs

—1. %elect a Type

Step 1: Initial Details
& Item O Schedule Block

@ | select the Item radio
button.

@® | Use the search icon &
to search for and select
an item (by default the
Item Type and Item Title
fields will be populated
once an item is
selected).

— 2. Identify the $cheduled Offering

* Item Type: COURSE +
*Hem ID:

O, ADMI100 9
Title:

Description: Q

*Domain:  ©, PUBLIC
MY (Mewy York Office) hd

Facility:

Q Enter a description of the
scheduled offering.

© | sSpecify the appropriate
Domain and Facility.
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Create Scheduled Offering Using Quick Link, Continued

View the calendar. The
facility’s holidays and
non-working days are
blocked out.

—Calendar Preview

o -

September 2009 = =

Sunday | Monday | Tuesday |Wednesday| Thursday

VLS, select the VLS server
and enter the password.

Friday Saturday
an ) 1 2 3 4 h
f 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 2h 26
27 28 29 an 1 2 3
Legend : D - Schedule Dates ﬂ? - Conflict
@ | Click the calendar icon —3.set Up the segment ()
I""i“l to select a start date. = Start Date: (Miahid v ) IESEPI‘I 42009
Enter a start time and = Start Time: (Dhcmm abh P 08:30 am
Change the time zone of * Time Zone: AmericaMew ¥ork (Eastern Standard Time) w
delivery, if necessary.
@ Select Resources. 4, Select Resuurces@
Primary Instructor: CL JEDADAMS -3 O not-authorized
Note: If the scheduled Primary Location:  CLASS [v-0 (Mew York Classroom 01 v &
offering is delivered via Equipment: LCOA (LD Projectar) v

DLA Training
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Create Scheduled Offering Using Quick Link, Continued

View the calendar again.
The facility’s holidays and
non-working days are
blocked out.

Note: Resource icons &
illustrate other dates
when resources are
already allocated.
Conflicts are denoted

with &3 |

Click Next.

—Calendar Preview

22 = September 2000 = ==

Resource Usage View: Equipment

| Sunday | Monday | Tuesday |(Wednesday| Thursday Friday Saturday
a0 31@ 1 2 3 4 5

& K B q 10 11 12

13 14 15 16 17 18 19

(X] .

20 21 22 23 24 2h 26

27 28 29 a0 1 2 3
Legend : D - Schedule Dates g - Conflict
Schedule DatefTime

Start Time End Time

Sepf1452009 08:30 Ahh Sepf1452009 04:30 P ﬂi

If there are conflicts, a
warning message displays.
Click No to go back to
resolve the issue, or click
Yes to continue.

Warning

Warning Details:

e A conflictwas detected for this scheduled offering.
# The instructor{s) are not autharized to teach this item.

Do you wish to proceed?

Mo “fes
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Create Scheduled Offering Using Quick Link, Continued

If the item resides in a
catalog, it will be listed.

Note: If enabling self
registration, the
scheduled offering must
reside in a catalog the

Add New Scheduled Offering Help
Initisl Details > Publish > Confirm

Previous | Next

Selectthe Catalogs that should dizplay the Scheduled Offering to users. Catalogs are uged fo determine which users see what scheduled offering. You will select only from the list of
catalogs that contain the tern that you are scheduling.

Title: Effective Administrative Support Professional Simulation
Description:
Delivery Dates:  Sepi14/2009 0:30 A - Sep/14/2009 04:30 PM

Related Catalog

Q idd

) ) List of Selected Catalogs @ [Remove Al
i ntended users can view. Catalog 1D Catal og Desaription

K50-GEN K50 General Remowe

55 Skillsoft Course Catalog Remowe

- PUBLIC Remawe

€®| Click Next.

Previous Next
Confirm resu|ts Add New Scheduled Offering Help

Click Submit.

Initial Details = Publish = Confirm

Previous | Submit

Review the Summary of the scheduled offering you are adding to the system. Ifyou are salisfied with data that you have entered, click Submit 1o add the Scheduled Offering to the systern.

Title: Effective Administrative Support Professional Simulation
Description:
Identifier: COURSE ADMO 100 1103530730000
Schedule Segments Information:

Sep/14/2009 03:30 A Sepd 1442009 04:30 Py

Resources Used:

Instrustor: JEDADAMS
Lacation: CLASS-NY-01
Equipment: LeD1

Publishing Information

Publish t 3 Catalogls)

Catalog ID Catalog Description
K50-GEN K50 General
55 Skillsoft Course Catalog
PUBLIC
View the scheduled Scheduled Offerings Search | Add MNew | Help
Offe rl ng reCO rd - = Search = Search Results = Edit Summary
Scheduled Offering ID: 3765
Item: COURSE ADMO 100 {Rev 1.5 - Dec /2372004 02:38 PM America Mew vork)
Title: Effective Administrative Support Professional Simulation
Standard
Options
Motifications Cost Calculation Cost Summary Pricing Catalog Chargeback
Segments Registration Contacts Materials Custom Fields

Edit the Scheduled Offering
* = Required Fields
Apply Changes Reset

Copy Scheduled Offering, .. Delete

DLA Training
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Add Additional Segments

€ sclect the Scheduled
Offering Segments tab.

Motifications Cost Calculation Cost Summary Pricing Catalog Chargeback.

summary (el Segments Registration Contacts Materials Custom Fields

Scroll down to view the
existing segment(s).

Choose a segment to
copy.

@ Click Copy Daily
Segments.

Update the Segments for the Scheduled Offering

Apply Changes Reset
Total Hours: 8.00

Segments

Segment 1
* Start Date [ Sep 4i2009 * End Date [ Sepi 4i2009
* Start Ti * End Ti

art Time 08:30 &M nd Time 04:30 PM

*Time Zone AmericaMew York (Eastern Standard Time) v
Primary Instructor: 0O, JEDADAMS Primary Location: CLASS-NY-01 (Mew York Classroom 01) L
Segment Description: Effective Administrative Support Pro e

Edit Resources Copy Resources to All Copy Daily Seaments

Send Notification [“]Check Conflicts
Apply Changes Rezet

@ | Enter a number of times
to copy.

@ | Select to Check Conflicts
and/or Send
Notification.

® | click Copy.

Scheduled Offerings search | Add Mew | Help

= search = Search Results = Edit Segments = Copy Daily Segments

Scheduled Offering ID: 3765
Item: COURSE ADMO100 iRev 1.5 - Dec /2352004 02:38 PM America fMew York)

Title: Effective Administrative Support Professional Simulation
Selected Date to Copy: SepM 4/2009

Return to Scheduled Offering

segments for the Selected Date

Segd  Segment Start Date/Time End Date/Time Location Instructar
1 Effective Sep/ 1472009 08:30 Sepf 1472009 0430 Mewr York Adams,
Administrative Suppart A AmericalMew P AmercalMew Clazzroom Jeffrey D
Professional York York 1
Simulation

* Mumber of Times to Copy: |2 e

’
Check Conflicts: Send Motification Copy | Reset

DLA Human Resources Services
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Add Additional Resources

€D | For the segment you wish | [segments
to add resources, click Segment 1 Remove []
the Edit Resources X X
button Start Df'lte.- [ sepi 412009 End D:\te [ sepH 412009
u - * Start Time 0530 A6 * End Time 04-30 PV
Note: CI |Ck the CO py * Time Zone AmericaMew York (Eastern Standard Time) v
- Primary Instructor: 0, JEDADAMS Primary Location: CLASS-NY-01 (Mew York Clazsroom 01) v
Resources to A” bUtton Segment Description: Effective Administrative Support Pro
at the segment level to
Edit Resources Copy Resources to All Copy Daily Segments
copy the new resources
to all segments of the
scheduled offering.
@ | Select the tab for the Scheduled Offerings Search | Add New | i

type of resource you wish
to add.

® | Click the add one or
more from list link to
search for and add
additional resources.

= Search » $earch Results = Edit Segment = Edit Equipment

Scheduled Offering ID: 3755

Item: COURSE ADMOT00 (Rev 1.5 - Dec f23 £2004 02:38 P America/Mew York)
Title: Effective Administrative Support Professional Simulation
Sezment: 1 (Effective Administrative Support Professional Simulation)
Start Date/Time: Sep/14r2009 0830 AW AmericaiMew York
End Date/Time: Sep/14r2009 0430 PM Americaiew York
0 Return to Scheduled Offering

Instructors Locations Equipment Materials Cust, Resources

Add Equipment to the Scheduled Offering Segment

* = Required Fields
Enter Equipment ID ar add one ar maore frarm Iiste
Equipment ID:

[“lcheck Conflicts | add | Reset

DLA Training
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Add Additional Resources, Continued

e When fl nIShed add I ng Q Return to Scheduled Cffering
resources, click the
Instructors Locations m Materialz Cust. Resources
Return to Scheduled , ,
. Add Equipment to the Scheduled Offering Segment
Offering button.
* = Required Fields
Enter Equipment ID or add one or more from list
Equipment ID:
Check Conflicts  4dd | Reset
Edit the E it for the Scheduled Offering §
Check Conflicts: Apply Changes | Reset
Select All £ Deselect Al
Equipment Start
Ix) Time
Mame Start Date End Date End Time
{Type) Cour. Eemove
PODH ™ cepranons| DE30aM T onapapg | D430PM 8.00 @
Fodium (POD) * Time Zone:
AmericaMew Y ork (Eastern Standard Time) w
LCD1 [ cepnamong| 08308M | P sopmapana 0430PM &.00 Fl
L&D Projectar (LCD) * Time Zone:
AmericaMew Y ork (Eastern Standard Time) w
Select All # Deselect Al
Check Conflicts: Apply Changes | Reset
Return to Table of Contents
Copy Scheduled Offering
o Se I e Ct th e S u m m ary tab ntiﬁcations Cost Calculation Cost Summary Pricing Catalog Chargeback
Of th e SCh ed Ll I ed segments Regiztration Contacts Materials Cuztom Fields
Offerlng. Edit the Scheduled Offering
* = Required Fields 9
9 CI | Ck Copy SCh ed u I ed Apply Changes | Reset | Copy Scheduled Offering.. | Delete

Offering.

Set copy preferences by
checking associated
boxes.

gt}upy Group Instance

] Copy Mew Scheduled Offering to the catalog

[ Use itemn default segment day numbers

] Copyto consecutive Days

DLA Human Resources Services
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Copy Scheduled Offering, Continued

Q CI ICk the rad IO button to ® Copy Single O Capy fhultiple-Daily Based O Copy fultiple-Weekly Based O Copy fhultiple-Monthly Based
select the copy
frequency.

