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Introduction

Catalog and courseware administration involves setting up and managing training catalogs which
learners can browse or search for courses to enroll in. There are two types of catalog: those native to
NetDimensions LMS, and web catalogs for integration with third-party suppliers such as Skillsoft.

Catalogs

Catalogs are used to organize learning content. For example, you can set up catalogs to group related
courses, or to separate content for different groups of users.

Catalogs have permissions to determine who can see them, enabling users to browse training content
available to them.

Catalog Creation and Maintenance

To manage catalogs, go to the Manage Center and select Learning > Catalog General Settings >
Catalog List Maintenance.
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From here you can:

Access guidelines for using structured catalogs via the information icon

Perform actions (applicable to the currently selected catalog) via an action menu
See the catalog structure, expanding and collapsing as necessary

Access the context menu per catalog via right click

Drag and drop catalogs to reorganize them

Randomly assign library stock images to catalogs and courses with no pictures

oakwn =

Catalogs can contain sub-catalogs, which are themselves catalogs that can contain content and have
other member sub-catalogs. You can arrange the catalog hierarchy to organize the content and also to
restrict access to catalogs to specific user groups.

Configuring Catalogs

1. Select the catalog to edit or where the new child catalog will be added and either click the Actio
n Menu or the Context Menu
a. To add a new catalog, select Add Catalog as Child.
b. To edit a catalog, select Edit Catalog Properties.
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Enter the catalog properties.

To assign an image to the catalog, either enter a URL manually or select an image from the
repository by clicking the Select icon. The recommended size for catalog images is 300 pixels by
300 pixels, other sizes will be scaled to this size.

. Save.

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: Format 3 - Catalog Picture. Course Text -
Picture: B G

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

S

ave Cancel

Catalog Display Format

The LMS 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.

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)
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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.

Catalog Permissions

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.

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 Unauthenticated Users

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.

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 LMS application is being used by multiple
sets of users.

To assign user permission at the root catalog level:

1. Goto Manage Center > Learning > Catalog General Settings > Catalog List Maintenance.
2. Select the catalog where the permission will be set.
3. Either click the Action Menu or the Context Menu then select Edit Catalog Properties.
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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 iV ‘

Picture: ‘ ‘_Q G

Created by:

Date Created:

Permissions:
LI Additionally, grant permissions as defined in parent
I/ Allow users to access the catalog without logging in

Save @l Cancel

4. Click Permission to launch the Permissions Selector
5. 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 Unrestricted Write Access permission means user
can also update/delete a Category

A hidden catalog, i.e. a catalog that is only accessible to a select few , 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.

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
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.

|
JCourse |D Generator Format
[

| | B
QD000 !ﬁ!;‘j\

’ Flo

‘Enanle Catalog Assignment at the User Level
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On a fresh install of the LMS, the option "Enable Catalog Assignment at the User Level" is disabled by
default. When upgrading 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.

When enabled, the Environment tab in the User Editor will include a section that allows you to assign
specific course catalogs to the user.

Updating Catalog Content

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

. Go to Manage Center > Learning > Catalog General Settings > Catalog List Maintenance.
. Select the catalog you want to update.

. Either click the Action Menu or the Context Menu then select Edit Catalog Properties.

. Use the checkbox to select which content will be removed from the catalog

A WN =

NetD

Use the checkbox to select content for removal from this
catalog.

Online 2 with Payment (O2wF)

ave Cancel

w
o
=

5. Click Save to Update.

Cloning Catalogs

To clone a catalog

1. Go to Manage Center > Learning > Catalog General Settings > Catalog List Maintenance.

2. Select the catalog you want to clone.

3. Either click the Action Menu or the Context Menu then select Clone.

4. Click the Target link to select the catalog to which you want to move or clone the source catalog
to. You can also specify course content and permissions handling.
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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

® As defined in original
O Disabled
O Enabled

Save Cancel

5. Click Save to Update.

Deleting Catalogs

PO

Confirm to delete

Moving Catalogs

January 2020

BN

Go to Manage Center > Learning > Catalog General Settings > Catalog List Maintenance.
In the Catalog List Maintenance screen, select the catalog you want to remove.
You either click the Action Menu or the Context Menu then select Delete.

1. Goto Manage Center > Learning > Catalog General Settings > Catalog List Maintenance.

n

Select the catalog you want to move

3. Click the Action Menu or the Context Menu then select Move or simply drag the catalog and

drop it to the desired location.

4. Click the Target link to select the catalog to which you want to move or clone the source catalog

to. You can also specify course content and permissions handling.

Move Catalog

Source: aaaa
Target:

Include course content? W
Keep existing permissions? W

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

(O Enabled

Save Cancel

5. Click Save.

Catalog Search Configuration

® As defined in original
O Disabled

You can configure catalog search results to display in a format that fits your organization's preference.
For sites that primarily have a classroom based offering, you may want to enable the session level
results display. For sites that primarily host online courses, you may want to allow users to directly

© 2020 PeopleFluent
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enroll from the search results.

Catalog Search Result Formats

January 2020

Configure catalog search results display using the "Search Result Format" System Configuration. You

can choose from:

® [ earning Module/Program Name, Learning Type, Catalog and Brief Description format

Home Career Centre Wiorkspace Connect Repors Teach Manage

Learning Module Search

Keywords

Showing: 1-5of 5

English 101

Learning Type: Classroom

In catalog(s): Default Public Catalog
Sample

ENGLISH 101 - A

Learning Type: Onling

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

Hurnan Computer Interface Guidelines
Learning Type: Onling
In catalog(s): Default Public Catalog

Maritime Navigation
Learning Type: Online
In catalog(s): Default Public Catalog

Advanced Search
Search Help

Basic instruction on U.S. Coast Guard and U.5. Regulation of Inland Vessel Rules of Navigation

no title

Learning Type: Online

In catalog(s). Default Public Catalog
Showing: 1-5of 5

Learning Madule Search

Keywards

Showing: 1-60of 6

English 101
ENGLISH 101 - &

English 102

Maritime Mavigation
no title

Showing: 1 - 6 of B

st e@@w

Description format

© 2020 PeopleFluent

Human Computer Interface Guidelines

m Advanced Search

Search Help

Default Public Catalog
Default Public Catalog
Default Public Catalog
Default Public Catalog
Default Public Catalog

Default Public Catalog

UsD0.00
UsD0.00
USD 0.00
UsD10.00
USD 0.00

usDo.00

Results per page: 25 E

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

Unknown
Uniknown
Unknown
Unknown
Unkngwn

Unknown

Results per page: | 25 j

ing
g
Mg
it
A
N
i

® Learning Type, Learning Module/Program Name, Catalog, Price, Relevance, Vendor and Rating
format (with this search result format, you can sort the list according to column)

®* Module Image, Learning Module/Program Name, Learning Type, Catalog, Duration and Brief

Page 10
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m Career Centre | Workspace

Connect Reports | Teach Manage
Learning Module Search
Keywirds: ) Advanced Search Results per page | 25 | =]
Search Help L =
Showing: 1 -6 of &
English 101 Sample
Clagsroom
4 Default Public Catalog

ENGLISH 101 - A

Online

¥ Default Public Catalog
English 102
Online

g Default Public Catalog

ENGLISH 101 - A

English 102 - Sample

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

Learning Module Search

Keywords:

Showing: 1-6 of 6

Results per page: | 25 3

m Advanced Search
Search Help

[ e Jusmghesiorogsn ] el | Fam |
- English 101 USD0.00 Unknown A
g ENGLIBH 101 - A USD 0.00 Unknown NI
- English 102 UsD .00 Unknown NIA
0 Human Computer Interface Guidelines USD 10.00 Unknown MUA
- Maritime Navigation USD0.00 Unknown R
- notie USD 0.00 Unknown [EY

Showing: 1-6 of B

Directly Enroll from Search Result

January 2020

To allow learners to directly enroll to a learning module from the catalog search result though an
"Enroll and Launch" button, enable the "Directly enroll and launch modules from catalog search result"

system configuration.

© 2020 PeopleFluent
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Home Career Center Workspace Connect Reports Teach

Learning Module Search

Keywords Advanced Search Results per page | 25 |T

Search Help

Showing: 1-6 of &

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

Enroll and Launch

Li ype:- Online
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)
Leaming Type: Classroom
In catalog(s): Default Public Catalog

Session-level Catalog Search Results 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 available.

-
PeopleFluent

Home Leaming Center Personal Calendar Career Center Workspace Connects Reports Teach _

Learning Module Search

HO Sara | Manage Center | Help | ContactUs | Logout

Search a Module

Search Results for "advanced Hinux" Results per Page: 200 v
Location ~ Showing: 1- 1 of 1
) Al

Industrial Skills Center (7) Advanced Linux Administration (CRM_ADVLXADMIN)

Rob's training centre (1) =
Learning Type: Classroom

Type In catalog(s): GALAXY_IT_CATALOG
@Al Classroom course on advanced Linux administration
Classroom (8)
) Showing: 1-1of 1
Region ~
Al

¥ Show only "Active" sessions

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.

Enabled this view using the Enable Session-level Catalog Search Results system configuration.
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Web Catalogs

(available for Performance, Learning, and e-Learning only)

The Web Catalog feature is created for clients that uses SkillSoft's learning contents that are located
directly on skillsoft servers. The course and catalog information on skill soft server must be imported
into the LMS. Generally the number of courses the clients subscribe to are in the order of thousands
and its not practical to import course data manually. SkillSoft uses a service framework called OLSA
(open learning services architecture) to share the catalog/ course information present on their servers

with the LMS. This integration of the LMS with SkillSoft based on OLSA is called Web Catalogs in the
LMS.

Creating Web Catalog

® Proceed to Manage Center > LEARNING > CATALOG GENERAL SETTINGS > Web
Catalogs
® This opens Web Catalog tab screen.

Web Catalogs

Web Catalogs [SIEES

¢ Refresh All + Add Web catalog

Q [ ESL hitp:#/netdows. skillwsa.com/olsalservices/Olsa 81213 6:02PM

® Click the Add Web Catalog. The Add Web Catalog tab screen appears.

Web Catalogs »

Add Web catalog

MName
Endpoint
Customer ID

Shared Secret

[] Include OLSA Search and Learn categories in Universal Search

B Save | & Cancel

The following fields are required to create a web catalog configuration.

name

endpoint - url to the server from where the information is to be pulled
customer id - sort of user name

shared key - sort of password

© 2020 PeopleFluent Page 13
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® a checkbox option to include various kinds of course information in standard searches

Click Save to keep the record. The newly created web catalog will be display on the list.

Web Catalogs

Web Catalogs

& Refresh All + Add Web catalog
-m_—
£+ [ESL httpfinetdows. skillwsa.com/olsalservices/Olsa 912113 6:02 PM

Note: Once all the correct settings are provided, Admin has to "Refresh All" so that the system gets the

catalog info from the endpoint. Once the Refresh is done you can see the imported course/catalog
details from the course tab.

Web Catalogs

Web Catalogs

9 Refresh All | + Add Web catalog
| [Mame  alEndont [Latupae
a [l ESL http:/inetdows. skillwsa.com/olsa/sernvices/Olsa 912/136:02 PM
Edit
Refresh
Delete
Permissions

Also once the import is over, you will notice that all the imported course and catalog information can

also be accessed from catalog editor as if they were locally imported. And from there on, you can set
other properties and manage them just like other LMS courses.

Editing Web Catalog

Click the configuration icon of the catalog you want to update.
Web Catalogs

© Refresh All § + Add Web catalog
[ Jhome — lempon i
Q M ESL nitp:/inetdows skillwsa,com/olsalservices/Olsa 9M12/136:02 PM
Edit
Refresh
Delete
Permissions

This opens Web Catalog Editing screen.
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Web Catalogs »

Web Catalog Properties

Name

ESL

Endpoint
http:/inetdows skillwsa comiolsalservices/Olsa

Customer ID

spnetdows

Shared Secret

Wl Include OLSA Search and Learn categories in Universal Search

B Save | » Cancel | Permissions

Modify the web catalog properties and then click Save to keep the updates.

OLSA - Catalog Synchronization Integration

The synchronization of the SkillSoft library catalog structure via OLSA allows for setting up the catalog
synchronization handling properties on the Web Catalog Properties edit page. The setting "Add
synchronized courses to" controls how catalog assignments should be handled for newly downloaded
courses from Skillsoft. If the first option has been selected, the downloaded courses will be put in the
Skillsoft defined catalog hierarchy, and this structure will be created under a selected catalog acting as
the parent. If second option has been selected, the downloaded courses will be put directly under the
selected catalog which is how it was like before this feature was introduced.
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# NetDimensions Talent Suite Manage Center

OVERVIEW LEARNING TALENT COMMUNICATE ISERS REPORTS SYSTEM

Web Catalogs »
Web Catalog Properties

Name
Skillsoft catalogs
Endpaint
hitp://Skillsoft com/catalog
Customer ID
usar
Shared Secrat

LLl]

|1 Include OLSA Search and Learn categories in Universal Search

Add synchronized courses to
Skillsoft-defined catalog structure under this parent catalog
@ This specific catalog: Default Public Catalog @
Catalog synchronization handling for existing courses:
Use existing catalog assignment(s)

The setting "Catalog synchronization handling for existing courses:" controls how catalog assignments
should be handled for SkillSoft courses downloaded that already exist on the LMS, for example, a
course update being rolled out.

® |f this option is enabled, a Skillsoft course downloaded that has the same course id as an
existing course, the current catalog assignment(s) for it will be preserved unless it's blank.

® |f this option is disabled, the courses would be assigned with the selected catalog assignment
handling (configured above) in addition to any current catalog assignment(s).

Catalog synchronization handling for existing courses:
[¥] Use existing catalog assignment(s)

If enabled, a SkillSoft course downloaded that has the same course id as an existing
course, the current catalog assignment(s) for it will be preserved unless it's blank.
If dizabled, the course would be assigned with the selected catalog assignment
handling in additon to any current cataleg assignment(s)

Cancel

Skillsoft Resources in Search Results

The LMS Search can integrate with OLSA's 'Assets Integration Service' to return Skillsoft resources
categorized into Job Aids, Skill Briefs, Mentoring, Test Preparation, Books and Reference Resources.
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ADMINISTRATOR Systern |~ Manage Center Help | ContactUs | Logout

f’ NetDimensions

Talent Suite

Home | Leaming Center | Career Center Workspace  Connect = Reports = Teach
Search
Leaming Module Keywords. | guide £ Search

Job Aids (Skillsoft)

Skill Briefs (Skillsof) SRR
Test Preparation Leadership KnowledgeCenter Guide
{Skillsoft)

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

Books (Skillsoft) Details of the content contained in the Leadership KnowledgeCanter

Referance Resources Six Sigma KnowledgeCenter Guide

(Skillsoft) Leaming Type: Online

In catalog(s): Default Public Catalog

Details of the content contained in the Six Sigma KnowledgeCenter

Manager's Performance Guide - Team Conflict Skills

Leaming Type: Online

In catalog(s). Default Public Catalog

There is little doubt that teday's organizations are experiencing unprecedented changes in how they define themselves
and accomplish their work. Mowhere are these changes more 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

To enable, setup a web catalog account in Manage Center > Learning > Web Catalogs and enable "I
nclude OLSA Search and Learn categories in Universal Search":

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 the LMS, 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.

Clicking on the "More Results" link will bring the user to the search result page for the selected category
with the first 10 results 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. If there are less than 10
results from a search request, the "Load More Results" button will not be displayed.
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OLSA - Full Catalog Update

Upon upgrade, the second synchronization option will be selected as the default. In order to mirror the
catalog assignments of imported courses to the SkillSoft hierarchy, the administrator may toggle to use
the first synchronization option and then save. Upon saving, a dialog will be shown that asks if the
administrator wants to execute a full catalog update since existing SkillSoft courses wouldn't carry the
SkillSoft catalog assignments. The administrator can click Execute to kick off the full catalog update or
elect to click Ignore and the catalog update will not happen because a full update could potentially take
quite long to complete. A full catalog update will add the Skillsoft-defined catalog structure under a
selected parent catalog, if it does not exist, then assign the imported courses to the relevant catalogs.
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#  NetDimensions Talent Suite Manage Center

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Web Catalogs »

Web Catalog Properties
Name r .
e | Catalog Synchronization
Endpoint Synchronize "olsatesta" to "Ground Control"

hitp://netdows.skillw: A Catalog Synchronization can not be undone.

Customer ID Press "Execute” to start synchronizing, or "lgnore” synchronization to save all the

spnetdows other changes.

Shared Secret

[T] Include OLSA Search and Learn categories in Universal Search

Add synchronized courses to
@ Skillsoft-defined catalog structure under this parent catalog: Ground Control @
(D) This specific catalog:

Catalog synchronization handling for existing courses:
[C] Use existing catalog assignment(s) @

Setting the Permission of the Web Catalog

To set permission you can either click the Permission button in the Gear icon:

Web Catalogs

®© Refresh All + Add Web catalog
I N [T
ﬂ [ ESL hitp: _skillwsa.cc vices/Olsa Q1213 6:02 PM 672
Edit
Refresh
Delele
Permissions

Or insider the Web Catalog Properties.
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Web Catalogs »

Web Catalog Properties

Name

ESL

Endpoint

http:/inetdows skillwsa comiolsalservices/Olsa

Customer ID

spnetdows

Shared Secret

Wl Include OLSA Search and Learn categories in Universal Search

B Save | » Cancel | Permissions

Set the permission properties:

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.
® Unrestricted Write Access
® A user with no permission to a Web Catalog will not be able to see a specific web catalog in the

Web Catalog tab or its related courses in the Courses tab.

A user with read permission will be able to see a specific web catalog in the Web Catalog tab
and its related courses in the Courses tab, but not be able to edit the catalog and its courses.
A user with write permission will be able to refresh a specific web catalog, edit and delete it.

