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Overview of Catalog Administration

Legend:

Please use the guide below to determine which features are applicable for the Talent Suite license you
are currently using:

° NetDimensions .
Performance = For Performance license only

“' NetDimensions ) ]
= For Learning license only

NetDimensions . )
= For eLearning license only

o NetDimensions .
Exams = For Exams license only

> NetDimensions . i
Talent Suite = Applies to all licenses

As a means of organizing learning objects catalogs provide excellent vehicles for managing content
permissions as every catalog has access lists for users, organization units, user attributes and roles. W
hile access to content can be managed in the user editor, we strongly suggest managing users' access
to content through catalog access permission to catalogs rather than in the user environment in the
user editor as this quickly can become very cumbersome.

Catalog and courseware management involves:

® Creation, set up and management of catalogs
® Definition and maintenance of:
® Catalog structure
Languages
Subjects
Geographic Regions
Financial categories (i.e. Cost Accounting)
Creation of catalog entries and courseware templates
Management of catalog entries including the updating of entries, display options (that is
whether to display or not) and the inclusion of reference and other materials (e.g. exams)

Before you install and configure courseware, you should configure your catalogs and also configure
Debug and Tracing options (for SCORM courseware). This document focuses on the:

Creation, set up and management of catalogs
Definition and maintenance of:

Languages

Subjects

Geographic Regions

Financial categories (i.e. Cost Accounting)
Facilities

Things to Watch Out for in Configuring Catalog Entries

The overall process of creating and configuring learning objects is generally similar among different
types of learning objects though the procedures differ for different learning objects.

NetDimensions Talent Suite offers a considerable amount of flexibility in the configuration of catalog
entries and in configuring catalog entries you may need to specifically configure:
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Continuing professional development points
Discussion Forums and Chat Rooms
Language display (for the catalog entry)
Associated images

Peer commentary

Catalog Display

Costing

References

Security options

Prerequisites

Emails

Setup

Enrollment policies, constraints, controls
Sessions

Exams

Certification

January 2019
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Catalog Creation, Setup and Management

NetDimensions )

(‘applies to P Netoime

Hierarchical Catalogs

NetDimensions Talent Suite for Catalog Administration supports a multi-level catalog structure to
categorize content more conveniently. In the catalog browser, the user can now choose between
browsing through the categories or a tree view of the catalog using the Catalog Explorer.

If you are not using sub-catalogs or don't want the user experience of your Talent Suite Catalog
Administration to change after the upgrade, you can enable the "classic" catalog view in the System
Administration Manager.

Catalog Browsing

To navigate through the course catalog level by level, click on the catalog that you want to explore. As
users get deeper into the hierarchy, sub-catalogs will be displayed on the top of each screen, the
courses below them.

Kafrina Saplala | Manage Cenfre = Help = ContactUs | Logout

> NetDimensions
Talent Suite

MELSSKS

Cerlificalions

Training Plan

Learning Path

Course Calendar

Catalog Search

Another way to navigating a catalog is to the use of the enhanced catalog search. With its new look, it
will make the searching easier and adaptable for user. By default, the search page first screen only
requires you to search by entering keywords.

The Search Result Format can be configured in System Configuration:

Search Result Format
@ Learning Module/Program Mame, Learming Type, Catalog and Brief Description
) Learning Type, Learning Module/Pragram Name, Catalog, Price, Relevance, Yendor and Rating
2 Madule Image, Learning Module/Pragram Name, Learning Type, Catalog, Duration and Brief
Description
(5] Learning Type, Module name, Price, Yendar, Rating

Learning Module/Program Name, Learning Type, Catalog and Brief Description format
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m Career Centre | ‘Workspace | Connect | Repos | Teach = Manage

Learning Module Search

Keywords ‘ " B Advanced Search
| Search Help

Showing: 1-5 of 5

English 101

Learning Type: Classroom

In catalog(s): Default Public Catalog
Sample

ENGLISH 101 - A

Learning Type: Online

In catalog(s): Default Public Catalog
ENGLISH 101 - A

Human Computet Interface Guidelines
Learning Type: Onling
In catalog(s): Default Public Catalog

Maritime Mavigation
Learning Type: Onling
In catalog(s); Default Public Catalog
Basic instruction on U.S. Coast Guard and U.S. Regulation of Inland Vessel Rules of Nawgation
no title
Learning Type: Online
In catalog(s): Default Public Catalog
Showing: 1 -5 of &

Results per page. 25 E

January 2019

Learning Type, Learning Module/Program Name, Catalog, Price, Relevance, Vendor and

Rating format

Learning Module Search

Keywords: m Advanced Search

Search Help

Showing: 1-6 of 6

Learning Module/Program

- English 101 Default Public Catalog USD 0.00
] ENGLISH101-A Default Public Catalog USD 0.00
] English 102 Default Public Catalog USD 0.00
(] Human Computer Interface Guidelines Default Public Catalog UsD 10.00
=] Maritime Mavigation Default Public Catalog usD 0.00
6 no fitle Default Public Catalog uUsD0.00

Showing: 1- 6 of B

100%
100%
100%
100%
100%
100%

Results per page: | 25 zl

Unknown
Unknown
Unknown
Unknown
Unknown

Unknown

With this search result format, you can sort the list according to column.

ouseg | ica] e Vendor | i |

(R
1A
iA
WiA
NIA
NIA

Module Image, Learning Module/Program Name, Learning Type, Catalog, Duration and

Brief Description format
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m Career Centre | Workspace Connect Reports | Teach Manage

January 2019

Learning Module Search

Keywords:

Showing: 1-6 of 6

English 101 Sample
Classroom

4 Default Public Catalog

ENGLISH 101 - A EMGLISH 101 - &

Advanced Search

Search Help

Onling

r Default Public Catalog
English 102 English 102 - Sample
Online

4 Default Public Catalog

Learning Type, Module name, Price, Vendor, Rating format

Learning Module Search

Keywords

m Advanced Search

Search Help

Showing: 1-6 of &

Results per page: | 25 L

Results per page: | 25 L

- English 101 Unknown NI

[d ENGLISH 101 - A Unknown NI

- English 102 Unknown NiA
a

@ Human Computer Interface Guidelines Unknown NIA

- Maritime Mavigation Unknown A

i no title Unknown A

Showing: 1-6 of 6

Session-level Catalog Display

By default, the catalog search produces a learning object oriented result list. For organizations that are
heavily classroom-session oriented (such as training sales companies), an alternate search screen and
result list is now available. This option is biased towards classrooms and allows search based on
location and lists the individual sessions that meet the search criteria. The resulting course information
page also only lists just the single session that the user may click on from the search result list. The
keyword search is still learning-object oriented, hence the indexed portion of searching applies to
module level properties only, with the drop-down filters then used to determine which sessions to show.

This alternate screen view is enabled via the "System Configuration >> Catalog >> Enable

Page 8



NetDimensions LMS 14.1 - Catalog Administration

Session-level Catalog Search Results".

¥ W
File Edit, View History _Bookmarks Tools Help)
Rt sosumiy oo 10T 3 o mertswe < 4

& NetDimensions

Talent Suite

Career Center Workspace Connect Reporis

RUFF Ray

Teach

Manage Center

January 2019

Help = ContactlUs  Logout
Q

Learning Module Search
Keywords
Project
Location Learning Type
Wanehai Training Center| v Al [=] All

] Show only "Active” sessions

Showing: 1-2of 2

Type Leamning Module/Program

|:| Beginning Project Management (Feb 1, 2015 9:00 AM - Feb 3, 2015 5:00 PM
CST)

[Z]  Beginning Project Management (Mar 1, 2016 9:00 AM - Mar 4, 2016 5:00 PM
CST)

Showing: 1-2 of 2

Audience

[=] An

Location

The IT room

Wanchai Conference
Room

Search Navigation

Results per Page. 25 |T|

Vendaor

NETD
Interactive

NETD
Interactive

Single Search has been enhanced to show category tabs on the left that enable a user to navigate

categories while scrolling the result.
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Search

Leaming Module
Reference Resource
Competency

Job Profile

People

Keywords: | |

Leamning Module

AICC Dummy1 (MOD-0015)
Learning Type: Online
In catalog(s): Default Public Catalog (sddd)

AICC Dummy2 (MOD-0016)
Learning Type: Online
In catalog(s): Default Public Catalog (sddd)

AICC Flash Workshop - PPT to web examples (AICC_SAMPLE_FLASH)
Learning Type: Online
In catalog(s): Default Public Catalog (sddd)

More Results

Reference Resource
www.google.com
Course: My Virtual Classroom 1| Go to Catalog Page | Go to the Knowledge Center

www.yahoo.com
Course: My Virtual Classroom 1| Go to Catalog Page | Go to the Knowledge Center

The Five Competencies of User Experience Design
Course: Visual Design | Go to Catalog Page

Competency

Programming
Default Proficiency Level

Search Skillsoft Resources

January 2019

Universal search also includes results from skillsoft using LSA 'Search and Learn' integration - Main
Search results page.

The NetDimensions Universal Search is extended with OLSA's 'Assets Integration Service', to display
results with new search categories of Job Aids, Skill Briefs, Mentoring, Test Preparation, Books and
Reference Resources from Skillsoft.

ADMINISTRATOR System Manage Center  Help Contact Us Logout

NetDimensions’

Talent Suite

Home Learning Center

Career Center  Workspace =~ Connect | Reports = Teach

Search

Leaming Module

Job Aids (Skillsoft)
Skill Briefs (Skillsoft)

Test Preparation
(Skillsoft)

Books (Skillsoft)

Reference Resources
(Skillsoft)

Keywords: | guide a

Learning Module

Leadership KnowledgeGenter Guide

Leaming Type: Online

In catalog(s): Default Public Catalog

Details of the content contained in the Leadership KnowledgeCenter

Six Sigma KnowledgeCenter Guide

Leaming Type: Online

In catalog(s): Default Public Catalog

Details of the content contained in the Six Sigma KnowlsdgeCenter

Manager's Performance Guide - Team Conflict Skills

Learning Type: Online

In catalog(s): Default Public Catalog

There is little doubt that today's organizations are expenencing unprecedented changes in how they define themselves
and accomplish their work. Nowhere are these changes mare evident than in organiz

More Results

Job Aids (Skillsoft)

Guides to Lean Concepts and Principles
Use this job aid to review Lean's basic principles and concepts.
Vendor: skillsoft

Project Activity Relationships
Vendor: skillsoft

Page 10



NetDimensions LMS 14.1 - Catalog Administration January 2019

In order to integrate the search results from Skillsoft, an administrator has to setup a web catalog
account in Manage Center > Learning >Web Catalogs and enable "Include OLSA Search and
Learn categories in Universal Search".

#  NetDimensions Talent Suite Manage Center

OVERVIEW LEARNING TALENT COMMUNICATE

Web Catalogs »

Web Catalog Properties

Mame

OLSA netd

Endpoint

http://netdows . skillwsa.com/olsa/senices/Olsa

Customer ID

spnetdows

Shared Secrat

|¥] Include OLSA Search and Leamn categories in Universal Search

+ Cancel | Permissions

The language code used to perform the search is set according to user's language setting in user
preference. If the language code in user preferences is not available from the OLSA service, the default
language "English" will be used.

In addition to the learning types in Talent Suite, Universal Search will also return external types from
Skillsoft if so configured. If there are more results than what is configured for the integrated search
results page, a "more results" link will be displayed below the initially listed results for a particular item
type on the results page. The user can click the link to get more results of the same type with the same
keyword from Skillsoft.
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The "More Results" link will bring the user to the selected type search result page, where the first 10
results are displayed. If there are more than 10 results, a "Load More Results" link will be displayed.
Clicking the button will search for the next 10 results from Skillsoft
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If there are less than 10 results from a search request, the "Load More Results" button will not be
displayed.

Directly Enroll from Search Result

In this release, users can now directly enroll to a learning module from the catalog search result by
showing the Enroll and Launch button in the search results.

Page 13



NetDimensions LMS 14.1 - Catalog Administration
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Note: You must configure the system to "Directly enroll and launch modules from catalog search

result".
Home

Career Cente Woerkspace Connect

Reports Teach

Learning Module Search

Keywords

Showing: 1-6of 6

English 1
Leaming Type: Online
In catalog(s) Default Public Catalog

Enroll and Launch

In catalog(s): Default Public Catalog

Enroll and Launch

Math 3
Leaming Type: Online
In catalog(s): Default Public Catalog

Enroll and Launch

MCP Training (Feb 13, 2013 9:00 AM - Feb 15, 2013 5:00 PM CST)
Learning Type: Classroom
In catalog(s). Default Public Catalog

Configuring the Classic View

To enable the classic view:

1. Click Manage Center > System > General Settings > System Configuration.

Advanced Search

Search Help

Results per page: | 25 |T

Select Catalog from the menu or scroll down to the Catalog section.

2.
3. Check Use Classic Browse View.
4. Click Save.

> NetDimensions

Katrina Saplaia Help | ContactU

Talent Suite
ﬂ Learning Cenire Career Centre Workspace | Conne Reporis | Teach
Home
MY CAREER AREA MY LEARNING PATH MY TASKS.

Manage Centre

OVERVIEW LEARNING TALENT COMMUNICATE

GENERAL SETTI SYSTEM SUPPORT FUNCTIONS
System Configur: Debug and Tracing Options

Screen Layout Manager Rebuild Index
Logical Domains Login Reminder
Home Page Manager External Links
Default IP Fiter for Exams Terms of Use Manager

Content Server Configuration

REPORTS

STEM UTILITIES
Encrypt Password

Archive Training History
Restore Training History
Run Scheduled Tasks
Background Task Console

Compare Languages

Replace Domain Text

SYSTEM

SYSTEM STATISTICS

System Activity Statistics
Transaction Execution Statistics
AP Statistics

HACP Command Execution
Statistics

Connection Statistics

Databaze Object Statistics

Defaultinitial User View to Browse L4
Use Classic Browse View
Show Course Info in Explorer Window o

Allow user to mark as Completed set to enabled by default

Crakin ©ANDL AN ~innnrd
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'Hidden' Catalogs

A hidden catalog, i.e. a catalog that is only accessible by those with permission to use the catalog, can
be used as an intermediate staging area for the creation of new entries or the amendment of existing
catalog entries before they are released for general viewing. The advantage of using a hidden catalog
is that it allows you to enter, for example, new catalog entries that are in the process of creation or
change. As incomplete or incorrect catalog entries in the hidden catalog are not be viewable by
learners, the risk of learner confusion (as a result of seeing an incorrect or incomplete entry) is
eliminated.

When the entry (e.g. the course) is ready to be displayed to learners, it only needs to be reassigned to
one of the regular catalogs to which learners have viewing permissions. A catalog can be ‘hidden’
through the use of access rights — that is by restricting access to the catalog to a select few, the catalog
is effectively 'hidden’ from general viewing. We highly recommend use of hidden catalogs.

Catalog Entry Display

Note that in order for a learning object to appear in a catalog, you must explicitly specify that it will
appear in the catalog by:

® Checking the Show in Catalog in the Configure Catalog section.

* (Optionally) specifying the catalog(s) in which the entry will appear by clicking the Assign
Catalog hyperlink, then choosing the desired catalog from the Select Catalog to Assign screen
that opens in a new window.

Catalog Creation and Maintenance

First of all, the sub-catalogs are themselves actual catalogs that can contain content and have other
member sub-catalogs. You can arrange the hierarchy to facilitate content organization, or alternatively
to subdivide, the view of information to authorized groups, or some combination of both. Each catalog
has a "display format" setting that controls how the catalog is presented to the user. You can mix and
match the display settings for different catalogs/sub-catalogs within the same hierarchy.

The "top" catalog is where it all begins, but for user navigation, selecting a catalog at a higher level than
others will NOT show all courses in the underlying sub-catalogs. Only the immediate sub-catalogs and
direct courses are typically shown to the users. As a "best practice" for visually stimulating navigation, it
is recommended that FORMAT3 be used at the TOP level (large pictures are shown for the catalogs)
and FORMAT1 or FORMAT?2 (pictures are shown for the courses) for the individual catalogs. A key
objective for administrators is to require as few settings as possible. To support this, an "Inherit
Permissions" indicator is provided to allow sub-catalogs to be visible to the same users as their parent
catalog. In addition, each catalog may have explicitly set permissions (configured using the
PERMISSIONS button). The inherited permissions and the explicit permissions added together
determine who can see a specific sub-catalog. Even if inherited permissions are not used, anyone who
can see a specific sub-catalog is also granted READ rights to the direct parent hierarchy. Otherwise, a
user could not navigate down to the sub-catalog they have explicit permission to use.

As a general "best practice”, you should ALWAYS set permissions on the first level catalogs. "Inherit
Permissions" may then be used on lower levels without any other administration required. Of course, if
you want to limit access to specific sub-catalogs, you can set explicit permissions as needed. Inherited
permissions are virtual and are not written to the database. Thus, changing the parent settings
automatically affects all of the children.

The permissions criteria for individual catalogs are normally interpreted using OR logic, although you
may change this to AND in the system configuration section.
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EXAMPLE 1: Content organized for general browsing (using a structure meaningful to the users). Here,
use the "Inherit Permissions" flag for all sub-catalogs under a given master catalog (which itself can be
at a lower level).

EXAMPLE 2: Content organized by "Restricted Groups". If the objective is to have some of the
sub-catalogs visible to only a select group, then turn off the inherit permissions for those specific
catalogs and explicitly set the desired permissions.

Controlling Access for Users Who Have Not Logged In

In some cases, you might want to allow users access to catalogs without requiring them to log in. To
support this, an "Allow users to access the catalog without logging in" indicator is provided to allow
catalogs to be viewable by them. This setting is independent from the permission setting mentioned
above.

Just like the permission setting, if a user has permissions to view a sub-catalog, in order for a user to
navigate down to the specific sub-catalog, its direct parent hierarchy will be viewable as well.

To access the Catalog List Maintenance, click Manage Center > Learning > Catalog General
Settings > Catalog List Maintenance.

Catalog List Structure

Manage Centre

OVERVIEY LEARNING TALENT COMMUMICATE USERS REPORTS

Catalogue List Maintenance

Catalogue S grme
a [E Top'

[ Associated Britsh Ports

[ Bzbcock

[ BRINKS (BRINKS Catalog)

[ Cabot Financial

[ Cape (Capa)

[ Care Quality Commission (Care Qualty Commission)
Cegos (Cegos) A

[ CERN

[ Crossknowledge
Elekta

[ Eurocontral

[ G4s
E GRC (GRC)
[ Haufe

E Mannaz
[ rational colege teaching & lezdershin (national college )
[ MetD E-Commerce =

Tips and Tools:
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Information
icon

Displays the guidelines for using structured catalogs.

Action Menu

The action menu displays a list of drop-down actions that can be
performed based on the Role Access Control and Permission on the
selected catalog. For example, if a user selects the Top catalog,
only the first two actions can be performed, the rest are disabled.

Catalog
Structure Tree

The catalog hierarchy is displayed in a easily navigable tree
structure.

Context Menu
(Right - Click)

A context menu can be accessed by right clicking on the catalog
tree structure. It provides easy access to Action Menu for a
selected catalog.

Drag-and-drop
action

A quick way to move a catalog.

Assign Random
Images

Clicking on this link will randomly assign pictures to all catalogs and
courses which do not have a picture associated with the

Adding New Catalogs

January 2019

1.Access the Catalog List Maintenance; click Manage Center > Learning > Catalog General Settings
> Catalog List Maintenance.

Catalog List Maintenance G

Catalog Structure

Q.

-

[” Top
[ Communication Skills (001)
| Default Public Catalog

Add Catalog as Child
Edit Catalog Properties
Edit Catalog Content

)Add Catalog as Child a

Edit Catalog Properties Clone

Move
Edit Catalog Content v

Delete
Clone
Move

Delete

2.In the Catalog List Maintenance screen, select the catalog where the new child catalog will be added.

3.You either click the Action Menu or the Context Menu then select Add Catalog as Child. The
Maintain Catalog Properties screen appears.
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Each catalog/sub-catalog may have its own permissions to control use by users and administrators.

Mote that assigning READ permissions pushes out the catalog to all users in that group, while WRITE
permissions are necessary for adding/removing learning objects in the catalog editor.

@ Catalog Configuration Help

Title:
Reference Code:

Comments:

Responsible Party:

Catalog Display Format: Farmat 3 - Catalog Picture, Course Text -
Picture: Inlcal

[C] Allow users to access the catalog without logging in

Save Cancel

4.Enter the required parameters listed:

® Enter a title for the new catalog.
® Enter the reference code.

Reference code on catalogs are use when catalogs are in multiple languages, an admin may be unable
to identify the correct course to be assigned. With a reference code assigned to a catalog, the admin
will be able to assign modules to all catalogs that have the same reference code without having to
understand the title in different languages.

The reference code is not a mandatory field. If no reference code is entered, no information will be
displayed. When reference code is assigned it will appear on the following pages:

¢ Catalog Browser
® Search Screens
¢ Catalog Selector

5.Click Save. You are taken back to the Catalog List Maintenance screen
6.1f desired, add a comment about the new catalog.

7.1f desired, enter the party that is responsible for the contents of this catalog.
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M Career Center Workspace Connect Reports Teach

Catalog

Top

COMMUNICATION SKILS (20) DEFAULTPUBLIC CATALOG USABILITY TESTING

This catalog does not contain any course matenal

* NetDimensions Talent Suite offers six different layout combinations for the catalog contents:

Format 1 - Catalog Picture, Course Picture: Catalogs and learning modules are
displayed using the assigned images

Format 2 - Catalog Text, Course Picture: Catalogs are presented as a list, learning
modules are displayed using the assigned images

Format 3 - Catalog Picture, Course Text: Catalogs are displayed using the assigned
images; learning modules are presented as a list.

Format 4 - Catalog Text, Course Text: Catalogs and learning modules are presented as
lists.

Format 5 (Dynamic) - Catalog Picture, Course Picture: Catalogs and learning modules
are presented using the assigned pictures.

Format 6 — Catalog/Course Picture over Text: Catalog/course picture are displayed
over text.

® To assign an image to the catalog, either enter a URL manually or select an image from the
repository by clicking the Select icon.

® Optionally, to have the Talent Suite randomly pick images from the repository and use these as
catalog images. The recommended size for catalog images is 300 pixels by 300 pixels, other
sizes will be scaled to this size.

Root Catalog Permissions

For users who have access to the Catalog List Maintenance screens, the ability to create Level 1
catalogs can be controlled. This is useful in cases where one Talent Suite application is being used by
multiple sets of users.

To assign user permission at the root catalog level:

1.Access the Catalog List Maintenance; click Manage Center > Learning > Catalog General Settings
> Catalog List Maintenance.
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Catalog List Maintenance a

Catalog Structure 9 oq

Add Catalog as Child

« [ Top o
[ Communication Skills (001) o Edit Catalog Properties
[ Default Public Catalog dd Catalog as Child Edit Catalog Content
Edit Catalog Properties Clone
Move
Edit Catalog Content v
Delete
Clone
Move
Delete

2.In the Catalog List Maintenance screen, select the catalog where the permission will be set.

3.You either click the Action Menu or the Context Menu then select Edit Catalog Properties. The
Catalog Properties screen appears.

Each catalog/sub-catalog may have its own permissions to control use by users and
administrators.

@ Catalog Configuration Help

Title: ‘ Communication Skills |
Reference Code: ‘ 001 |
Comments:

Responsible Party: |

Catalog Display Format:‘ Format 3 - Catalog Picture, Course Text W ‘
Picture: ‘ ‘LB_JI )

Created by:

Date Created:

Permissions:
|| additionally, grant permissions as defined in parent
] Allow users to access the catalog without logging in

Save Cancel

4.Click Permission.The Permission Selector screen appears. Configure the permission setting using
the guideline below the image.
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Permission Selector

Use the links below to select the users, user groups, organizations, and roles that can access this
object.

Read Only Access ULl Falwask]

Users

MOLINA Rlon (RLON)

In addition to the previously selected users, view permissions will be granted to anyone who meets
Al of the following criteria
®one of the following criteria

Add criteria selector: ‘ User Group v ‘

5.Prior to giving permission to a user or group of users, you need to select first the type of access you
want to give to the user. There two types of access you can give to a user, namely:

® Read Only Access. Having READ permission means a user can see a Catalog but not perform
any action

® Unrestricted Write Access. Having Unresctricted Write Access permission means user
can alsoupdate/delete a Category

6.After selecting the access type, you can now select the user(s) to whom the access permission will be
granted. Click the Users link.

Permission Selector

Use the links below to select the users, user groups, organizations, and roles that can access this
chject.

ECELROLTENLEL N Unresinicted Access

Users

In addition to the previously selected users, view permissions will be granted to anyone who meets
(Al of the following criteria
(®)0ne of the following criteria

Add criteria seiector_“ User Group b |

7.This opens the User Selector screen to select a specific user or group of users.
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Selector

User ID First Name Last Name
Role Organization User Group
All ﬂ

f’ Specify Additional Attributes f’ UserlD Direct Entry Form

Results: 0 Selected: 0

Horizontal View

(A]~]v]Y

8.In addition to the selected users, view permission can also be granted to anyone who meets the
following criteria:

* All of the following criteria
® This means that viewing permission can be granted to all users belongs to the criteria
defined in the Add criteria selector. For instance that user added the criteria Role and

Organization as shown in the image below.
® This means that the user must belong to the roles AND organization in order for the user
to access the permission to view the report.
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Permission Selector

Use the links below to select the users, user groups, organizations, and roles that can access this
object.

Read Only Access Unrestricted Access

Users

In addition to the previously selected users, view permissions will be granted to anyone who meets
(_IAll of the following criteria
®0ne of the following criteria

Add criteria selector: | User Group b ‘ Go

Role [ ]

Organization a

Include Organizations

Exclude Organizations

Ciose

® One of the following criteria
® This means that viewing permission can be granted to all users belongs to any of the
criteria defined in the Add criteria selector.
® This means that the user must belong to the roles OR organization in order for the user to
access the permission to view the report.

® Add criteria selector
® This allows you to add criteria. To add the criteria, click the selector dropdown button and
then select the preferred criteria.

Note: For every selected criterion, a criterion box will be displayed. To select a specific user, group or
organization that belongs to the criteria, click the link positioned at the right top of each box. See the
procedure in the Appendix section on how to select a user, group or an organization.

Update Catalog Properties

To edit a catalog listing:

1.Access the Catalog List Maintenance; click Manage Center > Learning > Catalog General Settings
> Catalog List Maintenance.
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Catalog List Maintenance a

Catalog Structure 9 Qﬁ
Add Catalog as Child
a Top )
[ Communication Skills (001) o Edit Calalog Properties
[ Default Public Catalog |Add Catalog as Child Edit Catalog Content

Clone

Edit Catalog Properties

Move
Edit Catalog Content v

Delete
Clone

Move

Delete

2.In the Catalog List Maintenance screen, select the catalog you want to update.
3.You either click the Action Menu or the Context Menu then select Edit Catalog Properties.

4.The Catalog Properties screen appears. Edit the field(s) that you want to change.

Each catalog/sub-catalog may have its own permissions to control use by users and
administrators.

@ Catalog Configuration Help

Title: ‘ Communication Skills |
Reference Code: ‘ 001 |
comments:

Responsible Party: |

Catalog Display Format:‘ Format 3 - Catalog Picture, Course Text v ‘

Picture: ‘ ‘Iil|g|

Created by:

Date Created:

Permissions:
DAdditionaIIy. grant permissions as defined in parent
/1 Allow users to access the catalog without logging in

5.Click Save to Update.

Update Catalog Content

This action menu allows one to edit the content of the selected catalog

1.Access the Catalog List Maintenance; click Manage Center > Learning > Catalog General Settings
> Catalog List Maintenance.
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Catalog List Maintenance

Catalog Structure 9

a

Il Top

[ Communication Skills (001)
" Default Public Catalog

JAdd Catalog as Child E

Edit Catalog Properties
Edit Catalog Content
Clone

Move

Delete

January 2019

Q.

Add Catalog as Child
Edit Catalog Properties
Edit Catalog Content
Clone

Move

Delete

2.In the Catalog List Maintenance screen, select the catalog you want to update.

3.You either click the Action Menu or the Context Menu then select Edit Catalog Properties.

4.The Catalog Content screen appears. Use the checkbox to select which content will be removed from
the catalog.

NetD

Use the checkbox to select content for removal from this

catalog.

[T Online 2 with Payment (O2wP)

5.Click Save to Update.

S

ave Cancel

Clone a Catalog

This action menu allows one to clone the selected catalog

1.Access the Catalog List Maintenance; click Manage Center > Learning > Catalog General Settings
> Catalog List Maintenance.

Catalog List Maintenance

Catalog Structure 9

-

[ Top

[ Communication Skills (001)
[ Default Public Catalog

JAdd Catalog as Child E

Edit Catalog Properties
Edit Catalog Content
Clone

Move

Delete

Q.

Add Catalog as Child
Edit Catalog Properties
Edit Catalog Content
Clone

Move

Delete

2.In the Catalog List Maintenance screen, select the catalog you want to clone.
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3.You either click the Action Menu or the Context Menu then select Clone.

4.The Clone Catalog screen appears. Click the Target link to select the catalog to which you want to
move or clone the source catalog to. You can also, include course content or keep the existing
permission when move a catalog.

Clone Catalog %
Source: Communication Skills
|
Target: | [
Include course content? ]
Keep existing permissions? v

"Additionally, grant permissions as defined in

parent” checkbox for resultant catalogs .
should be (_) Disabled

® As defined in original

(O Enabled

Save Cancel

BN

5.Click Save to Update.

Delete a Catalog

1.Access the Catalog List Maintenance; click Manage Center > Learning > Catalog General Settings
> Catalog List Maintenance.

Catalog List Maintenance G

Catalog Structure 9 ou.

Add Catalog as Child
- Top .
[ Communication Skills (001) o Edit Catalog Properties
" Default Public Catalog Add Catalog as Child Edit Catalog Content
Edit Catalog Properties Clone
Move

Edit Catalog Content

Delete
Clone

Move

Delete

2.In the Catalog List Maintenance screen, select the catalog you want to remove.

3.You either click the Action Menu or the Context Menu then select Delete.

Delete catalog ®

Deleting a catalog will also remove all sub-catalogs (courses are not
deleted).

Cancel

4.A confirmation box appears. Click Ok to proceed.

Move Catalogs
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To rearrange catalogs and sub-catalogs, you can use the move function. This allows you to move a
catalog with its content, i.e. courses and sub-catalogs, to another branch in the catalog tree while the
clone function allows you to keep the current structure and add a catalog with its content to some other
catalog, e.g. because you might want to add the catalog to a part of the catalog structure which is not
accessible for a certain audience (e.g. another customer you are hosting on the same site. Action menu
items allow you to move a catalog but this can also be achieved by dragging and dropping the catalog
in the desired location.

1.To move a catalog, access the Catalog List Maintenance; click Manage Center > Learning >
Catalog General Settings > Catalog List Maintenance.

Catalog List Maintenance G

Catalog Structure 9 op

Add Catalog as Child

Fl Top }
[ Communication Skills (001) o Edit Catalog Properties
[ Default Public Catalog IAdd Catalog as Child Edit Catalog Content

Clone

Edit Catalog Properties

Move
Edit Catalog Content v

Delete
Clone

Move

Delete

2.In the Catalog List Maintenance screen, select the catalog you want to.

3.You click the Action Menu or the Context Menu then select Move or simply drag the catalog and
drop it to the desired location.

4.The Move Catalog screen appears. Click the Target link to select the catalog to which you want to
move or clone the source catalog to. You can also, include course content or keep the existing
permission when move a catalog.

Move Catalog x
Source: aaaa

Target: MY

Include course content? ]

Keep existing permissions? |

"Additionally, grant permissions as defined in
parent" checkbox for resultant catalogs
should be

® As defined in original
O Disabled
O Enabled

Save Cancel

5.Click Save.

Disable the Catalog Assignment in User Editor

Under Manage Center > System > General Settings > System Configuration, a configuration setting
called "Enable Catalog Assignment at the User Level" is found. If enabled, catalog access can be
granted at the user level as well as through the standard catalog permissions. The use of this is not
recommended as such a set-up becomes difficult to maintain in the long run. The preferred approach is
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to set the access permissions individually on each course catalog. If disabled, the Catalog Assignment
section in the User Editor will be hidden and its existing assignment settings will no longer be effective.
1 1 | =

JCourse |0 Generator Format | BACITI=M0100 ’ﬁi (A
| | PR | Piea
‘Enanle Catalog Assignment at the User Level | v ’Ei @

On a fresh install of the Talent Suite, the option "Enable Catalog Assignment at the User Level" is
disabled by default. When upgrading to the Talent Suite from an earlier version, if no existing catalog
assignment data exists at the user level, then the configuration option will be automatically disabled,
otherwise it will be enabled to allow continued use of the function.

Access Manage Center > Users > Users > User Editor.

#  NetDimensions Talent Suite Manage Centre

LEARNIMG TALENT COMMUNICATE 5 REPORTS SYSTEM

USERS ROLES GROUP AND ORGANISATION

Rode List Configuration Organization Maintenance

User Attribute Configuration Role Access Control User Groups

User Attribute Extension Bulk Role Update User Group Data Loader

User Data Loader Direct Appraiser Organisation
Generation

User Profile Data Loader

Switch User

Payment Plans

Integrated Instructor Calendar Session Aftribute Categories

ranscript Attribute Categories

EXAM MANAGER EXAM UTILITIES PAYMENT MANAGER REPOSITORY

Exam Generater Exam Poole Manager Payment Plans Repository Manager
Exam Template Editor Questicn Pools Manager Cost Accounting Categories

Question Editor Question Data Loader Migrate Currency

Questicn Review Exam Style Sheet Editor Optienal Payment tems

The User Editor appears. Make your selection on the left navigation pane until you find the user. On the
right navigation pane, click the Environment tab, there you will find a section that allows you to search
specific course catalogs and assign it to the user.

Catalog Bundles

A similar Multiple-Language handling has been extended to catalogs, without elaborating the language
bundle framework model again, to highlight the basic adopted approach on catalogs, here are the key
notes:

® the display of the catalog metadata is based upon the system Auto-Select mechanism, mainly
trying to match to show in the user's preferred language before defaulting to the primary
language if that's not available
each catalog level can be configured with its own set of bundles
since each level has its own set of language versions, the catalog hierarchy display of a
particular branch with levels being shown in their own language independently, it could be in
different languages if the bundle setup lacks any particular language version on a particular
level.

Bundle Administration

If the catalog should support additional language versions then there's a new administrative menu
called "Manage Language Bundles" to manage the additional language versions which are considered
as secondary. It can be found under the gear icon of a catalog listed in the hierarchical tree when
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drilling down to a particular level on Catalog List Maintenance.

Catalog List Maintenance u
Catalog Structure o
» Wi

(8] D4
Add Catalog as Child

Edit Catalog Properties
Edit Catalog Content
Clone

Maove

Manage Language Bundles

Tips And Tools:
4 Drag and drop to move catalog
4 Right-click menu

&) Assign Random Images @

The primary language of the catalog level can be assigned or changed on the Catalog Properties
screen or via the Manage Language Bundles menu to switch to another language.

Catalog List Maintenance >

Edit Catalog Properties

Each catalog/sub-catalog may have its own permissions to control use by users and administrators,

@ Catalog Configuration Help

Title: Default Public Catalog

Reference Code:

Comments: The default catalog

Language: Multi-Language B

Responsible Party:

Catalog Display Format: | Format 1 - Catalog Picture, Course Picture B

Picture: - &
Created by:

Date Created:

Permissions:

DAdditiDnalIy. grant permissions as defined in parent

[T Allow users to access the catalog without logging in

Similar to learning objects, whenever a new catalog level is created, it's created in the primary language
via the Catalog List Maintenance page, additional language versions are added or maintained via the
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language bundle administration.

Catalog List Mainte

Manage Language Bundles
For Default Public Catalog

+ Add Language Bundle

Language Bundle @

Add Language Bundle *®

A system language can be assigned to a bundle of the same abjec

Select a language to assign

English - (en) j|*

Title *

aximum 255 characters

Each language bundle has menu actions to edit its content or switch bundle language to another
available for that catalog object.

For a secondary language bundle, an administrator can set permissions on who can access its content
or delete it. By default, read permission is set for all on creating a new language bundle. This is to allow
translators and administrators to see what language versions have been created for the catalog object
to avoid creating any duplicate. Write permission can be individually assigned.

Manage Language Bundles

For Default Public Catalog

+ Add Language Bundle

Bulk Action | = ‘

Language Bundle @

Multi-Language

£  English-(en)

Edit Bundle Content

The catalog clone feature supports language bundle cloning onto the new copy of the catalog. When
the entire hierarchy of catalogs is cloned, all of its bundles (for each individual level) will be cloned as
well, using the same catalog bundle metadata. The translatable fields that make up a catalog bundle
are Title and Comments as shown below.

Catalog List Maintenance » Manage Language Bundles for Région

Edit Bundle Content In German - Germany ( De-DE )

For Region

GENERAL ? —_—

Maximum 255 characters

Region

[Comments

B J U 4| FontFamily = Font Size EE|AE -~ |wm

Keontinent Region
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Support Contact field length

The Support Contact field length in the Language Bundle Editor can support up to 255
characters, allowing users to add more information, such as HTML tags, providing links to directly write

an e-mail, etc.

General 3 R
Module Properties: General

Module Properties > Objectives Module Title®

Reference Resources Maximum 255 characters

Not Specified Launch Properties

Session Module Description
Revisions

Proxied Launch Package

Duration Comments
Support Contact
Tatence =1

Dynamic Display of Multilingual Catalog Content

Displaying the catalog name in the system Auto-Select language has been applied to various areas.
The course search areas now support the dynamic catalog name display including the Catalog Search
and Universal Search.

In the Universal Search, the catalog name will be displayed according to user's language preference in
the search suggestions and results.
g eornd |

. Module Learming
,NetD|menswons MON ACCUEIL  MON APPRENTISSAGE  OUTILS SOCIAU dapprentissage gy

Talent Suite

RECHERCHE UNIVERSELLE

Mots clés: | leaming A Rechercher
Module dapprentissage

MODULE D'APPRENTISSAGE

Learning

Type dapprentissage: Formation en ligne
En catalogue(s): Par défaut Catalogue publique
—————————

In the Catalog Search, the left-hand catalog filter with the hierarchical drill down and the catalog name
displayed in the search results both now support the dynamic name display.

RECHERCHE DE MODULES DAPPRENTISSAGE

Rechercher dans un module

Sensible 3 Ia casse

\earr|nq|

Catalogue Résultats De La Recherche Pour « Learning » Résultats de recherche par page. 25 B

+ [E Top Learning
El Par défaut Catalogue publique (1) Type d'apprentissage: Formation en ligne
— En catalogue(s). Par défaut Catalogue publique
. . —————
Affiner Par
Tous Les Types

In the Catalog Browser, the catalog folder name as well as the navigation breadcrumb support the
dynamic catalog name display.
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NAVIGATEUR DE CATALOGUES
Haut » Pardéfaut Catalogue publigue

Sous-catalogues

Par défaut Catalogue cat
publique

January 2019

The same dynamic catalog name display has been applied to the module selector namely, the visible

catalog names in the Catalog filter options.

Module(s) Actuellement Requis

Description

Exécutez une recherche pour produire une liste d'articles dans le panneau « Choix disponibles ». Sélectionnt
Sélections ». Utilisez le bouton de la double fleche pour déplacer les articles entre les panneaux. Lorsque vo

La liste des résultats de la recherche se limite aux 1,000 premiéres lignes.

¥l Horizontal display

Rechercher du texte Catalogue
i Tout

Type d'apprentissage
Tout

Par défaut Catalogue publique
Top

Choix disponibles

]

XLIFF Exchange

XLIFF Support for Exams and Questions

Since Multi-Language support has been added to exams, questions and catalogs in this release,
translatable data configured in a bundle can also be exchanged in XLIFF 2.0 format.

1. Export

For the export function, these three additional object types have been added for export selection, exam,
question and catalog. Select a source language to translate things from and a target language to
translate things to. Then all relevant exams or questions with that selected source language as the
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primary language will be exported with their translatable fields or there is a selector to further select
specific items to export.

XLIFF Import/Export

@ XLIFF Import
@ XLIFF Export

Source Language @ *
English - { en ) -]
Target Language @ *

French - ( fr ) B

Source Type ™

‘ESelect a Type |-

Select a Type
Learning Modules
Mews
Certification
Exam

Question

2.Import

The import function supports XLIFF 2.0 format data for all these three new object types. An XLIFF file
that includes the following object types can be defined with the target language specified for the
particular record including all if its translated data. Note that data of different object types can be
processed together in a single XLIFF file for import. Please refer to the catalog, exam and question
bundle-level fields mentioned in the other sections. There are some question media fields that are not
supported in the XLIFF format including Image URL, Audio URL and Video URL fields since they are

address fields. But the Other (HTML) media field is supported in the XLIFF format.

netadata><ns4:metaGroup»<nsd4:meta [type="category”>Questiond/ns4:meta><ns4:meta type="exportDate”>2015-87-24T00:47:0
;0leil?81t;brigt;81t;br&gt; </source><target>Cual es el color del sol</target></segment></unit><unit id="choice_RON®

:metadata»<nsd4:metaGroup><nsd:meta hypez"category">Examl!n54:meta)<ns4:meta type="exportDate">2015-87-24T@4:83:18</
cunit id="session_description_RON@@@@15473"»<segment><source></source><target></target></segment></unit></file»</x1
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Importing Courseware

NetDimensions )

(‘applies to P Netoime

Before you install and configure courseware, you should configure your catalogs and you should also
configure Debug and Tracing options. Once you have set up your catalogs, if possible determine
whether the course is an AICC-compliant package or SCORM courseware.

Import and Configuration of SCORM and AICC Packages

SCORM packages need to come as a ZIP file in order to be imported into the Talent Suite. In addition
to import individual AICC course files and upload the media files using the Repository Manager can
also import AICC courses, the Talent Suite alternatively provides an easy upload option. For this, you
need to open the folder in which the course files reside, select all files, and "zip" them using programs
like WIinZIP or WinRAR on Windows or by using the "Compress Items" menu item on Mac OS X.

Importing a single SCORM or AICC Package

1.Click Manage Center > Learning > Import > Import Content Package. The Select Content
Package screen appears.

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Import Content Package

Select a SCORM, AICC or IMS content package, a zip file containing one or more SCORM or IMS content packages, or a zip file containing one or more sets of AICC
course structure files_ (Each set of AICC course structure files must consist of four files with the same base file name, and the file name extensions au, crs, cst and

des respectively.)

Package
| Choase File | No file chosen

2.Click Choose File. A separate Windows Choose File screen opens.
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@ File Upload
{-;,\;_f. B Deskitop » <1 | Soorct 3
Name B Type Diate o dified -
l- Do rreerd s B T':' !:ll:l‘ I
B Deuitop : L
il ‘FOTIRt P = Becythe B - Shertout
B Computer "T‘ trut
s
: Partuies T
B e | om
& Becertty Changed h i
B Senche Fenangei
B s * r i

E¥P Techmicsl Terrplates

Falders - ERF Dacirmpntitign
| ! Toyardwards

—ele.  Filo e . P.HFH

4

3.Select the SCORM package to be installed and click Open. The file name is copied to the Select
Content Package screen.

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Import Content Package

Select a SCORM, AICC or IMS content package, a zip file containing one or more SCORM or IMS content packages, or a zip file containing one or more sets of AICC
course structure files. (Each set of AICC course structure files must consist of four files with the same base file name, and the file name extensions .au, .crs, .cst and
des respectively.)

Package

SCORM_TIR . SON2 zip

4.Click Next. The Enter Course Title screen appears.

OVERVIEW = LEARNING  TALENT COMMUNICATE  USERS REPORTS SYSTEM

Import Content Package »

Enter Course Title

Enter a title for the course

Course Title: |m ‘

5.The Talent Suite will display the default title that is provided by the course package. Should you wish
to change the title, overwrite the current title.

6.Click Next. The Enter Course ID screen appears.
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OVERVIEW = LEARNING  TALENT COMMUNICATE USERS REPORTS SYSTEM

Import Content Package »

Enter Course ID

"Lesson_01" does not exist.

Enter an 1D for the course.

Course ID

Lesson_01

Update Catalog Setting
[T Show in Catalog

Assign Catalog Communication Skils (20) .
Remove Assigned Catalog(s)

January 2019

7.The Talent Suite will display the default ID. Should you wish to change the course ID, overwrite the

current identifier.

8.To display this course in the Catalog, click on the box to the right of Show in Catalog.

9.Assign catalogs, click on the Assign Catalog hyperlink. The Select catalogs to assign to imported

courses screen appears.

Select catalogs to assign to imported courses

Description

Perform a search to generate a list of lems in the Wyallable Cholces' pangl, Select one of the (tems isted and click the single amow (8.0, =)
button to copy it indo the ‘Selections'pansl. Usze the double srow buttons to move all items bebween the panels. YWhan you have cormpleted your
seleclion, click the "k button.

Search Crileria

The search result list onky displays the first 1,000 rows. Check hera to switch betwaen horizontalvertical screen layouts: ¥

Search Teat

. ¥ |

# Reconds Retrieved: 0

5 |

Cancel

10.Make your selection(s).

11.Click OK. Your selection appears in the Enter Course ID screen.
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A

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Import Content Package »

Enter Course ID

"Lesson 01" does not exist.

Enter an ID for the course
Course ID

Lesson_01

[¥] Update Catalog Setting
[7] Show in Catalog

Assign Catalog Communication Skils (20

Remove Assigned Catalog(s)

< Back | Import

12.Click Import. The Course Created screen appears.

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Import Content Package »
Course Created

The course WCO TIR. was created successfully.

Open Catalog Editor

January 2019

Note: The course can be assigned to one or more catalog(s) instead of just importing to the Default
Public Catalog. This catalog assignment option is also available when the user publishes a course

using the Courseware Editor.

To access the Courseware Editor:

1.Click Manage Center > Learning > Courseware Manager > Courseware Listing. A list of course

projects appears.

nsions Talent Suite Manage Centre

SYSTEM

COMMUNICATE REFPORTS

OVERVIEW TALENT

CATALOGUE GENERAL SETTINGS ENROLMENT SETTINGS COURSEWARE MANAGER CATALOGUE CONFIGURATION
Leaming Modules Enroiment Policy Editor Courseware Listing ‘ Categories

Catalogue List Maintenance Auto-Enrol Console Courseware Template Editor Subjects
Class Resources Editor Auto-Enrol User Listing Course Languages

Evaluation Workflow Manager Auto-Enrol Log Geographic Regions

Web Catalogues Vendors
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MetDimensions Talent Suite Manage Centre & Katrina Saplais |

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Courseware Listing
Each of the course projeds listed below may be edited and published in the catalogue(s). Use the CREATE button to start 3 new course project
BulkAdion ¥

H h

Bills of In this course, students will lzam how to use Oracle Bills of Waterial fo define different types of bills of material to accommodate various business models and scenarios.
Material ang  Students will also learn how 1o use Oracle Engineering to create and implament engineering change orders. Students will learm how 1o set up, implement. and use bill of

Enginsering  material and engineering information. Students will practice creating bills of material, routings, and engingering change orders. They will also leam how to copy and transfer
Fundamentals o ineering information to manufacturing. Upen completion of this course, students will be prepared to use Oracie Bills of Material and Oracle Engineering.

Procedure
A ¥
Aipha test procedure for e-leaming
A Treating
people the CQC - Unit &
right way
B Care
treatmentand COC-UnitB
support
C Safety COC-C. Safety
D staf CQC-D. Staff
F.Paople
runningthe  CQC-F. People running the senvice
senice
E Senvice AmA A e

2.Click on the hyperlink of the course project. The Courseware Editor screen appears.

3.Click the Publish this Course icon in the toolbar menu. The Publish this Course screen appears.

Courseware Editor 0D B8 B ? X
3

Billz of Material and Engineering Fundamentals ;
Courseware Properties
Courseware Template Publish this Course

Enter an D for the course.

Create Bills of Material Course D Bills_of_Material_and_Engineering_Fundam ¥ Update Catalogue Setting
Create Routing

Create and implement engineering change orderS:

Evaluann a Assign Catalogue

Remove Assigned Catalogue(s)

Show in Catalogue

4.Assign catalogs, click on the Assign Catalog hyperlink. The Select catalogs to publish the course scre
en appears.

5.Make your selection(s).
6.Click OK. Your selection appears in the Publish this Course screen.

7.Click Import.

Remove "publish for all* Option
A new configuration has been added that prevents administrators from publishing a new revision of a
course to learners who have already completed the course.

Allow administrators to publish new revisions to learners whose
status in earier revisions is Completed

[EEPUNPR N ST U R TR SO . a Al

When this configuration is enabled, administrators have the option to publish a new revision of a course
to learners whose status in earlier revisions is Not Started, In Process, or Completed.
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Publish new revision to learmners whose status in earlier version is:
i@ Mot Started
Mot Started or In Process
Re-enrall learners who have completed an earlier version
Also re-eneroll learners in completed programs for which this module is mandatory
[-':-Nut Started, In Process, or Cnmpleted]

Configuring a SCORM Course

To configure a SCORM learning module:

1.Click Open Catalog Editor. The Catalog Editor displays the module's properties.
2.Define the module properties. (See Edit Online Module Properties.)

3.Click Navigation Setup.

4.Configure the SCORM Navigation.

5.Click the Save icon at the top of the Catalog Editor.

Catalog Editor DE®OR® & X
Listing... = | Navigation

Session Properties - [

Module Properties - N

[BASIC_MS_OFFICE_WORD_TUTORIAL
Basic MS Office Word Tutorial Navigation

(BASIC_MS_OFFICE_WORD_TUTORIAL| |
| Mavigation style:

@ Previous/Mext buttons and tree

SRR () PreviousMext buttons only (Mot applicable for SCORM 2004 courses)
1.1 Define Madule Properties

(21 Tree only
1.2 Enter Cost Infarmation
IR e [Vl Automatically launch first incomplete lesson (appropriate for SCORM 1.2 courses)
1.4 Enter Referenices
1.5 Preview
1.8 View Usage Statistics
1.7 Indicated Interast List | The template determines the look and feel of the course navigation controls.

1.8 Assaciated Programs Listing
1.9 Revisions | Template: Sample v

1.10 Yirtual Archive

2 Access ControlfEnrollment Control
2.1 Define Module Security | Course outline:
2.2 Assign Prerequisites

2.3 Assign BxamiCerdification/Evaluation * Open_mg DB O
» Deleting a Document
2.4 Define Enrollment Palicy = Printing a Document
+ Creating a Document
3 knowledye Center Setup o Saving 2 Docurnert

3.1 Betup Options o Editing a Document

e

| AlCC-compliant offine players:
[l Allw download

| mEKP clients:
' Download if users are enrolled
7 Always download
@ Cannit he downloaded

6.Specify the navigation options. You can choose to:

® Display both the tree (i.e. the navigation bar on the left) and the Previous and Next buttons.

® Display only the tree.
® Display only the Previous and Next buttons.

7.1f you do not want the lesson automatically open to the last incomplete session, clear the box labeled
Automatically launch first incomplete lesson.
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8.Click the Save icon at the top of the Catalog Editor.
Catalog Editor 0 |B |:’3 O R o & X

The page at httpy//asianetdimensions.com says: ﬁ

0 Please confirm that you wish to save all the changes.

Ok | Cancel

L —_— -]

9.Click OK.