* Mew Start Date:
] 08:30 A0 America/MNew York

Note: If you choose an option other than Copy Single, enter a
Q Select the first scheduled | scheduling frequency. This determines how many new offerings
offering copy start date. | are created and how frequently they are scheduled.

CIICk NeXt' O Copy Single ® Copy iultiple-Daily Bazed 3] Copy Mhultiple-Weekly Based O Copy Multiple-fonthly Bazed

*New Start Date:
(™ ocTioseoos | 08:30 A Smerica/New York

Schedule every 1 working daw(z)
® End after: 5 schedules
O End after: m
Include Registration Cut-off Date G
et
ﬂ Confll’m COpy reSUItS. Scheduled Offerfngs Search | Help

= Copy Scheduled Offering a

Click Copy.

Copy the Scheduled Offering

Scheduled Offering ID: 3765

Title: Effective Administrative Suppont Professional Simulation

Copy Group Instance: Mo
Copy New Scheduled Offering to the catalog: Mo
Use item default segment day numbers: po

Copy to consecutive Days: Mo

Hew Start Dates: Ccti5/2008 08:30 AM Americaew York
OctiBr2009 08:30 Aw AmericaifMew York
Qcti7r2009 08:30 AWM AmericaiMew York
Octi8r2009 08:30 AWM Americaifew York
Qctiar2009 08:30 AWM Americailew York

Include Registration Cut-off Date: Yes @
Send Motification: Copy
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Copy Scheduled Offering, Continued

Note: Once the copies
are created, you can
access them using the
links on the final screen.

Mew Offering IDs and Start Dates: 37245-Octra/2009 02:30 A0 Americal/Mew York

ATEE-OCUB2008 0320 Ak AmericaiMew Yark
ATET-0c7r2009 0930 A AmericalMew York
ATES-0ctd/ 2009 0330 A AmericalMew York
ATE9-0ct9/2009 0330 AW AmericalMew York

Return to Table of Contents
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Edit Scheduled Offering Notifications

Select the Notifications

1
Hotifications Cost Calculation Cost Summary

edit.

Note: You may edit the
notifications sent by the
following triggers:

- Offering Cancellation
- User Registration

- User Withdraw

- User Waitlist

- User Waitlist Removal
- User Pending Status

Click Preview to view the
notification.

Prizing Catalog Chargeback
tab O_f the SChedUIed SUMMmary Segments Regiztration Contacts Materials Custom Figlds
offering.

e Scroll down to view the Edit the Registration otification for the Scheduled Offering
notification you wish to
y 9 Freview Apply Changes Reset

User: <label key="notification Enrollment Student=ubject'f=
Supervisor: <label key="natification Enrollment SupetvisorSubject"/=
Instructor: =label key="notification Enrollment InstructorSubject "=
Other: =label key="natification. Enrollment Cther sSubject"=

Body: =LiD0P= ~

<label key="natification Enrollment MessageText1 "=
=ER0OLLUP_MESG=

=L OOP=

=LOCP=

<label key="notification Enrollment MessageText2"
argD="=&ROLLUP_STUD _ID=" argl=" w

e Prewiem Apply Changes Rezet

Note: In the notification
preview, you will see

Thiz note confirms wour registration in the following learning activity:
<BSCHD-CPMT=

for and select it.

Click Apply Changes.

syntax tags. These «BSCHD-CE 50
indicate a database value
that is included in the
emails.
9 TO mOdlfy the body Of the Body: e ' contains Y
notification, locate the LooPs
1 <=label key="notification Enrallment Text1"r=
body section and add text. e aen Enrolmert MessageTe
<LOOR=
Note: You may remove LooP _ (6 )
existing labels and tags, or Preview | Apply Changes | Reset
add text around them.
G Click Apply Changes.
a To attach a document to Attachment for Registration Hotification
the notification, click the cune )
urrent Attachment:
Browse bUtton tO SearCh MHew Attachment: | Browse... e

@ Apply Changes Reset Clear the Attachment

DLA Training
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Registration Management

Description

The purpose of this job aid is to guide administrators through the step-by-step process of
configuring registration parameters, and registering users.

Tasks

Set Self-Registration Parameters

Set Registration Approval Process

Register Users in an Offering

Register Users in an Offering - from request list
Add Slots to an Offering

Reserve Slots in an Offering

Change Registration Status of User

Set Self Registration Parameters

0 Navigate to Learning >
Scheduled Offerings.

Enter criteria to search 0
for a scheduled offering.
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Set Self Registration Parameters, Continued

DLA Training

@ | Click the edit icon =1 for | |Fiew chooser ©
the scheduled offering.
Scheduled Offering ID | ItemfSchedule Block Title Start Date/Time a End DatefTime
3685 {21 [47 | COURSE EHS-113 [Rev | Initial CPR Aug/ 17,2009 09:00 | Aug/ 1872009
May/ 14,2003 12:00 A | Training Py AmericalMew | 05:00 A
America/New York) Yark AmercalMew
York
3686 (21 [ | COURSE EHS-100 [Rew | CPR Aug/ 19,2009 09:00 | Augsf20/2009
Mgy 14,2003 12:00 A | Recertification | P AmericafMew | 05:00 Adb
Americal/New York) Yark AmercalMew
York
3587 {21 [5] | cOURSE EHS-116 [Rew | fiedical Aug/21/2009 09:00 | Augf24/2009
May/ 14,2003 12:00 A | Services & First | PR America/Mew | 05:00 Ad
AmericalMNew Vork) fid ork AmericalMew
York
® | sclect the Summary tab | |scheduled Offerings sea
of the scheduled
Offering » Search > $earch Results = Edit Summary
Scheduled Offering ID: 3537
Scroll down to the Edit Item: COURSE EHS-116 (Rev 1 - May #14/2003 12:00 At America Mew York)
Registration section of Title: Medical Services & First Aid
the screen. Standard
Options
Motification ost Calculation Cost Summary Pricing Catalog Chargeback
Segments Registration Contacts Materials Custom Fields
Q Enter a registra‘[ion cut- Edit the Registration for the Scheduled Offering
Off date and time. rRe-gistration Cut-off Date: .”_ml Minimum Registration: )
Registration Cut-off Time: Maximum Registration:
e Set the minimum and - —
maleum reglstratlon . Time Zone: AmericaMew York (Eastern Standard Time) + Registration Status: gnrolled,
waitlisted
e . Published Price: 0.00 US Dollar (USD) (Defaul
Click to check the Self ISet Registration O
Registration checkbox.
Apply Changes Reset Copy Scheduled Offering,.. Delete
@ Click Apply Changes.
Return to Table of Contents
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Set Registration Approval Process

Select the Summary tab
of the scheduled
offering.

Select the approval
process from the
drop-down menu.

Check the Approval
Required checkbox.

Click Apply Changes.

% Segments Registration Contacts Materials Custom Fields
Edit the SchedMed Offering
* = Required Fields
anply Changes Reset Copy Scheduled Offering,.. Delete
Description:
Group Instance: Q,
= Domain: Q, PUBLIC
Facility: v
* Time Zone: AmericaMesw York (Eastern Standard Time) N [ Show in this Time Zone
Approval Process ID: 1-STEP-VER (1 Step Training Yerification Process) w 0
Approval Required: e
Contact:
Email:

Note: Steps and users associated with approval processes are
configured in the System Admin menu.

Return to Table of Contents

Register Users in an Offering

Select the Registration
tab of the scheduled
offering.

Click the add one or

more from list link to
search for and select

users to register.

Select the user
Registration Status.

Check the Add checkbox.

Ticket.
Registration
User ID: EMROLLEnrolled) A Slot ID: v
Status: _— E—
Chargeback Price : .
A & rce US Dollar(UsD) Order Ticket:
(de
Edit
Email confirmations to: User [ Instructor Supervisor [ contacts Add
Slot Frice
User Registration Status 10 Chargeback Account (1000} Order Ticket Add
WESABER EMROLL(Enralled) LS Dolar(USD) + O

Edit

Select notification
preferences.

Click Add.

Motifications Catalog Chargeback

Cost Calculation | Cost Summary Pricing
Segments Registration l ontacts

Edit the Scheduled Offering

Add a User to the Scheduled Offering Registration

SUMmMmary Materials Cuztom Fields

Enter criteria or add an re frorm listou can also add from request list. Enter either Chargeback Account(s) and Price or an Order

- e 0.00
Edit e

ErROLL(Enralled) v 000 US Dallarf{ISD) ]

tber, Wendy S

TOCABERTS
Aberts, Todd C

Email confirmations to: ] User [ Instructor Supervisor O Contacts e

L XE

Return to Table of Contents
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Register Users in an Offering - from request list

o Se I e Ct th e R eg I St rat I 0 n Motifications Cost Calculs l Cost Summary Pricing Catalog Chargeback.
tab of the scheduled summary Segments Registration Contacts Materials Custom Fislds
Offenng_ Edit the Scheduled Offering

Add a User to the Scheduled Offering Registration

Enter criteria or add ane or mare fram listYou can also add from request list. Enter either Chargeback Account(s) and Price ar an Crder

Click the add from Ticket.
request list link to User ID: Rowstaton m

Status:
search for and select
users to register. i':‘(‘::ﬁ:’g:}" Price : USDollar(USD) | Order Ticket:
Edit
Email confirmations to: User [ Instructor Supervisor [ contacts Add
e Select the user Specify Users To Register
Registration Status.
Need
User Registration Statuse g‘;te ‘i‘gt Chargeback Account Lenl drder Ticket Add
JEDADEMS  ENROLL(Enrolied) v e 0.00 1US Dollar(USD) % dl
@ | Check the Add checkbox. | | S emuemes v o
Jeffrey D Edti
(5 Check notification
prefe renceS. Email confirmations to: User [ Instructor Supervisor O (onta(tsa G Add

Click Add.

Th e U Se r Wh 0 re q U eSted Motifications Cost Calculation Cost Summary Pricing Catalog Chargeback.
th | S SC h ed u I e i S n OW Summary Segments Contacts Materials Custom Fislds
enro”ed Edit the Scheduled Offering

Add a User to the Scheduled Offering Registration

Enter criteria or add ane or mare fram listYou can also add from request list. Enter either Chargeback Account(s) and Price ar an Crder

Ticket
Registration
User ID: EMROLL(Errolled) v Slot ID: R
—_ Status: _— B
Chargeback Price : .
& riee US Dollar(UsD) » Order Ticket:
Acc (s)
Edit
Email confirmations to: User [ Instructor Supervisor [ contacts Add

Edit the Registered Users for the Scheduled Offering

Select All £ Deselect Al

Send Motification

drg I tion
User I Registration Status & Slot1D Chargeback Select
Adams, Jeffrey D MFG  EMROLL (Enrolled) Account(s): Fl
JEDADAMS Aug/11/2009 0417 Pidy Price:
AmercalMNew York Currency ID:
Edit Order Ticket:
Edit

Select All £ Deselect Al

Email confirmations to: Users [ Instructors Supervisors [ contacts

[IRemove associated item from the learning plan

Remove Send Motification

Return to Table of Contents
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Add Slots to an Offering

Select the Registration
tab of the scheduled
offering.