Standard Course Attribute Configuration

When setting up courses in the LMS, you will want to assign properties for identification and
classification. The LMS provides some drop down attributes as standard:

Category

Subject

Language
Geographic Region
Vendor

You can configure each attribute to specify what drop down values can be offered.

Categories

Categories are managed at Learning > Catalog Configuration > Categories.
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Categories

+ Create Category

- Category Maintenance

£+ Communication

Delete Category

Permissions

To add a category:

1. Click Create Category
2. Enter the new name of the category and Save

To edit a category:

1. Select Edit Category under the context menu for the category you want to edit
2. Modify the name and save

To set category permissions

1. Select Permissions under the context menu for the category in question
2. Set permissions criteria and save

There two types of access you can give to users, 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

Subjects

To maintain subjects, go to Manage Center > Learning > Catalog Configuration > Subject.

# NetDimensions Talent Suite Manage Centre & Kainna Saplala  Logout
OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM
Subjects

Accounting

Anti Money Laundering
Automotve

Awiation

Competency

F - R - 2K 0 - 0 -

ramnalianra
To add a new subject:

1. Click the Create Subject button
2. Enter the subject name and Save
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To update a subject:

1. Click Edit Subject in the context menu of the subject to update
2. Update the subject name and save

To delete a subject:

1. Click Delete Subject in the context menu of the subject to delete
2. Confirm to delete

To set subject permissions:

1. Click Permissions in the context menu of the subject in question
2. Set permissions criteria and save

There two types of access you can give to users, 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

Languages

Activate a language at System Language Activation to allow it to be selected as a Course Language.

Geographic Regions

Geographic Regions are used to categorize class locations and thereby provide learners with the ability
to scan course schedules in region-specific calendars. Geographic Regions are maintained at Manage
Center > Learning > Catalog Configuration > Geographic Regions.

#  NetDimensions Talent Suite Manage Centre & Kainna Saplala  Logoy

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Geographic Regions

+ Create Geographic Region

Code @ Display Name @
Germany

India

MManchester

Nigaria

Poland

Portugal

Russia

Sahara

Lo e R - - - B <

To add a new Geographic Region:

1. Click the Create Geographic Region button
2. Enter Geographic Region Code and the Display Name
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3. Save
To edit a Geographic Region:

1. Click Edit Geographic Region in the context menu of the region you wish to edit
2. Make changes and save

To remove a Geographic Region:

1. Click Delete Geographic Region in the context menu of the region you wish to delete
2. Confirm to delete

To set permissions on a Geographic Region:

1. Click Permissions in the context menu of the region in question
2. Set permissions criteria and save

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 may be used by learners to filter courses:

Course Calendar

Learning Type: Ajl - < August - 2m ~

Area All -

Audience: All i

s M rmr w0 F 5 |

i | Aug 1 2 3 4 5 B

¥ B8 9 10 1" 12 13

14 s 16 17 18 19 20

21 22 23 24 25 2B P

28 29 30 31 Sep 1 2 3
Vendors

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.

© 2020 PeopleFluent Page 23



Catalog Administration

|| europe-perform.netdimensions,com/eurape/serviet/ekp/BSCATFRAMES7LID=m016

Catalogue Editor

Session Propenies
Module Properties | W

3 routes to good communication (m016)

1 Catalogue Setup
3 1.1 Define Module Proparties

1.2 Enter Cost Information
1.3 Enter Objectives
1.4 Enter References
1.5 Preview
1.6 View Usage Stalistics
1 7 Indicated Interest List
1.8 Associated Programmes Listing
1.9 Rewsions
110 Virtual Archve

2 Access Control/Enroiment Control
2.1 Define Module Secunty
2.2 Assign Prerequisites
2.3 Assign Recommended Course(s)
2 4 Assign Exam/Certfication/Evaluation
2.5 Define Enrolment Palicy

3 Knowledge Centre Setup

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

3.1 Setup Options *Vendnr

0O H® @ X

Module Properties

3 routes to good communication (m016)

Learning Module Details

The followang information 15 used to classify the course entry wathin the catalogue Additional screens for
specifying the course description and other course details may be displayed by clicking one of the links on the left
panel

Module ID mi16
Title 3 routes to good communication
Description

More Information Hyperlink

Language

Unknown |

AlCC
Company
CourseCreator
Elekta

Hart, Andrea
Inmarkets ef tab (tabbed interface only)
Intermal

Knowledge Products
Learning Tree
NetDimensions gfes, depending upon the options set below.
SkillSoft

Duration Comments.
Support Contact:

! Display "Indicate Inters
Show on Other Resou
Require e-Signatures

Each leaming object can g

Visibility Todd Wings
Category Unyleya

January 2020

Manage Centre

OVERVIEW LEARNING TALET

Vendors

AlCC
Company
CourseCreator

Elekta

&
&
&
&
e

st Amdran

T COMMUNRICATE USERS REPORTS SYSTEM

To add a new vendor entry:

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.

To edit a vendor entry:

. Type in the new category in the New Name field.

AP wON -

. Click Back to Maintenance Form.

To remove a vendor entry:

1. Select the desired Vendor from the drop down list by the Vendor field.

. Select the desired Vendor from the drop down list by the Vendor field.

. Click Update Selection. A confirmation dialog box appears.
. Click OK. The application returns an acknowledgement.

2. Click Delete Selection. A confirmation dialog box appears.
3. Click OK. The application returns an acknowledgement.
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4. Click Back to Maintenance Form.

Cost Accounting Categories

(available for Performance, Learning and e-Learning only)

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 Information.

Catalogue Editor 0Oe 8 » &

Edit the extra cost associated with this session

1.1 - Kick-off-Veranstaltung (SEW_1.1) 1.1 = Kigk-off-Veranstaitung (18-Feb-2014 09:00 - 18-Feb-2014 17:00)
Select an event status

Biass Currancy of this session Uniled Kingdom, Pounds
Ache

i Coat Exra wormmataan. Amouni Cumency Exchange Baue
olect a sessian Focometea ™ F
1. Termin, 18-F&0-2014 0900 (Deveacadery) . Calegory Equient
@o = o Add ar remen acdio dormaon of th =
Tola
Caleiing [ United Kingdom. Paunds 1 “
he faliovang steps help you to define a session

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

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, go to Manage Center > Learning > Payment Manager >
Cost Accounting Categories.

# NetDimensions Talent Suite Manage Centre

& Katmna Saplala Logout

OVERMIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Cost Accounting Categories

Catering
default
Hotel

Mobile Uinit

O 0000

Trainer

To add new Cost Accounting categories:

1. Click the Create Cost Accounting Category button
2. Enter the category name and save

To edit a Cost Accounting Category:

1. Click Edit Cost Accounting Category in the context menu of the category you wish to edit
2. Make your changes accordingly and save

To remove a Cost Accounting Category:

1. Click Delete Cost Accounting Category in the context menu of the category you wish to delete
2. Confirm to delete
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Custom Attribute Configuration

In addition to the standard attributes, you can configure any number of custom attributes to further
classify your courses and records.

Module Attributes

You configure custom attributes and assign values in the Optional Module Attribute(s) section of the
Catalog Editor:

Catalogue Editor DEEE o G X
* Knowl ‘1["2; Jn:l.cn'.-:u!a:;;c-.:.a gé-mu:-htl y available
Select chat room L4

Communication | (Comm_P_1) Salact forum category ¥

1 Catalogue Setup

if configured, may be assignad to this module

0

b't nal moduls
CPDTopic {Not Assigned] ¥
CPDHours

{Not Assigned) ..

mmes Listing

(Mot Assigned) ¥

To maintain a list of Custom Module Attributes, go to Manage Center > Learning > Catalog
Configuration > Module Attribute Categories:
[ ]

-
PeopleFluent
Manage Center & HO Sara  Logout

Overview Learning Talent ‘Communicate Users Reporis System

Module Attribute Categories

Bulk Action ¥ + Create New Module Attribute

Attribute Code Type Name Locale Formatted Label Display areas

Records/Transcript

RESUX1 Checkbox Residential (UX1) Residential (UX1) Print Records/Transcript Repart
Enrolled Learning Modules

Records/Transcript

Print Records/Transcript Report
Course Description

Enrolled Learning Modules
Knowledge Center

commonl|D Drop-down ID D

Records/Transcript

Print Records/Transcript Report
Course Description

Enrolled Learning Modules
Teach

REGD Checkbox msg required Required

Records/Transcript
Print Records/Transcript Report

Wodula Attrihita Fras tavt Tavt Araa Additinnal Cammante Additinnal Cammante Course Description e

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
. 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

© 2020 PeopleFluent Page 26



Catalog Administration January 2020

To add a New Module Attribute, click Create a New Module Attribute then fill in the attribute details:

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 lepoﬂrng@

Display Areas: [7] Records{Transcript ¥ Print Records/Transcript Report | Course Description [Z] Enrolled Learning Madules

@

Updating Extra Module Attributes

To edit an Extra Attribute entry, click on the gear icon of the attribute you wish to modify, then click Edit.
Make the necessary modifications on the Module Attributes screen:

#  MNetDimensions Talent Suite Manage Centre

& F.ainna
OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORIS SYSTEM

Maodule Attnbute Categornies »

Module Attribute: CPD_Topic

Attribute Code: CpD Topic

Name: @ CPDTopic

Type: Drop-down ¥ Sum total when pnnting or reporting g

Display Areas: Records/Transcript # Print My Training Histary Report Course Description My Courses

Knowledga Cantre

Permissions m

Module Attribute Values

Code Label Key Locale Formatied Label
Content Content Content
Professionalism Professionalism Professionalism

Audd

Deleting Extra Module Attributes
To remove extra modules attribute:
1. Click on the desired attribute in the Module Afttribute Category screen. The relevant Module

Attribute screen appears.
2. Click Delete.

Setting Module Attributes Permissions

1. From the list, select the attribute you where you want to set the permission. It is also accessible
from the edit screen:
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Maodule Attnbute Categones »

Module Attribute: Test01

Attribute Code: | TestD1 |

Label Key: | Test |

Type: | Free Text s | [] Sum tatal when printing or 'Epul‘lmg@

Display areas: [ Racords/Transe ript ‘M Print Recarde/Transcript Report [] Course Description [ Enrolled Leaming Modules

2. Configure Permissions using the permissions selector
3. 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.

Report Wizard Support

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 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 @ Report Help

Properties Columns Grouping Order Filters Summary

Save | Undo

Select the columns you wish to indude in your report.

0 Expand All
. Dynamic Module Attributes

D test

. Dynamic Session Attributes

D session_attr_2

. Optional Module Attribute(s)

¥l Extra Module [¥I Module Attribute
Value Categories

S Instructor Information

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
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. 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:
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Module Attribute Categories »
Edit Module Attribute For A

Attribute Code ™
Maodule Attribute Cdoe1

Name @
Module Attribute Name1

Type
Free Text B

["] Sum total when printing or reporting (7]

Display areas

Records/Transcript

Print Records/Transcript Report
Course Description

Enrolled Learning Modules
Knowledge Center

Learning Module Manager
Leaming Module/Session Selectors

2.Module Attributes as Selector Filters
If configured, the module attribute will be available as a filter in module and session selectors:

Select A Learning Module With An Evaluation

Descnption
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 te 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 Learning Types Session Status
Al E] All E] (not specified) B

Module Attribute Name1

Available Choices

# Records Retrieved: 0

Selections

3.Module Attributes as Manage > Learning Modules Filters
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At the attribute level, you can enable "Learning Modules Manager" display area:

Module Attribute Categories »

Edit Module Attribute For Module Attribute Cdoe1

Attribute Code
Module Attribute Cdoe1

Namsz @
Madule Attribute Name1

Type
Frea Text B

Sum total when printing or reporting (@

Display areas
Records/Transcript

[#] Print Records/Transcript Report
|¥] Course Description

[Z] Envolled Leaming Modules

[T Knowledge Center

| [¥] Learning Module Manager I
4 earming ule/>ession seleciors

Once enabled, module attribute filters will appear on the Manage Learning Modules search:

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM
Learning Modules a
IDE FILTER
Preset Filters [Manage] Module Title/ID/Description Type Category
Al o =]
Subject Status Catalog
All |E| Active Only |E| [ include sub-catalogs?
Vendor Language Created Between And
All IZ| Select a Language |Z| Date Date
Created by Last Modified By Module Attnbute Name1 Test
= L (Mo Salection) IZ|
Test TestMumenc TestDropDown
MNumber (Mo Selection) E| " TestCheckbox

Results per Page: 25 Izl

Bulk Actionlz| m + Create Leaming Module

o Module Title (D) ~ Type ¢ Status ¢ Last Modified On $ Created On &
= AICC Flash Workshop - PPT to web examples . Sep 30, 2015 5:45 PM by Jul 30, 2013 11:48 AM by
S - v © Onine  Active L INISTRATOR System ADMINISTRATOR System
Selected module attribute filter values can also be saved as part of a preset filter for reuse.
Page 30
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Status Catalog

B Save as Preset x

|Z| Preset Mame

|F‘eciui|‘ecl

EE

Properties
Module Title/ID
/Description:
Type: All
Catalog:
Include sub-catalogs?: Yes
Results per Pat
Category: All
:| Subject: All m + Create Learning
Status: Active Only
Vendor: All
CC Flash Workshop - Language: Select a Language {1 30, 2013 11:48 AM by

DMINISTRATOR. System
Created Between:

CC SAMPLE AUTHOF  And:
AMPLE-COURSE-)

al 30, 2013 11:48 AM by

Created by: DMIMNISTRATOR. System

Last Modified By:
Module Attribute Name1:

lar 30, 2015 4:34 PM by
DMIMISTRATOR System

H+ (T2)

ug 13, 2013 3:19 PM by
DMINISTRATOR System

JRO - Recsipt of Com | "°5* (No Selection)
URO_Receipt_of Con | Test:

TestMumeric:
assroom1 (MOD-0012 un 11, 2013 4:11 PM by

TestDropDown: (Mo Selection) DMIMISTRATOR. System
TestCheckbox:
al 12, 2013 11:31 AM by
2 (MOD-0015
assroomz ( DMINISTRATOR System
assroom3 (MOD-0023 Save B

DMIMISTRATOR System

g Klms MO A4 2.29 DRA La.

Session Attributes

To maintain Session Attributes, go to Manage Center > Learning > Catalog Configuration > Session
Attribute Categories

[ ]
Peop‘lgﬂuent

Manage Center & HOSara  Logout

Qverview ‘Communicate Users

Reports System

Learning Talent

Session Attribute Categories

m + Create Session Attribute

Bulk Action ¥
Attribute Code Type Name Locale Formatted Label Mandatory
dadv_Venue_Category Free Text dadv_Venue_Category dadv_Venue_Category Yes
R Checkbox Residential Residential No
SessionAttributeCodeCheckbox2 Checkbox SACC SACC No
SessionAttributeCodeDropdown Drop-down SACDD SACDD No
SessionAttributeCodeTextArea Text Area SACTA SACTA No
ses_atir Free Text ses attr ses attr No
SessionAttributeCodeFreeText Free Text SessionAttributeCodeFreeText SessionAttributeCodeFreeText No
SessionAttributeCodeNumeric Numeric SessionAttributeCodeNumeric SessionAttributeCodeNumeric No
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A session attribute can be one of the following 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 session attribute

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

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

5. Date

Adding Session Attributes

To add a new Session Attribute click Create Session Attribute and provide the attribute properties:

-
PeopleFluent

# Manage Center & HO Sara  Logout

Overview Leamning Talent Communicate Users Reports System

Session Attribute Categories » G
Create Session Attribute
Details

Attribute Code*
Required
Name
Type
Free Text v

Sum total when printing or reporting

Mandatory

Display Areas Settings

Display areas
Teach Session Administration Filter
Teach

Permissions

Updating Session Attributes

To edit a session attribute, click on the desired attribute in the Session Attribute Category screen and
update the attribute properties.

Deleting Session Attributes

To remove a session attribute:

1. Click on the desired attribute in the Session Attribute Category screen.
2. Click Delete.

Setting Session Attributes Permissions

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.

@ localhost: 8000/ ekp/serviet/ekp?TH=Dispatch&NOT_FROM _SESSION=truefRPID=EKPO00145002

Report ID: test

@ Report Help
Session Attriby
e e — =

Select the columns you wish to include in your report.

Ocexpand All
- Dynamic Module Attributes
I test

. Dynamic Sessian Attributes

. Optional Module Attribute(s)

7l Extra Module value ¥ Module Attribute
Categories
, Instructor Information

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 Aftinbute Categones »

Session Attribute: Test02

Attribute Code: | Testd?

Lebel Key:  [Tast
Type: | Free Text |I_i Sum total when printing or reporting (F)
[ Mandatory

Permissions | Update

3.Apply Permissions using Permission Selector

4.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.

Display Areas

Use display areas configuration to control where the attribute should appear. For example, enabling "Te
ach Session Administration" will cause the session attribute to appear on the Teach > Session
Administration page as a filter for session search by this attribute:
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Teach

Active Courses  Archive

Session Status Venue

All |E|

Preset Filters [Manage] Module Title/ID/Descnption

Region Session Attribute Name
All E] Number
Start Date End Uate

Date o [g]oo [z] Date

Select instructor(s)

B0 [z]oo |5

Results per Page: 25 B

- Bannn

Showing: 1 - 25 of 241

Change Session Status|z|

3 Session  Session Stan End Seats Remaining/Total
[ Module Title (ID) A Tie st Venue e Dt Risstered] v
B & AICC Flash Workshop - PPTtoweb  title B i Not P i
examples (123456) (Session) applicable
€3 AICC SAMPLE AUTHORWARE : Mot —_
O &  COURSE (AICC-SAMPLE-COURSE-1) EAIN | | ticatie &0 Uniinfiag

Transcript Status Manager

Manage Center > Learning > Catalog Configuration > Transcript Status Manager lists all available
transcript statuses:
[ ] "

Peap'le-rfuent

Manage Center & HOSara  Logout

QOverview Learning Talent ‘Communicate Reports System

Transcript Status Manager

Status. Sub-status
Waitlisted + Add Sub-Status
Not Started + Add Sub-Status

In Process + Add Sub-Status
Completed » Completed Valid
Withdrawn + Add Sub-Status
Cancelled + Add Sub-Status

Pending Approval
Approval Denied
Completed (Self-Asserted)
Passed

Failed

No show

+ Add Sub-Status
+ Add Sub-Status

« finished using
+ Add Sub-Status
+ Add Sub-Status

+ Add Sub-Status

Permissions Per Transcript Status

You can set permissions per transcript status:
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® Read permission allows you to select the status.
® Write permission allows you to edit the status.

