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Introduction

This document provides an overview of the features and procedures relevant to instructors in the LMS.
It focuses on the functions made available by enabling the Instructor role access control.

The Teach Menu

Enabling the "Instructor"” role access control for a given role will expose what is typically labeled as the
"Instructor” or "Teach" Menu. This menu has three tabs:

® Active Courses
This tab lists sessions with an Active or Invitation Only status for which the logged in user has
been configured as an Instructor
® Archive
This tab lists inactive sessions for which the logged in user has been configured as an Instructor
® Session Administration
This tab lists sessions for which the logged in user has been granted Read Only or Unrestricted
access/permissions to

These tabs allow you to perform instructor-oriented management of course properties, the Knowledge
Center, and user records.

2 NetDimensions

Home

st —_—

The Teach Filters

You can filter the listed sessions by specifying one or more of the following criteria:

Module Title/ID/Description

Session Status (applies to Session Administration only)
Venue

Region

Start Date

End Date

Instructors (applies to Session Administration only)
Session Attributes (applies to Session Administration only)
Module Language

Session Language

Catalog
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Teach

Achros Courses Aschrve mwﬁﬂ

Preset Filters [Marags] Module Titks'd DV Duscrpticn Session Slaus Catalog
Al

Al L Select a Language . Select a Language

User can also use "Save as Preset" Button to manage filters.

Preset Filters

In the Session Administration tab, a "Save as Preset" function is available for when the same set of
filters will be used repeatedly.

, NetDimensions Save as Preset x

Teach

Act Cosmses  Auchive

ey

e

To save the filter for repeated use:

1. Set the filters as required

2. Click "Save As Preset"

3. Enter Preset Name

4. To have preset automatically load by default whenever landing on Session Administration,
enable the "Set as default" checkbox

5. Click "Save"

To apply a Preset Filter:

1. Set "Preset Filters" to the required Filter
2. Click "Filter"

To manage Preset Filters, click on "Manage" next to Preset Filter. The following actions are available
per Preset Filter:

1. Edit (to rename or view the selected filters for the Preset)
2. Delete
3. Set as Default

Copyright © 2021, Learning Technologies Group, Inc. Page 5



PeopleFluent Learning 21.04 Instructor Guide April 2021

Exporting

You can export the list of sessions to CSV.

Customizable Columns for Sessions

The sessions are listed in a table with the following columns by default:

Module Title (ID)
Session Title

Session Status

Venue

Start Date

End Date

Seats Registered
Remaining/Total Seats

For Classroom, Virtual Classroom, and Workshop/Seminar type sessions, the Module Title (ID) column
also contains class schedule information, accessible by clicking on the calendar icon:

€2 NetDimensions
Talent Suite

=] 0 M o
]
f——
Howuon Fpuion Saay Fomasrag Total
Modue Title 10} - Thie % S 4 Start Dnbe = End Date O pagetend g
e g PR ———— M 3 8 500 P GAIT
u . A 't::.:_e- 2016 S W G ,.‘:;‘.rﬂ 115 &S00 P G ™ Uniirmited

Class Schedule

My 27, 2015.9.00 AW - May 28, 2015 5,00 PM GUT-12 09
Showing Wy 27, 2005900 Al - May 28, 201! P GMT 2 O

The Seats Registered column also contains an Enrollment Limits indicator to flag sessions that have

® Currently reached their maximum enrollment limits
® Not yet reached their minimum enrollment limits

More information is available by mousing over the exclamation mark icon:
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The following columns are also available but not visible by default:

Geographic Region
Location

Module Language
Session Language

Seaty wre b

[

Module/Session Attributes (that have "Teach" enabled as a Display Area)

€D NetDimensions
Customize Columns

Hormia

ﬂ:mmlums
oo I T T E

—_—
Pres
Invisible Columns
L
AR Tenedsl
Start Geogrighe Feginnh  LOCEBON  Moduls LEAguegs  Seddion Lhguioe
Module'Sesaia Amibutes
Siokes
Resdential  AdcRwonal Comments  Poanis

Nk Tl (101}

PARKER Ades | Mashge Conted | Halp | Conteails

Lot

Q

W A7 ) Fomnbuasbasi = et

To customize the columns

[E

. Click on "Customize Columns"

2. Click on any of the Visible Columns to move them to Invisible Columns
3. Click on any of the Invisible Columns to move them to Visible Columns
4

. Click "Apply"

April 2021

The column selection will also be applied when using the "Export Search Results" function in the

Copyright © 2021, Learning Technologies Group, Inc.
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Session Administration tab.