Scheduled Offerings

» Search » $earch Results = Edit Registration

Scheduled Offering ID: 3605

Item: COURSE HR-15011 (Rew 1.2 - May £14/2003 12:00 AW dmericaNew York)
Title: Management Policies and Procedures
Standard
Options
Motifications Cost Calculatc Cost Summary Pricing Catalog Chargeback

SUMMmary

Segments Registration Contacts

thaterials Custom Fields

Scroll down to the Add
Slots to the Scheduled
Offering section of the
screen.

Click the search icon ©

Add Slots to the Scheduled Offering

* = Required Fields

+ Organization ID: O,

Reservation Date: .Tl Augd 12008

hdd

* Number of

Slots: e
Registration

EMROLL(Enrolled)

to search for and select
the organization
reserving slots.

Enter a number of slot
reservations.

Q Check the email
confirmation checkbox,
if desired.

O click Add.

Status:
Reservation Price Per
Time: 04:17 P Slot : ooo US DallarUSD) »

) Chargeback
Time Zone: AmericaMew York (Eastern Standard Time) v A
cc

e Edit

Email confirmation to the Organization

e hdd

Slots have been reserved
for this organization.
Note the Slot ID.

Edit the $lots for the $cheduled Offering

Apply Changes
Select All / Deselect Al

Resenation Date

Time Assigned
Slots Slots Crder
drganization Reserved Used Time Zone Chargeback  Ticket Remave
EI-STEEL 3 i A augi1z008 Account(s): @
Europe 04:17 PM Unit Price:
Steel Americablew York (Eastern Standard Time) v Edit

Select All 7 Deselzct All

Email confirmation to the Organization(s)

Apply Changes

Return to Table of Contents
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Reserve Slots in an Offering

Select the Registration
tab of the scheduled
offering.

Scroll down to the Add a
User section.

Motifications Pricing Catalog Chargeback

SUMmary Contacts Materials Custom Fields

Cost Calculat Cost Summary
Edit the Scheduled Offering
Add a User to the Scheduled Offering Registration

Enter criteria or add ane ormmare from listYou can also add from request list. Enter either Chargeback Account(s) and Price ar an Crder
Ticket. é

User ID: ;R:f:::‘ation EMROLL{Enrolled) w Slot ID: [
e Click the add one or i'::::::’;::( Price : US Dollar(USDY | % Order Ticket:
more from list link to Edit
SearCh for and SeleCt Email confirmations to: User [ Instructor Supervisor [ contacts Add
users to register.
® | sclect the user User
Registration Status. » search
Add Users to Scheduled Offerin
@ | sclect Slot ID to use. g
Records par Pags 25V Page: | 7 3 4 B sbveuious Mexts (3,066 total records) re[1 Jorin. [
@ | Check the Add checkbox. o
3 - ::RON R;:,gi:;l;;:;us > SlatiD — Chargeback Account Dlm — Order Ticket —SI
G Select notification

preferences.

Click Add.

Edit G

Email confirmations to: User [ Instructor Supervisor [ contacts 6

The user has been
registered in the
scheduled offering, using
one slot.

Edit the Registered Users for the Scheduled Offering

Select All / Deselect Al

Remove send Notification
Qrg

User 1D Registration Status Slot 1D Chargeback Select
Adams, Jeffrey D MFG  EMROLL (Enrolled) Account(s): Fl
JEDADAMS Aug/11/2009 0417 P Price:

America/Mew York Currency ID:

Edit Order Ticket:

Edit

Aaron, Hank &R EMROLL [Enrolled) 16 Accountis): Mo O
H&ARON Aug/11/2009 0423 P Price:

America/Mew York
Edit

Currency ID:
Order Ticket:

DLA Training
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Change Registration Status of User

Select the Registration

Motifications Cost Calculat 1 ost Summary Pricing Catalog Chargeback
tab Of the Sch ed u I ed Summary Segments Registration Contacts Materials Custom Fields
offering.
Scroll down to the Edit Edit the Registered Users for the Scheduled Offering
the Reglstered Users for Select Al £ Deselect Al
the SChedu Ied Offeri ng Remove Send Motification
SeCtlon Of the Screen - User ﬁ:‘)‘g Registration Status . SlatlD Chargeback Seledt
tdams, Jeffrey D MFG  EMROLL (Enrolled) Account(s): Fl
JED&DAMS fugd 1152009 04:17 Pan Price:
@ | Click the Edit link for the 7 R oo
user whose registration et
. taran, Hank AR EMROLL {Enrolled) 116 Account(s): MNa ]
status you wish to HAARON Aug/ 1142009 14:23 P Price:
AmericalMew York Currency ID:
Change - Edit Order Ti{l(et:

Note: Only “Remove” a
user from a Scheduled
Offering if the
registration was an
admin error, otherwise
use the “Cancelled”
Registration Status.

Email confirmations to: Users [ Instructors Supervisors O Contacts

[ Remove associated item from the learning plan

Select All £ Deselect Al

Remaowe Send Motification

DLA Human Resources Services
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Change Registration Status of User, Continued

e Change the user Scheduled Offering ID: 3605
Registration Status. Title: Managernent Policies and Procedures
I T :
Change any other tem Type COURSE
. . Item ID: HR-1501
registration data, add . .
Revision Date: flzyf1 472003 12:00 AW AmericaMew York
comments, or select Revisi .
. N N evisien Number: 1.2
notification options. 9 bk £o el Record
. Standard
O cClick Apply Changes. Cptions
Motifications Cost Calculation Cost Summary Pricing Catalog Chargeback
e C||Ck Back to Main SUMmMmary Segments Contacts Materials Custom Fields
ReCOI’d, Edit Registered User Details for Scheduled Offering 3605
. User ID: JEDADAMS User Name: Adams, Jeffrey D
Note: If you withdraw a Slot ID-
user from an Offerlng’ Registration Status: SCANCELLED(Cancelled) |+ 6

you will see a warning if CANC

ELLED C:

Registration Date: -
£ [ | ENROLL(Enrollec)

this item is a WAITLIST(Waitlisted)
prerequisite for another | [Registration Time: 04:17 P
enrollment. You then , : .
. Time Fone: AmericaMew York (Eastern Standard Time) b
have the option to Comments:

withdraw or cancel the
user from the dependent
offering.

Send confirmation notification to: User [ Instructor Supervisor [ contacts

Q Apply Changes Reset
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Change Registration Status of User, Continued

Th e user’s reg |St ration Edit the Registered Users for the Scheduled Offering
status haS been Changed Select Al £ Desalect Al
Remave Send Notification
User Chargeback Seledt
Adams, Jeffrev D Fl
JEDH D& Aug/ 112009 D4:26 Pl
AmercalMew York
Edit
faran, Hank AR EMROLL {Enrolled) 118 Account(s): Mo ]
H&ARON Aug 11,2009 04:23 Pai Price:
americalMew York Currency ID:
Edit Order Ticket:
|f a user ’ S Status | S Edit the Registered Users for the Scheduled Offering
Waitlist, the place on the
’
H H H H H Remave Send Motification
waitlist will be indicated
pRing
Org ation
(for example 7 1 Of 5) - User 1D Registration Status = Slot 1D Chargeback orded Select
Adams, Jeffrey D MFG  CAMCELLED (Cancelled) [Fl
JEDCADAMS Aug /1172009 0426 PR
AmericalMew York
Edit
faron, Hank AR EMROLL {Enraolled) 18 Account(s): Mo O
HAARDN Aug /1172009 0423 PR Price:
AmericalMew York Currency ID:
2 Order Ticket:
fdams, Lonnie B Account(s): Yes Fl
LOBADAMS Price:
Currency ID:
Order Ticket:
Edit
Addizon, Alexander i Account(s): Yes ]
ALMADDISON Price:
fugf U9 04:28 P Currency ID:
AmercaMew Tork Order Ticket:
Edit Edit

Return to Table of Contents
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Registration Assistant Tool

Description

the Registration Assistant tool.
Tasks

e Use Registration Assistant to Register Users in a Scheduled Offering
e Use Registration Assistant to Withdraw Users from a Scheduled Offering
e Use Registration Assistant to Add Slots to a Scheduled Offering

The purpose of this job aid is to guide administrators through the step-by-step process of using

Use Registration Assistant to Register Users in a Scheduled Offering

€  Navigate to Learning >
Tools > Registration
Assistant.

Step 1: Select Action of the
Registration Assistant
displays.

Select Register Users.

Click Next.

Step 2: Select Scheduled
Offering of the Registration
Assistant displays.

Q Enter scheduled offering
ID.

or

@ | sciect the search icon &
to search for and select a
scheduled offering.

e Click Next.

Registration Assistant

=5tep 1 = Step 2

Step 2: Select Scheduled Offering

* = Required Fislds Q

* Scheduled Offering: Q 3706 e

Help

Previous Mewxt

DLA Training
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Use Registration Assistant to Register Users in a Scheduled Offering, Continued

Step 3: Add Users of the
Registration Assistant
displays.

Enter User ID.

Select Registration Status
ID from drop-down menu.

Click Add.

or

Click the add one or more
from list link to search and
select user(s) to add.

Click Next.

Help

Prewious | hext

Registration Assistant

» Step 13 Step 25 Step 3

Step 3: Add Users

* = Required Fields
Add Users
Enter User ID, Registration Status 1D or add ane ar mare from list o

Reseration Time
Date
Time Zone

W hdd

User D Registration Status 1D

EMROLL (Enrolled) L4 ”_wl ALigi272009 0203 PM AmericaMew York (Eastern Standard Time)

Edit Users

There are na Users o register. Flease add User hefore proceeding.

Note: Reservation Date and Time will default to current date
and time; and Time Zone will default to your administrator
time zone setting.

Step 4: Edit Assignment of
the Registration Assistant
displays.

Enter any comments as
necessary.

Click Next.

Registration Assistant Help

»5tep 1 =5tep 2 »5tep 5 = Step 4

Step 4: Edit Assignment

Prewvious Mext

User Comments @
HadROM

faron, Henry

LYEABEL

Abel, Lyndsev E

WESHEER.

Aber, Wendy S

DLA Human Resources Services
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Use Registration Assistant to Register Users in a Scheduled Offering, Continued

Step 5: Edit Financial Data of
the Registration Assistant
displays. Skip to Step 14 if no
financial data is necessary.