You can access the permissions selector by clicking on "permissions" in the context menu of the status
in Transcript Status Manager.

The status permissions will be reflected in the following locations:

Catalog Editor Participants
Enrollment Wizard

Teach Review Participants
Training Records Loader

Transcript Statuses

The state of a learner's enrollment on a particular session can be one of a number of statuses:

Status Active Creditable
1 Not Started Yes
2 InProcess Yes
3 Waitlisted No
4  Dropped from Waitlist No
5  Withdrawn No

6  Withdraw - Valid Reason No
7  Withdraw - Invalid Reason No

8  Withdrawn - Account Closed No

9 Completed No Yes
10 Completed (Self-Asserted) No Yes
11 Cancelled No

12 Pending Approval Yes

13 Approval Denied No

14 Passed No

15 Failed No

16 No show No

17 Deactivated No

18 Deadline Expired No

19 Session Selection Needed Yes
20 Waiver/Exempt No Yes

21 Excused No

Completed (Self-Asserted)

"Completed (Self-Asserted)" is a distinguished form of completion, one that is self-asserted by the
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learner. Its status change can only be invoked by the learner (eg. when marking non-trackable 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). "Completed (Self-Asserted) will
contribute to certificate award and competency acquisition.

Knowledge Center

02 I N |
@ o)
[ore JEESR

Deactivated

The "Deactivated" status caters for closing out an active enroliment. "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, Enroliment Wizard, Teach Review
Participants, status change on authorized payment in Payment History, CSV loader and API. On
automatic program completion roll-up, if any elective sub-module(s) are incomplete or have been
completed through equivalent learning, the transcript will be set to "Deactivated".

When retiring a course session, changing transcript status of enrolled users sets their transcripts to
"Deactivated™:

Event Status” & Retired v

¥ 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.

Transcript Sub-Statuses

You can create sub-statuses to sub-categorize each Transcript Status. For example,

® "Completed" could be further classified as "with Merit" or "with Distinction"
* "Waiver/Exempt" could be "Equivalent Qualification" or "Experience Waiver"
® "Excused" could be "lliness/Injury" or "Bereavement" or "Jury Service"

These can be customized, captured, and reported in the system.
To configure sub-statuses:

1. Click on "+ Add Sub-Status" link
2. Enter the sub-status code, the name is optional. The code should be unique across different
statuses. And the name field is a meaningful label for the sub-status.
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=)
> NetDimensions Talent Suite % | 4

€ @ hitp://localhostB090 ekp/serviet/ekp/ TRANSCRIPTSTATUSEDITOR?2 + € | | Q Search - f T8 485« -0 =

# NetDimensions Talent Suite Manage Center & ADMINISTRATOR

QVERVIEW LEARMING TALENT COMMUNICATE USERS REPORTS SYSTEM

Create/Edit Entries for "Completed™

Code* @ Name @
completed-status-1 with Merit L]
completed-status-2 with Distinction 9

A screen capture of the Transcript Sub-Status edit page

Once configured, the sub-statuses will be available for you to apply when setting learner transcript
statuses.

Transcript Sub-status on Teach Review Participants Page
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" & NetDimensions Talent Suite %

€ | @ hup://localhost5090/ekp)/servlet/ekp? TX=QUICKREVIEWSEID=EKM. = C | |Q, Search | & ## 78 48 =@ =

e

Review Participants
For Module: Online2 (MOD-0001)

HIDE FILTERS

First Name Last Name User ID Status
All

Results per Page: 10

Showing: 1 - 10 of 68

Organization

;::: Jan 22,
EIGHT User 2015 5:48
(USERS) UNASSIGNED ;o' pcer 0 COMPLETED | — nva  [o]
CST
Completed (with Merit)
Completed (with Distinction)
Dec19.  pn o, Failed
FIVE User OrgGroup? 2014 2015 5:13 0 COMPLETED inaactivated " B
(USERS) 445PM  PM CST (With Merit) i Process
CST In Process (In Process-SubStatus1)
Waiver/Exempt
Aug 27, Waiver/Exempt (Equivalent Qualification)
FIVE User 2013 Waiver/Exempt (Experience Waiver)
(USERS) OrgGroup2 4936 Am ¢ _|evemsn g wa [
C3T
Ty
FOUR User 2013 4:01 2
(USER4) OrgGroup2 ooy pmcsT 0 COMPLETED — BN
CST
FOUR U g ﬂ H
ser
OrgGroup2 be 0 CANCELLED —|» N/A i
4 NISE0AL - , G

Overall Status Change at Teach Review Participant page

On the Overall Status Change column, a drop-down menu of all available status with sub-statuses
based on permissions is displayed with the format of "Overall Status (Sub-status)". For example, There
can be three options for the Completed Status, which are "Completed", "Completed (with Merit)" and
"Complete (with Distinction)". After the overall status change is updated, the Overall Status column will
reflect the corresponding status with the sub-status details if applicable.

-
> NetDimensions Talent Suite %

€ | @ hitpy//localhostB090/ekp/servlet/ekp?TX=QUICKREVIEWSEID=EKPL = € || Q, Search | ## B 48 2@ =
B ——
Jan 8, Jan 22
EIGHT User 2015 2015548
(USERS) UNASSIGNED , .'cor pycsr 0 COMPLETED | — E| N/A B
csT
2::419‘ iy COMPLETED
FIVE User 2015513
(USERS) OgGroup2 4 cpm pMesT 0 | with Meriy A
csT
Aua 27 ‘
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Overall Status column show status with sub-status detail

Transcript Sub-Statuses at Enroliment Wizard

January 2020

Transcript sub-statuses can also be applied at Enrollment Wizard when using the "Change Enroliment

Status" function:

.

| > NetDimensions Talent Suite x\i-

(I & http://localhost:B090 /ekp/serviet/ekp

': Enrollment Wizard

Select participant(s)

ONE User (USER1-1) (Completed
(Completed (with Merit)
Completed (with Distinction)
|Withdrawn
Failed
| No show
\Waiver/Exempt

. aiver/Exempt (Expenience
Setting - Change E“"’"“"éwthdraw Nl R asni
ithdraw - Invalid Reason
Change enrollment Excused
procedure Excused (illness)
Excused (jury senice)

Suppress automatic e-maus.Dm d from Waitlist

: [Not Started
Select participant(s) Not Started (Not Started-SubStatust)
Remave participant(s) In Process

In Process (In Process-SubStatus1)

\Waiver/Exempt (Equivalent Qualification)

ollment StatusB

=

Waiver)

Target Status | - Belect a target status -

Action Date User:
No record(s) found

B

5 Download log

= ff v B 48 < -

Select module(s)
Select module(s)
Remaove module(s)

Online1 (MOD-0000), Online

Download failed entnes

| The enrallment wizard allows you to select a participant (or a group of participants) for direct execution of an enrollment action. The enrollment action will
apply to the selected module (or group of modules) at the session level Note. however, that some enrollment actions may require additional inputs. These
additional input fields will automatically be displayed with respect to the enroliment action selected.

© Help

-

1

&

(1]

Target status drop-down menu list with transcript sub-status options

Transcript Sub-Statuses at Catalog Editor

Transcript sub-status selection is also available via the Catalog Editor -> Session Properties ->

Participants:

© 2020 PeopleFluent

Page 39



Catalog Administration January 2020

p N
@ Catalog Editor - Mozilla Firefox [ESEEY ™
& hitp://localhost8090/ ekp/serviet/ekp/BSCATFRAMESILID=MOD-0000 - -

Catalog Editor O @ B & X
Module Properties Y - o
Session Properties W Results per Page: 25 B

Online1 (MOD-0000) Showing: 1 - 25 of 44 ! -.-

Online Session

Bulk Action E| 3
Participant  Date Deadline  Owerall Status  Overall Status Change
Session Setup - the following steps
help you to define a session. Withdrawn
1. Edit session I'I ﬁ 100 User1( onFeb6, Mot EXCUSED ZI
2. Enter cost information USER1_100) 20154:04  Applicable (llness) -
< 3. Participants PM CST
4. Instructors :
5. E-mail Preferences Setup | Enrolled on
6. Cost Accounting Information
Sots ONE User( Jun 28, Mot
7. View usage statistics & ] _ COMPLETED
8. Checklist USER1) i:: 3C1S2T 13 Applicable
Completed (with Ment)
Completed {with Distinction)
S i::g:ﬂ R COMPLETED  [Failed
Ses sion_l_)?.ilities - before you use ™ ﬁ USEREN{ 2013 2'31 Applicable (SELF- :Jepaclwated
these utilities, please save any o .T ASSERTED) n Process
changes you have made. M CS anFfrDc:Es: (In Process-SubStatus1)
9. Auto-Enroll averExempt .
e COVPLETED [ averExemi Exuaet Quatfcain
11. Group Training Plan o ONE User (  Aug 22, Mot (SELF- Ll Pt (Expel -
12 Knowledge Center Preview USERT) 2013651 Applcable oo M

PM CST

" o

Transcript Status drop-down list with sub-statuses at Catalog Editor

After saving the sub-status selection, the new overall status with sub-status will be shown at the Overall
Status column on the records table if applicable:

(@ Catalog Editor - Mozilla Firefox SR =)
[| @ nitps//localhost8090/ekp/serviet/ekp/BSCATFRAMES?LID=MOD-0000 - |
i Catalog Editor 0O @ B & X
|
|

Module Properties I < 2l
Session Properties ﬁ'— Rasulis per Page: 25 B
Online1 (MOD-0000) Showing: 1 - 26 of 44 1 -.. =
Online Session
Bulk Action || a

Participant  Date Deadline  Owerall Status  Owverall Status Change

Session Setup - the following steps

help you to define a session. Withdrawn
4Bt sension 0 'n 100 User1{ onFeb§, Not EXCUSED _ 3
| 2. Enter cost information USER1_100) 20154:04  Applicable (liness) 1
< 3. Participants PM CST
4. Instructors :
5. E-mail Preferences Setup .F Enrolled on
6. Cost Acc ouming Ir'!formation : # ONE User( Jun 28, Mot COMPLETED IZI
| 7. View usage statistics lal USER1) 20131213 Applicable | (with Merit) -
8. Chechlist PM CST
Enrolled on
COMPLETED
. 2l # ONE User (  Aug 15, Mot SELF B
Session Utilities - before you use [s] USER1) 2013231  Applicable ( 7 =
these utilities, please save any PM CST ASSERTED)
changes you have made.
9. Auto-Enroll
Enrolied on
10. Group Enroll ONE User ( Aug 22. Not COMPLETED
1. Group Training Plan I - ] USER1) 2013651 Appiicable (SELF- a0 EI
12. Knowledge Center Preview | ) PM CST 2 ASSERTED)
L 5 = 4
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Overall Status column with sub-status info at Participant table

Transcript Sub-Statuses in Report Wizard

On top of viewing the sub-status information in the various places on the interface, the additional
information can be reported via the Report Wizard. There are currently three relevant columns showing
sub-status details:

® Transcript Overall Status: The Status along with any sub-status information of the learner's
transcript

® Transcript Sub-Status Code: The Code of the Transcript Sub-Status that has been assigned to
the learner's transcript

® Transcript Sub-Status Name: The Name of the Transcript Sub-Status that has been assigned
to the learner's transcript

@ MetDimensions Talent Suite - Mozilla Firefox =)

P hitpe//localhost:5090/ elcp/serviet/ ekp? TA=Dispatch&NOT_FROM_SESSION= trueBIRPID= EKPO00153800 o -

Cancel Report

* Training Center
» Transcript Attribute

* Transcript Detail

[F] Assessment Date 7] Deadiine [T Post-Assessment Score Transcript Overall Status
[F] Assessment Score 7] Deadline Expired = Pre-Assessment Score Transcript Sub-Status Code
7] Assignment Learning [F] End Date | Quick Evaluation Comment [#] Transcript Sub-Status Name
[7] Attempts Count [7] Enroliment Date ] Revision || Update Meaning

[] Attendance [”] Final Score [¥| Session ID [] updater's legal name

[7] Cost Center | Notify E-mail | signed Date

|”] Credits || Performance Grade |"] Start Date

+ User Groups

» Direct Appraiser

+ Organization Attributes

1ii

* Geographic Regions

BN i b

Transcript Status related column options at Transcript Detail tab on Report Wizard
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[
@ NetDimensions Talent Suite - Moxzilla Firefox

| & http://localhostE090/ ekp/serviet/ ekp? TX=Dispatch&NOT_FROM_SESSION=trueBiRPID= EKPO00153800

TraningHistoryReport 1
Date Run. Feb 26, 2015 4:04 PM C3T

Time Zone® China Standard Time

Status
Completed
In Process

Session2 Completed
Cancelled

Code1 Withdrawn

Session Failed

Session Deactivated
Pending Approval
Failed

Session In Process

Caompleted (Self-Asserted)

Session1 Completed (Self-Asserted)

Tran: - Transcnpt Detail- Transcript Detail-Transcript £ Transcript Detail-Transcript $

Transcnpt Overall Sub-Status Code Sub-Status Name

In Process InProcess-Code1 In Process-SubStatus1

¥

L

Transcript Status related columns display on a generated report

Courseware Editor

(available for Performance, Learning and e-Learning only)

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

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

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 ¥ [ & Reiiesh | + create

B Name Descaption

In this course, students will leam how to use Oracle Bills of Material to define different types of bills of material to accommodate various
Bills of iness models and i will also leam how to use Oracle Engineering to create and ineering change

Matarial and
— Engineenng

manufactunng. Upen completion of this course, students will be prepared to use Oracle Bills of Matenal and Oracle Engineenng

Procedurs S e e R

orders. Students will leam how to set up. implement. and use bill of material and engineering information. Students will practice creating
Fundamentals bills of matenal, routings, and engineenng change orders. They will also leam how to copy and transfer engineenng information to

2. Choose the name of the course project from the list that appears. The Courseware Editor screen

appears.
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Courseware Editor 0B e ? X

Bilis of Matenal and Engineenng Fundamentals W
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 Matenial any number of lessons, and a Course Template may be selected to control the general ce of the frame ffno
[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 afe

Evaluation
m Create the course

Optionally, select a template to control its appearance

Add lessons {using the menu ic

Click

abaove)

he new lessen n th
Preview the course {using Jicon above)
Save the finished course (using menu icon above)

Publish the course to the Catalogue Editor (using the menu icon above)

ft frame to configure the materia

3. Click the Publish this Course icon on the toolbar of the editor. This will take you to the following
screen.

Courseware Editor [ Y = 3| ? xR

Engineenng Fundameantale L

Courseware Editor

This editor is used to create custom onling modules with |

ons constructed from already uploaded files. You may have

Create Bills of Matenial any number of lessons, and a Course Template may b t ntrol the general appearance of the frame. f no
Create Routing template iz specified. the course will use the leamer's default skin style shaet Typical course project preparation steps
Create and implement engineenng change orders are

[Evaluation

Create the course
y. select a template to control s a

ppearance

Add lessons {using the menu icon abo

the left frame to configure the materia
e menu icon above)

& finished course (using the menu icon above)

Pubdish the course to the Catalogue Editor (using the menu icon above)

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.

Class Resource Manager

(available for Performance and Learning only)

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.

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
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Training Centers

Showing: 1 - 10 of 16

Bulk Action E|

b [e] «

i | Edit a Venue a description
il Permissions b b

| Delete b b

(] 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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[ ]
PBD;J;F!uent

Manage Center & HO Sara  Logout

Overview Leaming Talent Communicate Users Reports. System

Training Centers »
Edit Industrial Skills Center
Properties

Training centers are used to identify "collections" of related physical facilities/rooms.

Training Center Name

Industrial Skills Center

Description

Main building on the south side of campus

Venue
Building #37

Contact Info:
Ext 1328

Directions

Map

Addreae 1

0 &@XD &

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 d y PC?
Any v Any v

e [

Resul r P

s P

o
w
m
1l
[
a
-

Showing: 1-60f 6

Bulk Action ¥ + Create Facility

MName/Code Location Training Center Status

01 Computer Room 1 (RM1) 1st Floor 01 Training Center

01 Con 2nd Floor 01 Training Center Available

01 technical room B (TRB) 3rd Floor 01 Training Center Available

01 Training Room A (TRA) G/F 01 Training Center Mot Available

01 Training Ri

n C (TRO) Block A 01 Training Center Available

02 Party

Wenue (02 Party Room) Location A 02 Training Center Awvailable

Showing: 1-60of 6
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Depending on access control and permissions, you can:

1. Edit a Facility
2. Delete Facilities, individually or in bulk

#  Manage Center & ADMINISTRATOR System  Logout
OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM
Facilities »

Edit 01 Computer Room 1

Facility Details schadule

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

Q1 Training Center v

Status
Not Available *

Category

Computer Room ¥

Venue

01 Computer Room 1

Contact Info:

Facilities have the following properties:

Facility Code
Location

Training Center
Status

Category

Venue

Contact Info
Directions

Map

Expandable
Moveable Seating
Has a display PC?