Saving Column Configurations

April 2021

Users can save the customized column list and load it at any time. This applies to Manage Learning
Modules, Teach, and Teach Review Participants. On landing at one of these pages, users will see a "C
olumns" drop down listing saved column configurations:

Teach

m Archive  Sission Administration

* SHOW FILTERS

Showang. 1-3al 5

Modue Title (IE) » 15.:“"" 2 s“'i"" 2 Starl Date

& A onling? B Acteo
& B online3 W Active
Oer
m el &2 B Active  Jan 2, 2017 500 AM JST
-
ez
32 W Active Oct 3, 2016 9:00 AM JST

s
rvlelielp/ TEACHREMIEWTDECORATERAGE= 7=

Jan 2, 2017 500 PM 3

Oct 3. 2016 5:00 PM

Risulls por Fagee. 25

Columns  Salact
Presets [Manage]

Salect
Diefauli
1

10

1

)

4

Clicking on the "Customize" button will launch the "Customize Column" dialog.

Customize Column

Fresets [Manage
For b Riegeors:. Dhapitay

Visible Columng

[ 501 s | sewon s | o | rsowe | e

Invisiinie Columes.

Gengusd

Geographk Region  Locabon  Rodule Language  Session Language

Flasidts por Page 25 v

Colemng Shared by CE

-

After configuring the Visible and Invisible Columns, clicking "Save As Presets" and it will prompt an
input dialog where users can input a name for the preset and save it:

Copyright © 2021, Learning Technologies Group, Inc.
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Teach

Customize Columns

Presets (Manage]

Belect

Visible Columns

Maodule Title (10}

Save As Preset

Invisible Columns

General

Mame ™

Session Titke

Session Stafus | Sian Dale | End Date
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Geographic R

Seats Reqistered | Remalning/Total Seata
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Clicking on the [Manage] link under the drop down will show the "Manage Presets" dialog allowing
users delete presets individually or in bulk:

Teach
Showng: 1-1
& O
Ot
O«
th
o:
% .
O«
& g
O:
g a

Manage Presets

=

Eulk Aztion =

Prisel Name ~ Croated on

B O
@ & w
8 O n
B & 2
B O 3
B & 4
& 5

Showing 1-Tof 7

Sep 14, 2016 by ADMINISTRATOR System
Gt 3, 2046 by ADMINISTRATOR System
Oet 3. 2016 by ADMINISTRATOR System
Sep 14, 2016 by ADMINISTRATOR System
Sep 19, 2016 by ADMINISTRATOR System
Sep 19, 2016 by ADMINISTRATOR System

Sep 19, 2016 by ADMINISTRATOR System

Copyright © 2021, Learning Technologies Group, Inc.
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Session Actions

April 2021

Depending on Role Access and Permissions, the following actions are available per session via the

gear icon:

Review Participants

Launch Knowledge Center
Launch Module Properties
Launch Session Properties
Manage Language Bundles
View Course Details
Upload/Download/Delete Attendance Sheet
Export Pending Requests
Export Withdrawals

Export Completions

Manage Reference Resources

Teach
m Archive  S+sskon Adminisiation
Mosiibe ey Tiescription Yanun Hegion
] .
Start Cate End Daie
o ] W Mo =le =
Showing 1 -3l 3
Modie Titks (1) & Seasion THa '] S| & Saant Dats 3 End Dute

e Training
T Seashon Tomplaie 1

{5C612)

[0 Mo Trasing
MO 09T s B ety e 25 2IEGE0AM Mo 35, 3016 500 FM
i GMT-1200 GMT-13 84

Farview Pasicipaney

Liwnch Insinigh Canter W Acthe  Decl 2016900 AMCST Dwc 2 2006 600 PMCST

Lo sl Prepthe
Launch Session Properies

anage Language Bundes

Heelimenaions

In Session Administration, you can also change the session status across multiple sessions:

Copyright © 2021, Learning Technologies Group, Inc.
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Under "Manage Reference Resources" for a session, you can