If applicable, select Slot ID
from the drop-down menu.

or
Enter an Order Ticket number.
or

Enter Chargeback Account.
Note: If there is a Chargeback
Account, you must have a Price.
If no financial data is necessary,
clear both of these fields before

selecting Next.

Click Next.

Registration Assistant

=5tep 1 =5tep 2 »Step 3= Step 4 = Step B

Step 5: Edit Financial Data

Help

Previous | hext

For each seat either select an available slat, or enter an arder ticket ar enter the chargeback accounts and the price for
the seat. Chargeback accounts and a price cannot he entered for Users wha da not have a shopping account or far

non-itern scheduled offerings. @
Slot

User 1D or  OrderTicket
HA&ARON  Mone

haron,

Henry

LYEABEL  Mone
abel,

Lyndsew

E

WESABER  Maone
tber,

Wendy

5

Frice
or Chargeback Account(s)

0.00
Edit

0.00
Edit

0.00
Edit

Curreniy

1S Dollar(ISD)

US Dallaril=D)

UZ DollarilJSD)

Step 6: Record Registration of
the Registration Assistant
displays.

Review information.

Select applicable email
confirmation options.

Click Finish.

Registration Assistant

=itep ] s Step 2 » Shep 3 » Step 4 = Step B s Step 6

Step 6: Record Registration

Offering I0: @ 3706

Title: Plateau Database Architecture
Item Type: COURSE
Item ID: PLA-103

Revision Date:

Start Date:
User|D User Name
Ha&AROM Aaron, Henry

Price : 000 US Dollar{UsD)
LYEABEL fbel, LyndsevE

Price : 0,00 US Dollar{UsD)
WESABER. Aber, Wendy 5

Price : 000 US Dollar{UsD)

Registration Status
ENRCOLL{ERrolled)

EMROLL{Enrallad)

ENROLL{Enralled)

a1 472003 12:00 AM AmericalMew York
Augh 72009 09:00 AM Americalbew Yark

Reservation Date

Help

Prewvious Finizh

Aug M2/,2009 02:03 P Americal New_York

hug 1252009 02:03 P Americal/Mew_York

Aug M2,2009 02:03 PA Americal New York

Email confirmations to: Users Instructors Supervisors Contacts @
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DLA Learning Management System

Use Registration Assistant to Register Users in a Scheduled Offering, Continued

A confirmation status
notification displays. Finished

Status:

s All registrations in this scheduled offering were successiul.

Return to Table of Contents
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Administrator Job Aids

Use Registration Assistant to Withdraw Users from a Scheduled Offering

€  \avigate to Learning >
Tools > Registration
Assistant.

Step 1: Select Action of the
Registration Assistant 9 e
displays.

Select Withdraw Users.

Click Next.

Step 2: Select Scheduled Registration Assistant Help
Offering of the Registration
Assistant displays.

=5tep 1 xStep 2

Step 2: Select Scheduled Offering

Q Enter scheduled offering * = Required Fields 9
I D i e Prewious et
* Scheduled Offering: Q, 3706 °
or

@  seclect the search icon &
to search for and select a
scheduled offering.

©® | click Next.
Step 3: Select Users to Registration Assistant Help
Withdraw of the
. . . = Step 1 > Step 2 > Step 3
Registration Assistant e
diSp|ayS. Step 3: Select Users to Withdraw 0

Previous Mext

@ Click Withdraw checkbox
for users you wish to

Select all f Deselect All

Fegistration
Wlthdraw from Scheduled User ID Hame Status Reservation Date Withdraw
Offering. H&ARON faron, Henry  EMROLL{Enraolled) fugMM2/2009 0206 P AmericalMew G
York
a . LYEABEL Abel, Lyndsey  EMROLL{Enrolled) Bug 1272009 02:06 PAL AmericalMew F]
Click Next. E Tork
WESABER. fber, Wendy EMROLLEnrolled) fug 122009 02:06 PO AmericalMew Fl
4 York

Select all / Deselect All
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Use Registration Assistant to Withdraw Users from a Scheduled Offering, Continued

Step 4: Record Withdraw of
the Registration Assistant
displays.

Review information on user
to be withdrawn.

Click Finish.

Registration Assistant Help

=5tep 1= 5tep 2 > 5tep 3 = Sep d

Step 4: Record Withdraw

Previous Finish

Offering ID: IT06

Title: Plateau Database Architecture
hem Type: COURSE

Item ID: PLA-103

Revision Date: hfanr 412003 12:00 Ab Americafew York

Start Date: AugH Tr2008 09:00 AM Americailew vVark
UserlD User Hame Registration Status D Reservation Date
HA&ROM  Aaron, Henry  EMROLLI{Enrolled) Bz 1272009 02:06 PM AmericalMew York

Email confirmations to: Users Instructors Supervisors Contacts

[JRemove associated item from the learning plan

Return to Table of Contents

Use Registration Assistant to Add Slots in a Scheduled Offering

Navigate to Learning >
Tools > Registration
Assistant.

Select Reserve Slots.

Click Next.

Enter scheduled offering
ID.

or

Select the search icon ©

Registration Assistant Help

=5tep 1 = 5tep 2

Step 2: Select Scheduled Offering

* = Required Fields

e Previous Mext
to search for and select a * Scheduled Offering: % 3705 Q
scheduled offering. '
e Click Next.
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Administrator Job Aids

Use Registration Assistant to Add Slots in a Scheduled Offering, Continued

Enter Organization ID for
whom the slots are being
reserved.

or

Select the search icon ©
to search for and select an
Organization ID.

Enter number of slots.

Select Registration Status
ID from drop-down menu.

Click Add.

Click Next.

Registration Assistant

= Step 1= 5tep 2 = Step 3

Step 3: Add Slot

* = Required Fields

Add Slot

Reservation Time
Slots  Registation Date

Organization 1D Status ID

Q ENROLL (Enrolled) % [T g 202000 | 0218 PM

Help

Prewious | Mext

Time Zone

AmericaMew York (Eastern Standard Time) W hdd

Edit Slots

There are na slots selected. Please add slot before proceeding

Note: Reservation Date and Time will default to current date
and time; and Time Zone will default to your administrator

time zone setting.

Enter any comments as
necessary.

Click Next.

Registration Assistant

=5tep 1= 5tep 2 = Step 3 = Step 4

Step 4: Edit Comments

Comments m

Far neww team members

Organization Slots

EU-OIL 3

Help

Frenious et

Europe Oil

Skip to Step 15 if no
financial data is necessary.

Click the Edit link to select
and enter one or more
Chargeback Account.

Enter price.

Click Next.

Note: No financial data is
tied to organizations in the
LMS at this time, so no data
entry is required.

Registration Assistant

»5tep 1= 5tep 2 - Step 3 = Step 4 = Step &

Step 5: Edit Financial Data

Foreach slot request enter the chargeback accounts and price. Chargehack accounts and a price cannot
he entered for organizations whao do not have a shopping account or far non-iterm scheduled offerings.

Organization  Slots
EL-OIL 3
Eurape Oil

Chargeback Accountis)

Help

Presious Mext

Frice @

Q.00 S Dollarf X500 (»

Currency

Edit
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Use Registration Assistant to Add Slots in a Scheduled Offering, Continued

@ Review information. Registration Assistant relp

=htep 1 =5ep 2 =5tep J - Stepd = Sep b= Step &

€D | Select email confirmation

Option . Step 6: Record Registration @
@ Previous | Finish
@ Click Finish. Offering ID: 3706
Title: Plateau Database Architecture
Item Type: COURSE
Item ID: PLA-103
Revision Date: Way/14/2003 12:00 AM AmericaM ey York
Start Date: AU TIZ009 09:00 Al ArmericaiT e York
drganization Slots Registration Status |D Reservation Date
EU-OIL 3 EMROLL{Enraolled) Aug 202009 02:18 Pad AmercafMew York
Europe Dil

Comments:  For new team members

Price : 0.00 U5 Dollarf USDY

Email confirmations to Organizations @

A confirmation status

e L. . Finished
notification displays.

Status:

# All slot resenvations inthis scheduled offering were successful.

Return to Table of Contents
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Administrator Job Aids

Record Learning

Description

The purpose of this job aid is to guide administrators through the step-by-step process of using the
Learning Event Recorder. Related terminology is provided.

Tasks

e Use Learning Event Recorder to Record Completion of Item
e Use Learning Event Recorder to Record Completion of Scheduled Offering
e View User Learning History tab

Terminology:
Learning Event: A learning event is the record of:

« A completed item
« An unsuccessful attempt to complete an item

« Arecord of the attendance or completion of any external event that is considered important
enough to document but not related directly to learning needs

Types of Learning

. Item Based Events: Items are the primary events found in the list of learning events for users.
Learning events for items include those created as scheduled offerings and those with online
content where the system records the learning event when the user completes the content. All
items may have a learning event recorded against them for any user, even if the item was not a
part of his/her Learning Plan.

« Tuition Assistance and Unique Training Requests: These training events are not recorded by
administrators and therefore not described in this document.

« Scheduled Offering: An item or learning event with a scheduled date and time.
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DLA Learning Management System

Use Learning Event Recorder to Record Completion of Item

Navigate to User
Management > Tools >
Learning Event
Recorder.

Step 1: Select Event Type
of the Learning Event
Recorder wizard displays.

Select the Item option.

Click Next.

Note: This option is usually used when an item has not been

scheduled or is classified as “Other.”

Step 2: Select Item of
the Learning Event
Recorder wizard displays.

Select the item type
from the drop-down
menu.

Enter the Item ID in the
textbox exactly.

or

Click the select icon &
to search for an item.

Click Next.

Learning Event Recorder

=5tep 1= 5tep 2

Step 2: Select ltem

Fresiaus

* = Required Fields

g COURSE % e

EHS-101

*Item Type:
*Item ID:

Revision Date: Mtary 1 472003 12:00 A AmericaMlew ¥or

Tatle:

Help

Mt

Note: By selecting to search for an item, all relevant
information will be auto-populated into the fields.

DLA Human Resources Services

67




Administrator Job Aids

Use Learning Event Recorder to Record Completion of Item, Continued

Step 3: Enter Learning
Event Information of the
Learning Event Recorder
wizard displays.

Complete all required
data fields (*) within the
system.

Click Next.

Note: Search for and
select the instructor or
type in the instructor’s
name in the Instructor
field to insert the
instructor’s name on the
user’s completion
certificate.