. Video Conferencing
. Minimum # of Seats
. Maximum # of Seats
. # of VGA Projectors
. # of Monitors

. # of Overhead Projectors
. # of Learning PCs

. # of Whiteboards

NP RRPRRRRERRRRR
COPMNPURWNFPOOONDUTA®WNE
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21. # of Interactive Whiteboards

Instructors

January 2020

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:

. Create an Instructor

. Auto-Populate Instructors

. View an Instructor's Profile

Edit an Instructor's Qualified Courses
. View an Instructor's Schedule

aAWN =

NetDimensions Talent Suite

Manage Center

& 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 usersg ALL/UNASSIGNED
EKP2 Usert useri_ekp2 ALL/UNASSIGNED

FIVE User users ALL/OrgGroup2

USERS REPORTS SYSTEM

~ HIDE FILTERS

Results per Page: 10 B

2o
Auto-Populate + Create instructor

£ Qualified Courses

« Classroom3 (MOD-0023)
= Comp Comp Comp Program1 (MOD-0031)
= Demo Elecciones (MANIFEST-EF70734F-AEB0-703B-AB03-2A4C8B70D8DT)

« Online3 (MOD-0002) u
« Online4 (Limited Attempts) (MOD-0003) m
» Task1 (MOD-0013) N

« 101_Program (MOD-0191)
« Classroom2 (MOD-0015)

* C++ (T2)

* AICC SAMPLE AUTHORWARE COURSE (AICC-SAMPLE-COURSE-1)
 Classroom1 (MOD-0012)
« Classroom4 (Classroom4)

[m] »

1

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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PeopleFluent
Manage Center

Overview Learning Talent Communicate Reports System

Instructors
Create instructor *®
Tnz el Cranez To manage a user as an instructor, there must be at least one associated course the person is
Maths (MOD-2335) == qualified to teach_ Therefore, identify an initial user/course combination using the selectors below
Instructor:
PARKER Alex (ALEX.PARKER) - W
Course:
Maths (MOD-2335) -

Showing: 0 - 0 of 0

January 2020

& HO Sara

Results per Page:| 10 ¥

Auto-Populate + Create instructor

Name User ID __urses

There are ne items to display.

Showing: 0 - 0 of 0

Auto-Populating Qualified Instructors

Logout

An Auto-Populate button allows users to automatically create instructors based on current module

session instructor assignments:

rer ] e

Auto-Populate
ing:1-10¢

amme—— G| L B

This function will search through all current course instructor assignments to populate the gualified course list for each instructor.

m Auto-Populate

100 User1 useri_100  ALL/UNASSIGNED « Comp Comp Comp Program1 (MOD-0031)

* Demo Elecciones (MANIFEST-EF70734F-AEBO-T03B-AB03-2A4C8B70D8DT)

Another dialogue box will appear indicating if there are any new entries from that search.

Results

Auto-Populate *®

Auto-Populate of instructor qualifications has added the following number of new entries: 0

- I

usert_100 ALL/UNASSIGNED « Comp Comp Comp Program1 (MOD-0031)

Viewing Instructor Profiles

Clicking on an Instructor will open the Instructor's Profile:
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Instructors »

ADMINISTRATOR System

[iyinoghi Qualified Courses Schedule

Profile Summary Recent Activity
ADMINISTRATOR System There is no recent activity to display.
UserID: 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  [eNETENeNTE  Schedule

Results per Page: | 25 B

Showing: 1-7 of 7

7] Module Titie (ID) A~ Type 2

(=] AICC Flash Workshop - PPT to web examples (123456) Online

= Q AICC SAMPLE AUTHORWARE COURSE (AICC-SAMPLE-COURSE-1) Online

0 C++ (T2) Online

(=] ¢ Classroom2 (MOD-0015) Classroom

(=] Online3 (MOD-0002) Online

[} Online4 (Limited Attempts) (MOD-0003) Online

] Task1 (MOD-0013) Task
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
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# 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 N (All) v

Results per Page:| 25 v

Showing: 1 -1 0f 1

=
Resource Name ~ Training Center § Type § Serial Number ¢ Quantity on Hand ¢ Description

¢ R1 Default Other 12 10

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
PoOONOOR~WONE

[EY
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#  NetDimensions Talent Suite Manage Center & ADMINISTRATOR System  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Class Resources »

Edit Projector

Resource Details [SIELIE]

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 & Al ~ 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 Enroliment 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 2020

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

s v
Location | Room

() Venue
Room Name
@® Training Center

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 "+"

(Please Select) v

00 v To egFeb7 2018

Mon 05 Feb

Book Resource

Venue/Room 5]
® None Assigned

Instructors +

Alex Parker (ALEX PARKER) %
U (Qualified Instructor)

Resources © +
0 CR-0000: Projector (1) W x
0 CR-0001: Flipchart (1) W M

RN IR o |

Tue 06 Feb

Working Days:

Working Hours: ' 9

Wed 07 Feb

Mon v To Fri r

v v To 17 v 00 v

Thu 08 Feb

Fri 09 Feb

The Recommended Resources for a given course are also retrievable in the Resource selector (e.g. at

the Resource Planner).

Class Resource Attributes

Class Resource Attributes can be used to capture the general properties of the resources. To set up,

specify:

A Unique Code
A Name

arwb=

© 2020 PeopleFluent

The type (Free Text, Text Area, Drop Down, Numeric, Checkbox, Date, or File Selector)
Resource Types to which the attribute applies
Display Areas in which the attribute should appear
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[ ]
Feap‘l';Fluent

Manage Center & HO Sara  Logout

Overview Leaming Talent Communicate Users Reporis System

Class Resource Aftributes » a
Edit Class Resource Attribute for Support
Details

Attribute Code ™
Support
Name
Support Contact
Type
Free Text A
Resource Types
Other
Badges
| Equipment
Handouts
Instructor Guides
Name Plates
#IPC
Learner Guides
| VGA Projector
| Demo Unit

Display Areas Settings
Display areas
| Class Resource Filter
Class Resource Column

«| Summary Overlays
Catalog Editor Recommended Class Resources

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:

-
PeopleFluent

Manage Center & HOSara  Logout

Qverview Learning Talent ‘Communicate Reports System

Facilities >

ABC

Facility Details Schedule 4
+ Create Event

o‘mzs.zow - '! 121,201 - 11272018 g

Schedule Details x
Su fed 24 Thu 25 Fri 26 Sat27

T:00 . 9:00 - 17:00

¢ Behaviorial Analysis (ba) Behaviorial Analysis (..

7ABC, frain

8:00 Session Title Summer 2019 APARKER Alex

Start Date Jul 24, 2019 9:00 AM
9:00

End Date Jul 25, 2019 5:00 PM m‘
10:00 Location ABC. train llex

Instructors PARKER Alex

11:00

12:00 m.
v R

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

A WN =
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5. Click on an event chip to see further details in an overlay window
6. Depending on access controls, permissions, and object types

a. Open the event in Catalog Editor

b. Edit (and Delete) the event

Creating Events

January 2020

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:

1. Click Create Event or the cell corresponding to the desired start time.
2. Select "Facility Booking" Event Type:

[ ]
-—
PeopleFluent
Manage Center

& HO Sara  Logout

Overview Learning Talent Communicate Users Reports System

Lecmeep Create Event x
ABC
o
SelectEvent Type  Provide Event Details ~ Check Availability Save Options Booked Successfully
Facility Details Schedule

[®Module Session
Facility Booking
Jul 26, 2019 ©  Today

Sun 21 26
7-00

11:00

12:00

13:00

3. Provide the "Facility Booking" Event Details.

[ ]
-
PeopleFluent
Manage Center

Talent Create Event

Overview Learning

+ Create Event

Sat 27

& HOSara  Logout

Faciliies 20
Select Event Type Provide Event Details  Check Availability Save Options Booked Successfully

ABC

Facility Details Schedule

Jul 26, 2019 © | Today

Sun 21
7:00

8:00

9:00

10:00

11:00

12:00

13:00

Title
Mesting
Booker
HO Sara (SARA)*
Faciities*
ABC (A1)x

Search for a Venue i 26

Start Date™
Jul 23, 2019 © 0900

End Date
Jul 23, 2019 © 1000

Comment .

4. Check Availability and Confirm

© 2020 PeopleFluent

+ Create Event

Sat 27
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—
PeopleFluent

Manage Center & HOSara  Logout

QOverview Leamning Talent e &
Create Event x

Facilities
ABC Lt —e - - )
Select Event Type  Provide Event Details ~ Check Availability Save Options Booked Successfully
Facility Details  Schedule Tite $ Meeting
Boaoker HO Sara (SARA)
Start Date: Jul 23, 2019 09:00
End Dat: Jul 23,2019 10:00
Jul 26,2019 © Today nenee !
Comment
Sun 21 ri26 Sat 27
7-00 Resource Availability
8:00 4 ABC (A1) ¥ Available

900
10:00
12:00

13:00

5. View Event Summary.

[ ]
PeopleFluent
eopleFlu
Manage Center & HOSara  Logout

Overview Learning Talent Communicate Users Reports System

Faciliies >

Create Event x
ABC
° Py o o Py
Select Event Type  Provide Event Details  Check Availability Save Options  Booked Successfully
Facility Details Schedule
Title: ¥ Mesting
Booker HO Sara (SARA)
Jul 26, 2019 ©  Today Start Date: Jul 23, 2019 09:00
Sun21 End Date Jul 23, 2019 10:00 26 Sat 27
! Location ABC (A1)
Comment

11:00
12:00

13:00

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

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:
3. Edit the event properties.
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Suite Manage Center & YE
JING TAI ENT COMMIUINICATF LISFRS REPORTS SYSTEM
Edit Event X
@]
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
2CUR
6 =
2Froj End Date
Sep 18, 2017 Q 1200 -

Continue Cancel

Similar direct editing flows are available for Instructors and Facilities.

Drafting Changes for Module Sessions

Sometimes you 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:
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Edit Event

Edit Event Details

Learning Module:
Session Title:
Session Code:
Start Date:

End Date:

Description:

January 2020
x
\Check Availlability] Booked Successfully
&
What's new in NTS 13.1
NTS131

Jun 26, 2017 07:00
Jun 26, 2017 17:00

e < Room-Paris (RP)

v Available
& Joe Blank {_USER0000001) " Available
& Peter Pan (_USERD000002) " Available
= Projector-A + Available
= Projector-B v Available
&= Video Conference + Available

m 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:

© 2020 PeopleFluent

Page 57



Catalog Administration January 2020

Resource Planner

Day Week Month
Jun 26, 2017 € Today
Add Facility/Instructor/Resource | == Mon 26 Tue 27
< Room-London EOR =
A Tea...
R +Roo...
&5Syst.
< Room-Paris o § 1004700
R 11
el 3 7 Room-Paris
i &Joe Blank. Peter Pan
; = Projector-A =1, Vide._.
& Joe Blank y 00 -17:00
SE RSN :C1
_USERDO0O001 3 7 Room-Paris
I & Joe Blank_ Peter Pan
;ﬁ Projector-4 = 1, Vide. ..
& Peter Pan 3 100 -17:00
e el :C1
_USER000000Z ¢ 7 Room-Paris
i & Joe Blank, Peter Pan
;E Projector-A = 1, Vide. ..
= Projector-A g (00.-17:00

1C1

[ ¥

1 ¥ Room-Paris

58 fna Blonl- Oaotor Dan

o Review Changes Reset Changes

Niafan

5. The Administrator can review the events in the corresponding dialog box after clicking Review
Changes.
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January 2020

Review Changes

Summary

Leaming object(s) has/have not been saved/C1

h Check Availability
Leamning Module: % C1

Session Title; What's new in NTS 13.1

"] Start Date: Jun 26, 2017 7-00 AM
End Date: Jun 26, 2017 5:00 PM
Resource

« Room-Paris (RP)

& Joe Blank ( USER0000001)
& Peter Pan ( USER0000002)
= Projector-A

= Projector-B

== Video Conference

m Save All Changes Close

Availability

" Available

" Available

" Available

" Available

" Available

" Available

I

hiu

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

© 2020 PeopleFluent
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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.

Resource Planner

This feature allows you 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 Adminisirator  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Resource Planner SIS *

Doy | ok [N Facivs s

Room 1 (RM1)x | Room 2 (RM2)x

Mon 20 Tue
Instructors

Resources

Facility Selector x

Facility Code/Venue Training Center Status

All v All v
# of Seats Min # of VGA Projectors Min # of Learner PCs
Min # of Whiteboards Min # of Overhead Projectors Room is expandable?
Has a display PC?
Any v

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

Feb8 2017 © | Today < Feb6 2017-Feb 10,2017 > -]

Mon 6 Tue 7 Wed 8 Thu9 Fri 10

7 AN-1 (F-4)

7 Facility1 (FA1)
1 Faciity2 (FA2)

(FA_INSTRUCTOR1)
& STUDENT five (STUDENTS)
& STUDENT four (STUDENT4)
& FacilityResource 1
= FacilityResource2

The Resource Selection dialog and Advanced Selectors are accessible via the "..." button next to the
quick selector:
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Resource Planner

Day | Wesk Month + Create Event
Feb 8, 2017 © | Today < Feb6,2017-Feb 10, 2017 > -3
D Mon 6 Tue 7 Wed 8 Thu9 Fii 10

Resource Planner Presets

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:

Wed Feb 15 2017 > £

30 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  Tod < Wed Feb 15, 2017 b

10:00 11:00 12:00 13:00 14:00

Save Resources as Preset ®

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
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2. Edit a Preset Name
3. Delete Presets
4. Change the default Preset

Resource Presets %
Results per Page:
Showing: 1-10f 1
Bulk Action v
] Preset Name ~ Created on % Last Modified On &
()] o = Feb 9, 2017 by ADMINISTRATOR System Feb 9, 2017 by ADMINISTRATOR System
| Load |
Showiny  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 x

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 Holiday
\ +Vienue, Diefautt WHew Calendar 6

+\enue, Default
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 Adminisirator  Logout

OVERVIEW LEARNING TALENT COMMUNIGATE USERS REPORTS SYSTEM

Resource Planner

2 = e
Mar 1, 2017 ©| Today < March 2017 > &
Mon 6 Tue 7 Wed 8 Thu9 Fri 10 Resource Presets.

& Bany Singer Save Resources as Preset

Working Days and Time

Display Fields &

2
500 17:00
bconil Accounting
ABC Training Ce 3 +Room 1, ABC
arene Banks
7 R 0002355 co0 2355 [ooo 2355 [owo-2sss o0 2355 |00 2355
Room Under... ... |Room Under... Room Under... |Room Under... Room Under... |Room Unde
A +Room>, ABC e el 2, +Room 2, ABc hoc
2SVstem Admin - | &5yetem A 45 stem Acma.

7.00- 1700

aptop 1

Staptop 151
saraiB080/ekp/servlet/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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o

n

a

Display Fields

For Facility

[¥ITraining Center
[Cstatus

[Clvenue

[CIMinimum # of Seats
[CIMaximum # of Seats
[CIVGA Projectors
[CILearner PCs

" Iwhiteboards
["Joverhead Projectors
["|expandable

[[IHas display PC

For Instructor

#luserip

[Tljob Title
[“|Organization
[“Location
[CJQualified Courses
[Cluser Attribute 1
[Cluser Attribute 2
["luser Attribute 3
[Tluser Attribute 4
[Tluser Attribute 5
[Cluser Attribute 6
[Cluser Attribute 7
["luser Attribute 8
[CluattrExt

For Class Resource

[#I Training Center
[C1Resource Type

[ |serial Number
"I Description
[C1Quantity on Hand

January 2020

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

< Venue

Feb 14, 2017

- Mon 13

ox

[ Expandable: Room Not Expandable ]

Today

Tue 14

£ Feb13,

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 | Wesk | Month I {“ + Creale Event

Mar 1, 2017 © | Today < March 2017 > &
Mon 6 Tue7 Wed 8 Thu 9 Fri 10 Mon 13 Tue 14
9:00- 17:00 |7:00- 17:00 9:00- 17:00
¥y Hoomi1 Accounting  |Financial Se... [T =57~ =~
BC Train 7Room 1, ABC ___ | +Room 1, ABG

ze...
vRoom 1, ABC ...
&Jen Gardner,

alrene Banks, ... | &Alex Parker
SLaplop 151

-+ Room 2 0:00 - 23:55 0:00- 23:55 0:00- 23:55 0:00 - 23:55 0:00 - 2355 0:00 - 23:55 0:00 - 2355
Room Under... |Room Under... |Room Under... |Room Under... /Room Under... Room Under... |Room Unde
BC Trainin 7Room 2, ABC ... | +Room 2, ABC ... | vRoom2, ABC ... | vRoom 2, ABC ... | Room 2, ABC vRoom 2, ABC... | rRoom 2, ABC
&System Admin _ | & System Admin__ | &System dmin . | 4System Admin_ | &System Admin &System Admin. | &System Adm

|7:00- 17:00
& Alex Parker |Financial Se...
- ER | +Room 1, 4BC
2 Alex Parker i

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

QOVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Resource Planner

Feb g, 2017 €© Today < Thu Feb 9, 2017 > &
* 900 10:00 11:00 12:00 13:00 14:00 15:00 16:00 17:00
4 venue
& ONE User
9:00-17:00
TWO User
& S Workshop1

oEite 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  GOMMUNICATE USERS REPORTS SYSTEM
Resource Planner
B o O
Mar 1, 2017 O Today < March 2017 > &
Mon 6 Tue T Wed 8 Thu® Fii 10 Mon 13 Tue 14
7.00-17:00
DRmGEre Financial Se...
ALEX PARKER x Room 1, ABC
AL 2 Aiex Parker
2 s Staptop 131
Gen Production
5:00-17:00 700-1700 e izan
iRoomit Accounting  |Financial Se... 220 1700
enter 3z “Room 1,ABC | 1Room 1, Apc. | Digital Citize...
Zicene Banks, . | &l Paiker | +Room 1, ABC
ptop 1
p— 0:00-23:55 0002355 000- 2355 c00- 2355 t:00- 2355 000- 2355 c00- 2355
S Room Under... |Room Under... |Room Under... | Room Under.... |Room Under... Room Under... | Room Unde
AB! in +Room 2, ABC +Room 2, ABC +Room 2, ABC +Room 2, ABC
System Admin. | &y stem Admin . | &Systorn Admin. | & System Acmis - | &System Admin & System Acmin . | &Systom Adm
& Barry Singer
a 7.00- 1700
== Laptop'l Financial Se...
ABC Training Center Room 1, ABG
adiex Paiker
SLaptop 11

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

B3 =T B

Feb 15, 2017 < Feb13,2017-Feb 17,2017 &

Mon 13 Wed 15 Thu 16 Fri17

4 Room 1

i
Room 1, ABC Training Center

& Alex Parker, Barry Singer

ZLaptop 1% 1, Profestor 1% 1

500- 17.00
Digital Citizenship.
+Room 1, ABC Training Cener
4 lex Paiter, Barty Snger
Lapiop 1 x4, Proecior 1 %1

5.00- 17.00
Digital Citizenship.
+Room 1, ABC Training Cener
4 Rl Paer, Barry Snger
ELapiop 1 %1, Proector 1 %1

%:00- 17.00

Digital Citizenship

ABC: Training Center +Room 1, ABC Training Center
& Aiex Paiker, Barry Singer

ELapiop 1 %1, Proector 1 %1

& Laptop 1

e N 9:00- 17.00 v

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 & Refresh
Sep 1, 2016 0 Today € Aug 29, 2016 - Sep 2. 2016 »
Mon 29 Tue 30 Wed 31 Thu 1 Fri2

——yrETT O T Y 7varons

A Resove Corics

ONE User (USER1-1) 9:00 - 14:00 10:00 - 18:00 7:00- 17:00
Personal ... Classroom1 Event

b \Various

#FIVE User, ONE _..

