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eLMS 5.8  Admin Job Aid – Navigation of eLMS Admin

	Description

The purpose of this job aid is to guide administrators through the step-by-step process of navigating around Plateau Learning.
Tasks
A. Identify Areas of the Plateau Learning Interface

B. Identify Commonly Used Navigation Icons


	Task A: Identify Areas of the Plateau Learning Interface

	1.
2.


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

	3.
	Home returns the admin to the Welcome screen.

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

Help opens the Plateau Learning Online Help System with access to contents, index, search, and the system glossary.

Logout ends the current session.

	4.
	Clicking the Help link displays 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 Plateau Learning Online Help System.

	5.
	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.

	6.
	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.

	7.
	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.


	Task B: Identify Commonly Used Navigation Icons

	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.

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

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

	Click Add to save a new record into the database once an admin has completed all necessary fields.

	Once an admin has accessed a record in edit mode, click Copy… to copy the existing record to a new unique ID.

	Once an admin has accessed a record in edit mode, click Delete to delete the record from Plateau Learning.

	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.

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

	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.

	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.

	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.
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