Learning Event Recorder

= 5tep 1= Step 2= Step 3

Step 3: Enter Learning Event Information

* = Required Fields @

Item:

Title:

Instructor:
Default Grade:
* Default

Completion Status:

* Completion Date:

* Completion Time:

* Time Zone:

Default Price (5):

Currency ID:

Total Hours:

Credit Hours:

Contact Hours:

CPE:

Help

Prewvious Mext

COURSE EHS-101 (Rew 1.2 - May 14,2003 12:00 AM dmerica MNew York)

Emergency Flanning

Q,
Americatlewy York (Eastern Standard Time)
0.00
S Dollar (LS00 w
5.00
3.00

Step 4: Select Users of
the Learning Event

Recorder wizard displays.

Enter a User ID exactly.
Click Add.
or

Click the add one or
more from list link to
search for and select one
or more users.

Learning Event Recorder

=5tep 1 = 5tep 2 » Shep 3 = Step 4

Step 4: Select Users

* = Required Fields

Add Users

Enter U=er 1D ar add one or more from list @

* User ID:

Edit Selected Users

There are no Users in the list, Please add Uszers before proceeding,

Help

Previous Mext

® -
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DLA Learning Management System

Use Learning Event Recorder to Record Completion of Item, Continued

Once all users have been
added, confirm list.

Click Next.

Learning Event Recorder

»5tep 1 =5tep 2 = Step 3= Step 4
Step 4: Select Users
* = Required Fields

Add Users

Enter Usar 1D or add ane ar mare from list
* User ID:

Edit Selected Users

User|D Hame &

MM ABRAMS Abrams, Michelle b
CHACKERAMVAM fckerman, Chrstopher
JEDE DS Adams, Jeffrey D

Help

Previous Mext

Add

Apply Changes

Select All S Dezelect Al
Eemove

Select 4l / Deselect Al

Apply Changes

Step 5: Edit User Event
Information of the
Learning Event Recorder
wizard displays.

The status and grade
selected at Step 3: Enter
Learning Event
Information are applied
to all users.

Select an option in the
drop-down menu to
adjust a user’s status.

Enter comments
(optional).

Enter or adjust grade
(optional).

Click Next.

Learning Event Recorder

=5tep 1 »5tep 2 - Step 3 = Step d = Step &

Step 5: Edit User Event Information

User Comments Grade

MINABRAMS

Still needs ta oo

Help

Freviaus Mext

Status

CRE-ATHND [ Attended Event or Activity) - For Crecdit w

[&brams,
Michelle M)

CHACKERAAM

CRE-ATND (Attended Event or Activity) - For Credit hd

[&ckerman,
Christopher )

JEDADAMS

CRE-ATND (Attended Event or Activity) - For Credit w

[Adams,
Jeffrev D)

Note: Any comments entered will appear on a Learning History

report.
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Administrator Job Aids

Use Learning Event Recorder to Record Completion of Item, Continued

Step 6: Edit User Event Learning Event Recorder T
Financial Information of st Step s St s sten 4o Step s Step
the Learning Event
Recorder wizard displays_ Step 6: Edit User Event Financial Information @
€ | Enter any relevant Previous | Next
flnanCIa‘I |nf0rmat|0n For each User you may either enter the Price and Cost and Profit Centers or you may enter an order tickst.
about the learning event. .
Center
Price J Currency Cost Center Account
Note: If there is no s Account Codes Codes  Order Ticket
financial information to e costiiEme Amount
H . US Dollar (USD) L
enter click Next to o S e
proceed. Joey ) Edit
All Costs below are in: | US Dollar (USD) A4
@ Click Next. Training_Travel_Cost
Training_Per_Diem_Cost @
Note: |f you enter a Training_Tuition_And_Fees_Cost

price, you must also
enter a cost center
account code in order to
proceed. In most
instances, clear the
price from the Price
column and clear the
account code from the
Account Code column.

Record any financial data

in the

« Training_ Travel Cost,

« Training_Per_Diem_
Cost, and

« Training _Tuition
_And_Fees_Cost fields.
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DLA Learning Management System

Use Learning Event Recorder to Record Completion of Item, Continued

Step 7: Record Event of
the Learning Event
Recorder wizard displays.

If competencies need to
be assessed as a result of
recording the learning
event, select the
Automatically Assess
Related Competencies
checkbox.

Review learning event
information.

Click Finish.

Step 7: Record Event
Previous | Finish
Item: COURSE TEST-123 (Rev 7/20/ 2007 1600 AmericalMew York) @
Item Title: Course For Testing LM3
Instructor: Thomas Jefferson
E:t:'_:'lemn 702712010 1800 Americaitiew York  Total Hours:  Default Tuition:  0.00 US Dollar (LUSD)
Contact Hours: CPE: Credit Hours:
Automatically Assess Related Competencies: |:| @
Cost Profit Order
User Status Grade Price Centers Centers  Ticket
Cost Name Amount
12375668 COURSE SUCCESS (Course 0.00 US Dollar (USD)
{Mewhire, Successful)
Josy ) (52
Comments:
All Costs below are in: S Dollar (USD)
Training_Travel_Cost 1200
Training_Per_Diem_Cost 200
Training_Tuition_And_Fees_Cost 1500

A pop-up may appear
requesting that the page
refresh before you
proceed.

Click OK.

The page at hitp:/fvs2-kso-dev. plateau.internal says:

DLA Human Resources Services
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Administrator Job Aids

Use Learning Event Recorder to Record Completion of Item, Continued

The application provides
a status to let you know
that the learning event
has been recorded
successfully.

Click Print to print a
completion certificate
report for each user
listed.

Click Email... to email a
completion certificate
report to each user
listed.

Click Start Over... to
begin the Learning Event
Recorder process again.
This retains all users
previously selected.

Finished

Status:

« The learning event has been successfully recorded.

Start Cwer...

Generate Completion Certificates

Learning event that provide credits have been successfully recorded for the following Useriz).

UserID Mame
AnIMABRAMS Abramz, Michelle N
CHACKERMAN  Ackerman, Christopher

JEDADAMS fdams, Jeffrev D

DD

Print Email...

Note: The user whose status was changed to ‘No Credit’ does
not appear in the list of users to generate completion
certificates.

Return to Table of Contents

Use Learning Event Recorder to Record Completion of Scheduled Offering

Navigate to User
Management > Tools >
Learning Event
Recorder.

Step 1: Select Event Type
of the Learning Event
Recorder wizard displays.

Select the Scheduled
Offering option.

Click Next.

Note: This option is usually used to record completion or
attendance for scheduled event.

DLA Training

72




DLA Learning Management System

Use Learning Event Recorder to Record Completion of Scheduled Offering

Step 2: Select Scheduled
Offering of the Learning
Event Recorder wizard
displays.

Enter the Scheduled
Offering ID in the textbox
exactly.

or

Click the select icon &
to search for scheduled
offering.

Click Next.

Learning Event Recorder Help

=5tep 1= 5tep 2

Step 2: Select Scheduled Offering

Previous Mext

* = Required F1'|3I-:Ise
* Scheduled Q, °

Offering ID:
Note: If you search for a scheduled offering, the search screen
defaults to search for all offerings prior to today’s date.

Step 3: Enter Learning
Event Information of the
Learning Event Recorder
wizard displays.

Complete required data
fields (*). Additional
information such as total
hours, or credit hours,
can be entered as well.

Click Next.

Note: Search for and
select the instructor or
type in the instructor’s
name in the Instructor
field to insert the
instructor’s name on the
user’s completion
certificate.

Learning Event Recorder Help

=5tep 1= Step 2 = Step 3

Step 3: Enter Learning Event Information

* - Required Fields 6

Item:

Previaus Mext

COURSE EHS-129 (Rew 1.2 - May £1472003 12:00 A dmericaMew Tork)
Item Title: Waste Management
Instructor: Q,

Default Grade:

* Default
Completion Status:

CRE-ATHD (Attended Event or Activity) - For Credit W

Completion Date: Mar2i1005 04:00 PM Americaitew York

Default Price: 0.0

Currency I U= Dollar (USD) w

Total Hours: 200

Credit Hours: 200

Contact Hours:

CPE: 200
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Administrator Job Aids

Use Learning Event Recorder to Record Completion of Scheduled Offering, Continued

Review list of selected
users (all users already
registered into the
offering). Remove/add
users from this list.

To remove a user, check
the Remove checkbox.

Click Apply Changes.

To add users, enter a
User ID exactly.

Click Add.

@ 90 8

or

Click add one or more
from list to search for
and select users.

Click Next.

Learning Event Recorder

»5tep 1 = 5tep 2 = Step 3 = Step 4

Step 4: Select Users

* = Required Fieldz

Add Users

Enter User 1D or add one or maore from list @

* User ID:

Edit Selected Users

User ID MName &
MNAJASLFRED Alfred, Madia J
Ao nL] Aliy Maria J
AHEALLEM Allen, Ahava E

Help

Prewious Mext

Add

Apply Changes

Select All £ Dezelact All

Remaove
(10 Jm
O
O

Select Al S Degelact A

Apply Changes

Step 5: Edit User Event
Information of the
Learning Event Recorder
wizard displays.

Select an option in the
drop-down menu to
adjust a user’s status.

Enter comments
(optional).

Enter or adjust grade
(optional).

2

Click Next.

Learning Event Recorder

#5tep 1 Step 2 » Step 3 2 Step d = Step B

Step 5: Edit User Event Information

@

Help

@

Previous Mext

User Comments Grade Status

MaJALFRED CRS-ATND (Attended Event or Activity) - For Credit A
(Alfred, Madia

d]

g JaLl (Al CRS-ATMD (Attended Event or Activity) - For Credit w
Maria J)

BHEALLEN CRS-ATND (Attended Event or Activity) - For Credit w

[Allen, Ahava
El

Note: Any comments entered will appear on a Learning History

report.
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Use Learning Event Recorder to Record Completion of Scheduled Offering, Continued

Step 6: Edit User Event

Financial _Informatlon of | Learning Event Recorder Help

the Learning Event

Recorder Wizard dISp|ayS »Step 1=5tep 2 = Step 3 = Step 4 = Step 5 = Step b @
@ Enter any relevant Step é: Edit User Event Financial Information

financial information orevioms | et

about the learning event.

For each Uzser you may @sntsrths Price and Cost and Prefit Centerz or yveu may enter an erder tickst.

Note: If there is no Profit
ﬁnanCiaI information tO Price / Currency Cost Center SEI:ESLt

. User Account Codes Codes Order Ticket
enter click Next to . :

Cost Name Amount
proceed' 12375668 .00 US Dollar (USD) v
{Mewhire,
@ | Click Next. I3 i

All Costs belgw-®: US Dellar (USD) v

Note. ”: you entel’ a Training_Travel_Cost

price you must aISO Training_Per_Diem_Cost
enter a COSt Center Training_Tuition_And_Fees_Cost
account code in order to

proceed.