10.Proceed to define session properties.

Import of Multiple SCORM or AICC Courses

If you have a larger number of SCORM or AICC courses, you can upload them in batches. To do this:

1.Select a number of SCORM or AICC course ZIP files and zip them again using e.g. WinZIP or
WinRAR on Windows or "Compress Items" on Mac OS X.

SCORM course 1.zip SCORM course 3.Zip
I I | N
SCORM course 4 SCORM course 5.2ip . SCORM course 6.2ip combined SCORM
courses. zip

SCORM course 7.zip 5CORM course B.zip  5COFM coursa 3.zip

2.Click Import Content Package in Catalog Manager. The Select Content Package screen appears.
3.Click Browse. A separate Windows Choose File screen opens.

4.Select the SCORM package to be installed and click Open. The file name is copied to the Select
Content Package screen.

5.Click Next.
6.The Talent Suite displays the courses contained in the combined SCORM courses ZIP file.
7.Select Import courses (the default setting).

8.Optionally you can enter a prefix, e.g. to specify the kind of courses you are uploading or the date. If
you want to delete courses that have a prefix, you need to supply the prefix, too.

9.Click Next. The Batch Import Details screen appears.
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Batch Update Options

The package MOomsscomm.zip” containg 2 coursais).

= DOCS
= Martime Nawgation

What do you want b do with the courses in fis package?

@ IMpon courses

Delefe exising modules with [Ds matching thoss in the package (usaful for undoing the effects of 2 previous impor; also deletes
associaled iraining racards)

How da you want the system bo select IDs for the courses in this package®

@ UseDs speciied inthe course descriptions
Llze tha base Mg nameas of the source fles

‘Yo can spacify & prefis that will be prepended to @ach Online Module ID. This canbea useful ifyou need o impan multiple copies of the
COURSES in & packape.

Predic

10.Select the language of the courses you are about to import.

11.Select if the courses shall be shown in the catalog.

12.Assign the catalogs in which the courses shall be shown.

13.Define Permissions.

14.For standard SCORM or AICC courses, you do not need to check the Tracking checkbox.

15.Click Import. The Batch Import Summary screen appears.

Batch Import Summanry

Course ———Staws

DDCs Impored as [TDODDC_SCORM
Maritirme Mavigation Impored as ITSingleCourseManifest

Z imported, O failed, 2 total

Import Another Content Package

16.To see or edit a learning module's catalog entry in the Catalog Editor, click on the module ID on the
right.

Note: The batch upload/import cannot be used to upload new versions of existing courses. Doing so
will result in a failed batch upload.

17.You may either use the menu on the left or import more content packages.

Uploading a New Version of a SCORM or AICC Course

To upload a new version of an existing course, the new course must have the same module ID as the
previous version; otherwise the Talent Suite will not recognize it as a hew version but as a new on-line
learning module. To upload a new version of a course:

1. Click on Import Content Package in Catalog Manager. The Select Content Package screen
appears.

2. Click Browse. A separate Windows Choose File screen opens.

3. Select the SCORM package to be installed and click Open. The file name is copied to the Select
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Content Package screen.

Click Next. The Enter Course Title screen appears.

Talent Suite application will display the default title that is provided by the course package.
Should you wish to change the title, overwrite the current title.

Click Next. The Enter Course ID screen appears.

NetDimensions Performance application will display the default ID. Should you wish to change
the course ID, overwrite the current identifier.

Click Next. The Confirm New Course Revision screen appears.

Coanfirm New Course Revision

There is already a course with ID 'com. scom.golfsamples. sequencing. forcedsequential 20043rd.ogts. Do you want to create a new revision of the existing

course?

» Publish the new revision to all learners, including those who have already completed an earlier revision

Fublish the new revision 1o learners who have not yet started, or who have started but not yet completed, an earlier revision

@ Publish the new revision only to leamers who have not yet started an earlier revision

Mote that publishing the new revision to leamers who have already started an earlier revision might cause their progress information to be lost

9.Click on the appropriate choice.

10.Click Publish. A confirmation screen appears.

Course Revision Created

Revision 1 of the course Golf Explained - Sequencing Forced Order (Objectives Global to Systemn) was created successfully.

11.To display this course in the Catalog, click Open Catalog Editor. If you want to import another
learning module, click Import Another Content Package.

Batch Deletion of Multiple SCORM or AICC Courses

Single on-line learning modules can easily be deleted in the Catalog Manager. If you have a larger
number of SCORM or AICC courses, you can delete them in batches using the Import Content
Package feature. To do this:

1.
2.

You need a ZIP file containing the courses that you want to delete.

Click Import Content Package in Catalog Manager. The Select Content Package screen
appears.

Click Browse. A separate Windows Choose File screen opens.

Select the SCORM package to be installed and click Open. The file name is copied to the Select
Content Package screen.

Click Next. The Batch Upload Options screen appears.

NetDimensions Performance application displays the courses contained in the combined
SCORM courses ZIP file.

Select Delete existing modules...

Optionally you can enter a prefix. To delete courses that had a prefix assigned during upload,
you need to supply the prefix too.

. Click Next. The Batch Import Details screen appears.
10.

To confirm the deletion, click Delete. The Batch Delete Summary screen appears.
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BRATCH DFEl FTE SLIMMAR Y

L Course _|Status]
Java - Advanced Frogramming Deleted
Java - Basic Programiming Delatead
Mac OS5 X Server - NetBoot Administration Deleted
Managing Ethernet Networks Deleted
MMySQL - Managing Database Catalogs Deleted
Ohjective C - Advanced Programming Delatad
Set-up and Administration of Wireless LANs Deleted
Solaris - Systerm Administration Basics Deleted
Windows Server - Advanced Adrministration Deleted
9 deleted, O falled, 9 total

Import Another Cantent Package

11.To import or delete other learning modules, click Import Another Content Package.

Import and Configuration of AICC Courseware

In general, AICC-Compliant files should have:

An Assignable Unit ((AU) file
A course (.CRS) file

A course structure (.CST) file
A descriptor (.DES) file

Import Archives of One or Multiple Sets of AICC Structures

January 2019

As an alternative of uploading AICC structure files individually and to upload multiple sets of AICC
structure files, all files can be put into a ZIP archive and be uploaded as one content package. The four

files of each set must have the same name followed by the AICC extensions, i.e.

Coursel. au Course2.au ...CourseN. au

Coursel.crs Course2.crs ...CourseN.crs
Coursel. cst Course2.cst ...CourseN. cst
Cour sel. des Course?2.des ...CourseN. des

Import AICC Structure Files

To create online modules from AICC course structure files, import the AICC course structure.
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L NetDimensions Talent Suite

Manage Center

& MOLINA Alon  Logout

OVERVIEV LEARNING  TALENT  COMMUNICATE USERS  REPORTS SYSTEM

Catalog General Settings Enrollment Settings Courseware Manager Catalog Configuration

Cataleg Editor Enroliment Policy Editor Courseware Listing Categories

Class Resources Editor Auto-Enroll Console Courseware Template Editor Subjects

Assessment Workflow Manager Auto-Enroll User Listing Course Languages

Web Catalogs Geographic Regions ‘

Virtual Classroom Account Setup

Module At
Integrated Instructor Calendar Session Attribute Cate

Transcript Attribute Catego

Import Exam Manager Exam Utilities Payment Manager
Import Content Package Exam Generator Exam Pools Manager Payment Plans
Import AICC Course Structure Exam Template Editor Question Pools Manager Vendors

Import

urce

Catalo

ignment CSV Loader

Question Editor
Question Review

Question Data Loader

Exam Style Sheet Editor

Cost Accounting Categories

Migrate Currency

Course CSV Loader Optional Paymeant tems
oader Payment History

External Training CSV Loader

Program CS!

Token Packages

Training Records CSV Loader Organization Token Accounts

(Skip Enrollment C

- Token Account Data Loader
Training Records CSV
(With Enrollment Checks

Repository Certification Manager

Repository Manager Certification Editor

January 2019

1.Click Manage Center > Learning > Import > Import AICC Course Structure. The Select Course

Structure Files screen appears.

Select Course Structure Files

Select the AICC course structure files, then click Next.

Agsgignable Unit (ALD File: Browse...

Course Description (LCRS) File: [@
Course Structure { CST) File: [@
Descriptor { DES) File: [ Browse.. |

Encoding: Western European (Windows) E

2.To import the Assignable Unit (.AU) file, click *Browse. A separate Windows Choose File screen

opens.

3.Select the Assignable Unit file to be installed and click Open. The file name is copied to the Select

Course Structure Files screen.

4.Repeat Steps 2 and 3 for the Course (.CRS), Course Structure (.CST) and Descriptor (.DES) files.

5.Click the drop down menu by the Encoding field then click on the desired selection.

6.Click Next. The Enter Course Title screen appears.

7.The Talent Suite will display the default title (which comes from the AICC files, not NetDimensions

Performance Application). Should you wish to change the title, overwrite the current title.

8.Click Next. The Enter Course ID screen appears.

9.The Talent Suite will display the default ID. Should you wish to change the course ID, overwrite the

current identifier.
10.To display this course in the Catalog, click on the box to the right of Show in Catalog.
11.Click Import. The Course Created screen appears.

12.Click Open Catalog Editor. Proceed to configure the new learning object.

13.After importing the AICC Course Structure files, proceed to import the requisite media files in the
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Repository Manager.

Specify AICC Assignable Unit Properties

1.Select Define Launch Properties in the Catalog Editor.

Catalogue Editor

Seszzion Properties \,},
Module Properties \;

UMIX Fundamentals: Files and Directories
(SKILLSOFT _BOOKIu_unix_al3 it enus)

1 Catalogue Setup
1.1 Define Module Properies
1.2 Enter Cost Infarmation
1.2 Enter Objectives
1.4 Enter References
1.5 Preview
1.6 View Lisage Statistics
1.7 Indicated Interest List
1.8 Associated Programmes Listing
1.8 Revisions
1.10 Virtual Archive

2 Access Control/Enrolment Control
2.1 Define Module Security
2.2 Assign Prerequisites
2.3 Assign Recommended Course(s)
2.4 Assign ExamiCerification/Evaluation
2.5 Define Enralment Paolicy

3 Knowledge Centre Setup
3.1 Setup Options

4 Launch Setup
1241 EJeﬂne Launch Properties |
4 2 Preview
4 3 Proxied Launch Package

2.Select AICC Assignable unit in the Launch Interface field. By making this selection, extra parameter
information may be exchanged with the learning module. This option is only meaningful if your learning
module supports AICC data exchange and the course requires enroliment (e.g. no Direct Catalog
Launch).
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Catalog Editor

Listing.. -
_ Session Properies W
Module Properies W

English 101 (ENG_001)

1 Catalog Setup
1.1 Define Module Properties
1.2 Enter Cost Information
1.3 Enter Objactives
1.4 Enter References

DEBR & G X

Web Launch Interface Specifications

[English 101

Wab Interface

By default, learning modules are lsunched using a generic HTML iniiskization. if AICC Tracking is enabled, extra parameter
information may be exchanged with the leaming moduie. This option s only meaningful If you're learning module supports
AICC data exchange and the couwrse requires enoliment (e.g. no Direct Catsiog Launch)

1.5 Preview
1.6 View Usage Statistics Launch Inerface: Ganeric wahi launch E
1.7 Indicated Interest List
- Allow Direct Launch (NOTE: Direct Launch bypasses any enrollment processing
1.8 Associated Programs Listing
9Virtual Archi and does not produce any transcripts/records for the user, this should be disable:
1.9 Virtual Archive for AICC, SCORM or NETg cookie-based tracking)
2 Access Control/Enroliment Control iy Drokarepara EancS i mace D
2.1 Define Module SECURLY | eeiiiiiiii it s s m e e s e e e R e R R R R RS R SRR SRR S i s eeR e sseasssasasnsansnns
2.2 Assign Prerequisites
2.3 Assign Exam/Cettification/Evaluation Pop-up Window Size @
2.4 Define Enroliment Policy
2.5 E-mail Preferences Selup
Width:
3 Knowledge Center Setup Height
3.1 Setup Options
e
= 4.1 Define Launch Properties e
47 Praven This is the web address (URL of the resowrce.

The Web Address is the URL invoked when a user launches this resowce, You may use the Select butlon to choose the
resource launch file from the File Repository. Altematively, you may enter any valid web address, with or withou! parameters.
For example, an absolute URL SUCh 26 "http: //ursite.con/pagel hin” for fes0uIces that are launched remotely from 2
separate content web server, or, 2 relative URL such as "sekpsnd/frescofcourses /pagal. htnl PUID=amma” for resources
thal are hosted on ihe same web server as NetDimensions Talent Sutte.

Web Address: |m |

4.3 Proxied Launch Package

3.Specify the desired width and height of the launch window.

Note:

January 2019

® The course specific window size setting applies to that particular course's pop-up window. For
example, when course A is launched, the setting is for the window size of the launched course

only (i.e. the window where users take the course).

* When the width and height of the course specific settings are left blank, the default settings from

System Configuration will be used to launch the course window.

® The course specific window size setting option will cover the following Learning Object types:

® Classroom

Coaching

Exam

External Certification
Online

On the Job Training
Self Training (Paper)
Self Training (Video)
Special interest group
Virtual Classroom
Virtual Classroom (Archived)
Workshop/Seminar

4.To select the Launch URL, i.e. the page invoked when the participant starts this learning module,
enter a valid http address in the Web Address field. This address, as long as it is a valid http address,

can be entered with or without parameters. For example:

/ nd/ fresco/ cour ses/ pagel. ht M ?Ul D=anna.

5.Specify whether to accumulate time with a module. Click on the appropriate box. (This box must be

checked for SkillSoft courses)
6.Enter the rest of the properties.
7.To save, click the Save icon at the top of the Catalog Editor.

8.A confirmation dialog box appears
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9.Click OK.

Javascript SCORM API adapter

The SCORM API adapter helps a SCORM module to communicate with the Talent Suite so your
progress and results from a SCORM module can be saved and retrieved. The Talent Suite supports
this communication through a Java applet version of SCORM API adapter. This adapter requires the
Java Runtime Environment (JRE) to be installed on the client PC. The new SCORM API adapter runs
on Javascript and does not require the JRE to be installed on the client computers. By default, the
Talent Suite uses the Java applet version of SCORM API adapter to run SCORM modules.

To switch to the Javascript version of SCORM API adapter:

1. Log into NetDimensions Performance Application as the system administrator.

2. Click Manage Center > System > General Settings > System Configuration.

3. Selecting Catalog from the Select a category field.

4. Click on the "Use Javascript SCORM API Adapter" option. If you check this option and save, all
the SCORM module communication will be done using the Javascript version of SCORM API

adapter.
L [ 1 | s
[Enable SCORM 2004 support = |[5.8]
|U5E Javascript SCORM API Adapter ‘I:I I?TJ:‘ @
Enable module cloning I|5 5”@
r F e

5.To switch back to the Java applet version, un-check the same option and save.
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Courseware Management

(applies to <@ lRimensions

To use on-line courseware, it must be uploaded to the Talent Suite application. This is a very easy
four-step process, which guides you and prompts you for optional input. There are two main standards
for on-line courseware, SCORM and AICC. The Talent Suite can handle all courses that comply with
these standards. Most course vendors do so and most courses generated by the various authoring
tools are, too.

Nevertheless, compatibility issues may occur. A list of tested courseware and authoring tools in the
partners section is available at www.netdimensions.com. If your tool of choice is not listed, we also offer
free content compatibility testing.

The Talent Suite also keeps track of different versions of the learning content, showing which user
completed which version of a learning module. By default, only the course creator should have write
permissions for a new Courseware project.

Catalog and courseware management involves the:

® Creation, set up and management of catalogs
® Definition and maintenance of:
® Languages
® Subjects
® Geographic Regions
® Financial categories (i.e. Cost Accounting)
® Creation of catalog entries
®* Management of catalog entries including the updating of entries, display options (that is whether
to display or not) and the inclusion of reference and other materials (e.g. exams)

Before installing and configuring coursewares, administrators should configure the catalogs as well as
the Debug and Tracing options (for SCORM courseware).This section focuses on:

® Import of courseware

® Creation of catalog entries

®* Management of catalog entries including the updating of entries, display options (that is whether
to display or not) and the inclusion of reference and other materials (e.g. exams)

Enrollment and Enroliment Policies are covered in a separate section. Note that user groups can also
be used as auto-enrol targets.

Configuring Categories

Adding Category

1.Select Learning > Catalog Configuration > Categories.
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OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

CATA GENERAL SETTINGS ENROLLMENT SETTINGS & CAT?

Learning Modules Enroliment Policy Editor & Categories

Calalog List Maintenance Auto-Enroll Console Courseware Template Editor Subjects

Clas sources Editor Auto-Enroll User Listing Course Languages
Assessment Workflow Manager Auto-Enroll Log Geographic Regions

Web Catalogs Module Attribute Categories

Virtual Classroom Account Setup Session Attribute Categories

Integrated Instructor Calendar Transcript Aftribute Categories
Migrate Learning Object ID

IMPORT EXAM MANAGER EXAM UTILITIES PAYMENT M.

Import content package Exam Generator Exam Pools Manager Payment Plans

Import AICC course structure Exam Template Editor Question Pools Manager Vendors

2.The Categories screen is displayed. Enter the new name of the category.

3.To keep the record, click Save

Create Category x

New Name e

N

4.The new category would be displayed in the list.
Categories

+ Create Category

£ Communication

-ﬁ- Information Tehnology

Editing Category
1.From the list of category, select Configuration icon of the category you want to modify.

Categories

+ Create Category

£ | Communication

ﬁ Information Tehnology

2.A menu will be displayed on the screen. Select Edit Category.

Page 49



NetDimensions LMS 14.1 - Catalog Administration

Categories

+ Create Category
- Category Maintenance

£ Communication

e

Delete Category

Permissions

3.The Edit Category screen is displayed. Modify the name of the category.

| Edit Category x
e I
| ICnmmunicalind * |
|
&

4.Click the Save button to keep the update.

Setting Permission Category

1.From the list of category, select Gear icon of the category you want to modify.

Categories

Category Maintenance

Communication
Information Tehnology

2.A menu will be displayed on the screen. Select Permissions.

Categories

+ Create Category
- Category Maintenance

£ Communication

Edit Category W
Delete Category

January 2019

3.The Permission Selector screen is displayed. Configure the permission setting using the guideline

below the image.
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Permission Selector

Use the links below to select the users, user groups, organizations, and roles that can access this
object.

Read Only Access ULl Falwask]

Users

MOLINA Rlon (RLON)

In addition to the previously selected users, view permissions will be granted to anyone who meets
Al of the following criteria
®one of the following criteria

Add criteria selector: ‘ User Group v ‘

Prior to giving permission to a user or group of users, you need to select first the type of access you
want to give to the user. There two types of access you can give to a user, namely;

® Read Only Access - Having READ permission means a user can:
® see a Catalog Category but not perform any action
® use a Category as search criteria in Learning Module Management
® assign a Category to a Learning Module in Catalog Editor

® Unrestricted Write Access. - Having Unrestricted Write Access permission means user

can also:
® update/delete a Category
® grant/revoke permissions assigned to a Category

4.After selecting the access type, you can now select the user(s) to whom the access permission will be
granted. Click the Users link.

Permission Selector

Use the inks below to select the users, user groups, crganizations, and roles that can access this

abject

[REE T e Ml Unrestricted Access

In addition to the previously selected users, view permissions will be granted to anyone whio meets
Al of the following criteria
*10ne of the following criteria

Add eriteria salactor | User Group b E

I: IDE‘E

5.This opens the User Selector screen to select a specific user or group of users.
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Selector

ser | irst Name st Mame
Raole Organisation User Group
MManager ’

Specify Additional Attributes #~ UserlD Diract Entry Form

Search Feset

Results: 89 Selected: 1

Training Manager (LIEBHERR_ADMIN)

EGA Admin (EGA_ADMIM)

Simon Allison {SIMON_ALLISON)

Ana Amalia (SEAT_MANAGER4) »
Chnstine Baker (XCEL_CHRIBAK)

Claire Bawlding (PGS_LINEMANAGER)
Kathleen Beckham (XCEL_KATHBEC)

Ruper Brooks (BENTLEY TRAINING_MAN
Albert Brown (AMORENOT)

Hunter Brown (XCELA_HUNTBRO)

Sophia Brown (XCELA_SOPHEBRO) >

«©

January 2019

6.In addition to the selected users, view permission can also be granted to anyone who meets the

following criteria:

* All of the following criteria

® This means that viewing permission can be granted to all users belongs to the criteria
defined in the Add criteria selector. For instance that user added the criteria Role and

Organization as shown in the image below.

® This means that the user must belong to the roles AND organization in order for the user

to access the permission to view the report.
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Permission Selector

Use the links below to select the users, user groups, organizations, and roles that can access this
object.

REELRRLITLISEE  Unrestricted Access

Users

In addition to the previously selected users, view permissions will be granted to anyone who meets
(_JAll of the following criteria
®0ne of the following criteria

Add criteria selector: | User Group b ‘ Go

Role [ ]

Organization a

Include Organizations

Exclude Organizations

Ciose

® One of the following criteria
® This means that viewing permission can be granted to all users belongs to any of the
criteria defined in the Add criteria selector.
® This means that the user must belong to the roles OR organization in order for the user to
access the permission to view the report.

® Add criteria selector
® This allows you to add criteria. To add the criteria, click the selector drop down button and
then select the preferred criteria.

Note: For every selected criterion, a criterion box will be displayed. To select a specific user,
group or organization that belongs to the criteria, click the link positioned at the right top of each
box. See the procedure in the Appendix section on how to select a user, group or an organization.

Configuring Languages

NetDimensions )

(‘applies to P NetDime
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Activate a language at System Language Activation to allow it to be selected as a Course Language.

Configuring Subjects

(applies to @ Neipinenson: )

Subject categories, when employed effectively, can be an effective means of organizing courseware
providing a user a guide as to what is available by subject and where to find it. Subject categories also
can help users discover courseware they didn't know existed. However, the naming, application and
management of subject categories must be done carefully. Problems may arise if, for example:

® The subject titles differ from the names typically employed by users or what users expect — for
example while users may expect to find a listing of '‘Banks' under '‘Companies', they may not
expect to find 'banks' as a sub-category of 'Financial Services'

® Course creators and indexers accidentally classify courses in the wrong subject category

In addition, new subject terms may need to be created but the proliferation of subjects must be
balanced against the additional maintenance work additional subject categories may entail, remember
that keeping catalogs up to date is very labor intensive.

To maintain subject listings, click Manage Center > Learning > Catalog Configuration > Subject. Th
e Subject List Maintenance screen appears.

Manage Centre & Kamna Saplala  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Subjects

Subject List Maintenance
a Accounting

£  Anti Money Laundering
£ Automotive

ﬂ Awiation

£ Competency

M comnliance

Adding Subjects

To add a new subject:

1.Click the Create Subject button

Manage Centre

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM
Subjects
Subject List Maintenance

ﬁ Accounting

M Ak Manau | sundanine

2.A pop up box will appear where you can type in the subject name.
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Create Subject

Mew MName

3.Click Save. The application returns an acknowledgement.

Updating Subjects
To edit a subject listing:

1.Click the gear icon of the subject you wish to edit

£  Automotive

E Awiation
Edit Subject i mm

Delete Subject
Permissions

M Aictaonas Plalabinmabhio

2.The edit box will appear, make your changes accordingly and click Save

3.A confirmation dialog box appears.

Deleting Subjects

To remove a subject listing:
1.Click the gear icon of the language you wish to delete

ﬁ Automotive

E Awiation

Edit Subject

Delete r-t.l:.-p_rt*
Permigsions
(T SRS | Y P

2.Click Delete Subject. A confirmation dialog box appears.

Confirmation x

Are you sure you want to delete this entry?

Ok

3.Click OK. The application returns an acknowledgement.

Setting Permission to Subject

January 2019
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1.From the list of category, select Gear icon of the category you want to modify then select Permission
s.

a Automotive

E Aonation

Edit Subject

Delete Subject

Perm ~'—.-—.|=::|.~';*

M Focianear Plalatianabhin

2.The Permission Selector screen is displayed. Configure the permission setting using the guideline
below the image.

Permission Selector

se the links below to select the users, user groups, arganisations, and roles that can access this
obyect

REEL LoD NN Unrestricted Access

Users

In addition to the previously selected users, wew permissions will be granted to anyone who meets
All of the following cntena

*! One of the following crteria
Add critena selector:  User Group T

Organisation o
Include Organizations

Pl

Exclude Organizations

Prior to giving permission to a user or group of users, you need to select first the type of access you
want to give to the user. There two types of access you can give to a user, namely:

® Read Only Access. - Having READ permission means a user can:
® see a Subject but not perform any action
® use a Subject as search criteria in Learning Module Management
® assign a Subject to a Learning Module in Catalog Editor and Course CSV Loader.

® Unrestricted Write Access.- Having Unresctricted Write Access permission means user

can also:
® update/delete a Subject
® grant/revoke permissions assigned to a Subjects
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4.After selecting the access type, you can now select the user(s) to whom the access permission will be
granted. Click the Users link.

Permission Selector

Use the links. below to select the users, user groups, organizations, and roles that can access this
abject

Read Only Access  [RITTETE e =5 el d -1

In addition to the previously selected users, view permissions will be granted to anyone whio meets
Al of the following criteria
*10ne of the following critenia

Add eriteria salactor | User Group b E
(Goso

5.This opens the User Selector screen to select a specifi user or group of users.
Selector

ser | irst Name ast Name
Role Organisation User Group
Ianager v

& Specify Additional Attributes #~ UserlD Diract Entry Form

Search Reset
Honzonta B
Results: 89 Selected: 1
EGA Admin (EGA_ADMIN) Training Manager (LIEBHERR_ADMIN)
Simon Allison {SIMON_ALLISON)

Ana Amalia (SEAT_MANAGER4) »
Chnstine Baker (XCEL_CHRIBAK)

Claire Bawlding (PGS_LINEMANAGER)
Kathleen Beckham (XCEL_KATHBEC)

Rupan Brooks (BENTLEY TRAINING_MAN
Albert Brown (AMORENOT)

Hunter Brown (XCELA_HUNTBRO)

Sophia Brown (XCELA_SOPHEBRO) -

&«

In addition to the selected users, view permission can also be granted to anyone who meets the
following criteria:

* All of the following criteria
® This means that viewing permission can be granted to all users belongs to the criteria
defined in the Add criteria selector. For instance that user added the criteria Role and
Organization as shown in the image below.
® This means that the user must belong to the roles AND organization in order for the user
to access the permission to view the report.
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Permission Selector

Use the links below to select the users, user groups, organizations, and roles that can access this
object.

REELRRLITLISEE  Unrestricted Access

Users

In addition to the previously selected users, view permissions will be granted to anyone who meets
(_JAll of the following criteria
®0ne of the following criteria

Add criteria selector: | User Group b ‘ Go
Role [ ]
Organization a

Include Organizations

Exclude Organizations

Ciose

® One of the following criteria
® This means that viewing permission can be granted to all users belongs to any of the
criteria defined in the Add criteria selector.
® This means that the user must belong to the roles OR organization in order for the user to
access the permission to view the report.

® Add criteria selector
® This allows you to add criteria. To add the criteria, click the selector dropdown button and
then select the preferred criteria.

Note: For every selected criterion, a criterion box will be displayed. To select a specific user,
group or organization that belongs to the criteria, click the link positioned at the right top of each
box. See the procedure in the Appendix section on how to select a user, group or an organization.

Configuring Geographic Regions

NetDimensions )

(‘applies to > NetDime

Geographic Regions are used to categorize class locations and thereby provide learners with the ability
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to scan course schedules in region-specific calendars.

Course Calendar

Learning Type: Al - << August w => 2011 ~ Today
Arag All -

Audience All -

s~ w5 |
3 Aug 1 2 g 4 -1 B

7 a8 9 10 11 12 il

14 15 16 17 18 19 20

« How To Boil an Egg

21 22 23 24 25 26 27

28 29 30 31 Sep 1 2 3

To define geographic regions that can be used as information session properties of various courses,
you need to define them the Catalog Configuration page.

To maintain geographic region listings, click Manage Center > Learning > Catalog Configuration >
Geographic Regions. The Geographic Regions Maintenance screen appears.

Manage Centre & Katnna Saplala  Logou|

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Geographic Regions

Code @ Display Name @
Germany

India

Ianchester

Migearia

Poland

Portugal

Russia

(- BE - - 28N - K- BN - 2K -}

Sahara

Adding Geographic Region
To add a new Geographic Regions:

1.Click the Create Geographic Region button

15 Talent Suite Manage Centre

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Geographic Regions

-n- Germany
M india

2.A pop up box will appear where you can type in the Geographic Region Code and the Display Name
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|
Create Geographic Region x
Code*

Display Nama

3.Click Save. The application returns an acknowledgement.

Updating Geographic Region
To edit a Geographic Regions listing:
1.Click the gear icon of the region you wish to edit

Geographic Regions

Code @

E Germany
Edit Geographic Reg-on‘
Delete Geographic Region

Display Name @

Pearmissions

M Philinnines

2.The edit box will appear, make your changes accordingly and click Save

3.A confirmation dialog box appears.

Deleting Geographic Region
To remove a Geographic Regions listing:
1.Click the gear icon of the region you wish to delete

Geographic Regions

Code @ Display Name @
E Germany

Edit Geographic Region
Delate Gaographic Regiun«

Pearmissions

M Philinnines

2.Click Delete Geographic Region. A confirmation dialog box appears.
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Confirmation o

Are you sure you want to delete this entry?

3.Click OK. The application returns an acknowledgement.

Permissions on Geographic Region

Permissions checking have been added to Geographic Region. User actions will be restricted by
privileges granted on Geographic Region

® Read Permission
* View the Geographic Region in Catalog Configuration > Geographic Regions
® Use the Region in the following area:

® Teach > Administrative Access
® Catalog Editor

® Course CSV Loader

® Course Calendar

® Unrestricted Permission
® Edit or delete the Geographic Region in Catalog Configuration > Geographic Regions
® Update permissions on the Geographic Region

Geographic Regions

Code @ Display Name @

E Germany

Edit Geographic Region

Delete Geographic Region

39r-mssicns‘

% Philinnines

Upon clicking on the Permissions button, a permission selector will be shown and allow the user to set
the permission.
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Permission Selector

Use the links below to select the users, user groups, organisations, and roles that can access this
object

Read Only Access Unrestricted Access

Users

In addition to the prewoushy selected users, vew perrussions will be granted to anyone who meets
All of the following critena

® Dne of the following critena
Add crtena selector:  User Group Al Go

Organisation ]
Include Organizations

ALL

Exclude Organizations

Useful Info: On upgrade, write permissions on existing Geographic Region will be granted to Root
Organisation, i.e., all users.

Configuring Cost Accounting

. i i NetDi i @2 NetDi i
(applies to oye?ft&)[r)rx:'n?:s'ons omsﬁw:;nenﬂons > NetDimensions )
The cost accounting feature allows you to configure additional costs for a course, which are not in the
listed price. These are added in the course's session properties and the additional costs are configured

as additional costing categories under Cost Accounting.
Catalogue Editor 0B o K

Edit the extra cost associated with this session

1.1 - Kick-off-Veranstaltung (SEW_1.1) 1.1 - Kick-off-Veranstaltung (18-Feb-2014 09:00 - 18-Feb-2014 17:00)

Select an event status Bass Cumency of this session  United Kingdom, Pounds. I

Acthve

Select a sessian i Eton larmation Asws. Commcy Exchange Base
pr— (FY)Rate Curency
1. Termin, 18-Fb-2014 09:00 (DeiveAcademy) . Category e
@o e o Add or remove acdtion costing information of this ses30n
Totak 0
Cateing  * 0 Unibed Kingdom, Pounds |1 B

oupon
+ Resenation

You may use these additional cost categories to compensate for added expenses of conducting
courses in particular locations. For example, you can configure the pricing of a course session
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conducted in one location at a price that differs for the course of a session of the same course
conducted elsewhere.

To maintain cost accounting categories click Manage Center > Learning > Payment Manager > Cost
Accounting Category. The Cost Accounting Category List Maintenance screen appears.

#  NetDime 15 Talent Suite Manage Centre & Katina Saplala  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Cost Accounting Categories

-n- Cataring
£ default

£ Hotel

£ Mobile Unit

£  Trainer

Adding Cost Accounting Categories

To add new Cost Accounting categories:

1.Click the Create Cost Accounting Category button

] J s Talent Suite Manage Centre & Katina Saplala  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Cost Accounting Categories

ccounting Category

Cost Accounting Category List Maintenance

M Cstaninn

2.A pop up box will appear where you can type in the category name.

Create Cost Accounting Category ¥

New Name I

3.Click Save. The application returns an acknowledgement.

Your changes have been saved

Updating Cost Accounting Categories
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To edit a Cost Accounting Category:

1.Click the gear icon of the category you wish to edit

Cost Accounting Category List Maintenance

Edit Cost Accounting Cmaguw'-
Delete Cost Accounting Category

#% Mobile Unit

2.The edit box will appear, make your changes accordingly and click Save

3.A confirmation dialog box appears.

Deleting Cost Accounting Categories

To remove a Cost Accounting Category:

1.Click the gear icon of the category you wish to delete

Cost Accounting Category List Maintenance

Edit Cost Accounting Category

Delete Cost Accounting Cmegaw*

£  Mobile Unit

2.Click Delete Cost Accounting Category. A confirmation dialog box appears.

|Mmﬂu x

Are you sura you want to dalate this entry?

3.Click OK. The application returns an acknowledgement.
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Payment Plans and Online Payment

applies to °Ee?ftol?ri|r$‘?£smm > NetDimensions NetDimensions )

The NetDimensions Talent Suite allows learners to pay for courses, learning objects, etc. online. Pre-de
fined payment plans are associated with particular organizations through the User Editor and specify,
among other things, allowances for online payment, usage and/or date-limited discounts, provisions for
pre-payments (either through the use of currency, coupons or 'tokens'), discount thresholds or
expiration. Payment plans apply to all courses with specified prices. The online payment option can be
used in conjunction with payment plans thereby allowing for the implementation of different pricing and
charging strategies (for example, requiring some users to pay online).

Payment Plans

. . o . £ . .
. NetD NetDimensions NetDimensions
(applies to &> NetDimensions €3 )

Payment plans may be created to specify different charging options for different groups. This offers
organizations more flexibility in charging different groups of learners. Please note that online payments
must be configured separately. (Refer to the section "System Configuration to Support Online Payment"

).

Configure and Maintain Payment Plans

To maintain Payment Plans, access the Payment Plans page by clicking Manage Center > Learning >
Payment Manager > Payment Plans. The Payment Plans screen appears.

Payment Plans

Payment Plan

Andrea Invaice test plan Edit
ECTRL_ORG PAYS Edit

F-lramar Fdit

Payment plans apply to all courses with specified prices.

Create a Payment Plan

To create a payment plan:

1.Click Create Payment Plans button. The Payment Plans page appears:
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OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Payment Plans »

Payment Plans

Choose the appropriate payment plan requirements below. A plan may then be associated with specific organizations in the User Editor

Title

All enrollments use online payment?

Allow payment by organization's credit card?

Purchase order reference required?

Allow payment by organization's account?

Purchase order reference required?

All enrollments have been prepaid? i
Prepaid Expiration Date: {not specified) =l
Date-limited discount % 0
Discount Expiration Date: [

(not specified)

Usage discount % 0
# Enrollments required for discount 0
Save

2.Enter a name for the payment plan in the Title field.

3.Specify support for online payment.

4.Specify whether the enrollments are prepaid and if prepayments are allowed additionally:
5.Enter the expiration date for the prepayment if applicable.

6.Enter the prepayment amount in currency or tokens.

® |f the plan allows date limited discounts:
® Enter the discount percentage.
® Specify the expiration date if applicable.

® |f the plan allows usage-based discounts:
® Enter the discount percentage.
* Specify the discount threshold — that is, the number of enroliments required before the
discount applies.

7.Click Save. The Payment Plan page appears.
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OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Payment Plans

+ Create Payment Plan

= ——

Payment Plan Edit

More technical information regarding payment plans can be found at the end of this subsection. From
here you should proceed with the amendment of catalog entries to support online payment.
Maintaining a Payment Plan

To maintain or delete a payment plan:

1.Click on the Edit hyperlink by the desired Payment Plan.

OVERVIEW  LEARNING TALENT  COMMUNICATE USERS REPORTS SYSTEM

Payment Plans

N

Payment Plan1 dit

+ Create Payment Plan

2.The Payment Plans page appears. Enter the new name for the payment plan in the Title field in the
second Payment Plans page that appears.

3.Specify support for online payment.
4.Specify whether the enroliments are prepaid and if prepayments are allowed additionally:

® Enter the expiration date for the prepayment if applicable.
® Enter the prepayment amount in currency or tokens.
* |f the plan allows date limited discounts
® Enter the discount percentage.
* Specify the expiration date if applicable.

® |f the plan allows usage-based discounts:

® Enter the discount percentage.
® Specify the discount threshold — that is, the number of enrollments required before

the discount applies.

5.Click:

® Save to save the changes
® Delete to delete the plan.

Company Payment Options

This option introduces an approver at the organization level who can approve the learner's enroliments
by credit card or by invoice. It possible to set up an organization such that there is an organization
approver. When a learner attempts to enroll into a course, the organization approver can pay for the
enroliment either by credit card or by invoice, i.e. by entering a purchase order reference code.

To allow payment by invoice for an organization, click the checkbox by the Allow Payment by Invoice
field.
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Organization Properties

Enter essential organization details in the fields below. Mote that the Code figld is an organization defined 1D (e.9. USA) that should
be wnigue within a ghen parent organization entity

Code: UMASSIGHED
Dascription: UMASSIGHED
Payrnent Plan: {nane) al
Token Account: ABC Token =

1] Allow user to modify their manager name
1] Allow user to modify their manager e-mail
|¥1 Allow user to madify their cost center

1 Allow user to modify their location code

Enable competency management for all users in this organization (effective anly if a competency managament sysiem has
beean configured)

Allows Payment by Invoice

Approeer; [ Gl

New User'Welcoma E-malil: [+ Ui

The organization approver can also be set on the same page. Note that there is a limitation where the
organization cannot be the ROOT organization.
For the payment plan attached to the organization, there are two new options:

1. Allow Payment by organization's credit card
2. Allow payment by organizations account

Choose the appropriate payment plan requirements below. A plan may then be associated with specific organizations in the Usg

Title PLAN 1

All enrollments use online payment?

Allow payment by organization's credit card? |

Purchase order reference reguired?

Allow payment by organization's account? 7

Purchase order reference required? [

Optional Payment Items

It is possible to configure items that can be optionally purchased by learners when they are buying a
course. This is useful when there are generic categories of items (e.g. CD, Handbook, Starter Pack,
Accommodation) that are available across a number of courses. The cost of the items can be
configured at a module or session level so each course can have its own pricing and the item label can
also be localized and displayed in the language of the logged in user (providing translations have been
made available in the relevant properties files).

To access optional payment items, access the Optional Payment Items page by clicking Manage
Center > Learning > Payment Manager > Optional Payment Items. The Optional Payment Items
screen appears.
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NetDimensions Talent Suite Manage Centre

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Optional Payment [tems

Configured Items Label Key Locale Formatted Label
Hotel Payment HP HF
Accommaodation Accommodation Accommodation

From here, you can create items for purchase by entering the Name of the item:

1.Click Add. The page refreshes.

&  NetDimensions Talent Suite Manage Center

OVERVIEW = LEARMING TALENT COMMUMNICATE USERS REPORTS  SYSTEM
Optional Payment ltems »
Optional Payment Item
Name:
Label Key:

Description:

Add

2.Enter the relevant details.
3.Click Add. The screen refreshes with the name of the item.

® You can also enter the translation key if you want the item to be displayed in other languages (if
no translation key has been provided, the value provided for "Name" will be used).

® Once items have been configured, they will be seen when editing course "Cost" Information in
the Catalog Editor.

® Course administrators may enable the checkboxes of the items that they would like to offer for
the course and enter the cost details. Each item can have a cost type of "Per Unit", "% of Course
Cost", or "Per Night of Course".

System Configuration to Support Online Payment

. . - . . . .
. ° NetDimensions NetDimensions NetDimensions
(applies to ™ periomance -

To configure support for online payment:

1.Access Manage Center > System > General Settings > System Configuration. The System
Configuration page appears.
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# NetDimensions Talent Suite Manage Center & MOLINAAlon  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

System Configuration

Select a specific configuration eategory from the drop-down menu below. Subsequent screens allow you 1o edit the properties associated with the selected category
When you click Save, the current customization properties file is updated

Select A Category

Al [+

You must save all changes before selecting another category

Sort users by Last Name? 2 46 @
Show Last Name first? = 165 @
Enable UserlD in search = 9 @
Default Pop-up Window Size width=B00,height=650 46 @
Enforce Partitioning by Level 1 Organizations A 46 @
Allow completed courses to be reopened = 46 @

2.Scroll down to the Online payment section.

System Configuration

Select a specific configuration category from the drop-down menu below. Subsequent screens allow you to edit the properties associated with the selected categary
When you click Save, the current customization properties file is updated

Select A Category
Online payment j

You must save all changes before selecting another category.

Enable online payment o 46 @
Enable shopping cart e i3 @
Payment plugin URL 6.0
Payment plugin key 6.0
Allow enroliment approval with online payment ] 57 @

3.Enable the online payment option so that the Catalog will display a Shopping Cart tab.

Note: Additional external setting up is required for payment process. You need to consult the relevant
technical documentation for the required procedures.

4.You should also enable to prompt the learner to supply additional details including:

His/her name (for example, as on his/her Credit Card)
Card security code

Street address

Postal code

5.Click Save. An acknowledgement appears.
6.Click Back.
From here you should proceed with:

® Setting up new or editing existing payment plans
®* Amending catalog entries to support online payment
® Setting up payment gateway

Configuring Online Payments in Learning Modules

: °NetDimensions ° NetDimensions 2 NetDimensions
( app“eS to Performance Learning -

To set up online payment for individual learning objects: (note that not all learning objects can be
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bought)

1.Access Manage Center > Learning > Catalog General Settings > Learning Module.

2.Locate the desired learning object. The selected learning module appears.

Catalogue Editor | D H®» G X

Learning Obje: been _Security_123

sessionProperies 5
Wodule Properies Wi Module Properties

1.2 - UK Security Clearance Request form (MOD-

1.2 - UK Security Clearance Request form (MOD-0226)

0226)
Leaming Module Details
1 Catal Set The following information is used to classify the course entry within the catalogue. Additional screens for specifying the course description
s ??qo‘l:ﬁn; :qf;ame Properties and other course details may be displayed by clicking one of the links on the left panel
1 Infe
1 g EL‘Z: g:?alc:v::nmn Module ID MOD-0226
1.4 Enter References Title: 1.2 - UK Secunty Clearance Request form
1.5 Preview

This module allows to access the UK Gov - UK Security

1.6 View Usage Statistics Clearance Request form for completion.

1.7 Indicated Interest List Onee this form is complete, print the form and submit
1.8 Associated Programmes Listing it in perscn to your HR department.
1.9 Revisions Description
1.10 Vinual Archive
2 Access Control/Enralment Control
2.1 Define Module Security
2 2 Assign Prerequisites E
2.3 Assign Recommendad Course(s) More Information Hyperfink: https:/fwww.gov. v o
2 4 Assign Exam/Certification/Evaluation La
2.5 Define Enrolment Policy im0 English N
Vendor Unknown M
3 Knowledge Centre Setup Duration Comments:
3.1 Setup Options
Suppert Contact
4 Launch Setup _ L Display "Indicate Interest”™
:; gm‘::“"“’ Ep ) Shaw on Other Resources tab instead of My Courses tab (tabbed interface anly)

4.3 Proxied Launch Package ¥ Require e-Signatures

3.In the Module Properties tab, click Enter Cost Information.

4.Choose Online Payment in the drop down menu by the Charge Procedure field.

Catalogue Editor [ [ = R v I 4
Learning Obj not been sa ion_Security_123

Session Properties Wl - Cost Information

Module Propertias \
1.2 - UK Security Clearance Request form (MOD-

1.2 - UK Security Clearance Request form (MOD-0226)
0228)

Cast/Enrolment Information

1 Catal Set The following cost attnbutes are used to determine how to put entries into the participant account
s Sl module/programme. It is recommended that a cost be assigned even if paticipants are not actua

< 1.2 Enter Cost Information znd ROI planning

nter Ubjectives

1.4 Entar Rafarances Charge Procedure: | No Charge v
1.5 Preview
1.6 View Usage Statistics Charged Per Ragistration
1.7 Indicated Interest List Online payment
1.8 Associated Programmes Listing Charged-Cost-Com
1.9 Revisions
1.10 Virtual Archive
2 Access ControlEnrolment Control Currancy, r.aymant
2.1 Define Module Security Currency United Kingdom, Pounds v

2.2 Assign Prerequisites

2 3 Assign Recommended Course(s)
T A Bccinn Fvamiarifie stinn Fusheatinn

Cost 0.00

5.Click on the Session Properties tab.

6.Click on Enter Cost Information in the Catalog Editor.
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Catalogue Editor | 0 & B & X
iLearning Object{s) has/have not been saved:nformation_Security_123

Module Properties WM o+ |nformation

Session Froperties

1.2 - UK Security Clearance Request 4 3 _ yk security Glearance Request form (MOD-0226)
form (MOD-0226)
Cost/Enroiment Information
The following cost attributes are used to datermine how to put entries into the participant account
when they enrol for a leaming module/pragramme. It is recommended that a cost be assigned even if
participants are not actually charged. as this helps with budget and ROI planning.

Online Session

Session Setup — the following steps help

3 Charge Procedure Use Module Configured Settings ¥
you to define a session. I

egsion Mo Charge

< 2. Enter Cost Information Ve Motde Corfioitad Soitings

L PO Charged Cast Centrel i
4. Instructors 9 | Online payment

5. E-mail Preferences Setup

6. Cost Accounting Information
T. View Lisage Statistics Currency Payment
& Course Coupon

Currency Y -
Cost
Session Utilities == before you use these Price Info
utilities, please save any changes you have P
made
9. Auto Enrol
10. Group Enrol
11. Group Training Plan Token Payment
12. Knowledge Centre Preview Cost loken(s)

Price Info

Configure items that can be optionally purchased by leamers when buying a course.

0 Optional Payment ltem Types
HP

v

Cost:
7.Choose Online Payment in the drop down menu by the Charge Procedure field.
8.Enter the information in the Currency, Cost and Price Info fields.

9.Choose the optional payment items that can be optionally purchased by learners when buying a
course.

10.Click the Save icon on top.

Enhanced Learning Program Billing

Within Enter Cost Information under Session Properties, if the Charge Procedure is set to '‘Charged Per
Registration' then the Program Cost Calculation setting becomes editable. By default, it is set to 'Use
amount specified above'.

If 'Use total cost of modules in program session' is selected, then the learner will be charged the
individual program modules' cost amount (if set). Each module enrollment will create an account
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transaction. Additionally, there will be an account transaction for the learning program itself although
the associated cost will be zero.

The rollowing cost atinibutes are used to determing how Eo put entries into the participant
account when they enroll for a learning module/program. It is recommended that a cost be
assigned even if participants are not actually charged, as this helps with budget and ROI

planning.

Charge Procedure! i Charged Per Begistration -

Currency United States of America, Dollars -
Cost: 0.00

Price Infa:

Program Cost
Calculation:

@' Use amount specified above

Use total cost of modules in program session (individual debit transactions and a zero
debit transaction for the program)

Enrollment Business Logic: Online Payment

The business logic for enrolling courses with online payment works as follows:
® For normal users:

When a user tries to enroll in a course that requires online payment, the course will automatically be
added to the shopping cart. The user can checkout at the end and pay for the courses.

® For managers trying to assign the course to other users:

A manager cannot assign a course with payment to other users. In the enrollment screen, the enroll
button would be replaced by a text which tells the manager that the course cannot be assigned

® For administrators trying to group/auto enroll the course to other users:

When enrolling a course with payment to other users using this method, the users would get enrolled to
the course FREE OF CHARGE. Before enroliment, there would be a pop-up warning which warns the
administrator that enrolling with this method would bypass all payment checking business logic.

Note: The logic is only applied to courses where online payment is applied to it. This means, for a
learning program not configured to support online payment though its component courses require
payment, enrolling in the learning program itself would NOT require payment.

Available Payment Gateways

. ° NetDimensions NetDimensions NetDimensions
( app“es tO Performance w )

The following payment gateways are currently supported:

VeriSign® Payment Gateway Adapter
Chase Paymentech

Asia Pay payment

PayPal PayflowPro

For the availability of other payment gateways (or how to create an adapter), please contact
NetDimensions support.

Payment Plugins
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NetDimensions )

( applies to > Talent Suite

Clients often have very specific needs with regard to payment technology, and it is clearly not feasible
for the Talent Suite application to directly support every available payment gateway. Therefore, the
application supports the use of payment plugins. A payment plugin is a software module developed by
a third party that integrates a payment gateway that the Talent Suite application does not support
directly.

This describes the payment plugin mechanism, which attempts to define a minimally simple mechanism
that allows the following to occur:

® The Talent Suite application sends a request to a payment plugin asking it to collect payment for
a specified amount (and in a specified currency) related to a specific purchase; and

® The payment plugin sends a response to the Talent Suite application that enables it to verify
whether the payment was made or if it was cancelled by the user.

Payment Plugin Configuration

> NetDimensions )

(‘applies to Talert Suite

To use a payment plugin you will need to specify a URL and a secret key. To configure these
properties, navigate to Manage > System Administration Manager > System Settings > System
Configuration and examine the Online payment category. You will need to configure the properties
listed below.

Name Explanation
Payment plugin The URL of the page that will accept and handle the payment request
URL parameters, as described above

Payment plugin key The secret key that will be used to validate the HMAC-MD5 message
authentication code, as described above

Note: The properties specified above will not appear if Talent Suite has been configured to use one of
its natively-supported payment gateways. To enable payment plugin support, delete or comment out
any properties named either payment.adapter or external_payment.adapter in your installation's
WEB-INF/conf/ekp.properties file.

Payment Request

NetDimensions )

( applies to > Talent Suite

The Talent Suite application initiates a payment request by redirecting the user to a preconfigured URL
and adding query string parameters as specified below.

Name Description Example
amount The amount of the payment 99.99
currency The ISO 4217 code for the payment currency uUsD
locale The user's locale en_US
orderid A unique identifier for the order/purchase; used to correlate a payment 12345678

response with a request

For example, if the preconfigured URL for the payment service was https:// www.example.com/payment
handler.cgi then the NTS application might request a payment by redirecting the user to the URL https:/
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ww.example.com/paymenthandler.cgi? amount=99.99&currency=USD&locale=en_US&orderid=1234
5678

Payment Confirmation

(applies to <@ lRimensions

If the payment plugin successfully processes the payment, it redirects the user to serviet/
NetDimensions Performance application /orderprocessor and appends the query string parameters
specified below.

Name Description Example

Ordered  The unique identifier for the order/purchase, as passed 12345678
in the original payment request

Sig A "signature" value that NetDimensions Performance ap  6f112d34e3b9367789752952
plication uses to authenticate the payment response
b93f611d

The value of the sig parameter is calculated as follows.

® A signature base string is constructed by URL-encoding the amount, currency and orderid
parameters in that order, for example amount=99.99&currency=USD&orderid=12345678.