700 User (USER1_100-1)
A User (USERA-1)

ADMINISTRATOR System
(NDADMIN-1)

B User (USERB-1) I—l
S

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 > &
= 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.

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

oMb~
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# NetDimensions Talent Suite Manage Center & System Administrator  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Resource Planner

- I T ey
Fe L
[e]
Select Event Type Provide Event Details Check Availability Booked Successfully Fri 17

< Room 1 ® Madule Session
ABC Training Center

A Personal Event
Room 1

Facility Booking

R 2

adliio Class Resource Booking

Continue Cancel

& Laptop 1
ABC Training Center

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.

#  NetDimensions Talent Suite Manage Center & System Administrator  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Create Event *®
Resource Planner

Day Week Month

E3 Cxme

Select Event Type Provide Event Details Check Availability Boo
2 BASIC PROPERTIES #
Fri17
Leamning Module *
< Room 1

ABC Training Center
ailable Session Title

Session Code”

= Start Date”
& Alex Parker Feb 14, 2017 O orw
ALE. KER
Al End Date*
Feb 14, 2017 Q 17w
Description bl

Continue Cancel

= Laptop 1

ABC Training Center

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
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Day Week Month n + Create Event
Create Event x
Feb 1¢ &
° ° o = Fri17
B enue Select Event Type Provide Event Details Check Availability Booked Successft
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
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

Step 4: Save Options

Cancel And Pin Selected Resources

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.

Create Event

Select Event Type  Provide Event Details  Check Availability

O

Save Options Booked Successfully

MNew Sessions Available Notifications may be sent to learners who have indicated interest depending on

Enroliment 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.
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# NetDimensions Talent Suite Manage Center & System Administrator  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM
Create Event x

Resource Planner

) bz Ll Select Event Type Pravide Event Details Check A:ailabmty Booked S:c:eaaiu\\y B
Fe o
Learning Madule Digital Citizenship
Session title: 20170214 Fiar
< Room 1 Session Code: 20170214

g Start Date: Feb 14, 2017 09.00
End Date Feb 14, 2017 17:00
Location Room 1 (RM1)
Instructors: Alex Parker (ALEX. PARKER), Barry Singer (BARRY.SINGER)
Class Resources: Projector 1 x1 .Laptop 1 x1

Open in Catalog Editor

& Laptop 1

ABG Training Center

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

Day Wark Monith

dum 26, 20T O Todwy € Jun 76 2017 - Jom 30 2097 B o]

Add FaclityfinstrucloriResonrce | = Mon 26 Thu 29 Fei 30

< Room London

% |7=a - 1500
¥ Room-Paris |

Fioom-Fans, Detault
o BHank. Pebar Pan

1
|=Fr A w o, Wideo Contem.
TR Iroa- 700 - 17200
& Jou Bian - Customar Mastup
R | Bl ta, Defah
| Feter P
jsFn -4 = 1, Yideo Canfere.
& Pater Pan [rRe 1T
U5 1
1

Fans, Detautl

i
B Projector.A Jroe -1 o
|
- |
|
|
1
|

& k., Pl Pjany
&P o-A e 1 Vil i
= Projecton b | I__E“-' ki

2. The System will ask for confirmation - Press Book! to accept the new time.
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Resource Planner

Day Wack Marih

Add FadittylInstnictorRasourca

+ Room London

[

+ Hoom.1arks
LetmdA

& Joc Blank

& Pater Pan

& Projecior A

Tl

= Projecior 8
Detant

Resource Planner

Day Weinls Marh

Add Fagdlity/InstructorResource | =

+ Room.London

+ Hoom-Pars
Dot

& Joe Blank
LISERDDDOED

& Patar Pan
LISERORE

= Projscior A

= Projector-8
Detaut

January 2020

Edit Event b
- =0
Edil Eviil Dedails Check Avalability Booked Successluly Fri 30
Tids W Team Weaekly Meliing
Bonkar: System Admnistratar [NIADMINY
St Lane: dun 20, 2017 0700
Enel Date: Jun 28, 2017 12.00
Commigmt

Reapurce Awailability

- Roam-|Londan (AL}  fvailable

T00 - 700
Ci

P

. New time will be displayed. Press Close to proceed.

Edit Event *

Fri 30

Enoked Surcesshdy

L
Edit Ewent Details

@
Chedk Avadahbility

Titla: W Team Weekly Meling

Bookar: Hystam Admmnistratar (MDADMING
Starl Dele Jun 28, 2017 0704

End Dale Juni 28, 2017 12:00

Lacation: Ravrm-Landon (RL}

Comment

c1

s HRoom Fars: Detell

& Binck, Petar Fan
EFrimttorA £ Wilen Conlein

e - 1700
c1

4. The Event has been moved to the new time slot.

Resource Planner

Bay Wagk Month

Add Facity/ InstructarResourcs

+ Room: London

Dol

¥ Hoom-Paris

Detmid

& Joe Blank

USEROODDGC

& Patar Pan
LIEERDAH0G

& Projector A
el

£ Projector 8

et

dun 26, 2047 © Ty € Jun26 2017 - dn 302097 B -1
Mon 26 Tue 2T Wad 28 Thu 2% Fri 30

70002 70017 (0
Team ... lea Party
+Hoon «Hoem Londun, Detall
ASy=ism AS e fcmmaskalo

7001700

[ |

¥Rom-Fans,; Detat

&Joe Ulark, Peter Fan

SFrogector i 1 Vidso Confers.

OO 1700 TOC- 1700

1 Customar Mestup

o foom-Pars, Defall

&.Joz Elank, Peier Pan

&Fropechor-A « 1. Wideo Canfere.,

700 - 1700
¥ Beim-Baili, Dl h-
&l Blank, Pator Pan
Trnectar-A « 1 Wides Confens.
700 - 700
c1
+Hoom-Pans, Deta

il ok, Falnt

* In the Day view, event chips can be dragged to update the start and / or end time(s) of an event,
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and *they can be resized to update the duration of an event.
1. Drag the start timeline to the new position.

Resource Planner

Day  Week  Momth + Create Even

Jun 27,2017 0 Today < Tue Jun 2T, 2017 >

Add Facility/InstructorfResource | = | S:00 10:00 11:00 12:00 13.00 1400 1500

# Room-London A
Defsult ek

<« Room-Paris

& Joe Blank

LSEROODO00

2. The System will ask for confirmation - Press Book! to accept the new start time. The end time
will be updated accordingly too.

T e e R e e S S
¢ Edit Event x
Re e 0
Edit Event Details Check Availability Booked Successfully
Tithe: W Team Weekly Metting
Booker System Administrator (NDADMIN) r >
Adi Start Date: Jun 27, 2017 09:00 15:00
v End Date: Jun 27 2017 11:00
Comment
Resource Availability
*‘
<+ Room-London (RL) « Available
& Jook Cancel And Pin Selected Resources

3. The new start time and end time will be displayed. Press Close to proceed.
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 se—
¢ Edit Event x
Re @ L E ]
Edit Event Details Check Availability Booked Successfully
pate Event
Title ¥ Team Weekly Metting
Booker System Administrator (NDADMIN) 7 ?
Adl Starnt Date Jun 27, 2017 09:00 15:00
v End Date Jun 27 201711:00
Location Room-London (RL)
Comment
{

: B33

4. The start time and end time of the Event have been changed with the same duration.

Resource Planner

Day Waek Month Bl : Create Event
Jun 27, 2017 0 Today 4 Tue Jun 27, 2017 >
Add Facility/Instructor/Resource | = | 9:00 10:00 11:00 12.00 13:00 14:.00 1500
9.00 - 11:00

¥ R Lond
.nnm T Tedw Weekly Metting

¥ Rddm-Londaon, Defaalt I
i & Sysiem Adminsirator

<« 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.
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# NetDimensions Talent Suite Manage Center

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Resource Planner

Day Week Month .
Review Changes x
Jun 3, 2019 { Leaming ovlecys) nasinave not een savea|weneral Liata Froecuon . < Jun3,2019-Jun7,2019 >
[Reguiation (GDPR) Workshop| Business Integrity
Add Facility/Instructor/Resource | = Mon3  Check Availability Wed 5 Thué
7 E.:Tt ?Dnm B ;;g",mg,i,v Learning Module: 48 Business Integrity
efau
iR Session Title: Summer Session
Start Date: Jun 3, 2019 10:00 AM .
111:00 - 19:00
7 WestRoom End Date: Jun 3, 2019 5:00 PM | General Data Protection Regulat...
e | 7West Room
Resource Availability 1
# East Room (ER) v Available

Learning Module: 48 General Data Protection Regulation (GDPR)

Workshop
Session Tille

Start Date: Jun 6,2019 11:00 AM

End Date Jun 6, 2019 7:00 PM

Resource Availability

# West Room (WR) v Available

Save All Changes

Review Changes [l Reset 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:

NetDimension: it Suite Manage Center

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Resource Planner

Day | Week  Month
Jun 3,2018 © | Todsy < Jun3.2019-0un7, 2018 )
Add Faciliy/Instructor/Resource | == Mon 3 Tue 4 Wed5 Thu &
e By
e vEast Room
i V::fi:qoo'" E‘Gl;fer;!i i Pkt Regulat...

R 1 7West Room
Save Options x '

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 leamer a notification per session

(Do not send notifications

Review Changes

Conflict Resolution

On days with schedule conflicts, there will be a "Resolve Conflicts" indicator:
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Your changes have been saved. x

Integrated Instructor Calendar

[# Settings 5 Refresh
Sep 1, 2016 © | Today € Aug 29, 2016 - Sep 2, 2016 »
Q Mon 29 Tue 30 Wed 31 Thu1 Fri2
OMNE User (USER1-1) 9:00 - 14:00 10:00 - 18:00 7.00-17.00
Personal ... Classroom1 Event
s\arious

#FIVE User, ONE ..

TWO User (USER2-1) 10:00 - 18:00 10:00 - 18:00 10:00 - 18:00 10'””5“9_'““_ 40004200
Workshop1 Workshop1 Workshop1 10:00 - 18:00 7.00- 17:00
+Various +Various fVarious \ E{‘:ﬁ:::ﬂm" Event

A Resolve Conflics A Resolve Conflicts |

Users can click on the Resolved Conflicts indicator to view or edit the conflicts:

Integrated Instructor Calendar

Schedule Conflicts ®x [6-Sep2 2016 >
{ hu1 Fri 2
ONE User (USER1-1) & Workshop1 18:00 7:00-17:00
room1 Event
Start Date: Mar 1, 2003 10:00 AM E
User, ONE ...
End Date: Mar 7, 2030 6:00 PM
TWO User (USER2-1) Location: various 800 7003700
room1 Event
us
& Event
Start Date- Sep 2, 2016 7:00 AM
End Date: Sep 2, 2016 5:00 PM
Edit

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:
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# NetDimensions Talent Suite Manage Center & ADMINISTRATOR System  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Holiday Calendars

Results per Page:| 10 v

Showing: 1-4 of 4

+ Create holiday calendar
I ————

Hong Kong Holidays
Personal Holidays
UK. Holidays

U.S A Holidays

Showing: 1-4of 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:

# NetDimensions Talent Suite Manage Center & ADMINISTRATOR System  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Holiday Calendars

New Calendar 1 [cdit]

=) oo cenes

n

Year
All v

Resulls per Page: 10 v

Shewing: 0- 0 of 0

Bulk Action ¥ + Add Holiday
| Description Date -

There are noitems to display.

Shewing: 0-0of 0

T Delete calendar

Editing Calendars

Clicking on the "Edit" button or the holiday calendar name allows users to view the details of the
calendar:
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#  NetDimensions Talent Suite Manage Center & ADMINISTRATOR System  Logout

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM
Holiday Calendars >

Hong Kong Holidays | Eait]

Training Centers

~ HIDE FILTERS

Year
2016 v

Results per Page: | 10 v

Showing 1-30f 3

Bulk Action ¥ + Add Holiday

| ] Description Date &
Holiday Day 1 Jul 1, 2016
Holiday Day 2 Jul 27, 2016
Holiday Day 3 Jul 28, 2016

Showing: 1-3ef 3

& 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:

Holiday Calendars >
cCalendar |edi)

Details Training Centers

Add Holiday x

Year

All
Description™

|

Date™”

e.g. Oct 26, 2016 i Results per Page:| 10 B

Showing: 1-1of 1

sl Acton ] + AddHoldey

= AT e

Each Holiday can be edited or deleted:
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cCalendar | &dit)

Details  Trajning Centers

Year

Al B

Showing: 1-1of 1

Bulk Action B

T Description
] | ¥ | Holiday Day1
Edit

Showin Delete

Linking Training Centers

The training centers to which the Calendar has been linked are listed under the Training Centers tab:

Holiday Calendars »

cCalendar ([

Details | Training Centers

Results per Page:| 10 B

Showing: 1-3 of 3

Bulk Action |~ # Link Training Center
] Training Center Name Venue Description Country
a aVenue a description Afghanistan
b b b Aland Islands
c c c Albania

Showing: 1-3 of 3

Clicking on the "Link Training Center" button will launch a training center selector to specify which
training centers to link to:
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#  Manage Center Training Center

OVERVIEW LEARNING TAl Name
Holiday Calendars >
cCalendar [Edit]
Results: 14
Detalish|| Training Centers Default &
Training Center3
Training Centerd
Nts_adminReadPermission L
bfeng_tct F
Showing: 1-3 of 3 d
e
f
Bulk Action H te1
btest
iCl Training Center Name ‘ 44 p=
= a
(] b
] c

Showing: 1-3 0f 3

Selected: 0

January 2020

Ll \VIINISTRATOR System  Logout

Results per Page: 10 t

# 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 [cdit)

Details | Training Centers

Showing: 1-3 of 3

Bulk Action B
] Training Center Name Venue
[=lE-JK aVenue
[ Unlink b

o c G

Assessment Workflow

Description
a description
b

c

Results per Page:| 10 ]

# Link Training Center

Country
Afghanistan
Aland Islands

Albania

(available for Performance, Learning, and E-Learning only)

Assessment workflow templates 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

OVERWVIEW LEARNING TALENT

Assessment Workflow Manager

Template Last Updated By
Tachnical Template netdalan
9.3 Demo netd_ronald

COMMUNICATE

Creating a New Assessment Workflow
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To create an assessment workflow:

1.0n the assessment workflow manager, click the Create Assessment Workflow button.

#  NetDimensions Talent Suite

Manage Center

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Assessment Workflow Manager

sessment Workflow

Template Last Updated By Last Updated Date
Technical Template netdalan 19-Nov-2012
9.3 Demo netd_ronald 08-Nov-2013

2.The screen for creating new assessment workflow appears. Enter the Template name.

OVERVIEW LEARNING TALENT  COMMUNICATE USERS REPORTS SYSTEM

Assessment Workflow Manager »
Assessment Workflow Manager

Template Name: | @

Add Exam/Evaluation

Tl Save | Delete

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.
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OVERVIEW LEARMING TALENT COMMUNICATE USERS REPORTS SYSTEM

Assessment Workflow Manager »

Assessment Workflow Manager

Template Mame: Waorkflow1 @
Exam / Evaluation B0 u
@ Pre Course

Post Course
Ayvailable Date days | Before [»| | course end date [x]

@ Participant
Assessor p
Direct Appraiser

Reminder Email B O,
Send Reminder Email for days | Daily : after the available date

Add Exam/Evaluation

Permissions Delete

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
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.
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 enroliment, 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.
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OVERVIEW LEARNING  TALENT COMMUNICATE USERS REPORTS SYSTEM
Assessment Workflow Manager »
Assessment Workflow Manager

Template Name: Workflow1 @

Exam / Evaluation &0 n

) Pre Course

@ Post Course

Available Date days  Before [»] | course end date [=

@ Participant
Assessor #
Direct Appraiser
Reminder Email Q G_‘
Send Reminder Email for days  Daily 3 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.)