In most instances, clear
the price from the Price
column and clear the
account code from the
Account Code column.

Record any financial data

in the

. Training_ Travel Cost

« Training_Per_Diem_
Cost, and

« Training _Tuition
_And_Fees_Cost fields.
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Use Learning Event Recorder to Record Completion of Scheduled Offering, Continued

Step 7: Record Event of Learning Event Recorder Help
the Learning Event
Recorder wizard displays.

@ If competencies need to | | Step 7: Record Event o
be assessed as a result of
recording the learning

=5tepl=5tep 2 =Step 3 = Stepd = Step B = Step & = Step 7

Previous Finish

Scheduled Offeri
event, select the pheduted Offerine 2 €D
AUtomatlcaI Iy ASSGSS Item: COURSE EHS-129 (Rev 1.2 - May /1472003 12:00 Ak dmerica Mew Tork)
Related Competencies ltem Title: Waste Management
CheCkbOX- Instructor:
. _ Mar2i005 04:00 PM . Default
@ | Review learning event Completion DAte: mericaiewvorc Tt o 800 Tuition: 000
information Contact Hours: CPE: 3.00 Credit Hours:  2.00

Automatically Assess Related Competencies: @

@ Click Finish.

Cost Frofit Order
User Status Grade Frice Centers  Centers  Ticket
Cost Name Amaount (1000
MWaJALFRED [4lfred, CR5-ATHND 0.00 US Dallar (U500
Madia J) [Attended
Event ar
Activity)

Comments:

A pop-up may appear
requesting that the page
refresh before you
proceed.

| Click OK.

The page at http:ffvs2-kso-dev. plateau.internal says:
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Use Learning Event Recorder to Record Completion of Scheduled Offering, Continued

1264

The status is displayed.

Click Print to print a
completion certificate
report for each user
listed.

Click Email... to email a
completion certificate
report to each user
listed.

Click Start Over... to
begin the Learning Event
Recorder process again.
This retains all users
previously selected.

Note: Inactivate the
Scheduled Offering after
you record the
completion.

Finished

Status:

& The learning event has heen successfully recorded.

D

Start Ower...

Generate Completion Certificates

Learning event that provide credits have been successfully recaorded for the following User(z).

UserlD MName
MAJALFRED  Alfred, Madia J
find AL Ali, Aharia J
AHEALLEN Allen, Ahava E

D D

Print Email...

Note: The user whose status was changed to ‘No Credit’ does
not appear in the list of users to generate completion
certificates.

Return to Table of Contents
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View User Learning History tab

€ Navigate to User
Management > Users.

@ | Enter search criteria to
find one of the users for
whom you just recorded
a completion.

9 Click Search.

Q Click the edit icon li<] 1 (0] Field Chooser ©
select the user record. Send Motification

Select All £ Deselect Al

User ID User Mame Matify
MAJALI (21 [ | Ak, fiaria J ud]

e Click the Learning standard
N Surveys Options
History tab. - - :
Organization Organization SUCCession Alternate Job Performance SF-187 Requests
Dazhboard Imitiatives Flanming Pozitions Rewie H
VieW |earning history Commerce hocount Code | Catalog Prewisw Preferences Approval Role Approvals
Cpty Profiles Competencies Regiztration Requests Online Status hszeszments
- - - 5 =
e CIICk the VIeW Detalls SUMmary Phone Mumbers Custom Fields Learning Flan L:ia;zg:.l;g Curricula

link for additional
information on the

View the Learning History for the User

learning event. A Sort By: ftem v
Separate pOp'Up WlndOW ltem Title Status Completion Date Details
appears. COURSE EHS-129 (Rev 1.2 - May/ 1472003 12:00 A4 Attended farf2£1005 04:00 wiew Dietails
America/Mew Tork) Event ar P AmericalMew e
Aotivity York

Wiraste Management

COURSE HR-100 (Rev 1.2 - May /14,2003 12:00 AM Passed Dec/1/2003 01:21 Wi Details
americaMew Tork) Course Py AmericalfMew
York

MNew Emplovee Orentation

Return to Table of Contents
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DLA Learning Management System

Record Learning using Quick Link

Description

The purpose of this job aid is to guide administrators through the step-by-step process of using
the Learning Event Recorder Quick Link. Related terminology is provided.
Note: Financial data can’t be entered in the system when using Quick Links to record learning.

Tasks
e Use Record Learning Quick Link to Record Completion of Item

e Use Record Learning Quick Link to Record Completion of Scheduled Offering
e View User Learning History Tab

Terminology:

Learning Event: A learning event is the record of:
« A completed item
« An unsuccessful attempt to complete an item

« Arecord of the attendance or completion of any external event that is considered
important enough to document but not related directly to learning needs

Types of Learning:

. Item Based Events: Items are the primary events found in the list of learning events for
users. Learning events for items include those created as scheduled offerings and those
with online content where the system records the learning event when the user
completes the content. All items may have a learning event recorded against them for
any user, even if the item was not a part of his/her Learning Plan.

. External Events: A learning activity outside of the organization, such as a college course
or a seminar, for which there is no Item record in the DLA LMS, may be recorded in a
user’s Learning History. This external event allows for a description and comment field
to further identify the nature of the training.

. Scheduled Offering: An item or learning event with a scheduled date and time.

DLA Human Resources Services 79



Administrator Job Aids

Use Record Learning Quick Link to Record Completion of Item

From the Home page,
select Record Learning
from the Quick Links
drop-down menu.

or
From the Home page,

click the Record
Learning link.

|
## DLA Learning Management System Liserfiokag Quiok Links:,_ R

Gyg| Add NewLesming Item
Y% ndd Mew Scheduled Offering
Manage User Needs

Welcome vour Name Help

Stare the completion of & course ar any other
learning refsted kem, including scheduled
offerings that are now complete, or non-tracked
everts that hel define what a person in the
system knows based on their entire transcript.

m User Management Performance Learning Commerce Content Reports

to DLA LM3 inistration
The DLA Lestning Management System (LMS) Administration is part of a robust LMS with posweer ful
management tools that give you the ahility to

Quick Links

Record Learning

Faciltate learning and knowledge Activities throughout the organization, including aligning
learning okjectives with business objectives

Manage classroom, Web-based, CO-ROM, on-the-jok (CJT) and instructor-led learning, ss

Record Learning weell &3 the resources and processes associated with each

Manage the tracking of resources and scheduled offerings associsted with the many

Sl Mo S chedulr Cerng categories of learning, including traditional instructor-led training.

Buildd & learning calendar based on instructor-led
and blended tems. Use pre-defined templates
for items to build the schedule for learning, or
build ad-hoc sessions as necessary.

Add Mew Scheduled Offering

Track the progress of every User's competency profile, skill gaps, and recertification
deadlines.

DLA LMS Help System
Plateau offers & comprehensive task-oriented help system that is rapidly retrisvable and easily

The Initial Information
page of the Record

Learning wizard displays.

Select the Item option.

Click the search icon &
to search for and add
one or more items.

Click the search icon &
to search for and add
one or more users.

Click Next.

o

Note: This option is usually used when an item has not been
scheduled or is classified as “Other.”

DLA Training

80




DLA Learning Management System

Use Record Learning Quick Link to Record Completion of Item, Continued

The Edit Details page of the
Record Learning wizard
displays.

Enter completion date,
time, time zone, and grade
/ completion status for
each item (to be applied to
all users).

Note: Total hours, credit
hours, contact hours, and
CPE hours may also be
entered.

Click Apply Changes.

To modify individual user
records, click the expand
icon E next to the item ID
to view all users.

o

Modify individual user
records by selecting options
from the drop-down menus,
or modifying hour fields.

Click the More Options
icon @ to enter additional
information for each user,
such as comments.

Enter comments if
appropriate.

Click Apply Changes to
close the Other Data
pop-up box.

Click Apply Changes in the
expanded view to save
individual record changes.

®
® /

Other Data

Instructor D

Comments:

zer: (WESABER) &ber, Wendw S

@Did not show up to
training.

5

Cancel Apply Changes

Note: Any comments entered here displays on a Learning

History report.

DLA Human Resources Services

81



Administrator Job Aids

Use Record Learning Quick Link to Record Completion of Item, Continued

€ Click Next. @

The Confirm page of the | |record Leaming ey
Record Learning Wizard Initial Information = Edit Details = Confirm @
displays.

Prewious | Submit

Review the summary ofthe learming history to be recarded by the system. ITyou are satisfied with the summary, click Submitto record the learning
histary, Use the aption button to indicate the way competencies are assessed by the syster when recording the learning history, Assess based on

- the Item Settings, Assess all tems, or Do not assess which will have the systern ignore the competencies.
If applicable, select an

- Change the way 1 ies are d @
Optlon for Competency @ aszess based on item setting O Assess all terms O Do Mot Assess ‘
assessment.

@

Item: COURSE 1 (Rew 1- JulF 1352009 01:45 PM Americasflew Yark )

Review list of items and Titler K5O Learning Lab

User Grade / Total Credit Cantact
users effeCted - UserlD MName Completion Completion Date Hours l}:l‘:-urs l}:l‘:-urs CPE  Comments
WESABER Aber, CRS-ATND Aug/10/200% 09:56  8.00 1.00 1.00
. . Wendy 5 A AmericalMew
@ | Click Submit. York

Confirmation/success

Record Learnin
status is displayed. g9

Imitial Information = Edit Details = Confirm = Success
@ Click Start Over... to
record additional The Learning events were recarded successiully.
learning events.

Note: Clicking Start tart over.. @
Over... initiates the
record learning process
again using the same
users selected in the
previous process.

Return to Table of Contents
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DLA Learning Management System

Use Record Learning Quick Link to Record Completion of Scheduled Offering

From the Home page,
select Record Learning
from the Quick Links
drop-down menu.

or
From the Home page,

click the Record
Learning link.

T
## DLA Learning Management System Liserfiokag Quiok Links:,_ i

Gyg| Add NewLesming Item
Y% ndd Mew Scheduled Offering
Manage User Needs

Welcome vour Name Help

m User Management Performance Learning Commerce Content Reports

to DLA LM3 istration
The DLA Lestning Management System (LMS) Administration is part of a robust LMS with posweer ful
management tools that give you the ahility to

Quick Links

Record Learning

Stare the completion of & course ar any other
learning refsted kem, including scheduled
offerings that are now complete, or non-tracked
everts that hel define what a person in the
system knows based on their entire transcript.

Faciltate learning and knowledge Activities throughout the organization, including aligning
learning okjectives with business objectives

Manage classroom, Web-based, CO-ROM, on-the-jok (CJT) and instructor-led learning, ss

Record Learning weell &3 the resources and processes associated with each

Manage the tracking of resources and scheduled offerings associsted with the many

Sl Mo S chedulr Cerng categories of learning, including traditional instructor-led training.