®* A message authentication code is calculated based on the signature base string and a secret
key known only to NetDimensions Performance application and the payment service, based on
the HMAC-MDS5 algorithm.

® The value of the MAC is hex-encoded and sent as the value of the sig parameter along with the
orderid parameter.

For example, if the base URL for the NetDimensions Talent Suite application instance was https://www.
example.org/NTS/ then the payment plugin might redirect the user to the URL
https://www.example.org/nts/servlet/nts/orderprocessor?orderid=12345678&sig=6f112d34e3b9367789
752952b93f611d

Since the secret key is known only to NTS application and the payment service, only those systems
can generate (and hence validate) a signature for a specific response. The end user cannot modify any
details of the response without invalidating the signature. Talent Suite considers the payment to have
been made for the specified order if the signature value for the payment response is determined to be
valid.

Payment Cancellation

NetDimensions

( applies to > Talent Suite )

If the user cancels the payment, the payment plugin redirects the user to servlet/nts/
externalpaymentcancel and appends a single parameter, orderid, which is the unique identifier for the
order/purchase, as passed in the original payment request. For example, in the case of the payment
request shown above, the payment plugin would redirect the user to
servlet/nts/externalpaymentcancel?orderid=12345678.

Making Enrollment Payments through a Payment Gateway

. ° NetDimensions e® NetDimensions NetDimensions
( applIeS to Performance )

1.Access the Learning Center menu. Click on the Catalog Search.

Page 75


https://www.example.com/paymenthandler.cgi
https://www.example.org/NTS/
https://www.example.org/NTS/
https://www.example.org/nts/servlet/nts/orderprocessor

NetDimensions LMS 14.1 - Catalog Administration

Home Learning Center Career Center Workspace Connect

Reports

Teach

Current Leaming Modules
Enrollment Requests
RecordsiTranscript

Cerlifications

NEWS

Training Plan b on CNC Lathe.

Learning Path

Catalog Search*

Catalog Browser

burse on CNC Lathe.
Course on CNC Lathe.
Course Calendar

rse on CNC Lathe.

2.Enter the course in the Keyword(s) search.....

Mo news

EIRSS

Youdor
learning

Learning Module Search

Keywords o_':.cl'-.:mc-:d Search

Search Help

or use the Advance Search link to select the course.

Home JEEEGIGEESICIEN Career Center | Workspace | Connect  Reports | Teach

Results per page: | 26 |=

Learning Module Search

Keywards Simple Search

Search Help

Catalog

Al
& Include sub-catalogs?
Subject Language Vendor

All [=] Al [=] All [=]
Learning Type Learning Scheduled Between

[y e
A = B & pa =

Results per page: | 25 |Z|

3.Click Search. The page refreshes and displays the search results.

January 2019

Page 76



NetDimensions LMS 14.1 - Catalog Administration

Home Career Center ~ Workspace

Learning Module Search

Keywards Results per page

Catalog
All [=]
¥ Include sub-catalogs?
Subject Language Vendor
All [+ Al [+] All ]
Learning Type Learning Scheduled Between

Al |v| =S And E;.'

Showing: 1-9of 9

Classroom Course on CNC Lathe (Feb 6, 2013 9:00 AM - Feb 8, 2013 5:00 PM GMT+08:00)
Learning Type: Classroom
In catalog(s). Default Public Catalog

Enroll and Launch

Guidelines and SOP for CNC Lathe (session1 - Classroom Course on CNC Lathe)
Leamning Type: Program
In catalog(s): Default Public Catalog

Enroll and Launch

Madule M1
Learning Type: Online
In catalog(s): Default Public Catalog

Enroll and Launch

25 [=]

January 2019

4.From the search result, click the course you want to view. The course details appear in a new

window.
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Communication | (Comm_P_1)
by Internal
0 Reviews Sassion

This training is a basic classroom training to develop and enhance communication skills for

professionals

Learning Type: Classroom
Language: English

Objectives: - Objective 1
- Objective 2
= Objective 3
- Objective 4

More Information: www netdimensions. com

Reference Resources: MetD Learning (br-leaming-ad pdf)
Click here to indicate your interest in taking this course... @

Sesslons: [] Communication | (Comm_P'_1) - 1. Termin Seats: 10
at Raum Stamberg (R110), Hotel Residence Stamberger See

28/06/14 09:00 - 29/06/14 17:00 CEST
Payment Method:

Currency

List Price: €1.250.00

Optional Cost(s):

HP €150.00 (Per Night of Course)
Token

List Price: 1.250.00 Tokens/Credits
Optional Cost(s):

HP MIA

@ Show more info

5.Click Add to Cart.

Alternately, the simplified workflow allows you to:

® Click on the Browse tab.
® Choose a course from the list that appears.
® Repeat Step 5 for additional courses.

January 2019

When a learner adds a course to his/her shopping cart, optional items (if configured for the course) will
be displayed to the user for selection. The learner must enable the checkboxes of the required items

and indicate quantity if applicable.

Yiou have added tha Following course $o your shopping cart

T omcmer ) umcon | quenem|

Mandarin for Beginners (Mar 1, 2010 S:00 &AM - Har 4, 2010 5:00 FM) GBPFS.00 )

¥aou can also add the following items to your purchase "*!)

L e U com quama|
F Accomadabion GBFIS.00 3
I Compad Disc

GEP49S |

n Textbook GBP9.99

2 to Shopping Cart
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6.Click Proceed to Shopping Cart. An Acknowledgement screen appears.

Shopping Cart

The following is the summary of your selected items
Course Title Quantity Uit Cost

Cost

Communication |
This training is a basic classroom training to develop and enhance o 1 €1,250.00€1.250.00Remove from cart...

communication skills for professionals
Total: €1,250.00

m Proceed to Checkout

Note: When checking out, optional items will also be detailed in the shopping cart summary. Once
the purchase has been made, the optional item will also appear in the user's accounts information
in the Accounts tab under User Profile.

7.Click on the Proceed to Checkout, then click Checkout.

Shopping Cart

Please confirm with the following selections:

Course Title Participant  Quantity Unit Cost Cost
Communication | {28-Jun-2014 09:00 - 29-Jun-2014 17:00) netd_kate 1 €1,25000 €1,250.00 Remove from cart.
Total: €1,250.00

8.Click Checkout. A confirmation dialog box appears:

The page 2 hitp./asiaretcimensions.com says: =t

0 Yeu are procesding to externy online pawmenc Click CF £3 conk nus

Lo J|[ conce |

9.Click OK. You will be taken to an external payment site where you can pay for this course.
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Payment

Payment Information

Please enter the information exactly as it appears on your credit card. Required fields are indicated
with an asterisk (™).

Credit Card No.*

Expiration Date™ m - 2011 -

Secure Code™
Marne on card®

Street address {number and street name).*

City*
ZIP Code®

Total UsD115.00

[CI1 hawe read and understand the Payrment Agreement, and that | agree to the terms of the
Agreerent.

&*‘s

Making Enrollment Payments Using Prepaid Coupons

. i i > NetDi i NetDi i

(app“es to °§e$fg|?r”;:€:5|on5 2 NetDimensions etDimensions )

The course coupon enrollment scheme provides an alternate way for students to automatically enroll in
a designated course. The course owner will generate a set of course coupons during the course setup

and distribute them to the specific resellers through the Talent Suite application interface. The coupons
will then be redistributed to students by these resellers.

1.The reseller can view assigned coupon in the Course Coupon Enrollment option under Learning
Center
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Kafrina Saplala Manage Cenfre Help Contact Us Log

> NetDimensions
Talent Suite

Haome Leaming Centra Career Centre Workspace Connact Repaorts Teach

My Courses
Enrodlment Requesls

My Training History

Certifications MY LEARNING PATH MY TASKS

-

Training Flan

L=
Leaming Path ol «

Catalogu - |

b

)

Catalogue Browser

Course Calendar

View your learning path Manage your tasks

—— . . o

2.The reseller distributes the coupon ID to the end users by email or other preferred means.

3.0nce the end user receives the coupon number, they can then enter it under the Course Coupon
Enroliment tab.

4.Enter the Coupon ID in the Coupon ID field.

Homea Carear Centra Workspace Connect Reports | Teach

Course Coupon Enrolment

Please enter the coupon ID to perform the enrolment. This will enrol the user to the specific session that the Coupon D is associated with

Mote: Once the Coupon 1015 submitted, the coupon cannot be used again

Coupan ID

5.Click Enroll. The course details appear in a new window.

6.Confirm the enroliment.

Creating Coupons

To create coupons:

1.Access Manage Center > Learning > Catalog General Settings > Catalog Editor.
2.Choose a course to create a coupon for.

3.Click the Session Properties tab.

4.ldentify the session to create a coupon for, if applicable.

Note: Step 4 is applicable to courses which have multiple sessions and therefore would fall under
different schedules. However, the step would still need to be taken in creating a coupon for online
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courses that do not have multiple sessions.

5.Click the Course Coupon in the Catalog Editor.

Catalogue Editor | 02 B @« X
Learning Object{s) hasMave not been saved:information_Security_123

= -
Module Properies u: - coume coupon
Session Properies | W

1 - Information Security 123 Shabbir 1 - Information Security 123 Shabbir (Information_Security_123) {Session)

(Information_Security_123)
Edit Course Coupon
Select a session > > =
The coupon ID is in PREFIX-DODD-DDDD-RRRR{1. *) format. where D is the sequance numbes and R is the random nimber
Infarmation Security Program Session (Session) v
Add 0 more coupen(s) to the course
B = Coupan Prefix: EKP Mo. of Random Segments: 2
Assign Reseller R@
Assign Expiry Date {not specified) E >
Session Setup — the following steps help you to define a A Moro Couponis)
SB55100
1. Assign Madule

2 Enter Cost Information
3. Define Session Approver

Click on the Coupon ID to edit the specific coupon.

4. Participants

5. Assign Session Instructor Show (1-0of ) P“!’m"“
6. E-mail Preferences Setup . =

7. Cost Accounting Information Coupon ID ¢ lssuer g lssue Date ~  Expiry Date o Validty o Reseller & Holder g

A \ig ga Statistics 3
Thers is no coupon to displa;
9. Course Coupan m PO i m

6.Add the number of coupons to create.
7.Enter the Coupon Prefix.
8.Enter the No. of Random Segments to make up the coupon id.
9.Assign a reseller who will create coupon(s).
10.Assign an expiry date.
Note: If a date is not specified, the coupon will not expire.

11.Click Add More Coupons. The list of Coupon IDs for the course appears.

Catalogue Editor | 0D ® B @« X
Learning Objectis) has/have not been saved:information_Security_123

Module Froperies Wl Course Coupon
Session Properies NN

1 - Information Security 123 Shabbir
{Information_Security 123)

1 = Information Security 123 Shabbir (Information_Security_123) (Session)

[Edit Cou oupon
e e The caupon ID is in PREFIX-DDDD-DDDD-RRRR{1, "} format, whera [} is the sequance number and R is the random number
Information Secunty Program Session (Session) v Add 0 o] CUIlpU"[iJ tnthalcdire
[ Go I CouponPrefix EKP Mo, of Random Segments. 2
Assign Reseller: Y]]
Assign Expiry Date (net specified) m »

Session Setup - the following steps help you to define a
session

1. Assign Module

2_Enter Cost Information

3. Define Session Approver

Click on the Coupon ID to edit the specific coupon

4 Participants
§. Assign Session Instructor Show (1.5 of 5)
6. E-mail Preferences Setup = >
i e Coupon ID Issue Date  ~ ExpiryDate 4 Validity
8. View Usage Statistics NTS-0019-4741-3843-9148 netd_kate  11-Jun-2014 Unknown DISTRIBUTED  ndadmin
9. Course Coupon -
NTS-0013-4742-6694-3710 netd kate  11-Jun-2014 Unknown DISTRIBUTED  ndadmin
NTS-0019-4743-7142-8109 netd_kate  11-Jun-2014 Unknown DISTRIBUTED  ndadmin
Session Utilities — before you use these ulilities, please NTS-0019-4744-9335-9524 netd_kate  11-Jun-2014 Unknown DISTRIBUTED ndadmin
save any changes you have made. NTS-0019-4745-0906-6542 netd_kate  11-Jun-2014 Unknown DISTRIBUTED neadmin
10. Aute Enrol —
11. Group Enrol ) m

12. Session Enrolment Update

12.Click the Save icon on top. A confirmation dialog box appears.

The page at hitp.//asianetdimensions.com says: “

a Please confirm thatyou wish to save all the changes.

E O ’ ; Cancel

13.Click OK.
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Payment History

. NetDi i NetDimensions . NetDimensions
(applies to @ NeDimersions € Netbr - )

The Payment History is a feature where Administrators can search for and view e-Commerce
transactions either based on transaction reference code or by the user Id.

To configure payment and access user payment transaction information, click Manage Center >
Learning > Payment Manager > Payment History. The page appears.

Payment History

Transaction Reference: Retrieve

Or

User ID: From: | (not specified) ] # T (not specified) = & m

Mark As Reviewed § Mark As Not Reviewed

O T S [ N L L N

From here you can:

® Select a transaction that will display detailed information about that payment (done via payment
gateway, coupons, tokens etc)
® Perform actions such as:

Refund the payment

Send an invoice

Prepare a credit note

Apply changes to the status of the enrollment for which this payment was made
Print a payment receipt for successful payment transactions

Payment History

Transaction Reference: Retneve
Or
User ID: From: | Par I | L] Ta: B
(not specified) [==] * (not specihed) E > m

Mark As Rewewed § Mark As Mot Revewed

B Transaction Reference User Date Amount Reviewed
EKP000043818 Michael Michaslsen  15-May-2014  €100.00 No
EKPO00043812 Frank Schasfer 14-May-2014  €100.00 No
EKPO00043310 Patricia Patricks 14-May-2014  €100.00 Mo
EKPO00043308 Frank Franklin 13-May-2014  ET50.00 Ma
13CFBEBDTDFA1438163B501F0ASBSBID Tawfig Slestt 09-Mow-2010  LUSDA1.00 No
EKP000043802 Frank Schasefer 13-May-2014  USD40,000.00 MNo
EKPO00043804 Frank Schasfer 13-May-2014  USD40,000.00 Mo
FELDAMANA IRNE Cemmle Cemnliin 49 M. An4d £4 TEN AR .

Below is a sample pdf document produced - the header and footer images are located in
nd/fresco/images/background/invoiceheader.jpg and nd/fresco/images/background/ invoicefooter.jpg
respectively and can be replaced with customized images.
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BPR e € #9008 w5 O

£ Find -

NetDimensions: .

Invoice - 2800200067 240002
Document Date - Febwuary 2, 2010

Manager one
The House, 123 The Street
The City, Some State

Usa
ZIP123
Description CuanftyfUnit Total
1. One Pound 1x1.00 1.00

Total (GBR) 1.00

WETFUOT T KNOWLEDGENT O TWORK,

January 2019

Page 84



NetDimensions LMS 14.1 - Catalog Administration

Subscription Enrollment Payment Model

The Subscription Enroliment Payment Model provides Subscription based enrollment.

® Assuming the terms and conditions will be in the form of a PDF document, create an online
course pointing to the PDF file (should be uploaded to repository)

Catalogue Editor |

Session Properies \.

Imudule Prup&mssl \

Communication | (Comm_P_1)

4 Launch Setup
<4 1 Define Launch Properies
4.2 Preview
4.3 Prosied Launch Package

O 2 Bo G X

Web Launch Interface Specifications

Communication | (Comm_P_1)

& ntarfas

Height:

This is the web address (URL) of the resource

The Web Address is the URL invoked when a user launches this resource. You may use the Select buttan
to choose the resource launch file from the File Repository. Alternatively, you may enter any valid web
address, with or without parameters. For example, an absolute URL such as

“http://mysite.com/pagel htm for resources that are launched remotely from a separate content web
server, ar, a relative URL such as "/ekp/nd/ fresco/coursss /pagel. heml 70I0=anna” for resources that
are hosted on the same web server as NetDimensions Talent Suite

Web Address or Embedded Content:

® Assuming a PDF document with a "thank you" message and any post payment information,
create a second online module to handle the payment process.

Catalogue Editor I

Session Properiies \

Module Properties

Communication | (Comm_P_1)

1 Catalogue Setup
L iafine Ao o Dirmmartiore

ntar Ubjactves

1.4 Enter References

1.5 Preview

1.6 View Usage Statistics

1.7 Indicated Interest List

1.8 Associated Programmes Listing

1.9 Virtual Archive

2 Access Control/Enrolment Control
2.1 Define Madule Security
2.2 Assign Prerequisites
2 3 Assign Recommended Course(s)

2.4 Assign
Exam/Cerification/Evaluation

2 5 Define Enralment Palicy
2 & E-mail Preferences Setup

3 Knowledge Centre Setup
3.1 Setup Options

4 Launch Setup
4.1 Define Launch Properties
4.2 Preview
4.3 Prootied Launch Package

D2 B & G X

Cost Information

Communication | (Comm_P_1)

Cost/Enrolment Information

The following cost attributes are used to determine how to put entries into the paricipant account whan
they enrol for a leaming module/programme. It is recommended that a cost be assigned even if
participants are not actually charged, as this helps with budget and ROI planning.

Charge Procedure:  Online payment v
Charged Cost Centre
Currency Payment
Currency Eura Member Countries, Euro v
Cosl 1,250.00
Price Info
P
Token Payment
Cost 1,250.00 token(s)

Price Info
.
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® Finally, create a Program module and add the two online modules to an active program session.
Once enrolled, the user should see the payment program in his/her enrolled learning modules.
Launching the terms and conditions module will allow the user to read the document and mark
as completed (indicating agreement with the terms and conditions).

._ hitp: localost: 5065 1 fdelohifserviet jskpigenencFramesst P aioc_sid=FKPOO000 1 A0 78R ef =4 delphih 2Pnd %2 Frescas 2Frapositor v 52FERPODO00 160117 |

= B & [t]i: (@ ® 7] J=H E3 -

Delphi Terms and Conditions

Lafedn ipsufm dalor sit amet, consectetur adipiscing alit. Cras nisl magna, vanius sed, pharetra a,
eleifend sit amet, elit. Aliguam auctor leo at tellus. Vestibulum wolutpat aliquam arcu,
Phasellus blandit, lectus eu pharatra dictum, dolor erat blandit saplen, a aliquet turpis velit ac
fedis. Mulla nune negue, facilisis non, maitis at, condimentum a, dui. Cras eget nunc. Mulla in
ordi ut erat ultricies pellentesque. Phasellus id nisi. Donec sit amet dui iaculis leo dictum
congue, Pellentesque habltant mordd tristique senectus et netus et maleswada fames ac turpls
egestas. Mam pharetra leo et turpls.

. Donec a felis. vestibulum accumsan condimentum nunc. Vestibulum nisi leo, scelerisgue at,
westipulum a, fermeantum ut, Justo, Proin sodales laprest metus, Maorbl eres arcu, pulvinar sit
amet, tincidunt eu, placerat vitae, negue. Aenean quam felis, pellentesque a, eleifend in,
guismiod eget, nibh. Pellentesgue habitant morbi tristigue senactus et netus et malesuada
fames ac turpls egestas. Maurs ut purus. Donec commado, Nulla sagittis mi commode justo.

. Aliguam cursus vehicula ante. Quisque eget leo vitae nulla scelerisgue posuears. Mullarm
faucibus, Curabitur metus nisl, luctus sed, consectetur semper, interdum sad, sem, Donec
massa, Cras vel ante. Fusce witae leo, Donec accumsan libere. Duis a augue nec urma imperdiat
fringilla. Prain ultricies ultrices sapien. Nam velit leo, dignissim quis, pretium ac, faucibus quis,
tellus. Aenean erat. Nullam fringilla nibh nec risus. Duis a est ac orc varius condimentum.
Bauris sit amet ligula, Pellentesque habitant morki tristigue senectus et netus et malesuada
fames ac turpls egestas.

. Etiam et felis rutrum risus tincidunt sodales. Ebtiam eleifend metus ut lacus. Vestibulum eu
tortor. Nullam consaquat conwallis dul. Sed ornane. Aliguam vehloula leo sad nulla, Sed et ante,
Proin scelerisque juste in urne. Donec felis massa, hendrerit eu, suscipit id, semper ut, lectus.

En pmrdriber onim mnic arirms Aloctihadim folic fiipmidc comnar cod imnardio® o amaf 3erber a

® |f payment is successful, the user will be able to open the subscription payment module to mark
it as completed.
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R s et BRORRL bl e v e g s el 0L _ S PO SOHA o O e T P R T e 1 T Sl 6 PN PO 2

=58 &

Thank you for your subscription payment

Lofem ipSem Sclor ST M, CONTRCTEtar REEONg elit. Sed urnd arou, Lbohee? B, gravida L
pulvirar ut, dui. Fusos magna. Proin nos gate 3 mulla sempar fringilla. Fusce a0 tellus ac turpis
T e LEEITEL. VINAMILES SIT AmET Gua™ &L Snke sceleriigue graweda. S Elementum nsl Ut
aral. Suspendiste enim quam, Tempor id, viwerra Pec, semper o, nib U condectetur fringilla
augue. Mam nibh lorem, hendreeit guis, Bacidunl quis, vaserra 5t amet, it Alkquam imperdiet
UIRTEDrDar oo, Cras &0 erak,

Mduris guils justo guis nulls commodo suscipat. Integer vulpulate. Sed telus Telis, fringilla st
AW, cormalin guil, semper |d, pures. Ted vitse metud vitid magne fuliapd varips, Nullam st
parus. Ut ot wrna. Aliguam vitae nisl nec ante Fringilla hendrent.

Pallertesgue dapibut, neque eget porta degnetsim, diam masta egestat munc, o wenenatis nulls
odio at nisl. Mok a eros sed eros congue eoulks. Nulla In odic. Nulls sofcituding, guam sed
iaculss wolputate, dul arcu wehicula lorem, wel fringilla nune diam 3 mi Fhasellug sed nula.
Fusce quis augue. In sagitts, ¢lit non maleseada lacreet, diam sam congectetur lorem, nec
arnane metus bectus vitse |onem. Phisellut & purus vilhe urnd parttitor pulvinas. Sed dolor Wt
austor mstud 5 Al 0§ digm et dem dapabul blandil, Prasdent Woulis, MBUrL nec
wveneratic placerat, feliz enim facilisis urna, eget soelerinque el ipsem n nibh. Aliguam sed
odio, Quitgus commodo tempuil lacud. Nulls Guid punid, Pressent lBomeel, purus ul inlerdum
tristiquee, matsa guam sagittls Rgula, ac wltmces sem lacus nec lechus. Ousgue luctus semper
et Nullsm SOiumLsn pOsuEre lorem. Dursque libero &nim, vensnems ul, curiud guis,
comvallis pharetra, erat. Nullam bibendum bgula.

Donec sém o, mterdum ey, ulamoorper &0, rutrum af, quam. Fusoe id guam faucibus mi

vengnatis fermentum, Vivamus ul metus i enim faucibus aliquam. Fusoe erat. Suspendisse
parta ultriches ante. Fusce 8t nisi vel liguls scelerisque rutrum. Fusoe ornare [acus 5t dul. Mulla
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Displaying Total Training Time under Enrolled Learning
Modules

You may configure the settings to show the Total Training Time column in the Enrolled Learning
Modules tab.
To configure the settings:

1.Click Manage Center > System > General Settings > System Configuration. The System
Configuration screen appears.

A NetDimensions Talent Suite Manage Center &L MOLINAAlon  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

System Configuration

Select a specific configuration category from the drop-down menu below. Subsequent screens allow you to edit the properties associated with the selected category.
When you click Save, the current customization properties file is updated

Select A Category

Al [=]

ou must save all changes before selecting another category

Sort users by Last Name? 2 5 @
Shaw Last Name first? = 46 @
Enable UserlD in search = w0 @
Default Pop-up Window Size width=800 height=650 46 @
Enforce Partitioning by Level 1 Organizations B 486 @
Allow completed courses to be reopened = 46 @

2.Scroll down to the Enrolled Learning Modules Category or select it from the drop-down list.

3.Click the box beside the Show Total Training Time column on Enrolled Learning Modules tab field.

Show Deadline Information B 55
Show Revision Information B 55
Show Required Information B 47
Show Credits Information B 47
Show % Complete Information = 4.7
I Show Total Training Time Information B 6.0 I
Personal Calendar Settings e 81 @

4.Click Save. The Total Training Time column should now appear in the Available Courses tab.
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Vendor Categories
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> NetDimensions

Talent Suite

(applies to

)

You may configure a list of courseware vendors that appear in the Vendor drop down list that appears

in the Module Properties screen of the Catalog Editor.

|| europe-perform.netdimensions.com/europe/serviet/ekp/BSCATFRAMES?LID=m016

Catalogue Editor [

Saselon Properties
Module Properties | W

3 routes to good communication (m018)

1 Catalogue Setup

1.1 Define Module Properties
1.2 Enter Cost Information
1.3 Enter Objectives
1.4 Enter References
1.5 Preview
1.6 View Usage Statistics
1.7 Indicated Interest List
1.8 Associated Programmes Listing
1.9 Rewisions
1.10 Virtual Archive

2 Access Control/Enrolment Control
2.1 Define Module Security
2.2 Assign Prerequisites
2 3 Assign Recommendad Course{s)
2.4 Assign Exam/Certification/Evaluation
2.5 Define Enralment Policy

3 Knowledge Centre Setup
3.1 Setup Options

4 Launch Setup
4.1 Define Launch Proparties
4.2 Preview
4.3 Proxied Launch Package

*\«"end or

DB » G

Module Properties

3 routes to good communication (m016)

Leaming Module Details

X

The following information is used to classify the course entry within the catalogue. Additional screens for
spacifying the course description and other course details may be displayed by clicking one of the links on the left

panel

Module 1D m016

Title: 3 routes to good communication
Description

More Information Hyperlink:

Language

| Unknown v
AICC

Company

CourseCreator

Elekta

Han, Andrea

Inmarkets €

Duration Comments:
Support Contact:

L Display "Indicate Intere]
J Show on Other Resou

Require e-Signatures | Intemnal
Knowledge Products
Learning Tree
Each leaming object can & MetDimensions gl
SkillSoft
Visibility: Todd Winge
Category Unyleya

tab (tabbed interface only)

es, depending upon the options set below

To maintain a vendor list click Manage Center > Learning > Catalog Configuration > Vendors. The

Vendors screen appears.

OVERVIEW LEARNING

Vendors

AlCC
Company
CourseCraator

Elekta

o
L]
o]
&
»

Adding New Vendors

Has  Andens

TALENT

Manage Centre

COMMUNICATE USERS

To add a new vendor entry:

REPORTS

SYSTEM

1. Type in the vendor's name in the New Name field.
2. Click Add. The application returns an acknowledgement.
3. Click Back to Maintenance Form.
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Updating Vendors

To edit a vendor entry:

1. Select the desired Vendor from the drop down list by the Vendor field.
2. Type in the new category in the New Name field.

3.
4
5

Click Update Selection. A confirmation dialog box appears.

. Click OK. The application returns an acknowledgement.
. Click Back to Maintenance Form.

Deleting Vendors

To remove a vendor entry:

1. Select the desired Vendor from the drop down list by the Vendor field.
2. Click Delete Selection. A confirmation dialog box appears.

3.

4. Click Back to Maintenance Form.

Click OK. The application returns an acknowledgement.

January 2019
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Module Attributes - Catalog Editor

. NetDi i
( applies to P Netbimensions )

You may specify special qualifications (e.g. Continuing Professional Development or CPD) in the
Optional Module Attribute(s) section of the Catalog Editor.

Catalogue Editor D@ H» G X
UG U U S e e
Session Properties W ® Kmowledge Centre and catalogue page (publicly availabla)
Module Properties Chat Room Select chat raom -
Communication | (Comm_P_1) Forum Category Selact forum category ¥
Dogr reiauirammant
1 Catalogue Setup Optional Module Attribute(s)
% 1.1 Define Module Properties Optional module attnbutes, if configured, may be assigned to this module
1.2 Enter Cost Information
1.3 Enter Objectives CPOTopic (Not Assigned) ¥
1.4 Enter References i
1.5 Praview CPDHours
1.6 View Usage Statistics TargetAudience {Mot Assignad) v

1.7 Indicated Interest List

1.8 Associated Programmes Listing
1.9 Virtual Archive PC neaded? (Mot Assigned) v

Mew_module_sttribute

Format

2 Access Control/Enrolment Control
2 1 Define Module Sacurity
2.2 Assign Prerequisites
2.3 Assign Recommended Course(s)

You may define additional special qualifications or attributes (e.qg. license qualifications, Continuing
Legal Education (CLE), etc.) for a learning module in the Module Attribute Category screen.

To maintain a list of Optional Module Attributes, click Manage Center > Learning > Catalog
Configuration > Module Attribute Categories. The Module Attribute Category screen appears.

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Module Attribute Categories

You can add or modify module attributes hare

+ Create New Module Attribute

Mo entries are currently configured

A module attribute can be one of four particular data types:

1. Free-text - the default existing type with which any value may be input

2. Drop-down - the existing type where there is a fixed set of values for the module attribute

3. Numeric - a new type where only numbers may be input for the module attribute on the learning
object, e.g. 5, 3.15,-5.4

4. Checkbox - a new type where the user simply checks or un-checks the check box as a way of
setting the module attribute on a learning object

Adding Module Attributes

1.To add a New Module Attribute, click Create a New Module Attribute

OVERVIEW LEARNING TALENT  COMMUNICATE USERS REPORTS SYSTEM

Module Attribute Categories

You can add or modify module attributes here

Mo entries are currently configured

2.Click Add. The screen refreshes.
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OVERVIEW ' LEARNING TALENT COMMUNICATE USERS REPORTS  SYSTEM

Module Attribute Categories »
Module Attribute:

Attribute Code:

Label Key:

Type: Free Text E Sum total when printing or lepoflmg@

Display Areas: Records/Transcript ¥ Print Records/Transcript Report ] Course Description [Z] Enrolled Leaming Modules

Permesions Q)

3.Fill in the necessary information.

4.Proceed to configure and maintain extra module attributes.

Updating Extra Module Attributes

To edit an Extra Attribute entry:

January 2019

1.Under the Module Attribute Category screen click on the gear icon of the attribute you wish to modify,

then click Edit

Module Attribute Categories

Bulk Action ¥

H CPD_Topic Drop-down CPDOTopic CPOTopsc Print My Training History Report

Edit * MNumeric CPDHours CPDHours Print My Training History Report
Delete Records/Transcript
Permissions Drop-down  TargetAudience TargetAudience Lanchty Tram.um_g L= ionviiepoe
Course Description
M Paireas

2.Make the necessary modifications on the Module Attributes screen

alent Suite Manage Centre

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Module Attnibute Categories »
Module Attribute: CPD_Topic

Attribute Code:* cpp Topic
Name: @ CFDTopic

Type: Drop-down ¥ Sum total when printing or reporting (@

Display Areas: Records/Transcript # Print My Training Histary Repart L Caurse Description L) My Courses

| Knowladge Cantre

Permissions m

Module Attribute Values

Code Label Key Locale Formatted Label
Content Content Content
Professionalism Professionalism Professionalism

3.Click Update. The screen refreshes to reflect the changes.
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Deleting Extra Module Attributes

To remove extra modules attribute:

1. Click on the desired attribute in the Module Attribute Category screen. The relevant Module
Attribute screen appears.
2. Click Delete.

Setting Permission to Module Attributes

Permissions on module attributes are extended to report wizard. Users have to have read or write
permission to the module attributes in order to view them in report wizard.

Module Attribute Categories (ig \ imensons Taient sute - vzl frefon Lo | o) o

You can add or modify module here 2 p/serviet/ekpl TX=Dispatch&NOT_FROM_SESSION=true&RPID=EKPO0G145002 ® |-
(D ReportHelp -

Lomnen e m Properties  Columns  Grouping Order Filters  Summary m hl

Free Text  test f
select the columns you wish to include in your report.

°l=_1pand All
- Dynamic Module Attributes

=)

. Dynamic Session Attributes

| session_attr_2
, Optional Module Attribute(s)

[V Extra Module Value 7| Module Attribute
Categories

, Instructor Infarmation
, Module Properties ‘

. Session Properties

T course cost Tl Event Status [~ session [T Time Zone

| Display custom text Facilities | session Code [Z Total # of

A user must have read/write permission to a module attribute in order to select it in report wizard.

Extra Module Value and Module Attribute Categories also reference module permissions. When these
two options are checked, the report will include the module attributes that the user has access to in
these two columns.

Report ID: test (D Report Help
Properties  Columns  Grouping Order  Filters ~ Summary

Save | Undo

Select the columns you wish to indude in your report.

o Expand All
. Dynamic Module Attributes

[[test

. Dynamic Session Attributes

D session_attr_2

. Optional Module Attribute(s)

[Vl Extra Module [¥I Module Attribute
Value Categories

. Instructor Information

1.From the list, select the attribute you where you want to set the permission.
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Module Attribute Categories

Bulk Action ¥

E CPD_Topic Drop-down  CPDTopic CPDTopic Print My Training History
Edit Numeric CPDHours CPDHours Print My Training History
Delete Records/Transcrpt
sy °“'9¢ Drop-down  TargetAudience TargetAudience zzj;:g;:;:';?ﬂ:' =y

Bdes Pamiamnn

2.A menu will be displayed on the screen. Click Permissions.

Module Attnbute Categones »

Module Attribute: Test01

Attribute Code: | Test01 |

Label Key: | Teat |

Type: Free Text | [J Sum total when printing or reporting @

Display areas: 7 Records/Transcnpt W Print Records/Transcript Report [ course Description [ Enrolled Leaming Modules

s | Update

3.The Permission Selector screen is displayed. Configure the permission setting using the guideline
below the image.

Permission Selector

Use the links below 1o select the users, user qroups, organizations, and roles that can access this
object.

Read Only Access Unrestricted Access

Users

MOLINAE Alon (RLON)

In addition to the previously selected users, view permissions will be granted to anyone who meets
Al of the following criteria
®one of the following criteria

Add criteria selector: ‘ User Group v ‘

Close

4.Permissions on module attributes are extended to report wizard. Users have to have read or write
permission to the module attributes in order to view them in report wizard.

5.After selecting the access type, you can now select the user(s) to whom the access permission will be
granted. Click the Users link.
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Permission Selector

Use the inks below to select the users, user groups, crganizations, and roles that can access this
abject

[REE T e Ml Unrestricted Access

In addition to the previously selected users, view permissions will be granted to anyone whio meets
Al of the following criteria
*10ne of the following criteria

Add ertenia salactor: | User Group b E

Close

6.This opens the User Selector screen to select a specific user or group of users.
Selector

serll irst Name ast Name
Role Organisation User Group
Idanager v

7~ Specify Additional Aftributes #~ UserD Diract Entry Form

Horizontal View
Results: 89 Selacted: 1
EGA Admin (EGA_ADMIM) Training Manager (LIEBHERR_ADMIN)
Simon Allison (SIMORN_ALLISON)
Ana Amalia (SEAT MANAGERA4)
Chnstine Baker (XCEL_CHRIBAK)
Claire Bawlding (PGS_LINEMAMAGER)
Kathleen Beckham (XCEL_KATHBEC)
Rupen Brooks (BENTLEY _TRAINING_MAN
Albert Brown (AMORENOT)
Hunter Brown (XCELA_HUNTBRO)
Sophia Brown (XCELA_SOPHBRO) -

4

oK

In addition to the selected users, view permission can also be granted to anyone who meets the
following criteria:

® All of the following criteria
® This means that viewing permission can be granted to all users belongs to the criteria
defined in the Add criteria selector. For instance that user added the criteria Role and
Organization as shown in the image below.
® This means that the user must belong to the roles AND organization in order for the user
to access the permission to view the report.
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Permission Selector

Use the links below to select the users, user groups, organizations, and roles that can access this
object.

REELRRLITLISEE  Unrestricted Access

Users

In addition to the previously selected users, view permissions will be granted to anyone who meets
(_JAll of the following criteria
®0ne of the following criteria

Add criteria selector: | User Group b ‘ Go

Role [ ]

Organization a

Include Organizations

Exclude Organizations

Ciose

® One of the following criteria
® This means that viewing permission can be granted to all users belongs to any of the

criteria defined in the Add criteria selector.
® This means that the user must belong to the roles OR organization in order for the user to

access the permission to view the report.

® Add criteria selector
® This allows you to add criteria. To add the criteria, click the selector dropdown button and

then select the preferred criteria.

Note: For every selected criterion, a criterion box will be displayed. To select a specific user,
group or organization that belongs to the criteria, click the link positioned at the right top of each
box. See the procedure in the Appendix section on how to select a user, group or an organization.

Searching by Module Attributes

Module attributes are pretty dynamic and they could support various data types, they can be used to
classify a course with a certain value. Often looking up courses would be much easier if it can be
filtered by a certain attribute. This filter can be enabled in new applicable search areas such as Module
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and Session selectors and the administrative Learning Modules search.

1.Module Attributes as Module / Session Selector Parameters

On each attribute configuration, it's optional to enable the attribute as a search filter on any available
search screen. The "Learning Module Selector" and "Learning Module/Session Selectors" search areas
have been added as display area options.

Module Attribute Categories »
Edit Module Attribute For A

Attribute Code”
Module Attribute Cdoe

Mame @
Module Attribute Name

Type
Free Text IZI

Sum total when printing or reporting @)

Display areas

Records/Transcript

Print Records/Transcript Report
Course Description

[Tl Enrolled Learning Modules

[C] Knowledge Center

Learning Module Manager

[C] Learning Module/Session Selectors

Save Cancel Delete

By checking the "Learning Module/Session Selectors" Display areas option, this module attribute will
appear on the Module, Module Session and Program Session selectors which allow searching with this
filter.

2.Module Attributes as Module Selector Parameters

It's pretty intuitive with the usage of the module attribute filter in the module selector as displayed
below.
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Select A Learning Module With An Evaluation

Description

Perform a search to generate a list of items in the “Available Choices” panel. Select one of the items listed, and click the single arrow (e.g., >) button to copy it into
the “Selections” panel. Use the double arrow buttons to move all items between the panels. When you have completed your selection, click the "OK" button.

The search result list only displays the first 1,000 rows
The search result is displayed in the format: Title (ID), Session.

Horizontal display

Search text. Catalog Learming Types Session Status

Al B All B (ot specified) B

Module Attribute Name1

Choices

# Records Retrieved: 0

Selections

3.Module Attributes as Session Selector Parameters

When trying to identify a certain program/module session for selection, it would be handy to be able to
find the right module using its assigned attribute value first then drill down to see the list of its relevant
sessions.
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Select Learning Program/module Session

Description
Perform a search to generate a list of items in the "Available Choices” panel. Select one of the items listed, and click the single arrow (e.g., >) button to copy it into
the “Selections™ panel. Use the double amow buttons to move all items between the panels. When you have completed your selection, click the "OK" button

The search result list only displays the first 1,000 rows
The search result is displayed in the format: Title (ID), Session

I Horizontal display
Search text Catalog Leaming Types Session Status

All El All B (not specified) E]

Module Attribute Name1

Available Choices

# Records Retrieved: 0

Selections

4.Module Attributes as Manage > Learning Modules Filters

As a course administrator, one of the most frequent visited screens would be the administrative
Learning Modules search, this is the place to look up a certain course to configure its settings. Out of
the large number of courses uploaded to the system, module attribute could serve as a useful filter to

narrow down relevant training in the search.

At the attribute level, showing the filter in the "Learning Modules Manager" display area can be
individually customized. The default value of the checkbox is not checked and it requires explicit action

to make the attribute show as a filter.
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Module Attribute Categories

Edit Module Attribute For Module Attribute Cdoe1

Attribute Code
Module Attribute Cdoe1

Name @
Module Attribute Name1

Sum tatal when printing or reporting @)

Display areas
[¥] Records/Transcript
¥| Print Records/Transcript Report
¥ Course Description
| Enrolled Leaming Modules
[ Knowledge Center
[ 7| Leaming Module Manager
JTTCeaming Module/Session Seleciors

Permissions

m Cancel

By checking the "Learning Modules Manager" Display areas option, enabled module attribute filters will
appear on the Manage Learning Modules search as displayed below. Since they are dynamically

generated, they appear at the end of the list of filters, all supported attribute types can be enabled as
filters.
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OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM
Learning Modules
IDE FILTER
Preset Filters [Manage] Module Title/ID/Description Type Category
Al Al [
Subject Status Catalog
All |E| Active Only |z| [@include sub-catalogs?
Vendor Language Created Between And
All |z| Select a Language B Date Date
Created by Last Modified By Module Attribute Name Test
— = (No Selection) E|
Test TestMumeric TestDropDown

Mumber

(Mo Selection)

IZI [ TestCheckbox

Bulk Action B

7] Module Title (ID) ~ Type % Status £ Last Modified On
S < ) gl;};ggish Workshop - PPT to web examples € Online Active Sep 30. 2015 5:45 PM by

Selected module attribute filter values can also be saved as part of a preset filter for reuse.

B

ADMINISTRATOR System

Status Catalog
Save as Preset
Preset Mame
lRequiretI
Properties
Module Title/ID
[Description:
Type: All
Catalog:
Include sub-catalogs?: Yes
Category: All
Subject: All
Status: Active Only
Vendor: All
Language: Select a Language

CC Flash Workshop -

CC SAMPLE AUTHOF
SMPLE-COURSE-1)

Created Between:
And:

Created by:

Last Modified By:

H (T2)

JRO - Receipt of Com|
URO_Receipt_of Con

assroom1 (MOD-0012

Module Attribute Name1:
Test:

Test:

TestMumeric:
TestDropDown:
TestCheckbox:

(Mo Selection)

(No Selection)

assroom2 (MOD-0015

assroom3 (MOD-0023

% Created On

Results per Page: 25 |E|

+ Create Leaming Module

<

Jul 30, 2013 11:48 AM by
ADMIMISTRATOR System

Results per Pa(
BE

a1 30, 2013 11:48 AM by
DMINISTRATOR System

Create Leaming

4130, 2013 11:48 AM by
DMINISTRATOR System

lar 30, 2015 4:34 PM by
DMINISTRATOR System

ug 13, 2013 3:19 PM by
DMINISTRATOR System

an 11, 2013 4:11 PM by
DMINISTRATOR System

al12, 2013 11:31 AM by
DMINISTRATOR System

ug 8, 2013 2:47 PM by
DMINISTRATOR System

Ma 70 AAA42 2299 PR bas

January 2019
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Session Attributes

. NetDi i
( applies to <> NetDimensions )

You may specify special qualifications (e.g. Continuing Professional Development or CPD) in the
Optional Session Attribute(s) section of the Catalog Editor.

. y they do nat complete the module in ime
Session Setup - the following steps help you

to define a session, View participant deadlines
= 1. Edit session
2 Edit session class schedule

3. Enter cost information
4. Participants

[This sechion allows you fo assign altnbute values fo this session, f session aitrbutes are configured

5. Instructors

e [ v

7. Cost Accounting Information Salect a workfiow lemplale.
8. View usage statistics

T
ieacd L Template| Please salect. v

10. Resource Resarvation —— o . .
W | | Disable workfiow assignment for this session.

To maintain a list of Optional Module Attributes, click Manage Center > Learning > Catalog
Configuration > Module Attribute Categories. The Module Attribute Category screen appears.

Session Attribute Categories

You can add or modify session attributes here.

+ Create Session Attribute

Ma antriae ara rorranthe confionrad

A module attribute can be one of four particular data types:

1. Free-text - the default existing type with which any value may be input

2. Drop-down - the existing type where there is a fixed set of values for the module attribute

3. Numeric - a new type where only numbers may be input for the module attribute on the learning
object, e.g. 5, 3.15, -5.4

4. Checkbox - a new type where the user simply checks or un-checks the check box as a way of
setting the module attribute on a learning object

Adding Session Attributes

To add a new Session Attribute:

1.Click Create Session Attribute. The screen refreshes.

Session Attribute Categories

You can add or modify sessicn attibutes here.

on Attnbute

M antriae ara cisranths canfion rad

2.Fill in the necessary information.
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Session Attribute Categories »

Session Attribute:

Attribute Code:

Label Key:

Type: Free Text v |[] Sum total when printing or reporting @

[] Mandatory

3.Click Add to add the attribute.

Updating Extra Session Attributes

To edit an Extra Attribute entry:

1.Click on the desired attribute in the Session Attribute Category screen. The relevant Session Attribute
screen appears.

Session Attribute Categories

You can add or modify session attributes here.

+ Create Session Attribute

Lol Koy ] Lol Fornated Labo
est Test Yes

Testd2 Free Text T

2.Type in the new name.

3.Click Update. The screen refreshes to reflect the changes.

Deleting Extra Session Attributes

To remove extra modules attribute:

1. Click on the desired attribute in the Session Attribute Category screen. The relevant Module
Attribute screen appears.
2. Click Delete.

Setting Permission to Session Attributes

Permissions on session attributes are extended to report wizard. Users have to have read or write
permission to the Session attributes in order to view them in report wizard.
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Session Attribute Categories

1@ NetDimensions Talent Suite - Mozilla Firefox

You can add or modify session attributes here.

@ localhostB0BD/ ekp/servlet/ekp?Ti=Dispatch&NOT_FROM_SESSION=true&RPID= EKPO00145002

Report ID: test

(@ Report Help
Session Attribute
TN - .  coums  Grouping  Oer  Fiters  Summary ==

Select the columns you wish to indude in your report.

Okxpand All
- Dynamic Module Attributes

[Mtest
. Dynamic Session Attributes
. Optional Module Attribute(s)

[7] Extra Module value ¥ Module Attribute
Categories

, Instructor Infarmation

January 2019

A user must have read/write permission to a Session attribute in order to select it in report wizard

1.From the list, select the attribute you where you want to set the permission.

Session Attribute Categories

You can add or modify session attributes here

+ Create Session Attribute

Pt
Testd2 Free Text Test Test Yes

2.A menu will be displayed on the screen. Click Permissions.

Session Attnbute Categories »

Session Attribute: Test02

Attribute Code: | Testd?

Label Key: | Test

| Free Text ||:| Sum total when printing or reporting (2}

te | Delete

3.The Permission Selector screen is displayed. Configure the permission setting using the guideline

below the image.
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Permission Selector

Use the links below to select the users, user groups, organizations, and roles that can access this
object.

Read Only Access ULl Falwask]

Users

MOLINEZ Elon (RLON)

In addition to the previously selected users, view permissions will be granted to anyone who meets

OAll of the following criteria
®one of the following criteria

Add criteria selector: ‘ User Group v ‘

Save J| Close

January 2019

4.Permissions on session attributes are extended to report wizard. Users have to have read or write

permission to the module attributes in order to view them in report wizard.

5.After selecting the access type, you can now select the user(s) to whom the access permission will be

granted. Click the Users link.
Permission Selector

Use the links. below to select the users, user groups, organizations, and roles that can access this
abject

Read Only Access JRRGTEEETE S el =Rt

In addition to the previously selected users, view permssions will be granted to anyone who meets
\All of the following criteria
*0ne of the following criteria

Add criteria selector: | User Group b E

6.This opens the User Selector screen to select a specifi user or group of users.
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January 2019

Selector

ser | irst Name st Mame
Raole Organisation User Group
MManager ’

Specify Additional Attributes #~ UserlD Diract Entry Form

Search Feset
Honzontal View
Results: 89 Selected: 1
EGA Admin (EGA_ADMIN) Training Manager (LIEBHERR_ADMIN)
Simon Allison (SIMON_ALLISON)
Ana Amalia (SEAT_MANAGER4) »

Chnstine Baker (XCEL_CHRIBAK)

Claire Bawlding (PGS_LINEMANAGER)
Kathleen Beckham (XCEL_KATHBEC)

Ruper Brooks (BENTLEY TRAINING_MAN
Albert Brown (AMORENOT)

Hunter Brown (XCELA_HUNTBRO)

Sophia Brown (XCELA_SOPHEBRO) >

«©

In addition to the selected users, view permission can also be granted to anyone who meets the
following criteria:

* All of the following criteria
® This means that viewing permission can be granted to all users belongs to the criteria
defined in the Add criteria selector. For instance that user added the criteria Role and
Organization as shown in the image below.
® This means that the user must belong to the roles AND organization in order for the user
to access the permission to view the report.
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Permission Selector

Use the links below to select the users, user groups, organizations, and roles that can access this
object.

REELEOL TN Unrestricted Access

Users

In addition to the previously selected users, view permissions will be granted to anyone who meets
(Al of the following criteria
®i0ne of the following criteria

Add criteria selector: Go

Role ]

Organization L]

Include Organizations

Exclude Organizations

® One of the following criteria
® This means that viewing permission can be granted to all users belongs to any of the
criteria defined in the Add criteria selector.
® This means that the user must belong to the roles OR organization in order for the user to
access the permission to view the report.

® Add criteria selector
® This allows you to add criteria. To add the criteria, click the selector dropdown button and
then select the preferred criteria.

Note: For every selected criterion, a criterion box will be displayed. To select a specific user,
group or organization that belongs to the criteria, click the link positioned at the right top of each
box. See the procedure in the Appendix section on how to select a user, group or an organization.

Permissions on Transcript Status

As shown in the figure below, Manage Center > Learning > Catalog Configuration > Transcript
Status Manager allows transcript statuses to be managed, for now only for setting up permissions.
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LEARNING

CATALOG GENERAL SETTINGS
Leaming Modules
Catalog List Maintenance

Class Resources Editor

ENROLLMENT SETTINGS
Enrollment Policy Editor
Auto-Enroll Console
Auto-Enroll User Listing

COURSEWARE MANAGER
Courseware Listing

Courseware Template Editor

January 2019
CATALOG CONFIGURATION
Categories
Subjects

Course Languages

Assessment Workflow Manager Auto-Enroll Log Geographic Regions

Web Catalogs Vendors

Virtual Classroom Account Module Attribute Categonies
Setup Session Attribute Categories

Integrated Instructor Calendar

Transcript Status Manager |

Inside the Transcript Status Manager, you will see a list of all available transcript statuses with a gear
button on each of the transcript statuses.

Transcript Status Manager

Wb i

Bict Stared

T Poct de &

Compitad

Windrmran

Cancelied

Feraing Appecral
Appreeal Derwed
Compisted |Self-Asserted)|
Fassed

Faded

B b

Damclonas Expurod

Sannnon Sabed on Hesded
Wiarser/Exermpi

Witndema - Wl Fabge on
Withdraa - Irraled Reason

Encused

Dropped from VWasthst

O ¢ 0000000000000 0C00C00

Do vl e
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Select a transcript status by moving the mouse cursor towards the gear button. The drop-down menu
allows you to configure the permissions of the selected transcript status.

Transcript Status Manager

£ Waithsted
Paamissions
-ﬂ In Process
£ Complated
£ Withdrawn
£} Cancelled

Click on "permissions”. The permission selector will pop up. Through the selector, there are two
permissions for transcript statuses.

®* Read permission allows you to select the status.
® \Write permission allows you to edit the status.