1. Add a new Resource
2. Preview a Reference Resou

rce

3. Delete a Reference Resource (individually or in bulk)
4. Re-arrange the order of the Resources

To add a new Reference Resource

Click "Add New Reference"
Enter a description

Specify the Reference Type
Add

oukrwhpE

Specify if the Resource is for Learners or Instructors or Both

1215

Q NetDimensions
Talent Suite

Home | Lewting Center | Pemonsl Calesdar

Refarence Resources

Accounting

Sention: Swmmer 2017

Clrpes Comstes Wik

Add New Reference

Soamas ERATCR Syiem | aege Conter | Help | Conuals  Legeut
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Pl LI, o Ermbe et Coantart” ©
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Prowtrs
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® Starviant
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g (g Dot o Aty
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Bulk Action ¥
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[— frpm
] tarstars
L Startard
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Enter the URL or, if you have the appropriate Role Access, Select File from Repository Manager

Page 11



PeopleFluent Learning 21.04 Instructor Guide April 2021

Reviewing Participants

The Review Participant Filters

When you click on "Review Participants" for a session, the enrolled participants are listed in a table.
The list of participants can be filtered by:

First Name
Last Name
User ID
Status

The filtered list of participants can be exported to CSV.

Customizable Columns for Review Participants

By default, the participants for the session are listed in a table with the following columns:

Name

Job Title

Organization

Start Date

Completion Date
Attendance

Credits

Overall Status

Overall Status Change
Performance Grade
Pre-Assessment Score
Post-Assessment Score
Assessment Score
Attempts Taken (for Learning Types that support multiple attempts)

The following are also available but not visible by default:

Enroliment Date

Deadline

Country

City

Department ID

Department Name

Employee Number

Additional Enrollment Information Fields

User Attributes and User Attribute Extensions (that have "Teach Review Participants" enabled
as Display Area)

® Transcript Attributes (that have "Teach Review Participants” enabled as Display Area)

You can click on "Customize Columns" to toggle the visibility of columns. The column selection is
applied to the table of participants and also when using the "Export To CSV" function.

Copyright © 2021, Learning Technologies Group, Inc. Page 12
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Users can also save a customized column list. Please refer to the section "Saving Column
Configurations"

Review Participant Actions

Depending on Organization Settings, Role Access, and Permissions, you can perform a number of
actions against individual participants directly in the table:

1. Launch the Transcript Detail for the course by clicking on the Participant's Name
2. For participants who have completed the course, amend the Completion Date
3. Mark Attendance (also available as Bulk Action)

4. Update Credits

5. Change Overall Status (also available as Bulk Action)

6. Set Performance Grade

7. Set Pre-Assessment Score

8. Set Post-Assessment Score

9. Set Assessment Score

10. Grant additional attempts

11. Update Additional Enrollment Information

12. Update Transcript Attributes

13. Enroll Users

Copyright © 2021, Learning Technologies Group, Inc. Page 13
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You may also print attendance sheets and certificates, if applicable.

Enrolling Users

Instructors with appropriate Role Access Control can enroll additional users to the session. To Enroll
Users

1. Click the "Enroll Users" button
2. Select the Participants

3. Enter Additional Settings

4. Click Enroll

Enroll Users x

Fient bhaarma L
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Marking Attendance

Attendance Sheets in a variety of formats can be produced for use during the training sessions. These
can be printed via Review Participants:
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Once completed, these can be scanned and uploaded back into the system via the Gear Icon in the

Sessions list.
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If an existing attendance sheet is already uploaded, users can only download or delete this item. If a
new attendance sheet needs to be uploaded, users will have to delete the existing attendance sheet

before uploading a new one.
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When attendance needs to be reported on, the attendance will need to be specifically set for each
learner. Assuming a majority of participants attended the class, the easiest way to set the attendance is
as follows:

1. Select all Participants

2. Select Mark Attendance in Bulk Action
3.

4. Click Submit

Uncheck the Attendance checkbox for Participants that did not attend
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For sessions that involve a number of classes over a period of time, attendance can be marked for
each class:
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Select the class

Click Go

Click on link to set attendance box for all participants

Uncheck Attendance checkbox for participants who did not attend
Click Submit
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Granting Additional Attempts

For courses with a specific number of attempts, it is possible to grant additional attempts at any point in
time via Review Participants:
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The "Number to be granted" and "Reason for granting" are mandatory fields:
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Gl Additional Anempes

