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eLMS 5.8  Admin Job Aid –Using Learning Management Tools

	Description

The purpose of this job aid is to guide administrators through the step-by-step process of using various learning management tools to:

· Edit dates by which training completion is required.

· Register Users in Scheduled Offerings

· Withdraw Users from Scheduled Offerings

· Reserve seats (add slots) to a Scheduled Offering

Tasks

A. Use the Required Dates Editor Tool to Adjust Required by Dates for Users for an Existing Item Assignment

B. Use Registration Assistant to Register Users in a Scheduled Offering

C. Use Registration Assistant to Withdraw Users from a Scheduled Offering

D. Use Registration Assistant to Add Slots to a Scheduled Offering



Task A:
Use the Required Dates Editor Tool to Adjust Required by Dates for Users for an Existing Item Assignment
1. Navigate to Learning > Tools > Required Dated Editor.

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

2. To add a user, enter the exact user ID in the User ID textbox.  

3. Click Add, or

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

5. Click Next.

Step 2: Add Curricula of the Required Dates Editor wizard displays.
At least one item should be selected. An item could be selected either by choosing a curriculum or free-floating items. Step 2 adds curricula; Step 3 adds free-floating items.
If you want to add free-floating items only, skip to Step 9.

6. To add a curriculum, enter the exact curriculum ID in the Curriculum ID textbox.

7. Click Add, or

8. Click the “add one or more from list” link to search for and select one or more curricula.

9. Click Next to continue.

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

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

11. Enter the exact item ID.

12. Click Add, or

13. Click the “add one or more from list” link to search for and select one or more items.
For this example, we added the course Accident Review Panels. One or more items can be added.
Now that we have an item, we can continue with the tool.

14. Click Next.

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

15. Click the calendar icon to select a required date for the item listed.

16. Click Finish.

The users’ learning plans were successfully updated.
Task B: Use Registration Assistant to Register Users in a Scheduled Offering
17. Navigate to Learning > Tools > Registration Assistant.

Step 1: Select Action of the Registration Assistant displays.

18. Select Register Users.

19. Click Next.

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

20. Enter scheduled offering ID, or
Select the search icon to search for and select a scheduled offering.

21. Click Next.

Step 3: Add Users of the Registration Assistant displays.

22. Enter User ID.

23. Select Registration Status ID from drop-down menu.

24. Click Add, or

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

26. Click Next.

Step 4: Edit Assignment of the Registration Assistant displays.

27. Enter any comments as necessary.

28. Click Next.

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

29. If applicable, select Slot ID from the drop-down menu, or
Enter an Order Ticket number, or
Enter Chargeback Account.

30. Click Next.

Step 6: Record Registration of the Registration Assistant displays.

31. Review information.

32. Select applicable email confirmation options.

Click Finish.

33. 
A confirmation status notification displays.

Task C: Use Registration Assistant to Withdraw Users from a Scheduled Offering
34. Navigate to Learning > Tools > Registration Assistant.

Step 1: Select Action of the Registration Assistant displays.

35. Select Withdraw Users.

36. Click Next.

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

37. Enter scheduled offering ID, or
Select the search icon to search for and select a Scheduled Offering.

38. Click Next.

Step 3: Select Users to Withdraw of the Registration Assistant displays.

39. Click Withdraw checkbox for users you wish to withdraw from scheduled offering. 

40. Click Next.

Step 4: Record Withdraw of the Registration Assistant displays.

41. Review information on user to be withdrawn.

42. Click Finish.

A confirmation status notification appears.
Task D: Use Registration Assistant to Add Slots in a Scheduled Offering
43. Navigate to Learning > Tools > Registration Assistant.

Step 1: Select Action of the Registration Assistant displays.

44. Select Reserve Slots.

45. Click Next.

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

46. Enter scheduled offering ID, or
Select the search icon to search for and select a scheduled offering.

47. Click Next.

Step 3: Add Slot of the Registration Assistant displays.

48. Enter Organization ID for whom the slots are being reserved, or
Select the search icon to search for and select an Organization ID.

49. Enter number of slots.

50. Select Registration Status ID from drop-down menu.

51. Click Add.

52. Click Next.

Step 4: Edit Comments of the Registration Assistant displays.

53. Enter any comments as necessary.

54. Click Next.

Step 5: Edit Financial Data of the Registration Assistant displays. Skip to Step 15 if no financial data is necessary.

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

56. Enter price.

57. Click Next.

Step 6: Record Registration of the Registration Assistant displays.

58. Review information.

59. Select email confirmation option.

60. Click Finish.
A confirmation status notification displays.
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