Permission Selector

Usa the links below 1o select the users, user groups, onganizabions., and rdes that can access thes ohject

Unrastng bed Access

Usars

In addition to the previously selected users, view pamissions will be gramted 1o anyone who meets
All of the following cntena
* Cine of the followsng critena

Add crtena sedector

User Group L Go

After the access targets are configured, click the "Save" button to save your changes. The status
permissions will be reflected in the following locations:

® Catalog Editor Participants
® Enroliment Wizard

® Teach Review Participants
® Training Records Loader

The figure below shows the Catalog Editor with the configured status permission filtering.
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Participants
01 (Online)
First Marma Last Mama Unar ID
Stab
Al
Filfler
Resulls per Page: 25
Shovwang 1-10f1
Bulk &z bion L
— Croprail
| | Partcipant Ernvoliment Date Deadne Orverall Stalus Change
ﬁ ADMINISTRATOR Systern  Oct 29 2014 320  Date to be NOT .
NDADMIN PMCST c orfirmed STARTED
E
Completed
Showing 1-10f 1 Failed
Dre-at trvated
In Process
Mo show
WarcerExempl
Withdrawn

Withdraw - Invalid Reason
Withdraw - Valid Reason

Decoupling of Finished Using

The "Finished Using" transcript status has long been open for different interpretations which leads to
different state adoptions associated to training records. The most common interpretation is that this
status is for closing out an enrollment without fully completing the content. While historically, this status
has been used to give the learner an option to assert that the enroliment has been completed which
would eventually contribute to certificate and competency acquisition. For compliance reasons, this
multi-faceted interpretation of transcript state would need to be branched off to clarify two such
conditions.

® Completed (Self-Asserted): "Finished Using" status is now re-labeled as "Completed
(Self-Asserted)” which is another distinguished form of completion, one that is self-asserted by
the learner. Its status change can only be invoked by the learner (eg. when marking
non-track-able content as complete or just simply clicking the "Completed" button in the
Knowledge Center before the track-able content being recognized as complete by the
courseware). Note that just like the original "Finished Using" status, "Completed (Self-Asserted)
will contribute to certificate award and competency acquisition. Essentially, a learner can
withdraw from a course, mark a course complete (self-asserted) or be automatically completed
by fulfilling the courseware completion requirement.

Knowledge Center

02 B Completed (Seli-Asserted) I
& Online, @ No deadline

o - = Todo = Remove from Active List
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* Deactivated: A new "Deactivated" status has been introduced to cater for the need of closing
out an active enrollment. "Deactivated"” is a terminal status but it will not contribute to certificate
or competency acquisition. It is available as an administrative action, including the participants
section in Catalog Editor, Enrollment Wizard, Review Participants in Teach, status change on
authorized payment in Payment History, changes made through CSV loader and API. On
automatic program completion rollup, if any elective sub-module(s) is an incomplete state which
needs to be closed off (or for target course which has acquired by substitutes when we'll
introduce course equivalency), the course will be tagged with a "Deactivated" status.

Note:

* A "Deactivated" transcript record won't contribute to program completion, so if you have one
mandatory program course that is marked as "Deactivated" somehow by an administrator, this
program won't be able to automatically complete.

* A "Deactivated" transcript record won't share credit, so for subsequent program enrollment that
has the same course and the program is configured to be sharing credits, the learner will be
re-enrolled on the program course again.

Participants

02 (Online)

First Name Last Name User ID

Status

All
Results per Page: 25

Showing: 1-20of 2

Bulk Action A
| | Participant Enroliment Date ~ Deadline Overall Status Overall Status Change
ADMINISTRATOR System Oct 29, 2014 3:27 COMPLETED (SELF- v
o (NDADMIN) PM CST b ASSERTED)
£% WONG Simon (SIMON) 1OV 5. 2020 Eie o be NOT STARTED [— v
PM CST confimed
Completed
Showing: 1-20f 2 =
No show
Waiver/Exempt
Withdrawn

Withdraw - Invalid Reason
| Withdraw - Valid Reason

For the case of retiring a course session, there's an optional setting to tag all incomplete transcripts in

the session as "Deactivated".

Event Status: 0

#| Change transcript status of enrolled users correspondingly, for changing the event status
to Completed, Cancelled or Retired or changing from Prompt User to Select Session to
another status
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Courseware Editor - Revision Support

N R P N
( applies to °y§fto?r'"T.E£s'°ns < ﬁgﬁ:gﬂenslons 2 NetDimensions )
Introduction

In the Talent Suite application, a Content Package is imported with an existing course id.

How does it work?

1.Create a new Courseware project or open an existing Courseware project in Courseware Editor.
Click Manage Center > Learning > Courseware Manager > Courseware Listing.

Manage Centre

YSTEM

%]

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS

w

Courseware Listing

Each of the course projects listed below may be edited and published in the catalogue(s). Use the CREATE button to start a new course project

Bulk Action ~
W Name Description
In this course, students will laam how to use Oracle Bills of Material to define different types of bills of material to accommodate various

Bills of business models and scenarios. Students will also leam how to use Oracle Engineering to create and implement engineering change

El:éie‘zl:lna:gd orders. Students will leam how to set up, implement, and use bill of material and engineering information. Students will practice creating
Fundamentals Bills of material, routings, and engineering change orders. They will also leam how te copy and transfer engineering information to
manufacturing. Upon completion of this course, students will be prepared to use Oracle Bills of Material and Oracle Engineering

Procedure A bant monandison S a lnnmmine

2.Choose the name of the course project from the list that appears. The Courseware Editor screen
appears.

Courseware Editor DB D ? X

Bills of Material and Engineering Fundamentals \
Courseware Properties

Courseware Template Courseware Editor

This editor is used to create custom online modules with lessons constructed from already uploaded files. You may have
[Create Bills of Material any number of lessons, and a Course Template may be selected to control the general appearance of the frame. f no
[Create Routing template is specified. the course will use the leamer's default skin style sheet. Typical course project preparation steps
[Create and implement engineenng change orders are
[Evaluation

Creata the course

Optionally, select a template to control its appearance:

Add lassons (using the menu icon above);

Click on the new lesson name in the left frame to configure the material
Preview the course {using the menu icon above);

Save the finished course (using the menu icon above)

Publish the course to the Catalogue Editor (using the menu icon abave)

3.Click the Publish this Course icon on the toolbar of the editor. This will take you to the following
screen.
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Courseware Editor

DB BD|R|? x

Bills of Material and Engineering Fundamentals
Courseware Properties
Courseware Template

[Create Bills of Material

[Create Routing

Create and implement engineenng change orders
Evaluation

Courseware Editor

This editor is used to create custom online modules with lessons constructed from already uploaded files. You may have
any number of lessons, and a Course Template may be selected to control the general appearance of the frame. if no
template is specified. the course will use the leamear's default skin styla sheet. Typical course project preparation steps
are

Creata the course

Optionally, select a template to control its appearance

Add lessons (using the menu icon above)

Click on the new lessen name in the left frame to configure the materia
Preview the course {using the menu icon above)

Save the finished course (using the menu icon above)

Publish the course to the Catalogue Edtor {using the menu icon above)

January 2019

The system will automatically suggest a Course ID based on courseware project name. Specify an
existing ID if you want this to be imported as a new revision of an existing course. System will
automatically detect that the course ID you specified already exists and provide you with the following
option. Selecting and option and clicking Publish will import the course in the Catalog Editor and

provide the latest revision.
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Class Resource Manager

: NetDi i NetDimensions
(applies to ©> NetDimensions €3 NetDin )

The LMS offers a comprehensive class resource management section that allows booking of rooms,
instructors, and material such as projectors, whiteboards, notepads and the like. This is
accessible under Manage Center > LEARNING > CLASS RESOURCE MANAGER. (Note that any

double-booking of resources will be flagged.)

Training Centers

The Training Centers section can be found at Manage Center > LEARNING > CLASS RESOURCE
MANAGER > Training Centers. Here, administrators are presented with a list of all Training Centers in

the system with options to:

1. Edit the Training Center
2. Set Permissions
3. Delete

Training Centers

Showing: 1 - 10 of 16

Bulk Action E|
o Training Center Name ~ Venue ¢ Description
[ [} m 44

|| Edit a Venue a description
i I Permissions b b

Delete b b
El c c c
(Ll A

Training Centers have the following properties:

1. Training Center Name
2. Description
3. Venue

4. Contact Info
5. Directions
6. Map

7. Address
8. City

9. State

10. Postal Code/ZIP

11. Country

12. Applied Holiday Calendars
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Edit b
PROPERTIES

Tiralniing centiers are used i kentlfy “collections™ of related prysical BacliRles Tooms.

Traking Centier Name
b

Descrigion
B

Directions

=B
Asdress 1

Address 2

oy

Postal ColeZP

Courtry

Brand Tslands El

APPLIED HOLIDAY CALENDAR 3

pCalendar2
aCalendar
eCalenzdard
Cakendar
nolizyCalendariame '

Mew Calendar 105"
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Facilities

The Facilities section can be found at Manage Center > LEARNING > CLASS RESOURCE
MANAGER > Facilities:

Facilities
Training Center Status Venue # of seats
All v All v
Min # of VGA Projectors Min # of Learner PCs Min # of Whiteboards Min # of Overhead Projectors
Room is expandable? Has a display PC?
Any v Any v
=

Results per Page:| 25 v

Showing: 1-6of 6

Bulk Action ¥ + Create Facility

Name/Code Location Training Center Status

01 Computer Room 1 (RM1) 1st Floor 01 Training Center Not Available
01 Conference Room A (CRA) 2nd Floor 01 Training Center Available

01 technical reom B (TRB) 3rd Floor 01 Training Center Available

O1 Training Room A (TRA) GIF 01 Training Center Mot Available
01 Training Room C (TRC) Block A 01 Training Center Available

02 Party Room Venue (02 Party Room) Location A 02 Training Center Available

Showing: 1-60f 6

You may filter the list of facilities by:

Facility Code/Venue

Training Center

Status

Number of Seats

Minimum Number of VGA Projectors
Minimum Number of Learner PCs
Minimum Number of Whiteboards
Minimum Number of Overhead Projectors
Is Room expandable?

Has a display PC?

COXNOOWDNE

=

These filters are also available when using the Facility Selector in other areas of the system.
Depending on access control and permissions, you can:

1. Edit a Facility
2. Delete Facilities, individually or in bulk
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# Manage Center & ADMINISTRATOR System Logout
OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM
Facilities »

Edit O1 Computer Room 1

Facility Details Cehedunle

Room Information
Update the fields as required. A facility status of "Not Available” means that the facility cannot be selected as a classroom venue choice.

Facility Code
RM1

Location

1st Floor

Training Center

01 Training Center v

Status
Not Available ¥

Category

Computer Room v

Venue

01 Computer Room 1

Contact Info:

Facilities have the following properties:

1. Facility Code

2. Location

3. Training Center

4. Status

5. Category

6. Venue

7. Contact Info

8. Directions

9. Map
10. Expandable
11. Moveable Seating
12. Has a display PC?
13. Video Conferencing
14. Minimum # of Seats
15. Maximum # of Seats
16. # of VGA Projectors
17. # of Monitors
18. # of Overhead Projectors
19. # of Learning PCs
20. # of Whiteboards
21. # of Interactive Whiteboards
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The Class Resource Manager allows you to assign Instructors to learning modules they are certified to
teach, Instructors are managed at Manage > LEARNING > CLASS RESOURCE MANAGER >

Instructors, where you can:

1. Create an Instructor

2. Auto-Populate Instructors

3. View an Instructor's Profile

4. Edit an Instructor's Qualified Courses
5. View an Instructor's Schedule

Manage Center

NetDimensions Talent Suite

& ADMINISTRATOR System  Logout

OVERVIEW LEARNING TALENT COMMUNICATE

Instructors

Qualified Course

B | e
Showing: 1 - 10 of 16
Name A User D £ Organization
100 User1 useri_100 ALL/UNASSIGNED

ADMINISTRATOR System  ndadmin ALL/UNASSIGNED
EIGHT User users ALL/UMASSIGNED
EKP2 User1 useri_ekp2 ALL/UNASSIGNED
FIVE User users ALL/OrgGroup2

USERS REPORTS SYSTEM

~ HIDE FILTERS

Results per Page: 10 B
BoB

£ Qualified Courses

« Classroom3 (MOD-0023)
« Comp Comp Comp Program1 (MOD-0031)
= Demo Elecciones (MANIFEST-EF70734F-AEBO-703B-AB03-2A4C8B70D8DT)

* Online3 (MOD-0002) o
« Online4 (Limited Attempts) (MOD-0003) B
» Task1 (MOD-0013) ay

« 101_Program (MOD-0191)
« Classroom2 (MOD-0015)

* C++ (T2)

* AICC SAMPLE AUTHORWARE COURSE (AICC-SAMPLE-COURSE-1)
 Classroom1 (MOD-0012)
« Classroom4 (Classroom4) o

>

There is a Qualified Course filter at the top of the page which allows filtering of Instructors based on

courses.

Creating An Instructor

To create a new Instructor's profile, click on the "Create Instructor" button and enter the necessary

information:
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Instructors
= HIDE FILTERS
Qualified Course
B e
Create instructor x Results per Page: | 10 EI
Showing: 1 - 10 of 16 To manage a user as an instructor, there must be at least one associated course the person is 1 .n

qualified to teach. Therefore, identify an initial user/course combination using the selectors
below: + Create instructor

Instructor:
= - 8 -

Course:
100 User1 w | @

§-AB03-2A4C8B70D8DT)

+ [l

ADMINISTRATOR Syste

EIGHT User users ALL/UNASSIGNED * 191_Program (MOD-0191})

= Classroom2 (MOD-0015)
EKP2 Usert userl_ekp? ALL/UNASSIGNED . C++(T2)

= AICC SAMPLE AUTHORWARE COURSE (AICC-SAMPLE-COURSE-1)

FIVE User users ALL/OrgGroup2 * Classroom1 (MOD-0012)
* Classroomd (Classroomd)

mj»

1

Auto-Populating Qualified Instructors

An Auto-Populate button allows users to automatically create instructors based on current module
session instructor assignments:

Pecuttenar Page: | 10 B
Auto-Populate

®
BB

This function will search tnrougn all current course instructor a55|gnmems to populale the quallﬂed course list for each instructor.

m Auto-Populate -

100 Usert useri_100  ALL/UNASSIGNED « Comp Comp Comp Programi (MOD-0031)
« Demo Elecciones (MANIFEST-EF 70734F-AEB0-703B-AB03-2A4C8B70D8D7)

Another dialogue box will appear indicating if there are any new entries from that search.

Results
Auto-Populate x

Auto-Populate of instructor qualifications has added the following number of new entries: 0

V= .

useri_100 ALL/UNASSIGNED « Comp Comp Comp Program1 (MOD-0031)

Viewing Instructor Profiles
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Clicking on an Instructor will open the Instructor's Profile:

Instructors »

ADMINISTRATOR System

Instructor Info Qualified Courses Schedule

Profile Summary Recent Activity
ADMINISTRATOR System There is no recent activity to display.
User ID: NDADMIN
Organization: ALL/UNASSIGNED
E-mail: ndadmin@neidimensions com
vCard: Download

Employment Information

Editing an Instructor's Qualified Courses

Clicking the "Qualified Courses" tab brings up the page for all courses listed for that Instructor. If there
is any need to do further editing for each of those courses, it can be done here.

Instructors »

ADMINISTRATOR System

Instructor Info Schedule

Results per Page: | 25 B

Showing: 1-7 of 7

Bulk Actk)nEI + Add Qualified Course

B AICC Flash Workshop - PPT to web examples (123456) Online

= 4}  AICC SAMPLE AUTHORWARE COURSE (AICC-SAMPLE-COURSE-1) Online

E C++(T2) Online

B § Classroom2 (MOD-0015) Classroom
B Onling3 (MOD-0002) Online

B Online4 (Limited Attempts) (MOD-0003) online

B Task1 (MOD-0013) Task
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Resources

In addition to the standard resources listed on the facilities screen, you can add your own as needed. T
hese are managed at Manage Center > LEARNING > CLASS RESOURCE MANAGER > Class
Resources, where you can:

1. Create a Resource

2. Edit Resource Details

3. View Resource Schedule
4, Delete a Resource

# NetDimensions Talent Suite Manage Center & ADMINISTRATOR System  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Class Resources

= HIDE FILTERS

Training Center Resource Code/Name Resource Type Serial Number
Al v (All) v

Results per Page:| 25 v

Showing: 1 -1 0f 1

Resource Name ~ Training Center § Type ¢ Serial Number ¢ Quantity on Hand ¢ Description

Default Other 12 10

E « Y
Edit Resource Details
§ View Schedule

Delete

Class Resources have the following properties:

Code (Unique Identifier)
Name

Image

Training Center
Facility

Resource Type

Serial Number
Description

Quantity on Hand

Pre Processing Time
Post Processing Time

[Eny
PoOONOOABLNE

[En

Page 121



NetDimensions LMS 14.1 - Catalog Administration January 2019

# NetDimensions Talent Suite Manage Center & ADMINISTRATOR System  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Class Resources »

Edit Projector

Resource Details JSIELITE]

User-defined resources may be used to identify and track reservations for miscellaneous materials associated with the delivery of live training

Code*
CR-0000

Name*
Projector
Image for class resource

projector.png[300x300]-1 - 0

Training Center

HCL Center for Learning ¥
Facility
MNone Assigned v

Resource Type
WGA Projector v

Serial Number
4324-2342-3423

Description
B 7 U & A ~ opt ~r  ErE- A-A-QO M ¢
Resource Specifications:
o Type of Display: Poly-silicon TFT active matrix
o Resolution: 1024 x 768 pixels (XGA)

Quantity on Hand*
1

Pre Processing Time
0 Days

Post Processing Time

Save Cancel

Recommended Class Resources

If some resources are required for all classes in a session and all sessions in a module, they can be
configured to be automatically loaded when setting up classes for sessions. To set up these
"Recommended Class Resources" for a course:

1. Open the module in the Catalog Editor.
2. Go to Module Properties > Recommended Class Resources.
3. Select the Class Resources that are likely to be required for each session:
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Catalog Editor [

Session Properties W
Module Properties

Advanced Business Management (MOD-0001)

1 Catalog Setup
1.1 Define Module Properties
1.2 Enter cost information
1.3 Enter objectives
1.4 Enter references.
1.5 Preview
1.6 View usage statistics
1.7 Indicated Interest List
1.8 Associated Programs
1.8 Virtual Archive
1.10 Checklist

= 1.1 Recommended Class Resources

2 Access control/enroliment control
2.1 Define Module Security
2.2 Assign prerequisites
2 3 Assign Recommended Course(s)
2.4 Assign exam/certification/evaluation
2.5 Define Enraliment Policy
2 6 Enrollment Restriction
2.7 E-mail Preferences Setup

3 Knowledge Center Setup
3.1 Setup Options

4 Launch setup
4.1 Define Launch Properties
4.2 Preview
4 3 Proxied | aunch Packane

D e B & G %

Recommended Class Resources

Advanced Business Management

January 2019

Select Class Resources that are recommended for this course. Recommended Class Resources will be automatically loaded when adding new classes to the

schedule and can also be filtered for in the Class Resource selector.

Showing: 1-20f2

+ Add Resource

Resource Code Resource Name

CR-0000

-

CR-0001

Showing: 1-20f2

Projector

Flipchart

x

The Recommended Class Resources will then automatically loaded for quick selection when adding a

class to the session schedule:

Schedule a New Class

Period
Date: e.gFeb7,2018 Moo v
Location | Room
() Venue

Room Name
® Training Center | (pac seloct) .

Class Size: To

Select the training center and facility/venue, then select and book resources by entering the quantity. Additional shared resources can be added by using the Resource Selector by pressing the "+"

Book Resource Mon 05 Feb
Venue/Room 5]
® None Assigned
Instructors +
Alex Parker (ALEX PARKER) %
(Qualified Instructor)
Resources © +
0 CR-0000: Projector (1) W x
0 CR-0001: Flipchart (1) M M

v To egFeb7 2018

RN IR o |

Working Days:

Working Hours

6 Feb Wed 07 Feb

Mon v To

9

v 00

Thu 08 Feb

v

Fri

To

v

17

v 00

The Recommended Resources for a given course are also retrievable in the Resource selector (e.g. at

the Resource Planner).
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Class Resource Attributes can be used to capture the general properties of the resources. To set up,

specify:

1. A Unique Code
. A Name

2

3. The type (Free Text, Text Area, Drop Down, Numeric, Checkbox, Date, or File Selector)
4. Resource Types to which the attribute applies
5

Display Areas in which the attribute should appear

# NetDimensions Talent Suite

OVERVIEW LEARNING

Class Resource Attributes »

Create Class Resource Attribute

DETAILS

Attribute Code™

contact

Name @ 'o

Contact Datails
Type

Free Text v

Resource Types
#) Other

| Badges

| Equipment
#|Handouts

! Instructor Guides
«|Name Plates

I PC

| Leamer Guides
| VGA Projector
##| Demo Unit

DISPLAY AREAS SETTINGS

Display areas
Class Resource Filter
Class Resource Column
Summary Overlays

Catalog Editor Recommended Class Resources

Save Cancel

Manage Center

TALENT

COMMUNICATE

USERS

REPORTS

SYSTEM

& ADMINISTRATOR System  Logout
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Facility, Instructor, and Resource Schedules

Viewing Schedules

Schedules for each Facility, Instructor, and Resource are accessible in their own Schedule tab
under Class Resources. Bookings are displayed as blocks in a calendar with hatched blocks
representing processing time for resources, if configured:

#  NetDimensions Talent Suite Manage Center & ADMINISTRATOR System  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Class Resources >

Projector

Resource Details (e CLTE
4
e a,
ov 28, 2017 © | Today % Nov 26, 2017 - Dec 2, 2017 >..e

Sun 26 Mon 27 Tue 28 Wed 29 Thu 30 Fri1 Sat 2
T:00
8:00
9.00 9:00 - 17:00
Business and Man...
+R101, HCL Center for
10:00 &Projector = 1
_ Schedule Details * | €@
12:00 & Business and Management ‘
13.00 Session Title 2017-11
Start Date Nov 30, 2017 9:00 AM
14.00 End Date Nov 30, 2017 5:00 PM
1500 Location R101, HCL Center for Learning
Resources Projector x1

16:00

17:00

of‘ Open in Catalog Editor
15:00

19:00
20:00

21:00

From here, the Administrators can

Jump to bookings in a specific week from the calendar
View bookings in the previous week
View bookings in the following week
Create an event
Click on an event chip to see further details in an overlay window
Depending on access controls, permissions, and object types
a. Open the event in Catalog Editor
b. Edit (and Delete) the event

ogkrwNE

Creating Events

You can create events under the "Schedule" tab for Class Resources, Facilities and Instructors. For
example, to book a room only that is not linked to any training session:
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1. Click Create Event or the cell corresponding to the desired start time.
2. Select "Facility Booking" Event Type:

#& NetDimensions Talent Suite Manage Center Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM
Facilities »
Room 1

Facility Details Eﬁuﬁ

+ Create Event

Dec 21, 2017 © Today € Dec 17, 2017 - Dec 23, 2017 »

{ Sat 23

700 Create Event x

8:00 o

Select Event Type Provide Event Details Check Availability Booked Successfully
9:00

Module Session
10:00

# Facility Booking
11:00
12:00
13:00
14:00
15:00
16:00
17:00
18:00
19:00

20:00

21.00

3. Provide the "Facility Booking" Event Details.
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B Create Event x

® O I
Select Event Type Provide Event Details Check Availability Booked Successfully

¢ Title *
Behavioral Analysis

Booker*®

wa [ W) s

Facilities *
Room 1 (R1)x

Search for a Venue

Start Date ™
Dec 11, 2017 €| 1000
End Date *
Dec 14, 2017 Q| 1200
Comment

Behavioral Analysis Basic Course

4. Check Availability and Confirm

Page 127



NetDimensions LMS 14.1 - Catalog Administration

T F__Y -_

Create Event

@ & O
Select Event Type Provide Event Details Check Availability
Title: ¥ Behavioral Analysis
Booker: {r )
Start Date: Dec 11, 2017 10:00
End Date: Dec 14, 2017 18:00
Comment: Behavioral Analysis Basic Course

January 2019

Booked Successfully

Resource Awvailability

< Room 1 (R1) + Available
5. View Event Summary.
i
Create Event
® & &
Select Event Type Provide Event Details Check Availability
Title: ¥ Behavioral Analysis
Booker: (W )
Start Date: Dec 11, 2017 10:00
End Date: Dec 14, 2017 18:00
Location: Room 1 {R1)
Comment: Behavioral Analysis Basic Course

Close

9
Booked Successfully

Similar "Create Event" flows are available for Instructor Personal Events and Class Resource Bookings.

Editing Events

The flow for editing events for Class Resources, Facilities and Instructors is very similar to creating an
event. The following editing methods are available: Direct Editing and Drag and Drop Editing.

Direct Editing of Events
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Events can be edited by clicking them directly in the Calendar. For example, to edit a Module Session
event for a Class Resource:

1. Click on the Module Session event block to launch the Schedule Details
2. Click Edit in the overlay window:

# NetDimensions Talent Suite Manage Center & YEUNG Kiu-Nei Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Class Resources »

Projector

Resource Details m Schedule Details x

= Management Training (MOD-0007)

+ Create Event

Sep 19, 2017
P o Session Title Sept 2017
Sun 17 W start Date Sep 18, 2017 9:00 AM AN =i
700 End Date Sep 18, 2017 12:00 PM
o0 Location Room 1, International Training Center
Instructors CURRY Arthur
9:00 S00-1 Resources Projector =1
Manag
AEORR
&
e &Projec
11:00 » E—— y -
Edit Open in Catalog Editor Close
12:00
13:00
14:00
15:00
1600

3. Edit the event properties. Click Continue to proceed.

Page 129



NetDimensions LMS 14.1 - Catalog Administration January 2019

Suite Manage Center & YE
JING TAI ENT COMMLUINICATE LISFRS REPORTS SYSTEM
Edit Event x
O
Edit Event Details Check Availability Booked Successfully

m BASIC PROPERTIES
Learning Module*

Session Title
Management Training in Sept 2017
Session Code”
NC9329
Start Date ™
9:00 - 1
Mana Sep 18, 2017 0 o900
2GUR]
6 x
2Froj End Date
Sep 18, 2017 Q 1200 -

4. If you would like to make more changes before saving, check the "Mark this change as draft"
checkbox (see next section for more details). Click Book to confirm the changes.
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Edit Event x
i ° )
Edit Event Details Check Availability Booked Successfully

Learning Module: & Management Training (MOD-0007)

Session Title: Sept 2017
ul

Session Code: NC9329

Start Date: Sep 18, 2017 08:00

End Date: Sep 18, 2017 12:00

Description: Day 1

Resource Availability

<« Room 1 (R1) + Available

& CURRY Arthur (ARTHUR CURRY) + Available

= Projector + Available

5. Click Close to exit.

j Edit Event x
il
@ & 9
Edit Event Details Check Availability Booked Successfully

u Learning Module: & Management Training (MOD-0007)

Session Title: Sept 2017

Session Code: NC9329

Start Date: Sep 18, 2017 0%:00

End Date: Sep 18, 2017 12:00

Description: Day 1

Location: Room 1 (R1)

Instructors: CURRY Arthur (ARTHUR.CURRY)

Class Resources: Projector x1

Close

Similar direct editing flows are available for Instructors and Facilities.
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Drafting Changes for Module Sessions

Sometimes the Administrators may need to make a number of changes to the events, review them, and
then repeat this "change and review" process before saving, especially when working on active
sessions. The Mark this change as draft Function can help with this.

1. When editing Module Session events during the Check Availability step, invoke the "Draft Mode"
by
a. Making a change in the Catalog Editor without saving, OR
b. Checking "Mark this change as draft" before clicking Book:

Edit Event x
@
Edit Event Details \Check Availability| Booked Successfully
Learning Module: i C1
Session Title: What's new in NTS 13.1
Session Code: NTS131
Start Date: Jun 26, 2017 07:00
End Date: Jun 26, 2017 17:00
Description:
<« Room-Paris (RP) + Available
& Joe Blank (_USER0000001) + Available
& Peter Pan (_USER0000002) + Available
= Projector-A + Available
= Projector-B + Available
& Video Conference " Available

Cancel And Pin Selected Resources I Mark this change as draft

2. Once in this mode, all subsequent changes to any Module Session events will be put into the
System's temporary memory until the Administrator saves.

3. These drafted changes will be highlighted with a dashed line.

4. The Review Changes and Reset Changes Buttons will appear in the Draft Mode:
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Resource Planner

Day Week Month

Jun 26, 2017

Add Facility/Instructor/Resource | == Mon 26

< Room-London

< Room-Paris o 7:00 - 17:00

c1

+ Room-Pariz
&Joe Blank, Peter Pan

[17]

Default

= Projector-A = 1, Vide. .

& Joe Blank 7:00 - 17:00

o TR 4 A kTR C1
_USEROQOO001 + Room-Paris
&Joe Blank, Peter Pan

=Projector-A = 1, Vide. ..

& Peter Pan 7:00 - 17:00

C1

+ Room-Pariz

&Joe Blank, Peter Pan

= Projector-A = 1, Vide. ..

7200 - 17:00
c1

+ Room-Paris
& lna Blanl Dotar Dzan

o Review Changes Reset Changes

=2
[11]
)

January 2019

5. The Administrator can review the events in the corresponding dialog box after clicking Review

Changes.
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Review Changes ®
Summary
Leaming object(s) has/have not been saved/C1
h Check Availability '
Learning Module: %8 C1 b
Session Title: Vhat's new in NTS 13.1
" Start Date: Jun 26, 2017 7:00 AM p
End Date: Jun 26, 2017 5:00 PM
Resource AETI
4 Room-Paris (RP) + Available
& Joe Blank (_ USER0000001) + Available
& Peter Pan (_USERO0000002) v Available
= Projector-A v Available
& Projector-B + Available
&= Video Conference v Available

ol 5ove s Cranges | i

6. To save the drafted changes, either click Save All Changes in the Review Changes dialog, or
Save in Catalog Editor by individual learning objects.
7. Draft changes will be discarded when the Administrator:

® Clicks Reset Changes on the action bar;
® Clicks Reset in Catalog Editor (by individual learning objects);
® Logs out; or when the current login session expires.

Drag and Drop Editing of Events

Administrators can edit events by drag-and-drop directly. Event chips can be dragged to update the
date range, start and / or end time(s) of an event, and they can be resized to update the duration of an
event. (However, resource reservation, and read-only events cannot be edited in this way.)

Depending on access controls and permissions, Facility, Instructor, and Class Resource events can be
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changed to another date, start or end time by drag-and-drop. To do so, drag and drop:

® The whole chip to another date; or
® The start / end time to another position.

The System will then ask for confirmation. Drag and drop the event again for further change(s) if
necessary.
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Resource Planner

IThis section allows users to get an overview of facility and resource schedules as well as instructors.

Selecting Resources at Resource Planner
On the first arrival at the Planner, a dialog will prompt users to select the facilities, instructors and

resources they want to see. Selection can be made inline by typing directly into the text field or can be
made via Advanced Selectors accessible through the respective "..." button:

# NetDimensions Talent Suite Manage Center

& System Administrator  Logout
OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM
Resource Planner RIS *
Doy | Wesk | Womn Faciiies
Room 1 (RM1)x | Room 2 (RM2)x
Mon 20 Tue
Instructars
Resources
Facility Selector %
Facility Code/Venue Training Center Status
All v All v
# of Seats Min # of VGA Projectors Min # of Leamner PCs
Min # of Whiteboards Min # of Overhead Projectors Room is expandable?
Has a display PC?
Any v

Reset
The selection will be saved to the user session on clicking "Apply" and will remain in effect until the user
logs out.

Once the schedules have been loaded in the planner, you can add to the list of resources by typing
directly into the quick selector at the top left-hand corner of the Planner:

Resource Planner

Feb 8. 2017 0 Today € Feb6. 2017-Feb 10,2017 > 0

Mon 6 Tue 7 Wed 8 Thu 9 Fri 10

7 Facility1 (FA1)
1 Facility2 (FA2)

& FACILITY Instructorl
(FA_INSTRUCTOR1)

& STUDENT five

(STUDENTS)
(sTUDENTS)

The Resource Selection dialog and Advanced Selectors are accessible via the "..." button next to the
quick selector:

Resource Planner

Feb 8, 2017 © Today & Feb6, 2017-Feb 10. 2017 > &
E WMon § Tue 7 Wed 8 Thu9 Fri 10

Resource Planner Presets
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There are likely to be sets of Resources that need to be referred to time and time again. In this
situation, each set of Resources should be saved as a Resource Preset. Having loaded the schedules
of the set of resources into the planner, a Preset can be created via the "Save Resources as Preset"
under the menu:

+ Create Event

Wed Feb 15, 2017 > £

0 14:00 15:00 Resource Presets

Save Resources as Preset

Working Days and Time

Display Fields

You will then be prompted for the Preset Name and if applicable, set the Preset as the default - if
enabled, this Preset will load automatically on the first visit to the Planner in a given login session.

Q  Toda 4 Wed Feb 15, 2017 >
10:00 11:00 12:00 13:00 14:00
Save Resources as Preset x
Preset Name
Set as default
Properties
Facilities:
Instructors: ADMINISTRATOR System
Resources

Clicking "Resource Presets" will launch a dialog listing all Presets and from here you can

1. Load the Preset Resources into the Planner
2. Edit a Preset Name

3. Delete Presets

4. Change the default Preset
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Resource Presets %
Results per Page:
Showing: 1-10f 1
Bulk Action
] Preset Name ~ Created on % Last Modified On @
()] O = Feb 9, 2017 by ADMINISTRATOR System Feb 9, 2017 by ADMINISTRATOR System
| Load |
Showint  Edit
Delete
Set as default

As well as being accessible from the menu, the Resource Presets dialog is also accessible from the
Resource Selection dialog:
Resources ®

Facilities
Instructors

Resources

Facility, Instructor, and Resource Schedules at Resource Planner

The Resource Planner displays the schedules of Facilities, Instructors, and Resources.
Event blocks will appear when:

1. The Facilities / Instructors / Resources have been booked as part of a training event.

2. The Facilities / Instructors / Resources have been booked directly.

3. There is a holiday associated with the Training Center to which the Facilities / Instructors /
Resources belongs.
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#  NetDimensions Talent Suite Manage Center & ADMINISTRATOR System  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Resource Planner

Day Week Month + Create Event

Feb 14, 2017 © | Today € Feb 13,2017 - Feb 17, 2017 > &
Mon 13 Tue 14 Wed 15 Thu 16 Fri 17
7:00 - 17:00 9:00- 17:00 All Day
T venue: Venue A Booking Classroom A Hnliéay

+Venue, Default +\ienue, Defau RiNew Calendar &
SADMINISTRATOR System

Resource Display Fields at Resource Planner

In addition to an Instructor's Name, there may be other properties that will assist in Resource Planning.
The same is true for Facilities and Class Resources. These properties can be configured for display via
"Display Fields":

# NetDimensions Talent Suite Manage Center & System Administrator  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Resource Planner

G = |

Mar 1, 2017 O Tosay < March 2017 > o
Mon § Tue 7 Wed8 Thu Fii 10 Resource Presels
P — Save Resources as Preset
x
Working Days and Time
|700- 1700 Display Fields
& Alex Parker |Financial Se... &
ALl ARKER x | 7Room 1, ABC
2 7ex Paiker
| &30 15
900 1700 |700-17:00
i Roont Accounting |Financial Se...
ABG Tr x vRoom 1, ABC .. | ¥Room 1, ABC
Siene Banks, .~ | 3Aex paiker
e
per— 0002055 000255 0002355 0002355 [000-2385 0002085 |00- 235

Room Under... |Room Under... |Room Under... | Room Under... Room Under... Room Under... |Room Unde

¥Room 2, ABC 0om 2, ABC_. | 7Room 2, ABC om 2, ABC . | 7Rt B om 2, AB Room 2, ABI
a5ystem Admin | 25y stem Admin | 4System Admin._ | 3 System Admin _ | &System Admin 25ystem Admin_ | & System Adm

J700- 1700

& Laptop 1

52ra8080/ekp/serviet/ekp/INTEGRATEDINSTRUCTORCAL#!

Here you can toggle the display of a wide selection of properties and also specify the display order by
dragging and dropping the field:
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Display Fields

A For Facility For Instructor
[¥ITraining Center [#]user ID
i [Istatus Cljob Title
[Clvenue [“|Organization
[CIMinimum # of Seats [“Location
[CIMaximum # of Seats [CJQualified Courses
a [CIVGA Projectors [Cluser Attribute 1
[CILearner PCs [Cluser Attribute 2
" Iwhiteboards ["luser Attribute 3
a ["Joverhead Projectors [Tluser Attribute 4
["|expandable [Tluser Attribute 5
[[IHas display PC [Cluser Attribute 6
N [Cluser Attribute 7
| ["luser Attribute 8
[CluattrExt

January 2019

For Class Resource

[#I Training Center
[C1Resource Type

[ |serial Number
"I Description
[C1Quantity on Hand

m

The Resource Planner will display information that user has checked in the Display field setting with the

full property label and value on mouseover:

Resource Planner

Day Week Month

Feb 14, 2017

- Mon 13

< Venue

ox

‘ Expandable: Room Not Expandable J

€@ Today < Feb13,

Tue 14 Wed 15

When a number of properties have been configured for display, it can dramatically heighten each row
and affect usability. In these situations, you can minimize the row height and only maximize when you

need to refer to the properties:
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# NetDimensions Talent Suite Manage Center & System Adminisirator  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Resource Planner

Day Week Month I [ + Create Event
Mar 1, 2017 ©  Today < March 2017 > Minimize row height e
Mon 6 Tue7 Wed 8 Thu 8 Fri 10 Mon 13 Tue 14
900 - 17:00 7.00- 17:00 9.00- 17:00
¥y Hoomi1 Accounting Financial Se... |or=i7=== ==
BC T +Room 1, ABC .. | +Room 1, ABC el
&irene Banks,... | &Alex Parker | Digital Citize...
Siaptopix1 | vRoom 1, ABC ..
&Jen Gardner,
| A Resolve Conl..
4 R 2 0:00 - 23:55 0:00 - 2355 0:00 - 23:55 0:00 - 23:55 0:00 - 23:55 0:00 - 23:55 0:00 - 23:55
S Room Under.... |Room Under.... | Room Under.... | Room Under.... | Room Under... Room Under.... | Room Unde
BC T 7Room 2, ABC ... | vRoom 2, ABC ... | vRoom2, ABC ... | 7Room 2, ABC ... | vRoom 2, ABC vRoom 2, ABC ... | Room 2, ABC
&System Admin___ | & System Admin . | &System Admin . | &System Admin... | &System Admin &System Admin__ | &System Adm

7:00- 17:00
& Alex Parker |Financial Se...
PARKER | +Room 1, ABC
2 Alex Parker

Configured Display Fields (and Working Days and Time) will be stored even after logging out.

If more information is required for a resource, depending on permissions, clicking a resource (Facilities

/ Instructors / Resources) name will open the full Class Resource Manager "Edit" page of the respective
resource a new tab.

Day, Week, and Month Views at Resource Planner

Depending on the task at hand, it may be better to view the hours of a particular day along the x-axis
rather than the days of the week or month. This feature allows users to switch between
Day/Week/Month views by the view setting shown at the top left-hand corner of the Resource Planner
page:

# NetDimensions Talent Suite Manage Center

& ADMINISTRATOR System  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Resource Planner

Day Week Month + Create Event

Feb9, 2017 €© Today < Thu Feb 9, 2017 > &
| 9:.00 10:00 11:00 12:00 13:00 14:.00 15:00 16:00 17.00
+ venue
& ONE User
9:00-17:00
& WYO us‘er Workshop1
=0 +Various

The month view is designed to provide a high-level view of availability:
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#  NetDimensions Talent Suite Manage Center & System Adminisirator  Logout
OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Resource Planner

B = e
Mar 1, 2017 © | Today < March 2017 > -3
Mon 6 Tue 7 Wed 8 Thu 9 Fri 10 Mon 13 Tue 14

|700- 1700
& Alex Parker |Financial Se...
A 4 BC

3
| Eretisiat

500 17:00 7

iRoomit Accounting | Fi
ABC Tranng Can 3 “Room 1, ABC .. | ¢

diene panis, . |a

0002355 [000-2355 00 2355 [ow-2sss
7 Room 2 .

inder....
ABC

& Barry Singer

& Laptop 1

|2 er
|2taptop x4

Users can jump directly into the day view for a specific date by clicking on the date header in Week or
Month view:

#  NetDimensions Talent Suite Manage Center & System Adminisrator  Logout
OVERVIEW LEARNING TALENT  COMMUNICATE USERS REPORTS SYSTEM

Resource Planner

Day Week Month B
Feb 15, 2017 O Tosay < Feb13,2017-Feb 17,2017 3 &
Mon 13 Wed 15 Thu 16 Fri1T
4 Room 1
Hlas A
# Room 2

9.00- 17:00
& Alex Parker igital Citizenshij

1, ABC Training Genter
2 Alex Parker, Barry Singer
ELaptop 1 x4, Proetor 1x1

& Laptop 1

A
ELapiop 1x 1, Pr

e N 9:00- 17.00

Creating Events

There are three ways to start the Create Event flow:

1. To create an event for all resources listed in the planner, navigate to the event date and click
"Create Event"

Resource Planner

Day Week Month
Feb 14, 2017 €© Today € Feb13,2017-Feb 17,2017 > e
berd Mon 13 Tue 14 Wed 15 Thu 16 Fri17

« Venue

2. To create an event for an individual resource in the planner, navigate to the event date and click
on the cell corresponding to the desired resource and start date/time.
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3. To create an event for several resources in the planner, perform Pin to top for the desired
resources, and click on the cell corresponding to the desired start date/time. Select Schedule
for pinned resources when the context menu appears.

Once the flow has been started, simply follow the steps to create an event.

Step 1: Select Event Type

You can select from the following event types:

Module Session: applicable to Facilities, Instructors, and Class Resources
Personal Event: applicable to Instructors only

Facility Booking: applicable to Facilities only

. Class Resource Booking: applicable to Class Resources only

PbdpPR

#  NetDimensions Talent Suite Manage Center & System Adminisirator  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Resource Planner

- D O EED
= =
[e]
Select Event Type F de Event Det; A E e st Fri17
< Room 1 ® Module Session
Personal Event
Facility Booking
“ R 2
oom Class Resource Booking
& Alex Parker

= Laptop 1

Step 2: Provide Event Details

A different Event Details form will be presented depending on the event type selected in the previous
step. Date/Time and Selected Resources may already be pre-populated depending on how you started
the Create Event flow and the selected event type.

Page 143



NetDimensions LMS 14.1 - Catalog Administration January 2019

NetDimensions Talent Suite Manage Center

& System Administrator  Logout
OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Create Event x
Resource Planner

———0
i i ol Select Event Type Provide Event Details Check Availabilty Booked Successfull B
| BASIC PROPERTIES i
Fri 17
Leaming Module*
4 Room 1
Session Title

=/ R??T 2 Session Code”

Start Date”
& Alex Parker Feb 14, 2017 Q| o
End Date*
: Feb 14, 2017 Q| 1w
& Barry Singer
T e Description

= Continue Cancel
e | Gonsws ] Gl |

Step 3: Check Availability

The results of the availability check will be displayed and the administrator will have the option to

1. Book
2. Cancel

3. Cancel and pin the selected resources to the calendar to find an alternative time slot

Resource Planner

Day Week Month n + Create Event

Create Event x
Feb 1¢ &
° ° o = Fri17
B enue Select Event Type Provide Event Details Check Availability Booked Successfully
Learning Module: adhoc Title 10
Session title: 123
Session Code: 123
Start Date: Feb 14,2017 11:05
End Date: Feb 14,2017 17:00
0 Description: 123
4 Venueo1 Resource Availability
< Venue01 (IEFac01) + Available
& Aa(A) + Available
& ADMIN NTS (NTS_ADMIN) « Available
& ADMIN_EN Org_Lang (LANG_ADMIN_EN) « Available
< Venue02

Cancel And Pin Selected Resources

Step 4: Save Options

An additional "Save Options" step will appear if the event is a module session, has a future start date

and learners showing interest in the course. You can choose whether to send New Sessions Available
Notifications.
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Create Event x
L & & \®)
Select Event Type  Provide Event Details  Check Availability Save Options Booked Successfully

MNew Sessions Available Notifications may be sent to learners who have indicated interest depending on
Enrollment Policy settings.

(@ Save and send notifications
()Save and do not send notifications

Step 5: Booked Successfully

Where the Administrator has continued with the booking, an event summary will be displayed. For
Module Session Event Types, there will also be a shortcut to Open in Catalog Editor where more
advanced properties can be set for the session.

NetDimensions Talent Suite Manage Center & System Administrator  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM
Create Event x

Resource Planner

[ 4 nd g d
Day Week Month Select Event Type Provide Event Details Check Availability Booked Successfully B

Fe ¢'
Learning Module: Digital Citizenship
Session title 20170214 Fiar
<+ Room 1 Session Code: 20170214
f,' “ ks Start Date: Feb 14, 2017 09:00
] End Date Feb 14, 2017 17:00
< Room 2 Location Room 1 (RM1)
AECT ente Instructors. Alex Parker (ALEX. PARKER),Barry Singer (BARRY.SINGER)
Class Resources: Projector 1 x1 .Laptop 1 x1

& Alex Parker

& Barry Singer

Open in Catalog Editor

& Laptop 1
ABC Training Centes
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Drag and Drop Editing

Administrators can drag-and-drop editable event chips to update the schedule directly. (However,
Holidays, enrollments, resource reservation, and read-only events cannot be edited in this way.)

* In the Week view or Month view, event chips can be dragged to another day at the same time
slot to re-schedule the event / booking.

1. Drag the whole chip to the same time slot of another day.

Resource Planner

Diay Wack Marth . + Creata Evant
Jun 26, 2017 O Todwy € Jun 75 2017 D30 2017 3 &
Add FacditylinstructorResourcs | == Mon 26 Thu 29 Fri 30
+ Room.-London ]é';';[[;'

: Hoom-Londan, Detauli

ASpERm Adminst alr

700 - 1700

(]

+Room-Fans, Detaut

d-Joe Ulank, Feter Fan
=Promctor.A x4, Vidss Conlers

+ Room-Paris

& Jou Blank 700 - 17:00 T80 - 17:00
il 1 Cusinmar Mastup
- vioom-Farts, Detat

&-Jae Elark, Peter Fan
SFrogectar-A = 1, Vides Conlere.

& Pater Pan

-

&0 Fuaher Pan
AFrojector-A « 1, Videa Canfere.

2 ProjsctorA - 1700
2 1
L +Fioom Fars, Defal
&.Jus Blank, Peter Pan
& Prathi

A Videa Conlaie

= Projector.B

2. The System will ask for confirmation - Press Book! to accept the new time.

Resource Planner

Day Wask Marith Edit Event PO . Creats Event
L =
Add Facitylinstructor/Resourcs | = Edit Event Details Chedk Avaliabilily Booked Successhdly Fri 30
-f Room.London _
- L] W Team Weaekly Melling
Bonkar: Systam Administratar [ROMDRMIN]
+ Room-Paris Start Date: Jun 28, 2017 0700
Cetaut Encl Date: Jun 28, 2017 12:00
Commgm
& Jou Blank Hesource Auvallabiity
ERDOM
<+ Roam-Londan (ALY w Evailahle
& Patar Pan
SERONBINAD

B ProjectorA
L i

= Projector8

Detaull

3. New time will be displayed. Press Close to proceed.
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Resource Planner

Day Waek Muomth + Craate Event
Edit Event
Add Faclity/InstructorResource | = - - & Fri 30
+ Room London Edit Ewent Details Checdk Avaiability Euoked Successhdlly
(il
Tisla: W Team Waekly Matting
+ Room-Paria Baokar: Systam Administratar [NDADMIN)
el Starl Daie Jun 28, 2017 0700
End Date Jun 28, 2017 12.00
& Joe Blank Lacation: Racm-Landon {RL}
o Camment

& Patar Pan
& Projsctor A
=F
= Projector 8 I:IL 170

4. The Event has been moved to the new time slot.

Resource Planner

+ Create Evant

Day Wark Month
Jun 26, 2017 @ Today £ Jun 25 2017 - Jun 30, 2017 ) e ]
Add Faclity!InsiructorResourca | == Mon 26 Tue 27 Wed 28 Thu 29 Fri 30
+ Room-London - 12 T.00 - 17.00
y Team ... lea Party
! 1 Hoom Hoom-Londan, Detaull
aSysinm ASprier dcrmimask alor
¥ Hooim-Paris e & LA
i 1
Eiei— vRosm-Fans, Defast
&.Jos Uiark, Petsr Pan
=Fropcior-A x 1, Wdeo Canfere.
Joe Blank T.00 - 17:00 T.00 - 17:00
& iy c1 Customar Mastup
= vFoom-Fars, Defautl
&-Joe Elank, Peter Pan
SFrogector-a « 1, Viden Confers.
& Pater Pan 7= 1700
- 5]
i ¥ Rosm-Paia, Dl h-
adon Blank, Pater Pan
A Frojector-A » 1, Widea Canfere

& Projector A 00 - 1700
. -

£ ProjectorB

® |n the Day view, event chips can be dragged to update the start and / or end time(s) of an event,
and *they can be resized to update the duration of an event.

1. Drag the start timeline to the new position.

Resource Planner

Day YWaak Month + Create Evenl

Jun 27, 2017 QO | Today < Tue Jun 27, 2017 >

Add Facility/InstructorResource | = | 9:00 = 10:00 11:00 12:00 13:00 14:00 15:00

+ Room-London

<« Room-Paris

& Joe Blank
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2. The System will ask for confirmation - Press Book! to accept the new start time. The end time
will be updated accordingly too.

i T ———
¢ Edit Event x
Re [ 0
Edit Event Details Check Availability Booked Successfully
Titla: W Team Weekly Metting
Booker: System Administrator (NDADMIN) f ?
Ad Start Date: Jun 27, 2017 09:00 15:00
v End Date: Jun 27, 2017 11:00
Comment
Resource Availability
..r'
<« Room-London (RL) + Available
a Back

3. The new start time and end time will be displayed. Press Close to proceed.

===
¢ Edit Event *
Re L L 9
Edit Event Details Check Availability Booked Successfully
Titla: % Team Weekly Metting
Booker: System Administrator (NDADMIN) f ?
Ad Start Date Jun 27, 2017 09:00 15:00
- End Data: Jun 27, 2017 11:00
Location Room-London (RL)
Comment
.f

2

4. The start time and end time of the Event have been changed with the same duration.
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Resource Planner

Jun 27, 2017 Q Today £ Tue Jun 27, 2017 >
Add Facility/Instructor/Resource | = | 9:00 10:00 11:00 12:00 13:00 14:00 15:00
9:00 - 11:00

+ Room-London

Tedwq Weekly Metting

faul +RdWn-London, Default I
& Systam Adminsstrator

<+ Room-Paris

& Joe Blank

*Note:

The end time can also be changed by drag-and-drop in the same way. The duration of the event
can be resized by dragging and dropping the end-time without altering the start time.

Marking Changes as Draft

If the Event being edited is a module session, there will be a checkbox "Mark this change as draft" at
Step "Save Options". The Administrator can click the "Review Changes" button to review and save all
changes.