Far English Online Course 001
Mumbar to ba gramisd™

HReason of granting®

 Subenit ] Cancel )

In the following situations, granting additional attempts will be unsuccessful:
1. The number of course attempts allowed has already been set to unlimited in Catalog Editor.
2. The transcript Overall Status is in Completed, Waiver/Exempt, Passed, Finished Using,
Cancelled, or Failed status.
3. The "Number to be granted" is an invalid value.
It's possible to review the history of additional attempts granted at Transcript Detail, accessible by
clicking on a Participant Name link:

Granted attempts
S T T
SYSTEM Administrator Some reason Jul 23, 2013 6:36 PM C3T
3 SYSTEM Administrator Some other reason Jul 23, 2013 6:36 PM CST
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The Knowledge Center

For courses involving exams, certificates, reference material, and the like, switching on the Knowledge
Center for the course will provide learners with access to everything related to their specific session via
a single access point. Instructors will also have an instructor view of the session's Knowledge Center
and, depending on configuration, will be able to access the following instructor related functions:

1. Reference Resources
2. File Share Area
3. Peer Comments
4. Contact Group Members
5. Contact Instructors
6. Forum
y ’ PARKER Alic | Mafage Casdei  Help  Conabest Ui Légo
€ NetDimensions
Knowledge Center
Management Training (M3D-0007) I Adrinisteativg Entry. On Tamget
o B-  Eiede-T

o\. — Instructors
Reterence Resmaces e A

Parvonal Motebaok ALLEM Barry

Cerification

Reeconts Tramscrigt Exams

o-'r'.___. Covmnts A U Y
oi Cortact Grcup Mlamben Evaluation
o,.-..—;,m Instnuctors !

Form

Al Koy

Reference Resources

Reference Resources can be uploaded to the system for learners and/or instructors. Clicking on
Reference Resources in a session's Knowledge Center, Instructors will see

1. The resources available to participants enrolled on the session
2. The resources available to instructors only
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. ) PRRKE A Marage Corier g Conmaeus Legeat
> NetDimensions :
Talent Suite .
Home = Lesmieg Caslis  Personal Caliedar | Caiess Codled  Workipscs  Connecti | Rapots | Teach
Knowladge Centar
Managerment Training (MOD.O0OT) W Administiativs ey, On Tanget
[ Casaspom, English. @ Ha descion
0 @r Whw-?
Reierence Resources
Type Fila Typa Stre

Sranciard

Standard

i Marking Schwes for Coursmwork

File Share Area

Acsobat Portable Docurment Fomat

Acrobat Poriable Documeni Fomat

The File Share Area allows Instructors and Learners to upload files. Files may be one of the following

types:
1. File Share Area

This is open to both Instructors and Learners to share files with the group

2. Submitted Homework

Designed for Learners to upload files and optionally target a specific instructor for downloading

3. Marked/Reviewed Homework

Having reviewed any submitted homework from Learners, Instructors can upload files of this

type, optionally targeting the respective Learner

i . PAREER fled | Matigd Gonlei | Help | ConlbdUs | Ligd
> NetDimensions
Talent Suite
Home Leaming Caner Fomnonal Calndat Carser Contmt WORIoace Connects Report Tesch
Knewledge Center
Management Training (MOD-0007) W Admircsatve Eniry, ©n Targat

[ Gavsroom, Englsh, £ Ko deading

Case Sudy | pdl

Cave Study T pd!

Caevicason et
¥ itrreted | Cmer
: Deaription
EpccediManiongt
Caurid Lanw - Coursgwork 1 - Case Siudy Carre Liow .
Pirvbe 000 [PARKER A (ALEXPARKERY]  Courppor 1 DGR {CARRIE.LAW

Cate Stugy 1 PARKER Alex (ALEX PARKER: Aug 20 2015  SOKE /gt _

Cone Stuty 2 PARKIR Ala (ALEX PARNER) Aug 28,2010 00KE it m

o e I EIS ARG
Tl

sz e no ([

Coolas Filreai Cantie Lirnw - Courpwort | - Cended Socx [LANW Came Law
Cawrie |CARRIE Law) Courpwon 1
(=
Farum
Ui | B
Al N Fis Type Zaleet mafuctor
Fise Shase Area
File Locagion
hodse & S
Prist Dicrgton
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Peer Comments