Permission Selector

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

YWWrite Access

[Tl Everyone

Users

bLlon Molina (NETDALCH)

s

In addition to the previously selected users, view permissions will be granted to anyone who meets
(2141 af the fallawing criteria
@ One of the fallowing criteria

Add criteria selector | User Group E E

3.Click the Save button to keep the settings.

Repository Manager

You can upload and manage files for courses in the Repository Manager. Specifically, you can:

® Create folders and manage their properties and access permissions
® Delete folders and their contents
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® Upload files and manage their properties and access permissions
® Delete files
®* Move or copy files between folders

To open the Repository Manager, go to Manage Center > Learning > Repository > Repository Mana
ger. The Repository Manager opens in a separate window.

¥ Repository Manager - Google Chrome = O x
@® localhost/ekp/serviet/ekp/REPOSITORYMANAGER?OPTIONNAME=REPMANAGER

Repository Manager B H X
Folders &

Overview

Repository Manager enables you to upload and manage files and documents stored in the repository.
Click Create Folder to create a new folder.

Personal Folders Delete | Cut| | Copy

= & Audio and Video

[5) & Certifications

£ & Images Name Description Owner

= & Public ADMINISTRATOR

B8 Audio and Video System [Properties]
(NDADMIN)
ADMINISTRATOR

M Certifications System [Properties]
(NDADMIN)
ADMINISTRATOR

B Images System [Properties]
(NDADMIN)
ADMINISTRATOR

8 Public System [Properties]
(NDADMIN)

Folder Name: Personal Folders

Shared/Public Folders

The Repository Manager segregates folders under your control (Personal Folders) from those that were
created by other users and have shared access permissions (Shared/Public Folders).

Creating Folders

You can create folders to organize files for your courses and provide access to the appropriate users.

To create a new folder:

1. Click Create Folder and enter a name and brief description for the folder in the Create Folder
form.

2. Click Create. A confirmation dialog summarizes the folder credentials (shown below).

Create folder
Folder Created Successfully.

Folder Name:ISEC001 InfoSec Mod1
Permissions
Properties

You can:

® Click the Permissions link to configure access permissions for the folder and its contents.
¢ Click the Properties link to update the folder name or description, or to disable permission
inheritance for subfolders.

® Click the Back to Repository button to return to the folderf/file list.

When you return to the folder list you may need to click Refresh to see the new folder in the
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Folders tab.

Configuring Folder Access Permissions

To configure access permissions for a folder and, by default, its contents:

1. Select the Personal Folders link in the Folders tab and click the Properties link for the folder in
the folder/file list to open the folder's properties page.
2. Click the Permissions... button. The Permissions Selector page opens in a new window.

(From the Create folder confirmation page, you can click the Permissions link to open the
Permission Selector page directly.)

For guidance on configuring permissions to enable users to access objects in the LMS, see Standard
Permission Selector in the User Administration Guide.

Updating Folder Properties

You can update a folder's name, description and permissions inheritance for its subfolders.

To update a folder's properties, click the Properties link for the folder in the folder list. (From the Create
folder confirmation page, you can click the Properties link to open the folder properties page directly.)

%9 Repository Manager - Google Chrome — O X
@® localhost/ekp/serviet/ekp/REPOSITORYMANAGER?OPTIONNAME=REPMANAGER

Repository Manager & B X
Folders

Overview

This form allows you to modify the file/folder name, description, and permissions. Permissions allow
you to share the folder/file with other users. By default, your files are not shared.

Personal Folders

£ & Audio and Video Folder Properties

[£) & Certifications .
B B Images Folder Name: ISEC001 InfoSec Mod1

= & Public

Description: Information Security Module

Shared/Public Folders

Folder permissions are '
inherited by subfolders.:

Back to Repository

By default a new folder's access permissions are inherited by its subfolders. You can clear the
checkbox to remove this permissions inheritance in order to configure different access permissions for
any subfolders.

Deleting Folders

When you delete a folder from the repository, its subfolders and files are also deleted.

To delete a folder from the repository:
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1. Click the parent folder (for example, Personal Folders) in the Folders tab to list the folders.
2. Tick the box for the folder you want to delete in the folder list and click the Delete button. You
are asked to confirm the deletion.

Uploading Files

You can select only individual files to upload to the repository. To upload multiple files, compress them
to a zip file to upload. You can zip and upload a folder containing multipe files and subfolders, and the
folder hierarchy will be preserved in the repository.

To upload a file into a folder:

1. Select from the Folders tab the folder (or subfolder) you want to upload the file to and click Uplo
ad.

[OCEICRLIGEE QVLELE [Replace Delele| [Cul [Copy |[Pasie

Folder Name: ISEC001 InfoSec Mod1
Name Description Owner
1 Up One Level

This folder is empty.

The file selection page opens (shown below).

P Repository Manager - Google Chrome — O X
@ localhost/ekp/servlet/ekp/REPOSITORYMANAGER?OPTIONNAME=REPMANAGER

Repository Manager R B X
Folders u

Overview

Upload File: Choose File |No file chosen
Personal Folders

[5) & Audio and Video
[} & Certifications
£ & Images
=) & ISEC001 InfoSec Mod1
£ & Public
Enter description information to facilitate subsequent searching and retrieval of this file.

Shared/Public Folders Description:

Upload j Back to Repository

4

2. Choose the file to upload and enter a brief description, then click Upload. When the file has
uploaded, the Upload Results page summarizes the file (shown below).
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P Repository Manager - Google Chrome — O X
@ localhost/ekp/servlet/ekp/REPOSITORYMANAGER?OPTIONNAME=REPMANAGER

Repository Manager R B X
Folders
Upload Results
Overview
Personal Folders The following are details of the file just uploaded.
=) & Audio and Video File Name: Read Me - Working with Docker.pdf
[E} & Certifications Description: Docker Read Me PDF
B & Images Size: 7246Bytes
5} & ISEC001 InfoSec Mod1
=} & Public

Upload successful.

Note: The current System Configuration setting is such that permissions for this file are controlled by

Shared/Public Folders the parent folder.

Properties

Cancel Upload

3. Click OK to complete the upload, or you can cancel the upload.

4. If you are uploading a zip file, click the Unzip button. When you unzip a compressed file the
Repository Manager creates a subfolder with the same name as the zip file and then copies the
individual files into it. Both the zip file and the new subfolder and unzipped files are uploaded to
the repository.

Configuring File Access Permissions

To configure file access permissions:

1. Select the Personal Folders link in the Folders tab and click the Properties link for the file in the
folder/file list to open the file properties page.
2. Click the Permissions... button.

For guidance on configuring permissions to enable users to access objects in the LMS, see Standard
Permission Selector in the User Administration Guide.

Deleting or Replacing Files

To delete one or more files from the repository, tick the boxes of the files you want to delete and click D
elete. You are asked to confirm the deletion.

Folder Name: ISEC001 InfoSec Mod1

Name Description Owner
1 Up One Level
v/ & ReadMe- ADMINISTRATOR
Working with Docker Read Me PDF System [Properties]
Docker.pdf (NDADMIN)

You can replace a file with a new file to keep the same URL, which is useful if you there are links to the
original file from elsewhere in the LMS. Replacing a file means those links will point to the new
replacement file.

To replace a file:

1. Select the folder containing the file and in the file list tick the box of the file you want to replace.
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Click the Replace button above the file list. The file upload page opens.

Choose the file to upload, which will replace the existing file, and click the Upload button. The
Upload Results page summarises the replacement file details.

Set the properties and permissions for the replacement file. (For guidance on configuring
permissions, see Standard Permission Selector in the User Administration Guide.)

. Click OK to complete the upload.

Note
You cannot directly replace a file with a file from another folder in the repository because the

replacement file must be uploaded. You can, however, download the replacement file from its
original folder (by clicking its name in the file list), and then upload it when you replace the

unwanted file.

Moving and Copying Files Between Folders

You can copy files to duplicate them, or cut and paste them to move them from one folder to another in
the repository.

To copy, cut and paste files:

1.

2.
3.

© 2020 PeopleFluent

Select the folder containing the file(s) and in the file list tick the box of the file(s) you want to copy

or move.

Click Copy or Cut.
Select the destination folder or subfolder to copy or move the file(s) to, and click Paste. The

file(s) are copied or moved to the destination folder.
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E-maill

You may send individual e-mails on an ad-hoc basis or on an event-triggered basis using a predefined
email template. Email messages may also be sent in bulk. 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 & 7 X

T .'_-.“D_a'r-' h
£ Sy Default
E-mmUser Tamplates

Message

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 a new E-mail Template

2. The E-mail Template Properties screen allows you to enter the following parameters:

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.
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E-mail Template Editor DB & 2?2 X
_Templates "W : .
[E B System Default E-Mail Template Properties
WmUser Templates This form allows editing of the selected template. Note: system default templates are not allowed to be
delsted.

Create A Copy

=z
B
I 3

Specify the sender of the e-mail

Language Preferences
Send Message in "To" recipient’s language (and disable "CC" options
Recipients
Select from the list below the intended recipients for this message
To cc Omitted

Approver

Participant

Direct Appraiser

HR Manager

Course Specific Instructor(s)
Default System Approver
Default System User/Administrator
Appraisal Reviewer
Appraisal Super-Reviewer
Organization Approver
Specific User

W@

External E-mail [ ) .
Messages may be sent to one or more external e-mail addresses. Lse comma () to separate multiple
addresses.

Top half of the Email template

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
6. 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.

oD~

o
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Retipients

Select from the list below the intended recipients for this message

Approver

Participant

Direct Appraiser

HR Manager

Course Specific Instructar(s)
Default Systern Approver
Default Systern UserfAdministrator
Appraiser

Super-Appraiser
Crganization Approver
Specfic User

External E-mail

To cC Cmitted
L] ] @
@) (@] @
(@] @ @
(@) @ @
(6] @ @
(@] ) ©
L] ] @
@) (@] @
(@] @ @
(@) @ @
(6] 3] @
nlgi
(] @ @

Messages rnay be sent to one or more external e-rnail addresses. Use comma () to separate multiple addresses.

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

NOIE: For security reasons, the axternal approval link is NOT shown in CC
user e-mails.

Parameters  Additional Charges ¥

Afttachments

Select an attachment from the repository
Assign attachment -

Remove assigned attachment(s)

[ Attach Learner's Prework and Standard References
L_J Attach Facility Map and Training Center Map
Permissions

Upon creation, default permissions will be granted

Logical Domain' )on21 Default -

Bottom half of the email template

January 2020

1. Entering Predefined or Own Message: You may enter your own message and subject in the

Message section.
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Wessage
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. Q

nglish

Language

[]

Predefined Message o Default Entollment Approval Reminder [«
Subject

NOTE: For security reasons the external approval link is shown in CC user e’mail&o

Parameters  agditional Charges end to Message

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.

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 other parameters that can be embedded in the
e-mail template (please see the list on the table below):
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{AdditionalCharges}
{addressHright_to_reply_link}
{approver_remarks}
{assessment_createDate}
{assessment_desc}
{assessment_reviewee}
{assessment_instruction}
{assessment_participant_duedate}

{assessment_primaryReviewer}

{assessment _title}

{catalog_search_link}
{certification_description}

{certification_expiration_date}

{certification_id}

{certification_issued_by}
{certification_name}
{certification_days_valid}
{charge_to_personal_training_budget}

{charged_costcenter}

© 2020 PeopleFluent

{enrollment_date}

{evaluation_workflow_launch_link}

{exam_name}

{external_approval_link}

{external_training_comments}

{facility_code}

{manager_name}
{instructor_email}
{instructor_name}

{join_date}

{launch_appraisal_link}

{venue}
{location_code}
{need_hotel}
{notify_email}

{org_goal title}

{personal_goal_title}

{phone}

{postal_code_zip}

{total_number_of tokens_purchased}
{total_token_cost_excl_tax}
{total_token_cost_inc_tax}
{total_token_tax}
{training_center_contact_info}
{training_center_description}
{training_center_directions}
{training_center_name}
{training_center_venue_details}
{PaymentReference}
{user_attribute_1}
{user_attribute_2}
{user_attribute 3}
{user_attribute_4}
{user_attribute 5}
{user_attribute_6}
{user_attribute_7}
{user_attribute_8}

{user_group}

January 2020
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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}

© 2020 PeopleFluent

{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 2020

Page 93



Catalog Administration January 2020

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".

Select an attachment from the repository.
Assign Attachment [ a2l

Remove assigned Attachment(s)

IDAttach learner's Pre Work and standard References I

[Tl Attach facility rmap and training center 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".

Select an attachment from the repository.
Assign Attachment [ E

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] I .
Attachment.| — MaP_YYYpg i 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 OB & 7 X

Templates \

E"::I System Default
El‘u User Templates

= APPRAISAL WORKFLOW
TRAINING REQUEST

= Approval Expired Notification

Parameters Additional Charges -
= 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
! by Do Wiy Pllis  Dhpge puipeed | Agomssts  Teems ol v
Shr Saia N - Tiop i pabentoes o i bl b Wi e Uyt b vl Doty el it s b L e
lw L "l-_ J L e o My et it el Lty
S S - o] T b e e iy st e e i b o s Pnie Chitun B 5 LW CARE) sute gn bt b Lo ael S i Corted e mnt oy e

d Pead e fomid (AR Falle we oF B coanoail

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 fom the 51 below the mtended recapients for this message

Ta CC Oimitted
Appeoar L]
Participant @
Duecl Apprans e E)
HA Manager
Course Specific Instructors)
Dafault Sysiem Apgrowvart
Drefault System UsenAdminstraton
Appraisar
Super-Appraiser
Organizatian Appecver
Spacific Ukser

BE B G B 6 e @

il |
Extemal E-mad
Messages may be senl to one of moie extemnal e-mad addresses Usa comma () 1o sepacate mulliple addvesses Se—"

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
NewAssignmentlD 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

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 enroliment date + X days.

E-mail Template Editor [ DEr» ? X
Templates W Predefined Message Default Enrollment Approval Reminder [=]
) &-System Default ) ) Subject Enroliment Confirmation
= Default Certification Expiration Reminder
:g:::j: Eﬁfgﬁﬁﬂ:‘x;zirg!ﬁﬂg: NOTE: For security reasons, the external approval link is shown in CC user
= Default Enroliment Approval Request el SRR

= Default Enroliment Approved Notification
® Default Enroliment Confirmation
= Default Enroliment Denied Notification
& Default Enrollment Pending
® Default Enrollment Waitlisted
® Default Session Transfer
= Default Start-of-Session Reminder
[ BmUser Templates

{module completion_deadline} ]

Module Completion Deadline ‘ - ‘ Parameters
Join Date

Launch appraisal link _
SLinked Goal Program Name
#Linked Organizational Goal Tite

Meeds-HotetAccommodatom i
New Session
Notify E-mail (about charged Cost Center)
0Old Session
Organizational Goal Title
~Participant First Name
“Participant Full Name
Participant Last Name
Performance Goal Title =
Phane current template, click Permissions
Postal Code/ZIP
LPreferred Date
uPreferred Location

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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Massags

Enter a new message or select text from ene of the predefined messages (the texd may be altered for this specific message] Substitution param

indicated as [keyword. ) text and others may be added using the drop-down list below

Language English

Predefined Masssne, . . . Diafeats Cmsallnn i hmereen| Rgmimses .
Participant Full Name ~r

Subgect Particigant Last Name 2l
Performance Goal Title |
ROTE: For Phone link is shown in CC user s=mails.
| Postal Code/ZIP |
Dear {pa
5 'F% Draferred Date
You have Preferred Location Py have any Queries, plesse CORTAST our leazning systems
administ Price Infa
3 Proance/State
mmasan: | Purchased Tokens

Purchased Tokens Payment Ref
Reason for Taking This

Refund Amount

Refund Amount {Optional Payment itams) |

Repont File lame

Repart ID

Report URL
Request Date

| Raset Passwn

ThARK Yo

rr1 -
Parameters | Raasaon 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 v
Subject ‘CDUISE Withdrawal Notification

NOTE: For security reasons, the axternal 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}).

Reasun: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
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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)

| Chinese {Hong Kong)

| Chinese {Taiwan)

| Czech (Czech Republic)

| Dutch (Metherlands |

| English (Canada)

| English {United Kingdorm)

| English {nited States)

| French (France)

| German {Germany)

| Greek (Gresce)

| 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.
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To do this:
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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.

E-mail Template Editor

.".3:‘ il‘.x

Templates

] :] Syctem Default
a8 "“-!U'.-'rl Termplates
REQUES

= Approval Expired Motificatio
» Copy of-SUBMIT
& Npl-Yei-Accessed Remir

® Seczion Completion Notfication
= SLBMIT AGREED APPRAISAL

= SLUEMIT PENDHING APPRAISAL

= SUBMIT BEVIEW APPRAISAL

» SUBMIT STARTED APPRAISAL

@ APPRAISAL WORKFLOW TRAINING

opy ohSUBMIT AGREED APPRAIS

Specity the sender o the emal

ADMINISTRATOR Systam (NOADMIN) & 0l
Select fremn the List below the intended reaprents for This message
To cC Demitted
Apprower U]
Partiopant @

4. This opens the predefined messages editor. Select the language you want to add.

E-mail Template Editor

Templates

B Systern Default
B3 User Templates
= APPRAISAL WORKFLOW TRAINING
REQUEST
= Approval Expired Notification
m Copy of-SUBMIT AGREED APPRAISAL
= MNot-Yet-Accessed Reminder
= Session Completion Notification
= SUBMIT AGREED APPRAISAL
= SUBMIT PENDING APPRAISAL
= SUBMIT REVIEW APPRAISAL
= SUBMIT STARTED APPRAISAL

Parameters | agditional Charges

D & ? X

(]

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 Arabic (Saudi Arabia)  [+]

Predefined Message Default Enrallment Approval Reminder  [=]

Subject

NOTE: For security ressons the external approval link is shown in CC user
emwails.