#  NetDimensions Talent Suite Manage Center

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Resource Planner

Day Week Month )
Review Changes ®
Jun 3, 2019 " Learming onjects| nasinave nor peen savea|senerar Uara Frotecuon = < Jun3,2019-Jun7,2019 >
[Regulation (GDPR) Workshop| Business Integrity
Add Facility/Instructor/Resource | = Mon3  Check Availability Wed 5 Thu6
£ E[ﬂft ?Dom Busin ;::",“teg,iw Leaming Module: & Business Integrity
ctaul
Sl Session Title: Summer Session
Start Date: Jun 3, 2019 10:00 AM v
111:00 - 18:00
£ Wrzs_tﬂoﬂm End Date Jun 3, 2019 5:00 PM | General Data Protection Regulat...
renn 1 7West Room
Resource Availability H
+ East Room (ER) « Available

Leaming Module: @ General Data Protection Regulation (SDPR)

Workshop

Session Title:

Start Date: Jun 6,2019 11:00 AM

End Date Jun 62019 7:00 PM

Resource Availability
4 West Room (WR) « Available

Save All Changes

After clicking "Save All Changes", a "Save Options" dialog will be displayed if there are eligible

sessions with future start dates and learners having interest in the course. You can choose whether to
send New Sessions Available Notifications:
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Manage Center

# NetDimens|

USERS REPORTS SYSTEM

January 2019

OVERVIEW LEARNING TALENT

Resource Planner

Day Week Month

Jun 3, 2019

Add Facility/Instructor/Resource

< East Room
Defauit

4 West Room
Defauit

o T

COMMUNICATE

<

© | Today
Tued Wed 5

Mon 3

Business Integrity

Save Options
One or more sessions have been set to active and New Sessions Available
Notifications may be Sent to leamers who have indicated interest depending

on enrollment policy setiings.
Send each learner a notification per session

(Do not send notifications

e

Jun3,2019-Jun7,2019 >
Thu 6

§11:00 - 19:00
1 General Data Protection Regulat...

1 ¥West Room
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Conflict Resolution

On days with schedule conflicts, there will be a "Resolve Conflicts" indicator:

Your changes have been saved. x

Integrated Instructor Calendar

= mj ==

Sep 1, 2016 © | Today € Aug 29, 2016 - Sep 2. 2016 »
Q Mon 29 Tue 30 Wed 31 Thu1 Fri2
OME User (USER1-1) 9:00 - 14:00 10:00 - 18:00 7:00-17:00
Personal ... Classroom1 Event

s\Various
#FIVE User, ONE ..

TWO User (USER2-1) 10:00-18:00 10:00 - 18:00 10:00 - 18:00 10””;‘9_““_ A0:00 . 48:00
Workshop1 Weorkshop1 Workshop1 ‘lcUI.UU 18.UU1 7:00- 17:00
+Various +\arious Various 4 Classroom Event

s\Various
A Resolve Conflics A Resolve Conflicts |

Users can click on the Resolved Conflicts indicator to view or edit the conflicts:

Integrated Instructor Calendar

= Settings + Create Event

Schedule Conflicts % [B-Sep2 2016 >
( hu1 Fri2
ONE User (USER1-1) & Workshap1 12:00 7.00-17:00
room1 Event
Start Date: Mar 1, 2003 10:00 AM us
User, ONE ...
End Date: Mar 7, 2030 6:00 PM
TWO User (USER2-1) Location: Various ﬂ1ﬂs.DD ;ﬂﬂgrj 1.;?108ﬂ
room1 Event
us
& Event
Start Date: Sep 2, 2016 7:00 AM
End Date: Sep 2, 2016 5:00 PM
Edit

Back to Top Viewing

The date and action area stays on the top of the calendar as the Users scroll vertically. This is to
prevent losing sight of the day and date when scrolling down a long instructor list. To get back to the
top/pinned instructors, click the "Back to Top" function at the bottom right-hand corner of the page.
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[# Settings

+ Create Event

January 2019

700 User1 (USERT_100-1)

A User (USERA-1)

ADMINISTRATOR System

(NDADMIN-1)

B User (USERB-1)

$FIVE User, ONE _..

Sep 1, 2016 0 Today € Aug 29, 2016 - Sep 2. 2016 »
Mon 29 Tue 30 Wed 31 Thu 1 Fri2
Ty T T T < TS
A Resolve Conflicts
ONE User (USER1-1) 9:00 - 14:00 10:00 - 18:00 7:00-17:00
Personal ... Clagsroom1 Event
-‘- sVarious
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Class Resource Planning Interface in Catalog Editor

The Class Resource Planning Interface provides an integrated view of the current resource booking
calendar to the Administrators, so that they can know about the availability of the venue, the instructors
and the resources (e.g. projectors) when scheduling session classes.

The Interface can be accessed by Catalog Editor > Session Properties > Edit session class schedule >

. . =2 . .

Session Class Schedule > under Class Schedule > Click . next to the desired session.
1ITENE Lunie SV FU L UL GO LTI TUnopssdnn | e

Session Setup - the following steps help Geographic Region- N/A v

you to define a session

1_Edit Session

[$2E sion Class Scheduls | In catalogue Session Date/Time field
L sLimormation * Display dates/times entered above
Display custom text

ail Preferences Setup

counting Information

Add items to the schedule by clicking "Add New”. You must click the Save icon to save any changes

16-Jun-2014 09:00

31-Ausg-2014 17.00 Raum Stamberg (R110), Hotel Residence Stamberger See  [B

Session Utilities — before you use these
utilibies, please save any changes you have
made

To set up a session class for a course:

1. Input the preferred Date range for the class under Period. The timezone of the dates will be the
one set at the session level. Click "Go" and the calendar view will switch to the week containing
the start date. Although a class can span multiple days, it is recommended to split it into a
number of day sessions. So each session can start and end on the same day, and that multiple
sessions can be held on multiple days.

2. By default, the calendar view goes from Monday to Friday, and the horizontal span of a day's
column represents the period from 9:00 am to 5:00 pm. This view can be changed by using the "
Working Days" and "Working Hours" selectors.

3. By checking Training Center and selecting the Centers from the pull-down, the associated
facilities and resources are listed in the Calendar.

4. Check the desired venue for the current class.

5. Instructors set at the session level are default who will be automatically displayed on the list.
Instructor(s) can be added to the Calendar by clicking + next to Instructors. A selector will then
appear for selecting Instructors. Once returning to the Interface, check the desired Instructor(s).
Any bookings for the instructors will be indicated by the horizontal bars.

6. The quantity of the resource located at the Training Center (including both booked and
unbooked) will be shown. Entering the quantity of the resource to be booked for the current class
in the boxes.

7. The calendar events for Facilities, Instructors, and Class Resources will be displayed in the
calendar. A horizontal bar indicates that the resources have already been booked during that
particular time period: Yellow - The booking belongs to the current course session; Red - The
booking belongs to some other course session.

8. Hatched blocks indicate the Class Resource is unavailable due to pre or post-event processing.

9. Mouseover the coloured blocks to see additional information about the event

10. A green vertical highlight means that all selected resources are available for the preferred date
range, while a red one indicates there is a conflict with an existing booking.

11. When there are conflicts, the "Previous Fit" and "Next Fit" buttons can be clicked to let NetDimen
sions Performance application identify the previous / next available time slot (in half-hour
increments) during which all required resources are free. This functionality will take into
consideration the values set at Working Days and Working Hours so that the suggested date
and time will not fall outside any related persons' working hours.
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12. Press Book Selected Resources to close the Class Resource Planning Interface Window.
Finally, save the class booking inside Catalog Editor.

Schedule a New Class

Peri \’o
Date: Jan 8, 2018 Q9 v o0 v ToJans 2018 Q17 vjoo w\@

Location / Room

O Venue

Room Name %
orking Days:  Mon v To | Fri v

® Training Center 401 center for Leaming ',_o

Class Size: WorkingHours: '§ v /00 v To 17 v 00 v

To

Tue 09 Jan Wed 10 Jan Thu 11 Jan Fri 12 Jan
4 Venue/Room &

® None Assigned
FC-101: R101 (15) x _
o} FC-102: R102 (15) * a.
@ FC-201: R201 (15) x Course Advanced Business
F Management

sty * Start D: Jan 12, 2018 8:30 AM

tart Dat ) 3

Alex Parker (ALEX PARKER) artate an
u (Qualified Instructor) * End Date Jan 12, 2018 5:00 PM
(m} Barry Singer (BARRY.SINGER) = Instructors ADMINISTRATOR System
a2 Carrie Law (CARRIE LAW) x (ndadmin)

# Participants - 3

o—-. Resources @
&

0 CR-0000: Projector (1) * 7//////////////// _
0 CR-0001: Flipchart (1) * _

"®

Book Selecled Resources
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Holiday Calendars

Holiday Calendars are accessible under the Class Resource Manager. This allows users to create and
edit holiday calendars.

Holiday Calendars Listing

Holiday Calendars are listed using standard Ul components. The Create Holiday Calendar button is
positioned in the top right, Holiday Calendars are listed in a table, and each Calendar has its own gear
button containing the Edit and Delete actions:

# NetDimensions Talent Suite Manage Center & ADMINISTRATOR System  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM
Holiday Calendars
Results per Page:| 10 v

Showing: 1-4of 4

Hong Kong Holidays
Personal Holidays

UK. Holidays

U.S.A Holidays

Showing: 1-4 of 4

Creating a New Holiday Calendar

Clicking on "Create Holiday Calendar" creates a new holiday calendar in the system and browser is
redirected to the newly created calendar's Edit page:

& ADMINISTRATOR System  Logout

# NetDimensions Talent Suite Manage Center

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Holiday Calendars

New Calendar 1 [E&dit]

=) g centers

Year
All v

Results per Page:| 10 v

Showing: 0- 0 of 0

Bulk Action ¥ + Add Holiday

] Description Date &

There are no items to display

Showing: 0- 0 of 0

& Dot canir
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Editing Calendars

January 2019

Clicking on the "Edit" button or the holiday calendar name allows users to view the details of the

calendar:

#  NetDimensions Talent Suite Manage Center & ADMINISTRATOR System  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Holiday Calendars >

Hong Kong Holidays | it |

Training Centers

~ HIDE FILTERS

Year
2016 v

Results per Page: 10 v

Showing 1-30f 3

Bulk Acton +
| ] [ Date "
Holiday Day 1 Jul 1, 2016
Holiday Day 2 Jul 27, 2016
Holiday Day 3 Jul 28, 2016

Showing: 1-30f3

& Delete calendar

By clicking on the "Edit" next to the Calendar Heading, users can edit the Calendar name:

Holiday Calendars »

cCalendar | Edit)

Details | Training Centers

Edit Calendar Name x

Calendar Name *
Year kcalendar

Al B

Clicking the "Delete" button; a dialog will be prompted to confirm the deletion.

Adding Holidays

By clicking on the "Add Holiday" under the Details tab, holidays can be added to the Calendar:
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Holiday Calendars »

cCalendar |edit]

Details Training Centers

- Add Holiday
All
Description*
|
Date™
e.g. Oct 26, 2016 m

Showing: 1-10of 1

Each Holiday can be edited or deleted:

cCalendar [&dit)

Details Training Centers

Year

Al B

Showing: 1-1of 1

Bulk Action E|

Description

|
[ | ¢ | Holiday Day1

Edit

Showin Delete

Linking Training Centers

Results per Page:| 10 B

+ Add Holiday

January 2019

The training centers to which the Calendar has been linked are listed under the Training Centers tab:
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Holiday Calendars »

cCalendar ([

Details | Training Centers

Showing: 1-3 of 3

Bulk Acton -
0] Training Center Name
r a

b

c

Showing: 1-3 of 3

Venue Description
aVenue a description
b b

c c

Results per Page:| 10 B

# Link Training Center

Country
Afghanistan
Aland Islands

Albania

January 2019

Clicking on the "Link Training Center" button will launch a training center selector to specify which

training centers to link to:

#  Manage Center Training Center
OVERVIEW LEARNING TAL  Name
Holiday Calendars » -
Search
cCalendar |kdit)
Results: 14
Details Training Centers Default

Training Center3
Training Centerd
Nts_adminReadPermission

bfeng_tct
Showing: 1-3 of 3 d
e
f
Bulk Acton| - o
btest
r Training Center Name | 44
& a
[ b

[ c

Showing: 1-30f 3

® et clenr

Selected: 0

Bl MINISTRATOR System  Logout

Results per Page:| 10 E

# Link Training Center

Country
Afghanistan
Aland Islands

Albania

To unlink a training center from the Calendar, click on "Unlink" under the respective Training Center's

gear icon:

Holiday Calendars >
cCalendar |&dit

Detalls | Training Centers

Showing: 1-3 of 3
sulk Acton| -

o Training Center Name

L’—‘a

[ Uniink

(] c

Venue Description
aVenue a description
b b

c G

Results per Page:| 10 ﬂ

# Link Training Center

Country
Afghanistan
Aland Islands

Albania
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External Training and Training Records CSV Loader

External Training CSV Loader

> NetDimensions )

(‘applies to Talent Suite

Talent Suite supports bulk upload of External Training Records via the External Training CSV Loader.
Please refer to EN145 Data Import Export for more information.

Training Records CSV Loader

NetDimensions )

(‘applies to P NetDime

Training CSV loader allows the user to upload vast numbers of trainings taken by the users. Please
refer to EN145 Data Import Export for more information.
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Assessment Workflow

( applies to °E§}D'?,‘"T,E£$i°"‘ Oﬁgﬁjglensions > NetDimensions )

The purpose of this customization is to provide a way to create different assessment workflow
templates, which consist of a list of pre/post evaluations/exams, for courses.

To create and manage the assessment workflow template proceed to Manage Center > Learning >
Catalog General Settings > Assessment Worflow Manager. This opens the Assessment Workflow
Manager

Manage Center & SAPLALA Kakrina

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Assessment Workflow Manager

ent Workflow

Template Last Updated By Last Updated Date
Technical Templata netdalon 19-Naov-2012
9.3 Demo netd_ronald 08-Nov-2013

Creating a New Assessment Workflow

To create an assessment workflow:

1.0n the assessment workflow manager, click the Create Assessment Workflow button.

#  NetDimensions Talent Suite Manage Center & SAPLALA Kalrina

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Assessment Workflow Manager

ent Workflow
Template Last Updated By Last Updated Date
Tachnical Template netdalon 19-Naov-2012
9.3 Demo netd_ronald 08-Mov-2013

2.The screen for creating new assessment workflow appears. Enter the Template name.
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OVERVIEW LEARMING TALENT COMMUNICATE USERS REPORTS SYSTEM

Assessment Workflow Manager »

Assessment Workflow Manager

Template Name @

Add Exam/Evaluation

3.Click the Save button to save the new template. Once saved, the Permission button will be enabled.

1. To add and exam or evaluation to the assessment workflow, click the + Add Exam/Evaluation b
utton.

The assessment workflow details appears:

1. This screen allows you to enter the following parameters (see details just below the image)
2. Once you have entered the required parameters, click the Save button to keep the changes.

OVERVIEW LEARMNING TALENT COMMUNICATE USERS REPORTS SYSTEM

W,

Assessment Workflow Manager »

Assessment Workflow Manager

Template Mame: Workflow1 @

Exam / Evaluation kO u

@ Pre Course
) Post Course

Available Date days  Before [=]|| course end date [+
L)
Assessor Pan|c|Ea|ﬁt
Direct Appraiser
Reminder Email i,g
Send Reminder Email for days | Daily z after the available date

Add Exam/Evaluation

Enter the following parameters

1. Exam/Evaluation — The selected exam/evaluation

2. Pre/Post Course — Determines if the assessment workflow is pre or post course

3. Reminder Email — An email to be sent to reminder users regarding the assigned
exam/evaluation

4. Available Date — The first date the reminder email will be sent. This is defined by the number of
days before/after the course start/end date

5. Assessor — Identifies the recipient of the reminder email whether it is the Participant or the
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Assessor
6. Frequency — How often should the reminder email be sent (daily/weekly)
7. Expiration — How many days the reminder email will stop after the Available Date

Note: Reminder email will only be sent if the assigned exam/evaluation is not completed.

1. Template Setting
There will be 3 main places for configuring workflow template:

1. System-wide default template
2. Organization default template
3. Session defined template

During enrollment, the system will first look for session defined template, if there is no template defined
for the session, the system will look for organization default template. If there is no organization default
template, the system will look for system-wise default template. In any case, if the session is set to turn
off the use of template, no workflow will be applied to enroliment of that session.

Setting Permission to Assessment Workflow
To set permission to assessment workflow:
1.0n the assessment workflow details, click the Permission button.
OVERVIEW ~LEARNING TALENT COMMUNICATE USERS REPORTS  SYSTEM
Assessment Workflow Manager »
Assessment Workflow Manager

Template Name: Workflow1 @

Exam / Evaluation RO u

Pre Course
@ Post Course

Available Date days | Before [»] | course end date (=]
@
Assessor Pamupﬂam
Direct Appraiser
Reminder Email &0
Send Reminder Email for days  Daily z after the available date

Add Exam/Evaluation

Permissions

2.The menu for setting permission is displayed. Set the permission (see section Root Catalog
Permissions on this document.)
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Permission Selector

lUse the links below to select the users, user groups, arganizations, and roles that can access this
object.

YWirite Access

|| Evaryone

Users

Alon Molina (NETDALCH)

o

In addition to the previously selected users, view permissions will be granted to anyone who meets
(D41 of the following criteria
@ One of the following criteria

Add criteria selector | User Group E

3.Click the Save button to keep the settings.

January 2019
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Wiki Integration

(app“es to °E§}D'?,‘"T,E£$i°"‘ ol:gﬁwlensions «“ NetDimensions )
The Talent Suite provides for Single-Sign-On interaction with the Atlassian Confluence Wiki. When
configured into the application, a menu item appears that allows the user to click directly into the Wiki.

The interface may be configured to operate in one of two modes:

1. Option 1: Access is always through the NetDimensions Talent Suite application
2. Option 2: Access may be direct Confluence login, or through NetDimensions Talent Suite
application SSO login

The Talent Suite will add a "Wiki" link to the left menu and in the Reference Resource tab of the
Knowledge Center, and clicking on the link will open a new window with the user transparently signed
into Confluence. The window appears with content similar to that shown below.

Hore  View — |{Gesmn}
2 Deshiboae + Dashboard
o1 oy e e
kT mersoTy i " \
E-Q e i Wizaome o2 e NelDimensio s Wiki P "
EF i i
|| R
EF 0 M= .o Q A = Nokes or HelDmenziors Commun iy & £] EKF 5.5 Admp Gica
@ Jet Sk g Issues d
e The CEQ's bing
EE Rt Merke
E-Q )nt:r:?;imw {8 Clerie ET Famaade T oo b
e L = Exaureon Vil Paris
EF Q) Srxcites sih B2 @) Clert Szriees and suzoort 1B a0l an ho
=Y HF LCVE Dezamet BT
] ) Cowmen Repestzry a:
H_o AF FradiE ard
s @ ECPLOMS Cco.ren Ltrary @+ ¥ Casonzaareciesseran 2004220080430,
B AF frocuc aud
TRIRgY {§) ECPPumctizs and Mrawieeos PE darethen
B gﬁmmm Lewg
£} () 3F Documert Lizrary | | ECP Przducl 30 Teshnocgy & ol i
Hgil}{n:u“i;se QE“: R & hotr 330
El @y =greety
5 &) E47 Dozumart Lk o 3 .
2 | [ : RET  eaernng 2] S Lis 206Cax) o
EF iy Frar=2 Tris sacs s & reposiiay bor e B{Pwhie : e
& Q;‘&'ﬁ'm pasars and rfarence Te~auss In padiculr, mialalol,
& L
El (g Hstng Cpentizr Ine L= rzerancs melenas | ’

To access the Wiki:
1.0pen the Catalog Editor.
2.Choose a Learning Module.

3.Click on the Session Properties tab in the left navigation pane.

Catalogue Editor 0D B ® X
Learning Object(s) hasMave not been saved:Comm_P_1
 Module Properties Nl Edit Session Properties
Emmommye
Communication | (Comm_P_1) Communication | (16-Jun-2014 08:00 - 31-Aug-2014 17:00)
Select an event stalus Required Event Attributes
Adlive : M This form allows you to maintain session properties. A session must be defined for any module type that requires enrol
Select a session including online and classroom modules
1. Termin, 16-Jun-2014 0%:00 (Raum Stamberg) T
(oo R Module ID Comm_P 1

4.Click the Knowledge Center Preview. The Knowledge Center screen appears.
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2. LI Lyt munanun
4. Participants

5. Instructors

6. E-mail Preferences Setup

7. Cost Accounting Information
ew Usage Statistics Event Status: @ Active v

9. Course Coupon . #| A session status change to Completed or Cancelled or a session status char
10. Resource Reservation

Select Session to another status modifies all enrolled user status values

Select Organisation
Constraint(s
Session Utilities — before you use these utilities, please
save any changes you have made
11. Auto Enrol
12. Group Enrol
13. Group Training Plan
I 14 Kmedge Centre Preview I

Instructor Contact E-mail

For Enrolment Policy steps that require a course session-specific approver, you may select an indidual here

R R T

Knowledge Center

English 101

Main  Reference Resources  Examns  Certification Examn  Personal Notebook  Ewvaluate this Program

Discussion Forum Chat Room Contact My Learning Group  Learning History  Peer Comments

Mo news announcernents are assigned to this learning rmodule at this time, but updates are always
in process, so be sure to check back.

— N

& English 101
Jul 24, 2012 8:00 PM - Jul 25, 2012 5:00 PR GMT+08:00, Unassigned

Click here to remove this course from your home page active courses listing.

Classroom -- Your instructor will mark your course "complete" if you have met all the requirerments and it will be moved to
the "Records/Transcript” tab.

5.Click the Wiki Link.

Confluence Wiki Integration

Introduction

User can access Confluence seamlessly with a wiki url, which is pre-configured in the Catalog Editor.
This integration is further enhanced to automate the creation of Confluence spaces, user groups and
access control.

Setting up the Talent Suite and Confluence

In Confluence, the 'Remote API (XML-RPC & SOAP)' setting must be turned on. This can be done by
logging into Confluence as an Admin: Browse Confluence Admin > General Configuration, the API
setting can be found in the 'Feature Settings' section.

In the Talent Suite, these settings have to be added to ekp.properties:

Page 165



NetDimensions LMS 14.1 - Catalog Administration January 2019

wi ki . rpc. soap. servi ce=http://<confluence
domai n>/ r pc/ soap- axi s/ confl uenceservi ce-vl

# The specified user should have enough rights to create space in
Conf |l uence.

wi ki . rpc. user nanme=<user nane; gt

wi ki . rpc. passwor d=<passwor d; gt

wi ki . rpc. t okenCacheSec=60

wi ki . edi tspace. url =http://<confl uence

domai n>/ spaces/ edi t space. act i on?key={ 0}

wi ki . space. url =http://<confl uence domai n>/di spl ay/ {0}/ Horre

Creating Spaces and User Groups

Catalog Editor, user can manage the wiki function in the "Wiki" section. There are two options:

1. "Wiki space", which will automate space creation and create a user group for the course. Space
name will be same as module title; and the user group will be identified by module id. User can

manage the space by clicking "Manage wiki space...", which would forward to the Space Admin
page in Confluence.

2. "Wiki URL", which is the original url for linking to external resources

Catalogue Editor i D B o G X
.eamning Object{s) has/have not been saved:Comm_P_1
Audience
Session Properties L
tl odule Properties | L % Collaboration Tools
Communication | (Comm_P_1) Salect and configure the collaboration tools that are available for this leaming module
Wiki
1 LCatalonns Satyn Wiki space name: | Commumnication _
1.1 Define Module Propartias
= Wiki URL:
1.2 Enter Cost Information =
1.3 Enter Objectives Wiki links display: Knowledge Centra {only enrolled users)
1.4 Enter References Knowledge Centre {only confluence users)
1.5 Preview ® Knowledge Centre and catalogue page (publicly available)
1.6 View Usage Statistics _l Chat Room Select chat room v

1.7 Indicated Interest List
1.8 Associated Programmes Listing Forum Category Select forum category ¥

1.9 Virtual Archive _| Peer review/comments

2 Access Control/Enrolment Control Optional Module Altribute(s)
2 1 Define Module Security Optienal module attnbutes, if configured, may be assigned to this module
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Course CSV Data Loader

Talent Suite supports the bulk import of Courses via the Course CSV Data Loader. For more
information, please refer to EN145 Data Import Export.

User Enrollments

User will be added to the course user group in Confluence when he is enrolled to the course; while he
will be removed when he is withdrawn. Thus, by maintaining permissions on the user group, user can
manage all enrolled users' access rights to the space.

In Catalog Editor, click "Manage wiki space..." to go Space Admin > Permissions, the user group can
be found under the Group section and various permissions can be configured.
A wiki link will be shown in Knowledge Centre.

Configuring Permissions

Since space permissions are likely to be similar, NetDimensions Talent Suite application has made
default permissions configurable in System Configuration.

Manage Centre

OVERVIEW LEARMING TALENT COMMUNICATE USERS REPORTS SYSTEM

System Configuration

Selact a specific configuration category from the drop-down menu below. Subsequent screans allow you to edit the properties associated with the selected
category. When you click Save, the ciment customization properties file is updated

Salect a category
Wiki L]

“You must save all changes before selecting another category

Wiki
L Pagas - Craate ! Space - Export U View
) Pages - Export | Pages - Remove | Pages - Restiict
Mews
I News - Create J News - Remaove

Enrolled user permission in the Confluence space of the

Comments 7.0
related course e

U Comments - Create — Comments - Remove

Attachments

L1 Attachments - Create ) Attachments - Remove

L) Mail - Remove
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In System Configuration, under "Wiki" section, user can find all permissions that can be granted to
space user group, namely:

Permission

View

Pages

Pages

Pages

Pages

Space

News

News

Comments

Comments

Attachments

Attachments

Mail

Description

View all content in the space

Create Create new pages and edit existing ones
Export Export pages to PDF, Word

Restrict Set page-level permissions

Remove Remove pages

Export Export space to HTML or XML

Create Create news items and edit existing ones
Remove Remove news

Create Add comments to pages or news in the space
Remove Remove the user's own comments
Create Add attachments to pages and news
Remove Remove attachments

Remove Remove mail

Support Contact field length

The Support Contact field length in the Course CSV Loader can support up to 255 characters, allowing
users to add more information, such as HTML tags, providing links to directly write an e-mail, etc.

Course CSV Loader

up
M

Bul

P Guidelines for Using the Course CSV Data Loader: NetDimensions Talent Suite - Google Chrome

@ c-606:

PermTemplatelD

ModuleRequireESignatures

ModuleAllowReopen

ModuleAllowPublicAccess

/servlet/ekp?TX=VIEWHELP&TOPIC=CC

OADER_HELP

S

"N" - to add to existing permission settings on this course using permissions from

the "master template”,
Permissions Template
course
Require eSignatures "Y™ or "N"
Ta prevent a participant from reopening this "Y™ or "N"
module once it has been completed, use the
setting below.
This module/program currently allows public "Y" or "N"
a

ModuleSupportContact

Course Support Contact Any Text (Max field length:255)

Prereq_Lid

Prereq_Check_Type

Prereg_Logic
Prereq_Lid_Sec

Prerequisites
is 255.
Prerequisite Check Type
used with PREREQ_LID list.
Prerequisite Check Type

Prerequisites

is 255

Learning object ID whose permissions are used as a "master template” for this

List of module 1Ds delimited by vertical bars (" |"). The maximum length of the list
NO_PREVIOUS, ENROLLED, CMI_COMPLETE, or COMPLETE. Only effective when

AND, OR. Only effective when used with PREREQ_LID list.

List of module IDs delimited by vertical bars (" |"). The maximum length of the list

None

N

Y

Y

None

None

ENROLLED

AND

None

Help

The same applies for Program CSV Loader as shown below:
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Program CSV Loader

Uploaded By
Me

> Guidelines for Using the Program C5V Data Loader: NetDimensions Talent Suite - Google Chrome - [m] X

® c-606:8080/ekp/serviet/ekp? TX=VIEWHELP&TOPIC=PROGRAM_LOADER_HELP

ProgramWikiSpaceName N Course Title Wiki Space Name Any Text (Max field length:None) -
Bulk Action | permReplace N N Permissions Action "Y" - to completely replace permission settings on this course using permissions
from the "master template”.
File Nai "N" - to add to existing permission settings on this course using permissions from
the "master template”.
PermTemplatelD N None Permissions Template Learning object ID whose permissions are used as a "master template” for this
course
ProgramRequiresSignaturas N N Require esignatures "¥"or "N
ProgramSuppartContact N None Program Support Contact Any Text (Max field length:255) r
SessionlD N None Session Code Any Text (Max field length:15)
SessionTitle N None Session Title Any Text (Max field length:255)
SessionDescription N MNone Session Description Any Text (Max field length:None)
SessionStatus N Observe System  Session Status Must be one of:
Configuration active - Active
setting pending - Pending

completed - Completed
closed - Closed
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Repository Manager

. NetDi i
( applies to P Netbimensions )

The Repository Manager allows you to upload and manage files as well as create the folders to which
you upload these files. From the Repository Manager you may:

Create folders

Delete folders

Modify file properties and access rights
Modify folder properties and access rights
Move or Copy files among different folders
Upload files using the Repository Manager

oukrwnPE

Accessing the Repository Manager

To access the Repository Manager, click Manage Center > Learning > Repository > Repository Man
ager. The Repository Manager page opens in a separate window.

Notice that Repository Manager segregates folders under your control (Personal Folders) from those
that have shared access rights (Shared/Public Folders).

Adding Folders

To create a new folder:

1.Click Create Folder in the Repository Manager screen. The Create Folder screen appears.

Repository Manager B H X

Foiders Wl

Overview

Repository Manager enables you to upload and manage files and documents stored in the repasitory. Click Create Folder to creats a new
foldr

Parsonal Foldars Delete Cut Copy
Folder Name: Personal Folders
Shared/Public Folders Name Description Ovmer
B & ABP
B Admin =
ey This folder is ampty
Eim Ben

Eim BRINKS

2.Enter the new name of the folder in the Folder Name field.

3.Enter a description in the Description field.

Qverview

This form allows you to create a new folder in Repository Manager. Fill in the folder name and description field to create the new folder

Create Folder
Folder Nama:

Description

Back to Repository

4.Click Create. The application returns an acknowledgement.
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Create Folder

Folder Created Successfully.

Folder Name:NTS Expo 001
Permissions
Froperties

Back to Repository

5.Click Back to Repository. The Repository Manager - Overview screen appears with the new folder.

Files

To copy, cut and paste files from one folder to another within Repository Manager:
1.Locate the file in the Repository Manager and employ the incorporated search facilities.

2.Click on the folder in the left Folders column. The Overview screen appears.

Repository Manager B H X
Folders \ ry
Overview
m Repository Manager enables you to upload and manage fles and documents stored in the repository. Click Create Folder fo create a new
idar
Parsonat Folders  Create Folir Gm @ e
Folder Name Personal Folders
] B ABP e
B & Admin w I NTS Expo 001 Expo tesi ;:(x;: [Froperties|
(5 i BADCOCK (HETD_KATE)
& m Ben -
i BRINKS
B} 8 Cabot
Bl 8 cabat

e

3.Click the box or files you want to copy or cut. To view the file, click on the file's hyperlink.

4.Select the destination folder or sub-folder where the file will be copied (you may also copy a file into
the same folder or sub-folder).

USRS I WAL YL EL LRSI UL 1YY IR AR SULRI RS SIS S U RSN LS LIS FUTI D LI @ D

folder
Pusrs s crm o @ e
Folder Name. Perscnal Foldess
SharedPublic Foldars Narme Desenption Cwmer
= & ABP
P 1
=1 & Admin * W 15 Expo 001 Expo test r;::rlgll [Praparts:
~ o (METD_KATE)

I Pater Lago Dama
B & PGS
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5.The Overview screen appears. Click Paste. The folder will be copied to the selected folder.

— Overview

The Repository Manager allows you to upload and manage files as well as create the folders to which you upload these files. To perform & Cut,

Copy, or Paste, select the file(s) and foldar(s) by clicking the check box beside the file name, then click the Cut or Copy button. After that, go
to the target folder and click the Paste button

Descnption
Expo test Elekta Admin [Properies]
O] ™ yrs Expo 001
*pa (ELEKTA_ADMIN)
o [ tation test (LMSIZIR presentation_test (LMS) zip Elekta Admin [Properties]
presentation_test (LMS)Z (ELEKTA_ADMIN)
U E presentation_test (LMS).zip Dennis Miller Test Video Blekta Admin [Propetties)

(ELEKTA_ADMIN)

Edit File/Folder Properties

To edit the properties of a file:
1.Locate the file in the Repository Manager.
2.Click on the folder in the left Folders column. The Overview screen appears.

3.Edit the properties by clicking on the Properties hyperlink. The Folder Properties screen appears.

The Repositary Manager allows you to upload and manage files as well as create the folders to which you upload these files. To perform a Cut

Copy. or Paste, select the file{s) and folder{s) by clicking the check box beside the file name, then clhick the Cut or Copy button. After that, go
to the target folder and click the Paste button.

Create Folder Repce  Delete Cut Copy (D)

Folder Mame: Elekta Resources

Mame Description #

Crwmer

4 Up One Level

O ™ \1s Expo 001 Expo test {EEltE:_r T_n;ill;mm [Properties]
O ™ prosentation_test (LMS)zip  Presentation_test (LMS).zip FElt::r Aﬂ:;mm [Properties]
L presentation_test (LMS) zip Dennis Miller Test Video EE?KTT_'E;MW} [Properties]
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Overview

This form allows you to modify the file/folder name, description and permissions. Permissions allow you to share the folderfile with other users
By default, your files are not shared

Folder Propeties

Foldar Name: NTS Expa 001
Description: Expo test
Falder permissions are inherited by L4

subfolders

4.Enter the new folder name in the Folder Name field.

5.Enter/Edit the description in the Description field.

6.Click Save on the toolbar.

7.Proceed to edit permissions.

Replacing Files

To replace a file within Repository Manager:

Locate the file in the Repository Manager. Employ the incorporated search facilities.

1
2. Click on the folder in the left Folders column. The Overview screen appears.
3.
4
5

Click on the box by the file you wish to replace.

. To view the file, click on the file's hyperlink.
. Click Replace.

The Repository Manager allows you to upload and manage files as well 35 create the folders to which you upload these files. To perform a Cut,

Copy. or Paste, select the file(s) and folcterisj by clicking the check box beside the file name, then click the Cut or Copy button. After that, go
to the target folder and click the Pas :

Create Folder

Folder Name: Documents

Name Description Orwnier

1 Up One Level

v E AE_Downloads_Brochures_Liebherr- I_[;E”;LEIEES.HEI;IM I gty
Systems_for_Helicopters pdf \ b )
U B Bp | VF_Liebher- TE;LQE’:;”EMM [Properties)
Transportation_Systems_Customer_Senice_EN_Sept_2010_web. pdf { a )
O B Gasamtprogramm_DEFISR03.2014. paf :E:’E”;;:?EE;";Q;';IMJ [Properties]
O N Taen Suite Castibcain. plf Training Manager [Proparies]

(LIEBHERR_ADMIN)

6.The screen refreshes. Click the Browse button to select the file.
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Overview

Upload File: | Choose File |N|:| file chosen

Enter description information to facilitate subsequent searching and retrieval of this file

Back to Repository

7.Click the Upload button to replace the file.

Upload Files Using the Repository Manager

To upload files into a folder:

1.Select the folder (or sub-folder) from the left Folders column. Click Upload.

Repository Manager B H X

Folders W Overview

The Repository Manager allows you to upload and manage files as well as craate the folders to which you upload thase files. To perform a Cut,

Copy, or Paste, select the file{s) and folder{s) by clicking the check box beside the file name, then click the Cut or Copy button. After that, go
to the target folder and click the Paste button.
Parsonal Folders

SharediPublic Folders Folder Name: Elekta Resources

B ABP — T 5

E & Admin 2

i BADCOCK Up One Level

i Ben e - Expo test Elekta Admin Properties
7 B RRINKS ™y Expa 00 po [ 1

2.The screen refreshes.

Overview

Upload File: Chogse File | Mo file chaosen

Enter description infermation Lo facilitate subsequent searching and retrieval of this file

Back to Repository

3.Click Browse. A separate Windows Choose File screen opens.

January 2019
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@ File Upload [
Marme Size Type Diate rmodified =
H—' Documents = TQ_D.G
B Deskiap 2 by E
e | Recent Places —_ F!tq.htlg Bin - Shortout
- ho
W Cormputer -
E 3 F _'E"H
o EXPSG_Festure Description
m’ Music iy | i t Do pisvee it
& Recently Changed .
[E searches || Jazh
Public [hE LU
Finances
TIEp
Falders i ki E¥P Technical Termnplates -
————————}>* File name: w | (20 Fie =
— |
i
| Open |=| | Cancal
|

3.Choose the file and click Open. The file name is copied to the Upload File field.
4.Click Upload. The application returns an acknowledgement.

5.From here proceed to define file properties. Edit the properties by clicking on the Properties hyperlin
k. The File Properties screen appears:

6.Click Save. The screen refreshes.
7.Click the Permissions hyperlink.

8.Define Read and/or Write access rights in the Permission Selector screen that appears.

Permission Selector

Use the links below to select the users, user groups, organizations, and roles that can access this
object

[FnL AL Unrestricted Access

In addition to the previously selected users, view permissions will be granted to anyone who meats
il of the following criteria
#*0ne of the following criteria

Add criteria seleclor.| UserGroup v | [E9

Prior giving permission to a user or group of users, you need to select first the type of access you want
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to give to the user. There two types of access you can give to a user, namely;

1. Read Access
2. Unrestricted Access

After selecting the access type, you can now select the user(s) to whom the access permission will be
granted. Click the Users link.

Permission Selector

Use the links. below to select the users, user groups, organzatons, and roles that can access this
abject

Read Cnly Access [RITET T =5 Pl 11

In addition to the previously selected users, view permissions will be granted to anyone who meets
Al of the following criteria
‘®.0ne of the following criteria

Add criteria selector | UserGrop v |(ED

m

This opens the menu for selecting user.

Selector

User ID First Name Last Name

Raole Organisation User Group
MManager ’

& Specify Additional Attributes #~ UserlD Diract Entry Form

Rese
Honzontal View
Results: 89 Selected: 1
EGA Admin (EGA_ADMIM) * Training Manager (LIEBHERR_ADMIN) +
Simon Allison (SIMON_ALLISON)
Ana Amalia (SEAT_MANAGER4) »

Chnstine Baker (XCEL_CHRIBAK)

Claire Bawlding (PGS_LINEMANAGER)
Kathleen Beckham (XCEL_KATHBEC)

Ruper Brooks (BENTLEY TRAINING_MAN
Albert Brown (AMORENOT)

Hunter Brown (XCELA_HUNTBRO)

Sophia Brown (XCELA_SOPHBRO) -

OK g Cancel

Use this menu to select for the user.

In addition to the selected users, view permission can also be granted to anyone who meets the
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following criteria:

1. All of the following criteria
a. This means that viewing permission can be granted to all users belongs to the criteria
defined in the Add criteria selector. For instance that user added the criteria Role and
Organization as shown in the image below.
b. This means that the user must belong to the roles AND organization in order for the user
to access the permission to view the report.

Permission Selector

Use the links below to select the users, user groups, arganisations, and roles that can access this
objact

Read Only Access Unrestricted Access

Users

In addition to the previously selected users, wew permissions will be granted to anyone who meets
All of the following cntena

*! One of the following crteria
Add critena selector:  User Group r

Organisation L]
Include Crganizations

Pl

Exclude Organizations

One of the following criteria

a. This means that viewing permission can be granted to all users belongs to any of the
criteria defined in the Add criteria selector.

b. This means that the user must belong to the roles OR organization in order for the user to
access the permission to view the report.

Add criteria selector

a. This allows you to add criteria. To add the criteria, click the selector drop-down button and
then select the preferred criteria.

Note: For every selected criterion, a criterion box will be displayed. To select a specific user, group or
organization that belongs to the criteria, click the link positioned at the right top of each box.

Click Save at the bottom of the screen.
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Repository Manager Performance Enhancements

The Repository Manager has been enhanced to allow permissions management at the folder level, thus
greatly increasing performance for large repositories (e.g. 50,000 entries or more). This is enabled by a
new System Configuration setting "Enforce Repository Permissions at Folder Level Only". By default,
ZIP folder permissions are now managed at the folder instead of file level, but other files are controlled

by this new configuration setting.
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Enrollments

Catalog and courseware management involves the:

Creation, set up and management of catalogs

Definition and maintenance of:

Languages

Subjects

Geographic Regions

Financial categories (i.e. Cost Accounting)

Creation of catalog entries

Management of catalog entries including the updating of entries, display options (that is whether
to display or not) and the inclusion of reference and other materials (e.g. exams)

ONogrwObE

It also involves the establishment and maintenance of enrollment policies, which is the focus of this
section.

Enrollment Policies

(applies to < NeDimensions €3 NetDimensions
Enrollment policies handle the workflow for enroliments. The NetDimensions Talent Suite application
ships with two predefined workflows:

1. A one-step policy (enroll directly)
2. Atwo-step policy (the user's manager needs to approve)

You can create as many enrollment policies as you need with any number of steps. The Enrollment
Policy Editor can be accessed from the module properties of a learning object or directly from the
Catalog Manager screen.

View Learning Programs Associated With a Course/Session

(applies to @ NeDimensions €3 NetDimensions

When editing a course it is often useful to be aware of which Learning Programs will be affected. This
information can be easily viewed and filtered for a particular session of the course.

To do so, click on Associated Programs Listing in the Module Properties tab. The Associated
Programs Listing page appears.

Catalogue Editor 0@ B a0 X

-eaming Object|s) hashave not been saved-Comm_P_1

P — Associated Programmes Listing
Module Properties .

Communication | (Comm_P_1) Communication | (Comm_P_1)

1 Catalogue Setup This learning object is associated with the leaming programmes listed below
1.1 Define Module Properties
1.2 Enter Cost Information Fitter- A1l

Objectives
References Module Session Programme (1D} Programme Session|
ge Statistics Terminwahl, Date to be confirmed (Mone  Communication Blended Leaming (Online Payment}
Assigned Prog_BL_eComm)

1l tad loteract List
9 1.8 Associated Programmes Listing
L3 Virtual Arcnime

Progress Tracking Deadline

This feature allows Administrators to update the progress tracking deadline of a module for enrolled
users and all open transcripts.
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At program level

At Program level, this can be accessed through Catalog Editor > Session Properties > Session
Module Assignment > Assigned module. Click on the gear icon and select "Update Deadline of

Users".

« Catalog Editor (

D e B o X

Module Properties W

Session Properties W

Session Module Assignment

Program1 (MOD-0006)

Select an event stafus:

Active El

Select a session
Session1 (Session1) El

Session Setup - the following steps help you to define a
session
1. Assign Module
2. Enroliment Restriction
3. Enter cost information
4. Enter references
5. Define Session Approver
6. Participants
7. Assign session instructor
8. E-mail Preferences Setup
9. Cost Accounting Information
10. View usage statistics

Modules cannot be accessed until all preceding modules are completed. @
[IAllow leamer to advance to next order on failing preceding leaming
[Hide modules blocked by preceding modules in Leamer's Available Modules
rogram completion requires modules to be on Effective/Approved revision
Modules cannot be accessed until their prerequisites are fulfiled @
Required Credits for Elective Modules: 0.0

© Use predefined credits
© Use credits defined below

Bulk Action
Assigned Wi Progress Trackin e.
i s Order  Session - 9 credts
module ing Deadiine @ quired ment
Auto-En-
rol(#
0 days
- ClassroomT 7 3 Daysfrom . (& o after
o B2l 0.0 0 L OCt 30,2016 9:00 AM ... x| o T 0.0 Fm O
Program
Update Deadine of Users Enrol-
ment
Auto-En-

This function is also available as a bulk action.

€« Catalog Editor (

D B & X

Module Properties

Session Properties W

Session Module Assignment

Program1 (MOD-0006)

Select an event staus:

Active B

Select a session

Session1 (Session1)

ao

Session Setup - the following steps help you to define a
session
3 1. Assign Module
2. Enroliment Restriction
3. Enter cost information
4. Enter references
5. Define Session Approver
6. Participants
7. Assign session instructor
8. E-mail Preferences Setup

Executing the update function will apply the new deadline of the "Progress Tracking Deadline" column
to all open transcripts.A progress indicator will appear as the process is ongoing. After this a pop-up

Modules cannot be accessed until al preceding modules are completed. ©

(] Allow learner to advance to next order on failing preceding leaming

[ Hide modules blocked by preceding modules in Leamer's Available Modules
Program completion requires modules to be on Effective/Approved revision
Modules cannot be accessed until their prerequisites are fuffiled @
Required Credits for Elective Modules: 0.0

Use predefined credits
© Use credits defined below

module

Bulk Action

Vel 3ht- Progress Trackin Re-  Enrol
jUpdate Dead! sers | Order  Session e 9 Credts

—- Deadiine @ quired  ment

Auto-En-

roll
0 days
ClassroomT . 3 Days from _ _ o
(MOD-0258) N » 0ct 30,2016 %:00 AM .. |5 oy No deadiine 2L Parent
Program
Enroll-
ment

screen will show the status updates.

Progress Tracking Deadline Update

For Assigned Modules In Program1

ClassroomT

rticipant Name (I

ONE User

TWO User

THREE User
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At module level

At module level, this can be accessed via:

January 2019

1. Catalog Editor > Module Properties > Associated Programs
2. Catalog Editor > Session Properties > Associated Programs

The "Update Deadline of Users" option can be accessed in the gear icon in both locations. The
progress indicator and the pop-up screen showing status updates are available in this level as well.

€ Catalog Editor

(

DB » 9 X

Session Properties W

Module Properties V.

Associated Pr

Online1 (MOD-0000)

1 Catalog Setup
1.1 Define Module Properties
1.2 Enter cost information
1.3 Enter objectives
1.4 Enter references
1.5 Preview
1.6 View usage statistics
1.7 Indicated Inferest List

8 Assocpies Progrand]
19 Revisions
1.10 Virtual Archive:
1.11 Checklist

2 Access controlfenroliment control
2.1 Define Module Security
2.2 Assign prerequisites

2.3 Assign Recommended Course(s)
2 4 Assign exam/certification/evaluation

2.5 Define Enroliment Policy
2.6 Enroliment Restriction

3 Knowledge Center Setup
3.1 Setup Options

4 Launch setup

4 1 Define Launch Properties
4.2 Proxied Launch Package

€ Catalog Editor

Online1 (MOD-0000)

This leaming object is associated with the learning programs listed below.

All B

Re-

Progress Track-

Enroliment
ing Deadiine @

Bulk Action B
Ses-  Ses-
Module Ses- Weight-  Or-  Cred-
Program Title (ID) ~ sion Ti-  sion
sion ing der its
tle (D) Status
Session (Ses-
sion), Date to Ses-
- Comp Program1  sion1
£ beconfirmed (MOD-0008) (Ses- Active 00 4 0.0
siont)
View Program Module Properties
View Program Session Properiies
Session Enroliment Update b :z;
i, ) (Ses- Active 00 0 00
Update Deadline of Users sion1)
Edit Association
Remove Association o=
i - o oSign)  siont
peconfimed s (ses  Active 00 o oo
(None As- siont)
signed)

(

De B o G X

Auto-Enroll
0 days after

v Parent Pro-
gram Enroll-
ment

1 Days from ...

Auto-Enroll
0 days after

v Parent Pro-
gram Enroll-
ment

May 3, 2016
(Inherited)

Auto-Enroll
0 days after

v Parent Pro-
gram Enroll-
ment

No deadline
(Inherited)

Session Properties W

Module Properties W

Online1 (MOD-0000)

1 Catalog Setup
1.1 Define Module Properties.
1.2 Enter cost information
1.3 Enter objectives
1.4 Enter references
1.5 Preview
1.6 View usage statistics
1.7 Indicated Interest List

9 1.8 Associated Programs,
1.9 Revisions
110 Virtual Archive
141 Checklist

Associated Programs
Online1 (MOD-0000)

This learning object is associated with the leaming programs listed below.

Al B

o Ses- Ses-
Weight-
|: Jrogram Tite (D) - sion T sion

tle (D) Status

or-
der

Cred-

[Edit Associations

Remove EﬂOS -
sion), Date fo Ses-
= Comp Program1  sion1
veconfimed  F (0ES (Ses.  MAetve 00 4 00

Progress Track-

= Enroliment
ing Deadiine @

quired

Auto-Enroll
0 days after

v Parent Pro- 1 Days from ...

The tooltip of the Help icon in the Progress Tracking Deadline column has been revised to inform the

users about the changes.

Associated Programs

Online1 (Online)

This session has been assigned to following programs:

Bulk Action

B

Session

Program Title (ID)

Title (ID)

Oor-
der

Cred-
its

Re-
quired

Session
Status

Weight-
ing

Enroliment

P[ogrp:.n Tr:rlﬂng
Deac line

Learners must complete assigned modules by the deadlines indicated here to maintain a Program
Progress of "On Target". Failing to complete the learning by prescribed deadlines will result in a Program
Progress of "Behind". Please nole that the deadlines are calculated and fixed at time of enroliment.
Changing the deadline only affects newly enrolled users. You can apply the changed deadline for already
enrolled users with open transcripts using the "Update Deadline of Users" option available under the gear

icon in front of the module.

E-malil

(‘applies to

&P NetDimensions

Talent Suite

)
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E-mail is one of the communications options offered by the Talent Suite. You may send the individual to
pre-specified e-mail addresses (e.g. an internal or an external e-mail address) on an ad-hoc basis or on
an event-triggered basis using a predefined email template.

Email messages may also be sent in bulk (Either using or not using an e-mail template.). The E-mail
Template Editor allows you to create e-mail message templates that both incorporate a predefined
message and specify to whom the message is to be sent when an event occurs. For example, a
message may be sent upon a participant's successful enrollment in a course both to the participant and
his immediate manager.

To create and manage e-mail templates, first access the E-mail Template Editor.

Accessing the E-mail Template Editor

To access the E-mail Template Editor from the Catalog Manager, access Manage Center >
Communicate > Email Manager > E-mail Template Editor. The Email Template Editor screen
appears in a separate window.

Creating E-mail Templates

To create a new e-mail template from the E-mail Template Editor:

1.Click the Create Template icon.
E-mail Template Editor i ? X

Templates
[ Il System Default Message
E-mUser Tamplates
E-mail Template Editor

First, select an E-mail Template on the left panel for editing. Click the Create button on the top
panel to create @ new E-mail Template

2.The E-mail Template Properties screen appears.
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E-mail Template Editor

Templates
i System Default
mUser Templates

DR & ? X

E-Mail Template Properties

This form allows editing of the selected template. Note: system default templates are not allowed to be
delsted.

Cancel

Nam

Sender
Specify the sender of the e-mail

-
Language Preferences

| Send Message in "To" recipient’s language (and disable "CC" options

Select from the list below the intended recipients for this message
To cc itted

Approver @ )

Participant

Direct Appraiser

HR Manager

Course Specific Instructor(s) .

Default System Approver Q @

Default System User/Administrator @ )

Appraisal Reviewer

Appraisal Super-Reviewer

Organization Approver

Specific User

iiii-i-:i-iiiici-g)

= | i

External E-mail Q@ ) L
Messages may be sent to one or more external e-mail addresses. Use comma () to separate multiple
addresses

Top half of the Email template

3.The E-mail Template Properties screen allows you to enter the following parameters:

January 2019

1. Name This field allows you to enter the name of the e-mail template to be created.

2. Specifying the Sender of the E-mail This allows you to specify the sender of the email. To
specify the sender of the email, click the Selector button. The menu for selecting a specific user
will be displayed. Use this menu for selecting a sender.