In Peer Comments, the Instructor can review the ratings and comments made by participants

e . ) PARKER A asage Corder | Help Conbacils | Legoul
@ NetDimensions
Talent Suite

Moma  Leaming Conter | Persanal Calend tomspace | Consscts | Repors

Knowledge Center

Management Training (MOD-0007)
[ Chassroom. Engish @ Mo deading

W Admirssiraiive Entry, On Target

o~ M- o Ipdo~

Peer Commenis

Ovrvien

Fiwlovence Resouces

Rate the Module
Your Comment *
File Share Asea

Parional Netebook

Cenifeation

# Comments Fou Mamagement Trassing

Rucords Transcript

Avngs Rating o 4 & % 1 Rty par Page 10 v

Carkie! Griug Ml FIELDS Mamry {HARRY. FIELDS
Cortact Imirueton
Very relevant

Chatream
~ e
Fofum
Al M

MCDONALD Fin (FIN MCDOMALD

o i o

Greal course, honoughly enjoyed 11

L Ko

Strwineg 1+ 208 2

Contact Group Members

In the Contact Group Members area, Instructors can

1. E-mail the group
2. E-mail an individual learner
3. View a learner's profile
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PARNER: Slar | Mahsgs Cinler | Wel | CoslbatUs | Logeul
»:f{’ NetDimensions
Talent Suite
Leaming Conter | Fencnal Calendar | Caroer Carfier  Warkspace g
Knowledge Center
Management Tralning (MOD-0007) B Admiritiaiv | i

O Claxsmeom, Enginh, O No deadice

bt Contact Group Members
Rederence Aesources
Fiils Share Aren EROMEDA &nn (K RN H
Personal Mobebook e\u-.: Mad | View Profle
Corification Send Madl | View Profle
RecorduTrnscrgt SINGER Barry (B

St Ml | Vi Profis

AW Carrfa | AR

S Madl | View Profie

BRADSHAW David (0

Sl Madl | View Profla

Contact Imitnxion

Contact Instructors

Adsd e To This Contact List

Sond Mal To Al Moembars

Similar to the Contact Group Members area, the Contact Instructors area allows users to

1. E-mail all Instructors
2. E-mail an individual Instructor
3. View an Instructor's profile

Forum

If enabled for the course, instructors will be able to access the forum from the Knowledge Center:
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-
PeopleFluent

HOSara | Wanege Cenle | Meln | Contac Us | Logoul

Leaming Canla B Cale Cares Conber Workipacs Rupeds Tnach

Knowledge Centar

Business integrity (MOD-00004) B Adminisirave Eniry

[ Classse ity - { #n ). @ Started On Dat 12 7019900 AM GM
o- @-
Dvarview Forum
B oo o
Raturancs Hesourcas Farum Tithe Posis Last Updated
Businass integrity Coumsa Fomum 1 LIRS W
Cenifcation ) by HO Sara

Fipcseds Transeript

Pear Commants

Aasssament Workfiow

Commuanication

Contact Group Membors

Having clicked on the Forum, users can:

1. View/Delete individual topics in the forum
2. Create a new topic
3. Edit, Set Permissions, or Delete the forum (depending on the instructor's role access control)

Business Integrity Course Forum £ ./o

Edit

Delete
Results per Page: 25 v
o Showing: 1-2 of 2
Coursework 1 0 Last updated 6/19/19 2:47 PM
by HO Sara on 6/19/19 2:47 PM Posis by HO Sara
Presentation Discussion 1 Last updated 8/30/16 12:01 PM
by SINGER Barry on 8/30/16 11:56 AM Posts by BRADSHAW David

Showing: 1-2 of 2

Close forum

After clicking on a topic, users can

1. Post a Reply

2. E-mail the author

3. View the author's profile
4. Delete an entry
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Business Integrity Course Forum »

Presentation Discussion

&INGER Barry wrote on 8/30/16 11:56 AM ﬁ

We need to prepare a presentation in preparation for the training. Group A members are:
Barry
Carrie

David
Fin

o = Email = Reply o

1 Posts

BRADSHAW David wrote on 8/30/16 12:01 PM ﬁ‘o

RE: Presentation Discussion
lol, no worries, I'll make a start with the case study background

= Email = Reply

Close forum
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