Buildd & learning calendar based on instructor-led
and blended tems. Use pre-defined templates
for items to build the schedule for learning, or
build ad-hoc sessions as necessary.

Add Mew Scheduled Offering

Track the progress of every User's competency profile, skill gaps, and recertification
deadlines.

DLA LMS Help System
Plateau offers & comprehensive task-oriented help system that is rapidly retrisvable and easily

The Initial Information
page of the Record

Learning wizard displays.

Select the Scheduled
Offering option.

Click the search icon ©
to search for and add
one or more scheduled
offerings.

Click the search icon &
to search for and add
one or more users.

Click Next.

Note: This option is usually used to record completion or
attendance for scheduled event.
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Administrator Job Aids

Use Record Learning Quick Link to Record Completion of Scheduled Offering

The Edit Details page of
the Record Learning
wizard displays.

Enter completion
status/grade for each
scheduled offering (to be
applied to all users).

Note: Total hours, credit
hours, contact hours,
and CPE hours may also
be entered.

Click Apply Changes.

To modify individual user
records, click the
expand icon @ next to
the item ID to view all
users.

Modify individual user
records by selecting
options from the
drop-down menus, or
modifying hour fields.

Click the More Options
icon @ to enter
additional information
for each user, such as
comments.

Click Apply Changes to
close the Other Data
pop-up box.

Click Apply Changes (as
in Step 7) in the
expanded view to save
individual record
changes.

iy (1472003
2:00 b

Record Learning Hetp |
Initial Information > Edit Details = Confirm

Previous | Mext

Revigw and update the selections you mate on the previous page. You may thange details (such as Grade or Completion Status) Tor any specific record, of change the details for a group of
records atonce

o ) 07
Group By: Scheduled Offering

Apply Changss

* = Required Fisids

Total  Credit  Contac
Scheduled Hrs His Hrs CPE
offering Compl eti opAfia Grade / Completion
21331 Jun10/200§ 04:00 PM, America/New York * CRS-ATMD (Atended Evert or Activity) - For Credt Jam 800 300 @
COURSE HR-101
Rev 1-

Ame rica e

(o

(WESABER) Jun/10/2003 04:00 Pi\ America/New Vork * CRS-ATND (Attencled Everit or Activity) - For Credit v 500 8.00 3.00 0
Aber,

Wendy 5

(LYEABEL) Jun/10/2003 04:00 PAL America, M York * CRS-ATND (Attended Evert or Activity) - For Credit ¥ 800 8.00 3.00 e)
abel,

Lyndsey £

[HAARON) Jun/10/2003 D4:00 PAL AmericalNew Yark * CRS-ATND (Aftended Event or Activiy) - For Creclt v 80 a0 3 o
Baron

Henry

Other Drata

dzer: (WESABER) Aber, Wendwy &
Instructor D

Lttended and
participated

throughout the class. [
Showing initiatiwve.

apply Changes

Comments:

cancel

Note: Any comments entered displays on a Learning History
report.
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DLA Learning Management System

Use Record Learning Quick Link to Record Completion of Scheduled Offering, Continued

Click Next.

Record Learning

Initial Information = Edit Details » Confirm

IHeip |

Previous | Next

Review and update the selections you made on the previous page. You may shange details (such as Grade or Completion Status) for any specific record, o change the details for a group of
records atonce

— Edit Details
Group By: Scheduled Offering v
Apply Changes
= = Required Fields
Total Credit Contact
Scheduled Hrs Hrs Hrs Pl
Offering Completion Date Grade / Completion
B(133) Jun/10/2003 04:00 P, AmericalMew York * CRS-ATND (Attended Event or Activity) - For Credit v 300 8.00 300 e
COURSE HR-101
(Reu 1 -
May 1472003
AZ:00 AW
America/New
Yark)
Apply Changes
The Confirm page of the Record Learning [Help |
Record Learning wizard
H Initial Infarmation = Edit Detais = Confirm
displays. @
Previous Submit

If applicable, select an
option for competency
assessment.

Review list of scheduled
offerings and users
effected.

Reviewy the summary ofthe learning histony to be recorded by the system. Ifyvou are satisfied with the summary, click
Submitto record the learning history, Use the option hutton to indicate the way competencies are assessed by the
systerm when recarding the learning history, Assess based on the item Settings, Assess all items, or Do not
assess which will have the system ignore the competencies.

’7(:hange the way competencies are assessed 4@

® assess based on item setting O pssess allitens O Do Mot Assess

Scheduled Offering ID: 133 @

@ . . Item: COURSE HR-101 (Rev 1 - May /14,2003 12:00 A dmerica MNew York)
CIICk Smelt' Title: Company Benefits Orentation
User Grade / Completion  Total Credit  Contact
User D Mame Completion Date Hours  Hours  Hours CFE  Comments
WESABER dber, CRS-ATHND Jun /10,2003 8,00 &.00 3.00
Wendy 0400 Pt
5 dmerica/Mew
York
LYEABEL bbel, CRS-ATND Jun /10,2003 8,00 &.00 3.00
Lyndsey 0400 PAd
E dmerica/Mew
York
Confirmation/success Record Learning

status is displayed.

Click Start Over... to
record additional
learning events.

Initial Information = Edit Details = Confirm = Success

The Learning events were recorded successiully.

Start Cwer... @

Note: Clicking Start Over... initiates the record learning process
again using the same users selected in the previous process.
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Administrator Job Aids

View User Learning History tab

Navigate to User
Management > Users.

Enter search criteria to
find one of the users for
whom you just recorded
a completion.

Click Search.

Click the edit icon = to
select the user record.

Field Chooser '©

Send Motification

Select All / Deselect Al

Records per Page ZB % Page: 1 Z 3 4 B ePrewious Pexts (3,071 total records) Fage |1 of 123, m
User ID a User Name = Matify
HABRON 21 [ | Aaran, Henry O
LYEAREL 21 [ | Abel, Lyndsey E O
WESABER O[S | Aber, Wendy Il
G Click the Learning ctandard
. SUrveys Options
History tab. — — :
Organization Organization Succession Alternate Job Performance SF-187 Requasts
Dashboard Imitiatives Plarning Poszitions Reniem a
V|eW |earning h|St0ry Commerce Acoount Code Catalog Previewn Preferences Approwal Role hpprovals

Click the View Details
link to view additional
information on the
learning event in a
separate pop-up window.

Cpty Profiles Competencies Registration Requests 5 online Status Azzeszments
. : Learning 5
SUMIMary Phone Mumbers Cuztom Figlds Learning Plan History Curricula

View the Learning History for the User

Sort By: tem L
ltem Title Status Completion Dates Details
COURSE HR-101 (Rew 1 - May £14,2003 12:00 b dttended Jun/1052003 04:00 “iew Details
AmericafNew York) Event or Pii dmercalMew

Botivity Yark

Company Benefitz: Ordentation

DLA Training
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DLA Learning Management System

Send Notifications

Description

The purpose of this job aid is to guide administrators through the step-by-step process of
creating and sending notifications.

Tasks

e Create and Send Ad-hoc Notifications from User Search Results
e Create and Send Notifications Using Send Notifications Tool

Create and Send Ad-hoc Notifications from User Search Results

(1 Navigate to User
Management > Users.

Search for a user by Users Search | AddNew | Help
entering criteria for one or
more f|EIdS search Saved Searches &
Enter a value for each field that you want to use to fiter your 2earch. Some fields allow you to select from a list of
FOI’ thIS example Ietss values. You can alzo add or remave search criteria to further refine your search.
search for all users within a Case sensitive search: ™ ves & o
specific organization. User ID: [srnswin =]
. ) A Last Hame: Im
@ | Enter the organization IDin | | _ _ E—
. N . First Mame: I Starts With vl
the Organizations field. —
Middle Initial: I Starts With 'I
® | Click Search. Role 1D: [sswan =
User Status: @ active T NotActive © Both
Domains: I Starts With hd l T
Organizations: Istarts‘a'dith vl EHS Y o
Supervisors: I Starts With vl 4 e
Add/Remove Criteria 0 Search | Save As | | Reset
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Administrator Job Aids

Create and Send Ad-hoc Notifications from User Search Results, Continued

The results display all the
records that meet the
entered criteria.

G Send Motification

Q e Select All f Deselect All

| Records per Pageﬂ Page: 1 2 3 4 5 *Previous Mexts (231 total records) Page|1—of|0.
@ 'f you want to send a User ID . User Name Notify
notification to all members | || MosmsFzaL |25 1 4] | Afzal, Mohammad J r
of this organization, change | | JapaLeerT m 0l [2 | Alberti, Jamie D [
the view per page to 500 ERWAMRHEIN 2\ [ | Amrhein, Eric W r
or All. MELANDERSON 20 [ | Anderson, Megan L -
. . SAMARCE 1 [ | Arce, Sandy M r
@) Click the Select All link to | | - =
select all users. — s
KALBAIRD _| [ | Baird, Katherine L I
G Click Send Notification.
Help

Step 5: Build Email of the
Send Notifications wizard
displays.

Click the select icon Q, to
select an email template.

Select a Reply To and From
email address.

Contents of the message
can be customized by
making any necessary edits
to the subject and body of
the message as well as
adding an attachment.

Click Send Notification.

Send Notifications
= Step 1 = Step2 = Step 3 = Step 4 = Step b

= Required Fields
Step 5: Build Email

Previous | Send Motification

Select Template

Email Template: eO‘ PazswordNotification

Specify Email Addresses

Reply To: Q plateau@plateau.com

From: Qo plateau@plateau.com

Send copies to:

Note: The above recipientz will receive 1 email for each u=zer receiving this notice.

Second copy of email to r
uUsers’ supervisors:

Customize Contents

Attachment: @ Browse...
Subject: <label key="notification.PazswordNetification. Subject” arg0="<ELMS_APPLICATION="f>
Body: <label key="notification.Paz=wordMetification. MezzageText1™

argl="<ELMS_APPLICATION/=" arg1="<PASSWORD/="/>
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DLA Learning Management System

Create and Send Ad-hoc Notifications from User Search Results, Continued

You have successfully sent Send Notifications Help
a notification to all
selected users.

= 5tep 1 = Step 2 » Step 3 = S5tep 4 = Step 5 » Finish

Finished

m CIICk the Start Ove_r'_" Motification(s) sent successfully. @
button to send additional

notifications to a user
population based on
scheduled offering, item,
curriculum, or class.

Start Over...

Return to Table of Contents
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Administrator Job Aids

Create and Send Notifications Using Send Notifications Tool

Navigate to User
Management > Tools >
Send Notifications.