Select Specific User

User 1D/ Mame | E-mail

User Group

# Specify Additional Attnbutes

Reset

Results; 162

Role Oirganization
System Administrator v
Show Tips
Selectad: 0

WOODLEY Adam (ZCORP_ADAM) -
ADMIN Admin (NETD_GREENWELL)

EUSEBIO Adrian (NETD_EUSEBIO)

WEAVER Adrian (NETD_ADRIANW)

KING Alex (ZCORP_ALEX)

POULOS Alex (NETD_ALEX)

ZAHEER Ali (NETD_ALI)

LYTTLE Andrea (NETD_ANDREA)

HUELGAS Andrew (NETD_ANDREW)

BACHO Anthony (NETD_ANTHONY)

Nl FRANCFSCO) Reatrice (REATRICF THFRANCFS ™
i 3

e

Honzontal View
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PR

o

Selecting Intended Recipients of the E-mail To select the recipient:
Click the To radio button of the recipient(s) who will directly receive the email.
Click the CC radio button of the recipient(s) who will be given a copy of the email.
Click the Omitted radio button of the recipient(s) who you do not want to include as the recipient
of the email.
Selecting a Specific User as a Recipient of the email: If the recipient is not included on the list,
you can also select a specific user as the receiver of the email.
a. Select first whether the specific user (recipient) is direct (To) receiver of the email or
copied (CC) receiver of the email.
b. Click the Selector button under the Specific User. Once clicked, the menu for selecting a
specific user is displayed. Use this menu in selecting a user.
c. To remove the specific user, click the Trash icon

. Sending messages to external e-mail addresses: You can also send one or more messages to

external e-mail addresses.
a. Select To / CC/ Omitted for the recipient(s).
b. Enter the external e-mail address to the entry box located under the External E-mail. Use
comma (,) to separate multiple addresses.

the list beow e\memerecienforis essae
To G omitted
Approver : % @
Participant @
Direct Appraiser @
HR Manager @
Course Specific Instructaris) @
Default Systern Approver @
Default Systern UsersAdministrator @
Appraiser @
Super-Appraiser @
Crganization Approver @
Specific User @
&G
External E-mail @ @) @

Messages rnay be sent to one or more external e-rnail addresses. Use comma () to separate multiple addresses.
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Message

Enter a new message or select text from one of the predefined messages (the text may be altered for this
specific message). Substitution parameters are indicated as {keyword...} text and others may be added
using the drop-down list below.

Language English
Predefined Message Default Enrollment Approval Reminder  *
Subject

NOTE: For security reasons, the external approval link is NOT shown in CC
user e-mails.

Parameters = Additional Charges v

Select an attachment from the repository
Assign attachment -

Remove assigned attachment(s)

[ Attach Leamer's Prework and Standard References

L) Attach Facility Map and Training Center Maps

Upon creation, default permissions will be granted

Logical Domain: Global Default -

te A

Bottom half of the email template

1. Entering Predefined or Own Message: You may enter your own message and subject in the
Message section.

Enter 2 new message or select text from one of the predefined messages (the text may be altered for this specific message). Substitution
parameters are indicated as {keyword._.} text, and others may be added using the drop down list below.

Language 9 m sh E[
Predefined Message o Default Enrollment Approval Reminder [

Subject

HOTE: For security reasons the external approval link is shown in CC user mils.o

Parameters | Agditional Charges
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In creating a message:

1 Language:
You can select the language to be used in sending the message.

Note: Users can change their language preferences in Settings and if a matching language
has been configured for a template, they will receive the e-mail in their preferred language.

2 Predefined Message:
Alternatively, you can select a pre-defined message from the drop down list appearing by the
Predefined Message field. However, these predefined messages were intended for
course-specific functions and not designed as general-purpose messages. If you select a
pre-defined message, the message will appear in the message section. You may edit this
message.

3 Subject:
Enter the subject of your email on the subject entry field.

4 Message Box:

The message box allows you to enter the content of your email message or edit the selected
predefined messages.
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5 Append Parameters to Message:
E-mail Template Editor allows dynamic parameters to be embedded in the e-mail template,
e.g. {course_title} for the course title. There are certain parameters that deal with the names of
certain users:

1. Approver

2. Default System Approver
3. Denier

4. Direct Appraiser

5. Participant

However, the format of the resolved name follows the configured display format within
NetDimensions Performance application and is not always appropriate. Very often, names are
displayed with the last name first, followed by the first name, e.g. "SMITH John". In order to
make it more flexible, extra e-mail parameters have been introduced so that a user's first name
(i.e. given name) and last name (i.e. family name) can be separately embedded in an e-malil
template. We now have these e-mail parameters:

1. Approver Full Name (formerly Approver)

2. Approver Family Name

3. Approver Given Name

4. Course Schedule

5. Default System Approver Full Name (formerly Default System Approver)
6. Default System Approver Family Name

7. Default System Approver Given Name

8. Denier Full Name (formerly Denier)

9. Denier Family Name

10. Denier Given Name

11. Direct Appraiser Full Name (formerly Direct Appraiser)
12. Direct Appraiser Family Name

13. Direct Appraiser Given Name

14. Old Session

15. New Session

16. Participant Full Name (formerly Participant)
17. Participant Family Name

18. Participant Given Name

19. Session Code

20. Session Title

21. Display custom text

For example, to produce the line "Dear John Smith" rather than "Dear SMITH John", we can
use the Participant Given Name parameter followed by the Participant Family Name parameter
in the e-mail template.

Apart from the parameters mentioned above, there are other parameters that can be
embedded in the e-mail template (please see the list on the table below):
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{AdditionalCharges} {enroliment_date} {total_number_of tokens_purchased}
{addressHright_to_reply_link} {evaluation_workflow_launch_link} {total token_ cost_excl_ tax}
{approver_remarks} {exam_name} {total_token_cost_inc_tax}
{assessment_createDate} {external_approval_link} {total_token_tax}
{assessment_desc} {external_training_comments} {training_center_contact_info}
{assessment_reviewee} {facility_code} {training_center_description}
{assessment_instruction} {manager_name} {training_center_directions}
{assessment_participant_duedate} {instructor_email} {training_center_name}
{assessment_primaryReviewer} {instructor_name} {training_center_venue_details}
{assessment_title} {join_date} {PaymentReference}
{catalog_search_link} {launch_appraisal_link} {user_attribute_1}
{certification_description} {venue} {user_attribute_2}
{certification_expiration_date} {location_code} {user_attribute 3}
{certification_id} {need_hotel} {user_attribute_4}
{certification_issued_by} {notify_email} {user_attribute 5}
{certification_name} {org_goal _title} {user_attribute_6}
{certification_days_valid} {personal_goal_title} {user_attribute_7}
{charge_to_personal_training_budget} {phone} {user_attribute 8}
{charged_costcenter} {postal_code_zip} {user_group}
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{city}

{company_name}
{cost_center_name}
{country_code}
{Coupon_ID}
{course_cost}
{course_description}
{course_id}
{course_optional_pay_items}
{course_schedule}
{course _title}
{current_date_and_time}
{denier_remarks}
{deptid}

{department}

{email}

{end_date}

{employee _id}

{preferred_date} {participant_id}
{preferred_location} {user_org}
{Pricelnfo}

{province_state}
{purchased_tokens}
{purchased_tokens_pay ref}
{reason_to_enroll}
{RefundAmount}
{RefundAmountOptPayltems}
{request_date}
{reviewer_given_name}
{reviewer_family_name}
{room_name}
{session_end_date}
{session_start_date}
{session_confirmation_link}
{session_description}

{start_date}

January 2019
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To automatically enter the specific parameters into this message (e.g. the name of the participant):

1. Select the parameter by click the drop-down menu by the Parameter field.
2. In the message box, place the cursor on the area where you wish to enter the parameter.
3. Click Append to Message.

Note: You need not specify parameters for a bulk message.

Attaching Documents or Files You may attach a document or file by clicking on the Assign
Attachment hyperlink and then selecting the file/document from the Repository Manager screen that
appears (in a new window). To add an attachment:

a. Click the Assign Attachment hyperlink. The Repository Manager screen appears in a
separate window.

b. Select the desired file(s).

c. Toremove an attachment, click on the file and click the Remove assigned Attachment(s)
hyperlink.

d. Attaching Learner's Pre Work and Standard Prefences : Files in Reference Resource,
belongs to learners' Pre work and Standard, can be easily attached to emails and send to
users. Since Reference Resource contains many types of file URL, only files exited in
Repository will be attached to emails. To attach the Learner's Pre Work and Standard
Prefences, tick the box beside the "Attach learners Pre Word and Standard References".

Attachments

Select an attachment from the repository.
Assign Attachment [

Remowve assigned Attachrmentis)

IDAttach learner's Pre Work and standard References I

[Tl Attach facility map and training certer maps

Attaching Facility Map and Training Center Maps: To attach the facility map and training center
maps as to the email template, tick the box beside the "Attach Facility Map and Training Center Maps".

Attachments
Select an attachment from the repository.

Assign Attachment

Remove assigned Attachment(s)

[C] Attach learner's Pre Work and Standard References
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When users receive an e-mail using the customized template, Facility and Training Center details will
be shown. Maps could also be attached to email.

File|] ) M )
Attachment.| — MaP-YYY.jpg "l Map_XXX jpg

Subject: Enrollement

Course MOD-0004 has been enrolled. Please find below the following details:
Facility Code: FAC_1

Training Center Contact: 123-4567

Training Center Desc: This is

Training Center Direction: Exit A

Training Center Name: Training Center ABC
Training Center Venue: Block 1, XXX Road

Reference Resource attachments in email template: Files in Reference Resource, belongs to
learners' Pre work and Standard, can be easily attached to emails. Since Reference Resource also
supports specification of a web based resource (URL), only physical files from the Repository will be
attached to emails. There is only one step to complete the setting for attaching resource in email
template. Check the "Attach learning's Pre Work and Standard References" option under Attachments
group. In order to use the email template, please set it up in "E-mail Preferences Setup".

E-mail Template Editor | 0D B & 2 X

Templates \

E"::I System Default
El‘u User Templates

= APPRAISAL WORKFLOW
TRAINING REQUEST

= Approval Expired Notification Parameters Additional Charges o
= Copy of-Copy of-Email
Reference
= Copy of-Email Reference Attachments
= Email Reference Select an attachment from the repository.
= Not-Yet-Accessed Reminder Assign Attachment -
= Session Completion
Notification Remove assigned Attachment(s)

= SUBMIT AGREED APPRAISAL
® SUBMIT PENDING APPRAISAL
= SUBMIT REVIEW APPRAISAL
= SUBMIT STARTED APPRAISAL

[¥] Attach learmer's Pre Work and Standard References

To specify which users and organizations can access the current template, click
Permissions

Meta Data

Created By:

Date Created:  Jul 5, 2012 10:02 AM C5T

Last Updated By: ADMINISTRATOR System (ndadmin)
Last Updated:  Jul 17, 2012 11:06 AM C5T

(e J e o J o L ioe c

Email Templates Sent in Recipient's Language
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As email template provides multi-language support, language-specific email messages can be
authored. This feature is to allow the flexibility of sending an email with message based on the
recipient's language preference. For example, if the intended participant recipient who has set the
language preference as Chinese and the intended manager recipient who has set English as language
preference, with this checkbox option enabled, both will receive emails in their corresponding language
preference given that the template has both of these language-specific messages configured.

Sestings
- Ly (g Wy Pogills  (Range puaneesd Adimesi  Tesws of Une
e g 1T - Top i kgt ot bl dhrtea B e Uyl bt bl Doy el et s mierlacs (R sl
I [P |- ] g bt T ey et e Listwn
- R Toliin i o] T b e e s e S e b o o Panie chotun B K1MEARE) sute sa kgt wbn Lo el B i Corted e mbmate by e

4 Paa e forda R maie v oF P cononit

The highlighted is the new option of language targeting option on the Email Template Editor.

One caveat of enabling this feature, the "CC" column will be disabled and only intended recipients can
be selected as "To" recipients. Specifically, if the recipient is already in the "CC" list, checking the
option will cause the intended recipient to be tagged as "Omitted" instead. The reasoning behind this is
that by definition carbon copy should be an exact copy of the original message and it shouldn't be a
language-variant message.

Salect from the st below the mtended recipients for this message

To CC Oirnittied
Appeowar o
Participant o
Duigct Appras e @
HR Manager
Course Speciic Instructor(s)
Defaull System Approeer
Drefault System UsenAdministraton
Apprasar
Super-Appraiser
Crganization Appaover
Spacific User

e R e R @ e @

Ll |
Extamal E-mail )
ME‘SS&QES may be Senl Lo ome of mone extemnal e-mad addresses. Use comma () 10 separate mulliple addressas ——

It might also be noted that, for external recipients, it's not possible to match language preference, the
mail will be always be sent in the default language.

Add NewAssignmentID Column to Users CSV Format

There seems to be a misunderstanding that the AssignmentID column is used to update the
assignment ID to a new ID, this is not correct. If a user has multiple assignment accounts, there is a
need to specify which assignment account to update with the personal record defined in the CSV file,
hence the AssignmentID column is used for the lookup rather than the update. Since the column is not

for updating an existing ID, hence a new NewAssignmentID column is introduced for this purpose much
like the NewUserld column.
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MewAssignment!D Assignment 1D The ID of the user's assignment to  Mone
be changed to

When adding a new assignment, if both AssignmentID and NewAssignmentID are specified, this
NewAssignmentID value will take precedence; when updating an existing assignment, use this
NewAssignmentID to update to a new ID if the specified AssignmentID does exist.

Accordingly, the R109 data dump report has been added with this NewAssignmentID Column.

E-mail Template Parameters

(applies to <@ NeiDinensions

Module Deadline as E-mail Template Parameter

A new e-mail template parameter "Module Completion Deadline" is added. Administrator can put
{module_completion_deadline} into the e-mail template.

This deadline is the actual completion deadline of the transcript. If a module is set to expire X days from
enrollment, then the value of this parameter will be the actual date of enrollment date + X days.

E-mail Template Editor D& r ?2 X
Templates W Predefined Message Default Enroliment Approval Reminder []
B & System Default Subject Enroliment Confirmation

m Default Certification Expiration Reminder
® Default Course Withdrawal Notification
= Default Enroliment Approval Reminder
= Default Enroliment Approval Request
= Default Enrollment Approved Notification {module_completion_deadline} ]
= Default Enrollment Confirmation
= Default Enrollment Denied Notification
= Default Enroliment Pending
= Default Enroliment Waitlisted
® Default Session Transfer
® Default Start-of-Session Reminder
[ W User Templates

NOTE: For security reasons2, the external approval link is shown in CC user
e-mails.

Module Completion Deadline m Parameters [alalsChlRi

Join Date

Launch appraisal link
SLinked Goal Program Mame
PlLinked Organizational Goal Title

i Module Completion Deadline ]

MeedsHotet P
New Session
Notify E-mail (about charged Cost Center)
Old Session
Organizational Goal Title
~Participant First Name |
—Participant Full Name
Participant Last Name
Performance Goal Title
TPhone current template, click Permissions
Postal Code/ZIP
LPreferred Date
gPreferred Location

1

m,

Withdrawal Reason as Email Template Parameter

Users can now configure courses to require a reason for withdrawal. The related template parameter
"Reason for Withdrawal" is now available in the system.
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Message

Enter a new message or select text from one of the predefined messages (the text may be altered for this specific message) Substitution parameters are

indicated as {keyword. ) text and others may be added using the drop-down list below

Language English
Predefined Massane, o Plefosie Cmsellannmt bommanoe] Rlaminder v
5 Participant Full Mame ol
ubgect Participant Last Name pn
Pedormance Goal Title
HOTE: For Phone link is shown in CC user s=mails.
| Postal Code/DIP

Dear

% P Dreferred Date
You have Pr_efeme:l Lecation Pa have any queries, please contact our leazning systems
adminiap CACE INfD

N Provance/State

Purchased Tokens
Purchased Tokens Payment Ref

Reason for Taking This
Thank ya;
ank ¥a Reason fior Withdrawal I

Reamomn:

Refund Amount

Refund Amount (Opticnal Payment ltems)
Report Fila Name

Repart ID

Report URL

Request Date

at Passwnrd

Parameters | Raasan for Withdrawal

Reason for Withdrawal parameter on email template editor

Message

Enter a new message or select text from one of the predefined messages (the text may be altered for this specific message). Substitution parameters are
indicated as {keyword.. } text and others may be added using the drop-down list below

Language English
Predefined Message Default Enroliment Approval Reminder
Subject ‘CDUISE Withdrawal Notification

NOTE: For security reasons, the external approval link is shown in CC user e-mails.

Dear {participant_name},

You have been withdrawn from {course title}. If you have any queries, please contact our learning systems
administrator ({default_system approver}).

Reascm:l {reason_for withdrawal}l |

Thank you for your attenticn.

Adding the Reason for Withdrawal parameter on an email template

Message Content

From: ADMINISTRATOR System (ndadmin)
Ta: ADMIMISTRATOR System (MDADMIMN)
CC: (not specified)

Date: Feb 10, 2014 4:19 PM CST

File Attachment: (not specified)

Subject: Course Withdrawal Notification

*External recipients are not shown.
Dear User One,
“ou have been withdrawn from ow. If you have any queries, please contact our learing systems administrator (System Administrator).

Reason{Withdraw reason

Thank yeu fer yoeur attention

This message is intended only for use of the addressee and may contain information that is privileged and confidential. If you are not the intended recipient, you are hereby
notified that any use or dissemination of this communication is strictly prohibited. If you have received this cemmunication in error, please notify us immediately by replying and
deleting this message from your system.

A sample email content having the Reason for Withdrawal

January 2019
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Languages for Email Templates

Changing the Default Language for E-mail Templates

To change (or reset) the default language for e-mail templates:

1.Access Manage Center > Communicate > Email Manager > Reset system default e-mail
template language.

2.In the Reset System Default E-mail Template Language page, select the desired language from the
drop down list.

Horme  Training Records  Catalog Dashboard  Career Development Review  Communicate  Teach  Manage
= = = =3

Manage » Systern Administration Manager » Systermn Support Functions »

Reset system default e-mail template language

Please note that any previous changes to the system default e-rmail templates will be lost.
| English

| Arabic (Saudi Arahia) -
| Chinese (China)

| Chinege (Hong Kong)

| Chinese (Taiwan)

| Czech (Czech Republic)

| Dutch (Metherlands |

| English (Canada)

| English {United Kingdorm)

| English {nited States)

| French (France)

| German (Germany)

| Greek (Greecs)

| Hebrew (Israel)

| Hungarian (Hungary)

| Indonesian (Indonesia)

| Italian (ftaly)

| Japanese (Japan)

| Kaorean (South Korea)

[ Malay (Malaysia) 3

3.Click Submit. An acknowledgement appears.

Home  Training Records  Catalog  Dashboard  Career Development  Review  Communicate  Teach  Manage
I ——————————————————————————————————————————————

Marage = Systern Administration Manager = Systern Support Functions

Reset system default e-mail template language

The systern default email ternplate has reset to language English

4.Click Back to System Support.

Adding Other Languages to an E-mail Template

This feature allows the user to add other language to an email template editor. By adding other
language to an email template allows the user to send email messages to other language.

Page 195



NetDimensions LMS 14.1 - Catalog Administration January 2019

To do this:

1.Proceed to email template editor by going Manage Center > Communicate > Email Manager >
Email Template Editor.

2.0n the email template editor, select the existing email template where the language will be added.

3.Click the Add New Language.
B 5ystem Dedault

B User Templates

= APPRAISAL WOREFLOW TRAINING
FEQUE 51

= Approval Expired Motification

w Copy of-SUBMIT AGREED APPRAISAL

= Mot-Yet-Acoess

E-mail Template Editor

Templates

Add HEwLa'ﬂqual;eo
| save | Croae a Copy J Cancet J Usage |

Wl o0y of SUBMIT AGREED APPRAISA

ed Reminder

w Seccion Completion Moetification

& SLUBMIT AGREED APPRAISAL Specify the sender of the emal

= SUBMIT PERDING APPRAISAL

a SUBMIT REVIEW ABPRAISAL ADMINISTRATOR Systam (NOADMIN) & O

= SLBEMIT STARTED APPRAISAL
Select frem the List below the intended reapients for this message

Ta 14 Omitted

Apprower L]
Partiopant @

4. This opens the predefined messages editor. Select the language you want to add.

E-mail Template Editor 0 & ? X

Templates :
L] System Default
B3 User Templates

= APPRAISAL WORKFLOW TRAINING
REQUEST

= Approval Expired Notification

[ANCRERY Add New Language
[soe ]

= Copy of-SUBMIT AGREED APPRAISAL
= Mot-Yet-Accessed Reminder

= Session Completion Notification

= SUBMIT AGREED APPRAISAL

= SUBMIT PENDING APPRAISAL

= SUBMIT REVIEW APPRAISAL

= SUBMIT STARTED APPRAISAL

Cancel

Enter 3 new message or select text from one of the predefined messages (the text may be altered for
this specific message), Substitution parameters are indicated as {keyword .} text, and others may be
added using the drop down List below.

Langquage Arabic (Saudi Arabia) B

Predefined Message Default Enrollment Approval Reminder [«

Subject

NOTE: For security resason= the sxternal approval link is shown in CC user
emails.

Farameters  agditional Charges

H Append to Message

5.Select the Predefined Message.

6.Enter the Subject

7.Click the Save button to keep the changes.

Note: Users can change their language preferences in Settings and if a matching language has been
configured for a template, they will receive the e-mail in their preferred language.
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Specifying Access Rights
You may also specify read/write access:

1.Click on the Permissions hyperlink.

Permissions
To specifywhich users and organizations can access the current template, clicklFermissions

Create a Copy Delete

2.Choose the persons with read/write access rights in the Permissions Selector screen that appears.

3.Click Save.

Duplication of E-Mail Templates

To make a copy of the template:

1.From the Email Template Editor, click Create a Copy.

E-mail Template Editor | D& & ? X

Templates \ - " .
# System Default E-mail Template Properties

W User Templates

This form allows editing of the selected template. Note: system default templates are
not allowed to be deleted.

Usage

Mame patDimensions Test

Sender

Specify the sender of the email. -
Recipients

Select from the list below the intended recipients for this message
To CC Omitted

Approver ) ] -
Participant ) ) L)
Direct Appraiser L
UM Alamamar -

2.Talent Suite returns an acknowledgement and a copy appears in the left Templates column.
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E-mail Template Editor DB 7 X
| Templates W
ks | E-mail Template Properties
20 Syatem Default
Lzer Templates This farm allows editing of the selected template. Mote: system default termplates are not allowed to be
deleted.

son J s o | e J s (oo |

Template copied and saved (note: default permissions were granted), you can continue to make
maodifications

3.Close the Email Template Editor screen by clicking the Close icon.

Deleting E-mail Templates

To delete an existing e-mail template:

1. Locate the template to remove.

2. Click on the template. The Email Template Properties screen appears.

3. Check whether this template is in use by clicking Usage. The E-mail Template Usage screen
appears.

E-mail Template Editor | DR & ? X

Templates \ 1
@ 88 System Default E-mail Template Usage

B &User Templates o . . : -
m ACME Default Enrollment The listing below identifies all references to this e-mail template. You are not allowed to

Approved Motification remove an e-mail template if it is still being used by other part of the system
® Alain Enrolment Approval

Reminder :
; Enrolment Policy Ref
® Alain Enrolment Approval Request_ I

® Alain Enrolment Approval RequestJLGC SJP enrollement
Org Approver

® Appraisal completion

= Appraisal Start

= Approval Expired Motification Sysiem References

® Award Certificate Mo references in this category were found

s BCD Enrolment Confirmation

® Certificate of completion

] Cnmpletiun Certificate Cerdification References
® Copia de-
® Copy of Cape Default Enralment Mo references in this category were found.
Confirmation
s Copy of-Appraisal Start
® Copy of-Default Start of Session

Note: You may not delete a template if it is being used elsewhere.

4.If you have determined that template is not being used in any enrollment policy or that its deletion will
not result in adverse consequences, click Delete. A confirmation dialog box appears.
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E-mail Template Editor DR & ? X
Templates \ Adr.INmLarlg.lage

(- System Default
B EUser Templates Save [l Create a Copy
& ACME Default Enrollment
Approved Motification
® Alain Enrolment Approval
Reminder
® Alain Enrolment Approval Request
® Alain Enrolment Approval Request
Org Approver
m Appraisal completion Specify the sender of the email.

= Appraisal Start @

® Approval Expired Notification

8 BCD Enrolment Confirmation

WELENA CME Default Enrollment Approved Notificatio

® Certificate of completion Select from the list below the intended recipients for this message. .
® Completion Certificate To C_C Omitted
= Copia de- Approver .
® Copy of Cape Default Enrolment ~ Participant [ )
Confirmation Direct Appraiser -
® Copy of-Appraisal Start HR Manager C : -
u an of-Default Start of Session Crrea Snarcific Inetrrtadel i -
The page at httpy//asia.netdimensions.com says =)

a Are you sure you want to delete this Template?

£ oK

[ Cancel

5.Click OK. The Talent Suite returns an acknowledgement.

Searching for E-mail Templates

To search for an existing e-mail template:

1.Click on the Search icon.

E-mail Template Editor ( Tt

Templates W il

-0 system Derault
B0 User Termplates

Message

E-mail Template Editor: First, select an E-mail Template on the left panel for editing. Click the Create
huttan on the top panel to create a new E-mail Template.

2.The Template Search screen appears.
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E-mail Template Editor 0O & ?

Templates

B Y system Dafa Template Search
LI

Perform a search based on the Termplate attributes. You may enter a partial name in the name field fo perform a case-insensitive
wildcard search fwith *' as the optional wildcard character). For example:

= R lists all names baginning with R
= uff lists all names containing the sting uff

Name

Subject

3.Enter the item you wish to search for in the Name or Subject fields. You may either type in the full
name or part of the name followed by a . For example, to search for items starting with the letter R
you would enter 'R’

4.Click Search. The results appear in the Results Search screen.

E-mail Template Editor 0D & ?

Templates
Results of Template Search

Show {1- 1af 1) page[]EJor 1
e T

ancel Session Notificatic Edited Enroliment Pending Motification

tE ment Denled Motification
ult Enroliment F
t Enrallment

= Default Start of Session Reminder

5.The search result displays the list of emails that matches the string you entered in the search box.
You can open the e-mail by clicking the name of the template.

Sending Bulk E-mail Messages

Bulk e-mail messaging allows you to send messages to targeted individuals or groups. Bulk e-mails
should be contrasted to broadcast messaging in which a message is sent once for each new logon and
to any currently logged in users, that is, without specifying recipients. Before sending a bulk (or mass)
e-mail, you must first have predefined messages - that is, e-mail templates. While the Talent Suite
provides some default templates, you may wish to create new ones.

A mass or bulk e-mail message can be sent either from the Catalog Editor or from the Mass e-mail
functions in Communicate.
Choosing between the two options:

1. Sending a bulk e-mail through the Catalog Editor allows you to target participants in a specific
learning program using your own message.

2. Sending a mass e-mail through the Mass E-mail functions in Communicate allows you to use a
pre-defined message (an e-mail template).
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Sending Bulk E-mail from the Communicate Page

To send a bulk (or mass) e-mail from the Communicate Page:

1.0n the main menu, hover your mouse to Connect then select to Mail.

Katrina Saplala Wanage Centre Help H

> NetDimensions
Talent Suite

ﬂ Learning Centre = Career Centre = Workspace

Home

Reports Teach

Connect

Forums

People

2.Click the Create.

Home Learning Center Career Center Workspace Reports Teach

Mail Box

@ fswea T ]

Task Approval Reminder(Feb 5, 2013) SANTOS Vina (empno005)
) EATask Approval Reminder{Feb 5, 2013) SANTOS Vina (empno005)
E<Enroliment Approval Request(Jan 28, 2013) ADMINISTRATOR System (ndadmin)
B BE=ZEnroliment Approval Request(Jan 28, 2013) ADMINISTRATOR System (ndadmin)
E<Enroliment Approval Request(Jan 28, 2013) ADMINISTRATOR System (ndadmin)
[} E=Enroliment Approval Request(Jan 28, 2013) ADMINISTRATOR System (ndadmin)
E<Enroliment Approval Request{Jan 28, 2013) ADMINISTRATOR System (ndadmin)
[} EZEnroliment Approval Request(Jan 28, 2013 ADMINISTRATOR System (ndadmin)
E<ZEnroliment Confirmation(Jan 25, 2013) ADMINISTRATOR System (ndadmin)

3.The Send a Message screen appears in a new window.
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Send A Message

To send extemnal mail (e.q. intermef), your external e-mail address must be entered in the system. This can be done in Personalize -= User Administration

Send Details

From: MOLINA Alon (netdalon)
To:

CcC:

Subject:

B 7 U 4% FonkFamiy ~ FontSize S|IEE AW |wn

4.Enter the direct recipient and CC recipient by clicking the Select button
5.Enter your message under the Message section.

6.Click the Send button.

Send Automated E-mails for Participants on Demand

A new feature to send automated e-mails to course participants on demand has been added to the
Catalog Editor Participants List. From the gear icon, course administrators can choose to send the
following e-mails to selected participants on demand.

Enrollment Confirmation

Module Not-Yet-Accessed Reminder
Gentle Completion Reminder

Gentle Deadline Reminder
Start-of-Session Reminder
Completion Notification

Session Waiting Reminder

Session Finish Notification
Escalation of Completion Reminder

CoNoOA~AWONPE
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Catalog Editor ( 0D @ B ® X
~Sossion Prepeties "I Results por Page: 25 ¥
Introduction to Public Speaking .. 1 55475 p “
(MOD-0013)

Bulk Action ¥

Online Session

Enrnoliment
Participant SR Owerall Status Change

Date

Session Setup - the following steps help Jun 24, Date to

: ADMINISTRATOR NOT
you to define a session. - | 'ﬁ | System (NDADMIN) 2014522 be STARTED | — '
1. Edit sassion nfirmed
2. Enter cost information Update Deadline
3. Participants Send E-mail pr NOT
4. Instructors o STARTED ¥
5. E-mail Preferences Selup Send Enrollment Confirmation
6. Cost Accounting Information
T. View usage statistics Send Module Not-Yet-Accessed Reminder NOT
Send Gentle Completion Reminder STARTED '
Send Gentle Deadline Reminder
Session Utilities - bafore you use these ) NOT
utilities, please save any changes you have ] | |Send Start-of-Session Reminder STARTED | — v
made. Send Completion Notification
8. Auto-Enroll
9. Group Enroll Send Session Waiting Remindar NOT .
10. Group Training Plan o STARTED
11 Knowledge Canter Praview Send Session Finish Notification
Send Escalation of Completion Reminder
NOT
U UMA MIKE) b STARTED !

PM CST  confirmed

Sending automated e-mails on demand from Participants List

The e-mail will be sent regardless of business rules and will not affected the existing automated
e-mails.

Welcome Email

Configuring the New User Welcome Message

To configure the Talent Suite to automatically send a welcome message to a new user:

1.Access Manage Center > System > General Settings > System Configuration. The System
Configuration screen appears.

System Configuration

Select a spacific configuration category from the drop-ds menu below. Subsequent screens allow you to edit the properties associated with the selected category
When you click Save, the current customization properties file is updated

Select A Category
Online payment |z|

You must save all changes before selecting another category.

Online payment

Enable online payment ] 48 @
Enable shopping cart ¥ 6.3 @
Payment plugin URL ‘ | 6.0
Payment plugin key ‘ | 6.0
Allow enroliment approval with online payment 57 @
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2.Click the drop-down menu in Select a category and choose Mail. The Mail category appears.

Include iCalendar attachments in enrollment and approval || & 4 6 @
confirmation messages

|Deli\rer|CalendarNot|ﬁcations as Email Attachment(s) ‘ 4 |§|®
|Aa:|d Course Description To iCalendar Attachment ‘ 4 I%|®
Reguest responses in iCalendar Iﬁ @
Mew User Welcome E-mail: h| 4 6 @

v]
Enrim | Indata Mntifiration Emeail | ol 1A T

3.Click on the Select icon by the New User Welcome E-mail.

4.Select the desired E-mail Template from the E-mail Template Editor screen that opens in a new
window.

Enhanced Welcome Email Handling

Previously, the Welcome Email was based on users added in the last 24 hours - this made it
problematic to send a welcome email to users who were loaded in advance of being ready to use the
system, or who had missing email information in the initial load. In some cases these users may have
been added without an email address (not yet available) or in a not active state.

Now, the Welcome Email Event Handler will check users added within the last 30 days and at the point
at which they have a valid email address (e.g. contains the "@" character) and a active status (e.g. not
closed, deleted, pending, suspended, or inactive), the email is sent and the date recorded in the user
statistics. This information shows in the User Editor in the Status tab for each user.

Password in New User Welcome E-Mail for manually created users

When creating a user manually with the User Editor, the Administrator doesn't have to care about the
password. The system automatically creates an initial, random password. And this password fills the {re
set_password} placeholder in the New User Welcome E-Mail. Note that the {reset_password} placehold
er in the New User Welcome E-Mail can only be filled as long as it is the initial password. Once an
admin overwrites or resets the password, the placeholder stays empty.

Help Text for Password

A tool tip appears when users click on the Help icon explaining the functionalities of the new "Change
Password" feature
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User Editor
Organization L

B&BALL
W Germany

UNASSIGNED

B X

04 Learner learner 04

User Groups ~ Supervises ~ Status  Records/Transcript

@ Active

PERSONAL INFORMATION

First Name *
Middle Name
Last Name*
Other Name
Gender

Title

Date of Birth

Password q
9

EMPLOYEE €
Current Status
Use External /
Employee Nur

Expiration Dat

Learner

Password

Change password:

With "Change password" you can overwrite the
user's password with any string that meets the
system-configured password security
requirements. This is not triggering the "New
Password E-Mail". You need to inform the user
manually about his new password.

Please note: If creating a new user, the
{reset_password} placeholder in the "New User
Welcome E-Mail" can't be filled if overwriting
the inital password here.

Send Reset Password Mail:

Clicking this link will generate a new random
password and send it to the user using the
"New Password E-Mail". The link is only
available if the user account has entered an e-
mail address.

Immediately send out the New User Welcome E-Mail

January 2019

The New User Welcome E-Mail is normally sent out as part of the next Daily Tasks. If users need their
login credentials immediately, the Administrators can manually send our the welcome email. This can
be done by clicking the "Send Welcome Email Now" button on the Status tab of the user in the User

Editor.

User Editor
Organization \

UNASSIGNED

(=] X

04 Learner learner 04

Profile ~ User Groups ~ Supervises [SIEITEH Records/Transcript

Meta Data

Created by:

Date User ID Created:
Last Updated By:

Last Updated:

User Statistics

JULIA GEISEL Admin (jgeisel_admin)

Mar 1, 2017 2:36 PM CET

JULIA GEISEL Admin (jgeisel_admin)

Mar 1, 2017 2:42 PM CET

@ Active

General user session-related statistics. Note that the total and average session times only include sessions where the user
logged out properly.

Last Log-In: Unknown
Last PW Change: Unknown
Last Auto-Enroll Scan Unknown

New User Welcome E-mail:

[SLIGEIGE Send Welcome Email Now |

Last Offline Auto-Enroll Scan: Unknown

Logins:

0

Or manually run the Welcome Email Task.

8 Retirs Expired Questions Task Daily
e Send Personsl Gosl Reminder Daily
Set Session Status To Enced Daily
G Standard Daily Tasks Daily
Suspend nactive Users Daiy
8 Synehvonize Traing History from GoToTraiing Daily
8 Update Question Court Usage Tack Daity
[ Web Catalog Refresh Daily
Weicome Emai Task Daily

Application
Application
Application
Application
Routine Administration
Application
Application
Routine Administration

Application

Sending mail to the internal mail box

Feb 15, 2017 302 AM HKT

Feb 15, 2017 .02 AM HKT

Feb 15, 2017 .02 AM HKT

Feb 15, 2017 .02 AM HKT

Feb 15, 2017 302 AM HKT

Feb 15, 2017 302 AM HKT

Feb 15, 2017 302 AM HKT

Feb 15, 2017 .02 AM HKT

Feb 15, 2017 .02 AM HKT

Active

Active

Active

Active

Active

Active

Active

Active

Active
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In Talent Suite, all mail notifications will send to the internal mailbox. Mail will also send to external mail
box if the following conditions are met:

1. SMTP server is configured
2. User email address is specified

"Use External Mail" field is removed in User Editor, User Preferences, User Data Loader and Report
Wizard.

"Allow mail choice" field in System Configuration page is removed.
System property "system.forceexternalmail” and "system.externalmail”" are removed.

Reminder and Confirmation Emails

Instructors Notified when Assigned to Classes

An instructor can be informed by email when being assigned to / deassigned as the teacher of a class.
This can be done via the two System Configuration settings as shown below:

1. Instructor Assigned to Class E-mail Template
2. Instructor Deassigned from Class Email Template

Allow administrators to publish new revisions to leamers

v 92
whose status in earlier revisions is Completed e
Instructor Assigned to Class E-mail Template: Instructor Assigned to Class E-mail Template i“Q] 93 @
Instructor Deassigned from Class Email Template Instructor Deassigned from Class E-mail Temple illgl 93 @
Session Cancelled E-mail Template to be sent to Panticipants:  Default Session Cancellation Email i"QI 93 ﬂ
Session Cancelled E-mail Template to be sent to Instructors: i"gl 93 0

‘

Default date format dd-MMM-yyyy 90 @

A prompt will appear for the users to confirm that an email will be sent when an instructor has been
newly assigned to a session/class.

Page 206



NetDimensions LMS 14.1 - Catalog Administration January 2019

& localhost8090/ekpd3/serviet/ekp/BSCATFRAMES?LID= MOD-0000

v

Instructor assignment has changed for this session. Send notifications to
instructors who have been assignedideassigned?

OK | [ Cancel

The function applies only to Instructors who have been assigned manually (excludes dynamically
assigned instructors). The email will include iCal invitations, if configured. Users can choose to append
Instructor information to the "Course Schedule" email template parameter.

Ad-hoc Send Instructor Notifications

Catalog Administrators can send ad-hoc notifications to instructors (e.g., materials updated) any time.
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Edit instructor list for CLASS-001 (CLASS-001)

CLASS-001 (Oct 1, 2013 9:00 AM - Oct 3, 2013 3:00 PM)

Default Instructors

The following users are the default instructors for newly added classes. You can change these or add other instructors for every class if
required by clicking on the class in the list.
© Manual Assignment

Instructor Configured

Select instructors DUOH Veerle (DUOH) i
Remove instructors

© Dynamic Assignment

Automatically assign instructors for this session based on competency qualifications. Enter one or more competency levels that a user
must have to qualify as an instructor for this session.

Search and add instructor competency qualification. e

Competency Required Level

There are no items to display.

Instructor Assignment for Scheduled Classes

Oct 1, 2013 9:00 AM To Oct 1, 2013 5:00 PM At Unassigned
DUGCH Veerle (DUOH)

Oct 2, 2013 5:00 PM To Oct 3, 2013 3:00 PM At Unassigned

DUCH Veerle (DUOH)

[ Send Instructor Notiﬁca'tiunﬁqx]

Instructor Assigned te Class Motifications will be sent to all Manually Assigned
Instructors and those that have been assigned to Scheduled Classes

Catalog administrators can send ad-hoc notifications to instructors

Enrollment Confirmation Message
To define which messages are to be sent upon the triggering of certain events: (e.g. enrollment

confirmation), select the session schedule (if necessary) then click E-mail Preferences Setup in the
Catalog Editor. The Email Preference Setup screen appears.
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Catalog Editor
Learning Ohjects) hishave nol been sandLT1

DABRBNOARDX

Begslon Properies ‘

Wodue Froperties

Class &:2010 (Class2010)

1 Catalog Sebp
1.1 Diefine Module Properfes
1.2 Erer Cogt Information
1.3 Enler Objactives
1.8 Emler References
1.5 Priview
1.6 View Usage Salistics
1.7 Indic aled Inderesst List
1.0 Ags0cialed Programs Listing

2 hrress CondrolEnnoliment Conol

21 Defing Module Securiy

1.2 Azsign Prerequisites

1.3 Aesign ExaeiCadifiat onEraluation
7 4 [y

= 1.5 E-mall Preerenves Sebp

1 Knawledge Canter St
31 Satue Oplions

4 Laurch Selp
4.1 Defing Launch Properies
4.2 Previsw

E-mail Preferences Setup

A2010
Configwe 3 custominad smai o be sen! 53 & pad of e worklow sasocialed with 2 confemad enrolimand. This e-matl
wil cramics e cifaul paneric confmiation e-mail

E-mal Message Name:

Lijlv)

Iendula Nod Yol Acoessed Remintes

Confipie amemal ko ba sond whander 2 usar has haan enroed tug fas nofel socassed his moce.
E-mad Message Hame: .j.l gl
Fraguenty ngb_i:l.- -

Only send afler " days of mackdy. |

{Ganile Completion Reminded

Ol & anbia compReiin neviinoar mashage G b it g pof vl complilad 3 assanad toursd. Th il
G-V B S Exgraent On M 0slimen cle of M couri, 0 [N el a-mal dedile ahcesd noiale k0 M s
& aneciic deadiing, Fane sonles

E-mal Mes=aga Name: 111 ﬂ|

Frequenzy: ‘Weakly -
#days ater envodment before infial rerinder. ()

Start-of-Seasin Resmidar
Cionfiguss 5ne-mall i e sant 'n' days pnardo the slart of 3 claas

January 2019

1. To specify an associated enroliment confirmation message, click the Select icon by the Email

Message Name field under

Confirm Enroliment.

Confirm Enrollment

E-mail Message Mame:

Configure & customized e-maillo be sant 25 3 pan of the workflow sssociziad with & confirmad enroliment This e-mail
Wil overrie the defaul generc confirmalion a-mail.

&/|0)

2. The E-mail Template Editor screen appears.

E-mail Template Editor

I DE & 7 X

Templates W

B9 system Defaul

& Dgfall Cedificalion Expiration
Rirrifd i

® Default Coursa Yo drawal
Mobfcation

= Digfault Enrolirmsand Spproval
Rermindgs

Message

E-mail Template Edrorfirsl, seleci an E-mail Template on the beft panel for editing. Click the Create
button on the fop panel ba craste a new E-mail Template

3. Click on the Default Enrollment Confirmation hyperlink. The E-mail Template Properties screen

appears.
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E-mail Template Editor DB e 7 X

Templales W

E-mail Template Properties
Eﬂ Gysbarn Dwafaul

= Defaull Cerlification Expiration Reminder
s Defaull Course Withdrawal Modification
= Dafaull Eneoliment Approval Reminder
= Dafault Enolimeant Approval Reguest

(il

N fication
= Dfiult Envollment Confirmalion

& Default Enrollmend Denied Matification
= Defaull Enroliment Pending
u [afaull Enmoliment ¥Waitlistad

Thas form allows eddng of the selached lemplate. Mote: system defaul femplabes are not

allowad 10 ba delated

Cani:el

Crasate a Copy

Mame [atal Enroliment Cordirmation

Sencler

= [iafault Start of Bossion Remindar Snecitythe sendar ofihe email

EH Liser Templatas __E_ng
& 3010 Tesmiplabe
u Approval Expired Motifcation
= CertficaBon Completan Salectirorn he li2f below the intended recipienls for this message,
= Copy of-Approval Expired Motification Ta GG Omitied
= Copy of-Copyl Apgroves : @
u Copy o ERP Niw Email Message Farticipant @ ) P
m ol Direc! Appraiser > @ i
m EKF Mew Emall Message HR Manager - a
= Enroliment Cordirmation Course Specific instructan(s) &
= MNol-Yal-Accessed Remindar Dierfault System Ap prover C)
= Session Completion Nolificason Diefault System UsarAdministratar @
= S@sgion Wailing Spaciiic Lser W

4. Define the properties.

5. Click Save.

Not-Yet-Accessed Reminder Message

January 2019

To specify a reminder message: (telling the participant that he/she has not yet accessed the module)

1. Select Not-Yet-Accessed Reminder from the drop-down list in the Predefined Message field.

Enter a new meassage or select texd from one of the predefined messages (the test may be altered for this specific massage).
Subsbtulion paramatars are indicaled as {keyword .} b2, and others may be added using the drop down list below.
Pradafined Massage

Subject

Datault Enrollmeant Appronal Remindar
Detault Enrollment Approwval Reguest
Datault Enrollmeant Approned Motihcaton
WOTE: For security reason, external approval link 1s ot evallak mioimygl Start of Session Reminder
Deac {pacticipant_nams], Dratault Ennallment Denied Matfication
Default Enmollment Confirrmation
This is to confirm your enccllment in {course titlel. I3 [Daetaull Enmollment Pending

CoOnCAact OUr Lesrning Syscems Rdminisceator ((defauwlt sy Default Enrollment Waillisted

Crataul Course Withdrenwal Motiicahon
Detauli Certification Expiration Remindear
d Rermncder

Session Completion Motfication
Approrval Expired Motification

Enrolimar|

Thank wou for YoUur aCCention.

. Click Save.

. The screen refreshes with the message.
. Change the title in the Subject field.
. Click Save.

ab~hw N

Start of Session Reminder Message

To specify a start of session reminder message:

1. Click on the Default Start of Session hyperlink in the Catalog Editor. The E-mail Template

Properties screen appears.
2. Define the properties.
3. Click Save.
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= Default Cartification Expirstion Reminder
= Default Coursa Withdrawal Motication
= Diefault Envallment Aporoval Remindes
= Digfault Envallrment Approval Remues
- Default Aporoved
& Default Enroliment Confirmation
= Default Enroliment Denled Notification
= Default Enmoliment Pending
= Defauylt Yaitiisted
_I :-DefaultShlt of Session Reminder
EFYUEET Temprae:
& 2010 Termplabe
= Approval Expired MoSSicalion

E-mail Template Editor OB & 72X
T, E-mail Template Properties
EFS gystem Dataut

This form allows editing of the selected template. Note: systermn default templates are not allowed to be deleted.

Mame Ngfault Start of Session Feminder

Specify the sender of the ermail

Select Forn Me lis! below the inended recipients fof Mis message.

 sav J crosts o Camy | Conce oo | osies

Post Session Reminder for Instructors

January 2019

This feature allows email to be sent to Instructors and Administrators reminding them to document
users' attendance and session completion. This can be configured in the E-mail Preferences Setup of

the Catalog Editor

1. E-mail Preferences Setup

Users click the "..." button to select the E-mail template. Note that only Course Specific Instructor(s), D
efault System Approver, Default System User/Administrator, Specific User and External E-mail are

supported recipients. Other recipients will not receive any e-mail even if they are selected.

« Catalog Editor [

Module Properties Wk

Session Properties W

Classroom 1 (MOD-0002)

Select an event status:
Actve
Select a session:

Jan 18,2017 2:00 PM (None Assigned)

[ co [uIeIRV]

Session Setup - the following steps help you to define a

session
1. Edit session
2. Edit session class schedule
3. Enrollment Restriction
4. Enter cost information
5. Enter references
6. Participants
7. Instructors

8. E-mail Preferences Setup

9. Cost Accounting Information
10. View usage statistics
11. Checklist
12. Resource Reservation
13. Define Session Security
14. Associated Programs
15. Tin Can API

Session End Date

0 H® X

E-mail Message Name: =

‘Submitted Homework Notification
Configure an e-mail to be sent whenever a participant uploads a Submitted Homework

E-mail Message Name: ==

Marked/Reviewed Homework Nofification

Configure an e-mail to be sent whenever an instructor uploads a Marked/Reviewed Homework

E-mail Message Name: —

Session Fail Notification

Configure a noification message for users who have failed an assigned course

E-mail Message Name - @

No Show Notification

Configure an e-mail which is sent if the overall status of the user in the session is changed to NO SHOW by the instructor o administrator. (The
notification is sent immediately after the status change.)

E-mail Message Name: ==

Post Session Reminder for Instructors/Administrators

Configure a reminder message which is sent to the instructor or a specific named administrator to remind him decumenting the attendance and
completing the session of the users. Cheose the recipient in the e-mail template. The following recipients are supported: Course specific instructor(s),
Default System Approver, Default System UserfAdministrator, Specific User, Extemal E-mail. The initial mail is based on the session end date. The
reminder will be sent as long as there are users with open transcripts

£-mail Message Name -
Frequency: Weekly v

# Days After Session End Date for First Reminder. 0

The Post Session Reminder is based on the session end date. For Classrooms / Virtual Classrooms /
Workshops / Seminars, the session end date is below:
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« Catalog Editor [

0 BH® X

Module Properties W

Session Properties

Classroom 1 (MOD-0002)

Select an event status:

Active v
Select a session:

Jan 18, 2017 2:00 PM (None Assigned) v

o BREE

Session Setup - the folloning steps help you to define a
session.
1. Edit session
2. Edit session class schedule
3. Enroliment Restriction
4. Enter cost information
5. Enter references
6. Participants
7. Instructors
8. E-mail Preferences Setup
9. Cost Accounting Information
10. View usage statistics
11. Checklist
12. Resource Reservation
13. Define Session Secuiity
14. Associated Programs
15. Tin Can API

Session Class Schedule

Classroom 1 (Jan 18, 2017 2:00 PM - Jan 18, 2017 5:00 PM)

Classroom-Based Event Details

The following information should be provided if the module session or event is live (e.g.. EVENT TYPE is SCHEDULED CLASS) instead of online. Start

date and end date are taken from the first and last scheduled classes respectively.

Start Date: Jan 18, 2017 2:00 PM
| End Date: Jan 18, 2017 5:00 PM |
Time Zone: (GMT+08:00) Asia/Shanghai: China Standard Tim ¥

Geographic Region: | N/A ¥

[0 Automatically update event status to Ended when End Date day is reached &

In-Catalog Session Date/Time Field

® Display dates/times entered above
Display custom text

Custom Text

Add items 10 the schedule by clicking “Add New". You must click the Save icon to save any changes

Start Time End Time

Delete selected Jil Delete all

For Programs, the session end date is below:

« Catalog Editor [

0@ B @& X

Location

O Jan 18, 2017 2:00 PM Jan 18. 2017 5:00 PM Unassigned

Module Properties W

Session Properties W

Program 1 (MOD-0004)

Select an event status:
Active
Select a session:

Sessiont (Sessiont)

o

Session Setup - the following steps help you to define a

session.
¥ 1. Assign Module
2 Enrollment Restriction
3. Enter cost information
4. Enter references
5. Define Session Approver
6. Participants
7. Assign session instructor
8. E-mail Preferences Setup
9. Cost Accounting Informatien
10. View usage statistics
11. Checklist
12. Define Session Security
13. Associated Programs
14. Tin Can API

Learning Program Session Module Assignment

Program 1 (Session1)

General Session Properties

Only active and pending sessicns will be available to leamers

Title Session!
Description

Session

S Active v

[# Change transcript status of enrolled users comespondingly. for changing the event status to Completed, Cancelled or

Retired or changing from Prompt User to Select Session to another status

Delivery

Auto-Select ¥
Language:

Time Zone: (GMT+08:00) Asia/Shanghai: China Standard Tim v

Start Date:  Jan 18, 2017 Q|14 oo v
| EndDate: | Jan 18, 2017 O o |
Enollment

Feb 9, 2017 w0 v
Begin Date:  ©
Enrollment R .
Sl e.gFeb9, 201 9 20 00
Credits 0.0

() For program medules with payment configured, enforce payment before first launch

January 2019

For Online Modules, the session end date is only available if system setting "In catalog editor, show

start date and end date fields for online modules" is enabled.