=

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 specify which users and organizations can access the current template, clic 1

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& s ? X

TE.mD|Blt.E.5 -‘ d % 1
& 88 System Defaul E-mail Template Properties

& mUser Templates =
o This form allows editing of the selected template. Mote: system default templates are

not allowed to be deleted

Name patDimensions Test

Sender
Specify the sender of the email

D)

Recipients

Select from the list below the intended recipients for this message
To CC Omitted

Approver | .
Participant } .
Direct Appraiser .
LI Allmm -

2.System returns an acknowledgement and a copy appears in the left Templates column.

E-mail Template Editor | DR s ? X
Templates
Uil E-mail Template Properties
=03 System Default
Lizer Templates This form allows editing of the selected template. Mote: system default termplaies are not allowed to be
deleted.

[son ] it o J o J e oo |

Template copied and saved (note: defaull permissions were granted), you can continue to make
mindfications
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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 | DB & ? X

Tempiates "I
(5 M System Defaul E-mail Template Usage
B EUser Templates o o ) )
B ACME Default Enrollment The listing below identifies all references to this e-mail tamplate. You are not allowed to
Approved Notification remove an e-mail template if it is still being used by other part of the system
= Alain Enrolment Approval

Reminder
i Enrolment Policy References
= Alain Enrolment Approval Ruquem— HeNE FURCY Beturin co

= Alain Enrolment Approval RequestJLGC SJP enrollement
Org Approver
® Appraisal completion
® Appraisal Start
= Approval Expired Motification
® Award Certificate Mo references in this category were found
® BCD Enrolment Confirmation
m Certificate of completion
® Completion Certificate
= Copia de- s
= Copy of Cape Default Enrolment Mo references in this category were found.
Confirmation
® Copy of-Appraisal Start
= pr of-Default Start of Session

System References

Certification References

Welcome Reference

Note: You may not delete a template if it is being used elsewhere.

4.1f 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.

E-mail Template Editor | DR 2?2 X
Templates UMM

- System Default
B ElUser Tamplates
& ACME Default Enroliment
Approved Notification
® Alain Enrolment Approval
Reminder
® Alain Enrolment Approval Request
® Alain Enrolment Approval Request

Org Approver
® Appraisal completion Specify the sender of the amail.

® Appraisal Start Ej@

= Approval Expired Notification

® Award Certificate Recipients

: ggr?mlz;tr:i:}ecn;ﬁ;gir::‘ar s Select from the list below the intended recipients for this message. .

= Completion Certificate To cC Omitted

= Copia de- Approver @ £ .

w Copy of Cape Default Enrolment ~ Participant ) -
Confirmation Direct Appraiser O - @

® Copy of-Appraisal Start HR Manager ® z .

" an U‘F‘DE{EH“ Stﬂl't Uf Sas siun Crurea Qracidie Inetrirtanel

5.Confirm to delete
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Searching for E-mail Templates

To search for an existing e-mail template:

1.Click on the Search icon.

E-mail Template Editor 0O B &k 2

Templates Qh

-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.

E-mail Template Editor 0D @& ?

Templates 9

B system Dorau Template Search
LIS Matificatior Parfarm a search based on the Template atributes. You may enter a parial name in the name field fo perform a case-insensitive
. wildcard search fwith ™' as the optional wildcard character). For example:
L = R lists all names baginning with R
- = uff lists all names containing the sting uff
CRt i
-
- Hame
.- Subject
-

g.u FSEET
-
-
]
-
=
-
-
-
- Ey
- B

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 0 & ?
T |3t
Ee;: o Results of Template Search
. e T R
A : _' v ancel Session Nolificat Edited Enrolimant Pending Matification
-
a
-
2
=23

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.
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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).

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.

[ e —
Katrina Saplala Wanage Centre Help c

> NetDimensions
Talent Suite

ﬂ Learning Centra Career Centre Workspace

Home

People

2.Click the Create.

Home Learning Center Career Center Workspace Connect Reports Taach

Mail Box
Bulk Action [=]
St _________________Jfm |
m -pprm‘alﬂemlndenFen 5,2013) SANTOS Vina (empno005)
FTask Approval Reminder(Feb 5, 2013} SANTOS Vina (empno005)
EZEnroliment Approval Request(Jan 28, 2013 ADMINISTRATOR System (ndadmin)
E=Enroliment Approval Request{Jan 28, 2013 ADMINISTRATOR System (ndadmin)
EZEnrolimant Approval Request(Jan 28, 2013) ADMINISTRATOR System (ndadmin)
F E=Enroliment Approval Request(Jan 28, 2013 ADMINISTRATOR System {ndadmin)
E2Enrollment Approval Request(Jan 28, 2013 ADMINISTRATOR System (ndadmin)
I B=Enroliment Approval Request(Jan 28, 2013 ADMINISTRATOR System (ndadmin)
E<ZEnroliment Confirmation{Jan 25, 2013) ADMINISTRATOR System (ndadmin)
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3.The Send a Message screen appears in a new window.

Send A Message

To send external mail (2., intermet), your external e-mail address must be entered in the system, This can be done in Personalize -> User Admiristration

Send Details

From: MOLINA Alon (netdalon)
To: ‘

CC: |

Subject:

B 7 U 4 | FontFamiy - Font See

4
i
i

A~ el

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.

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 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
Online payment j

You must save all changes before selecting another category.

Enable online payment B 46 @
Enable shopping cart = 63 @
Payment plugin URL 6.0
Payment plugin key 6.0
Allow enrollment approval with online payment ] 57 @

2.Click the drop-down menu in Select a category and choose Mail. The Mail category appears.
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Include iCalendar attachments in enrollment and approval || & 46 @
confirmation messages

|De|i\rer|CalendarNot|ﬁcations as Email Attachment(s) ‘ 4 |%|®
|An:|d Course Description To iCalendar Attachment ‘ J |ﬁ|®
Request responses in iCalendar Iﬁ @
Mew User Welcome E-mail: hl 4 6 @

v]
TEnrim | Inrats Mntifiratinn Fmeail | [N 14 7l ran

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

8

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 2020

The New User Welcome E-Mail is hormally 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

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

Supervises [SIEIUSM  Records/Transcript

@ 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:

[SULGIGNY Send Welcome Email Now |

Last Offline Auto-Enroll Scan: Unknown

Logins:

0

Or manually run the Welcome Email Task.

Retire Expired Questions Task oaily
Send Personal Goal Reminder Daily
Set Session Status To Ended Daily
8 Standard Daiy Tasks Daly
Suspend Inactive Users Daily
Synchorize Training History from GoToTraring Daily
Update Question Count Usage Task oaily
Web Catalog Refresh oaly
Weicome Email Tk Daly

Application
Application
Appiication
Application
Routine Administration
Application
Application
Routine Administration

Application

Sending mail to the internal mail box

Feb 15, 2017 3.02 AM HKT
Feb 15, 2017 3:02 AM HKT
Fab 15, 2017 302 AM HKT
Fab 15, 2017 302 AM HKT
Feb 15, 2017 302 AM HKT
Feb 15, 2017 3.02 AM HKT
Feb 15, 2017 3:02 AM HKT
Feb 15,2017 302 AM HKT

Feb 15, 2017 302 AM HKT

Active

Active

Active

Active

Active

Active

Active

Active

Active

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:
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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.

Enrollment Policies

January 2020

(available for Performance and Learning only)

Enrollment policies handle the workflow for enroliments. The LMS application ships with two predefined

workflows:

1. A one-step policy (enroll directly)
2. A two-step policy (the user's manager needs to approve)

You can create as many enroliment policies as you need with any number of steps. The Enroliment
Policy Editor can be accessed from the module properties of a learning object or directly from the
Catalog Manager screen.

Adding Enroliment Policies
To create enrollment policies:

1.Access Manage Center > Learning > Enroliment Settings > Enroliment Policy Editor.

2.Click on the Create icon on the top of the page.

-..—. RdR?R

Enrolment Policy Editor

Enrolment Policy Editor Craate Paicy

Policies W

& 3 STEP ENROLLMENT POLICY
£ 3 Step Policy

This editor is used 1o creats enrolment processing policies that may be assigned to individual courses. The policies may consist of any
o-‘lllc-, number of approval or manual steps. with customn e-mails associated with 2ach step or action

L TPOLICY

E W Andrea Org Inveics Policy

[ M anh_ikan booking policy

E I Auron

[ mBCD Travel Simple 1-step enrolment oolicv

3.The New Enrollment Policy screen appears.
o@B & ? X

Enrolment Policy Editor

o, New Enrolment Policy
& m3- STEP ENROLLMENT POLICY
(M3 Step Policy

& MmABP Enrolment policy

(E-8mAbu Dabhi Policy 4

- AbuDhahi policy 1

- alain_EMROLLMENTPOLICY Policy Name:
(- MmAndraa Org Imoice Policy

(& Mmanh_ikon booking policy

) M Aunon

EHmBCD Travel Simple 1-step enrolment policy
& M Course specific approver

E DB sto, -

& mDB-SJP Workshop Tramning Policy

& mDEFAULT POLICY

E-MmDEFALLT POLICY 2

E-mDEFAULT TWO STEP ENROLLMENT POLICY

s step palicy

TEP ENROLLMENT POLICY

TEP ENROLLMENT POLICY - ORG

Emrolment Policy Details
Select the desired e-mail workflow and specific messages using the properties below

The confirmed enrolment e-mail notification can be tumed on or off. select your option below.

Send Enrolment Confirmation for Group Send Enrolment Confirmation for Self Send Envolment Confirmation for Auto
Enrolment? Enrolment? Enrolment?

Enrolment Canfirmation |Gl

Enrolment Pancing Notification
@I Cne Step Policy

[ Imfs- One Step Policy 14d withdrawal
& Mmfs- Cne Step Policy 7d withdrawal
E-mG4S Policy

& mhn-One step Palicy

& mJC-Policy

(& Mjk- One Step Policy

= mJLGC SJP enrcllement

LL One Step Policy

Job codes

& MmLEGO Ditte Enrolment Policy

@ mLego Enrollmant Palicy

(£ WL ego Enrolment palicy

@ mModule Training Policy

& mNEPolicy

& Mmnetdtest

& mnetdtest Policy

-t approval
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Waithsted Notfication
Withdrawal Notification
Approved Netification
Denied Notification:

Session Transfer Notification

Policy Remarks

wiitherawal

Page 108



Catalog Administration January 2020

4 Fill in the details.
5.Select the notifications that shall be sent for the different events, such as enroliment or withdrawal.

6.0nce the required information has been entered, click the Save button. The newly created enroliment
policy will added on the left navigation side bar of the Enroliment Policy Editor.

Enroliment Palicy Editor O&H D R 7 X

Enrollment Policy Summary

Approval Step A

Enrolimait Policy Details

The seftings below represent a summary of the steps and properiies set for this
particular policy.

i Palicy Mame Aoproval Step A
. Policy Remarks
r— Enroliment Canfirmation for Group Enroliment? Yas
The all new created | Enroliment Confirmation for Self Enraliment? Yes
enroliment policy will | Enraliment Confirmation for Auto Enoliment? es

be placed in this 3rea. | yyundrawal while Awsiting Approval? ves

|der Organization-level Payment Plan Options? Na

Enrallment Canfirmation
Enrallment Pending Motification
Waitlisted Nofification
Withdrawal MNotification
Appraved Notifcatian

Danied Molification

Approval Step Details

Click hare to gl usace details

Meta Data

Crealed By MIOLINS Alon (netd_alon)
Date Created.  Jul 4, 2011 851 PM CODT
Last Updaled By MOLINA Alon (netd_alon)
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 DR OB &EB X

Define Enroliment Policy

Module Properies

(Catalog for Testing

i L

Enroliment Secrrily affows you to control which Lsers ave aliowed 1o enroli for this moduiedprogram, If public access s
1 Catalog Setup checked beiow, ail users can envall in this module. Ttherwiss, the usar is checked for membership in any one of the following
o gecess cantrol fists.

< This modulefprogram currently allows public sccess
| Allow user 10 WITHDRAW

¥ Prompt user for reason for the withdrawal
¥ Allow user o mark COMPLETED

| Aliowr stafus 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
S Actess ControlERmimant Gontl COMPLETED or FINISH USING 15 aliowed 10 enroll i this course again.
fine & g Disallow Re-enroliment

@ allow re-enroliment

& A s In some cases, a course that might have been taken by a student previously will need 1o be re-taken after 2 period of time.
The history explration window s used fo specily the number of days sfier which the student may reenroll. For exampie, Il the
value s setio 30" then a shadent who took this course more than 30 days ago Wil need o re-take this course

3 Knowledge Center Setup History Explration Window: 0 dap(s)

Currently Aliowed Organization(s|
4 Launch Setup b o on{s)

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 ) D Zzi

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.
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Enroliment Policy Editor

O B =

January 2020

Policies

B0 st St &

B T
Eﬂ sl A0 ETEP EMROLLME!

Enroliment Policy Summary

Approval Step A

paricular policy,

Policy Name

Policy Remarks

Send Enmoliment Confirmation for Group Enroliment?
Send Enrolliment Confliermation for Seif Enrolirment?

Cmmd Cormilewmmmb O mmlivenatimmn Foe Lobem Taenllom ek

2.The Approval Step Details screen appears.

Enrollment Policy Editor

De&BE @R 2 X

Policles W

New Approval Step

Enroliment Policy &

Approval Step Details

A policy step can be configured to expire with a particular action, and can have reminder e-mail messages sent
to the approver priorto the expiration.
Step Name:

Approver Selection TyRe: Use Defaull System Approver El
Designatad Approver:

= =

Approval Reguest

=]

14! Click ifyau dontwantthis step to expire
Expiration period: days after this step begun
Action taken whan step has coprove
expired: B
Expiration Nofification:

Reminder day. |- days before this step expires
Approval Reminder: e
LY}
Step Remarks:

Ifthis step is 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 concumently.
| This step s in parallel with the adjacent step(s)

Prompt for additional information in each approval step.
| Charged Cost Center
[ Emall to whom notification regarding the charged cost center Is needed
Notify Erail \L g
Note: Emaliwill be sent to the email address that is entered by the approver dunng aporoval slep, in adadion io
the recioients that are seiecled from the emall lermpiate.

3.Specify the designation in the Step Name field.

Enroliment Policy Details

The seftings below represent a summary of the steps and properies sel for this

Approval Step A

fos
Yes

ATET

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.

© 2020 PeopleFluent

Page 111



Catalog Administration January 2020

Assign approver to

Perform a search to generate a list of items in the Ywailable Choices' panel. Select one of the items listed and click the single amow (e.g. ») bution
to copy [Linto the Selections' panel. Yhan you have completed your selection, click the 'Ok buttan

Search Criteria

The search rasult list only dizspiays the first 1,000 rows. Check here 1o switch betwoen harzontalivertical screen layouts: (V]

Usar I0: Ghen Mame: Family Marne:

Role: Al = Qrganization
Usger Group

Specity Additional Atribites

W ‘

# Records Retrieved: 0

B |

OK § Cancel

7.Make your selection from the Available Choices field.

8.Click OK.

1. Step Expiration and Reminder Messages

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.

Click on the drop-down menu and click on the desired selection that appears.

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.

ok

1. Manual Step

ITthis step is manual, it is 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 concurmently.

| his step is In parallel with the adjacent stap(s) M |

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
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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.

Enroliment Policy Editor D n ? X

Pollties 0 Approval Step Details

BN pErAuLT FoLIcY

= Enroliment Policy Summary m

m Edit policy details DEFALLLT POLICY
m Editwithdrawal detalls Approval Step Details

= Edit Additional Enroliment Infarmation
= Edit steps ordering
= ppproval Step 1: Sample Step tParallez]

Apolicy step can be configured to expire with 2 particular action, and can have remindar e-mall
messages sentto the approver prior 1o the expiration.

Step Name; Sample Step

Slep)
= (Addastep. )
“JDEFAULT TWo STEP ENROLLMENT | Appraver Selection Typet Use Default System Approver v
POLICY | . |
B3 i Designated Approver: STUDENT New (VERONICA) _5_, [¥]
B ew Policy Approval Reguest — - i
E{j tast Motificacitn de aprobacion caducada Lot L

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 elac ODB& 2%
p Selact B Eﬂ'ﬁ E

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.

Enrollment Policy Editor (Y = ? X

Policies W

Policy Steps Ordering

Enroliment Policy A

- Policy Steps Ordering
VENT POLICY

Specify the sequence inwhich the configured steps will be applisd during the enroliment process by clicking on the arrows

below,
Approval Step 1: Step one; For approval ﬂ ﬂ
Approval Step 2. No axplration ﬂ E

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.If you are finished, close the Enrollment Editor screen by clicking on the Close icon.

Deleting Steps
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To delete a step:
1.Click on the desired step in the Policies column.
2.Click Delete in the lower right corner of the page.

3.Confirm delete

Withdrawal

You can configure for a learner to be prompted for a withdrawal reason when withdrawing from an
enroliment awaiting approval.

1. Click Manage Center > Learning > Enroliment Settings > Enroliment Policy Editor. The
Enrolliment Policy Editor page appears.

Enroliment Policy Editor |

_Policies \X

E‘"ﬁ Copy of-DEFAULT TWO STER
EMROLLMENT POLICY

E-QpErFALLT POLICY This editor is used to create enrollment processing policies that may be assigned to
8- DEFAULT TWO STEP ENROLLMENT] individual courses. The policies may consist of any number of approval or manual steps,
POLICY with custom e-mails associated with each step or action.