Step 1: Select Criteria
Type of the Send
Notifications wizard
displays.

Select the criteria type on
which the user population
IS based.

For this example, let’s
search for all users within a
specific scheduled offering.

Click Next.

Send Notifications

= Step1

Step 1: Select Criteria Type

* = Reguired Fields

* Base Population On: &' scheduled Offering e
' ttem
' Curriculum

" Class

Help

Mext
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DLA Learning Management System

Create and Send Notifications Using Send Notifications Tool, Continued

Step 2: Select Scheduled
Offering of the Send
Notifications wizard
displays.

Add a scheduled offering to
the criteria by clicking the
add one or more from list
link to search for the
offering.

Send Notifications Help
»Step1 > Step2
Step 2: Select Scheduled Offering

Previous | Mext

Add a Scheduled Offering to the Criteria
Enter Scheduled Offering ID or add ene or mere from list. °

Scheduled Offering 1D: Add

Update Scheduled Offerings

There are no scheduled offerings added. Please add a scheduled offering before continuing.

Search for a scheduled
offering by entering
criteria.

Click Search.

Scheduled Offerings Search = Help

search

Search Scheduled Offerings

Results

Enter a value for each field that you want to use to fitter your search. Some fields allow you to select from a list of
values. Y'ou can alzo add or remove search criteria to further refine your =earch.

Case sensitive search: i ves ™ g

Offering Type: " ttem offering type T Schedule Block offering type & Hoth

| Starts With -] G
[[starts with -]
[ starts witn -]

Scheduled Offering 1D:

Item/Schedule Block 1D:

Description:

Start Date After: m 21072009

(MMADDAOC) —_—

Start Date Before: m

(MMADDO)

Status: & active O NotActive € Both

Add/Remove Cr‘iter‘ia% Search || Reset
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Administrator Job Aids

Create and Send Notifications Using Send Notifications Tool, Continued

Select the scheduled
offering by clicking the Add
checkbox.

Click Add to continue.

search

Select Offerings

Add

Select Al F Deselect Al

Records per Page 25 = {14 total records)

Send Notifications

Start
ID Description Item/Schedule Block Date/Time Add
3605 Management COURSE HR-110 (Rev 5/14/2003 12:00 AM 7714/2009 I~
Fundamentals AmericalMew York) 09:00 AM é
America/New
York
This returns you to Step 2 Send Notifications Help
of the Send Notifications 1o
. > 5tep 1= 5tep 2
wizard.
Step 2: Select Scheduled Offering
@ CI ICk NeXt' Previous || Mext
Add a Scheduled Offering to the Criteria
Enter Scheduled Offering ID or add one or moere from list.
Scheduled Offering ID: Add
Update Scheduled Offerings
Apply Changes | | Reset
Select Al J Desslect Al
Scheduled Item/Schedule Start
Offering 1D Block Description Date/Time End Date/Time Remove
3605 COURSE HR-110 Management 7/14/2009 7/14/2009 Il
(Rev 5/14/2003 Fundamentals  09:00 AM 05:00 PM S
12:00 AM America/Mew  America/New
Americal Hew York) Yark Yark
Apply Changes | Reset
Step 3: Refine Population Help

of the Send Notifications
wizard displays.

Select a registration status
for the scheduled offering.
In this example, let’s select
all users currently enrolled.

Click Next.

=Step1>=5tep 2 = Step 3

Step 3: Refine Population

Previous | | Mext

Thig step further refines the population accerding to the Registration Status and/or Completion Status. Selecting a Mone
for enroliment ar completion statuz returns all uzers who do not have an enrollment or completion status.

Registration Status:

All
CANCELLED

PENDING
WAITLIST

DLA Training

92




DLA Learning Management System

Create and Send Notifications Using Send Notifications Tool, Continued

Step 4: Add/Remove Users
of the Send Notifications
wizard displays.

Review the list of enrolled
users.

Click the add one or more
from list link to add more
users.

and/or

Click the Remove checkbox

Send Notifications Help
= 5tep 1 > 5Step 2 > Step 3 » Step 4

Step 4: Add/Remove Users @

Previous | | Mext

Add Users to Criteria

Enter User ID or add one or more from list. @

User 1Dz Add

Update Users

Apply Changes | Resst

Sehect Al / Deselect All

. User ID User Name Remove
for users you wish to HARRON  Aaron, Henry (15 2N
remove from the list., and VEABEL  Abel, Lyndsey E r
CIICk Apply Changes' WESABER Aber, Wendy S L

@ Click Next.
Step 5: Build Email of the Send Notifications Help

Send Notifications wizard
displays.

Click the select icon Q,
select an email template.

Select a Reply To and From
email address.

Contents of the message
can be customized by
making any necessary edits
to the subject and body of
the message as well as
adding an attachment.

Click Send Notification.

-

=>5tep 1 >5tep 2 > Step 3 = Step 4 = 5tep b

= Required Fields

Step 5: Build Email @

Previous || 5end Motification

Select Template

Email Template: @Q PazswordNotification

Specify Email Addresses

Reply To: @ Q plateau@plateau.com

From: Q plateau@plateau.com

Send copies to:

MNete: The above recipientz will receive 1 email for each user receiving this notice.

Second copy of email to r
UsErs supervisors:

Customize Contents

Attachment: Browse...
Subject: @ <label key="notification. Pas=wordNotification Subject” argl="<ELMS_APPLICATION="/=
Body: <label key="notification. Paz=wordNotification MeszageText1™

argl="<ELM5_APPLICATION/=" arg1="<PASSWORD/="¥=
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Administrator Job Aids

Create and Send Notifications Using Send Notifications Tool, Continued

You have successfully sent
a notification to all
selected users.

Click the Start Over...
button to send additional

Send Notifications
= 5Step 1 » Step 2 » Step 3 » Step 4 = Step 5 = Finish

Finished

Motification(s) sent successfully.

Help

notifications to a user Start Over...
population based on
scheduled offering, item,
curriculum, or class.
Return to Table of Contents
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DLA Learning Management System

Use the Required Dates Editor Tool

Description

The purpose of this job aid is to guide administrators through the step-by-step process of using
the Required Dates Editor tool.

Tasks

e Use the Required Dates Editor Tool to Adjust Due Dates

Use the Required Dates Editor Tool to Adjust Due Dates
i i [ —
€  \avigate to Learning > _ _ — -
Tools > Required Dates i® DLA Learning Management System et Role 2] ik Hrks:
Editor Home User Manage ment Performance Commerce Content Reports System Admin

Required Dates Editor Help

Step 1: Add Users of the
Required Dates Editor
wizard displays.

=5tep 1
Step 1: Add Users

Rext

* = Required Fislds

Add Users
Enter User ID or acd one or mare from list Q
* User ID: e e Add

Edit Users

9 To add a user, enter the
exact user ID in the User ID
tethOX - Required Dates Ed-

There are no Users inthe list. Please add User before proceeding

© Click Add.

or

Q Click the add one or more
from list link to search for
and select users.
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Administrator Job Aids

Use the Required Dates Editor Tool to Adjust Due Dates, Continued

For this example, we
searched and selected all
users who report to the
same supervisor.

Now that we have a list of
users, we can continue
with the tool.

Click Next.

Required Dates Editor

=5tep 1
Step 1: Add Users
* = Required Fields

Add Users
Enter User D or add one ar more from list.

* Lser ID:

Edit Users
UserID Marme
DD Ly Dby, Chana A
IAEFCSTER Foster, Margaret E
AMEGABRIEL Gabriel, dmanda E
CAMSHIFLET Shiflet, Catherne A%

Help

Mext

Add

Apply Changes

Select All / Deselect 4ll
Eemaove

O

O

O

O

Select All / Deselect All

Apply Changes

Step 2: Add Curricula of
the Required Dates Editor
wizard displays.

To add a curriculum, enter

the exact curriculum ID in
the Curriculum ID textbox.

Click Add.

or

Click the add one or more
from list link to search for
and select one or more

curricula.

Click Next to continue.

Required Dates Editor

=5tep 1 = Step 2
Step 2: Add Curricula

* = Required Fields

Add Curricula

Enter Curriculum 1D or add one or maore from list. 9

* Curriculum ID: HR-100 G

Edit Curricula

There are no curricula in the list. Please add curriculum hefore proceeding.

Help

Prewious et

Add

Note: At least one item should be selected. An item could be
selected either by choosing a curriculum or free-floating
items. Step 2 of the Required Dates Editor adds curricula;

Step 3 adds free-floating items.

If you want to add free-floating items only, skip to Step 9.
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DLA Learning Management System

Use the Required Dates Editor Tool to Adjust Due Dates, Continued

Step 3: Add Free-floating
Items of the Required
Dates Editor wizard
displays.

To add items, select the
item type from the
drop-down menu.

Required Dates Editor

»5tep 1 =5tep 2 = Step 3
Step 3: Add Free-floating Items

* = Required Fields

Add Items
Enter ltems or add one or more from list. @

Help

Fresious et

@ Enter the exact item ID. “ltem Type: COURSE + @ *Item ID: ADMIMO0 @ Add
Edit Items
€ Click Add. o | |
There are no items in the list. Please add an item before proceeding.
or
@ Click the add one or more
from list link to search and
select one or more items.
For this example, w
0 s example, we added Required Dates Editor Help

the course Accident Review
Panels. One or more items
can be added.

Now that we have an item,
we can continue with the
tool.

Click Next.

=5tep 1 = 5tep 2 = Step 3
Step 3: Add Free-floating Items

* = Required Fields

Add Items

Enter ltems or add one or more from list.

*Item Type: v “tem I0:
Edit ltems
Item Title

COURSE ADMO100 (Rew - Dec /2372004
02:35 PM America/MNew Yark)

Effective Administrative Support
Professional Simulation

Previous Mect

Add

Apply Changes

Select All f Deselect All
Remove

O

Select All f Deselect All

Apply Changes
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Administrator Job Aids

Use the Required Dates Editor Tool to Adjust Due Dates, Continued

Step 4: Edit Item Required Required Dates Editor Help
Date of the Required Dates
Editor wizard displays.

=5tep 1= 5tep 2 = Step 3 = Step 4

Step 4: Edit ltem Required Date @
€| Click the calendar icon ]
to select a required date

Prewious Finizh

1 1 Required Date
for the Item IISted' Curriculum  Item Title
COURSE ADMO100 (Rev Decf2352004 Effective Administrative @.Tl
@ C||Ck FiniSh. 0238 P AmericasMew York) Support Professional
Simulation
The users’ learning plans Required Dates Editor Help

were successfully updated.

Confirmation

Finished

Status:

« 2 0f 4 Users updated with required dates.

Return to Table of Contents
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