& Catalog Editor (

0D B & X

Module Properties \

Session Properties

Online 1 (MOD-0000)

Online Session

Session Setup - the following steps help you to define a
session.
1. Edit session

2. Enroliment Restriction

3. Enter cost information

4 Participants

5_Instructors

6. E-mail Preferences Setup

7. Cost Accounting Information

8. View usage statistics

9. Checklist

10. Define Session Security

11. Asscciated Programs

12. Tin Can API

Session Utilities - before you use these utilities, please
save any changes you have made.

13 Auto-Enroll

14. Group Enroll

Instructor Contact E-mail

For enroliment policy steps that require a course session-specific approver, you may select an individual here to whom the enroliment

approval request will be sent

Course Specific Approver #1

Course Specific Approver 2

Comments

Enroliment Limits Min

Total Enroliment # 2

Cannot withdraw within 0 Days of the Start Date

Waitlist Handling: Automatic Upgrade v

Credits: 0.0

Start Date egFeb9, 2017 Mle oo ~
End Date e.gFeb 9, 2017 17 vloo -
Time Zone (GMT+08 00) Asia/Shanghai- China Standard Tim ¥
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The e-mail will be sent as long as there are users with open transcripts in the session.

Gentle Completion Reminder

Configure a gentle completion reminder message for users who have not yet completed an assigned
course. The initial e-mail is sent based on the enrollment date of the course, and the selected e-mail
template should indicate to the user a specific deadline, if one applies.

Catalog Editor ( D ® B & X

Module Properties \
Session Properties \

M1 (M1)

E-mail Preferences Setup

: (M1) M1
Online Session

Confirm enrollment

Configure a customized e-mail fo be sent as a part of the workflow associated with a
confirmed enroliment. This e-mail will overnde the default genene confirmation e-mail.

Session Setup - the following steps help
you to define a session. E-mail Message Name: @

1. Edit session
. . Module Not-Yet-Accessed Reminder
2. Enter cost information

Configure an e-mail to be sent whenever a user has been enrolled but has not yet accessed

3. Participants

this module.
4. Instructors
= 5. E-mail Preferences Setup :
E-mail Message Name: j
6. Cost Accounting Information
7. View usage statistics FEIEIEE Weekly ~
- Only send after "n" days of inactivity- !
Gentle Completion Reminder
Session Utilities - before you use thes Configure a gentle completion reminder message for users who have not yet completed an
utilities, please save any changes you assigned course. The initial e-mail is sent based on the enrollment date of the course, and the
have made. selected e-mail template should indicate to the user a specific deadline, if one applies.
8. Auto-Enroll
9. Group Enroll E-mail Message Name: Custom gentle reminder
10. Group Training Plan Frequency: Daily -
1. Knowledge Center Preview # Days After Enrollment Before Initial 5
Reminder:
“J

e e S e i e
LU IT 3 3T NG IR

Configure an e-mail to be sent "n" days prior to the sfarf of a class.

The options for reminder frequency are: Once, Daily, Weekly, Every 2 weeks and Monthly. Also,
reminder tasks can be executed daily.

E-mail Message Name: Custom gentle reminder

Daily [=]

Freguency:

Reminder:

EveryEWeeks

Monthl
Configure an e-mail fo be sent "n" day. e

Start-of-Session Reminder

This setup also applies to the Escalation of Completion Reminder.
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Classroom Enrollment

. &> NetDimensions > NetDimensions
( app“es to Performance )

Currently, for a Classroom course, a user can no longer enroll onto a session once the session's start
time has passed. This enhancement allows the session's enrollment deadline to override this restriction
in order to extend the enrollment period. In the past, the enroliment deadline would have been used to
implement an enrollment cut-off point perhaps days prior to the start of a course session. Now the
deadline can also be used to delay enroliment cut-off.

For a new Classroom session, unless it is specified explicitly, the default enroliment deadline is set to
be the same as the session start time. The logic also applies to sessions created through the session
cloning function and those created via the Course CSV Loader.

Consider a Classroom session with the following settings:
Session Enroliment Begin Date 15 Oct., 2010
Session Enrollment Deadline 15 Nov. 2010
Session Class Start Date 01 Nov. 2010

Session Class End Date 30 Nov. 2010

Suppose on 4th Nov 2010, a learner attempts to enroll onto the session, the learner will be allowed to
enroll because the enroliment deadline now takes precedence over session start date. Enrollment can
occur up to 15th Nov.

If the administrator tries to set the enrollment end date to be after the Classroom session's start date, a
confirmation dialog will be shown under Session Properties.
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Catalog Editor DEeRBRH» @ & X

Learning Object(s) hashave not been saved: MOD-0016

- -

Listing... W | | comments:

1;1
L : Enrollment Limits: Min :
Session Properties

MX: 7
classroom1 (MOD-0016) % Flud

@ Based on facility sizalcapacity

Add Session »= Total Enroliment & 0
2;::,2;3" - Cannot withdraw within- 0 daye of the start date
Pending [« ] Waitlist Handling: Automatic Upgrade -
Salich s aus e = Duration(Training hours): oo
Date to be confirmed (Mone Assigne: Enroliment Begin Date: 1 E 20 =] 00 =]
Go Enroliment Deadline: CT 20 20 B 00 El
Enrollment Time Frame X

Session Setup - the following steps b
to defi ion. :
s Afesnil The enrollment end date is after the course start date.

2 Edit Session Class Schedule Are you sure that you want to allow users to enrol after the course has

commeanced?
3, Enter Cost Information
4. Participants Allow enrollment after course has commenced
5. Instructors ] - ) -
6. E-mail Preferences Setup DEADLINE EXPIRED if they do not complete the module in time.
7. Cost Accounting Information

View Participant Deadlines

»

TR S TR

Similarly, if an individual class start date is set to be before the session enroliment deadline, the
administrator will receive a warning.

Schedule A New Class

StatDate [ 13 007 = o [=]oo[5]
EndDate 3500t 2010 |l 17 = oo =] |

Enrollment Time Frame »®

The enroliment end date 15 after the course start date.

Are you sure that you want to allow users to enrol after the course
has commenced?

Allow enrollment after course has commenced § Cancel

In both cases, the user can click on "Allow enrollment after course has commenced" to proceed or "
Cancel" to pick another date and time.
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Catalog Editor |

DE® B s & B X

Listing.. ;a F

Module Properties %

Session Properties

Catalog for Testing
(catalog001)

Select an event status:

Active =
Select a gession:

Wid Year Class Session, Date to =

(o | 08 @

Session Setup -- the following steps
help you to define a session.

1. Edit Session
2. Edit Session Class Schedule
3. Enter Cost Information
4. Padicipants
= 5. Instructors

6. E-mail Preferences Setup

Schedule A New Class

Date:| Fab2 2007 ﬁEE - 00~ 1

Venue
Raom Mama

& Training Cenber Dglaull =
Class Size T

»

m

-}

Edit Instructor List for Catalog for Testing (catalog001)

-\Catalog for Testing (catalog001)
(Date to be confirmed)

Default Instructors

The foliowing Wsers are the defawit Instructors for newly added ciasses. Yow can change these or add
other instructors for evens class If required by clicking on the class in the st
Instructor Configured

GOMZALES May (EMPMNOOOT) -
MNOTARTE Meldy (EMPMOO03)

Instructor Assignment For Scheduled Classes

Workang Days: Mon

Worang How's: 9 « 00 =

covcios, 7 - 0 - [ RN

January 2019

to Fm =

17 = 00 =

oo [rocurcs ] | eastiun | ot | vecmie | s | o |

VenueHRoom [F

@ MNong Assignad
Instructors

INSTRUCTOR 1 Mew
(INSTRUCTOR1)
INSTRUCTDRZ Mew
(IMNSTRUCTORZ)
INSTRUCTORD Maw

ected resources

m Previous WWeek

Default instructor list when scheduling a new session class

Data Migration

All instructors set at the session level will be copied into each class.

Auto Enroll Enhancement

NetDimensions

( app“eS to oTa\ent Suite

)

The following criteria are added to the auto enroll page in catalog editor:

1. Location
2. Direct Appraiser
3. HR Manager

Reaxt Week
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4. Manager
5. Cost Center
6. User Attribute Extensions
7. Employee Number
8. Competency
9. Role
@ Catalog Editor - Mozilla Firefox - ‘ ‘_ ‘_ e D ]
Catalog Editor 0O ® B & X
. Role
N
.
01 (MOD-0038)
Onfine Session Organization
Session Setup - the following steps help you to define 2
sides = Employment Information
1. Edit session
2. Enter cost information Job Title Employea ! ber
y Location Code Depanment ID
5. E-mail Preferences Setup
6. Cost Accounting Information
7. View usage statistics
B Cowrse Coupon
r Mai anguage
Al -
Session Utilities - before you use these utilities, please save TR T
any changes you have made B B
+ 9. Auto-Enral (notspecified) = {notspecified) =
10. Geoup Enroll pin date is at least | 0 Dayis) age
11. Enroliment Substitution — = -
12. Group Training Plan Direct Appraisar HR Manager Name
13. Knowledge Center Preview
Manager
= Job Profiles & Competencies
Job Profile
Competencies
x o a ®

Users who satisfy all the criteria will be auto enrolled into a module.

Recommended Courses

(applies to P Neinensons

Each learning object can now have a list of associated courses that are "recommended"” by the
instructor or administrator. These are added as properties to an existing course in the Catalog Editor as
shown in the screen snapshot below. For the user these will show as additional items on the catalog
description page. If no recommended courses are configured, the additional "Recommended Courses:"
category does not show.

Going forward this functionality will be built upon to enable new options in presenting information to
users. In a future update a mechanism will be added to enable the system to "auto-populate" the list of
recommended courses based on related course use for other users who have taken the course in
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guestion. This is similar to the Amazon "Others also liked..." functionality. In the initial release it is an
instructor/administrator configured list.

| Bocalhonk BRI wpdl parvietieb g BEC A TERAMILILID. mastand

Catalog Editor

0 ¢ B » G X

Sewsion Propertiey
Moduls Prapeiten _WMM

Aerodrome Safequarding (avation!)

1 Catalog Setup
11 Dufire Mbschule o pertie
1.2 Enber cost information
1.3 Enter olijetives
1.4 Ented references
1.5 Preview
16 Vit utage statmtics
1.7 indcated interest List
1B Asieiated Programs Listing
19 Vietuial Archine

2 Arcess condroblens ollment control
21 Do fure Mfodule Securty
2.2 Mg prenequiniter
= 23 Asugn Rocommanded Cownafs)

14 Astiggn enamicertti ssonievaluation

15 Defune Envoliment Policy
26 E-mail Preferences Setup

1mmw
1.1 Setup Options.
4 Launch setup
A1 Dt Laurch Propertie
4.2 Preview
41 Promied Launch Package

v, d npr e
Exmim
L of sinfhngy

Remose Recommended o) fu
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Enrollment Policies

: NetDi i NetDimensions
(applies to > etDimensions €3 NetDin )

Adding Enrollment Policies

To create enrollment policies:
1.Access Manage Center > Learning > Enrollment Settings > Enrollment Policy Editor.

2.Click on the Create icon on the top of the page.

Enrolment Policy Editor Create Policy @9 B GRr ? X
Policies . .
- Enrolment Policy Editor
& i 3- STEP ENROLLMENT POLICY
) w3 Step Policy This editor is used 1o create enrolment processing policies that may be assigned to indvidual courses. The policies may consist of any
B mABP Enroiment policy number of approval or manual steps, with custom e-mails associated with 2ach step or action

E B Abu Dabhi Palicy 4

[ @ AbuDhabi policy 1

) Mm alain_ENROLLMENTPOLICY

&M Andrea Org Invoice Policy

E-@manh_ikon booking policy

- Aurion

1 8mBCO Travel Simole 1-steo anrolment oolicy

3.The New Enrollment Policy screen appears.

Enrolment Policy Editor D@B UG 7 X
Poiices N New Enrolment Policy
E-Mm3- STEP ENROLLMENT POLICY
@ w3 Step Policy Enrolment Policy Details
g:ﬁfi"mmﬂﬁ”w Select the desired e-mail workflow and specific messages using the properties below.
(i AbuDhabi palicy 1
- Mmalain_ENROLLMENTPOLICY Palicy Name:

E-WmAndrea Org Imvoice Policy

Mmanh_ikon booking policy

e Aurion

E-mBCD Travel Simple 1-step enrclment policy The confirmed enrolmant e-mail notification can be tumed on or off, selact your option below.

(& M Course specific approver

g:gg' ey ol Send Enrolment Confirmation for Group Send Enrolment Confirmation for Seff Send Enrolment Confirmation for Auto
5P Workshop Training Policy

EHImDEFALLT POLICY

E MmDEFALLT POLICY 2

EHMMDEFAULT TWO STEP ENROLLMENT POLICY Enrolment Cnfirmation &)@

(& Mmea-one step policy

E-WaF5 - TWO STEP ENROLLMENT POLICY

MmFS - TWO STEP ENROLLMENT POLICY - ORG

PAYS Enrolment Pending Motification Il] [¥]

&-imfe- One Step Palicy =4

(@ mmfs- One Step Policy 14d withdrawal Waitlisted Motification v

E-Mmfs- One Step Policy Td withdrawal . lJJ

(& MG4S Policy Withdrawal Notification: (&)l

E Mhh-One step Policy

= mJC Policy ¥ Approved Notification (&5

@ mji- One Step Palicy ' !

@ MULGC S enroliement L LIV

EHmJLL One Step Policy Session Transfer Notification
& MJob codes ) ot et Y]

Enrolment? Enrolment? Enrclment?

E mLEGO Ditte Enrclment Policy Paolicy Remarks

&-mmLego Enrolimant Policy

(E-mlLego Enrolment policy

& mmModule Training Policy

& mNEJPolicy

Mmnetdtest

& Mmnetdtest Policy ¥ Allow Approval Withdrawal

&-Mmho approval Prame# uaar fr raacnan for the withriewal

4.Fill in the details.
5.Select the notifications that shall be sent for the different events, such as enrollment or withdrawal.

6.0nce the required information has been entered, click the Save button. The newly created enrollment
policy will added on the left navigation side bar of the Enrollment Policy Editor.
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Enroliment Palicy Editor O@B® 0k 7 X
Enrollment PO“C‘_V Summary
Ena::;'.lu'-'ni Step A
m Enroliment Folicy Summary oy
= Edit policy details Appr e
= hdrawal detalls Enroliment Policy Detalls
= Edit additional Enrollment Information The setlings below represent a summary of the steps and properies set for this
- E £1eps oraaring Flart“;ulal ﬂﬂl't'.
u (Add & step..) .
5 J Policy Name roval Step A
BQ Copy or DEFAULT TWO STEP ENROLLMENT . - 2
et Y Policy Remarks
BL) cersuLT POLICY Enroliment Confirmation for Group Enroliment? Yes
The all new created | Enroliment Confirmation for Self Enrallment? Yes

3 FALLT TWO STEP ENR gt
QL"L LT TWQ STEP ENROR aeoliment policy will

be placed in this area.

Enroliment Canfirmation far Auto Enraliment? Yes
Withdrawal Yhile Awaiting Approval? Yes

= Enroliment Policy Summary

Approval Slep 2 Course Approver

Withdraweal Motification
Approved Notification
Denied Motification

L] details

» Editwithdrawal details ider Organization-level Payment Plan Options? Ma
= Edit Addifional Enrollment Information _

= Edit steps ordering EETL AL

= Approval Step 1: Direct Appraiser Approval Enr_uilmenIPe.ndlng [ L)

- Waillisied Notfication

-

(Aadd & step..)

Approval Step Details

Withadrawral Details

Usage

Click here to get usage detalls

Meta Data

Created By MIOLINA Alon (netd_alon)
Date Created.  Jul 4, 2011 851 PWM COT
Last Updated By. MOLINA Alon (netd_alom)
Last Updated:

Associate Enrollment Policies with a Learning Module

To define the enroliment policies to be associated with a particular course:

1.Access Manage Center > Learning > Catalog General Settings > Catalog Editor.
2.Choose a Learning Module.

3.Click on the Define Enrollment Policy hyperlink in the left navigation pane. The Define Enrollment
Policy screen appears.
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Catalog Editor

DD OB &E X

Listing

Module Properies

Catalog for Testing (catalogoo1)

1 Catalog Setup

9 Virtual Archive

2 Access ControlEnrollment Control

2.1 Define Module Secury

ne Enroliment Policy

3 Knowledge Center Setup
1.1 Setup Option:

4 Launch Setup
1.1 Define Launch Properties

Define Enroliment Policy

(Catalog for Testing

Enroliment Security

Enrolfiment Securlly allows you to control which users are allowed fo enroll for this moduwiedprogram. IF pubiic access Is

checked below, all users can envoll in this module. Otherwise, the user is checked for membership in any one of the following
0Cass Controf fists.

I This modulefprogram cutrently llows public sccess
o Allow user 10 WITHDRAW

7 Prompt user for reason for the withdrawal
| Allowe user to mark COMPLETED

| Allowr status changes to be made at any time (e.g. ignore standard business rules)

Ifthe allow re-enroliment checkbox s checked then & user having one or more previoks envoliments with overall slatus
COMPLETED or FINISH USING 15 aliowed 1o enroll in this colrse again.

Disallow Re-enroliment

@ Allow re-enroliment

In some cases, & colrse thal might have been laken by & studen! previously will need 1o be re-talien after & period of time,
The history explration window Js used {0 spechly the number of days after which the student may re-envoll, For examyie, if the
walie is st o 30" then & sludent who fook this course more than 30 days ago will need 10 re-take this course.

History Explration \Window: 0 dan(s)

Currently Allowed Organization(s)

Select Organization 15traint(

January 2019

Note that the screen displayed above may vary according on the type of learning object selected.

4.Specify whether public users are allowed to access this learning object, click on the box in the This
module/program currently allows public access field.

5.Specify whether users will be allowed to WITHDRAW from a course.

6.Specify whether users will be allowed to mark COMPLETED

7.Specify whether users will be allowed to make changes to their enroliments, click on the box in the

Allow status changes to be made at any time field.

1. Specify Permissions

2. To specify which organizations are allowed access to this module, click on the Select
Organization Constraint(s) hyperlink. Select the organization.

3. To remove an organization, click on the organization and then click the Remove Assigned
Organization(s) hyperlink.

4. To specify which participants are allowed access to this module, click on the Assign User
Constraint(s) hyperlink. Select the organization

5. To remove an organization, click on the organization and then click the Remove Assigned
User(s) hyperlink.

6. To specify an associated enrollment policy, click the Select icon by the Pollicy Name field.

7. To remove a policy, click the Delete icon.

8. To save these settings, click the Save icon at the top of the Catalog Editor screen.

Catalog Editor Save X

A confirmation dialog box appears. Click OK
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The page at hitp://preview.netdimensions.com says: ﬁ

e Please confirrn that you wish to save all the changes.

84

[ Cancel

Specify Policy Steps
To specify a multi-step enrollment process in the Enroliment Policy Editor:

1.Click on the (Add a step ...) hyperlink in the Policies column in the left navigation pane.

Enroliment Policy Editor DB ® G & 2 X

FPolicies W

B hﬁ.u provdal Step A

| Enroliment Policy Summary

Enroliment Policy Summary

Approval Step &

m Edit policy details

Enroliiment Policy Detalls

m Edit withdrawal defails
m Edit Additional Enroliment Infarmation The seftings below represent a summary of the steps and properies set for this

- edaring particular palicy,

e Folicy Mame Approval Step A
B-LJ Copy oFDEFALLT TWO STEP ENROLLMENT ;
POLICY Policy Remarks
EB-E,] DEFALILT POLICY Send Enmliment Confirmation for Group Enroliment? Yas
E M DEFAULT TWO STEP ENROLLMENT POLICY Send Enrallment Confirmation for Self Enraliment? Yeg
Dmmd Crrmll b e ' fme Maihm I {1 W W

2.The Approval Step Details screen appears.
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Enroliment Policy Editor DEGHDTO R ?2 X

Policles W

New Approval Step

CY

Enroliment Policy A
Approval Step Details
& Enroliment Palicy Summar A policy step can be configured to expire with a paricular action, and can have reminder e-mail messages sant
= Edit policy detalls to the approver prior to the expiration.
u Editwithdrawal details Step Name:
dditional Enrollment Information
teps ordering Approver Belection Type: Use Default System Approver E‘
= (Add a slep Designated Approver: +
L3([v]
Approval Reguest
LIY]

141 Click ifyou don'twant this step to expire

Expiration penod: days afler this step begun

Action taken when step has | anprove
explred: El
Expiration Notification:
Y]

Reminder day: days before this step expires
Approval Reminder: ]

Step Remarks:

Ifthis step s manual, itis assumed that administrators will follow-up on requirements. Hence, internally this
step has no associated business logic applied.

[ Click ifthis is a manual step

All adjacent parallel steps are executed concumrently.

"I This step is in parallel with the adjacent step(s)

Promipt for additional information in each approval step.
Fle harged Cost Center
[ Email to whom notification regarding the charged cost center is needed
Motify Email:
L3(]

Note: Emaliwill be sent to the emall address that Is entered by the approver during aparoval $iee, In adation to
the recipients that are selected from the email lemplate.

3.Specify the designation in the Step Name field.

4.Select the selection type. Click on the drop-down menu by the Approver Selection Type field and then
click on the desired selection from the list that appears.

5.Select the Designated Approver.

6.To assign an approver, click on the Select icon. The assigned approver to screen appears.
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Assign approver to

Description

Perform a search to generate a list of itemns in the Y¥vailable Choices' panel. Select one of the items listed and click the single armow (2.9, =) bution
to copy [tinto the Selections’ panel. When you have completed your selection, elick the ‘0K’ button.

Search Criteria

The search result list only displays the first 1,000 rows. Check here W swilch batween horzontalivertical screen layouls: [Ed]

Lizar ID: Ghen Mame; Family Marne:

Role: T, Organization:
User Group:

Specify Additional Attributes

» |

# Records Retrieved: 0

ooa@

7.Make your selection from the Available Choices field.

8.Click OK.

=

. Step Expiration and Reminder Messages

January 2019

2. Toindicate that the step will expire, check the box by the Click if you don't want this step expire

field.

3. Enter the expiration period in the Expiration period field and the associated action to be taken

(upon expiration) in Action taken when step has expired field.
4. Click on the drop-down menu and click on the desired selection that appears.

5. Specify which preformatted e-mail messages will be sent upon expiration in the Expiration

Notification field.

6. Specify the number of days prior to expiration that a reminder message will be sent in the
Reminder Day field and which preformatted e-mail messages will be sent as a reminder in the

Approval reminder field.
7. Enter comments in the Step Remarks field.

1. Manual Step
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Ifthis step is manual, it is assumed that administrators will follow-up on reguirements. Hence, internally
this step has no associated business logic applied.

|C!ick if this is a manual step | |

All adjacent parallel steps are executed concurrently.

[This step is in parallel with the adjacent stap(s) | |

1. Should you prefer not to have any business logic applied to this step and have administrators
follow up on requirements manually, scroll down and click on the Click if this is a manual step

box.

2. If you want to run this step in parallel with other steps, check the box by the This step is in
parallel with the adjacent step(s) box.

3. Click Save. The new step appears in the Policies column in the left navigation pane.

Enrollment Policy Editor

O ? X

Policles 8%

BWperauLT roLicy
= Enroliment Policy Summary
= Edit palicy details
u Edit withdrawal details
m Edit Additional Enroliment Information
= Edit steps ordering

w Approval Step 1. Sample Step (Parallel
Step)

|

m (Add a step.)
E'Q DEFALULT TWO STEP ENROLLMENT
POLICY
E'Q My policy
B iew Policy
B test

Approval Step Details

£
DEFAULT POLICY

Approval Step Details

A policy step can be configured to expire with 2 particular action, and can have reminder e-mall
messages sent to the approver prior to the expiration.

Step MName: Sample Step

Approver Selection TYpe: Use Default System Approver -
Designated Approver:
STUDENT Wew (VERONICA) R
Approval Reguest: k|

Motificacitn de aprobacion caducada AL

4.From here, proceed to:

1. Add additional steps
2. Edit the order of the steps

5When you are finished, close the Enrollment Editor screen by clicking on the Close icon.

E-mail Template Editor

Select

0 @8] ?[x]

Editing the Order of the Steps

To specify the sequence in which the steps will be run:

1.Click on the Edit steps ordering hyperlink in the Policies column in the left navigation pane. The Policy
Steps Ordering screen appears.
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Enrollment Policy Editor [ B = v

Policies 4

Policy Steps Ordering

Enrolliment Policy A

Policy Steps Ordering

Specify the sequence inwhich the configured steps will be applied during the enroliment process by clicking on the arrows
below,

Approval Step 1: Step one: For approval o
Approval Step 2: No explration ~

2.0n this page, click the arrow up or down button of the step you want to move. For instance, given the
example on the image above, you want the approval step 2 to be executed first, click the up arrow
button of the selected step.

3.After modifying the sequence of the step, click the Save button to store the changes.

4.1f you are finished, close the Enroliment Editor screen by clicking on the Close icon.

Deleting Steps

To delete a step:
1.Click on the desired step in the Policies column. The Approval Step Details screen appears.

2.Click Delete in the lower right corner of the page. The system prompts for confirmation.

The page at httpy//preview. netdimensions.com says: HH

9 Are you sure you want to rermowve the selected itern(s)7?

] Ok j Cancel

3.Click OK. The step is removed.

4.1f you are finished, close the Enroliment Editor screen by clicking on the Close icon.

Withdrawal Penalties

You may specify penalties that a participant will incur should he/she withdraw from a course during a
specified period. To specify withdrawal penalties:

1.Click on the Edit withdrawal details hyperlink in the Policies column in the left navigation pane.
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Enroliment Policy Editor DB = : P X

Policies .

Withdrawal Details

Enrollment Palicy &

Withdrawal Policy details
POLICY

Enter Withdrawal details below,

= Edit Additional Enroliment Infarmatio

p one: For approva
expiration

CostEnroliment Information

Specifythe refund amount below 3s 3 percentage of the full cost to be refundedicredited to the leamer upon withdrawal from a course
within a certain number of days.

Humber of days before module start date % of course fee refunded _

5 or more days 10% refunded
10 or more days 50% refunded

Optional Payment items

Specitythe refund amount Delow as a percentage of the full cost to be refundedicredited to the laamer upon withdravral from a coursa
within a certain number of days

R —————— % of accommuodation fee refunded _
5 0r more days 10% refunded | Delete |

2.Enter the necessary details in the Enter Withdrawal details below field.
3.Enter the necessary details in the Number of days before module start date field.
4.Enter the percentage in the % of course fee refunded field.

5.Click the Add >> button. The screen refreshes.

Enroliment Policy Editor D@ HA ? X
ke 8 Withdrawal Details
) oy oEOEFAULT TWO BTER ENROLLWENT
POLICY Enroliment Policy A
B-LY DEr AULT TWO STEP ENROLLMENT POLICY i i
B s Enter Withdrawal details below
= Enroliment Policy Summary
= Edit pali

nal Enrollment Informatior

approval CostEnrollment Information

Specify the refund amount below as a percentage of the full cost to be refundedicredited to the leamer upon withdrawal from a course

within & certaln number of days
% of course fee refunced | ]

Number of days before module start date

5 or more days 10% refunded m
10 of more days 50% refunded m

Optional Payment tems

Specify the refund amount below as a percentage of the full cost to be refundedicredited to the leamer upon withdrawal from a course

within a certain number of days.
Add >>

Number of days before module start date

% of accommodation fee refunded
10% refunded

5 or more days

To add additional details, repeat steps 2, 3 and 4.

Withdrawal Policy for Optional Payment Items

January 2019

An additional withdrawal policy is available on the course level and is applied to all optional payment
items across all sessions. Thus there are two withdrawal policies available - one for the course cost and

one for all the optional payment items.

Withdrawal details for Cost/Enroliment and Optional Payment ltems are separately defined. Items

should be defined for Withdrawal Details on Optional Payment Items.
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Enroliment Policy Editor D®B®G+& 2?2 X
gase: Withdrawal Details

Bh Copy 0FDEFAULT TWO STEP ENROLLMENT

POLICY i

BQoerauLte LR

! Withirawal Policy details
TEP ENROLLMENT POLICY

B oeraul
: Enter Withdrawal details below.

B Qenoiment Palicy A

& Enroliment Policy Summary

t Additional Enroliment Information
it steps ordering

w Approval Step 1: Step one: For approval CostEnroliment Information
= Approval Etep Z: No expiration

= (Add a step. ) Specify the refund amount below as a percentage of the full cost o be refundedicredited to the leamer upon withdrawal from a course
within a certain number of days

Number of days before module start date % of course fee refunded
5 or more days 10% refunded | Delete |
10 or more days 50% refunded
Optional Payment ems

Specity the refund amount below as a percentage of the full cost to be refundedicredited to the leamer upon withdrawal from a course
within a cerain number of days

Number of days before module start date % of accommodation fee refunded ]

5 or more days 10% refunded

The parameter for the email template "Refund Amount (Optional Payment Items)" is available in Em
ail Template Editor.

E-mail Template Editor . 0 B & 2 X
Templates A NOTE: For security reason, external spproval link is not available in CC user.
E'Q.L\Ira‘.»arn:ua'z.ul1 Dear: (approver remel,

E"QL-CEI' Templates
B APPRAISAL WORKFLOW TRAINING

This is a expiration notification of your alloved time period for
approval regquested by (participant name)} to enroll in

el s {l::uu]::ll:_tit,ll:l. The system will perform the default action set on
= Approval Expired Notification the policy.
= Cancel Session Notification
= Copy otCancel Session Motification If you have any gueries, please contact our Learning Systems

» Copy ofDefault Enrolimant Admwinistrator ({default system approver}).

Confirmation

B Mol-vebAccessad Reminder Thank you for your attention.
Sezsion Completion Motification
SUBMIT AGREED AFPRAISAL

-

[

= SUBMIT PENDING APPRAISAL
-

-

SUBMIT REVIEW APPRAISAL

HREL A I AARR H Farameters | Refund Amount (Optional Payment ems) | » S TEETHETE

Select an attachment from the repositary.

Asslgn Attachment | I

In Manage Center > Learning > Payment Manager > Optional Payment Items, you can add optional
payment items for the courses.

Optional Payment Items

+ Add Payment ltem

Laca Fomatos Lo

Credit Card Credit Credit

Under the Accounts tab of My Account Details, Refund and Course Cost columns of the Optional
Payment Items are also included.
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My Account Details

His = a zummar & 3l your cowrse errdimerts arc assodxed coals

T T Qo Cone o e -

ERPANCCEENT han 35, 2090 onling_w_paymanl Onles (with pasimenl | (Fn roillma Fes Plan “scisn Cualomar Disooimsd 0%) 1 Sribad Kirgoom, Foimds Siyahen

EKPDI000SC0T Ran 35, 2010 onling_W_EsyTren! Sdamena’ Nigrs 1 o e Uritsd Fongooim, Foumds Spshom
EXP0000SE0 Jan 25, 2000 online_w_paymenl Wooe Hoton i = § iriisd Ergooir, Soumds System
ExPaHSOCA0E han 22 2040 onilnad dinliea 3 Fricollma Pea®ia9 “acoun) Cusinmer Dizcnived G4 i =) 8 Uiribad Kirgoom, ®oumds Syaher
EKPRNNC0G Jan 28, I0A0 oniined addmana Mg 1 B e L Kingoem, Saunds yznem
ERFIDERN T A 5%, 0 crlings Wy Hompn 1 &5 L Lriked Rrgeeir, Foumdy Sisien
EXPINIOCHEDE Jan 35, 2090 onlina® Wiiharrea refand Ful amasn 900 0% of 25 1 © % Liribad Kingoem, Foumds Syshem
EKPII000SE0S han 25, 2040 anline2 Wihdraea rcfand addlona Higids 100 0% of 200 1 o 20 Lrited Krgdom, Scumds Sysiom
[ERP00CER 1 Jan 25, 2000 orlined Wilhch s tehuiid Waed Nadlon 1000% of 220 1 € 2 Uraled Krgei, Foumdy Bretesn
FRPADMICEE 11 ban 25, 2000 cwllng_w_paymrsnl Wilharmesa raland Ful smasnd 900 0% of 25 i C o Liribar Birgomom, Paumdn Spansr
EXFIDOO00CAT Ban 35, 3040 orling_w_pavmrent Witharawa' refand AddBona Higms 700 0% of I0.0 1 C £g Lirfed Krooom, Foumds Syshom
ERFIITICEETE Jar 22, 20 orline_w_peymen] Wihdrwa! refand. Woed Noclon TWULI% ol 220 1 e Facl Uriied Kongoom, Sgumds SHysiemr
Tidais 240 240 Linesg e Povieds

Delete a Withdrawal Detail

To delete a withdrawal detail, click the Delete button by the line item you wish to remove.

Configurable Additional Enrollment Information

It is common that on requesting for a course enrollment, additional information is to be requested from
the user, for example, information required to make a reservation that relates to taking this course. The
required additional information can come in various input formats. The current available fields are
limited for usage in certain situations, flexibility can be further extended to accommodate capturing
information of different input types thus introducing customized fields. Similar to other attribute types,
an Additional Enrollment Information field supports the same set of data types to be presented to user
to input the additional information at enrollment time.

Configuration

A custom Additional Enroliment Information field can be set up by an Administrator via Learning ->
Enrollment Settings -> Additional Enrollment Information.

- Suite Manage Center

LEARNING TALENT COMMUMICATE UISERS REPCATS SYSTEM

Additional Enrollment Information

[ o )+ e e |
Type Mame Lexse Formatied Latel
Free Test Chechba Creckbon
Chetktos Ghechbaiz CReckboRZ
Cale Dae Dt
Crop-down CropdownLabel DropacwnLabe!
Free Test FresTerLabel FreeTexiabe
Free Text
NF Text Area New Field HNew Fleid
humenc Mumesi: Humerc Nemeic

The following are the configurable properties of a custom Additional Enroliment Information field:

=

Field Code — A unique identifier

2. Name — The display name of the attribute. Language properties can be used here to display the
attribute name in different languages.

3. Type — The format of the attribute. (Available types: Free Text, Date, Drop-down, Numeric,

Checkbox)
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# NetDimensions Talent Suite Manage Center

OVERVIEW LEARNING TALENT COMMUNICATE USERS

Additional Enrollment Information »
Edit Additional Enrollment Information For Checkbox

Field Code”
Checkbox

Name @
Checkbox

Type
Free Text T

Permissions

Enrollment Policy Editor

Configured Additional Enrollment Information fields will show up in the "Edit additional enrollment
information" section in the enrollment policy. Note that the list is separated into two sections, one for
displaying the previously supported fields as "System Default Fields" and another section showing the
newly customized fields configured.
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Enroliment Policy Editor:
Policies ‘\

[= W ApprovalOnly
ApprovalWithOptionallnfo
ApprovalWithOptionallnfoAndAssess
ApprovalWithRequiredinfo
ApprovalWithRequiredinfoAndAsess
Copy of-NoApproval
Copy of-PolicyWithDynamicAttribute
Default Policy

fault Two-Step Enroliment Policy
DummyPolicy
NoApproval
NoApprovalCptionlinfo
NoApprovalRequiredino
NoNeedToApproval
PolicyWithDynamicAttribute
& TestClone
[ & TestPolicyWithOropDown

= Enroliment Policy Summary

m Edit policy details

= Edit withdrawal details

.

= Edit steps ordering

= (Add a step.)

®(Addastep.)

DEBD0UR ?2 X

Edit Additional Enrollment Information

TestPolicyWithDropDown

Prompt for the selected addtional information during enrolment request
All | None

System Default Fields

Address - City
Address - Stale
Avrrival Date
Branch Number

Branch Phone

Customized Fields

FreeTextLabel
v Drupdewn_.ab(:.'\ Mark as Optional
FT2
Date
Numeric
Checkbox
Checkboxz

MNew Field

By selecting the checkbox beside the Additional Enroliment Information field, the selected Additional
Enrollment Information field will be a required field to be filled in on enrollment. By default, an Additional
Enrollment Information field is set to be optional, It can be toggled to be as required by selecting the
"Mark as Required" action.

Enrollment

When a learner confirms the enroliment of the course, the configured Additional Enroliment Information
fields will be presented for learner to enter.
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Enrollment Confirmation

For TestEnrollPolicyWithDropdown

-

ADDITIONAL INFORMATION

DropdownlLabel”
(Mot Assigned) v

Confirm Enroliment

Transcript Details

The Additional Enrollment Information will be available for display in the bottom part of the transcript
details if the System Configuration setting "Show additional enrollment information in

records/transcript." is enabled.
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———

) ) ADMINISTRATOR System = Manage Cent
> NetDimensions

Talent Suite

Home Learning Center Personal Calendar Career Center Workspace Connect Reports Teach

Records/Transcript For ADMINISTRATOR System
TestEnrollPolicyWithDropdown

Details

Last modified by ADMINISTRATOR System on Mar 1, 2016 4:46 AM WAT

Enroliment Date Feb 29, 2016 10:46 AM WAT
Start Date: Not yet started

End Date: Mar 1, 2016 4.46 AM WAT
Credits: 0.00

Overall Status Withdrawn

Learning Module Type: Online

Revisiop Numphes 0

There i1s no attempt record

Progress

Total Training Time 00:00:00
Total # of Online Launches 0

Last Attempted Date: N/A

Additional Enroliment Information

Charged Cost Center

DropdownLabel

Reporting on Additional Enrollment Information

Similar to other types of attribute fields, the Additional Enrollment Information fields are dynamically
made available for selection to be reported in the Report Wizard. Note that because of the way different
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field types and different learning object types associated to a transcript record are stored, they are
grouped into the 4 separate sections for selection as shown in the table below.

Cancel Report
Report ID: LPD6 © Report Help
Properies  Columns ~ Grouping  Order  Filters  Summary

Select the columns you wish to include in your report.

OExpand All

» Additional Comments
» User Properties

o (e L T oA L

» Grganization Attributes

+ Module Additional Enraliment Information (Custom Fields)

Checkbox Date FreaTextLabel Numaeric

Checkbox? FT2 New Field
+ Module Additional Enreliment Information (System Fields)
Address - City Branch Phone Gender Needs Flight
Address - Stata Cell Phone Is Over 21 Needs Hotel Accommaodation
Anrival Date Charge to Personal Training Budget Manager E-mail Preferred Date
Eranch Number Comments Needs Car Preferred Location
« Program Additional Enroliment Information (Custom Fields)
Checkbox Date FroaToxtLabel Numeric
Checkbox2 FT12 New Field
+ Program Additional Enroliment information (System Fields)
Address - City Branch Phone Gender Needs Flight

Address - State Cell Phane Is Over 21 Needs Hotel Accommaodation
Arrival Date Charge 1o Persanal Training Budget Manager E-mail Preferred Date

Branch Number Comments Needs Car Preferred Location

» Geographic Regions

The table below lists the availability of each Additional Enrollment Information column group for the
relevant report types:

Column Group Available Report Type

Module Additional Enrollment information (Custom Fields) 1. Training History
2. Learning Program Detail

Module Additional Enrollment information (System Fields) 1. Training History
2. Learning Program Detail

=

Program Additional Enrollment information (System Fields) Learning Program Detall

Program Additional Enrollment information (System Fields) 1. Learning Program Detall

Additional Enrollment Information as E-mail Parameters

Since Additional Enrollment Information fields are available, it would be useful to include the information
entered by the user on registration in email notifications like the enrollment request email. Therefore, for
both System Default and Customized ones, are made available as e-mail parameters, to allow e-mail
templates to include the additional enroliment information where applicable. The existing System
Default ones are included in the parameter selection list while the Customized ones are dynamically
generated as well.

Customized Additional Enroliment Information attributes will be available in the parameters list with the
prefix "Additional Enrollment Information: ".

Page 234



NetDimensions LMS 14.1 - Catalog Administration January 2019

Enter a new message or select text from one of the predefined messages (the text may be altered for this specific message). Substitution parameters are indic:
down list below.

Language English

Predefined Message Default Enrcliment Approval Reminder v
Subject Enrollment Confirmation

NOTE: For security reasons, the external approval link is NOT shown in CC user e-mails.

1 appr in Ci

Dear {participant_name}
This is to confirm your enrollment in {course_title}. If you have any queries, please contact our leaming systems administrator ({default_system_approver}).

Thank you for your attention

Parameters

Append To Message

Additional Enroliment Information: Diet Arrangeme ¥

Additional Enroliment Information: Diet Arrangeme
3 | Additional Enrollment Information: Number of guests
s Roareee
Address - City
Remove ass Address - State

Appraisal Right-to-Reply Link

Approver First Name

Approver Full Name

Approver Last Name

Attach Ld Approvers Remarks
Armival Date
s Assessment Create Date

Below are the System Default Additional Enrollment Information Fields which are now available as
E-mail parameters.

Address - City

Address - State

Arrival Date

Branch Number

Branch Phone

Cell Phone

Charge to personal training budget (Y/N)
Comments

Gender

Is Over 21

. Manager E-mall

Needs Car

. Needs Flight

. Needs Hotel Accommodation (Y/N)
. Preferred Date

. Preferred Location

coxNOGOR~LNE

el ol
ODUTRWNPE

Additional Enrollment Information at Teach Participants

The Review Participants list via Teach gives an overview of the session being looked at that can assist
with course administration. When looking at the enroliments of a particular session, it's helpful to see
the additional enrollment information of the enrollment but this was only accessible if you click into the
individual transcripts making it difficult to identify at a glance, for example, how many participants are
vegetarian. Additional Enroliment Information fields can be added to the Review Participants table list
as display columns for selection. They include both the System fields and Custom fields.

Automatic Enrollment

(applies to 2 Nswinensions

It is possible to define automatic enrollment rules (‘auto-enroll' rules) for both module and program
sessions to ensure that specified groups of learners are automatically enrolled when they first log into
the Talent Suite, even if those learners do not have accounts with the system.

These can be used, for example, to deliver staged orientation training using NetDimensions
Performance application or solicit feedback from new hires by assigning a short survey a month or two
after they join the organization.
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This behavior is configurable allowing you to establish learning paths by ensuring that the auto-enroll
rules are only enforced after all prerequisites for the module are satisfied. For example, an
administrator could create an Advanced Project Management program or module, with an Introduction
to Project Management program or module as a prerequisite, then define auto-enroll rules for the
appropriate learner groups. Once a learner in one of the appropriate groups has completed Introduction
to Project Management she will automatically be enrolled in Advanced Project Management the next
time she logs into the system.

Setting Up Auto-Enrollment

To set up auto-enrollment (i.e. 'Auto-enroll’), Locate the course for which you wish to set up
auto-enrollment functionality in the Catalog Manager or follow the normal procedures for creating a
course (refer to the chapter on courseware management.)

1.Click on the Sessions Properties tab in the Catalog Editor in the left navigation pane.
2.Select Auto Enroll.

3.Select the users to whom you wish to assign auto-enrollment functionality.

Catalog Editor 0 @ B o X
—‘mgmmm-rrcmepmmﬂ-r—“
@0 ) .

Auto-Enroll Properties

English1 (Sep 20, 2013 9:00 AM - Sep 23, 2013 2:00 PM)

Session Setup - the following steps Reqlﬁed Event Altributes

help you to define a session You may specify an L/module that is fo be automatically assigned {o a specific group of

1. Edit session users by selecting the recipient properties below. To define your fargef group:
2. Edit session class schedule First, specify a target sef;
3. Enter cost information Then, narraw your scope by specifying additional subsets. I
4. Participants For exampie, if you wanted fo setup a module for users in department 1 and depariment 2
e who are c/assified under atiribute 1 X, you would specify:

nstnuciors

_ " Department 1 and Department 2 in the Edif Organization Targets Fieid

& Bl FTeseicnees Sciin X in the Edit Attribute 1 Target Field f
7. Cost Accounting

An assignment is done the next time the user logs on and only if the user has not
ipreviously enrolled in this LP/module. You must EXPLICITLY save these settings using the
8. View usage statislics "Set Auto-Enroill Targets” butfon beiow.

9. Session Transfer

Information

10. Resource Reservation
Auto-Enroll Targeting Activation: Inactive

Valid From
Session Utilities - before you use
these utilities, please save any

canges veu ngve made [] Anow offline auto-enroliment?
= 11. Auto-Enroll
v W

12. Group Enroll

[l [

Valid To

4.You may also specify other criteria (e.g. job title, job start date, length of employment, etc)
5.Scroll to the bottom and click Set Auto-Enroll Targets.

6.Click the Save icon.
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Joh Title

Language All b
Join Date Start {not specified)

Join Date End (hot specified)

| Join Date is atleast [ daw(s) ago

7.Scroll to the bottom and click Set Auto-Enroll Targets.

8.Click the Save icon.

Ble 0 & B X

=y,

Catalog Editor Save b

9.After auto-enrollment functionality has been set up, users should receive an on-screen prompt and be
able to see the new module they will be automatically enrolled in.

Specify Auto Enrollment Properties

To specify the Auto Enroll properties from the Catalog Editor:

1.Click the Auto Enroll hyperlink. The Auto Enroll Properties screen appears.

| assign this to all users?

| Allove ofMline auto-enrollment?

2.Tick the box to allow learner to do offline auto-enrollemnt.

3.After setting the targets and dates, click Set Auto Enroll Targets. A confirmation dialog box appears
in a separate window.

The page at hitp://preview.netdimensions.com says: ﬁ

0 Are you sure you want to change the auto enrollment targeting criteria?

Cancel

4.Click OK. The system returns an acknowledgement.
5.Click OK.

6.To save these settings, click the Save icon at the top of the Catalog Editor screen. A confirmation
dialog box appears.

7.Click OK.

Configure Automatic Enrollment Rules
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Automatic enrollment rules can be configured to establish paths of learning such that all prerequisites
must be satisfied before auto enroll rules take effect. To do so:

1.Access Manage Center > System > General Settings > System Configuration. The System
Configuration page appears.

OVERVIEW  LEARNING  TALENT  COMMUNICATE  USERS REPORTS  SYSTEM

System Configuration

Select a specific configuration category from the drop-down menu below. Subsequent screens allow you to edit the properties associated with the selected category
When you click Save. the current customization properties file is updated

Select A Category
Enrolled Leaming Modules j

You must save all changes before selecting another category.

Enrolled Leaming Modules

Show Deadline Information (] 55

Show Revision Information 0 55

Show Required Information B 47

Show Credits Information ] 47

Show % Complete Information ] 47

Show Total Training Time Information | 6.0
I Classroom-based & Online 1 Program

T Hide online modules and program sessions without schedule
Show only top level program module (hiding ALL child modules)

Show Module Attribute Information ] 60 @

2.In the Select a category field, select '‘General' from the drop down list.

3.Disable the Ignore prerequisites for automatic enrollments property.

| Rt I
Ignore prerequisites for automatic enrolilments D F.? I@

Automatic Enrollments Based on Elapsed Time since Join Date

For those looking to deliver staged orientation training using the Talent Suite or solicit feedback from
new hires by assigning a short survey a month or two after they join the organization, you can define an
auto-enroll rule based on the time elapsed after the learner's Join Date.

You may do so by checking the Join Date is a least field, then specifying the elapsed time.
Job Title

Language Al %
Join Date Start | [not specified) IE
Join Date End [nn:nt specified) | E

"1 Join Date is at Ieasti__l_jl_ v ,!l:i_ay[sj «v__g ago

Set Auto-Enroll Targets

Auto-Enroll Console
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The Auto-Enroll Console allows you to configure settings to control auto-enroll scanning.

Criteria Scan Interval

At login, a check is typically made against course auto-enroll criteria IF the criteria or user has changed
since the previous check. These other options enable you to ensure that new checks are done at a
guaranteed interval, even if there are no obvious changes.

Changing this option will impact the "criteria check needed" timestamp of every course. Note that
checking is only performed when a user logs into the system.

Options include:

1. Initiate New Check Only When Individual Module Criteria Or User Attributes Change
2. Initiate New Check For Every Targeted Course At Every Login

3. Initiate New Check For Every Targeted Course Each Week

4. Initiate New Check For Every Targeted Course Each Month

To choose an option:

1.Access Manage Center > Learning > Enrollment Settings > Auto-Enroll Console. The Auto-Enroll
Console page appears.

Auto-Enroll Console

LGRS GRS Auto-Enrell User Listing  Auto-Enroll Log

Offiine Bulk Auto-Enroll

Neormally, user auto-enroll matches are only checked at log-in. Offline auto-enroll also enables users who have NOT logged in fo be
scanned and enrolled in courses (thus, e-mails are sent). This option is typically DISABLED by default, as it can have a big impact on the
system

If set, it is recommended that the "trickle" option be used, as this will perform a daily processing of active users, with all scanned over a
period of one month.

Offline Bulk Auto-Enroll: Disabled v

scan check for a specific course by setting the auto-enroll targets again. Both of these actions reset timestamps for individual entities.

Offline Bulk Auto-Enroll

Normally, user auto-enroll matches are only checked at log-in. Offline auto-enroll also enables users who have NOT logged in to be
scanned and enrolled in courses (thus, e-mails are sent). This option is typically DISABLED by default, as it can have a big impact on the
system.

If set, it is recommended that the "trickle” option be used, as this will perform a daily processing of active users, with all scanned over a
period of one month

Offline Bulk Auto-Enroll: Disabled hd

2.Choose an option from the drop-down list next to the Criteria Scan Interval field.

3.Click Execute. A confirmation dialog box appears.

The page at hitpy//asia.netdimensions.com say= ﬁ

g Are you sure?
Cancel

4.Click OK. The change is acknowledged.
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Auto-Enroll Console

Auto-Enroll Console Auto-Enroll User Listing Auto-Enroll Log

These new settings are now in effect and will be acted on automatically by the background scheduler.

Criteria Scan Interval

At log-in, a check is typically made against course auto-enroll criteria IF the criteria or user has changed since the previous check. The
other options enable vou to ensure that new checks are done at a quaranteed interval, even if there are no obvious changes.

Note: You can always cause a specific user to "scan" again by modifying their properties in the User
Editor. Likewise, you can cause a new scan check for a specific course by setting the auto-enroll
targets again. Both of these actions reset timestamps for individual entities.

Auto-Enroll Log

(applies to < Neipinenson: )

The auto-enroll log page allows administrative users to read the log through the Talent Suite user
interface within the Enrollment Settings menu. Filters have been added to the Auto Enroll log so that an
administrator could filter the logged entries by User Name, Learning ID, Event Started From or to. The
filters can actually improve performance on the log listing screen as less entries would be returned by
applying filtering instead of returning all entries which could amount to quite a lot.