E‘"Q Enroliment Policy A

Enroliment Policy Editor

2. Choose a folder under the Policies tab and click Edit policy details. The Enrollment Policy Details
page appears.

Enroliment Policy Editor D@B® ? R

Policies

Enrollment Policy Details

DEFALLT TWO STEP ENROLLMENT POLICY

PO Enroliment Policy Details

Selectthe desired e-mail workflow and specific messages using the properies below

Policy Name: DEFALLT TWO0 STEP ENROLLMENT POLICY

The confi e-mall nofification can be fumed on or off select your ophion below.
Send Enroliment Confirmation for Group Send Ci lion for Self Send Ci ion for Auto
Entoliment? Enraliment? Enraliment?
v i v
Enraliment Confirmation:  Dietault Enroliment Confirmation Y]
Enroliment Pending Diafault Enrallment Pending &3
Hotification: :
Waltlisted MOUREAHON: Diateult Enrollment Waitisted & |G
WWithdraweal NOBCAHON: Diatmult Course Withdrawsl MNotification & |G
Approved Notiication: Dafault Enrollmant Approvad Motification & O
Denigd NOlficalion: Detaylt Enroliment Denied Motification Y]

Policy REMArks: This i3 a system policy that way be used for
two-level approvalsa.

1 Allowe Approval Withdrawal
Prompt user for reason for the withdrawal

|"_| Consider organization-level payment plan options

Parallel Approval Steps

@ First response determines oulcome
All parallel steps must succeed

To specify which users and organizations can access the cumentlemplate, click P ermissions
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3. Check the Prompt user for reason for the withdrawal box.
4. Click Save.
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.

Enroliment Policy Editor W N = -

Palicias L

Withdrawal Details
Enrollment Policy &

Withdrawal Policy details
LLMENT POLICY

Enter Vithdrawal details below.

CostEnroliment nformation

Specify the refund amount below as a percentage of the full costto be ifed to the leamer upon 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 | Detete |
10 or more days 50% refunded ]’”’"‘“i
T
Optional Payment fems
Specifythe refund amount below as a percentage of the full cost to be refund. lited to the laamer upon witk | from a course

within @ certain number of days

MNumber of days before module star date % of accormmodation fee refunded

5 or more days 10% refunded

[ Add >> |

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 DeB® %

Policles W

Withdrawal Details

Enroliment Policy A

AULT FOLI Withdrawal Policy details
iy e A0 e

EnterWithdrawal details below.

CostEnroliment Information

Specify the refund amount below as a percentage of the full cost to be refundedicredited to the leamar upon withdrawal from a course
within a centaln number of days.

Number of days before module start date % of course fee refunded

5 of more days 10% refunded | Detete |
10 or mote days 50% refunded m

Optional Payment tems

Specify tha refund amount below as a percentage of the full costtn be refundedicredited to the leamer upon withdrawal from a course
within a certaln number of days.

Number of days before module stari date % of accommodation fee refunded
5 or more days 10% refunded m

To add additional details, repeat steps 2, 3 and 4.

Withdrawal Policy for Optional Payment Items

An additional withdrawal policy is available on the course level and is applied to all optional payment
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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/Enrollment and Optional Payment ltems are separately defined. Items
should be defined for Withdrawal Details on Optional Payment ltems.

Enroliment Palicy Editor

OB &Gy 2 X

“Policies W

Withdrawal Details

Enroliment Policy &

Withdrawal Policy details

Enter Withdrawsl details below.

CostEnroliment Information

Specify the refund amount below a5 a percentage ofthe fUll cost 1o be refundedicredited to the learmer 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 [ Detete |
10 or more days 50% refunded | Delete |
Optional Payment Rems

Specity the refund amount below as a percentage of the Tull cost 1o be refundedicredited to the learmer 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 Iltems)" is available in Em

ail Template Editor.
E-mail Template Editor

D & ? R

Templates
E'Q:\-\, sterm Default
B user Templatas
RISAL WORKF LOW TRAINING

u Approsval Expired Motific ation
sion MNotification
ancel Session Modcatior

Default Enroliment

. Sass Completion Motification
= SUBMIT AGREED APP i
= SUBMIT PENDIMG APFRAISAL
= SUBMIT REVIEW APPRA

® SUBMIT STARTED APPRAISA

ISAL

NOTE: For security reason, external approval link 13 not availasble in CC user.

Dear {symvzr name | ,

This is a expiration notification of your allowed time period for
approval regquested by (participant name] to enroll in
{course title). The system will perform the default action set on

the policy.

If you have any gueries, please contact our Learning Systems
Administrator (f{default syscem approverl).

Thank you for your atctentlon.

Parameters | Refund Amount (Optional Payment ltems) | »

Select an attachment from the repasitary.

Asslgn Attachment |

In Manage Center > Learning > Payment Manager > Optional Payment Items, you can add optional
payment items for the courses.

Optional Payment Items

Cradit Card

+ Add Payment Item

Locoe Fonated Lo

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

ERFI0000T Jan 25, 2010 arling_ v paymenl sddgisenas Nigms

[EKFDO000EETE dan 22, 2000 online_w_paytren] Weoe Nodon

ErPaGIEARE s 32 3090 crilnad Siiled 3 Frroilmedn) Feai8is9 & ool Cualnmae Blizcaired i
ERPFIISI0OC00 Jan 38, G40 omlinad ddmans Higs

BRSO3 W crlnes Wead Npstn

[EXPADIGCEENE han 75, 2040 ontina® Wlinaraea reband Pyl Amosn 500 0% of 25
EXFII0005E0S fan 2T, 3040 online2 Wiadrawa nchund addBonas bilgess 100 0% of 2000
ERPHI000EE I Jan 25, K00 orlined Wil et tebuiid Wioed Nalon WU ol 250
ERPADIOCEE 1T han 28 2000 cwling_w_paymsnl Winar s’ elland Ful amasind w0 % of 25
ENFDDIOCOENT Jan 3T, 3040 onling_w_pavren! Withdrmea: nefand Addmona Fllgms “00 0% el 00 B
ERPIIFEET T Jam 2%, 200 orline_wy_oayiren| Wiinc e’ relund. Woed Naclpo WLIH Gt 220

FRPANICEENT han 75, 2090 onllng_w_gaymsnl Onls (witn pasment | o roilma Fes (Pian "acasnl Cuslnmar Tisomined 5%) 1

Hhis = 2 =omnan o 3l pour coarse ertdireris arc assoixed coals
s Lo |coere o € Cou e e

1 o c
i = ¢
i . 8
1 B €

] -5 v
1 C %
1 [ 50
1 ¢ a8
i C o
1 o £a
| e 2=
Teta 240 240

ribatl Brgoem, Falimds Syshen
Lirftnd Krooom: SguRds Sysom
irsisd Bongooir, Soumds Spstesn
Liribad Kegdam, ®oumnds - Syshan
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Lriked KrgEeir, Foumdy Srate
Liribad Wirgoesm, Foumds Siyshem
Urited Krgdom, Scumds Sychom
Lrikell Rrgooir, Fuumdy Bistesn
Uikt Korgedr, P linds Spafedr
Urfind Krocem, Fourds Erzhom
LUried korgoom, Sgunds Frsiemr
LnvEan Koo Povds

Delete a Withdrawal Detail

To delete a withdrawal detail, click the Delete button by the line item you wish to remove.

Configurable Additional Enroliment Information

It is common that on requesting for a course enroliment, 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 Enrollment Information field can be set up by an Administrator via Learning ->

Enrollm

Manage Center

NG TALENT COMMUMCATE USERS REPOATS SYSTEM

Ty (]
— 100 Tenl Gheehnos

Crecatag (=0 Checiband

Free Tent

Test Ares Mew Fieks

Mamenz rumerkc Humerc

ent Settings -> Additional Enroliment Information.

L ritmied Liffst
Ttk

Coetkbons

DropacwnLate|

FresTeaLabe:

Sl Fieid

Namenz

The following are the configurable properties of a custom Additional Enroliment Information field:

1. 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

OWVERVIEW LEARNING TALENT COMMUNICATE USERS

Additional Enrollment Information »

Edit Additional Enrollment Information For Checkbox
Field Code”

Checkbox

Name @
Checkbox

Type
Free Text T

Permissions

Enroliment Policy Editor

Configured Additional Enrollment Information fields will show up in the "Edit additional enrollment
information" section in the enroliment 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 "Wl

Approvalonly
ApprovalWithOptionalinfo
ApprovalWithOptionalinfoAndAssess
ApprovalWithRequiredinfo
ApprovalWithRequiredinfoAndAsess
Copy of-NoApproval

Copy of-PolicyWithDynamicAtribute
Default Policy

Default Two-Step Enroliment Policy

NoApprovalCptionlinfo
NoApprovalRequiredinfo
NoNeedToApproval
PolicyWithDynamicAttribute
TestClone
TestPolicyWithDropDown

m Enroliment Policy Summary
u Edit policy details

= Edit withdrawal details

.
= Edit steps ordering

® (Add a step...)

® (Add a step )

O®BFOk 2 X%

Edit Additional Enroliment Information

TestPolicyWithDropDown

Prompt for the selected addtional information during enrolment request
All | None

System Default Fields

lT\UGI'ESS - City
fhflur_ess - S[d[.l:‘
A{rwdl Date
l_a(.alf.[n VU[H:}?I

Branch Phone

Customized Fields

FI.:d(:‘__EK'.L'dbe‘
v Drupdo.t'\.-na?abe.\ Nark as Optional
al
Da.le
Nu.ment
L‘..her. kbox y
Checkbox2 )

MNew Fleld

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 enroliment. By default, an Additional
Enroliment 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

DropdownLabel”
(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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L ——— w—
ADMINISTRATOR System  Manage Cent

P 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

Enrollment 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

Revisiopp Numpher, 0

There 1s no attempt record

Progress

Total Training Time 00:00:00
Total # of Online Launches 0

Last Attempted Date NIA

Additional Enroliment Information

Charged Cost Center

DropdownLabel

Reporting on Additional Enroliment Information

Similar to other types of attribute fields, the Additional Enroliment Information fields are dynamically
made available for selection to be reported in the Report Wizard. Note that because of the way different
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.
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Report ID: LPD6 © Heport Help

Propefies Colmns  Grouping  Ofder  Filers  Summary

Select the columns you wish to include in your report.

Oexpana Al
» Additional Comments

+ User Properties

e B ar e e e
+ Organization Attributes

» Module Additional Enroliment information {Custom Fields)

Checkisox Date FroaTextLabel Numaric
Checkbox2 FT2 New Field
= Module Additional Enroliment Information (System Fields)
Address - City Branch Phone Gender Needs Flight
Address - Stata Cell Phone Is Over 21 Needs Hotel Accommadation
Arrival Dote Charge to Personal Training Budget Manager E-mail Preferred Date
Branch Number Comments Nesds Cor Prefierred Location

« Program Additional Enroliment Information (Custom Fields)

Chackbox Dawe FreaTextLabel Numaric

Checkbox2 FT2 New Fleld

» Program Additional Enraliment Information (System Fields)
Address - City Branch Phone Gender Needs Flight
Address - State Cell Phone Is Over 1 Neads Hotel Accommaodation
Arrival Date Charge to Personal 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
Learning Program Detalil

—_

Module Additional Enroliment information (System Fields) Training History

2. Learning Program Detall
Program Additional Enrollment information (System Fields) 1. Learning Program Detail

Program Additional Enrollment information (System Fields) 1. Learning Program Detail

Additional Enroliment Information as E-mail Parameters

Since Additional Enroliment Information fields are available, it would be useful to include the information
entered by the user on registration in email notifications like the enroliment 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 enrollment 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 Enroliment Information: ".
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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 indic:
down list below.
Language English

Predefined Message Default Enroliment Approval Reminder ¥

Subject Enroliment Confirmation

NOTE: For secu

Ty
Dear {participant_name}
This is to confirm your enroliment in {course_title}. If you have any quenes, please contact our leaming systems administrator ({default_system_approver}).

Thank you for your attention

Parameters | Additional Enroliment Information: Diet Arrangeme ¥

Select an F Additional Enrollment Information: Number of
Assign ati=t=more

ats
Address - City
Address - State
Appraisal Right-to-Reply Link
Approver First Name
Approver Full Name
Approver Last Name

Attach La Approvers Remarks

Nitach F'J Arrival Date
ﬁ e e g ey _—

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

10. Is Over 21

11. Manager E-mail

12. Needs Car

13. Needs Flight

14. Needs Hotel Accommodation (Y/N)
15. Preferred Date

16. Preferred Location

Remove as

NGO RWN =

Additional Enroliment 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 enroliment 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.

Auto-Enroll

Auto Enroll Console

Auto-Enroll refers to the mechanism by which learners are automatically enrolled onto certain training
according to a set of criteria. The mechanism consists of periodic scans that will compare learners
against auto-enroll criteria configured for courses, automatically enrolling them when they are a match.
The Auto-Enroll Console allows you to adjust scan settings. To access, go to Manage Center

> Learning > Enrollment Settings > Auto-Enroll Console.
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# NetDimensions Talent Suite Manage Center a Logout
OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Auto-Enroll Console

LGRS o) R BN Auto-Enroll User Listing  Auto-Enrell Log  Targeted Courses  Auto-Enroll Statistics a

CRITERIA SCAN INTERVAL

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 aute-enroll targets again. Both of these actions reset timestamps for individual entities
«| Turn on Online/Login Auto-Enroll
Initiate New Check At Every Log-In v

Interval (sec) for Processing Auto-Enrolls at Log-In
30 Seconds
#| Enable online SubMaodule handling

OFFLINE BULK AUTO-ENROLL

Mormally, 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
maonth

«| Turn on Offline Bulk Auto-Enroll
All Active Users Once per Day v

Process Recently Updated Users Now

Auto-enroll Console Tab

Turn on Online/Login Auto-Enroll

Enable to turn on online auto-enroll scanning. You can further specify when the scans should be
conducted:

® |nitiate New Check Only When Individual Module Criteria Or User Attributes Change
® |nitiate New Check For Every Targeted Course At Every Login

® |nitiate New Check For Every Targeted Course Each Week

® |nitiate New Check For Every Targeted Course Each Month

Note: Changing this option will impact the "criteria check needed" timestamp of every course. 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.

Enable "Enable online SubModule handling" to also scan for auto-enrollments onto sub-modules as
part of currently enrolled programs. If not enabled, this process will still run as part of the "Auto Enroll
Offline Sub-module Scan" daily task (unless offline auto-enroliment is deactivated).

Turn on Offline Bulk Auto-Enroll

Offline auto-enroll will enable users who have NOT logged in to be scanned and enrolled in courses. Yo
u can select one option from the following:

Option Description
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Daily Incremental Process all active users which have been created or updated in the
past 24 hours daily

Trickle Auto-enroll All Active Process roughly 1/30 of the active users in the next batch daily, wit
Users Over One Month Period  h all scanned over a period of one month.

(Recommended)

All Active Users Once per Day  Process all active users daily

All Active Users Once per Process all active users weekly
Week

All Active Users Once per Process all active users monthly
Month

Auto-Enroll Log Tab

The auto-enroll log page allows administrative users to view the log. You can filter the logged entries by
User Name, Learning ID, Event Started From or to.

ant Suite Manage Centre

OVERVIEW LEARNING TALENT COMMUNICATE USERS REPORTS SYSTEM

Auto-Enrol Console

Auto-Enrol Console  Auto-Envol User Listing m

User Name Leaming id Event Staried From To
| D v niot specified e
Search results per page lEI|-|

User Name Leaming bd Session Id Event Time Message
ADMINISTRATOR System {ndadmin) Feb 6, 2014 441 PM GST Processing user
ADMINISTRATOR System (ndadmin) I} Feb 6, 2014 4:41 PM CST Skipped for user. Timestamps indicate no change since last check
DORG1_135F Org1_135G (org1_135) Feb 6, 2014 441 PMCST  Processing user
ORG1_135F Orgl_135G {org1_135) Onln_CP01 ekpd00000001 Feb 6, 2014 4:41 PM CST  No finish date for prior record mismatch

Enraliment Status for the user in the enraliment targst: Successful (Enralment

ORG1_135F Ovgl_135G {org1_135] CnlnB ekp0000000T Feb 6, 2014 4:41 PM CST
- el forg1_135) R PO & successfully completed )
ORG1_156F Org1_156G {org1_156) Feb 6, 2014 4:40 PM CST Processing user
- Enraliment Status for the user in the enroliment target: Successiul (Enrolment
ORG1_156F Org1_156G (org1_156)  Onin_CPO1 ekp000D00001 Feb 6, 2014 440 PM CST
succassfully completed. |
liment Status for th th llment t ; ful Iment
ORG1_156F Orgl_156G (ag1_156)  OninBasic okpODIODOO0T  Feb . Z0i4dnpucsy - et Slatus s the-bserin e soreliment et Sucoesshl (Emoimen
successfully completed )
i i wal
ORG1_156F Orgl 166G (orgt_166)  Class01 hpOBIGIIOS,  Febs. st Mg Ncsr ~TTmiment Status for the user in the enrolment taiget. Pending Approw
i i - {Enralment approval required, enrelment was not processed }
ORG1_152F Orgl_152G (org1_152) Feb 6, 2014 4:40 PM CST Processing user

Showing: 1 - 10 of 32 nn- ..

Note: Log entries older than 30 days will be purged by the system automatically.

Prerequisites in Auto-Enroll

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.
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OVERVIEW  LEARNING  TALENT COMMUNICATE USERS REFORTS  SYSTEM

System Configuration

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

P iated with the selected category.

Select A Category
Enrolled Leaming Modules B
You must save all changes before selecting another category.

Envolled Leaming Modules

Shaw Deadline Information 55
Show Revision Information 5.5
Show Reguired Information ] 47
Shaow Credits Information sl 47
Show % Complete Information ] 47
Show Total Training Time Information ] 60

Personal Calendar Settings Hide Lasming Type(s) 8@

[ Classroom-based ¥ Online I Program

[T Hide online modules and program sessions without schedule

) Show only top level pragram 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.

I ll: Peven ey gy II._ Nl
Ignore prerequisites for automatic enroliments ' o
g prereq : O |F ! @
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