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eLMS 5.8  Admin Job Aid – Learning Management Tools

	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.
Tasks

A. Record Completed Learning using Record Learning Quick Link 

B. Record Attendance at External Event using Record Learning Quick Link 

C. Record Completion of Scheduled Offering using Record Learning Quick Link
D. 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

· A record 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 Plateau Learning, 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.


Task A. Record Completed Learning using Record Learning Quick Link
1. From the Home page, select Record Learning from the Quick Links drop-down menu, or
From the Home page, click the Record Learning link.

The Initial Information page of the Record Learning wizard displays.

2. Select the Item option.

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

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

5. Click Next.
The Edit Details page of the Record Learning wizard displays. 

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

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

7. Click Apply Changes.

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

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

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

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

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

Note: Any comments entered here displays on a Learning History report.
13. Click Next.
The Confirm page of the Record Learning wizard displays. 

14. If applicable, select an option for competency assessment.

15. Review list of items and users effected.

16. Click Submit.
Confirmation/success status is displayed.

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

Note: Clicking Start Over… initiates the record learning process again using the same users selected in the previous process.
Task B. Record Attendance at External Event using Record Learning Quick Link

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

The Initial Information page of the Record Learning wizard displays.

19. Select the External Event option.

20. Enter a description of the external event and click Add.

21. Click the search icon to search for and add one or more users.
Note: Click the Remove link to remove users from previously used list.

22. Click Next.
The Edit Details page of the Record Learning wizard displays.

23. Enter completion date, time, time zone, and completion status/grade for each external item (to be applied to all users).
Note: Total hours, credit hours, contact hours, and CPE hours may also be entered.

24. Click Apply Changes.

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

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

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

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

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

30. Click Next.
The Confirm page of the Record Learning wizard displays. 

31. Review list of items and users effected.

32. Click Submit.
Confirmation/success status is displayed.

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

Note: Clicking Start Over… initiates the record learning process again using the same users selected in the previous process.
Task C. Record Completed Learning using Record Learning Quick Link
34. From the Home page, select Record Learning from the Quick Links drop-down menu. Or
From the Home page, click the Record Learning link.

The Initial Information page of the Record Learning wizard displays.

35. Select the Scheduled Offering option.

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

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

38. Click Next.
The Edit Details page of the Record Learning wizard displays. 

39. Enter completion date, and 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.

40. Click Apply Changes.

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

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

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

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

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

46. Click Next.
The Confirm page of the Record Learning wizard displays. 

47. If applicable, select an option for competency assessment.

48. Review list of scheduled offerings and users effected.

49. Click Submit.

Confirmation/success status is displayed.

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

Note: Clicking Start Over… initiates the record learning process again using the same users selected in the previous process.
Task D. Record Completed Learning using Record Learning Quick Link
51. Navigate to User Management > Users.

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

53. Click Search.

54. Click the edit icon to select the user record.

55. Click the Learning History tab.

View learning history.

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

The Learning History Details page displays specific details about the event, including any comments entered when the event was recorded.

57. Click Close to return to the user record.
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