Note: Log entries that are older than 30 days will be purged by the system automatically.

e Manage Centre & A

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Auto-Enrol Console

Auto-Enrol Consele  Auto-Enrol User Listing  [IEEEESIEIIE
User Name Leaming Id Event Started From To
| (not specified) [ ®  (notspecified = >
Search results per page. | 10[=]
User Name Learning id Session Id Event Time Message
ADMINISTRATOR System (ndadmin) Feb 6. 2014 4:41 PMCST  Processing user
ADMINISTRATOR System (ndadmin) b Feb 6, 2014 4:41 PM CST Skipped for user: Timestamps indicale no change since last check
ORG1_135F Org1_135G (org1_135) Feb 6. 2014 4:41 PM CST Processing user
ORG1_135F Org1_135G (org1_135)  Onin_CPO1 ekp000000001  Feb 6, 2014 4:41 PMCST  Nofinish date for prior record mismatch
S P
ORG1_135F Org1_135G (org1_135) OninBazic k000000007 Feb 6, 2014 4:41 PM CST Enrallment Status for the user in the enrollment target: Successful (Enrolment
successfully completed )
ORG1_156F Org1_156G (org1_156) Feb6, 2014 440 PM CST  Processing user
ORG1_156F Org1_16G (org1_156) Onin_CPO1 &kpO0000000T Feb 6. 2014 4:40 PM CST Enraliment Status for the user in the target. Sus ful (Enrolmen!
successfully completed )
Sy ful (Enrol
ORGA_156F Org1_156G (org1_156)  OnlnBasic kpODUOOD0DF  Feb G, 2014 440 pmcsy  rroiment Status for the user in the v S
successully completed )
ORG1_156F Org1_156G (org1_156) Classli kpO0000000S Feb & 2014 4:40 PM CST Enroliment Status for the user in the enroliment target: Pending Approval
- = - (Enrolmant approval required, enrolment was not processed.)
ORG1_152F Org1_152G (org1_152) Feb 6, 2014 4:40 PM CST  Processing user
Showing: 1 - 10 of 32 an- ..

Offline Bulk Auto-Enroll

Normally, user auto-enroll matches are only checked at login. Offline auto-enroll also enables users
who have NOT logged in to be scanned and enrolled in courses (thus emails are sent). This option is
typically DISABLED by default, as it can have a big impact on the system. If set, it is recommended
that the "trickle" option be used, as this will perform a daily processing of active users, with all scanned
over a period of one month.

Options include:
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Disabled

Trickle Auto-Enroll All Active Users Over One Month Period
All Active Users Once Per Day

All Active Users Once Per Week

All Active Users Once Per Month

ogrLNE

To choose and option:

1.Choose an option from the drop-down list next to the Offline Bulk Auto-Enroll field.
Auto-Enroll Console

Auto-Enroll € 3 Auto-Enroll User Listing  Auto-Enroll Log

Offline Bulk Auto-Enroll

Normally, user auto-enroll matches are only checked at log-in. Offine auto-enroll also enables users who have NOT logged in to be
scanned and enrolled in courses (thus, e-mails are sent). This option is typically DISABLED by default, as it can have a big impact on the
system.

If set, it is recommended that the "trickle” option be used, as this will perform a daily processing of active users, with all scanned over a
period of one month

Offline Bulk Auto-Enroll: Disabled V)

scan check for a specific course by setting the auto-enroll targets again. Both of these actions reset timestamps for individual entities

Offline Bulk Auto-Enroll

Normally, user auto-enroll matches are only checked at log-in. Offline auto-enroll also enables users who have NOT logged in to be
scanned and enrolled in courses (thus, e-mails are sent). This option is typically DISABLED by default, as it can have a big impact on the
system

If set, it is recommended that the "trickle” option be used, as this will perform a daily processing of active users, with all scanned over a
period of one month.

Offline Bulk Auto-Enroll: Disabled A

2.Click Execute.
3.A confirmation dialog box appears.

4.Click OK. The change is acknowledged.
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Bulk (Group) Enrollment

Note: As Bulk enrollment requires use of a pop-up window, it may be necessary to disable pop-up
blocker functions before Bulk Enrollment can function.

If you want to enroll a pre-defined group of users, or multiple individual users into an online module,
classroom or any learning object a user can enroll in, you may do so through the 'Group Enroll’
function. (You could also automatically enroll users in specific classes, online modules, etc. using the
Auto Enroll function.)

To enroll a pre-defined group of users, or multiple individual users:

1.Access Manage Center > Learning > Catalog General Settings > Learning Modules.

Learning Modules a
Hide filters
Module Title/ID/Description Type Catalog
english All ﬂ

[J Include sub-catalogs?

Category Subject Status

All [v] All (v Active Only v
Vendor

Al ™

Language

All v|

Results per Page:

English1 (77777) ®ciassroom Active Sep 8, 2013 11:06 AM

English1 (44444) @ oniine Active Sep 8, 2013 11:06 AM

2.Using the searching parameters, search for the course you want to configure.
3.0nce the course is open, click the Session Properties tab on the left navigation pane of the screen.

4.Click Group Enroll.
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‘ Catalog Editor

0O @ B & X

| @0 o

Session Setup - the following steps help you
to define a session.
1. Edit session
2. Edit session class schedule
3. Enter cost information
4_ Participants
5. Instructors
6 E-mail Preferences Setup
7. Cost Accounting Information
8. View usage statistics
9. Session Transfer
10. Resource Reservation

Session Utilities - before you use these
utilities, please save any changes you have
made.

11. Auto-Enroll

=+ 12. Group Enroll
13. Group Training Plan

14, Knowledge Center Preview

5.From here you may:

grONE

Group Enroliment

Group Enroliment Selections

Use the selection option below to select multiple users to whom you want to assign this LP/module. You must
EXPLICITLY execute the enrollment aclion using the "Execute Group Enroli” bution below for the enraliment action fo
be performed.

rnglislﬁ (Sep 20, 2013 9:00 AM - Sep 23, 2013 2:00 PM)

NOTE: Enroliment policies are ignored when users are enrolied through the group enraliment function. Even if
enroliment policies apply for this leaming object, the chosen users will be enrolled directly into the course.

Select participant(s)

Select participant(s)
Remove participant(s)

JAction allows you to specify enroliment or withdrawal processing for the selected users.

Group Enroliment v
laction | Broue

Group enroliment management typically includes automated e-mails that are sent to each user. Here, you can
suppress the sending of these e-mails for this action

'Suppress automatic e-mails? O
Override the reciplents in the automatic e-mails with following e-mail address:

Override allows you to bypass all normal validity checking (start date, event stalus, ...) in executing an enroliment.
This capability should be used with caution!

Override? O

ICost Center to Charge When Group Enroliment Executes

ICharged Cost Center

Select users you want to include in the group enrolment

Select Group Enrollment option in the Action in the dropdown button
Suppress automatic enrollment email to users

Override all normal validity checking

Change Cost Center

January 2019

6.Click Execute Group Enroll. A pop-up screen will prompt you to verify that you wish to make a group

enrollment.

7.Click OK.

Group Enrollment
English1 (11111)

To minimize the overall performance impact on other online users, the processing rate is intentionally slowed to one per second.

Participant Name Enroliment Processing Status

DELEON Angelo (44444444) You are already enrolled in this module or program.
SANTIAGO Claire (ABCDE) You are already enrclled in this module or program.

Close Window

The Talent Suite will then process your request. It will check individual users to ensure they comply
with, among other things, course prerequisites and confirm users' enrollments in a separate screen.
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8.Review the list of enrollments, and then click Close Window at the bottom of the screen.

9.From here, you may check the enroliments for the course.

Enrollment or Withdrawal

(applies to < Neipinenson: )

To withdraw a group of users:

1.Click drop-down menu next to Action and select Group Withdrawal.

Catalog Editor D @ B o X

| @D @ G A

Group Enroliment

nglish1 (Sep 20, 2013 9:00 AM - Sep 23, 2013 2:00 PM

Session Setup - the following steps help you Ll ) P )
to define a session. Group Enroliment Selections

1. Edit session Uise the selection option below fo select multiple users to whom you want fo assign this LP/module. You must

% IEXPLIGITLY execute the enrollment action using the "Execute Group Enroll® button below for the enroliment action to
2 Edit session class schedule
Ibe performed.

3. Enter cost information

4. Parlicipants INOTE: Enrollment policies are ignored when users are enrolied through the group enroliment function. Even if

5. Instructors lenroliment policies apply for this leaming object, the chosen users will be enrolied directly into the course:

6. E-mail Preferences Setup

7. Cost Accounting Information
o Select participant(s)
8. View usage statistics

9. Sesslon Transfer ISelect participant(s)
10. Resource Reservation [Remave participant(s)

Session Utilities - before you use these
utilities, please save any changes you have

o (Action Group Enrollment v
Auto-Enroll i roup

= 12. Group Enroll
13. Group Training Plan (Group enroliment management typically includes automaled e-mails that are sent to each user. Here, you can
suppress the sending of these e-mails for this action

IAction allows you fo specify or for the selected users.

14. Knowledge Center Preview

ISuppress automatic e-mails? O
[COverride the recipients in the automatic e-mails with following e-mail address:

[Overmide allows you to bypass all normal validity checking (start date, event status, ...) in executing an enrollment
[This capability should be used with caution!

[Override? O

ICost Center to Charge When Group Enroliment Executes

ICharged Cost Center

Execute group enroll

2.Click Execute Group Enroll.

Course Withdrawal Reason

. i i NetDi i
(applies to @ NeiDimensions € NetDimensions

Sometimes, if a course is costly and an enrolled learner suddenly decides to withdraw from the course,
it may be useful for the organizer to know the reason for the withdrawal. This new function is designed
to allow such a reason to be captured during the withdrawal process. It is possible to capture the
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withdrawal reason for the case when the learner is already enrolled and also when the enrollment is
awaiting approval.

Configurations

As the withdrawal reason is recorded against a learner's transcript record, it is important that in System
Configuration, the option "Retain transcript records for student withdrawals" is enabled if this
functionality is to be used.

If you want the learner to be prompted for a withdrawal reason when withdrawing from an enrolled
course:

1.Access Manage Center > Learning > Catalog General Settings > Learning Modules.

Learning Modules a
Hide filters
Module TitieID/Description Type Catalog
english All ﬂ

[ Include sub-catalogs?

Category Subject Status

Al [ Al [v]  Active Only (v
Vendor

Al [v]
Language

All [v]

Results per Paget

+ Create Learning Module

English1 (77777) ®Classroom Active Sep 8, 2013 11:06 AM

English1 (44444) eonlme Active Sep 8. 2013 11:06 AM

2.Select a Learning Object.

3.Under the Module Properties tab, click Define Enrollment Policy. Check the box beside the Prompt
user for reason for withdrawal field.
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Catalog Editor

DER OB ™ &F X

t A
Listing 9
Seg

sion Properies
Module Properties

Catalog for Testing (catalog001)

1 Catalog Setup

1 Define Module Properties

st Information

3 Vitual Archive

2 Access ControliEnraliment Control

2.1 Define Module Securlty

on Preragul

I = 7 4 Define Enrollment Policy I

5 E-mail Preferences Selug
3 Knowledge Center Setup

4 Launch Sefup

4.1 Define Launch Properties

oo EramiCedificationEyvaluation

< |Define Enroliment Policy
h

Catalog for Testing

Enroliment Security

Envoifment Securlly aliows you to control which wsers ane aliowed to envolf for this moduwiedorogram. If pubiic

access is checked below, il wsera can enroll in this module. Otherwise, the waer Ja checked for memberahin in
any one of the following access control lists.

iJiThls modulefprogram currently allows public access
/] allow user to WITHDRAW
7

" Prompt user for ragon for the withdrawal
[¥] Alnow user to mark COMPLETED

[v] Alnow status cha nges to be made at any time (e.0. ignore standard business rules)

If the aliow re-envoliment checkbox is checked then a user having one or move previous enroliments with overall
status COMPLETED or FINISH USING js aliowed to enroll in this course again.

_ Disallow Re-enroliment
@ Allow re-enroliment

In some cases, @ course that might have been taken by a sludent previously will need to be re-taken after 3
period of time. The history expiration window js used to speciy the number of days after which the student may
fe-envoll. For example, if the vialue is setlo "20" then & student who 00k this course more than 30 days 290 will
nesd o re-take this course.

Histary Explration Window: 0 dayis)

Currently Allowed Organization(s)

Select Organization Constraintis)

January 2019

4.Additionally, for each enrollment policy, it can be configured for a learner to be prompted for a
withdrawal reason when withdrawing from an enrollment awaiting approval.

5.Click Manage Center > Learning > Enrollment Settings > Enrollment Policy Editor. The
Enrollment Policy Editor page appears.

Enrollment Policy Editor

OFH®TG R 2 X

Fuolicies :-@

E‘"h Copy of-DEFAULT TWO STER
EMROLLMENT POLICY

E‘"Q DEFAULT POLICY

E‘"Q DEFAULT WO STEP ENROLLMENT)

POLICY
E‘"Q Enroliment Policy A

Enroliment Policy Editor

This editor is used to create enrollment processing policies that may be assigned to

individual courses. The policies may consist of any number of approval or manual steps,
with custom e-mails associated with each step or action.

6.Choose a folder under the Policies tab and click Edit policy details. The Enroliment Policy Details

page appears.
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Enroliment Policy Editor

D@B A0 ? X

Policies W

py o-DEFAULT TW0 STEP ENROLLMENT

Enroliment Policy Details

DEFALLT TWO STEP ENROLLMENT POLICY

Enroliment Policy Details

Select the desired e-mail workflow and specific messages using the properties below,
Policy Name: DEFAULT TWO STEP ENROLLMENT POLICY
The confirmed enroliment e-mail notification can be tumed on or off, select your option below.

Send Enrallment Confirmation for Group Send Enroliment Confirmation for Self Send Enrallment Confirmation for Auto

Enroliment? Enraliment? Enroliment?
) B 5
Enroliment Confirmation: Digtault Enroliment Confirmation &Qi
Enroliment Pending Dafault Enrallmeant Pending %G
Hotification: .
™ i - |
Waillisted Notification: Dafault Enroliment Waitlisted i‘gl
Withdrawal Notfication: Disfeutt Course Withdrawsl MNotification &G
Approved Notificstion: Deult Enroliment Approved Natification &G
Denied Motification: Dafault Enroliment Denied Motification Y G]

Policy Remarks’ This 15 & system policy that may be used for

two-level approvals.

1] Aowe Approval Withdrawal
| Prompt user for reason for the withdrawal

|"I Conslider organization-lavel paymart plan options
Parallel Approval Steps
@ First response determines outcome

All parallel steps must succeed

To specify which users and organizations can access the currenttemplate, click Permissions

7.Check the Prompt user for reason for the withdrawal box.

8.Click Save.

Reason for Withdrawal

January 2019

When a learner withdraws from an enrollment, the Reason for Withdrawal dialog box will appear and
ask the user to enter the reason for the withdrawal. The reason will be saved and the enrollment is
withdrawn when the user clicks OK.

Page 247



NetDimensions LMS 14.1 - Catalog Administration January 2019

Knowledge Center

Prompt user for reason for the withdrawal no pass

This courge must be completed by Sep 30, 2010 8:00 PR CBT

Reason for Withdrawal

A successiul withdrawal will result in
the remowal of this training record

Conkact My Learning G

Mo news announcernents are assigned f Bysin
process, 50 e sure b check back S Y SR

Please enber a reason for withdrawing.

—

B foof thie wilhdrawal no pass Oniline m

Withdrawals with Refund Amount

In the Knowledge Center, when a participant tries to withdraw from a course having cost information, a
note is added to the confirmation dialogue to show the refund amount or tokens/credits.

Knowledge Center

MET Remoting-—-—-—--— (116782 _eng)

Personal Mobabook | Evaluate this Program

Reason for Withdrawal X
el & e
Mo news announcements are assigned  \Withdrawing from this lesming module aysin
ProCRsS, S0 be Sure o check batk will remiowe itz record from your laaming I A
history. | -"',-'.U ;"‘
el
Mote: 100% of the course cost can be _.:-._.'55 V.
refindad, amouwnt: LUSD0,00,
Please entar a reason for withdrawing. -

T —
MET Remoting———-— {(116782_eng) s & Quick Start
Withdraw m

Withdrawals with Refund Amount
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No note will be displayed if a participant withdraws from a course without cost information.

Report Wizard

The withdrawal reason can be reported via the Report Wizard, in the report type "Withdrawn Student
Deta|ls A new column called "Reason for Withdrawal" can be selected

EmamEnanga e awna amanar. AEsERAE. AR EEERERER T

Title User Attribute 1 User Attribute 2 User Attribute 3
| User Attribute 4 " User Attribute 5 | User Attribute & [] User Attribute 7
| User Attribute 8 J User 1D User Option 1 | User Option 2
|| User Option 3
_ Credit _ Description
__'_ Department Name _' - Drganization ID T Organization Level __' Organization Hame

Student Withdrawal Details

7| Withdraw Date

Module Properties

Audience Description Language
[ Learning Type ~ Module ID 7| Module Title [ Show in Catalog
Vendor
|| Duration{Training hours) End Date Enrollment Limits || Event Status
| Facilities T Geographic Region ID T | Location [] Session
| Start Date Total £ of Enroliments

Reason for Withdrawal

|+ Reason for Withdrawal

Geographic Regions

Suppress Automatic Emails

, NetDimensi
( applies to P Netbimensions )

If you do not wish to send automatic enroliment emails to each of the users in the group, you can do so
by checking the Suppress automatic emails? checkbox.

Group enrollment management typically includes automated emails that are sent to each
user. Here, you can suppress the sending of these emails for this action.

Suppress autormatic emails? ]

Overriding Checks

(applies to <@ NeiDinensons

Should you need to override system checks (this may be required, for example, when you need to
enroll users in a course whose enrollment cutoff date has passed) click on the check box next to Overri
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de? before clicking Execute Group Enroll.

Override allows you to bypass all normal validity checking (start date, event status, ) in executing an enraliment. This capability
should be uged with caution!

Override? [l

| Execute Group Enroll I

Note: As the Override functions allows you to bypass all normal validity checking (start date, event
status, etc...) when executing an enrollment, this function should be used with great caution.

Group Enroll Indicated Interest Learners onto Sessions

(applies to @ Neipinenson: )

When module sessions have been set up based on learner preferred dates, catalog administrators
can group enroll learners based on their preferences on the Indicated Interest List in Catalog Editor.
Indicated Interest List

Class 2014 (CLASS-004)
2 people indicated interest

Bu\kA:t\onE
1 N T S
] # PID Learner02 (PID_L0Z2) pid_l02@dummy.com Oct 25, 2013 9:00 AM CST
Oct 28, 2013 9:00 AM CST
] # PID Learner (PID_L01) pid_l01@dummy.com Sep 16, 2013 9:00 AM CST

Send Mail !

Remave

Catalog administrators can enroll learners who have indicated interest in a module

Indicated Interest List

Class 2014 (CLASS-004)
2 people indicated interest

Bulk Action[~
I S = N
] 'n' PID Learner02 (PID_L02) pid_l02@dummy.com Oct 25, 2013 9:00 AM CST

Oct 28, 2013 9:00 AM CST

L] # PID Learner (F'ID_LM)% | would only be available on the mentioned date Sep 16, 2013 9:00 AM CST

Catalog administrators will see learners' comments on mouseover of a chat bubble

|_ Select a Session to Enroll x |

I Selecta session |E|

Selecta session
Sessionl, Mov 1, 2013 9:00 AM (Mone Assigned
lll Session2, Dec 2, 2013 9:00 AM (Mone Assigned) h

Continue § Cancel

Target Session dialog for Catalog administrators to enroll learners from available sessions
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Training Plan Group Assignment

( applies to °ye?fto|?g$?25i°m @2 NetDimensions NetDimensions

This function allows administrators to push out Training Plan assignments to large groups of people at
one time. A number of properties are included with this action to enable control over email, priorities,
due dates, etc.

1. Access Manage Center > Learning > Catalog General Settings > Catalog Editor.
2. Click Session Properties on the left navigation pane.
3. Click Group Training Plan.

Catalog Editor DE® OB o & F X
Module Properties e;_ ]
Seszion P‘r;npemes ; W | Group Training Plan Assignment

2 for Initiating agents (Date to be confirmed)

Group Training Plan Assignment Selections

SI2 for Initiating agents (20050301) lSI

Select an event status:

Activa = Lise the sakaction aplion Daiow 10 seiect mURe Users & wihorm Vou want 1 asaign this LAmOduUe, Y ou must
EXPLICITLY exgcite the assignment action using the "Execuls Group Assignment” bulton below for the assighrment
Select a sassion: action lo be perarmed.
august, Diate to be confirmed (Mone Ass -
m O ® 0 MNOTE: The assignment i made atthe module level, notthe session leval, thus allowing the user to make the
appropriate enrollment cholce.

Session Setup - the following steps help Select participant(s)
you fo defing a session 3alael I m
1. Edit Session participani(s)
2 Edit Session Class Schedule padicipani(s)
3. Enter Cost Information = L =1
4 Paricipants
Artion allows you to specify assignment or de-assignment processing for the selected users. Also, an amall
3. Instructors notification may be sent by selecting a lemplate balow. Otherwige, none | sent.
b E-mail Preferencas Satup -
§ ) _ Action Assign this Module -
7. Cost Accounting Informatior
3. View Usage Statistics Updata Bxisting i
g g T e Plans
ession Transfe
i HNaotification [
P Email: -
{. Resource Reservation Comimant {rmax

255 characters):

Session LHilties - before you use these
ulilities, please save any cthanges vou had

made o
Prioite Medium
2 Auto Enrall
i Complets BY: [ (101 specitied) | FE] I
J_Groun Enrall - =
I-i 4. Group Tralning Plar I i

You can select participants and groups as described in Enroll Multiple Individual Users.

You can also choose to assign or remove the assignment of the module from theselected participants.
You can choose to notify the participants of the changes by selecting from one of the email templates. If
you have any additional comment, you may enter it in the comment text box.

You can also let the participants know the priority and your expected completion dates of the module.
You must explicitly click Execute Group Plan Assignment for the plan to take effect.

Priority: bedium -
Complete By: (not specified ﬂ@
Execute Group Plan Assignment '

The participant can view the plan under the Career Development — Training Plan tab.
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Select and Enroll Users Using an External List

, NetDimensi
(applies to <@ NeDinensions

In choosing users for group enrollment, you also may cut and paste User IDs from an external source
(e.g. an Excel file). To do so:

1.Click on Use UserID Cut and Paste Direct Entry Form.

Selector

Description

Perfarm a search to generate a listof dems inthe Avallable Cholees' panel. Select one of the (tems listed and click the single arow (g9, =)

button o copy it into the '‘Selections' panel, Use the double arrow buftons to move 2l iterns betwean the panals Whan vau have completed
your seleclion, click the "0K button

Search Criteria

Thi search result ist only displays the first 1,000 rows. Check here to switch batsaen horzontalberical screen lavouts:

User I Given Mamea
Role: All

Farnity Mame:
- Organization:

User Group:

Search

2.The UserID Cut and Paste Direct Entry Form screen appears.
UserlD Cut and Paste Direct Entry Form

O Thig Torm you can directly oe inuser D=, or "cut and paste® anantirg izt fom 2 fle or soreadehast The indysdual IDs should be separated by
a linefeed, and are validaled belfore being actepled.

HIMT: Yiou can use fie Repoi Wizsd o perform ad-hoo dals edractons of eser I0s o Exeal, and ten paste he spresdebe et wser 1D dala column

inlo his Selector.

Deata Eriry Aresa Interpret erdened values as Empliyes Number instaad of Usar (D7

Valiated Liser List
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3.Save the desired list of User IDs in the clipboard.
4.Paste this list in the Data Entry area of the UserID Cut and Paste Direct Entry Form screen.

Tip: You can use the Report Wizard to perform ad-hoc data extractions of user IDs to Excel, and then
paste the spreadsheet user ID data column into the Data Entry area.

5.Click Validate. If the user IDs are valid, the users' names and IDs will appear in Validated User List
area.

6.Click Save. The chosen users' names will appear in the Select Participant(s) area of the Group
Enrollment screen.

Catalog Editor DB OR o & F X
Module Properiies & o
Session Properties W Group Training Plan Assignment

SI2 for Initiating agents {20050301)

SI2 for Initiating agents (Date to be confirmed)
Select an event status: Group Training Plan Assignment Selections

ACIH . Use the selection option below to select rmuRiple users 1o whom you want o 8Ssign this LAVmodule. You must
) EXPLICITLY execute the assignment action using the "Execute Group Assignment” button befow for the assignment
Select a session action to be performed

august, Date 1o be confirrmed (Mone ASE »

= 0®a NOTE: The assignment is made at the module level, not the session level, thus allowing the user to make the
(S0 appropriate enrollment choice.
Session Setup — the following steps help Select participant(s)
you to define a session GONZALES May (EMPNODOT)
1. Edit Session | NOTARTE Meldy (EMPNODD3)
; i STUDENT New (EMPNOD0Z)
il B
3. Enter Cost Information =l -
4. Paticipants
Action allows you to specify assignment or de-assignment processing for the users. Also, an email

tructors notification may be sent by selecting a template below, Otherwise, none is sent
& Exmiail Preferences

) Action Agsign this Module -
7. Cost Accounting

7.1f you do not need to override any checks click Execute Group Enroll. A pop-up screen will prompt
you to verify that you wish to make a group enroliment.

8.Click OK. The Talent Suite will then process your request. It will check individual users to ensure they
comply with, among other things, course prerequisites and confirm users' enrollments in a separate
screen.

9.Review the list of enrollments then click Close Window.

Organization-level Enrollment Policies

(applies to @ NeDimensions € Netbimensions

Organization-level Enrollment Policies enables approval workflow to be determined by a user's
organization rather than requiring all organizations to use the same course-specific enrollment policy.
Traditionally in the Talent Suite enrollment policies have been assigned to a course, and all users who
self-enroll in that course have the same enrollment policy. With this feature, an enrollment policy can be
assigned at the organization unit level and optionally marked in the course as taking precedence over
the course policy.

Setup Step One

The first configuration action required is to define a policy to all organization units that need an
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org-based approach to approval workflow. Users typically have a hierarchy of org units, and the Talent
Suite will traverse the hierarchy from the BOTTOM to the top, using the first org encountered as the
users candidate org policy. For example, if a user is in org "NetDimensions/Sales/London" and
NetDimensions has policy "A" configured and Sales has policy "B" configured, the Talent Suite will
consider policy "'B" to be the applicable org policy for users in this org unit.

Now, the fact that a user has an applicable org-level policy does NOT mean that it will be used. This is
where Setup Step Two comes into play.
User Editor 8 m &b 7 X

Organizatinn

Organization Properties

=1
E Enfier essenial organization defails in fe fields below. Hole thal ihe Code field is an organization defined 1D (e.g. USA) thal should be
™ umique within & given parent geganization antity.
L] Code ROOT
]

Diseription ALL

Papmiend Pian {nane) -

Takan &ccount

| Bllows usar 10 modiy Meir manager name
| Bllow user fo modily Their manager e-mall
| Allow s o modity heir o st centar

< Allow wser o modity eir location code

Enable competency management far all users in this organizalion (effective only if & competency management system has been
corfgured)

Allowe Payrment by Invaice

R R R R R R R R RN el

ApprTver i)
New User ¥elcome E-mail 3/ ()

Ersolimant Policy

An Qwgangation Enrglimend Folicy will 1ake precedence over hat used for 3 course if the course 5 13g9ad ¥ allow org-based 3pprovals
Foikcy Name v

Setup Step Two

When a user attempts to enroll in a course, the system will determine if approvals are required based
on the policy configured for the course (in Catalog Editor). There is now an additional checkbox on the
Catalog Editor enrollment policy screen that allows an administrator to specify whether a user's org
policy should take precedence over the course policy. So, at enrollment time this information is checked
to determine which policy to use.

There are several important guidelines regarding the business logic of org enrollment policy processing:

1. The course must have a specific approval policy configured. The "DEFAULT POLICY" will not
invoke approval processing as most courses are by default configured with this policy so as NOT
to require approval processing.

2. If the user does not have an Organization policy configured or if the Organization policy is
"DEFAULT POLICY" (i.e. the policy with the internal ID of DEFAULT), the course policy will be
used during enrollment processing.
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Catalog Editor

DA OGR® &F X

Listing -
e
Module Properties W

Basic MS Office Word Tuterial
(BASIC_MS_OFFICE_WORD_TUTORIAL)

1 Catalog Setup
Defing Module Properies
E o5t Informatio

Objectives

1.10¥irtual Archive

2 hccess ControMEnroliment Control
2.1 Define Module Security
n Prerequisites

n ExamiCertific stion/Evaluation

= 2 4 Define Enrollment Policy

3 Knowledge Center Sefup
1 Setup Options

4 Navipation Setup
4.1 Navigation Setu

Define Enroliment Policy

Basic MS Office Word Tutorial

Enrollment Security

Enroliment Securily aliows you 10 cOntrol which Users are aliowed 0 enroll for this modukerograrn. If public 200885 is checked
beicw, aif users can enroil in this module, Olhanwise, the wser is checked for membership in amy one of the following access conlrol
lisls.

¥ This modula/frogram currenty aliows public access
(] allow user to WITHDRAW
[”I Prompt user for reason for the withdrawal
[ Allow user to mark COMPLETED
[ Allow status changes to be made at any time (.0, ignore standard business nies)

Irihe aiiow re-envoliment checkbox is checked then & user having one ar mare previous envoliments with overall status
COMPLETED or FINISH USING is aliowed to enrail in this course again,

) Disallow Re-enrollment
! Allgw re-enroliment

In some cases, & course that might have been taken by a student previously will need to be re-tafen after @ period of lime. The
histony expiration window ia used o sneciy the number of days after which the student may re-envoll. For example, if the valle fa set
fo "30"then a studentwho ook this course mare than 30 days ago will need lo re-tale Mhis course,

History Explration Yindow: 0 day(s)
Currently Allowed Organization{s)
Select Organizalion Constraint(s
Currently AMlowed user(s)
ign L constraint
Rerr ssigned User(s

Enroliment Policy

Selactthe cesied Enfoliment Policy here. IT none 15 selected, the sy Wil De sl for Nale that for

2 Learning Program, envoliment confimmation emails will not be sentfor each module in the program uniess they are configured an
the E-mall Freferences Selup scleen in each moduie. WRhdrawal emails for eéach moduke in the program will e sent unkess the
module’s enroliment policy does not include 3 witharawal email

Policy Mame: DEFAULT TWO STEP ENROLLMENT POLICY MQI |

Examples

January 2019

The following example of a user org hierarchy should help in understanding the business logic that is
applied when traversing the org structure from the bottom-up for each user. Assume the org

configuration is:

Level 1 - NetDinensions, Policy A

Level 2 - Sales, Policy B

Level 3 - Marketing, Policy DEFAULT PCLICY
Level 4 - Hong Kong, No policy configured

When determining the effective org policy for a specific user, NetDimensions Talent Suite application
treats DEFAULT POLICY the same as "no policy" and will ignore it and continue its scan. Thus, a user
at each level would be assigned org policies as follows:

User at Level 1: Policy A
User at Level 2: Policy B
User at Level 3: Policy B (DEFAULT POLICY is ignored)
User at Level 4: Policy B (DEFAULT POLICY is ignored)

For the following enrollment examples, assume that the effective user Org Policy, Course Enrollment
Policy, and Org Precedence Indicator are set as specified in each example. Also, assume that the

DEFAULT POLICY is still

Enrollment Case 1

configured as shipped, with no approval steps.
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User: Policy: B

Course: Policy X

Org Precedence Indicator: True
Result: Policy B is used

Reason: B takes precedence over X

Enroliment Case 2

User: Policy: B

Course: Policy: DEFAULT POLICY

Org Precedence Indicator: True

Result: No approval processing is done, and the user is enrolled directly in the course. Reason: The
course does not require approval processing when configured with DEFAULT POLICY.

Enrollment Case 3

User: Policy: B

Course: Policy: A

Org Precedence Indicator: False

Result: Policy A is used

Reason: Org policies have no effect for a course in which the precedence flag is unchecked.

Enrollment Case4

User: Policy: (none configured)

Course: Policy: A

Org Precedence Indicator: True

Result: Policy A is used

Reason: Because there is no org policy configured, the course policy is used. This is the case for all
existing policy handling (before using Org Policies), and represents the most common approval logic
case.

Enrollment Case 5

User: Policy: DEFAULT POLICY (some explicitly configured the DEFAULT POLICY for the org unit
instead of leaving it blank).

Course: Policy: A

Org Precedence Indicator:True

Result: Policy A is used

Reason: The DEFAULT POLICY is treated the same as "no policy".

Organizational Constraints for Module Sessions

NetDimensions )

(‘applies to > NetDime

In cases where a course has sessions where each session is exclusively for one or more organization
units, it is useful to configure and display general course information to all users while restricting the
display of individual sessions to the relevant organization units. To do so:

1.Click Edit Session under the Session Properties tab.
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Tlstng. W its it
Listing Edit 1 Properties

Module Propert ies ‘ R
5 Py )
ﬁ— |£ngll$h 101 (Jul 24, 2012 8:00 PM - Jul 25, 2012 5:00 PM)

English 101 (ENG_001)

This form aliows you to maintain session properiies. A session must be defined for any module type that requires
envoliment processing including online and dassroom modules.

Select an event status:

Active [=]
Select a session: Module 1D ENG_001
English 101, Jul 24, 2012 B:00 PM (None Assignec [=] | Session Title Enghsh 101
[ - NuRCIY] Session Code Sessionl
Description Sample
Session Selup -~ the following steps help you to
define a session.
2 Edit Session Class Schedule
3. Enter Cost Information
4. Participants
S Evant Status” () Actie -]
-mall Preferen:
SH el b Lo ¥| A session status change to Completed or Cancelled or a session status change from
7. Cost Accounting Inf tion Prompl User To Select Session to another status modifies all enrolled user status values
8. View Usage Statistics Selact Organization
Constraint(s)
9. Sassion Trarsfer

10. Resource Reservation
Instructor Contact E-mail:

Sassion Utilities - before you use these utilities,

please save any changes you have made. Fer Enroliment Policy steps that require a course session-specific approver, you may select an individual here to whom
11. Auto Envell the enrollment approval request will be sent
12 Group Enrell Course Specific Approver #1: M@
13. Group Training Plan
Course Specific Approver 42 3_]@
14, Knowledge Center Preview
Comments;
Enrallment Limits Min

2.Click the Select Organization Constraint(s) hyperlink. The Organization Selection page appears.

Organization Selection
Descpton ]

Salect the oroanization(s) fram the hiararchy tree below by clicking an the open radio buttan or check baxes; use the «- icons to navgate thraugh
the list.

Expand and Display Enfire Higrarchy Tree | Collapsa Displayad Hiararchy Traa

1 B a

Directhy Supendsed Business Units
Can

Cancel

3.Make your selection and click OK. The selection appears.
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Listing. -

Module Properties W
Session Properties

English 101 (ENG_001)

Select an event status

Active B
select a session:

English 101, Jul 24, 2012 8:00 PM {(Mone Assignec z‘

@ccoo

Session Setup — the following steps help you to
define asessicn.

= ‘| Edit Session
2 Edit Session Class Schedule
3. Enter Cost Infarmation
4. Participants
5. Instructors
6. E-mail Preferences Setup
7 Cost ﬂ[EﬂUl‘Ihl’]g Infarmation
8. View Usage Statistics
9. Session Transfer

10. Resource Reservation

Session Utilities - before you use these utilities,
please save any changes you have made

1. Auto Enroll

2. Group Enroll

‘3. Group Training Plan

14, Knowledge Center Preview

Edit Session Properties

English 101 (Jul 24, 2012 8:00 PM - Jul 25, 2012 5:00 PM)

Required Event Attributes

This form allows you to mainiain session properties. A sessfon must be gefined for any module Ype that requires
envollment processing, induding online and dassroom modules,

Module D bl i

Session Title English 101

Session Code: Session]

Description Sample

Event Status' (3) Active []

[#] & session status change to Completed or Cancelled or a session status change from
Prompt User To Select Session to another status modifies all enrolled user status values.
Select Organization
Constraintis)

Instructor Contact E-mail

For Enroliment Policy steps that require a course session-spedi fic approver, you may select an individual here to whom
the enroliment approval request will be sent.

Course Specific Approver #1

LYY
Course Specific Approver 82 .illg
Comnments:
Enrallment Lirmits Min

January 2019

1. No organizations configured for the organization constraints makes the session visible to all

organizations.

2. Organization constraints apply only to module sessions and not program sessions therefore it is
possible for users who are not members of the specified organizations to enroll onto the
restricted session if it is part of a program.

1. Minimum Course Size Usage

(applies to & NeiDimension:

@ NetDimensions
Learn ing )

To improve usability and reduce confusion, the session enroliment minimum limit field has been moved
from the E-mail Preferences Setup page to the Edit Session Properties screen within the Catalog

Editor.
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Catalog Editor |

Listing

DB RA® G X

Medule Froperties W
Session Proparties  J

English 101 (ENG_001)

Select an event status:

Ariive =]
Select a session
English 101, Jul 24, 2012 8.00 PM (None Assigned) |E|

®o =0

Session Setup = the following steps help you to define a
session,

Edit Session Class Schadule
Enter Cost Information
Parligipants

Irstruetars

E-mail Preferences Selup
Cost Accounting Infermation
View Usage Statistics

Z
3
4
5
[
7.
L
9

10. Resource Reservation

Session Transfer

Session Utilities — before you use these utilities, please
save any changes you have made

11. Aute Enrall
12 Group Enrall
13. Group Training Plan

14. Knowledge Center Preview

- Edit Session Properties

English 101 (Jul 24, 2012 §:00 FM - Jul 25, 2012 5:00 PM;

This form allOWS yoU to MmEINIsin Sessian praperties. A session must be defined for any mogule type that requires enraliment processing.
including online and dassraom modules.

WModule 1D: ENG_0I
Session Title: English 101
Session Code; Session!
Dascription: Sample
4
Evant Status (3) Active [=]

[¥] A session status change to Completed or Cancelled or 2 session status change from Prompt User To Select
Session to another status modifies all enrolled Lser status values

select Cirganization

Corsiraintis)

Instructor Contact E-mail:

For Erroliment Palicy steps that require a course session-specific approver, you may select an individual here 1o whom the enrallment
approval request will be sent.

Course Spacific Approver #1: M@
Course Specific Approver #2- @@
Comments
Enrollment Limits Min

MK @ Fixed |

® Based on facility size/capacity

Tolal Enrollment v ]
Cannot withdraw within 0 days of the start date

January 2019

The "Session waiting reminder" notification email, which depends on the minimum class size setting,
will now use the above setting.
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Enrollment Maximum Limit

. &> NetDimensions & NetDimensions
(‘applies to Performance )

Allow Enrollment Limit to be Based on Facility Room Size

Certain learning types, e.g. Classroom, allow class sessions to be set-up, with each class session
located at a physical location (or facility).

Currently NetDimensions Performance application allows a session to have either no seat limit or a limit
with a fixed value. This limit has no relation to the number of seats available at the session's facility.

In the situation where a facility begins to host more than one classroom course at the same time, it
becomes useful to take the location's seat capacity into account when determining the maximum
enrollment limit because different groups of learners need to share the same set of seats. Moreover, a
course withdrawal for one course could trigger the auto-enrollment of a wait-listed learner in a different
course.

This enhancement is designed to deal with this complex situation.

Setting

For a session of a course that can have a physical location associated with it, the Enrollment Maximum
Limit can now take one of two values:

1. Fixed - this offers the previous fixed limit behaviour; setting it to zero or leaving it blank means
there is no maximum limit.

2. Based on facility size/capacity - this is a new option that uses the associated class facility's
maximum number of seats as the maximum limit. The enrollment limit also takes into
consideration other enrollments that might have taken place for some other courses using the
same facility at the same time. For brevity, we can refer to the session as having a "dynamic"
enrollment limit. If a facility's maximum number of seats is set to zero, this is interpreted as not
having any limit.

Course Speciflc Approver #1

e o
==

Course Speciflc Approver #2

Commeants
Enroliment Limits Min
Max Fluad
@ gased on facility sizefcapacdity
Total Enrallment # ]

Seats Remaining Calculation Logic
Suppose a course session is using the dynamic enrollment limit and all its separate classes are held at

one facility. If there are other sessions sharing the same facility at the same time, the seats remaining
for this session can be described by the following formula:
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remai ning seats = facility capacity - nax { total no. of enrollnents in a
particul ar period of all the sessions' class schedules }

However, if the course session's classes are held in different facilities, then the calculation becomes:

remai ning seats = mn {

facility capacity - max { total no. of enrollnments in a particular period
of the sessions' class schedul es }

} of all facilities involved in the session

Scenario A

Facility F1 has only 3 seats.
Sessions S1, S2 and S3 have classes all located at F1 on the same day, with their schedules
overlapping. Suppose that each session has 1 learner enrolled.

The following diagrams show the classes' start and end times and how they overlap.

Example 1:

S1 (10:00-11:30)
S2 (09:00-11:00)
S3(10:45-12:00)

In this example, since there is a period in time when all 3 classes are in the same facility, all 3 seats in
the facility have effectively been used up and no more enroliment can be accepted for any of the 3
sessions.

Example 2:

S1 (10:00-11:30)
S2 (09:00-11:00)
S3(11:15-12:30)

In this example, at any point in time, there is at most 2 learners in the facility, therefore, the number of
seats which remain available for enrollment is 1.

Scenario B

Let's consider the more complicated scenario where one session has 2 classes held at different
facilities.

Facility F1 has 3 seats. Facility F2 also has 3 seats.

Sessions S1, S2 and S3 each has a class located at F1 on Day 1, with their schedules overlapping.
Suppose that each session has 1 learner enrolled.

Session S1 has an additional class located at F2 on Day 2.

The following diagrams show the classes' start and end times and how they overlap.

Example 1:

At facility F1 on Day 1,

S1 (10:00-11:30)
S2 (09:00-11:00)
S3(11:15-12:30)
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At facility F2 on Day 2,
S1 (10:00-11:30)
In order to work out the number of seats remaining for enroliment for session S1, we need to consider
the seats remaining for each of its classes and take the minimum value. For the class held at F1, the
seats remaining is 1 (as explained in Scenario A's second example); for the class held at F2, the seats
remaining is 2. Therefore the seats remaining for enrollment for session S1 is 1.

Scenario C

Facility F1 has 3 seats.

Sessions S1, S2 and S3 have classes located at F1 on Day 1, with their schedules overlapping.
Suppose each session has 1 learner enrolled.

In addition, S1 has another class located at F1 on Day 2, same as for another session S4 which has 2
learners enrolled.

At facility F1 on Day 1,

S1(10:00-11:30)
S2 (09:00-11:00)
S3(11:15-12:30)
At facility F1 on Day 2,
S1 (10:00-11:30)
S4 (09:00-11:00) =
In this example, since no more enroliment is possible for S1 on Day 2, it is not possible to enroll
another learner for S1 even though a seat is available on Day 1.

Note that the timezone set at the session level is taken into consideration when working out class
schedule overlap. It must be ensured that this is set appropriately for the facility in question.

Consequences
This enhancement affects the following places:

1. The available number of seats for enrollment, as displayed in NetDimensions Performance
application or retrieved via the API.

2. The enrollment process

3. Wait-list handling: in the example provided in Scenario C, if wait-listing is enabled with automatic
upgrade, and one of the enrolled learners decides to withdraw from session S4, then it is
possible for a wait-listed learner of either S1 or S4 to become enrolled. The order of the upgrade
depends on who joined the wait-list first.

Wait-list Upgrade

Here is a more complicated scenario involving wait-list upgrade.

Facility F1 has 5 seats.

Session SA has a fixed enrollment limit of 2 while session SB has a dynamic enrollment limit.

Their classes are both located at F1 at the same time and both sessions have the wait-list option set to
"Automatic Upgrade&quot". Suppose 2 learners are enrolled in session SA and 3 learners are enrolled
in session SB. Further enrollment attempts will result in learners being wait-listed.

The following examples show how the order in which learners are wait-listed can affect the
auto-upgrade result.

Example 1:

Learner B attempts to enroll onto session SB and is wait-listed.

Learner A attempts to enroll onto session SA and is wait-listed.

Now if a learner withdraws from session SA, both learners A and B will be upgraded and become
enrolled onto sessions SA and SB respectively. This is because the upgrade logic considers all
wait-listed users in both sessions SA and SB since they are located at F1:
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As learner B is wait-listed before learner A, he is considered first with session SB's dynamic enroliment
limit in mind. A spare seat at the facility F1 means learner B can become enrolled.

Now learner A is considered using the fixed enrollment limit of 2. After the withdrawal, there is only 1
learner in session SA so learner A is upgraded.

Example 2:

Learner A attempts to enroll onto session SA and is wait-listed.

Learner B attempts to enroll onto session SB and is wait-listed.

In this situation, if a learner withdraws from session SA, only learner A is upgraded:

As learner A is wait-listed before learner B, he is considered first with session SA's fixed enrollment limit
in mind. After the withdrawal, there is only 1 learner in session SA so learner A is upgraded.

Now learner B is considered using the dynamic enrollment limit in mind. After the enrollment of learner
A, the facility is full again so learner B remains wait-listed.

However, if instead, a learner withdraws from session SB, only learner B is upgraded:

As learner A is wait-listed before learner B, he is considered first with session SA's fixed enrollment limit
in mind. As there are still 2 learners in session SA, learner A remains wait-listed.

Now learner B is considered using the dynamic enrollment limit in mind. A spare seat at the facility F1
means learner B can become enrolled.

Assumptions and Limitations

a. A course session's classes should not overlap in time.

b. A user should not enroll onto 2 sessions with clashing schedules. When summing up the
total number of enrollments at a particular time, we take the number from each session
separately, so it will count double on seat usage if the same user is enrolled onto 2
sessions with clashing schedules. In practice, a user should not be able to attend 2
sessions at the same time, even if they are at the same facility.

c. Wait-list upgrade is not automatically invoked after the maximum number of seats for a
facility is increased. It is expected that this value will not frequently change.
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Technical Issues

For the modules contained in the Learning Program:

1. If the module is completed or finished using, then its status will not change.

2. If the enrollment is shared, then status will also not change.

3. If the module is a Learning Object, and it is incomplete, then it is set as finished using.
4. For other cases, the module is withdrawn.

For the Learning Program:

1. If the Learning Program is completed or finished using, then its status will not change.
2. Otherwise, the Learning Program's status is set to withdrawn.

Enrollment Withdrawal Handling

Withdrawal Record Logic

The default behavior when a user withdraws from an enrolled course is to record an entry in the table
"withdrawnUsers" table and to remove all standard records related to the enroliment itself. Several
important points about this logic include the following:

1. The withdrawal record is for the object in which the user was directly enrolled. This means:

1. Individual module sessions in which the user was directly enrolled,;
2. The Learning Program (but not the individual modules within the program);

Users who are "waitlisted" or "pending approval" do NOT have a withdrawal record created, as they are
not yet considered enrolled.

2. The overall withdrawal logic is the same no matter where it is invoked, including user withdrawals via
the KnowledgeCenter, and administrator status changes in the Catalog Editor Participants tab.

The one exception is the Group Withdrawal function with the Override indicator set. This Catalog Editor
function is intended to remove all traces of an enrollment, and so will not record the individual withdraw
records for each user when the override flag is checked.

3. A new System Configuration option entitled "Record All LP Module Withdrawals" has been added to
recent releases of NetDimensions 4.6 and later in which we now allow administrators to change the
above business logic so that the following happens:

All modules within a Learning Program also have withdrawal records recorded. The default, as
mentioned above, is to only record the LP withdrawal and not the individual LP module withdrawals.

Bulk Enrollment and Enrollment Policies
Is the enrollment policy enforced when a bulk enrollment is made?

No. As only a person with Administrator privileges is able to make bulk enrollments, and it is assumed
that Administrator are aware of enrollment restrictions, enrollment policy checks are bypassed during
the processing of bulk enrollments.
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Certification Manager

January 2019

Certification award information, including the pdf file, is captured at the time of award. This information

can be used to populate Certificate PDF fields using the following keys:

Object
Certificate

Certificate

Certificate

Certificate
Certificate
Certificate
Certificate

Certificate

Course
Course

Course

Course
Course
Course

Course

Course
Course

Course

Course

Course
Course

Learner

Field
Certificate ID

Certification
Code

Certification
Name

Award ID
Award Date
Expiration Date
Serial Number

System
Timestamp

Course ID
Course Name

Duration
Comments

Course start date
Course end date
Obijectives

Module
Description

Session Title
Facility Code

All Module
Attributes

Performance
Grade

Score
Credits

User Name

Key
Certificateld

CertificateCode

CertificateName

Awardld
AwardDate
ExpirationDate

SerialNumber

SystemTimestamp

Courseld

CourseName

CourseDuration

CourseStart

CourseEnd

Objectivel,...,ObjectiveX

ModuleDescription

SessionTitle
FacilityCode

AllModuleAttrs

PerformanceGrade

FinalScore
TrainingCredits

UserName
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Learner User Name (First
Name then Last
Name)
Learner First Name
Learner Last Name
Learner User ID
Learner Employee
Number
Learner Job Title
Learner User Attributes
Learner Date of Birth
Learner Address 1
Learner Address 2
Learner City
Learner Department
Name
Instructor Instructor Name
Instructor Instructor Job
Title
Instructor Instructor
Department
Name
Instructor's Instructor's
Direct Direct Appraiser
Appraiser Name
Instructor's Instructor's
Direct Direct Appraiser
Appraiser Job Title
Instructor's Instructor's
Direct Direct Appraiser
Appraiser Department
Name
Task Approver Name
Approver

UserFirstLastName

UserFirstName
UserLastName
CurrentPid

EmployeeNumber

JobTitle
UserAttrl,...,UserAttr8
DateOfBirth

Address1

Address2

City

DepartmentName

InstructorlName,...,InstructorXName

InstructorlJobTitle,...,InstructorXJobTitle

InstructorlDepartmentName,...,InstructorXDepartmentName

InstructorlDaName,...,InstructorXDaName

InstructorlDaJobTitle,...,InstructorXDaJobTitle

InstructorlDaDepartmentName,...,InstructorXDaDepartmentName

ApproverName

Individual Dynamic Attributes can also be used to populate the Certificate PDF Fields by using the

following keys:

1. For module attributes, "ModuleAttr-AC" where "AC" should be replaced by the respective

attribute's code

January 2019

2. For User Attributes, "UserAttr-UA" where "UA" should be replaced by the respective attribute's

name
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Certificate Name:
Certificate ID:
Award ID:
Award Date:
Expiration Date:
Serial Number:

System Timestamp:

First Name:
Last Name:
User Name:
Job Title:
Date of Birth:

Address 1:

Address 2:

City:

f NetDimensions

Talent Suite

Cert

409400
EKP-0087-1394-5202-1713
February 21, 2016

userl-409400
March 10, 2016

User

One

One User

User 1 Job Title

October 2, 2015

User 1 Addressl

User 1 Address2

User 1 City

| Department Name:

User 1 Department Name

Change URL Link

Course Name:

Course ID:

Course Duration:

Course Start:

Course End:

Exam (Default Question Po

EXAM _DEFAULTPOOL-(

February 15, 2016
February 15, 2016

Score:

100

Credits:

0.00

Current PID:
Employee Number:
Job Type:

Blood Type:
Gender:
Nationality:

Job Type:

Blood Type:
Gender:

Nationality:

userl

userl

January 2019

If all Enrollment Approval Request emails generated by the Talent Suite have the wrong URL link in the

email:

The link for approval within the email is set in the ekp.properties file and is initially configured to begin

with "http://localhost:8080/nts/servlet/nts". This can be changed as follows:

1. Open the ekp.properties file (found under "WEBINF/conf folder") in a text editor.

2. Search for the key word "system.baseurl".
3. Update the value from "http://localhost:8080/nts/servlet/nts" to the correct URL with your server

name.

4. Save the file and then restart the Talent Suite.
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